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. and passing of the Maharashtra Agricultural Universities (Krushi Vidyas
i peeths) Act, 1983, it was felt necessary to have a uniform set of financial
| and accounting procedure and rules. To
§ internal checks and balances in the financial administration of the Agricultural
: Universities, Government in Agriculture and Co-operation Department, under
Y Circular No. AGU-1082/64028/20-A, dated 16-2-1983, prescribed accouating
| procedure and iniroduced a system of pre-audit and cantralised paymeants.
This Account Code will enable the Universities to streamlins their account-
" ing procedure and will bring about financial discipline. It will serve as a
- hand-book and a ready guide to all concerned. - The Finance Department,
Government of Maharashtra and the Accountant General, Maharashtra-Iy
Bombay, have made valuable suggestions and the same are incorporated.
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ensure uniformity and also to have

2. T record niy appreciatioh to the Comptrollers of four Agricultural

i Universities, the Financial Adviser,

Maharashtra Council of Agricultural

{ Education and Research, Pune and the Chief Auditor, Local Fund Accounts,
| Maharashtra State, Bombay, for their contributions and efforts in bringing

i[out this Account Code.

| Bombay, 1st April 1991,

; S (Y) 660—(ii)

(iii)

(T. Balaraman)
Secretary to- Govt. of Maharashtra,
Agriculture, Animal Husbandry,
Dairy Development and Fisheries

Department .
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GOVERNMENT OF MAHARASHTRA

Agricalture, Animal Husbandry, D‘airy Development and Fisheries Departmant
Mantralaya, Bombay

No. AGU/1289/CR-263/19-A.—In exercise of the powers conierred by Section 56 of the
Maharashtra Agricultural Universities ( Krishi Vidyapeeth) Act, 1983, the Government of Maha-
rashtra is pleased to make the following Rules, namely :

PART I

CHAPTER I

INTRODUCTGRY

~ 1.1 (i) Short title, extent and commencement.—These rules may be called the Maharashtra
Agricultural Universities ( Krishi Vidyapeetht) -Account Code, 1991.

(ii) These rules shall come into force with effect from Ist April 1991.

- 1.2 In this Code unless the context requires otherwise :—
(a) “ACT’ means the Maharashtra Agricultural Universitie ( Krishi Vidy

Q rig
neans ot dMianparasalra Agricultural uUniversities SIS,

(b) (1) Finance Department means the Finance Department of a Kyishi Vidyapeeth.

(2) ‘Account_s ‘Branch’ means the Account Branch of the educational, research and °
extension institutions under the contro! of the Krishi Vidyapeeth.

(c¢) ‘Code’ means Maharashtra Agricultural Universities ( Krishi Vidyapeeth ) Account Code
1991.

(d) "Bank’ means the State Bank of India or any other scheduled bank as defined in the
Reserve Bank of India Act, 1934, which holds a licence issued by the Reserve Bank of India
under Section 22 of the Banking Regulation Act, 1949, or a co-operative bank approved by the
State Government for the purpose.

. (e) ¢ Financial Year’ means the year beginning with first April and ending on 3Ist March
of the following year. ) .

(f) ‘Head of Office’ means the Officer Incharge who is in Administrative Control for
particular unitfinstitution and declared as such by the University. .

(g) “Form’ means a form appended to these rules.

(h) Words and expressions used in these rules and not defined shail have same meaning
respectively assigned to them in the Maharashtra Agricultural Universities (Krishi ‘Vidyapeeth )
Act, 1983." R

1.3 All financial transactions relating to the Krishi Vidyapeeth and all account matter
including preparation of the annual accounts and the maintenance ofall accountsand the financial
records shall be dealt with in the Finance Department of the Krishi Vidyapeeth. The Comptroller
shall be the Head of the Finance Department. His duties and functions shall be as set outin
the Act and Statutes made thereunder.

« 2 o 7 e 1 T o A S e -ty A ~
1.4 »Dilale UOVEeriinent Saail pave wne powelr L amcnu O1
these rules.
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CHAPTER 2
DEFINITIONS

2.1 Administrative Approval :
Administrative approval is the formal acceptance by the competent authority of a propcsal
to incur expenditure on works, scheme, project initiated or conpected with the requirements of

the University.

2.2 Appropriation : i )

It is the amount authorised in the financial estimate for expenditure under the major or
minor head or sub-head. i

2.3 Capital Expenditure

The capital expenditure means the expenditure incurred with the object of either acquiring
or increasing concrete assests of materials of a permanent nature such as land, building, equip-
ments, construction of reservoirs for irrigation or water supply etc. andf/or reducing recurring
liabilities.

2.4 Cash : )

Cash includes legal tender coins, currency and Bank notes, cheques, Bank/Government Drafts,
Demand Drafts, Revenue Stamps and postal orders. . '

2.5 Competent Authority
Competent authority is an authority in whom power has been vested by the Act and/or
delegated by the Execntive Council or by Statute.

2.6 Contract
Contract means any kind of Undertaking written or verbal, express or implied by a person

not being University employee or by a syndicate or firm forthe construction, maintenance, repairs

of one or more works, for the supply of materials or for the performance of any service in

. ) J :
connection with the execution of work or the supply of materials.

2.7 Contractors : ’

Contractors means persons’ syndicate or firm that has made a contract with the Vidyapeeth
for_execution of works or for supply of materials or for services in connection with the objects
of Vidyapeeth. ’

2.8 .Controlling Officer : :

It means the authority responsible for control of receipts and expenditure.

2.9 Drawiag and Disbursing Officer

An officer of the Krishi Vidyapeeth who is declared as such and delegated with powers to
draw and disburse the claim with reference to the budget grants allotted to him and authorised
to collect the receipts on behalf of the University.

2.10 Estimating Officer : . )

An Estimating Officer is the officer who is primarily responsible for preparing the estimate
of receipt and expenditure. : . .

2.11 Major Work :

An ocriginal work, the estimated cost of which exceeds Rs. 1,00,000 { One lakh).

2.12 Minor Work
An original work, the estimated cost of which is upto Rs. 1,00,000 (One lakh).

2.13 Non-Recurring Expenditure :

It means expenditure sanctioned as a lumpsum charge whether the money be paid as alump-
sum or by instalments. i .

_Sanction to any item of expenditure which is of a fixed recurring nature and does not vary
periodically and which is chargeable to contingency or to pay of establishment and which does
not] extend beyond the financial year or beyond six months within the financial year is deemed
to be sanction for Non-recurring expenditure.

2.14 Pay and Accounts Officer :

An officer of the Krishi Vidyapeeth who has been designated as such and delegated with
powers to pass bills and operate the bank accounts is called Pay and Accounts Officer.



2.15 Reappropriation :

. It means the transfer of funds from one unit of appropriation under which savings are anti-
cipated to any other unit of appropriation within the same grants to meet the excess expenditure
anticipated under later unit.
2.16 Recwrring Expenditure :
. It means expenditure the liabilities of which extends beyond financial year in which it is
originally sanctioned.

2.17 Revenue Expenditure : : : )

_Revenue expenditure means the expenditure incurred in the conduct and administration of the
University, such as expenditure on salaries, rent, taxes, insurance, repairs, replacement and reno-
vation- of existing assets so as to maintain them in efficient working order.

2.18 State Council : .

Means the Maharashtra Council of Agriculturat Bducation and Research as constituted under
the Act.

2.19 Technical Sanction :

Technical sanction is sanction of competent authority to a detailed estimates of the cost of:
work of construction or repairs or a project. or a scheme to be executed. p



CHAPTER 3

GENERAL PRINCIPLES
3.1 : The accounts and financial records of the Krishi Vidyapeeth, constituent colleges, research
centres and other institutions of Krishi Vidyapeeth shall be maintained in the forms and registers
prescribed hereunder. ‘It shall be the responsibility of the Comptroller to ensure that Heads of
Offices/Drawing and Disbursing ‘Officers and Pay and Accounts Officer,- as the case may be,
maintain these records properly and correctly and that they are up-to-date.

3.2 : No Major addition or alteration shall be made in any register or form prescribed in
this code without the approval of the State Government. :

3.3: The Krishi Vidyapeeth or its sub-ordinate offices may for adminisirative convenience
maintain such rtegisters as may be auxillary to the account books prescribed in this code, bu
such registers shall. not be recognised as account books prescribed in the Code.

3.4 : The accounts of Krishi Vidyapeeth and its subordinate offices shall be maintained on
cash basis separately for each financial year. However, the accounts may be maintained in any
other manner, if prescribed by the Government for any particular scheme and -activity. All
books and registers of accounts shall be maintained in English/Marathi and shall be strongly
bound.

3.5 : The' pages of all account books shall be serially machine numbered and ‘each page
shall be stamped with the seal of the Krishi Vidyapeeth.
3.6 System of Accounts

All financial transactions relating to Kurishi Vidyapeeth, all accounts matters. (inclu-
ding preparation of Annual Accounts and Maintenance of  accounts and  financial
record) shall be dealt within the finance department of Krishi Vidyapeeth. The Comptroller shall
be the head of finance Department and responsible for its proper maintenance. He shall be
assisted by the Asstt. Comptrollers designated as Pay and Accounts Officers of the respective region
The duties and responsibilities of the Drawing and Disbursing Officers and the Pay and Account
Officers are given in Appendix I.

3.7 (1) Centralisation of Receipts :

There shall be a separate account for collection of receipts from various sources to the University
fund to be operated by tke Pay and Accounts Officer of the region and the Comptroller of the
University. All officers under the University should credit the receipts from different sources to the
said account. The comptroller shall arrange to open bank account at all collecting centres for
this purpose. . )

3.7(2) : So far as receipt under Debit Head, such amount shall be credited to the Account
of Pay and Accounts Officer concerned at the resepctive station or at the head quarter of the
Pay and Accounts. Officer as the case may be.

3.7(3) : The drawing and Disbursing Officers should furnish full details of the collection and
amounts deposited in Comptroller’s account alongwith a copy of challan in Form KV-1A and
KV-1B and send the report in the prescribed Form No. KV-2A and 2B every fortnight, to the
Pay and Accounts Officer in duplicate with one copy (without Challan) to the Comptroller. The
Pay and Accounts Officer shall return one copy to the Drawing and Disbursing Officer after duly
reconciled. The amounts collected shall under no circumstances be utilised for expenditure by
the Officers.

3.8 Receipt books :

. The account of all receipt books brought to stock by the Krishi Vidyapeeth shall be
_ma;nta;ped in Form No. KV-3. The account shall be maintained accordingyt;c)) the following
instructions.

(a) The stock of receipt books shall be in the custody of the Comptroller.

(b) Ouat of the stock of the reczipt books with the Vidyapeeth, a cartain number of
receipt books shall be handed over to the Drawing and Disbursing Officer who shall main-
tain stock account in Form No. KV-3 and follow the instructions in this rule in all respects.

. (¢) Bach receipt book shall be examined and certified by the concerned Drawing and
Drspursing Ullicer on the Iast page of the book as regards. the total number of pages while
taking on stock. Each receipt shall be stamped with the seal of th ishi Vid

the time of issue of the book. ¢ Krishi Vidyapeeth at

(d) No receipt book shall be issued to the staff unless it is immedi tel ired
use. Fresh issues shall not be made until the completed books are ieéir?lgd;r cgﬁgcw;gé

this is not always possible the return of the books immediately ‘g i
atched separay mediately “after completion shall be



(e) The books shall be issued in serial order.

(f) The partly used receipt books shall be brought into " use during the next financial

vaar under intimation to the Pav and Accounts Officer concerned and the Comntroller. -
year uncer Infimation fo 'the Pay and Accounts Officer concerned and the Comptroller.

(g) The Drawing and Disbursing Officer concerned shall- obtair unused receipt books
under use from sub-ordinates immediately at the closer of the financial year and satisfy him-
self that the receipt books are actually unused. In token of having done so, he shall put
his dated initials on the back side of the last used sheet form. The certificatc of such
verification shall be submitted by him to the Pay and Accounts Officer concerned. with a
copy to the Comptroller by 15th of. April in each year.

3.9 : Every correction or alternation in accounts and other records shall be made neatly in
ink (a single. line being .drawn through the original entry) and attested by the dated initials of
the Drawing and Disbursing Officer or Pay and Accounts Officer as the case may be. All cor-
rections and alternations in bills and vouchers shall be similarly attested by the Officer drawing
the bills or the person preferring the claim while those in the “Pay orders” shall be similarly
attested by the Officer signing them. Erasures and over writings shall be forbidden and no.
document with an erasure or over writing shall be accepted.

3.10 Receipt of Money :

(i) All money transactions to which any member, officer or servant of Krishi Vidyapeeth is
a party in his official capacity shall forthwith be brought to account in the appropriate register,
and all moneys received by such member, officer or servant, shall be paid within working three
days into the bank and shall form part of the University fund., A Vidyapeeth servant who is
authorised for receiving money on behalf of Vidyapeeth shall give the payee a receipt in Form
No. KV—4-A for Educational receipt and in Form Nos. KV4-B and KV-4-C for all other receipts
If the amount of receipt exceeds Rs. 20 the receipt shall be stamped with revenue stamp.
A double sided carbon shall be used while writing the receiptand the original copy shall be issued
to the party. The receipt should be signed by a responsible officer/cashier.

Note.—No official receipt is required to be issued in case of milk coupons which has face

(ii) Where under a Drawing and Disbursing Officer, there are more than one collection
centres of the Vidyapeeth, the money received shall be remitted by such collecting authorities to
the cashier of the Drawing and Disbursing Officer daily through scroll in Form No. KV-5 in
duplicate who shall return to such authority copy duly signed in. token of having received the
money. The cashier shall credit immediately or on the next day all moneys received by him
from different centres in the bank..

(iii) The facility of payment of fees etc. direct by the students into bank shall be availed,
wherever feasible. iIn such cases the stucents cap remit the fees etc. by challan duly passed by
the competent authority and the bank shall be advised to sent a daily scroll ol Receipts along
with challans to Pay and Accounts Officer concsrned.

3.11 Cash Book :

All Drawing and Disbursing Officers shall maintain a Cash Book in Form No. KV-6. The
cash book shall be closed and balanced daily and it shall be signed by him. Every entry.in the
the cash book shall be attested by him. He shall conduct cash verification on the working day
of every month or on the first working day of the following month and surprise verification at least
oncein a month and record a certificate as. under on the cash book.

“Certified that the cash Balénoc_ of RSevuvvvvnn.-n (I w’?rds_ .................. .. is
physically verified and found to agree with the -cash book balance”.

At the close of each month, an abstract of unspent balance shall be drawn and the detailS
of balances recorded in the cash book. )

3.12 Bank Reconciliation : ‘

It shall be the responsibility of the Drawing and Disbursing Officer/Pay and Account Officer
to prepare a bank reconciliation statement every month for analysing the difference between the
closing balance as per the cash book and as shown by the Bank Pass Book. The bank recon-
ciliation statement shall be recorded in the cash book after the close of each month.



3.13 (a) Register of cheques/Demand Drafts received :

The Drawing and Disbursing Officer shall maintain 2 register of Cheques/Demand Drafts
received in form No. KV-7 in which. all receipts realised by means of Cheques/Demand Drafts
shall be recorded in chronological order. Entry of Cheques or Demand Draft shall be taken in

the cash book on-the day of its receipt.

(b) Register of Postal Orders :

All Postal Orders shall be entered in the Reglster of Postal Orders as and when they are
received. The -Register shall be maintained .in the Form No. KV-8.

This register shall be reviewed by the oﬂicen-m-charge pel‘lodlca,lly to -ensure that due cred;t
is given by the bank for all Postal Orders.

(c) Register of Money Orders received :

The Register shall be maintained in the Form No. KV-9.

3.14 Investment Register : o -

An' Investment Register in Form No. KV-10 shall bc maintained by the Comptroller. 1t
shall show the investments made out of University Fund, Provident Fund, - Contingency Fund,
Pensioni Fund, Depreciation Fund, Bequest and Donations or any other fund. The investments
shall be in the custody of the comptrollcr and these shall be checked and certified by him at least
once in every quarter. i

3.15 Procedure regarding accounting of cancelled cheques in Cash Book :

(i) If a chequc is cancelled before the cash Book is closed, the ertries in the ‘cash book
and .any other register 'in which the items included in_the cheque may have been entered shall
be struck off in red ink under the initials of the concerned officer. When the cheque is cancelled
after ‘a cash book is closed, the amount shall be adjusted by minus entries under the correspond-
ing expenditure’ heads in the expenditure register and by reverse entry in"'the Cash,Book, a note
being made in 'the registers in which the transaction has been noted

(i) If a cheoue is cancelled after the accountsof a year are finally closed, thc amount shall
be taken as a recemt under the corresponding receipt head of account. In the case of tran-
sactions affecting any head in the Debt Section of accounts the write back entry shall be made
under the same head

3.16 . Presentatmn of *Bills 2

(i) Al bills payable oiit of the University Fund shall be preferred in' the. prescribed forms
bv the Drawing and Disbursing Officers to the Pay and Accounts Officer concerned who shall
scrutinize and pass such bills, except the following types. of bills, which shall be passed by the
Comptroller, after théy are examined ‘and initialled by the Pay and Accounts Ofﬁcer

() All bills of Civil, Electrical/Irrigation/Works irrespective. of the amount;
(2) Any other. es ‘of bills ‘which the' Comptroller may decide.

- {it) After. . passing . the- bills, cheques shall be signed by:the Pay and Accounts Officer and.
shaxe be entered in the cash book on the day on which it is drawn.

3.17 Printed forms of bills in English/Marathi shall be used.
3.18 Al bills must be filled in and signed in ink. The amount of.each bill should as far

as. who]e Tupees are concerned be written in words as well as in figures. The fractions of a rupee
may, however, be written in . figures after the words stating the number of rupees, but in case of

there bemo no fmcuon of a rupee, the word “only” should be inserted after the number of whole

‘[‘upcca and care auJulu uc,:, l.‘am::u to leave no space for interpoiation as in the IOIIowlng examples.
- Rupees twenty Sff( only” < Rupees twenty-five and twenty-five paise” No abbreviation such as

Eleven hundred > for * One thousand one hundred *> is permissible both in the bills as well
as in pay order. . . .

3.19 No payments shall be made on a voucher or order signed by a person other than
the Officer authorised tosign the “ Passed for Payment ** order. No money shall be paid on a
voucher or order. signed with a rubber or facsimile stamp. When the acquittance on a voucher is
given by a mark of seal or thumb impression, it shall be attested by some pexsom known to the
Drawing and Dlsbuxsmg Officer.

a w7y o

3.20 When a um is presemea on account of cnarges mcurred under any specml order the
order sanctioning the charge shall be quoted in the bill. Copies of sanctions accompanying bill
skill. be duly certified by the Drawing and Disbursing Officer.

3.21 Every bill or claim shall ordinarily bear or have attached to it an acknowled mem‘. of t
_payment signed by. the person for whom or on whose behalf of the claim is. presented, Igf a vouchl.l:g
i (Sj f;iost a. cgertlf(ilcatedof tEnayment prcpared in manuscript and signed by the Drawing and Dlsbursmg

cer and endorse y- his Superior Officer, shall be ]aced ‘on record. Full
claim shall ‘invariably be set-forth therein. F . particulars, of, i
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3.22 (i) : Dates of payments shall be noted by the i
tes . payees in acknowledgmsent. 1f fo
reason, such as illiteracy or the presentation of a receipt Si’n apticipation ofgpayments, ii l;s 21111103;
%135%1‘)1% to .not% gile datedof g&}yme_nﬁ ]by ‘t%e payee, the date of actual payment shall be noted by
€ Disbursing Officer under his initial, either separately for e t 7
e Disburs P \ ach payment or by groups as may be
(ii) In case of payment made by Remittance through post office the postal M. O. Receipt of
the payee shall be kept with voucher. In the case of payment for articlgs received by ‘3’. Pl.3 tk?e
- P. cover together with invoice or bill showing the details of the items paid for shall be ’kept
with the vouchers. i ‘ o )

3.23 Claims of deceased employee
() Pay and allowances or pension.can be drawn for the day of man’s death, the hour ag
which death takes place has no effect on the claim.
- (ii) Pay and allowances of all kinds claimed on behalf of a deceased employee of a Krishi

' Vidyapeeth may be paid upon as under.

(a) When the amount does not exceed Rs. 5,000/- payment may be made under the.orders of
the competent authority, who will make such enquiries into the right and title of the claimant
as he may deem sufficient.

Provided, that competent authority may make anticipatory paymeiﬁ: of an amouut.n
. > v g . ; ot excee=
ding Rs. 5000/~ with one suréty and in any case of doubt, payment shall be made only to the

HRcil shall be mace omy o the

person  producing the lsgal authority. i

Explanation : The expression“ Competent Authority’ means . .

(i) In the case of an ‘employee of  the Krishi Vidyapeeth who was drawing pay upto 2200 .
at the time of his death or while he was in service; the Drawing and Disbursing Officer who
draws the pay and allowances of the person concerned before his death or while he was in service.

(ii) In the case of other employees, respective Controlling Officer.

(b) When the amount due exceeds Rs. 5,000, ‘ )

By mentyshailgbefmadcundorithejordersyc f the Comptroller on production of legal éﬁthcfity.v
However, payment may be ordered by him on ‘execution of an indeminity bond in Form No.
KV-11 duly stamped for double of the gross amount of payment, with two sureties, if he is
satisfied of the right and title of the claimant and considers that undue delay and hardship would
be caused by imsistence on the production of legal authority: ) B

3.24 Issue of Duplicate Receipt

No duplicate or copy of areceipt granted for money received, or of a bill or o_therL docuiment
for the payment of money which has already been paid, shall be issued on the ground that the
orignal has been lost. If any necessity arises for such a document, a certificate may : be given that
on a specified day, a certain sum on a certain  account -was received from or paid toa
certain person. ' . : ; .

3.25 Mode of Payments ) ) SR » ) o )

All payments of ‘claims against the Krishi Vidyapeeth shall be made in the folloi;ving manner.

(i) By Cheque : The departmental payments of the offices located at ~ the headquarters of
Comptroller/Pay and Accounts Officer. » . . ,

(ii). By Bank Drafts : The departmental payments of the offices other than those shown in
(i) above.. However, in case .of the offices other than those shown in (i) above but where
ihe Bank Accounts are opened by the Pay and Accounts Officers the deparimental payments shail
be made by cheques. } N

(iii) Payments to private parties and contractors .and other _ inmstitutions shall be
made by crossed cheque. However, payments to the third parties may be made by Demand
Draft provided that it is the precondition of the party the services/supplies of whom are of
indispensable nature The cost involved in purchase of Demand Draft shall be borne by the
party requiring Demand Draft and that the University shall not incur any additional éxpenditure in
paying through Démand Draft. - k ) :

3.26 Cheque Books : . ] ’

(i) The cheques shall bewith counterfoils duly bounded in the form of cheque books. Each
book shall bear Book No. and each cheque shall bear Book No. and the Serial WNo.. both
impressed by machine. : ’ ‘ ) ‘

" (ii) The cheque books shall on receipt be carefully examined by " the Comptroller/Pay and
Accounts Officer and see that the number of. blank cheques contained in each book is intact
and a certificate of count shall be recorded on' the fly leaf with the dated signature of the Comp-
troller/Pay and Accounts Officer. .

Q .V A0

) 66!
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(iii) The cheque books shall be kept underlock and key in the custody of the Comptroller
or Pay and Accounts Officer as the case may be Only one cheque book shall be brought intg
use at a time. The account of cheque books brought to stock shall be maintained in Form No.
KV-3.

(iv) After the cheque bdok is completely used, the Comptroller/Pay and Accounts Officer shall
record the cortificate on the fly leaf that all the counterfoils excluding cancelled cheques have
been duely eatered in the cash-book.

(v) Counter Foil of the used cheque books shall be carefully preserved by the Cashier.

3.27 N> chague shall be signed unless it is required for immediate delivery to the payee
or ualsss money is required for immediate payment.

3.28 Tz paymsnt due to a contractor may be made to any bank if the contractor exccute
apows: of attoraey or transfer deed in favour of such bank, Cheques issued to contractor in
such caies may bz mads payable to *“Order” and crossed as “Account Payee”.

3.29 : Every cheque written in hand shall have written across it, in words, at the right angles
to thetyps a sum a little in excess of that for which it is issued. For example across a cheque
for Rs. 49.50 shall be written “Under Rupees Fifty”.

3:30 Al cheques other than for payment of pay and allowances of Krishi Vidyapeeth
employ2ss axd pe@nsioners, drawn in_favour of an individual, a firm, a company, a statutory body
etc. for .servicss rendered or supplies made by them tothe Krishi Vidyapeeth should invariably
bz crossed with - the words “Account Payee only” between crossing. However, in eXGEptionil
cases the ciossing can be cancelled to the limit of Rs. 1,000/ in each case.

3.31 Currency of Cheque

(i) No cheque shall be carrent for more than six months from the date of issue. After the
expiry of the petiod, it shall be necessary for the payee to return the cheque for revalidation
Such_ cheque shall be revalidated under the dated signature of the drawer and a note of the
revalidation shall be taken in the general cash book against the original entry. - Such chequeis
not revalidated - within one year of its drawal shall be considered as cancelled and a fresh cheque
shall be issued [when required, after proper scrutiny. '

- (ii) As soon as cheque becomes time-barred, it shall be withdrawn if possible and cancelled
and a fresh cheque issued in lieu thereof. If the issue of fresh cheque is mot possible, the charge
involved shall be written back by a minus entry under the relevant expendifure head if in the
same financial year or by credit to the concerned revenue head, if after the close of the financial
year. :

3.32  Cancellation of a Cheque

When the cheque is cancelled, the fact of cancellation shall be recorded on the counterfoil
and on the cheque if produced under the drawer’s initials and also across the payment order on
the bill or voucher. Cancelled cheques shall be carefully preserved under lock and key in the
custody of the Pay and Accounts Officer/Comptroller until the accounts for the period to which
they relate, have been audited. :

Note : For procedure regarding accounting of cancelled cheques, see Rule 3.15 ibid.

3.33 Loss of Cheque :

If a cheque is_ lost, mutiliated or destroyed, an intimation of the fact shall be iven bat‘on
to the Bank and its payment shall be stopped.If a ffesh cheque is issued, its nun%bar and'da‘t:g
s?xall be quoted against the original entries in the Cash Book with the remark that the original
cheque has been lost, mutiliated or destroyed and a note shall be made il
the fresh cheque as follows. ¥ R G (RS

“Issued in lieu of cheque No. ........ dated........lost/mutiliated/destroyed."

3.34 Misappropriation of Krishi Vidyapeeth money :

(i) Whenever a Drawing and Disbursing Officer comes across a case of actual or s t
embezzlement, defalcation losses or fraud; he shall forthwith investigate into the mattzr a?fgicegg
a.report to the Comptroller and the Controlling Officer concerned, who shall forward the same

to the Vice-Chancellor with such observation as may be necessary. If the report can not be

submitted within two days, an interim report shall be sent immediately. The Comntrolles
may, il necessary, conduct a turther preliminary mvestigation.and bring the facts to the notice of. the
Vice-Chancellor. If a preliminary investigation discloses or leads to the suspicion of criminal oﬁ‘ggc: f(lgé:
forgery, theft and the like) it shall be immediately reported to the police authorities also.

(ii) When the matter has been fully enguired into the Vice-Chancellor shall send a complete ‘

report to the Executive Council and the Auditor showing the total sum of i i
C i : ] money mis
~or value of store or articles or things lost, the manner in which the misapprOpriZytiou avlv)g oel;ir‘;gzgg

and the steps takén to recover the money, to punish the offender and to prevent the recurrence

of similar embezzlement in future.
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(iii) For the enforcement of responsibility for losses sustained by a Krishi Viayapeeth through
fraud, negligence of the employee, the following principles shall be observed. oue

PRINCIPLES

.. 1., Every Krishi Vidyapeeth servant shall be personally responsible for any loss sustained by
Krishi Vidyapeeth through fraud or negligence on his part. He will-also be held personally
responsible for any loss arising from fraud or negligence on the part of any other Krishi Vidya-
peeth servant to the extent to which it may be shown that he contributed to the loss by his
own action or culpable negligence. The cardinal principle governing the assessment of responsi-
bility in such cases is that every Krishi Vidyapeeth servant should exertthe same vigilance in
respect of Vidyapeeth expenditure and University fund generally as a person of ordinary prudence

would exercise in respect of the expenditure and the custody of his own money. Whilé therefore,
Krishi Vidyapeeth is prepared to condone an officer’s honest errors of judgment involving fnancial
loss, provided the officer can show that he has done his best upto the limits of his ability and
experience, they are determined to penalise officers who are dishonest careless or negligent iu the
duties enfrusted to them. The extent to which the action of negligence of the officer was culpable
must be ascertained by enquiry in each instance.

2. Tt is of the greatest importance to avoid delay in the investigation of any loss due to
fraud, negligence, financial irregularity etc. If the irregularity is detected by audit in the first
instance, it will be the duty of the audit officer to report immediately to the adminpistrative
authority concerned. If the irregularity is detected by the administrative authority in the first
instance, he will report the matter to the comptroller immediately. Every important case
should be brought to the notice of superior authority as soon as possible. The administrative
authority should report to his superior and to the Comptroller. If the administrative authority is
of the opinion that the investigation is complex and the assistance of an expert audit officer to
unravel it is necessary, he shall apply to the Vice-Chancellor who may in Consultation with
the Comptroller, negotiate with the audit officer for the services of an investigating staff.

3. In any case in which it appears that recourse to judicial proceedings is likely to be
involved, competent legal advice should be taken as soon as the possibility emerges. In the
case of losses involving a reasonable suspicion of fraud or other criminal offience, a prosecution
should be attempted unless the legal advisers consider that the evidence available is not such
as will secure a conviction. The reasons for not attempting a prosecution should be placed on
record in all such cases. )

" 4. In cases where loss is due fo delinquencies of subordinate officials and where it appears
that this has been facilitated by laxity of supervision on the part of a superior officer, the latter
should also be called strictly to account and his personal liability in the matter carefully assesseed.

5. The question of enforcing pecuniary liability shall always be considered as well as the
question of other forms of disciplinary action. In particular, if the loss has occurred through
fraud, every endeavour should be made to recover the whole amount lost from the guilty persons
and if culsa axity servision has facilitated the fraud. the supetvising offcer at

f - of 5
and if culpable laxity of sup

properly be penalised.
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6. The fact that officers who were guilty of frauds or irregularities have been retrenched or
have retired and have thus escaped punishment, should not be made a justification for absolving
those who are also guilty but who still remain in service.

7. The amount of losses to Krishi Vidyapeeth shall not be written off unless it is establei-
shed that :—
(i) Nobody can be held responsible for the loss;
(ii. There is lacuna in the system or in the rules.
(Note :—For procedure, see Chapter 19.)
3.35 Recoveries of Overpayments

(1) Recoveries of overpayments in cash or by short drawal from bills shall be recorded at
reduction of expenditure under the concerned service Major Head irrespective of whether the
recovery relates to over payment pertaining to the current year or-any previous year.

" (2) Challans through which such amounts are credited into University Fund should there-
fore, indicate the complete classification of original debit so as to classify the receipt as * Reduc-
tion of Expenditure under the appropriate head’. .

(3) Refund of unspent balance of grant-in-aid shall, however, be adjusted under a distinct’
head “ Deduct Recoveries of unspent balance”” to be opened under the same Major Head.
However, Grant-in-aid ordered to be refunded to Government should not be treated as recovery
of overpayments, but shall be credited as * Miscellaneous Receipts” of the Department concerned
under the relevant functional receipt Major Head below the Minor Head “ Other Receipts ™.

'S (Y) 660-2-a
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3.36 Custody of Money

The money in. the custody of the Finance Department, Accounts Branch - of Copstituent
nnnnn ch Centres and other institutions of a Krishi' Vidyapeeth shall be kept in a strong

COUEEES, nioCardn LONUGS Qi Ouach iNsULLuUUIS U2 .
chestgand secured by two locks. One set of keys of both' the locks shall be with, the department
and the second set of keys of both the locks shall be deposited by the Drawing and Disbursing
Officer in the Government Treasury/Sub-treasury located at the nearest point for safe custody.
Out of the two keys with the department, one key of the lock shall be with Cashier and the
other key invariably with the officer Incharge. The keys deposited in Treasury/Sub-Treasury shall
be withdrawn in April every year for verification and again redeposited for safe custody im-
mediately. The chest shall never be opened without both the custodians being present.

The offiser-in-charge shall be responsible for the custody of all such money.

3.37 Verification of Cash

The Comptroller shall verify the cash in the custody of the finance department of Krishi
Vidyapeeth by surprise check at least once in a quarter. In respect of other institutions under
the Krishi Vidyapeeth, the Comptroller or his representative not below the rank of the Assistant
Comptroller shall conduct surprise ‘cash verification at léast once in six months.

3.38 Securities fron the staff )

(1) The staff in charge of cash, stores, stamps shall be required to furnish_security, within
a period of 30 days. from the date of taking over charge to the Drawing and Disbursing Officer
under whom the employee is working. The amount of security shall be as under :

(1) Persons in charge of stock and stores : Rs. 5000

(2) Person- Incahrge of cash/stamps : Rs. 3000

(3) Uaiversity and College Librarian : Rs. 5000

However, where the Vice-Chancellor cyasiders that secarity should bs taken from any Krishi
Vidyapeeth employee, he may in consultation with the Comptroller, dstermine the amount of the
security to be obtained. ]

(2) No Employee shall ordinarily be ailowzd to hold at any tims cash, stores of the value
of an amount larger that the for which he has fumishad_ security. In order to enforcs this provision
it becomes necessary to direct the employse to furnish security for higher amount than that
specified in sub-Rule (1). The Vice Chancellor may in-consultation with the Comptroller increase
it to the extent as deemed necessary.

(3) If the security is not furnished by the concerned employee within the prescribed period shown

above, the Vice-Chancellor may on the recommendation of the Compiroller extend the period for

further 30 days. If the security is not furnished by.the concerned employee even within the
extended period, the Comptroller shall order the deduction of the amount of the security
suitable instalments from the salary of such employee.

Note : The persons appointed to officiate in leave vacancies or otherwise’ shall also be' required
to faraish secruity if the period of officiation is not less than 120 days. C

3.3 Thaz sscarities shall bz farnished in one of the following forms.

(1) Personal Secarity Bond : By execution of a personal security bond with two sureties
in Form Nbo. KV-12 for the appropriate amouat. The solvency of the sureties shall be verified
yery year.

(2) Fidelity guavantee policy : The policy shall bz from a company approved by the Govern-
ment. When the security is taken in this form, the Krishi Vidyapeeth servant should be asked to
execute a bond in Form KV-13.

(3) In cash, either lumpsum in Form No. KV-14 or by monthly deductions from pay in

- Form Nbo. KV-15. The following may also be accepted as security in liew of cash :

(a) Government secarieties or post-office cash certificates, in Form No. KV-16.

(b) Deposits in Post Savings Bank, in Form No. KV-17 when the sccurity in lieu of
cash in the above form is taken, it should be .formally transferred to the Drawing and
Disbursing Officer or the Officer-in-charge concerned. . : g :

3.40 (a) The Drawing and Disbursing Officer shall maintain a register of security in for
No. KV-18. & v fomm

The Comptroller shall during the year or at the time of inspection verify that the securities-

have been obtained or duly verified and are commensurate with the cash and valuable handled
and the solvency certificates of securities: are obtained. 3

. {b) The security obtained in any of the form prescribed above shall be retained for a period
of one year from. the date on which the employee relinquishes the charge of the post for ‘which
the security is preseribed or: untit the. records of Accounts are audited, whichever is. later.
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3.41 Arrears claim

(i) No arrear claim not preferred within one year of its becoming due shall be paid.without
the specific sanction of the authorities mentioned below :— . P

Amount of arrears claimed Competent Aut/zority

Upto Rs. 500 Drawing and Disbursing Officer concerned.

Rs. 501 to 1500 . Controlling Officer.

Rs. 1501 to 5000 Comptroller. —

Rs. 5001 and above Vica-ﬁ}naucellor in cousultation with the Comp-
troller. .

Explanation : Tie period of one year shall be reckoned :—

(a) in the case of T. A. claim from the date of return to head quarter or from the
first of the month if the tour continues over that date.

"(b) in the case of officiating pay, from the date of receipt of the order sanctioning the
promotion, if the officiating pay is due for a past completed month or months, otherwise,
from the following pay day;

(c) in the case of leav: salary, from the date of the order sancioning the leave; and

(d) in case of medical reimbursement claims from the last date of completion of treat-
ment as certified by the Authorised Medical Attendant.
" (e) in other cases, from the date oa whica a claim bacomes due, to the date of its
presentation at the office. 0
]}L{ii) The claims not presented for paymeat within the financial year after sanction shall
require fresh sanction of the Comptroller.

. (iii) The right of an employee to T. A., Transfer T. A., conveyance allowance and medical
reimbursement claims shall be forfeited or deemed to have been relinguished if the claim therefore

is not preferred by the claimant within one year from the date on which it accures.
(iv) This rule shall not apply to the following categories of claims :—
(a) Claims on account of pensious,
(b) claims on account of refunds of revenue, and
(c) any other class of paymsnt which are governed by spzcial rules or orders of Vidya-
peeth.

(v) No payments shall be made on account of increases to pay and allowances until the
additional expenditure thereby caused has been sanctioned and funds provided therefor.

3.42 All claims more than three years old and all claims against Krishi Vidyapeeth which
are barred by time under theé provisions of .any law relating to limitations it shall ordinarily be
refused, and no claim on account of such time-barred items shall be paid without the sanction
of the Vice-Chancelior in consultafion with Compirolier, each case to be decided on merits.

3.43 Audit objections c

Every Krishi Vidyapeeth employee shall attend prompily to all objections and orders communi-
cited to him by ths Anuditorsappointed by State Governmeat. The ultimate responsibility to ensure
that all audit objections are satisfactorily settled very expenditiously falls on the Registrar and on
each Drawing and Disbursing Officer concerned. Subject to this, the Heads of Offices and Controlling
Officers ate dirsctly aad personally responsible for the prompt and complete settlement of all
objections. Special care shall be taken of such objections which involve the possibility of recur-
ring loss being incurred and quick remedial action shall be taken to prevent it. The Comptroller
shall himself hold psriodical discussions with the Heads of Offices and Controlling Officers and the
Auditors to facilitate the quick settlement of objection and shall bring to the notice of vice-chancellor
the position of outstanding parts every six months by 10th october and 10th April

3.44 Banking Arrapgements ) _

(i) The money relating to University. Fund and all sums received therein shall be kept in the -
State Bank of India, or in any scheduled bank as defined in the Reserve Bank of India Act, 1934
which holds a licence issued by the Reserve Baok .of India under section 22 of the Banking
Regulation Act, 1949, or ina Co-operative Bank approved by the State Government for the purpose.
All motey received on account of Krishi Vidyapeeth shz_tll be credited forth-with i1.1 the Bank.
The amounts thus received as well as the amounts directly paid into the bank shall be incorporated
in the Cash Book. )

(i) Remittancz to Pay & Accounts Oficers :—The Pay & Accounts Officers shall submit
reguisition for the funds required by them from time to time to the Comptroller well in advance.
Ta: Cornotoller shall rzlease the funds - after taking into consideration opening balances, Receipt,
Expenditure as per cash book of the Pay & Accounts Officer.
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3.45 In order fo keep a record that all cheques and, drafts are dealt with promptly and systemati- -
ally, they shall be entered in a Transit Register of Cheques/Drafts received in form No. KV-19 by
receiving clerk. The register shall be scrutinised every month by the Concerned Officer as the

case may be.

3.46 Claims against a Krishi Vidyapeeth
(@ Any person other than a person borne on the establishment of a Krishi Vidyapeeth havinga
claim against Krishi Vidyapeeth shall present his claimsin the appropriate form prescribed in these
rules duly receipted and sta mped with revenue stamp, if it exceeds rupees twenty, unless exempted
from payment of stamp duty.
(ii) Al claims against Krishi Vidyapeeth may be classified into three categories—
(a) Claims of ‘the staff. .
(b) Claims on account of inter-departmental transactions, and
(c) Claims of outside parties. .

The bills in respect. of claims of the staff  inter-departmental transactions shall be prepared
by the respective Drawing and Disbursing Officer concerned. Bills in respect of claims of  outside
arties shall be prepared by the claimants themselves in the appropriate forms prescribed under
these Tules and the claimants shall forward them to concerned Drawing and Disbursing officer of
the Krishi Vidyapeeth.

3.47 Bills Register

All bills drawn or received shall be entered in the Bills Register in Form No. KV-20
serially. This register shall be maintained in the office of all Drawing Disbursing Officers of the
Krishi Vidyapeeth.

The claims received shall be scrutinised and if in order shall be passed for payment to the
extent admissible under the full and dated signature of the Drawing and Disbursing Officer
concerned. Such bills duly passed for payment shall then be passed on to the concerned pay
and Account Officer for further disposal. When a claim is preferred on a duplicate bill or a
duplicate receipt is attached to any pay bill, the Drawing and Disbursing Officer shall certify
thereon that the original bill has not been paid or that the original receipt has not been used in
support of any other bills, as the case may be.

3.48 Bills Register shall be reviewed monthly by the Drawing and Disbursing Officer
and theresult of review recorded thereon under his dated signature, not later than 10th of the
following month.

3.49 Monthly Reconciliation of Expenditare :

Bvery Drawing and Disbursing Officer shall prepare a monthly expenditure statement in Form
No. KV-21 and forward the same in duplicate to the Pay and Accounts Officer with a copy
to the comptroller by 5Sth of succeeding month. The Pay and Accounts Officer shall verify the
expenditure reported by Drawing and Disbursing Officer and return one copy duly certified by him
within a week. Any misclassification discrepancies, if detected before closing of month accounts
shall be corrected prompitly.

Any misclassification is pointed out after close of monthly accounts it shall be rectified through
Transfer Entry.

3.50 Receipts

Compil nifc g cconntsIE GV TIzsyenucRR cosi s lan GG thcilicalization SIT cociver
by the Drawing and Disbursing Officer shall be entered in the register of Revenue Receipt
under debt Head in form KV-23,KV-2B. The monthly totals shall be' struck. The total
amounts credited in the bank shall agree with monthly totals in these 'Registers. Progresive
total shall be carried forward from month to month. These registers shall be signed by the
Drawing and Disbursing officer every month. :

(2) The Pay and Accounts Officer shall also maintain similar Registers of Revenue Recei
Debt Heads (Form No.KV-23 and KV-2B) on the basis of the sgfatement received erorn li;fé
Drawing and Disbursing Officers every fortnight as prescribed in para 3.7 (3). Daily totals of
these Registers shall be entered in the cash book, " maintained by the Pay and Accounts Officer
The monthly totals shall be struck duly reconciling the receipt “with bank pass book/ Seroll,
Progressive totals shall be carried forward month to month so that” total annual Receipt under
these heads are available at any time.

. (3) The amounts of grant in aid received from Government, ICAR and other agencies as also
the amounts received .from outside parties shall be enteredin the main cash book in from KV-22
maintained by the Comptroller. , : )

Oammnil
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3 .51 Payments

(i) The Drawing and Disbursing Officer, so authorised by t rishi Vi i
claixps to the Pay aid Accounts Ogmce.r through t}.llger Bcil! t%’ak;cs'lf ui’?egxtgg apigc?g:‘nsihfaé‘ly’-%gefcgﬂ 5)111%1:
received from Drawing and Disbursing Officer shall be entered in the ° Register of bills received
in form No. KV-25A - All these bills, with duplcaite copy of list, shall be sent to the audit
section where claim§ shall be serutinised within week and put to the Pay and Accounts Officer on the bllis
(tobe retained) admitted for payments suitable pay order shall be recorded in red ink for cash payment and
inblue black ink for percontra paymentsi,c. University deductions for pay, T.A. Festival  Advances
Rent Recovery otc. Ssparate chequeshall beissued for the totaldeductions “creditable to other agencies,

(i) Bi'ls passed for payment shall be sent to cheque section for issue of cheques. Payments to
private persons / parties on account of work done/materials supplied eic. shall be made by order
cheque and by crossed cheque “ Account Payce * only where amount of cheque excesds Rs. 1000°

(iii) All payments made in cash or by cheque shall be entered in cronological order on the
payment side of the cash book as soon as the cheque issigned full particulars of the payment
8?1llng recorded therein in barief. Every entry of payment shall be attested by the Pay and Accouns,
cer.

(iv) Vouchers should have one‘serial number chrounologeally in the cash book throughout the
year and should be kept properly in the gurad file for each month separtely.

(v) The cash book shall be closed and balnced daily under the signature of Pay and Account
Oﬁicer'.. Total receipts and payments for the day shall tally with the Day book of receipt
expenditure. N

(vi) Closing balance as per cash book shall be compared with the balances as per Bank scroll/
pass books and Reconcilation statement shall be drawn up on the last working day of the month
for analysing the difference between the closing balance as shown in the cash book and as shown
in Bank's scroll/ pass book. A copy of Bank reconcilation statement shall be submitted to the
Comptroller with the monthly accounts.

(vii) Departmental payments to be made at out. stations shall be arranged by obtaining the
Bank Drafts or by opening of separate Bank accounts as may be convenient.

(viii) Vouchers shall be posted daily in the Register of classified expenditure in form No.
KV-26 in the compilation section of pay and Accounts Officer and daily totals carried over to
Day Book.

3.52 Deduction Register

A Register of University dcfiuctions shall be maintained in from No. KV-27. All deductions
made from the vouchers and adjustable to University Accounts by per contra shall be recorded in
this register and daily totals posted to respective Receipt register. Daily totals of per contra
adjustments, shall be agreed with the main cash book.

3 53 Transfer Entry Order Book :

A Transfer Entry order Book in form No. KV-28 shail be maintained in order to correct
errors of classification, to bring to account recoveries of over-payments and to relieve suspense
Head of account. All particulars sufficient to explain both the nature of adjustment and the
gound for correction shall be clearly stated,

3.54 Debt Head Transactions

Amount received paid under differnt heads of Deposit and recoveries of advances under debet
head section by the Drawing and. Disbursing Officer shall be accounted for by the Payand
Accounts Officer. The Drawing and Disbursing Qfficer shall be responsible for timely settlement of
these! transactions. :

3.55 Deposits

(i) A Register of Receipt of Deposits shall be maintained by the pay and Accounts Officer in.
form No. KV-29 wherein all items of Deposits under different heads shall be posted. Separate sets
of pages shall be set aside for each class of Deposits. Each part of the Register shall open with
the details of the previous year's out. standing balances as shown in previous years register. Deposits
rceived during the year shall then be entered in this register as and when transaction occur . Monthly
totals shall be reconciled with the corresponding figuresin the monthly accounts.

(ii) Paymsnts of deposit in cash or transfer shall be noted in red ink against the original
credit and attested by the Pay and Accounnts Offizar.* Total repaymentsduaring the month shall be
reconciled with the figures in monthly account.

3.56 Advances :

Account of Advances viz., pay Advance, F.A. Advance, Festival Advance, Temporary Advance,
Conveyance Advance, Handloom Advance etc.,, shall be maintained by the pay and Accounts
Officer in the ~ Register in Form No. KV-30. As Drawing and Disbursing Officers shall be
reponsible for maintenance of detailed account of recoveries effected/adjusted for the advances drawn
by them vide Rule 8,7. The Pay and Accounts Officer shall maintain Drawing and Disbursing
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Officer-wise Account in respect of Festival Advance. For other advances, however, the Pay and

o N 1 T i J—

Accounis Officer shall maintain detailed account and watch recovery/ adjusiment thereof.

3.57 Recovery of Advaunces .

(i) While recovery of advances is effected in cash or by deduction from bills, a schedule in
form No. 31 shall be attached with the challan /bill. Separate schedule of recovery shall be
prepared for different kind of recoveries of advances. S )

(ii) In case of transfer of employees from one office to another within the jurisdiction of
pay and Accounts Office-it will happen that some recoveries effected might pertain to the advances
drawn by another Drawing and Disbursing Officer. In such cases name of Drawing and Disbursing
Officer by whom advances were -originally drawn should be clearly recorded in the Recovery
schedule. Separate schedules may however be prepared for such recoveries of advances to  faci-
litate posting of recoveries in the account of drawing and disbursing officer concerned.

(iii) In case of employees transferred to Drawing and Disbursing Officer in the jurisdiction
of Other Pay and Account Office, two copies of Last Pay Cortificate of the incumbant shall
be sent by the Drawing and Disbursing Officer to thz Pay and Accouats Officer from whoss
jurisdiction employee is transferred. All outstanding advances with effect Pay, T.A., Festival =ts
shall be recorded carefully. The recovery of outstanding advances as shown in the last pay and
ficate by per contra debit to “ Inter-Pay and Account Officer Transfer ” and record ‘suitable en
dorsement to that effect on both the copies of last pay certificate. Ong copy of last pay certi-
ficate shall be scnt to another Pay and Accounts Officer in whose jurisdiction employes is trams--

ferred. )

(iv) On receipt of copy of last pay certificate duly endorsed, the Pay and Accounts Gfficer
shall record the outstanding balances of advances against the Drawing and Disbursing Officer in
whose office the employee has joined on transfer and credit by per contra to “Inter Pay and
Accounts Office Transfer)” Such transactions should be reconciled and agreed by respective Pay
and Accounts Officers periodically. A detailed schedule of Debit/Credits under Head Inter  Pay
and Accounts Office, Transfer should be “enclosed with the Monthly Accouats submitted to ths
Comptroller. .

3.58 Monthly Accounts

(1) The Pay and Accounts Officer shall submit to the . Comptroller monthly accounts by 10th
of succeding month in the following forms : ) :

(i) Statement of Revenue Receipt Form No. KV-23 (Schemewise)

(ii) Statement of Revenue Expenditure Form No. KV-26 (Schemewise) .

(iii) Monthly Account of Receipt and expenditure Form No. .KV-32.

(iv) Statement of Bank Balances form No. KV-33.

(v ) Plus minus memo of Debt heads : Form' No. KV-34,

(vi) Statement showing monthly debt head Receipt Expenditure Form No. KV-2B.

(2) All Revenue Receipts realised in the Krishi Vidyapeeth shall be centralised in the office
of the Pay and Accounts Officer/Comptroller. Beside there will be transactions on account of receipt
of Grant-in-aid, scholarship, bequest and Donations, Investments, Remittances etc. The Assistant
Comptroller incharge of the Accounts section shall also furnish Monthly Accounts in the above
forms to the Comptroller by 10th of succeeding month. ; -

"3.59 Amnnual Accounts

(1) On receipt of monthly Accounts from the Pay and Accounts Officer/Assistant . Comptroller.
2 thn ~fBaa AF tha Oarmnteallarn  thao will ha smessacle abhaalead o3 a1 2 1 .

i tnc OuLiCt Ol ¢ LOMIproucr, Laly Whi DC properly caccxea and posted in the compilation.
registers to enable the Comptroller to prepare the Annual Accouats of the Krishi Vidyapeeth.
(2) Annual Account shall be prepared in the following forms :
(i) Receipt and. Payment Account in Forms No. KV-35.
(i) Income and Expenditure Account in Form No. KV-36.
(iii) Balance sheet in Form No. KV-37 )
(iv) Statement of floating Assets and liabilities in Form No. 38.
( v) Statement of utilisation of Grant-in-aid in form No. 39.
o {3) (i) All Drawing and Disbursing Officers shall foward to the Comptrollera statement,
in respect of Assets created, Assets written off and disposed of during the year with
balances in Form No. KV-40 by 15th April of the succeeding year. :
(ii ) After verification of these statements position of such assetsason 3lst March of the
year shall be shown in the balance sheet of Krishi Vidyapecth by the Comptroller.

(iii) The Comptroller shall by 15th July succeding to the yeardraw up the Aanal Acesuats for
the gv‘hqle Krishi Vidyapeeth along with balance sheet. and send to the statutory Auditor for
certification. - 8 . o .
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3.60 PERMANENT ADVANCE :

The Vice-Chancellor on recommendation of the Comptroller shall sanction permanent advance to
a Drawing and Disbursing Officer in order to ~enable himi~ to make petty * payments promptly,
subject to the following rules. The advance shall be recouped at least twice in a month. -
‘ (i) The amount of the advance should not normally exceed the monthly average of
contingent expenditure to be defrayed out of the advance. :

(ii ) Application for the grant or revision of a permanént advance must.be submitted to
the Vice-Chancellor through the Comptroller who will advise as to the appropriate amount
of the advance. : !

Note.—Applications for permanent advances should bé accompanied by a statement showing
month by month for the preceding twelve months, the amounts of contingent bills cashed, with
classified detalls of items of expenditure.

(iii) As these advances involve the permanent retention of money outside the University

Fund, they must not be larger than are absolutely essential.

(iv) These advances should not be multiplied . unnecessarily, An Officer having
sub-ordinates who require petty sums, should spare a small portoin of his own advances
in the form of temporary advances for thier use rather than apply for separate advances.

(v ) The advance is intended to provide on the responsibility of the officer entrusted with it,
for emergent petty advances of all kinds, though it is seldom that they will be needed for other
than contingent charges. However, a Vidyapeeth employee in the cadre of Peons. Drivers, Maz-
door Attendants on regular establishment who is required to travel on duty by rail, road,
sea at such a short notice that the drawal of travelling allowance advance is not practicable, he
may be granted advance from this amount. The permanent advance should be recouped immediately
after encashment of travelling allowance bill or from the next salary of the employee concerned.

(vi) The holder of a permanent advance is responsible for the safe custody of the money
placed in his hands and he must at all times be ready to account for thq total amount of the money.

(vii) In ‘the case of transfer of charges, both the relieving and relieved officer
should send an acknowledgement to the Comptroller of the amount held in the permanent
“Advance alongwith their charge report. . .

(viii) An acknowledgement indicating the position as on 31st March should be sent
by the Officers holding the permanent advance to the Comptroller of the Krishi
Vidyapeeth by 5th April of the succeeding financial year. ’

(ix) A Register of Permanent Advance shall be kept in Form No. KV-41 and main tained

_ up to-date by the officers holding the Permanent Advance. . _
. 3.61: The Vice-Chancellor on recommndation -of the comptroller many. permit for opening

.of a Personal Leadger Account for operation of Revolving Fund or such other fund if the
funding agency so requires. It shall form the part of Annual Accounts of the University.
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CHAPTER 4

DHMOADATMIARY AT DIFrT g
IRILFARALIUIY UY DILLD

4.1 The drawing. officers shall prepare all claims payable by the Krishi Vidyapeeth from

the Uriversity Fund in the various forms as prescribed under this code. The detailed instructions

regarding the form and preparation ‘of bills are as under—

(i) Bills for pay fixed allowances and leave salaries shall be preparedin form No. KV-
42 The rate of pay claimed shall always be noted and when pay is drawn for a portion
of a month only, the number of days for which it is claimed shall be stated against
the name of the Krishi Vidyapeeth servant in the body of the bill or in a note at
foot of the page.

(ii) The various sections comprising the establishment shall be shown separately, the
description of each Section as well as the sanctioned number of posts included therein
being prominently written in red ink at the top. .
Note—All fixed allowances including permanent travelling allowance, conveyance allowance,
etc. should be drawn in the establishment pay bill form.

(iii} The entries in all the money columns of the bills shall be totalled separately under
ecach Section and the totals written in red ink. The totals must be checked by the drawing
Officer himself or by some responsible person other than the clerk preparing the bill.

(iv) In the case of are-employed pensioner the ‘drawing officer shail show in the pay bill
in  the remarks column against the name of the re-employed pensioner the -manner in
which his' initial pay -on re-employment has been fixed. The amount of pension drawn
and the number of pension payment order shall -also bcindicated. If payment of pension
is held in abeyance, a suitable note to that effect shall also be made against the name
of .the pensioner in the pay bill

(v) A certificate to the effect that the Vidyapeeth servant on leave preparatory to retirement
or refused leave or such other leave or terminal leave on the expiry of which he is not
expected to return to duty, was not: employed under any State Government/ Local fund
or Private employer during the period o : i
in the bill in which leave salary for such a Vidyapeeth Servant is drawn after obtaining
from him a declaration regarding non-employment.

(vi) Monthly Establishment pay bills shall be presented to the concerned P and AO
before last 5. working days of the month to which they relate. The payment of such
bills shall be made on the 1st working day of the following month for which they are
due. In case of Holiday/Holidays on 1st or earlier days the payment shall be made on
last. working day of the. month to which it relates. However, the payment of salary bills
for the month of March shall invariably be made on 1st April or later on. :

4.2 Incremecut Certificate : ) )

(i) In the first bill in which a periodical increment is drawn for a Vidyapeeth Servant, a
certificate in Form No. KV-43 shall be appended. ‘

(ii) When an increment claimed operates to carry a Vidyapeeth servants over an efficiency
bar, it shall be supported by a declaration from the authority empowered to allow the increment
over the efficiency bar that it has satisfied itself that the Vidyapeeth servant concerned is fit
to cross the bar,

In order to prevent the passing of an efficiency bar becoming a mere matter of form, it is
.mperative that every case shall be carefully scrutinised by the sanctioning authority before signing
;hé declaration prescribed above. o

4.3 Every bill in which overtime allowances are claimed shall contain a certificate of the
head of the office to the following effect :—

Certified that :—

(a) the employees for whom overtime allowances are claimed in this bill have actually
sarned the same by working overtime.

(b) the periods for which overtime allowances are claimed in this bill have been checked
with the initial records and found correct.

(c) the overtime allowances are claimed at the sanctioned rates.

(d) the overtime allowances are taken into account in calculating the income-tax due
from the Vidyapeeth servants noted in this bill:

4.4 Arxrear Bill : ’ .

Arrears of pay, fixed allowances or leave salary shall be drawn not in the ordinary monthly
bills, but in a separate bill, the amount claimed for each month being entered separately by

quoting the voucher number together with date of encashment of the bill from which the charge

A Af ancal Tameen oLall Ton mcmae o0 Lo &1 o d.___ % _o%__
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was omitted or withheld or on which it was refunded by deduction, or of any’ special order of
a_competent authority granting a new allowances or an increase in pay. A note of the arrear

bill shall invariably be made in the office copy of the bill for the period to wheih the claim
pertains, over the dated initials of the drawer of the arrear bill, in order to avoid the risk of
the arrear being claimed over again. The drawing officer shall also record the following certifi-
cates on the arrear bill under his dated signature :—

(i) that no part of the amount claimed has been drawn previously; and

(i) that a note of the arrears claim hasbeen kept in the office copy of the bills for the
period to which the claim pertains.

(2) Arrears bills can be presented at any time and may include as many items as are
necessary.

(3) In case of transfer of a Vidyapeeth servant, from one station to the other, the
arrears of claims, if any shall be drawn and disbursed at the new office after obtaining the
non-drawal certificate from the previous office as under : .
Non-drawal Certificate :

“ Certified that the claims of pay and allowances/difference of pay and allowances of Shri
..................................................... (Designation) for the period from...........cooeeeono ... .to
....... tevttienisaaneeinianiee..... have not been drawn and paid to him by this office till this date.
The note of this non-drawal certificate being issued has been taken in the office copies of the
follwoing vouchers :— )

Voucher No. Date . Gross amount

) Signature of the Officer.
4.5 Deductions from pay bills : .
. The following classes of deductions from pay bills shall be made from the employees of
Krishi Vidyapeeth and Government servants on deputation :— - :
1) Recovery on account of Income Tax. . )
(ii ) Recovery on account of Government G. P. F., U. E. P. F./C. P. F. subscription
and advances. )
(iii) Recovery on account of L. I. C./Postal Life Insurance Premium.
(iv) Recovery on account of Profession Tax.
(v ) Recovery on account of Group Insurance Scheme.
(vi) Recovery on account of Advance of pay on transfer.
(vii ) Recovery on account of C. T. D./R. D. of Post Office.
(viii) Recovery on account of Advances granted to employees.
(ix) Recovery on account of Co-operative Society/ Co-operative Banks.
( x ) Recovery on account of House Building Advance and Festival Advance.
(xi) Recovery on account of House Rent.
(xii) Recovery authorised by Krishi Vidyapeeth.
Each of these deductions shall be fully and -properly classified.

4.6: . (i) When the name of any person appointed either permanent or on probation appears
for the first time in a pay biil, in the case of a person previously hoiding another post, the last
pay certificate in Form No. KV-44 and in the case of a person appointed for the first time,
the Medical fitness certificate shall be appended to the bill. .

Last: Pay Certificate :

(ii) In case of transfer of Vidyapeeth employee the Last pay Certificate shall be issued by
the Drawing and Disbursing Officer of the old Station. The claim for first payment at the new
station shall not be admitted without the production of Last Pay Certificate along with such
claim.

4.7: The payment of the establishment pay bills shall be made by drawal of the following
cheques :—

(1) A cheque in favour of the Drawing and Disbursing Officer for the net amount
payable to the staff serving under him. The cheque will be encashed by the Drawing and

Disbursing Officer and atrange the disbursement of money to the various members of the

staff and obtain their acknowlegmene.

S (Y) 660—3-a
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(2) Separate cheque shall be drawn for ihe recoveries as shown in Rp\l‘e 4.5,
4.8 (1:) Chequeé for deductions in respect of recoveries other than Krishi ‘v’idyapc_eth shall
be forwarded alongwith schedules by fifth of the month following the month for which salary
is drawn. . ‘

(2) The cheques of deductions in respect of U.E.P.F. account/C. P. F. shall be sent
along with the schedules to the Comptroller immediately but not later -than 5th of the following.

4.9 The amounts remaining undisbursed for more than three months on account of pay
and allowances shall be credited into Vidyapeeth fund. :

4.10 Travelling Allowance Bill : ' v

(i) The claim for travelling allowance other than permanent of fixed travelling allowance
shall be prepared in Form No. KV-45.

(ii) The claim for travelling allowances for the persons other than Krishi Vidyapeeth emplo-
yees shall be preferred in Form No. KV-46. :

4.11 Medical Reimbursement Bill :

" The expenditure incurred by, and admissible to Vidyapeeth servants on account of medica
attendance and treatment shall be drawn in Form No.- KV:47. The amount drawn in the bills
must be supported by proper receipts and vouchers in all cases.

4.12 Bill for Contingent Charges :

All bills for contingent charges shallbe prepared in Form No. KV—48. Each bill shall have
written at the top the broad classification  viz. Plan/Non-Plan/ICAR. Further classification upto
detailed  object of expenditure shall also be recorded on the bill. The sanction. order and date
and the position of grants shall be noted on every bill. When the bill is towards purchase of
material, a certificate to the effect that the receipi of material has been noted in the relevant
stock register shall be furnished by the drawing officer. :

4.13 Simple Receipt Bill :

The claim for all types of advances including grands-in-aid to affiliated institutions shall be
preferred in the Simple Receipt Bill in Form No. KV-49

4.14 Responsibility of Drawing Officers :

(i) Every Officer shall exercise the same vigilance in respect of expenses as a person of
ordinary prudence is expected to exercise in spending his own money. The drawing officer is
further responsible for ensuring that the rules regarding the. preparation of bills are observed
that the money is either required for immediate disbursement, or has already been paid from
the permanent advance, and that the expenditure is within the available appropriation.

(ii) He shall ensure that the items of expenditure included in a contingent bill are of obvious
necessity and are at fair and reasonable ‘rates, that previous sanction for any item requiring ‘it
is attached, that the calculations are .correct, and that the grants have not been. exceeded nor
they are likely to be exceeded. ) i



CHAPTER 5
BUDGET

5.1. The Krishi Vidyapeeth shall prepare the Annual Financial Estimates of receipt - and
expenditure every year in such a manuer as the State Government may determine. The Comptrol-
ler is responsible for preparation of the financial estimates and its presentation to the Executive
Council and'to the State Council. : :

5.2 The annual financial estimates of receipt and expenditure under each scheme shall be
prepared initially by the implementing officers of the scheme. These estimates then shall be routed
through the Controlling Officers and the Deans of the respective faculties who shall scrutinise
the same technically and ensure that the estimates are based on the realistic basis and areadequate
to meet the needs as per the programme and objects. The budget duly scrutinised as above
along with the recommendations of the Deans shall be furnished to the Comptroller. The Comptrol-
Jler shall exercise financial scrutiny of the estimates and frame the financial estimates for the
Krishi Vidyapeeth as a whole and submit the same to the Executive Council for consideration
through the Vice-Chancellor. Such estimates shall be submitted for approval to the State Council
by such date as may be prescribed in this behalf. - )

5.3 The financial estimates shall be prepared and furnished to the respective authorities on
the dates prescribed in the schedule below :

Schedule prescribing the dates for preparation and submission of Aunual Finaucial Estimates :

Regular Budget

Sr.  Annual financial estimates to estimates for New Item for 8th monthly revised
No. -be received by ensuing year the current year estimates
Plan Non-plan Plan Non-plan Plan Non-Plan
ICAR.

‘ Last date for receipt of

1 2 3 S

1 By the Controlling Officer 5th August 5th August Sth December-
from the implementing Officer

2. By the Deans of respective 14th August 14th August 10th Decembet
faculty from the controlling

officers '

:ptember ' 15 th December

roller

3. By the Comptroller from the Ist September 1st Septem
Deans of respective faculty
Directors )

4, By the Ex. Council from the 5th October 5th October As may be

" " Comptroller through Vice- prescribed.

Chancellor .

5. By the State Council from the 15th October 15th October As may be
University prescribed.

5.4 Instructions regarding preparation of finamcial estimates ;
k (2) Financial Estimates of Receipts.— The annual Financial estimates of receipts ‘shall be
prepared in the following categories:— N
(i)° Farm Receipt
(i)  Educational Receipt
- (iii) Veternary Receipt
(iv) Fisheries Receipt
(v) Catile Farm Receipt
(vi) Seed Receipt
(vii) General Receipt
.. (viii) Capital Receipt- ‘ ‘
(Value r.ealiseﬂ on account of disppsal of permanent assets, deadstock and Live stock.). .
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Under these broad objects, the implementing Officers shall maintain the details of various
obijects as prescribed. .

The estimates of receipt of the University shall be prepared in the prescribed form No.
KV-50 in triplicate by the implementing officers with full justification for the variations. Nor-
mally, the average of past three years actuals: shall be taken as basis for the proposed receipts
in the estimates. However, the existing rates and other factors shall also be taken into account.
The average of past actuals is not always a satisfactory method. It is, therefore, essential to
frame the estimates of receipts on consideration of all relevant data such as probable nature
of agricultural season during the current year, additional land brought under cultivation, addi-
tional facilities or high yielding varieties brought into operation, addition to the existing number
of animals, birds, in case of dairy and poultry, selling rates etc.

(b) Estimates of Expenditure :— The estimates of expenditure shall be prepared in respect

of the schemes under various objects as given in the prescribed form of budget in Form No.
KV-51. ]
(1) Under salaries, the estimate shall include pay and allowance for ‘the entire stafl
with reference to the sanctioned posts. In rtespect of vacant posts the provision for six
months shall only be made. Similarly in the case of time scale of pay, provision should
be made for increments, leave salary encashments. All additions to pay such as special
pay etc. should be included under the salaries. The details of ther additions to pay' such
as D.A, HRA. CL.A. medical reimbursement, other allowances (except T.A.) should
be shown separately while framing the estimates.

(ii) No provision should be made for the posts held in abeyance or merely on
the ground that proposal has been sent to the Government for creat of the posts.

(iii) The provision for leave salary shall be made on a percentage basis taking into
account the actuals of the past years plus a proportion of increase as a base.

(iv) Provision for travelling expenses should be shown on the basis of average of
past years actuals taking into account the prevailing rates of allowances as may be
sanctioned.

(v) The estimates under contingencies ~which inciude supplies and services and the
charges which are necessary to the management of office shall be made under various
objects with reference to the sanctions, past actuals, santioned rates etc. The estimates
under contingeneies shall be carefully scrutinised by the Controlling Officers with a view to
ensure that justification is given where a provision is proposed in excess of the normal
average. Under Non-Recurring contingencies, provisions proposed shall always be supported
by full justification about the existing material available, additional requirements, reason for
additional requirements which may even be required for replacement.

5.5 Mere provision in the budget estimates does not constitute authority for incurring

nmer swmanditnra
any expenditure.
5.6 Performance Budget :

In addition to the regular estimates of receipt and expenditure it is absolutery necessary
to give details of performance with reference to the aims and objects prescribed for the scheme
by the Krishi Vidyapeeth in order to ensure and to justify the estimates. The implementing
officers shall furnish the Performance Budget in respect of the scheme in the form and by such
dates as may be prescribed. T

5.7 ‘New Items :

Financial estimates are based on the sanctioned items only. It means items wheih are
once sanctioned and the expenditure is incurred. there under in past, provisions for such items
are made in the financial estimates as per requirements. When it is necessary to incur
expenditure on a specific item for which no expenditure was booked in the past but if such
provisions are necessary in the financial estimates of the ensuing year, theitems and their inclu-
sion in the budget are known as New Items of expenditure. Specific sanction of State Council
to incur the expenditure on such items is necessary. The main criteria to decide New Items
shall be as follows — .

. £ aA) Whether in previous years, expenditure of a similar nature had been admitted in

the ndaot o

i@ DUGESL - .

(b) Whether adoption of a mew policy, the provision of new- facilities- or substantial
alteration in the character of existing facility. : ET T

(c) Substantial increase in the provisions for supplies and .services.

(d) A “New service ” may be either a “ New form of service ’-or a,: “ New instru-
ment of an. existing service ”. Any expenditure, however, small ‘or on all together “ New
torm of service’ can -beincurred only after its authorisation by the.Goverament. :. ..
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The following monetory limits are prescribed.to decide “ New Instruments of service ” :—

(1) Annual recurrent Expenditure Rs. 1,00,000
{2) Non-recurrent Exnenditure - Rs. 10.00.000
24 1L EXpenciiure n[S. 1Y, UUUUU
- (3) Expenditure of New Major Works Rs. 10,00,000

In respect of the cases involving both recurring and non-recurring liabilities, when the
Annual recurrent expenditure amounts to or- exceeds Rs. 1,00,000 the proposal would consti-
tute “ New Instrument of service. ”’

5.8 New Major Works :

In, the case of Major Works, the limits would apply to the estimated cost of each work
and not the actual expenditure to be incurred on the work during- a particular financial year.
When the estimated cost of anv work alreadv branoht ta tha natioa of tha Qata PRI, DR

A.\.v-. 2y vuu-u:.u;-uu b :41 Sna -vvval:\ ul‘.r\o‘u\-l‘, Ulvhl'sl,:h v LiAV dlVuIive UL l-,I.LU. pDrate Lounvi, 15
subsequently revised and if the difference in the original cost and the revised cost exceeds
10 pericent the revised cost is required to be brought to the notice of the State Council by means
of a New Item.

5.9 The proposal of a New Item should be in the following forms Statement of a New Item
of expenditure.

Major Head :—
Item ( description of item )}
Recurrent Rs. Non recurrent Rs.
Total Rs. Ultimate anuual recurring Rs.

Remarks : ( Detailed justification for the New Item)

5.10 Register of Grants received :—
A register of grant received, shall be maintained in form No. KV-52 for the following cate-
gories, major head wise and scheme wise, separately by the Comptroller :— ’
1. ' State Government
(a) Plan grants
{b) Non-Pian grants
(c) Agency Schemes
2. ICAR New Delhi
(a) Research Schemes
(b) Central Assistance
(c) Ad-hoc Schemes

3. Government of India

(a) Research Schemes

(b) Other Schemes
4. University Grants Commission
5. Other Agencies
(a) Research Schemes
(b)) Other Schmes.

5.11 [Utilisation Certificate of grants G

According to the conditions attached to the Grant-in-aid released by various - authorites
the Krishi Vidyapeeth shall furnish Utilisation Certificate of the grants duly audited in the form
as may be prescribed by such authorites immediately after close of the financial year relating
there to, but not later than 30th September of the following year. S

5.12 : The Vidyapeeth/Grantee Institution should maintain a Register of assets acquired
wholly .or substantially out of Government Grants in Form No. KV-53. This register should be
maintained separately in respect of each sanctioning authority and a copy thereof furnished to
the respective sanctioning authorities annually. . C

Note.—The term ‘assets’ means (i) immovable property and (ii) movable property of a capi-

1 e tha walue  exceeds 1.000. It does not include library books
tdi [Naluic winliv uuv vaiuv CALOTGS A58, 1,0V, AL CQOCSs NNO b 00Xs

and articles of furniture and Dead-stock, Civil buildings, Roads, Lands.

5.13 -Inter Departmental Transaction : . ) . S

~ All Inter-departmental transactions within the Krishi Vidyapeeth for the supplies made or
services rendered ‘shall be made on cash basis in order to ensure that the expenditure is booked -
and the receipts are realised and accounted for within the same _ﬁnanclal year. Sum!arly when
the services are rendered or supplies are made to ou.tsu@e agencies, all such transactions shall
be on cash basisonly. The advance payment shall be insisted upon from such outside agencies,

wherever possible.
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CHAPTER 6
WORKS .

6.1 : The University Engineer shall be responSIble for execution and maintenance of “all
works undertaken by the Krishi Vidyapeeth.
" 6.2: The general instructions issued- by the Public Works and Housing Department and
the Irrigation and Power Department of the State Government Whlch are applicable to construc-
tion works shall, unless they are inconsistent with the provisions of the Act or.this Code,

shall be applelicable to the Krishi Vidyapeeth also.
6.3 : The University ‘Engineer shall be the head of the works department of the Krishi Vidya-

peeth. All bills for purchase of material and for works duly scrutmlsed and passed shall “be
furnished by him to the Pay and Accounts Officer who shall exercise necessary checks with
reference to the following and pass the claim.

Sanctions

Availability of funds

Accuracy of the claim

Measurement Book

Works Order Book

Works File

Any other relevant record.

6.4 (a) Major Work : »

All works, the estimated cost of which exceeds Rs. 1.00 lakh or as may be specified by
the Government from time to time shall be- classified as * Major Works ™.

(b) Minor Work :

All works, the estimated cost of which does not exceed Rs. 1 .00 lakh or as may bé speci-

fied by the Government from time to time shall be classified as * Minor Works’
6.5 Administrative Approval :
The competent authority to accord. Administrative approval shall be as under :
Below Rs. 3,00,000 ... Vice Chancellor
Rs. 3,00,000 and above ... State Council -
Application for administrative approval shall be accompanied by a Preliminary’ Report, 'Plans

and Estimates, information of site and other details as may be necessary to elucidate the
proposal

6.6 The University Engineer shall be competent to accord technical sanction to the comstrue-
tion work or repatrs.

6.7 Revised Administrative Approval/Technical Sanction :

When the original estimate is likely to be exceeded by more than 10 per cent or Rs. 10,000
whichever isless, or when a change ofdesign or plan is necessary, a revised estimate shall be
prepared as soon as the necessity arises and before the completion of work, for approval of the
Vice-Chancellor or State Council as the case may be after the technical sanction to the revised
Plans and Estimates is accorded by the University Engineer.

e B (e

b

6.8 : The papers to be submitted with the project for a woxk shall consist of (1) a report

(i) a spcification and (iii) a detailed statement. of mieasurement, quantities and rates with an
abstract showmg the total estimated cost of each. item. These documents together form - the

‘Estimates ’

6.9 111 the case of estimates for “Repairs” or “ Mainteriance only- . the speclﬁ(:aﬁon

and the detailed statement of measurements and quantities with the abstracts - shall ordinarily -

be required. The report should state in clear terms the objéct to be gained by the executlon
of work estlmated for and explain any peculiarirtiés which require elucidation

6,10 Scheduie of Rates :

The jurisdiction of the Krishi deyapeeth extends over more than one “district. To faci-
litate the preparation of estimates, the schedule of rates as adopted for each kind of work (Civij
Irrigation, Electrical) by the respective Government Departifients for each district, -shall be
followed. When .there is no rate for .a particular item in the schedule of. rates, the rate for such

item’ supported by rate analysis shall be approved by the Vice-Chancellor in consultatlon with -

the Comptroller,
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6.11 Repairs :

(a) Repairs are necessary to keep the Vidyapeeth property in a fit condition
carried out periodically and occasionally, if necessary.

(b) . A separate estimate shall be prepared for the maintenance of each work, or of each
class of building or of a portion of a work or group of works. :

. (c) Each ordinary repairs estimate shall include all the expenditure anticipated to be
incurred during the working year on the maintenance of the work concerned, as also the
expenditure incurred in the preceding year if it remained to be paid for. The working year
for these estimates shall close on the 31st March,

(d) The sanction to an ordinary repairs estimate lapses on the last day of the financial
year and its account shaii be closed on that date only. Expenditure, if any, on the repairs
that may be  necessary to complete the work in hands shall be treated as expediture against

a fresh repairs estimate for the next working year in which necessary provision shall be made
to avoid excess. )

an
a

o

(e) Estimates for special repairs shall remain current till the completion of the repairs
in the same manner as thosefor original works.

6.12 Period of validity of Administrative Approval and Technical Sanction :

Adniinistrative approval to a work or technical sanction to an esiimate shall ordinarily cease
to operate after a period of five years from the date of such approval orsanction. If however
in budget estimates, provision for a specific work which is in progress is made, it is regarded as reviving

such approval or sanction.

6.13 Reduced Estimates :

When it is found that the amount of the accepted tender for a work is less than that of
the sanction estimate by 10 per cent or Rs. 10,000/~ whichever is more, the estimate shall be
recast and fresh estimate at lower tenderéd rate shall be prepared and processed. )

6.14 No work shall be started unless a properly detailed plan and estimate have been

j%
administratively and technically approved and funds are made available.

6.15 In the case of work the estimates for which have been sanctioned by the competent
authority, no additions or alterations, likely to cause an excess in expenditure which will not
fall within the powers of sanction of that authority, shall be permitted without the previous
approval’ of higher authority. )

6.16 Where important structural alterations are cdn_ten}plated though not necessarily involv-
ing an increased outlay, the orders of the original sanctioning authority shall be obtained.

6.17 If a work is abandoned after partial execution and is proposed to be taken up againt
a fresh estimate shall be perpared before the work is restrated in case the original administrative
approval or technical sanction has lapsed or a review is necessary.

6.18 Bulk Purchases :

Subject to the provisions of these rules, the '. University Engineer shall make adequate
arrangemenis for purchasing in bulk, wherever desirable and profitable and carefully stock the
builinding materials required for various works to be excecuted in the year.

6.19 With regard to the execution of works, verbal orders shall not be given.

6.20 Subject to the provisions of the rules 6.36 and 6.37 works may be carried out
departmentally or by contract as the aut.horlty competent ' to accord agimmlstratxvc approval
may decide on the advice of the University Engineer. Works, to be carried out dapartmentaly
may be :done by (i) daily labour, (ii) rate list or (iii) piece-work. Minor works costing

- Rs. 50,000 or less shall be carried out either on regular contract or by piece-work. In the
case of works estimated to cost Rs. 5,000 and less they may bf:‘executed on sanctioned rate
list, through the agency of local contractors of all classes. For this purpose, a list of all local
contractors shall be maintained.

e N ol s e T

Note.—I1f re than oue piece work is given to a piece worker, in such cases, the number
of \xfg?{c‘; s}lxgllnfot exceed thr%e and the total aggregate cost shall not exceed Rs. 50,000,

6.21 A work order book in respect of every work entrusted to a contractor shall be main-
tained by the Assistant/Deputy Engineer and all orders, deviations/instructions and corrections  if
any suggested by the University Engineer §hall be recorded therein a_nd a_ll such entries shall
be attested by the University Engineer. This Work Order Book shall invariably accompany the
final bill when it is furnished to the Pay and Accounts Officer for passing and payplent.

S (Y) 660—4
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muster roll and (b) the Measurement Book.
6.23 Nominal Muster Rolls

When any work is done by daily lobour a Nominal
be. maintained by the officer—in—charge of .ths work.
machine numbered. _

6.24 The muster roll, which is the initial record of the labour employed' each day on a
work, shall bs written daily by the subordinate deputed for the purpose.

6.25 Daily Labour reports in form No. KV — 55 showing the numbers of labourers employed on
each work on each day shall bz sznt to the University Deputy Bngineer/University Engineer
as the case may bs. Tnese reports shall bs used to check the muster rolls whan presented for
paymznt. Labour employed daily shall bz checked - twicz a week by - the Assistant Engineer and
four times a waek by ths Junior Eagineer. The University Engineer/Deputy University Engineer
shall conduct surprise verification at least once a month.

Muster roll in form No. - KV-54 shall

6.26 Maintenance of Muster Rolls

(1) The wages of all labour employed on departmental execution of works or!scheme
shall be paid on Muster Rolls. .

(2) Only one muster roll shall be kept for each work or scheme. In no case shall muster
rolls be prepared in duplicate. ' )

(3) Labour may be paid more than once a month aad the period covered by each
payment inay be determined locally; but separate rolls must be preparedfor each period
of payment. .

(4) The daily attendence and absence of labour shall be recorded daily in Part-I of
the muster roll in such a way as : . B

(a) to facilitate the correct calculation of the net wages of cach person for the period
of payment; .

(b) to render it difficult to tamper with or make unauthorised additions to, or aliera-
tions in, entries once made; and } )

(c) to facilitate the correct classification of the cost of labour by works and sub-heads
of works, where necessary. ¥

(5) After a master roll has bzen passed by the University Engineer or the Officer-in
charge, payment thereof shall be made as expzditiously as possible. An acknowledgement,
duly stamped where necessary, shall be obtained from each payes on the muster roll, and
each payment ~shall be made or witnessed by ths officials of highest rank available
who shall cartify, to the payments individually or by groups, at the same time specifying both
in words and in figutes at the foot of the master roll, the total amount paid on each day
and the amouat remained unpaid, if any. ) ) .

(6) Unpazid items from the muster roll shall bz transferred to the -Register of - unpaid
wages in Form No. KV-56 which shall bz maintained by each officer sanctioning the. muster
roit aad a aote to this eff:ct shall b> kep: on taz orizinal Muster Roll. Snbseguent. pay-

mzats of these items shall b: mads on Haad Receipt with referencz to the eatries in the-

Register - of unpaid wages.
{7) Wages remaiaing uapaid for more than three months shall be credited to the Univer-

LSl/t); Fund.

(8) In the Muster Roll form shall bz resyrdsd ths orogress of individual items of work

done by the labour and thz amonat spsat on each for ths labour showa thereon ia all
cases where such items are suscsptible of mzasuremsat. If the itzms are not suscsptible of
measurement, a remark to this effect shall be recorded.
6.27 Separate muster roll shall be maintained for each work which has been separately
estimated for. All forms of the muster shall bear the name of the work for which the muster
is issued and shall b> numbsred, sealed with the seal of the Krishi Vidyapeeth and signed by
the University- Engineer/Dsputy University Engineer before issue.

6.28 Register of Mauster Rolls

A register of Muster Rolls shall be maintained in Form No. KV-57. It will show the receipt
and issue of Muster Rolls. The issues will be made. under the signatore of the University
Baginsar/Deputy Uaiversity Eungineer/Assistant Engineer as the case may be. The issues shall be
made in serial order and the person receiving the blank muster roll shall sign on the register.

Bach Form of ths Muster Roll shall be
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6.29 Loss of Muster Roll . .

('a) In the event of a current mastér roll being lost, t

La 1 2 t, payment of labour shall be made after
obgammg ltl';g sam}tlo}x: o]{d the Vlce-?hancellor after verification of facis with daily labour reports
and completion of the Muster Roll. The fact of the original musterr oll having b '

_ 2 C g been lost and
as consequence, the said form- having been adopted with the necessary order of the Vice-Chan-
cellor autherising the payment shall be noted thereon.

¥ ;If a paid muster roll is lost during the period of preservation, a certificate i
. ol 1 ¢ )y 5 regardin
- pay.ment, signed by the University Engineer shall be kept on record in lieu of the Ios‘(tg m usgt
roll.  Thecertificate shall invariably be accompanied by a statement of work done on the muster
roll - ing reference of the measurement book and its relevant pages.

6.30 Whenever, the muster is closed, the work executed or done shall be measured and
allocation ‘of such work noted thereon. The description of the work shall be clear apd un-
ambiguous. Where the work executed is not susceptible of detailed measurements, such measure-
ments may be dispensed with and the payment may be made on the certificate of the University
Engineer to the effect that the work turned out commensurates with the amount spent thereon

6.31 A register of Measurement Books shall be maintained in Form No. KV-58 by the
University Engineer showing the printed number of each book, the name of the person to whom
it is issued, the date of issue and the date of returm. ’

6.32 In resording detailed measurements, the following instructions shall be carefully obser-
ved (see Appendix II). )

(1) Detailed measurements shall be recorded only by the Assistant Enginecer or Deputy
Engineer or by Executive subordinates in charge of work to whom measurement books ;.
been supplied for the purpose. ; o

- (2) All measurements shall be neatly taken down in a Measurement Book in Form No.
KV-59 issued for the purpose and no where else.

( 3)) Each set of measurements shall commence with entries stating.
(a) in the case of bills for work done,
( i) full name of work as given in the éstimate.
(i) situwaticn of work.
{iii) name of the contractor.
(iv) number and date of agreement.
( v ) date of written order to commence work.
. (vi) date of actual completion of work; and
‘ (vii) date of measurement.
Provided that the entries at (v) and (vi) above shall not be made in the case of work
done under a piece-work agrecment.
(b) In the case of bills for supply of materiais—
( i) name of supplier. ) ‘
(ii) number and date of his agreement or order.
(iii) purpose of supply in one of the following forms applicable to the case.
(A) Stock (for all supplies for stock purpose).
(B) Works for direct issue to { here enter full name as given in estimates)....
(C) “ Works for ( here enter full name of work as given in the estimates )... for issue

<

I~
»
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Artractor on

GRCO R LT aC  GL—— Ofeinennes oereann
(iv) date of written order to commence supplies,
( v ) date of actual completion of supplies; and

(vi) date of measurement.
and shall end with the dated, signature of the person making the measurements.

(4) A suitable abstract shall then be prepared w]:tig:h should show. in' the case of measure-
ments for work done, the total quantities of each distinct item of work relating to each sancti-
oned sub head, rate, unit and amcunt provided -that the entries at (iv) and (v) above shall
pot - be made in the case of supplies made against' a piece-work agreement. )

(5) It is desirable to obiain the signature of the contractor, piece-worker, or supplier, etc.,
in token of this acceptance of this recorded measurements. In the case of final measurementg
the ' cntractor should be notified in writing to remain. present on the date fixed for recording

of such measurements and his signature obtained at that ' time.

S (Y) 660—4-a | : L .



28

(6) As all payments for work or -supplied -are based on the quantities recorded in  the
measurement book, it is incumbent upon the person taking the -measurements to record the
quantities clearly and accurately. Every person taking the measurements shall also work out

and enter in a Measurement Book, the figures of the * Conmtents or arvea’”’ column. If the
measurements are taken in connection with a running contract account on which work has been
previously measared,' he is further responsible to see that reference to the last set of measurements
is recorded and that if the entire job or contract has been completed, the date of completion
is duly noted in the prescribed place. If the measurements taken are the first set of measure-
ments on a running account, or the first and final measurements, this fact shall be suitably
noted against the entries in the measurement book, and in the later case, the actual date of

completion noted in the prescribed place. )
Note—For Rules for taking measurements and keeping measurement books, see Appendix IL.

6.33 The pages of the measurement -book shall bz machine numbered. Entries: therein
should be recorded ‘continuously and no blank space should be left. If any space is left blank
inadvertently, it should be cancelled by digonal lines, the canczllation being attested and dated.

6.34 The entries shall be made in ink. No entry may be erased. If a mistake is made,
it should be corrected by crossing out the incorrect words and figures with dated initials of
a rasponsible officer. When any measurements are .cancelled, the cancellation must be supported
by the dated initials of the offisar ordsring the cancellation or by a reference to his order initial-
led by the officer who made the mzasuremsals, the reasons for ‘cancellation being also: recorded.
A reliable record is the object to be aimed at, as it may have to bz produced as evidence in
a Court of Law.

6.35 Checking of Measurements : )

As regards the recording and checking of measurements, the following procedure may. be
adoptcd.

1. (a) Works costing upto Rs. 25,000 :

Running measurements shall be recorded by the Junior Engineer with 10 per cent check by
the Deputy University Engineer/Assistant Engineer. Each slab of checking on a running account
bill shall be 20% of the estimated cost. Final measurement of visible items shall be :checked
by the University Engineer. ) ] ‘

(b) Works costing more than Rs. 25,000 : - .

Running account measurement shall be recorded by the Deputy University Engineer/Assistant
Engineer with 10 per cent. check for every running account bill by the University Engineer.
The final measarements are, however, to be recorded by the Deputy University Engineer/ Assis-
tant Engineer, with a percenfage check of 5 per cant or more by the University Engineer. The
checking by the University Engineer, to the same extent will also be necessary for each slab
of Rs. 25,000 or work done on a running account. )

Explanation : The provisions of the rule apply to purchase of stores (including tools and
plants) also. If it is not possible in any case to check ‘measurement of any work, payment
as an -exceptional case, may be made on the certificate of the University Engineer, that to the

=st of his knowledge, the work billed for has beea done. Detailed reasons for not checking

the measurements shall be givea by the University Engineer in the certificate. The next running
account bill or the final bill shall not be paid in the absence of check-measurement: by the
University Engineer.

6.36 Rate List :

Rate list shall be sanctioned by the Vicz-Chancellor. The rates allowed shall not ordinarily
exceed thost provided in the cstimates. If higher rates are sanctioned for any item of work,
“the competent authority shall recprd on the sanctioned rate list, the reasons for. the higher rates.
A copy of the sanctioned rate list shall be supplied to the Comptroller. Works, the estimated
cost of which does not exceed Rs. 5,000 shall only be executed on rate list.

6.37 Piece Work : ‘ )

When work is to bz donzs by plece work only a rate shall be agreed upon with a parti-
calar individual without any reference to the quantity of work to be ¢ lp P
within which it is to be completed. d v e e

6.38 Tenders : : '

(1) Tenders in the prescribed form shall ordinarily be invited publi f i
out on piece work basis. y publicly for all works given
(2) Works costing not more than Rs. 50,000 and Rs. 5,000 may be gi iece-wi
or on rate list respectively after inviting scaled quotations. Y S work

(3) Tenders shall invariably be invited publicly from contractors regist i
for every work costing more than Rs. 50,000. ' rgistercd- with Government
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Provided that no public tenders may be invited :

(i) Where additional works or items of works have to be undertaken as part of work$s
for which tenders have originally been invited publicly which]are required to be executed
while the work originally undertaken is in progress.

o (ii) Where the contract for construction work estimated to cost more than Rs. 20,000
is given to a Labourers’ Co-operative Society. For this purpose, a list of works proposed to
be executed should be sent to all the approved Labourers’ Co-operative Societies in the juris-
diction of Krishi Vidyapeeth under Certificate of Posting, specifying the date (with a minimum
notice period of 15 days) for communicating. their offer or otherwise to execute the works. The
question of invitation of tenders publicly or taking up the works departmentally. should be
considered only after the expiry of the period of notice so given in case, no response is received
from such Societies.
. (4) Contracts for execution of works estimated to cost not more than Rs. 250,000 may be
given only after inviting sealed quotations by the University Engineer ; )
Provided that where in case of works entrusted to a contractor for execution without inviting
public tenders, the estimated cost of each such work is more than Rs. 10,000 the reasons for
not inviting public tenders shall be recorded by the University Engineer. Though invitation of
public quotations may be dispensed with, it may nevertheless be desirable to give as much
publicity as possible before the works are so entrusted.

6.39 Concessions to Dbe given to Labourérs Co-operative Societies :
(1) When tenders for works (costing. not more than Rs. 1 lakh) are submitted by Labourers’

Co-operative Societies along with other, tenders submitted by the Co-operative Societies shouid
be preferred : -

Provided that—
. () The tenders submitted by the Society is not more than 5 per cent of the lowest
acceptable tender.
(ii) The society has carried out satisfactorily Krishi Vidyapeeth or Government works
_ either in the same Division or in another Division in the Maharashtra State.
(iif) at Jeast 75 per cent of the membership of the Society consists of labourers who will
ally execute the work though they perform agricultural operations during a part of

(iv) The Society possess sound financial resources, technical personnel, outstanding
organising ability and experienced promoters. .
(2) While dealing with the Labourers’ Co-operative Societies, the Chairman of the Society
concerned shall be consulted as a matter of convention. .

6.40 (1) Tenders which shall always be sealed, shall invariably be invited in the most open
and public manner possible. . .

Tenders shall have free access to the contract documents.

(2) Every notice of tender shall state—

(a) the name of the work, with the amount of estimate ;

(b) the time that would be allowed for completion of the work ;

(c) when and where the tender forms with schedules and quantities and. specification

will be supplied and at what price ;

(d) when and where the tenders should be submitted ;

(e) when and where and by whom the tenders will be opened ;

(fy the amount of earnest money to accompany the tender :

(g) the amount and nature of security required in case the tender is accepted ; and

(h) with whom the acceptance of the tender will rest.

(3) 1t shall invariably be expressly stated in the notice of tenders that authority is reserved
to rejéct any or all the tenders so recsived without assigning any reasons, and no explanation
can be demanded for the rejection of the offer by any person or firm making a tender.

(4) At the advertised time and place, all tenders received for the same contract shall be
opened in the presence of such of the intending contractors or their agents as may choose to
be present. No tenders shall be accepted from any person :dlrectly; or m_d:rectly connected
with the services of the Central or the State Government or of the Krishi Vidyapeeth.

(5) No tenders for the execution of works of any dqscriptipu shall be considered unless ac-
companied by the deposit of cash as earnest money ‘mentioned in the tender notice. Unregistered
contractors, submitting tenders, shall be called upon to produce a certificate of solvency
from the Collector of the District within whose jurisdiction they reside, the limit of solvency
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being 20 per cent of the tendered value of the work. A solvency certificate from scheduled bank
may also be accepted provided the coniractor has solvent transactions with the bank for a con-
siderable period, i.e. not less than one year prior to the date’ on which ‘the certificate is given

by the bank.
Excepiion » )
(i) No such solvency certificate shall be. necessary in the case of Labourers’ Co-opera-
tive Societies if the Deputy Registrar of Co-operative Societies. so, directs. )
(ii) Ta regard to the works estimated cost of which is lsss than Rs. 5,000 production
of solvency certificate may be dispensed with at the discretion of the University Engineer
or the officer —in—charge. 3

6.41 The following time iable shall be observed while calling for tenders.
R Period. of notice . Period of notice
Sr. No. Particulars of works for the first - for the second or
call g subsequent call
1 2 3 4
1 Works costing upto Rs. 50,000 .. 15 days - o .10 days
2 Works costing -above Rs. 50,000 and less One month . 15 days
than Rs. 5,00,000
3 Works costing above Rs. 5,00,000 .. Six weeks 30 days

N

Note : The periods prescribed above are minimum.
6.42 (1) The tenders may be accepted when the excess over the sanctioned estimate is
within the limits prescribed below : :
(i) For works costing upto Rs. 5 lakhs each, upto 10%.
i1) For works costing above Rs. 5 lakhs and upto Rs. 20lakhs each upto 5% or
(ii) osting p plo 5%
Rs. 50,000 whichever is more. R
(iil) For works costing above Rs. 20 lakhs and upto Rs. 1 crore each, upto 27, or
Rs. 1 lakh, whichever is more.
(iv) For works cesting over Rs. 1 crore each, upto 1% or Rs.2 lakhs, whichever is

more. .
(2) If the tender is in excess’ of the limits laid down in sub-tule (1) prior [approval of the
Executive Council shall be n for the 2ss before the tenderis accepted.

6.43 The contractor shall be required to furnish a declaration along with:the tender,ﬁshowmg
all the works for which he has already entered into contract and value of the work that remains
to be executed in each case, on the date of submitting the tender.

6.44- Earnest Money ) ‘

The minimum amount of earnest money to be recovered from contractors shall be fixed
at 1% of the estimated cost of the work. The University Engineer or the officer-in-charge in
his discertion may recover a large amount, if this is considered to be necessary or justifiable
by the peculiar circumstances of a particular case. The earnest. money shall be paid by the con-
tractor by demand draft only in favour of the Comptroller and shall be attached to the tender.
It may also be accepted in cash and in such cases, the money receipt shall be attached to the
tender. The names of those ceontractors whose tenders bave been .accepted but who subsequently
fail to complete the contract documents shall be reported to the Vice-Chancellor with a view to
ensuring that such contractors are not entrusted with any work in future. The earnest monsy
paid by these contractors shall be forfeited. ’

6.45 Acceptance of Tender

(1) The powers to accept all tenders shall vest in the authorities specified. The Ilowest
tender shall gemerally be accepted unless there be some objection to the-capability of the contrac-
tor, his financial status, the security offered by him, or his execution of former works or if
the rates quoted by him are found to be unworkable. When a tender other than the lowest
is proposed to be accepted, reasons for rejecting the tender or tenders lower than the- one accept-
ed sh:él be recorded. The Comptroller shall always be consulted before .any tender is.finally
accepted. C : A
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(2) When a tender for the supply of materials is accepted at a higher rate on -the specific
understanding that its performance shall be within a specified period, the ‘contract shall comtain
specilic penalty clause. to the effect 'that in case the contract is not fulfilled within that period
the payment will be at the lowest rate tendered for the performance. The amount of ths security
deposit in such cass shall also be proportionately incrzased by an amount which can be assessed
on the basis of the differences. between the rates in the accepted tender and the lowest teader.

(3) All cases of acceptance of tenders, other than the lowest or of acceptance of higher
rates by the various authorities of the umiversity shall.be placed bzfore the Executive Committee.

Note : See Appendix TII for detailed rules for the guidance of officers preparing, receiving
and opening . Tender documents. . .

6.46 Refund of Earunest Money : .

The earnest money received with the tender shall be rsfunded to the party whose teader
is not accepted. Notes of the refund shall be taken on the relevant accouat records. If the tender
is accepted, the earnest money shall be taken to form part of the .security deposit and trans-
ferred to the Deposit Register. -

6.47 Security Deposit to be obtained from Contractors :

(1) Security shall in all cases be taken from every contractor for the due fulfilment of the
contract and shall be taken in either of the following forms : N . )
(a) Full security deposit amount in cash.
" (b) 50% security deposit amount in cash and 509% amount to be recovered from bills
payable in suitable percentage. ’
(c) Bank guarantee from a Nationalised Bank for the full amount of security.
.(d) Fixed deposit in Nationalised Banks endorsed in favour of Comptroller.
(e) Any other form in which security deposit amount can be accepted under orders
of Government. . ‘ ‘
(f) Deduction at the percentage rate prescribsd in the sub-rule (3) of this rule made

from the bills navable to the contractor
irom e Bius payadtie e e Conlracior.

(2) The amount of security -shall be entered in the Register of Deposits. Such security shall -
be returned to the contractor only after 3 months “after the payment of final bill of the work.

(3) The following scale of percentage “shall be adopted for the security deposits to be taken
from the- contractor : .

Dsscription Percentage Subject to a
: minimum of Rs.
1 2 ) 3

{a) Earth work : o
For contract upto estimated cost of Rs. 10,000 4 1tio 6 per cent —_

From Rs. 10,001 to Rs. 50,000 .. 3 to 5 percent ‘ 500
From Rs. 50,001 to 1,00,000 .. 2to 4 percent 2000
Over Rs. 1.00,000 ] .. .2 per cent 3000
{b) Other works : . ) :

"For contraci upto estimated cost of Rs. 20,000 5 to 7 per cent —
From Rs. 20,001 to Rs. 50,000 .. 4 to 6 per cent g 1200
Fron: Rs. 50,001 to Rs. 1,00,000 3 to 5 per cent 2500
Over Rs. 1,00,000 5 2 to 4 per ceat 4000

Exception :

On the recommendation of the Registrar of the Co-operative Societies, Labourers’ Co-opera-
tive Societies may be exempted from payment of security deposits as required by this rule, when
they are entrusted with the execution of works costing not more than. Rs. 20,000 on which
Krishi Vidyapeeth materials, such as cement, timber, steel, corrugated iron sheets, and the like
are not used and where Krishi Vidyapeeth materials are made available to such societies, the
societies may bz exempted from payment of a'sum gqial to half the amount of deposit payabls
according to these rules. R R )

' 6.48 Contracts are of two kinds, viz. lump sum aad schedule as defined below :

(1) In the lump sum contract, the contractor agrees to execute the complete work with all
its contingencies in accordance with the drawing and specifications for a fixed sum, the following

sing its essential characteristics :



32

(i) In order to regulate the amount to be added to or deducted from the fixed sum
on account of additions and alternations not covered by the contract and not involving
increase or decrease of quantities except when the design is altered, specific mention should
be made that the rates as provided for such items in the sanctioned schedule of rates of
the District will be paid. :

(ii) Except as provided in clause (i) no allusion is made in the contract to the
departmental estimates of the work, schedule of rates or quantities of work to be done.

(iii) Detailed measurements of the work done are not required to be recorded except
in respect of additions and. alterations.

The form for lumpsum contract shall be as prescribed by the State Government.

(2) Schedule contracts are those in which the contractor undertakes to execute the work
at fixed rates, the sum he is to receive being dependent on' the quantities and kind of work
done or material supplied. The forms used for such contracts shall be as prescribed by the State
Government. ‘ .

6.49  The following principles shall be followed by the officer entering into contract :—

(1) The terms of contract must be precise and definite and there must be no room for
ambiguity or misconstruction therein. No alternative should be provided in any form.

(2) Standard forms of contracts should be adopted, wherever prescribed, the terms to be
subject to adequate prior scrutiny.

(3) Where standard forms are not found to be useful, legal and financial advice should be
taken in drafting the contract documents before entering into them finally.

(4) The terms of a contract once entered into should not be materially varied without the
previous approval of the Vice-Chancellor. i ) ‘

(5) No contract involving an uncertain or indefinite liability or any condition of an unusual
character should be entered into without the previous approval of the Vice-Chancellor.

(6) Even in cases where a formal written contract is not signed, no order for supplies. etc.
shouid be placed withoui at least a wriiten agreementi as to the price.

(7) Provision must be made in contracts for safe-guarding Vidyapeeth property entrusted
to the contractor. ' ’

(8) Provision should be made in every contract to enable Vidyapeeth to cancel it with dus
notice and without extra cost. ‘

(9) Provision shall be made in agreement for imposing a penalty for breach of any of the
conditions of agreement. ;

6.50 The principles for entering into contract as laid down in Rule 6.49 above, shallapply
utatis-mutandis for all other contracts.

6.51 "~ Issue of Material : . .
Issues of materials to work, whether from stock or by purchase is divided into two classes—

(i) Issues to comtractor

. Issues of materials to contractor with whom contract in respectof completed items of [work
i.e. for both labour and materials have been entered into, the cost of the materials shall be
recovered from Running Account bills. Issues of materials to the work taken on the piece-
work and rate list system shall be only on cash basis and shall be restricted to the needs of

the work.

(ii) Issues direct to works :

Issues of materials when work is done departmentally or by contractors whose agreements
are for labour only.

6.52 Issues of Materials to Contractors :

(1) The issues of materials to contractors shall be done in accordance wit isions
of the contracts and no deviation shall be permitted under any circumst;cgs.th?f pi-loo‘;sel\(/?rb
material not provided for in the contract is proposed to be issued in the interest of the work.
the prior approval oi the Vice-Chancellor shall be taken. In such a case, the rates charged
shall be market rate or the issue rate whichever is greater. Issues to contractors of such mate-
rials not provided for in the contract shall be on cash basis. But in the case of labourers’
Co-operative Societies to whom works are entrusted at estimated rates, issues of stock material
may bz: ;r.xﬁde on the condition of the recovery of the cost thereof by deduction in the running
account bills.

(2) For the supplies made to the contractors, an acknowled t i N
be obtained immediately. Bl
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(3) For every work given out on contract, an agreement o
ven s n stamp paper shall

and'executed: ‘Where materials are agreed to be supplied to a contractol;?ogp use on t'ljlz \?é(rel?
specific mention shall be made in the agreement regarding :— ?

(a) the quantity of materials to be supplied;

(b) the exact place .or places of delivery; and

(c) the rates to be charged to-the contractor.
- (4) For each description of the material, charge shall be recovered by deduction from his
bills, at the rates specified in the agreement, regardless of fluctuation in the market rates.
. Provided that materials shall not be supplied to any contractor with the object of giving
him financial aid. }
. £ 85\ Byary aanatinnad anntrant akall ko ambawmad $m o Daoicéan .. Lo ®T. Yrtr - P a

\ 0/ LVCry sanmCuoncd. conirall sSpal DO enieret im a wegister in lorm No. KV-61 and each
entry shall be initialled by the University Engineer. Payments made to contractor from time to
time shall be noted in the Register under the initials of the University Engineer.

_(6).The balance of materials issued to contractors for specific works shall be periodically
verified by the University Engineer. :

6.53 IXssues Direct to Works )

The account of issues to works shall be kept in the form of the material at site account in
form No. KV-62. The valuations of the issues to work, shall be done at the current issue
rates including storage charges. Material issued for one work shall not be transferred directly
to another work but such transfer shall be made through the 'stock account. B

6.54 An annual contract shall be drawn for supply of petty bazaar materials. No pur-
chases shall be made unless requisitions are duly sanctioned by the University Engineer.

6.55 Extension of Time Limit ; :

(1) If any contractor desires extension of the time limit, he shall make an application at
least 15 days before the expiry of such time limit and if the Vice-Chancellor is satisfied that
there is no objection to grant extension he may, by an order in writing, grant the extension of
time limit with or without compensation.

(2) The power to fix the rate of compensation shall vest in the Vice-Chancellor and his
decision shall be final. If, however, after the Vice-Chancellor approves the recovery of such
compensation, new facts, which wete not known to him when compensation was first approved
subsequently come to light, he himself can modify the order. )

(3) The contract agreement shall also be taken into account about the escalation clause as
may - be prescribed by the Government from time to time. . .

6.56 Extra Items
The Vice-Chancellor shall be con‘gpr:teﬁ_t to sanction the rate to be paid for extra items of
work not provided in the estimate of work subject to the conditions that :—

(i) Where the exira item is comparable with a similar items already included in the
accepted tender, the rate shall be based, as far as possible, on the tendered rate for similar
items modified to the extent necessitated by the change in specifications, - provided that, if
rate is provided for. the extraitems in theschedule of rates adopted by the Krishr
Vidyapeeth, the rate to be fixed shall not exceed such scheduled rate.

: (ii ) Where the extra item does not correspond to, or is not comparable with an item
in the accepted tender, it shall be paid for at the rates mutually agreed upon- between the
Vidyapeeth and the contractor. Provided that, if a rate is provided for that class of work
in the schedule of rates, the rates to be agreed upon shall not exceed such scheduled rates
and provided further that whenever rate for any extra item is fixed, the Comptroller shall
always be consuited. . o

" (iji) If the extra cost of the exira item or items is already covered by savings effected
or clearly anticipated on other item.of the work, in such a case the savings in question
shall be specified in the extra item statement or statements.

Note I:No extra item shall be got executed from contractors on oral orders.

Note 2 : The extra items rate list should be scrutinised by the Comptroller berfoe the same
sanctioned by the Vice-Chancellor. - :
6.57  Every bill shall be prepared in any one of the relevant forms mentioned below :—
(i) First and final bill in form No. KV--63
This form shall be used for making payments both to contractors -for work and suppliers,
when a single payment is made for a job or contract on its completion.

S (Y) 660—5
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NUNNGE ACCOUNT ol i IOTM NG, A V=04
This form shall be used for all running and final payments to contractors and suppliers
including cases where advance payments and secured advances are proposed to be made or
are already outstanding in respect of the same work against the cormtractor.

6.58  Preparation and Scrutiny of Bills in the Works Branch

(1) Before the bill of a contractor is prepared, the entries in the measurement book relating
to the description and quantities of work or supplies shall be scrutinised by the Assistant/Deputy
Junior Engineer and the calculations of “contents or area’ shall be checked arithmetically. The
bill shall then be prepared from the measurement entries in one of the standared forms appli-
cable to the case.

(2) The rates ailowed shall be entered by the Deputy/Assistant/Junior Engineer either .in the
abstract of measurements or in the bill itself. Full rates as per agreement, catalogue, indent or
other order shall be allowed only if the quantity of work done or supplies made is upto the
stipulated specification. When the work or supplies fall short of that standard and under the
agreement it is permissible to make a final payment if the contract is determined or an on
account ‘paymentif the contract is to run on, only such fraction of the full rate shall be ‘allowed
"as is considered reasonable, with due regard to the work remaining to bs done and the general
terms of the agreement.

Note 1 : Where the contract agreement does not specify the rates to be paid for the several
classes of work or supply, but merely states that the estimated rates or a ceértain percentage
below or above them will be allowed, it shall be seen that the standard rates adopted are those
of the sanctioned estimate which was. in force at the time the agreemsnt was executed, or if
the agreement was preceded by a tender, on the date the tender was signed by the contractor
Subsequent sanctions to original or revised estimates have no effect on the terms of such an
agreement. If no sanctioned estimate is in existence at the tims of signing the agreement or
the tender, as the case may be, the rate payable for each item of work shall bz specified as
any reference to an estimate not yet sanctioned is meaningless and cannot be .acted upon.

£33) Movmatan Aancmed Wil fn faune Nn KU __&4
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Note 2 : Whenever any item is to be paid as part or reduced rate, the exact reasons therefore
should be recorded and subsequently when such an item is paid at full rate, remarks should
be made that the defects have been made good or the item has bzen propzrly completed.

It is not necessary -to insist on the analysis of part rates proposed in the intermediate bills

as. the payments made on such bills are regarded as payment by way of advances against the .

final payment. Such rate shall however, be approved by the University Engineer after satisfying
himself that it is worked out with regard to the work remaining to be done in respect of a
particular item which falls short of stipulated standard. In determining the reasonableness or
otherwise of such a rate, the University Engineer shall be guided by the reasons with details
of work remaining to be done as recorded in measurements book and the bill.

In respect of reduced rates proposed in the final bill, rate analysis shall be prepared  and
attached to the final bill. .

Note 3 : Ordinarily no payment f{or supplies shail be made unless the stores have been received
and surveyed except where payment is permitted on production of a railway receipt.

(3) From the measurement book all quantities should be clearly traceable into the documents
on which payments are made. When a bill is perpared for the work done or supplies made
every page confaining the detailed measurement must inavariably be scored out by a diagona®
red ink line and when tne payment is made, an endorsement must be made in red ink on thel
abstract of measurements and reference to the number and date of the voucher shall be given
in the measurement book. The document on which payment is made, shall invariably show " in
the space provided for the purpose the mumber and page of the measurement book in which the
detailed measurement are recorded and the date on which the measurements have been made.

() Tn the case of running account bill for a given work, all the entries pertaining to

items of sub-estimates or sub-work of that work which have been completed shall not be

repeated in the succzeding intermidiate bills for the work. A reference to the last original
imat

bill relating to. the payment made in reéspsct of the sub-estima
be mide in the succeeding intermediate bills.
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(i) In the case -of incomplete items of work (except in cases where a part rate has
-been allowed) or such sub-work as remains unaffzcted since the payment of previous running

accownt bill, only the names of the items or sub-works and the amounts paid on their
accowtt in eaclier bills shall be shown in the succeeding intermediate bills.

(i) All the entries in respect of all the items mentioned ab il i
e el itioned above shg be repeated in the
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)

. (iv) Such payments . shall be treated as payments on  account, subject to
adjustment in the final bill which shall be drawn in Running Account Bill form but printed
on yellow paper when the work of supply is completed or the running account is te by
closed for other reasons. When final payment is made on a running account, the payee, if
he is able to write, shall add in his own hand-writing that the payment is in full settlement
of all demands. If the payee is illiterate or 1s unable to write beyond signing - his name
these words shall be filled in by the officer making the payment.

Note I : The addition of the words “in full settlement of all demands” does not preclude,
the Disbursing Officer from entertaining a further bona fide claim which may have been omitted
from the final bill by mistake or through inadvertance. If despite this explanation the contractor

- objects to the addition of the word in question, the payment shall be tendered unconditionally.

Note 2 : A form printed on yellow paper is never to be used, except for final payment.

.59 Aid to Contractor

ft is necessary sometimes in the interest of work, to engage labourers or contractors or to
incutr other liabilities on behalf of the contractor concerned, with a view to complete the work
which he has neglected or failed to complete. In such a case it is permissible to spend Vidya-
peeth funds on behalf of the contractor in accordance with.the terms of his agreement. Otherwise
no ddvance or recoverable payment should be made to or on behalf of a contractor nor should
any financial aid be given to him in any form except as mentioned in (A) and (B) below —

(A) Secured Advance ‘ _

(1) Where contract is for finished work, advance on the security of material brought to site
may be granted by the University Engineer if so requested by the contractor subject to the
follow ing conditions.

(i) The amount of advance shall not exceed 75) of the value of material as assessed by
the University Engineer.

(i) The Material shall be of imperishable nature.

(iii) A formal agreement shall be entered into with the contractor under which the Krishi
Vidyapeeth secures a lien on the materials so as to safeguard against losses which may
cccur because of the contractor postponing the execution of the work.

(2) Payment of such advance shall be made on the certificate of the University {Engineer.

(a) that the quantities of materials upon which the advances are made have been actualy
brought to site, . .

(b) that the contractor has not previously received any advance on their security; and

(c) that all the materials are required by the contractor for use on items of work for
which rates for finished work have been agreed upon.

(d) that the materials broughtare immediately required for the use and that if the materi-
als are not Consumed within a maximum period of 3 months the secured advance given against
the materials shall be recovred in full,

(N The officer orantine such certificate shall be held nersonallv reg

(B)fubsNcHicerliarantinglenchifcertificatelsh P 1ally
which may occur in censequence.

(4) Recoveries of scured advance should be made from the bills of the contractor for work
done as the materials are used.

Note I :Secured advances may be. given to contractors on_sand, asphalts, etc. brought to
site of work, provided the authority sanctioning such advances is satisfied that proper safeguard
are taken to see that materials do not deteriorate or below away. g

Note 2 : Secured advances should not be paid as far as possible in the month of March
unless the materials are requied for use in the work to be completed before the 3ist March

Note 3 :Secured advances should not be given to conmtractors in respect of materials used
for- centerings, for laying water line and for constructing hutments for labour, etc. which accord
ing to the stipulation in the contract are not to be the property of the Vidyapeeth after comple-
tion of work. ) ) ‘

Note 4 :No advance, secured or otherwise, should be given to piece workers without the
privious sanction of the Executive Council. ‘ . . 4

Note 5 : Indemnity bond shall be obtained from the contractor only in cases of -secured
advance of Rs. 5,000/- and above. The cost of the stamp paper shall be borne by the contractor

(B) Advance Payment

“ Advance payment means a paymelit made on a running account to a contractor for work
doneAb; 5 Pbg’t not measured. Such advance payment shall be made on the certificate of the
University Engineer to the effect that not less than the ‘quantity of work paid for has actually

S (Y) 660—5-a
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been done. The officer granting such a certificate will be held personally responsible for any
overpayment which may occur on the work in consequence. Final payment - shall, however, in
no case be made without detailed measurement. The amount of advance payment shall not exceed
80 per cent of the approximate value of work done as ascertained by the University Engineer

6.60 Register of Works

The register of works shall be maintained for each work in the works Branch in form No.
KV-65 Separate pages will be assigned foreach work. It will be posted from the running account
bills as when they are paid.

6.61 Register of issue of materials to contractor on credit ‘

A register in form No. KV-66 shall be maintained to watch the recovery of the cost of
material issued on credit to the contractors. Separate pages shall be assigned for each work
in the register. B

6.62 Contractors Ledger

The accounts relating to contract should be kept in the Contractor’s Ledger form No. KV-
67. Separate folio or set of folies shall be, reserved for all the transactions with each contra-
ctor. Contractors’ Ledger is thus a personal account -of transactions with each contractor,
The personal account shall be opened in the ledger for every contractor, whether or mnot a
fornial contract has been entered into with him, unless the work or supply entrusted to him is
not important and no payment is made to him except on a first and final bill, on comple
tion. If any materials are issued to the contractor or any ' payments are made on his behalf
a ledger account must be opened. The Contractor’s Ledger shall be maintained by the
University Engineer.

Note ;- Sscurity dzposits of coatractors should not bz included in their personal account

in the ledger.

6.63 Stock Suspense Account

A stock Suspense Account shall be maintained in the Works Branch by the University
Engineer. All purchases of cement, steel and other building materials required to be purchased
in bulk shall be debited to this account. This head shall be of a temporary character and ali
transactions recorded shall ultimaterly be removed either by payment or recovery in cash or
by adjustment, through bill/store account. The transactions, therefore, shall consist of both-
dehits’ and credits, the latter . beine treated as reduction of expenditure in the stock Suspense-
Account. . ' :

6.64 Completion of work

The date of completion of a work is the date on which it is physically completed and
not the date on which final measurement are recorded by the Enginesr in charge.

6.65 Closing the account on completion of works

After the work of actual construction is completed, the account of the work shall be closed
as e¢arly as posible. Before closing the account of work, it shall be seen that.—

(1) Al libibilities are cleared;
(ii') That recoveries from contractors are made; and . .
(iii) cost of material, if remained to be charged, is debited to the work:

6.66 Stock limit ) :

The Vice-Chancellor shall fix every year the stock limit for the works Bra; he .3
in consultation with the Comptrolley. Y ‘ S S U L

6.67 Other important registers

(1) Register of immovable property other than lands ‘ }

All immovable property .(other than lands), ie buildings, Iift irrigati )

. i ¢ , i.e. : gation schemes,; wells, etc
vesting in.the Vidyapeetn shall be maintained by the Umiversity Engineer in the resiste f
mmovable property in form No. KV—68. v . ' y . o the. rogister Of

(2) Register of roads )

'A separate register in form No. KV-5§9 shall b: maiatainad for .roads ‘by the University
EBngineer.

(3) Register of lands

A Register of lands in form No. KV—SS shall be maintained by the University Engi ‘

. Similar, registers shall also be mainainted by each College, Agri}::ultrual Schoolf, %@iﬁf{
.Cevntres_, Gramsevak Training Cen}tres, _ete. The University = Engineer during - his periodical
1:zg§§t;on sha:_lfli Sfe 1:tha;h téw ﬁ{e%mters' argproperly maintained and are- up-fo-date. He shall
I a certificate to that effect in egister. This certi X k
Comptrollon ity g his certificate shall be sent by him' to the
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CHAPTER 7
PROCUREMENT OF STORES

. 7.1 (1) Al purchases of articles of stationer , furniture, equipment, machi icals.
fertilizers, insectidides, pesticides and other- sl:oresy manufacturedqacgording to hsg:gficcggggglﬁ
or tests required by the Krishi Vidyapeeth shall be centrally made by the following Officers
by following the procedure prescribed below, on approval of the competent authority.

(1) Chemicals, insecticides, pesticides, lab. equip- ’
ment, farm machinery, implements, medicines, |
etc.. required for . daily ‘working.

(2) Stationery, clothings and uniforms, Furniture,
Deadstock, office cq inti f

inment
1

mmaanta A P iy SR }
pagis and prigung o1 L

forms ete, Um_w - The Officer,
(3) Buﬂlilmg material and Plant and Machinery forl nominated by Vice-Chanecllor,
works.

(4) Vehicles, spare parts of Vehicles, machinery,
equipments, etc. .

(5) Any other article which vice-chancellor may
specify.

(2) Al officors of the University shall send their annual indent of requirement with detail
specifications, indicating budget provision, total requirement and justifying  their requirement
by 15th of May every year, to the respective above officers, who shall consolidate them and
scrutinise all the indents of requirement of the Krishi Vidyapeeth in respect of stores assigned
to them. It shall be responsibility of the above officers to obtain the approval of the competent
authority of the Krishi Vidyapeeth for the purchases of consolidated requirement assessed by
them and for entering into the Rate Contract for the items, wherever possible.

The sanction for such purchases and orders for fixing Rate Contracts shall be issued with
the concurrence of the Comptroller. The copies of such Rate Contract shall be supplied to
all the officers under the University by such officers who shall effect the purchases from the
authorised dealers as per the rate contract. The University officers shall not make purchase
in respect of items for which rate contract has been finalised, under any circumstances, from
the open market. The officers authorised to consoilidate the requirement of stores, shall call for
tenders, after the approval of the competent authority and finalise the same....

-+ 7.2(1) Normally, lowest tenders shall be accepted. However, when a tender for supply of
material is accepted at a higher rate specific justification shall be recorded.

(2) The orders of the Government allowing concessions to small Scale Units, Labourer’s
Societies, Co-operative Societies, Consumers Societies, Government undertaking, Corporations
etc. and other charitable organisations shall be observed in preference to the lowest.

7.3 Articles shall be ‘purchased in bulk and in the most economical manner, ordinarily
once in a year. But such articles of day-to-day consumption, which cannot be purchased much
in advance of actual requirements, if such purchase is likely to be unprofitable to' the Krishi
Vidyapeeth due to their perishable nature, may be purchased as frequently as necessary. Pur-
chase orders should not be split up to avoid the necessity for obtaining the sanction of higher

authority with~reféféiice to the total amount of the orders.
7.4 Notwithstanding anything contained in the foregoing provisions of the rules, ' the Vice
Chancellor may order purchases of articles in emergent: circumstances.
7.5 (1) Articles which are for the time being controlled by the Central or the State
Government in release or in' price shall be purchased from registered or authorised stockists;
“(2)  The purchases of stores from outside India’ shall be made in accordance with the
procedure laid down in this behalf by the Central and State’ Government from time to time.

(3) Building materials, where made availab!e:by the State Government at specific rates
_shall be purchased at such rates from such authorities as the Government may direct.

Provided .that where the,au.thorvities are not able to supply the materials within the specified’
period indicated by the Krishi Vidyapeeth, the supplies to the. extent of minimum requirement may
if circumstanes so demand be obtained from the open market, by following procedure of pur-

Loass ofF stores nrescribed. under thege ruleg .
cnase Oi SWOISS Prostriott. ulluel  wasst . .

7.6 In the case of comstruction works executed through a contractor, articles required for
such construction works may be supplied by the contractor, provided that where specification
or tests or boths have been prescribed for such articles, they shall conform to such specifications

_and shall -satisfy such tests.
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7.7 (1) The Bulk purchases of stores shall be made by giving wide publicity in the news-
papers. The tenders shall be invited where the amount of purchases exceeds Rs. 25,000 and
in all other cases, sealed quotations may be called by giving due publicity to take advantage

of competitive rates.

Provided, the calling of quotations may be dispensed with, in case of urgent petty purchases
required for the office or farm, laboratory, upto_ the limit of Rs. 1000 at a time and such limit
as may be brostified for the State Government Deptt. from time to time. In all such cases a
certificate shall be recorded by the concerned officer justifying the urgency of the purchase and
the reasonableness of rates.

. Provided further that specilised machinery or equipment having only. one make or manu-
facture or spare parts of machinery or equipment of particular ‘make or manufacture may be
purchased from such manufacturer or his authorised supplier. :

(2) The provisions of Rules 6.40 6.41 and 6.45(2) of this Code shall be observed in
respect of tenders. So also the general guidelines laid down by the State Government regarding
purchase procedure may be followed by the University.

7.8 Store Accounts

(1) Stores shall on reeipt be entered in ‘the Registrer of receipt of storesin Form No.
KV-70 which is a record of receipt of all stores in a chronological order.

(2) Stores required for use shall be issued on the strength of an indent in form No.
KV-71 signed by a responsible official. ‘The pages of indents shalt be machine numbered. The
indent shall be in triplicate. The first copy shall be retained in the indent book. Two copies
shall be sent to the store-keeper who shall return one copy after mentioning the issues to the
indentor. The register of issue of stores shall be written up from the indent by the store-
keeper. The register of issue of stores shall be maintained in form No. KV-72.

(3) Store Ledger :—From the register of receipt of stores and the register of - stores
issued stores ledger in form No. KV-73 shall be posted. Separate pages shall be allotted for
each item of stores in the store ledger. The store ledger shall be balanced at the time of
each transaction and at the end of the year the balances shall be carried forward to the next
year.

(4) Registor of Dead Stock and Moveable Property

A list of all moveable property of a permanent or durable nature, such as Engines
Machines, equipments, Vechicles, carts, meters, furnitures etc. belonging to the Vidyapeeth shall
be recorded in a Register of Dead Stock/Moveable property in Form No. KV-74 under the
initials of the Head of Office. In this Register, Separate pages should be allotted for each item
and full decription of the items with their measurements, authority for purchase, date of pur-
chase and cost should be entered in appropriate columns. Separate sections in a register or
separaic regisier for implemenis and scientific insturents etc. may be opened if necessary. An
index indicating the page numbers on which account of different items of articles, is ment-
ioned, should be prepared and kept on the opening pages of the Register. When the property -
is d1§(]1)t:ised of finally by sale or otherwsie, particulars of disposal shall be entered in the columns
provided. : )

7.9 Annual Verification of Stocks and Stores

) The Head of the Ofhice shall conduct the physical verification of all stores, deadstock
and equipments, moveable and immovable property once in every financial year and record certi-

ATy P . S s a0 g
ficate appropriate about the receipt and existance of stores, etc. and the correctness of the

quality and quantity, in the store registers. He shall forward certificate in the following form to
the controlling officer endorsing a copy thereof to- the comptroller by 15th of April each year.

' CERTIFICATE

“I certify that I have inspected the Register of Stores and stocks, Movable/Immovable
Property and have found that it has been properly kept _up-to-date and that the articles ment-
ioned ‘therein are actually held in stock with the - exception of those mentioned below, an
explanation for the absence of whick is appended and that no articles have been written off,

except under proper sanction, which sanction has been duly recorded on the Register under.
the signature of the Head of the Office”.

-Signature of the Officer
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- PHYSICAL VERIFICATION.OF STOCK AND STORES

L h10 (1) Phyical verification of stock and stores including Dead Stock, consumable stores
live stock etc. shall be conducted by various authorities as under : ’
(i) Store in charge :—Monthly to the extent of 33 per cent ofthe Stores and submit

report accordingly to the Head of Office.

(ii) Head of Office :—Six monthly -in the First week of January and July every year
and submit a report to the Controlling Officer.

(2) The controlling Officer shall issue orders for Annual Physical verification of stock and
stores of all offices/Schemes under his contiol by a responsible officer not connscted with the
officer/Schéme of which stores are to be verifical. The officer to whom the duties of annual
physical Verification have been entrusted shall verify complete stocks/stores physically with refer-
ence to balances recorded in the stock and record the quantity verifisd on respsctive pages of
stock book under dated signature.

(3) Following certificate shall be issued by the verifying Officer, to the Controlling Officer,
endorsing a copy thereof to the Comptroller. :

FORM OF CERTIFICATE

Certified that I have this day................ovinai of the month of.............. i9..... .
verified the stocks and stores held by office of the.............c..o... with the balances shown
in the stock register and found them to agree subject to the remarks enclosed.

Place : Signature ....... e
Name and Designation of Verifying Officer..... e 5

Date :

(4) The verification of stock/stores should be _ddne by the Officer himself and with the
belp of subordinate officials if necessary, but the entire work should not be entrusted to his sub-
bordinate officials. ) '

(5) Verification should be:done cent per cent of each article and not test check. :

(6) Full details of unserviceable articles, excesses/shortages noticed during verification should
be brought to the notice of the concerned officer as an accompaniment to the certificate.

(7) The officer whose stocks are verified should take action to get discrepancies regularised

mcmmiananll artinlac

in respect of shortages/excesses/unserviceable articles.

S (Y) 660-~5-a"
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CHAPTER 8

NEDNAQCTITS AN A NVANOCEQ . .
PR - ey

PART I—DEPOSITS
8.1 A Register of Deposits shall be maintained in Form No. KV-29 in the officc of each

Drawing and Disbursing Officer/Pay and Account Officer. The register shall be divided in the

following parts :— ‘

(i) Deposits from subordinates as security.

(ii) PEarnest Money Deposits.

(iii) Security Deposits from controctors.

(iv) Caution Money Deposits,

(v) Hostel Deposits.

(vi) Other Deposits. .

8.2 The register shall be balanced every month and an abstract drawn under the signatuie of  the

Drawing and Disbursing Officér/Pay and Accounts Officer.” The form of the ‘abstract is given below :—

(1) Opening balance at the end of the preceding month.

( 2 ) Deposits received during the month.

(3) Total. ; .

{ 4 ) Deposits refunded during ihe monih

(-5) Closing balance at the end of the month. -

8.3 Bill for refund of deposit shall be prepareri‘ in Form No. KV-75. At the time of

sanctioning the refund, it should be seen that the deposit was actually received, that it was not
refunded in the past and that it is refundedable as per rules in force.

8.4 The following items shall not be credited to any deposit head of Account;

. i3 Sums thatcan be-clearly brought to account under any revenue head.
(ii ) Pay, Pension, Leave Salary or other allowances.
(iii) Fines. ‘

8.5 Deposits not exceeding Five Rupees unclaimed for one whole account year, balance not
exceeding five rupees of Deposits, partly repaid during the year then closing and all balances
unclaimed for ‘more than three complete account years shall, at- the close of ‘March_-of each_year
be—eredited t0_the University Fund ~of “deposi balances thus~lapsing, the Pay and Accounts
Officer  will submit {6 “theComptroller immediately aft y
Deposits thus credited shall be repayed without the, sanction of the Comptroller, but this sanction
shall be given as a matter of course on ascertaining that the item was really received, was credited

as Japsed deposit and is claimed by the person who could. have drawn it . at the time before .
the lapse. The amount, of a lapsed deposit refunded shall be charged in 'the ‘accounts of Krishi~

Vidyapeeth as a refund of Tevenue and not debited to deposits.
PART II—ADVANCES

8.6 The following kinds of advances shall be granted to the employees of the Krishi
Vidyapeeth by the Competent Authority:—
(1) Advance of T. A. on Tour.
(2) Advance of T. A. on Transfer.
) Advance of Pay on Transfer.
Temporary Advance under Contingency.
Leave Salary Advance.

(3

(4)

(5)

( g)) Advance for Leave Travel Concession.
(

(8

Festival Advance. 3
) Interest Bearing Advances.

8.7 A register of Advances shall be maintained in the office of the every Drawingand Dis-
bursing Officer/Pay and Accounts. Officer in Form No. KV-30 separate pages should be allotted
to each kind of Advance. The register shall be balanced every month and an abstract in the
following form shall be drawn under the signature of the Drawing and Disbursing Officer/Pay
and Accounts Officer :—

1) Opening balance at the end of the preceding month,
) Advances paid during the month. :
) Total.
) Advances recovered/adjusted during the month.

(5) Closing balance, at the end of the month with details.

. At the end of each financial year, the details of the outstandi 3 i -
wise and categorywise shall be drae\’m. nding advances, yearwise, person

(1

2
(3
(4

er 31st. March a list of ‘lapse - deposits. -
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8.8 Advance of Travelling Allowance on Tour :

An advance of TA on tour shall be sanctioned to the university employee by the compe-
ent authority to undertake tour for official work of theé XKrishi Vidyapeeth. The amount of
uch advance shall be limited to 80 per cent of the probable expenditure, for undertaking such
tour during the month. The seécond advance shall not be sanctioned to the same employee.

. However, second advance may be granted to him if the bill- against previous advancé preferred by
him. If the TA advance is not adjusted within three months from the date of drawal by the
employee, it shall be recovéred in cash from the pay of the corcernéd employee in lump sim.

8.9 Advance of Travelling Allowance on Transfer : - ' = AL

An advance of TA on transfer shall be granted by the competert authority to the employee
of: the Krishi: Vidyapeeth, whose transfer has been ordered in the interest of the = University.
The amount of such advance shall be limited to 80 per cent of probable expenditure. Such
advance shall be drawn at the old station and if not drawn at old station, it can also be
drawn at new station, on the strength of Last Pay Certificate. In casé , an advance is drawn
for employee alone, the second advance may be sanctioned for the family also. Advance is
also permissible to the employee who receives oirder of transfer, during leave. In such cases,
advance shall be sanctioned by the authority whom .the employee was last working. An
-advance of TA on transfer should be recovered full within three months from the date of
completion of journey by the employee or by his family as the case may be, by - deduction
from his transfer TA bill or in cashi or by deduction from his salary bill .

. 8.10 Advance of Pay en Transfer : i ‘

- This advance shall begranted by the competent authority to the Krishi Vidyapeeth employee
on his transfer. The amount of such advance shall not exceed one month’s pay and shall
be recovered in three equal instalments immediately beginning with the mionth’ in  whichk  full

@ e

month’s pay is drawn after transfer.

8.11 Temporary Advance Under Contingéncies : :

This advdnce shall ‘be sanctioned -in rare cases. It can be drawn with the sanction of
the ‘compétént authority. Such advance shall be recouped within a month from the date of its.
drawal. Second advance for the samie purpose shall’ not- ordinarily be granted -unless. -specific
reasons are reécoided to tlie satisfaction -of- the' authority competent to :.sanction the advance. ,
In case. the advances are not settled within a maximum period of three months the same
shall be recovered from the salary of the -incumbent concerned. All such advances shall be
ajdusted -in any case within the same financial year. .

8.12 Leave Salary Advance :

This advance shall be granted to the employee of- the Krishi Vidyapeeth by the authority
competent to sanction his leave. The amount of such advance shall be limited to net amount
payable, after allowing all deductions from the gross salary bill. - It shall be recovered in full
from the leave salary of the concerned employee. The leave /alary advance shall be granted
only if leave applied for is Earned Leave and exceeds 30 dayé. '

Q 112 Advonnan foar T anva Traval Mamascoion o
0.13 AGVARCES 101 LEAYE xiaver <LONCession

An advance towards leave travel concession shall be granted to the employee of the Krishi Vidyapeeth
by the competent authority. Amount of such advance shall be limited to 30 per cent of the probable
expenditure. The advance shall be recovered in full from the L. T. C. bill, which shall be submitted
by the employee wiithn three months fromthe date of completion of journey, failing which the
amount of advance shall be recovered in lump sum from the salary of the employee concerned.

8.14 Festival Advance : . : ’

Festival advance shall be granted to the Krishi Vidyapeeth employee by  the
competent authority. The amount of advance shall be limited to one month’s basic pay
or Rs. 200 whichever is less and shall be recoverable in 10 equal instalments, provided that
the limit of such advance and conditions for grant of advance and its recovery shall be such
as may be prescribed by Government from time to time for Government employees. The occa-
sions for granting festival advance shall be the same as declared by the State Governments
Commissioner of the division, from time to:time. Such advance shall be sanctioned to Krishi
Vidyapeeth employee only once in a calendar year.

8.15 Interest bearing Advances : ) X

The conditions for the grant of such advances and recovery thereof shall be in such manner
as may be prescribed by the University by adopting a resolution similar to the provisions
prescribed by Government, for ‘Government employees. :

8.16 Adjustment of Advances : ) . .

Advances shall not remain outstanding unnecessarily. The officer drawing the advance is
personally responsible to ensure that the advance is adjusted expenditiously. Any balance
remaining unutilised shall be immediately refunded to the University.

8.17. Schedule of Recovery of Advances : . . 3

The recovery of advances (Advance of Pay on Transfer, Festival Advance and Interest
bearing Advances) shall be made through - a schedule in Form No. KV-31 to be attached
with the bill in which recovery is effected.

e et

S (Y) 660—6
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CHAPTER 9

UNIVERSITY PROVIDENT FUND
Krishi ' Vidyapeeth shall' be governed by the provisions of

9.1 .‘,Thc’: employees of the _ !
JUniversity Contributory Provident. Fund Rules as approved by

Wniversity. Provident” Fund ' Rules
the University. ‘

9.2 The University Provident Fund/Uni )
be maintained centrally by the Comptroller. The following accow
(1) Ledger account of individual subscriber in Form No. KV-76. )

University Provident Fund/University Contribu-

versity Contributory Provident Fund accounts shall
nts registers shall 'be maintained.

(2) Register of advances granted out of

“tory Provident Fund in Form No. KV-T7.
‘ (3) Broadsheet of Provident Fund .in Form Na. KV-78.
(4) Cash Book in Form No. KV-79.
(5) Investment Register in Form No. KV-10.
(6) Stock»chistef’of insurance policies in Form No. KV-80.

9.3  After the close of each financial year, the Comptroller shall arrange to issue University
Provident Fund/University Contributory Provident Fund Account Slip in Form No. KV-81. to
each subscriber, which shall show the amount standing to his credit in the fund upto the end
of the last financial year. These accouat slips shall bz issued before- September every year. The
interest on Provident Fund balances shall be allowed at the rate at which the -State Government

allows interest to its own employees. ) : .
9.4 The investment of the provident fund amount shall be made by the Comptroller with
the approval of the Vice-Chancellor.
9.5 At the end of the year, the balancs as
compared with the balancs as per Broadsheet and the differencs shall  be
sheet shall be posted directly fro

chaate ali~ild a »la 0y <
sheets should be closed every month,

‘per the, Provident Fand cash book shall be

under the dated signature of the officer-in-charge.

i analysed. The Broad-.
m the ledgers and not from schedules or vouchers. The Broad-,
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CHAPTER 10-
UNIVERSITY VEHICLES
10.1 Thc vehicle shall be driven only by a qualified driver
. 10.2 For each vehicle, a separate log book in the prescribed Form No. KV-82 shall be.
maintained Pages of the log book shall be machine numbered. The Officer using 'the vehicle
shall himself write the log book. It shall be maintained as per detailed mstructxons alven in
para No. 10.10 below.

10.3. "Normally no vehicle shall’ be allowed to ‘run without a.speedometer. If however the
speedometer is under repairs the actual road mileage covered shall be recorded and note shall’
be made in the log book that speedometer is out of order.

10.4. History Sheet of Motor Vehicles-Form  No. XV-83 : ‘

The History sheet shall be maintained by the officer-in- chargc of the .Central workshop or
the officer to whom vehicle has been provided. Separate History sheets shall be maintained for
each vehicle.

Spare - part purchased and repaus carried to for a vehicle shall be entered in this shcet

10.5 Tyres and Batteries :

These are important parts of vehicle and proper record there of in thc History sheet,
should be maintained. ‘

10.6 Repairs to Vehicle : ’

The repairs shall as far as possible be carred out inthe work-shop of Krishi- Vidyapeeth
For evay repair, an estimate shall be prepared and got approved from the competent authority

10.7 Scrap Material Register : This register shall be maintained ‘in the following fmm at
Central Workshop/Officer -in-charge. of the Vehicle of the Krishi Vidyapeeih.

Sr. Date of Vehicle No.  Name of ©  Quantity Initial of Remarks
No. Receipt part Officer
2 3 4 5 6 7

All Officers - in-charge of vehicles shall transfer the scrap matérial as pc1 record, annually by
30th Jupe, to the Central Workshop for final disposal. The Workshop incharge shall enter such
material in his' books - and take necessary action for disposal of such scrap material by following

usual procedure hu 30th November each vear
pr emoer eacn year.

10.8 Store Journal ]

- All  consumable purchases (except oil petrol, Diesel) shall be entered-.chronologically
in the prescribed forms, wherein issues shall also be recorded. i

10.9 Private use of Vehicle :

Normally, Vidyapeeth vehicles shall not be allowed for private use. However,i in’ exceptlonal
cases the “Vidyapeeth vehicle can be made available for private use to thyapceth emp!oyees
as per the rules prescribed by the Vidyapeeth in this behalf on payment.

10.10 Detailed instructions regarding maintenance of log book :

(1) Aslsoon as a journey is, completed, ils entry must be made in the log book.

(2). The purpose of journey should be clearly narrated in the relevant column of the log book.
Vague words such as ‘Official’ or *“Official Work™" shall not be used. '

- (3) It should, be] seen than no column of the log book is kept blank.

"(4) Evéry entry -in the log -book should: be attested by officer using the vehicle.

'(5) Entries of all fuel purchases should be made ‘in Log-book and no bills for Such purchases
should be passed for payment or paid unlcss certificate on such entry together with' the _exact
page No. ‘of log- book wherein it is taken 'in recorded thereon.

' \U} [-\I, I-llC cuu Ul Cd.bll LLlU.lAI-IL, I-llC C\U.d.bl as bll\J\‘Vll Ub}UVV DllUu{d bh wui’kﬁd Uul- in Lu\,
log-book and attested by the Officer to whom the vehicle is allotted/Ofﬁcel -in- oharge of ‘the
Central  workshop.

(i) Total kms ran during the month. -
(ii) Total Litres of petrol/diesel -consumed.
- (iil ) Average km. per litre:

(iv) Reasons for abnormal average, if any.

(7) The monthly abstract should be examined and signed by thé: Officer using the: vehicle.

The balance of fuel on the last date of the month should also be shown at the end of the

alatrant
aosrac.

© (8) The entries for journey(s) ~against which the nature of duties performed is no. clearlv
specified should be treated as for non-duty purpose and the officer using. the vchxcle should
be charged for.the distance as in the case of private use of vehicle. ‘

10.11 . Insurance and Taxes on Velucle i g

. .Fach vehicle of:the’ Vidyapeeth shall-be- 1usured w1th Dlrector of- Insurance Governmcnt
of Maharashtra. The taxes on vehicle should be paid by the Officer-in-charge of the vehicle
vegularly. It should be ensured that the insurance policies are kept alive. A Register in Form
No. KV 84 shall be maintained by the Officer -in-charge of the vehicle to watch the payment

of insurance fee and taxes.

S (Y) 660—6-a
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CHAPTER 11
FARM ACCOUNTS

.~ 11.1 The accoynts of all farms except coming .un'de': the seed production progfamm_e, shall
be maintained on Single Entry System. The . following registers and forms. shall " be maintained
on ‘the farms. " ’ i : :

11.2 Register of Land : ‘ )

The register of land shall be maintained in Form No. KV-85. All fand in the control of
institution/research. station, shall be entered into this register .giving full particulars of the area
location, surrounding, type of soil and cost of land, wherever available and also land revenus
payable, land cess or any other taxes payable by the apeeth on this land. It should be
ensured that the entries in this register agree with the en in the revenue record. All additions
to land or disposal, if any, shall be récorded in this register giving authority for such actions
and the register shall be Keépt up-to-date.

11.3 Register of Buildings :

The register of buildings, shall be maintained in Form No. KV-68. The rgcord of all build-
ings in the possession .of institutions/research siations, belonging fo Vidyapeeth, shall be eatered
The description of the buildings, their .daté of construction, initial cost, additions and altera-
tions made, if any,- with cost thereof shall be recorded.

11.4  Flot History Register ; : :

The register of plot-history shall be maintained in Form No. KV-86. The area allotted to
reearch  farm shall be divided permanently into plots or fields or sections. The plots shall be
suitably numbered and their location shown in the map. The description of land of the'instity-
tion/research station, plotwise, shall be recorded. The wells, if any, should also be recorded
with full ‘description sugh “as deapth, diameter, date of construction additigns” and alterations
if any. ) : ) : :

11.5 Register of Plants/Trees : : , .

(a) Register of Nursery Planis ; Account of nursery for raising of trees or other plants

< 11 i

:
which have longer life shall be maintained in Form Np. K¥:87

ANY T :

(b) Register of Plants : The plants received from nursery and plants purchased directly from
outside agencies, shall be entered in the Register of Plants in Form No. KV'88. Balancé in this
register 'shall be réduced on transfer of plants to the register of trees or as and when a plant
dies. - s ’ ) ’ ‘

(c) Register of Trees : All trees at the farm more than two years old and having a girth
prescribed by’ thé' Dirgctor 'of ResSearch, shall be numbered and entered ina Register of Trees in
Form KV-89. "If anysuch tree is fallen by a storm’ or otherwise disposed of, ‘necessary particulars
shall be entered in the Register. ' ’ o e o nTe S R

(d) Register of Fruit Trees : The account of fruit trees and ipcome from the sale of fruits
shall be maintained in"a fruit trees Register in' Form No. KV-90. L )

11.6 Cropping Scheme ;

Each farm of the University shall have a cropping scheme for cach season indicating the
cropping pattern in each plot during the season and ' expected-yield of each crop. If a plot is-
to be left fallow thers shall be g clear indication to this effcet and’ if, in addition to the main
crop, inter-cropping in gértain’ plofs - , it shall ‘bz, Teflected in'the cropping scheme.

The cropping scheme shall be finalised " by ympeter 1roity " of

commencement of the season' Major and ‘mijor ‘variations in the dpprove;

also bg recorded. e ’ N R
11.7 Cultivation Sheet :

A cultivation sheet in Form No. XV-91 shall be maintained for each sub g
3 ¢ e maintained fo \b-plot .and' for each
crop separately at each farm of the Vidyapeeth. All the columns of the cultivation sheet shall
be filled in giving maximum. details so as to know the actual- cost of cultivation for each crop
Afn tibSt{/q(cit of clﬁltwat]l)oql dsheet crop-villse, season-wise shall be sent to the Director of Research
of the Vidyapeeth to build up compiled records for the Vidyapeeth as whole o s
of cultivation” and actual produetion value ratio at the’ Univpr{ifgl lavel. < B

11.8 Muster Roll : T

A muster roll in Form No. KV-92shall be maintained by all farms i
The da}]y attendance of lz_lboug;:r shall "be noted in“thc"mustery roll ' undeér 2{icttggn§t‘ggear’)§?hé
responsible officer. The entires in the ‘muster roll should be filled in regularly, and duly attested
by a responsible officer. The muster roll shall be closed weekly/forthightly, as the case may be
A, gemf;cate. regarding the number of labourers engaged and payment made to the labO}IIerl'S‘
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should invariably be recorded by the Officer engaging labourers and makine

] ayment. -
ments to the labour should be duly supported by their acquittances, the left k?ag?i thum]t;him%arz-
ssion of illiterate labourers, if any, attested by the paying officer or by other labourers who
can @q 0. The total number of labourers engaged on any day as per-the muster roll should
mmvariably tally with that shown in daily labour sheet. The roll should be called twice everv
day -without fail, once bzfore commencing the work in the morning and oxnce bef:;é eclﬁ!ﬁ%
the work and a daily total .of labourers present should be mentioned and attested cach time
The inspecting oflicers of the Krishi Vidyapeeth shall make surprise inspection of these Muster
tolls when they visit the farm and if found correct, endorse, a remark under the dated ‘signa-
ture to the effect “checked with labourers present and found correct”. The Comptroller of the-
Krishi Vidyapeeth or any officer authorised by him shall also conduct surprise inspection of
these r_ollshand (rleco'ﬁ? r(elsult?. When the roll is closed, an abstract of the work done shall be

iven at the end. e details and description of the work d ¢ i
rg:‘f easy verification. Payment of muster rglls should be made C;rrlze tl‘siléoglrgse’;z:%%ht;: ;g'ic;(simc:;’
the highest standing available and such officer should certify the payment made individually
under the his dated, signature. The amount paid on each date should be noted in words as
well as in figures at the foot ofthe muster roll.

11.9  Daily Labour Sheet : . )

Daily labour - sheet - shall be maintained at all farths in Form No.
KV-93. The daily labour  sheet should give a consolidate picture of nmumber of Ilabourers
employed on eat]:lh gﬂOt of li'a,rm and %;ta]ls of the work done by them on ‘any day. The daily
labour sheet shall be signed by the officer after ascertaining the actual work executed as shown
therein. This _wzl‘: also .enable the Officer to know  whether or nbt”empiéymelit of so many
labourers was justified. |

11.10 Threshing Yard Register :

. (a) The Register " of threshing yard shall be maintained at  all ~ Agril.
farm in Form No. KV-94. Farm produce’ subjected to threshing shall Be entered in this
register before its by products are entered in the yield book and store ledger.

" 11.11 Yield Book : '

The yield book in  Form . No. KV-95  shall be maintained at all farms
of the Vidyapeeth. The cropwise and plotwise yield and. the by-products and also the condition
of the yield 1. e. wheiher i is dried, green, semidry, deceased, inferior etc. shall be entered into
the yield book. When the crop is harvested the ertries are first made in the yield book. The
entries- in- the yield book shall’ be verified and signed by the Officer-in-charge of the farm.

11.12" Delivery Memo :

(1) All materials produced on the farm as entered in the yield book shall be made over
to the storekeeper along with the delivery memo in form No. KV-96. The delivery memo shall
be in a bound book form and the pages shall be machine-numbered with the words Original
duplicate and triplicate®® at the top of the memio. The delivery: memo shall be prepared in
triplicate by using double sided carbon. Two copies of the delivery memo ‘shall be sent to the
storekeeper along with the material. The storekeeper shaii receive the material, enter the same in
the store journal and acknowledge the receipt of material on the duplicate copy of the delivery
memo: to be ‘returned to farm incharge. The original copy shall be retained by the storekeeper.

(2) The officsr-in-charge of the farm shall ensure that the quantity shown in the delivery
memo 1s correct and qntered in the store journal by the storekeeper and such record shall be
preserved. The officer-in-charge of the farm shall also verify the entries in the store journal
with those made in the yield book and delivery memos and satisfy that they agree. The work
of delivery of material produced on thefarm and receipt of the matérial in stores should not be
entrusted: to one and the same person. The Comptroller or any other officer authorised by him
and also the inspecting officers shall verify, during their visit, the entries made in the store
journal with reference to' delivery memo and yield book and record result thereof under full
dated signature. .

11.13 Store Journal :

The  store journal shall be maintained in ~ Form No. KV-97.-In  this
register, all material which is produced or purchased or received from any other source shall
be entered in the chronological order. Similarly all issues from the store by sale, for wuse on
use on farm etc. shall also be entered. It serves the purpose of a cash book for store and
therefore, it should be maintained regularly. No space should be left for inter-po]a.tion after
the transactions of the day are recorded. At the end of each day the officer incharge shall
sign the register in token of having. checked. the entries for the day. The pages of this
register: shall be machine-numbered. Each transaction should be consecutively numbered: commencing
from beginning of the financial year till the end of the financial year. The entries of items
of dead stock articles, farm implements and machinery etc. which are of permanent nature
should not be taken into the store journal, but may be taken direct into dead stock register.
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..11.14 Requisition of Store Articles : . : .
- The requisiton  of store in Form No. KV-98 shall be - prepared for store
material mcIudmg seeds, farm producc and consumables - etc. It shall  be
signed by the responsible officer. The requisition shall be prepared 'in tnphcate by using carbon-
and its pages shall be serially machine-numbered. The . words * Original ”  duplicate ” - and
« triplicate > shall be printed on the pages. ‘The entries regarding the issues in the store journal
and storé ledger shall be made by the store-keeper from the copy-of requisition - with" him
storekeeper shall retain the original copy and the duplicate shall be returned -to the» indentor
to eve as:indent-cum-receipt’ while third copy shall remain in the book. ‘

11.15 Store Issue :

On rAPP!pf of rPnnvmhnn for = issue of store, the qtnrekeener shall'
obtain the orders of the Ofﬁcer-ln-charge for quantity to be issued 'in Form No. KV-98.
After getting orders, the material shall be issued after taking necessary entries {in the Store

Jouryal in Form No. 97.
11.16 Store Ledger : C : . ‘

The store ledger shall be maintained in Form. No. KV-99. The pages
of the store ledger shall .be machine-numbered. Separate pages should be alloted for each cate-
gory of stores. The entries in the store journal shall be posted immediately to the store ledger.
Tt is a document which shows receipt, disposal and balance of store at. any point of time item-

[Wiscand o nan titvswvices

11.17 Meteological Register : - } :

This register shall be maintained in Form No. KV-]OO

11.18 Disposal of Farm Produce : .

The produce of the farm  shall be disposed  of by = sale on cash
basis ~ and or by auction. The selling rates of the farm produce shall not be less than
the  prevailing market rates of that commodity of the comparable quality. The selling rates
shall be fixed by the competent authority of the Vidyapeeth after calling for the prevailing market
rates including the rates of Agnculture Produce Market Committee.

Note—For instructions regarding auction sale refer to Appendix-IV.

11.19 As a rule, the sale of produce shall be against cash payment. . However where the
produce has been sold to Government department or a Government undertaking/body/corpo-
ration, the produce may be sold on credit. In that case the entries -shall be taken in -the
Credit ‘Sale Register in Form No. KV-101 and the recovery of such credit also shall be watched
periodically. Under any circumstances the recovery shall not be allowed. to be outstanding beyond
close of the  same financial year.” ]

- 11,20 Unsold Farm Produce : .
aad Ih eated

(a) In order to keep a watch ‘on disposal of unsold farm produce such as seed, (treate
and non-treated) and grain, the.Officer-in-charge of the farm shall furnish a return in Form No.

KV-102 by 15th April, every year to the Cornptroller and' Dean/Director of the Krishi Vidya-
peeth:

() The Dean/Dlrector shall issue necessary instructions within 30 days of its reccipt, to
avoid further deterioration and resultant loss to Krishi Vldyapeeth, under intimation. to  the
Comptroller. :

" 11.21° Live Stock Reglster

(a) A reglster in Form No. 103 Qhall be mamtamed fm all livestock at the farm The

cgister 1 .
egisticy S"l&ﬂ oe .\“p* up-to- date reacrd'.‘.g therein any additions either b_y butha, pulmmac ete.

or deletlon by Sale,” death or transfer. Valuatlou of the llvcstock shall bc carrled out in the
prescrzbed manner as.on 3Ist March each year.

(b) The valuation’ report shall be’ sent" to’ the Comprtoller by 15th- April of each” year

11.22 Daily Ration Register : o

A Register shall be . maintained .in Form No. KV-104. The record of
food stufl  and fodder fed to - the cattle shall be’ maintained in this register, The standard =
of different . items fixed - perlodtcally for j'feeding’ . to-. “cattle. shall ‘be indicated on top 'of
the form. The monthly consumptmu as’ per the reglstex shall be transferred to the stores Journal-

lCUECl dl. I-JLC cuu UL llIUlU-[l
11.23 . Power Plant Reglstel' : s R :
A register shall be maintained .in’ Form No.i" KV-105.:Thé issué of  oil ete. for
runmug of. the machinery at -the farm, shall be recorded:in this register. ~The total quantity
issued during the month should be transferred to store Journal/ledger at the end of month
. 11,24 . Log’ Book of Form Maclunery

A log book of " tractor, power tillér and power drive chi t the f k .
in Peem SR P P n-machinery at the farm shall be mamtamed



CHAPTER 12
_ PART A ‘
CATTLE FARM ACCOUNTS

12.1 As the Krishi Vidyapeeth undertakes education, resear i iviti
. 1 . es edi on, ch and extension acti
Animal Husbandry, Dairy and Veterinary discipline, it is necessary to maintaiua ca‘,,tlifllt:s lfl'n;i oy
Dairy units of different kind. of animals - of different age group. In order to maintain o
account of these’ activities at all institutions where cattle and milch animals are mai tpmpgr
following registers should be maintined. : Atained,
12.2 Register of Events : '

A Register of events showing all service and births as uc shali bE \maiAn'tai d in
form No. KV-107. This register should be kept and signed by the Officer-in-charge regularl ned m
12.3  Register of Young Stock : s
(a) All births recorded in the register of events shall be brought t i ]
of young stock in Form No. KV-108. EY %0 account in the register

(b) The competent authority shall prescribe the life upto which a memb
can remain on the register of young stock. If the member of young stock izr sgfdyg;l n(igiessstc;flk
fact should be recorded in the columa. “ How disposed of  in this register, Tn the event ?-
sale, par‘tlcula}is of ) se}le, receipt, bill No. etc. be noted. In case of death, a referenpe vfiu n?.
Post-mortem Report from competent Veterinary Officer be recorded. ) A
12.4 Register of Adult Stock :

A register  in Form No. KV-109 sball be maintained. Entires in this register
shall be made (i) by  transfer form register of young stock after periodical
review, (i} purchase of adult animals (iii) animals received from  amy other source. When
an  adult member is entered in this register from young stock register, Serial Number
of this register shall be quoted in the register of young stocks in column * How Disposed of **
In case of sale or deaths of Adult animal, full details as prescribed inpara 12.3 (b) should
be recorded. ‘ . : PEEN!

12,5 Livestock Account Book :. . ) .

‘A’ Register in’ Form No. KV-110 shall be maintained showing therein total number of Hherd from
time to " time. : : ' ’ o

12.6 Daily Rotation Register :*

Daily rotation register shall be maintained in Form No. KV-104 to show daily . feeding
to the animal. 3 :

12.7 Valuation of Livestock .

Valuation of livestock shall be made on 3Ist March every year = by the Officer-in-charge.
This Valuation shall be carried out by following below noted appreciation ~and depreciation : ®

Cows ® Dairy Breeds ) . " Per cent

Loss of one teat or a_.quarter under. . e o e .50
- Loss of two teats or a quarter: of udder I IR 75 -

Loss of one horn, injury to tail, eye, leg or any other bodily defect 50

not injuring utility.

Abortion, Ist time . . | L _ e 25

Abortion} 2ad time -~ h . i B 5 75

Cows not holding service within nine months of going dry o L 75 . .
Draught Breeds ) : o I ‘
s Udder loss of one teat or ‘one quarter of udder " = 7 | 25

Udder loss of two teats or two quarter of udder ' L 50

Loss of horn and other injuries as for dairy breeds. .. ¢ . ose - i L5000

Abortions to be treated as for dairy ..breeds . - . - . po - 25and 75 »
Males e e , 3 AT 0 o

Neck gall * 2 Sl A 5 R S Lt osg E

“Injury tq_’hdrn,';"tail or’ eye ‘or apy i?thef' bodily 'd'éfect ‘not . LT g .

injuring utlity.
Similary with breeding bulls.
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Percentage in graph :

Percentages of appreciation and depreciation in the graph are as under

Appreciation Per cent
6 months 5 5t 2 80 100

1 year = .. . . : o ‘150
1} years ‘ .. ‘ o = oo 33.3
2 years .. .. - - 50
2% years ag ag S 333
3 years o0 ‘ %50 o0, @ - 25
3% years o ot ) S & a0 - 20
4-to 10 years 50 © 1646

Depreciation ‘ : ‘ )

11 years o bo 30 2.6
12 years 8o ’ o % 23.8
13 years R .. .. 37.5
14 years .. . o . 40

Statement of valuation of livestcck as on 31st March evéry year- shall be sent to the Dean/
Director by 15th April, each year. -

. Note.—Above provisions -are also applicable in respect of animals maintained at other—

Agriculture farms/schools. etc. of Vidyapeeth. ) o G

i2.8 Milk Account : ) g .

Milk is the by-product of dairy units. It is utilised for various purposes such' as practi=
cals of the students, experiments and research. Produce is also uintilised for feeding to calves.
Remaining stock of milk shall be disposed of by sale. The selling rate so fixed :shall net be
less than procurement rates of Milk fixed from time to time by Government at. that place.
Total loss in transit should not exceed 0.5 %. The loss in excess should be written off by the
competent authority. :

Following Account Regiéte'rs‘ shall 'be maintained
(i) Milk yield register (Form No. KV-111)
<. . (it). Register for Disposal of Milk ( Form No. KV '112);

12.9 Stock Register of Milk Coupons :
( Formr No. KV 113). :
Milk - shall be sold to students and staff of Vidyapeeth against milk coupons. The account

of receipt sale and balance of milk coupons shall be maintained. in. this: register. -Separate pages
shall be allotted for different denominations of milk coupons. :

i2.10 Miik Coupon Saie Register:
( Form No. KV-114)
This register shall be maintained to show the amount realised by sale” of milk coupons
day. Coupons shall be sold against cash only. y Ll

12.11 Revalidation of Unsold Milk Coupons -

Before a coupon book is issued all coupons shall be suitably ‘ stamped to prevent  the
possibility: of the milk being issued on the production of spurious coupons.

12.12 Disposal of Used Milk Coupons: :
After issue of milk the coupons shall "be cancelled fo avoid their misuse.

A register in Form No. KV-115 shall be maintained for keeping record of used milk coupons.
These coupons shall be preserved fora period of two complete financial years aftér completion
of Audit. Destruction of such coupons shall be carried out under the “orders of controlling
officer in consultation with the Comptroller. Actual destruction. shall:-be conducted. in: presence
of the authorised representatives of the Controlling Officer and the Comptroller.

e e
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PART B
POULTRY ACCOUNTS

12.13 The activities of the poultry farm, from whlch receipts are realised, relate to sale
of eggs ‘and Poultry birds. The eggs laid by poultry’ birds shall be collected -and classified
each day at a prescribed hour under the supervision of poultry Manager or Stock Assistant-
concerned. The officer incharge shall also supervise the work of collection and classification
of eggs once ‘a week and at times by surprise checking. The eggs shall be classified into three

categories as under :
A—Eggs fit for breeding.
B—Eggs fit for table.
C—Subsized eggs.
D—Cracked eggs.
12.14 An account of these eggs shall be kept in eggs account register. The eggs shown
as sold shall be supported by cash receipts at the rates fixed by the Krishi Vidyapeeth. The

eggs transferred for breeding and for hatching shall be transferred without any cost but such
transfer shall be supported by Indent received in this behalf from the Officer In-charge of breed-

ing and ‘hatching.

12.15 The eggs hatched as per incubator record shall be accounted for in the daily regi-
ster of birds in which account of birds shaii be kept by ages and transfers from category to
category made at prescribed interval. The entries shown in the mortality column shall be
supported by Post-mortem Reports. Disposal of birds by sale or transfer shall be dealt with-
in the manner as is prescribed for disposal of eggs.

12.16 Followmg account registers shall be maintained for the Poultry Unit :

1. Bird Account Register—Form No. KV-116.
Eggs Account Register—Form No. KV-117.
Daily sale Register of Birds/eggs—Form No. KV-118.
Daily poultry feeding register—Form No. KV-104.

PART C
FISHERIES ACCOUNTS

IRt

:Fn

12.17 In the faculty of Fisheries the sea going vessels/launches are employed for research
education, extension education purposes in Marine Fisheries. In case of inland fisheries small
boats/canoes are engaged for this purpose. As a result of these activities some fish yield is
obtained for which proper accounting is necessary. Following reglsters shall- be mamtamed for
these activities.

(i) Log-book of launches/vessels (Form No. KV 182)
(ii) Daily Catch Register of Fish (Form No. KV-119)
(iil) Register of Stock and Sale of Fish ( Form No. KV-120 ).

S (Y) 660-:7
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1301 (i) Thé employees of the .-Krishi Vidyapeeth shall be governed by the Maharashtra
Agriculture “Univeristy Services . (Pension) Rules as amended from time to time.

(ii ) The employees, who are governed under CPF Scheme, shall continue to be . governed
by the CPF Rules of the respective Krishi Vidyapeeth.

(iii) Nothing contained in these rules shall be taken as affecting the provisions' of the
pensions Act (XXIII of 1871) or of any rules made thereunder. . :

13.2 Place of Payment : ' o

The pension shall be payable at the . Finance Department or at the Head quarters of pre-

audit pay and accounts officer on the orders of the Comptroller. This choice has.to be given.

by the pensioner at the time of retirement. Subsequently, the place of payment can be changed
for sufficient and good reasons under the orders of the Comptroller.

- 13.3 Authority of Pension

(1) The pension case of an employee likely to rvetire within ‘a period of 12 months
shall be prepared in all respects by the Head of Office under whom the employee is working,
Such pension case, when received shall be forwarded by the Registrar, after due scrutiny to

the Comptroller for verifying the admissibility of pension and gratuity.

(2) On scrutiny by the Comptroller, the pension and gratuity shall be sanctioned by the
Vice-Chancellor. 5

(3) On receipt of sanction for pension and gratuity, the Comptroller shall authorise the
payment of pension and gratuity, through .Pension Payment Order and Gratuity Payment
Order in Form No. KV-121 and Form No. KV-122 respectively. .

(4) One copy of authorisation of pension and’ gratuity shall be sent to the disbursing
authority along with relevant documents for payment after due identification. The pensioners
portion of the authorisation shall be sent to the pensioner concerned.

(5) Notes of each payment of pension shall be recorded on the reverse of the disburser’s
half of pension payment order and the entry be attested by the Pre-Audit Pay and Accounts
Officer concerned. .

- .13.4 Payment of Pension :

. Pension shall be payable monthly on or after the first day of the following month in Form
No. KV-123. J

(1) Pension shall be paid either by Money Order or - through the ‘authorised Bank.

(2) The payment of pension through money order shall be made at the cost of the

University in cases where basic pension before commutation does not exceed Rs. 250/~ per
month. In all other cases, payment of pension shall be made through money order at the
cost of the pensioner concerned. ’
(3) g / ki pression on the money order ackanowledgement
shall be carefully examined by the Assistant Comptroller/Pay and “Accounts Officer incharge
with reference to the speciman signaturefleft hand thumb impression of the pensioner on
the office record. )

{3) The signature/left hand thamb imwnressi

atureg/lielt 14 au mpre

Where its genuineness is doubtful, further payment of pension shall immediately be.stopped.

(4) The money order for payment of pension shall be posted sufficiently in advance
but not earlier than 25th of the month to which, the pension amourt pertains, so that
the pensioner gets his pension .within the stipulated period.

£ &N

(3)

. The peusioner receiving pension through money order shall produce Life Certi-
ficate twice in a year (ie. in December and in June of each calendar year) signed by
Sarpanch/Police Patil/Post Master/Bank Manager of Nationalised Bank/Gazetted Officer of
State Government or Central Government/the Head of office under Krishi Vidyapeeth.

(6) In case of female pensioner, whose pension is terminable on marriage  or
re-marriage the following certificate shall be furnished by her along with the Life Certi-
ficate in December and June of each year.
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CERTIFICATE
I hereby certify that I am not married/remarried. >
Pension Payment v Name and signature of the Pensioner
) Order No. : With date.
we certify to the best of our knowledge and belief that the above declaration is correct,
*1
A

(Signatures)
* This certificate should be signed by Sarpanch/Police Patil/Post" Master/Bank Manager

Gagzetted Officer of the State Government or Central Government/the Head of Offics 1mder
zetted cnlral overiment/ine mmeaac oif Oilice under
Krishi Vidyapeeth.
- (two authorities to sign.)

13.5 First payment of pension and periodical Idemitification :

.(1) First payment of pension shall be made in person after proper identification from
the particulars given ‘in the = disburser’s portion of pension payment order. Identification
shall also be made by an examination of the impression given on the bill with those .attached to ' the
Pension Payment Order by reference to the pensioner’s photograph, if he cannot be identified by

other means with absolute certainty. Snhseguent navment shall he made  eithar 4+l 3
other means with absolute certainty. Subsequent payment shall o€ maac  eiuaer through

Postal Money order or Bank as the case may be.

(2) Pensioners receiving pension in person shall be properly = identified while first appear-
ance after first of April each year and disbursing officer shall record the date of identification
on.the disburser’s portion of pension payment order.

© (3)  The:ipayment of pension through the authorished Bank shall be made at the specific
request of the pensioner. The pension payment by the Bank shall be made at the rates
communicated by the Comptroller from time to time provided—

ihe wmensioner oneng sin
the pensioner opens sir

—the pensioner surrenders his pemsion payment order to the Pre-Audit Pay and
Accounts Officer concerned ) i

—the Bank vouchres of the continued existence of the pensioner.

e

he Rank for mension npurnose:
2€ Dand IoT pension purpose;

The procedure in this regard shall be such as outlined in the Government Scheme -and
as adopted by the Krishi Vidyapeeth. .

13.6 Death of Pensioner :

(1) On receipt of information regarding death of pensioner, immediate note théreof should
be kept in the Register of pension payment orders' and in the Pension Payment Order. The
pension disbursing Officer/Branch Manager -shall immediately bring this fact to the notice of

the Comptroller. :

(2) The payment of Life-time arrears of the pension shall be made to the widow/widower
of the pensioner on production of death Certificate and proof regarding entitlement as widow/
widower; on ' the orders. of ‘the ‘Comptroller. In cases, where there is no widow /widower, clai-
mant for Life-Time arrears, the same shall. be paid- to the legal heir on production of death
Certificate ‘and Legal Heirship Certificate issued by the competent authority. The Death Certi-
ficate should be from the Municipal Corporation, Municipal Council/Village Panchayat.

13.7 Payment of Pension to Minors :

If the pensioner happens to be a minor "or is not capable of managing his own _ affairs
the person authorised in this behalf by the Collector of the District, as per legal provisions in force
shall be entitled to receive pension. In such cases, the concurrence of the Comptroller shall
be obtained by the Pre-Audit Pay and Accounts officer.

13.8 Payment of Commutation of Pension :

oyl totins ~AF wmanginn chall ha onverned hu the Maharashira Aericnltural TTnivareite
The commutation of pension shaii B¢ governed vy ibe Manarashira Agricuitur al University

4 qo s : S
commutation of Pension Rules as amended from time to time. The commutation pension
order shall be issued by the Comptroller on receipt of sanction to it from the Vice-Chancellor.
The reduced pension affer commutation shall be effective after 90 days (including date of issue)
from the date of issue of commutation order or date of payment of commutation value, which-

ever is earlier.

S Y)660-7-a
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13.9 Undrawn Pensions and Arrears : .

e mindba it olall san 5 be pava hia by ths

If the pension remains undrawn for more than i2 months, it shall ccase to ayable by the
Disbursing Officer. The Disbursing Officer shall send to the Comptroller six monthly report
in respect of undrawn pensions in October and April every .year. He shall send pension pay-
ment orders on which no payment has been made for more than 12 months, ‘along with the
above report. ’

If the pensioner afterwards appears to receive pension or the claim is presented on his
behalf, the Disbursing Officer shall resume the payment only after obtaining the fresh authority
from the Comptroller. g .

13.10 Renewal of Pension Payment Orders :

The renewal of pension payment orders shall be necsssary in the following contingencies :
(a) Loss by theft or otherwise.
(b) Defacement due to mutilation, ete. :
( ¢) Exhaustion of cages in the existing pension payment orders. :

The rtenewal of pension payment orders in case of contingencies at(a) above, shall be
made by the concerned Disbursing Officer only after the orders of the Comptroller, who shall
cause an enquiry as deemed fit before issue of such orders. In other cases, renewal can_ be
made by the Disbursing Officer himself and original pension payment orders shall be cancelled

and preserved separately till the next inspection of the Comptroller, whose " specific orders for
¢the distruction thereof shall be obtained by the Disbursing Officer. :

13.11 Register of Pension Payment Orders :

(a) Register of Pension Payment Orders shall be maintained in Form No. KV-124 in
the Finance Department showing full details of pensioners drawing pension from the Vidyapeeth.
Each entry in the register shall be attested by the Comptroller or any other officer authorised
by him. .

(b) Every movement authorised mutationfincident relating to pesnsion payment orders shall
be recorded in this register. .

-+ _{c¢) The pension payment orders withdrawn on account of death, cancellation or any other
incident, shall be separately preserved for a period of five years and then destroyed on the
orders of the Comptroller.

(d) This register shall be renewed every 5 years and the old register shall be preserved
for 30 years. .

13.12 Register of Gratuity Payment Orders : : -
(1) All gratuity payment orders shall be entered chronologically in' the Register of Grat-

nity payment orders in Form No. KV-125.

(2)_ The Gratuity payment order shall remain valid for a period of one year from the
date of issue. If the payment of gratuity is not made within one year from the date of issue
of order, the revalidation of order from the Comptroller will be necessary. The Comptroller
iihall 1?_sue revalidation order, which shall be effective for fuhrter period of one year from the

ate-of issue.

13.13 Surrender of Provisional Pension Payment Orders While Sanctioning Final Pension :
In the case of pensioner, in whose case provisional pension has been authorised, the
H n

Damntrallar hafara icocua Af fina ang
Comptroller, before issue of final pension payment order, in respect of such pensioner, shall

obtain both the halves of pension payment orders for cancellation.
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CHAPTER 14
WORK-SHOP ACCOUNTS

14.1 The Krishi Vidyapecth workshop shall take up the repairs of tractors, motor vehi-
cles, motor-cycles, agricultural machineries, implements and manufacturing jobs, incidental to
the teaching, research and extension education needs of the Krishi Vidyapeeth. The ‘Workshop
shall be managed by the Work-shop Officer-in-Charge and shall be under the control of the Head
of the Department of Agricultural Engineering. All the vechicles, tractors, motor-cycles, agri-
cultural machineries and implements of the Krishi Vidyapeeth shall be repaired in the Krishi
Vidyapeeth Workshop.

14.2 When a job is to be executed at the Krishi Vidyapeeth Work-shop, an order shall
be placed on the Workshop Officer-In-Charge by the concerz,leg officer in Er_;l;m No. K_V_ltfzﬁ;

14.3 When an order in Form No. KV-126 is received, the Workshop Officer-In-Charge
shall decide whether it can be executed or not at the Workshop.

However, repairs may be_ undertaken outside the Krishi Vidyapeeth Work-shop only with
the prior permission of the Vice-Chancellor.. Such peérmission shall be granted in exceptional
cases and on the recommendation of the Officer-in-charge to the effect that the repairs cannot
be undertaken in the Krishi Vidyapeeth Work-shop. Incase it is decided to exzecufe the order,
it shall be assigned a job order number and recorded in a Job Order Register in Form No.
KV-127. At the same time, a job card shall be prepared in Form No. 128 anda page allotted.
to the job in a job sheet Register in Form No. KV-129. Unfinished jobs at the end of the
year shall 'be carried forward with dual numbers, i.e. one for' new year and another
for the year in which they are re-recorded.

14.4 Inordertokeep a control _over the work done by the various labourers and regular
work-charged employees daily -work register in Form No. 130 shall be maintained. Separate
pages shall be allotted to each worker and details of the work done each day recorded for facility
of posting the job cards and job sheet Register in the Daily Work Register.

14.5 (1) Alist of spare parts which are of frequent use should bs drawn up and - purchases ot
six monthly requirements should be made after following usual purchase procedure laid down by
inviting tenders well in advance. These should be stored in the stores of Work-shop and issued

under the orders of the competent authority as and when needed.

(2) The spare parts which are needed very occasionally need not be stored but should be
purchased only from the authorised dealers. If the cost is more than Rs. 1000 at a time, and
such limii as may be prescribed for the state Government Department from time to time purchase
should be made after inviting quotations. If there is only on authorised dealer, purchase may be
made at the listed price of the manufacture of subject to. usual - discount, if any.

(3) Repairs of vehicles should normally be carried out only in the Vidyapeeth Wor-kshop. In
exceptional cases, where it isnot possible for the Work shown to carry out the repairs work and

the same is required to be got done in open market it shonld be done against wriften orders and
against competent financial sanction.

(4) No repair work should be got done on verbal orders.

14.6 Every worker shall submit in duplicate, an ident of spare parts required for job assigned
to him in Form No. KV-131. The indent shall be passed by the Officer-in-Charge of the Work-shop
or the officer duly authorised in this behalf. .

14.7 The Store in-Charge shallissue spare parts as per the indent passed and where the spare
parts indented for use are not in stock, he shall record as such under his signature on the indent,
take the acknowledgement of the worker on one copy and retain it with him. The other copy shall
be given to the worker. . ,

14.8 The following registers shall also be maintained.

(1) Store Journal in form M. No. K. V. No. 97.

(2) Store Ledger in form No. KV- 99,

(3) Scrap material Register as per para 10.7.

(4) Register of Dead Stock/movable property in from M. No. KV-74.
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CHAPTER 15

PRINTING PRESS ACCOUNTS
Scope

15.1 - The printing press managed by the Vidyapeeth for pf.inting, binding and allied jobs shall
cater the needs of all Departments and charge for the service remdered. .

Responsibility of Press Manager

15.2 The Printing Press shall be managed by a Press Manager under the administrative
control of the Director of BExtension. Education, The Press' Manager shall be responsible for
keeping . all accounts of income and expenditure of the Press. S

15.3 All the printing work of the university shall be undertaken at the Printing Press.
In case, the Printing Press is unable to cope with the work-load and work is of urgent and
emergent nature, the Vice-Chancellor may authorise such printing work to be carried out from
private press, subject to certificate about the inability from the Press Manager. :

15.4 No private printing work shall be undertaken at the Printing Press without the express
orders of the Vice-Chancellor. . ;

15. Schedule of Rates :

' The Vice-Chancellor shall lay down a schedule of rates for the various types of printing, binding
and other job carried out at the pressin consultation with the Comptroller, the Press Manager
and the Director of Extension Education. Such rates shall be reviewed from time-to time.

15.6 -The Vice-Chancallor shall lay down the . periodicity of replacement of type-faces of
the Printing Press on the advice of the Press Manager. .

15.7 - Estimates of Material requived and issue thereof :

The Press Manager shall keep an account of all consumable material in a stock ledger in
Form No KV-132. When an order is received, the material required for its execution including
the permissible wastage, shail be worked out in an Estimate of Materials required in Form No.
KV-133 and approved by the Press Manager or other employee empowered in this behalf. The
issues of material for the execution of the order from the stock ledger, shall be made accord-
ingly by .the Store. Keeper and noted on the foil of Form No. KV-133 sent .to him.

Orders .and Evaluation Register :

15.8" There-shall be ap Order and Evaluation- Register in Form No. KV-134 for all jobs
executed at the Press.. When a job is completed, the market value thereof shall be worked
out 'with reference to .the rates referred to in Rule 15.5 and in:relevant . columns of the Order
and Evaluation Register. Any special job not-included in the standing list may - be specially
evaluatéd in consultation with -the Comptroller. - The Register shall be closed yearly -and all
orders not finalised at the close of the financial year shall be carried forward into the Order
and Evaluation Register for the next year: The orders shall be serially numbered for the year
and unfinished orders of the previous year shall be assigned dual numbers viz. both of thenew
year ‘and - of 'the prévious year, . S :

Machinery and Plant :

.. 15.9 The ‘Press Manager shall keep an account of machinery and pian’t and: of all uncon-
sumable articles” in a Register  of Unconsumable Stores in Form No. KV-135. ‘ . -

1510 Procedure for Purchase of Papers and Maintenance of Accolmts-=Thereof :‘-

(1) The Press Manager should purchase the paper "at approved mill rates after’ following
proper procedure and with the sanction of competent authority. However,; in casé -of special
type of papers, required for functions such as convocation. ‘etc., the Press: Manager may. purchase
such paper upto Rs. 5,000/~ during a year. The, purchases . should be made by an, .ad-hoc
committee constituted for such purposes. The coustitution of thé Committee "should, ° inter alia
depend upon the volume and’ mature - of - purchase ‘‘and the - -expenditure involved ¥i5-a-vis in
direct expenses on T. A., etc. It shall be ensured that indirect expensesare not disproportionately
high. The requirement for such type of paper for ‘convocation degrees, etc. will be assessed by
It"he fﬁess Manager from the concerned departments and. he should try to procure this in a lot
or the year. :

(2) The Press Manager should bill the depariment in one bill for a particular job quantity
and cost of paper used should be shown separately in the bill. He should charge the cost of
paper including over-head charges. The Press Manager should take action for prompt recoveries
from the department. He should also maintain detailed consuption account of the paper.
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15.11 Revolving Fund for Purchase of paper etc.
(1) The Press Manager will have a _revolving fund for purchase and store of all types of

naner, used for vrintine work, covers, ledeers, invitation cards etc. of the denartments of fho
paper, useg Ior prinul 0 wOIK, COVSIS, CQZSIS, InVIgulll Carags G, Of ne alparuminis o1 inc

University. The cost -of paper is to be realised from the indenting departments along with the
printing charges. - .

(2) Purchase will be debited to the Press Revolving Fund and realization from the depart-
ments will extend credit to this fund. The' defiicit (losses) in recoveries will be given effect by
debit to the Fund first and then it will' be recouped through income of the press from printing
charges efc., i. e. by making minus expenditure entry and minus income entry of the Press scheme
through transfer entry. The marginal excess (income) will from part of income of Press and
contra debit will be given to the Fund through transfer entry. The marginal excess deficit will be
accounted for at the end of the year through fransfer entry.

15.12 The requisitioning department shall furnish the indent for printing work in Form
No. KV-136. .

15.13 The Press Manager shall forward completed job to the concerned department along

with the bill in duplicate in Form No. KV-137.

Register of completed jobs : )
15.14 An order, when executed, shall be brought to account in a register of completed
jobs in Form No. KV-138 from which issues shall be made in lump to the indenting office.
15.15 Apnouwal - Firancial Statement :

(1) At the end of a year, the Press Manager shall prepare a financial statement indicating
the visible loss or gain in the running of the press. For this purpose the total value of the
orders completed as. per Form No. KV-139 shall be treated as the out-turn. The out-lay’ shall

" include expenditure on staff and contigencies excluding Capital expenditure on the purchase of

machinery on the one hand and the depreciation of machinery on the other. The Press Manager
shall in consultation with the Comptroller lay down the rates for the depreciation of machinery,
which shall be a percentage of the capital cost or depreciated cost and shall be moted in red
2oTe i dlia Mo ltebasn oF TTaanmonmaanlda Awtinlac #4 Ffaniliftata tha Jdafarminatinn oaf tha tatal dacesais
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tion at the end of the year, for which a statement shall be prepared in Form No. KV-139.

(2) The financial statement shall be sent to the Comptroller on or before first June with,

a brief note for the information -of the Vice-Chancellor. In case there is a heavy loss in the
running of the press, which cannot be justified by increase in the additional accumulation ‘of

* stocks,. if any, the Comptroller shall examine the disability of reducing the operational expen-’

diture and make a report to the Vice-Chancellor. .
15.16 There will be a Press Advisory .Committee consisting of the following :

{1) Director of Extension Education Chairman

(2) Director of Communication. » Member

(3) Director of Instruction . Member

(4) Director of Research ‘ ' . Member

(5). Registrar . ; . Member

(6) Comptroiler L © Member

-('7) Press Manager o © - .. Member-Secretary
5.17 Tho terms of reference of above committee shall be as under i—

1 crms of reference b comm 1all |
;- (i) to review the working: of the Press ;

(ii) to fix the priority of work to be undertaken at the Press and :
. (iii) to discuss and ‘advise any other matter relating to the press management.
( iv) to..ensure that the Press is run on no- profit and no loss- basis.

The Committee shall meet once in a quarter and submit its report to the Vice-Chancellor.

o)
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CHAPTER 16
LIBRARY ACCOUNTS

16.1 (1) The books will be acquired by the Librarian after following the usual procedure for
purchase laid down from time to time from the publishersfestablished book sellers. Books can
be ordered from any source they are available. ‘The purchase of books need not be limited to
one single agency. The books can also be ordered from abroad for which no quotations. are
needed. :

(2) The Librarian shall certify that the :‘Prices charged in the bills are the publishers’ prices”
and if the publisher’s prices cannot be verified he shall certify that the publisher’s price list is
not available and the prices charged are correct. In case of rare and out-of-print books, which
shall be decided by the Head of Department concerned, when the original published price has
no bearing on the market price, the Librarian shall certifiy that the cost paid is reasonable.

(3) The Librarian shall also certify that the books have been received in good conditions
and quantity is correct and according to the order. .

16.2 (1) The following records shall be maintained by the Librarian :

( i) Accession Register (Form No. KV-140).
(iii ) Shelf List (Form No. KV-141).
(iii) Withdrawal Register (Form No. KV-142).

(2) The Accession Register shall be maintained by the Librarian for entering the books pur-
chased and for other such documents as are being kept in the library on more or less permanent
basis. Items shall be entered in these registers in the serial order in which they are added to
collection. ) )

(3) The serial number (accession number of the documents) shall be placed on the invoice
against the item and shall also be reproduced on the back of the title page and at page No.
as may be determined by the Librarian but if the book has lesser number of pages, then at
last page of the text.

(4) For other items, like microfitm, microcards, etc., accession number may be reproduced
in indelible ink where it could be cléarly seen.

(5) The invoices for books and non-ephemeral literature shall carry a declaration from the
Librarian that the items have been entered in the Accession Register and the accession number
shall berecorded against each item. This alone shall be considered a proof that the items have
been added to the library collection. The accession registers for the following shall be maintained.

(a) Books purchased
(b) Periodicals (bound) and Serials

A e

{¢) Gifts
{d) Thesis and dissertations
(e) Non-book materials (Microfilms, microcards, film-strips, etc.)

Note 1 : Only books within the definition of that term * a non-serial publication of 49 pages
or more excluding title page” shall be accessioned. Reprints pamphlets and other ephemeral
shall not be accessioned because they. are not meant to be stored permanently and cannot be
accounted for year in and year out.” They may ‘have to be purchased ‘but. they need not be
entered in accession registers for payment of their bills like other books. If it is ultimately de-
cided to preserve them they shall then be accessioned after getting them bound in a handy form.

(6) There shall be one - withdrawal Register (Form No. KV-142) giving the informati
about the books withdrawn from the stock either because of loan,mutil)atigon ogr unfitness for u(s):.
It shall be a prebound register. After the book to be withdrawn is entered in: this register,
reasons and authority giving the withdrawal number shall be reproduced in the remarks column
against the appropriate entry in the " Accession Register. The disposal of the withdrawn books
elgc. shall be made by public auction, record of which shall be properly maintained by -the Libra-
rian. :

(7)) There shall alsb be a Shelf List (Form No KV-141) which shall carr
1 st 5 4 y the shelf number
(call number of the docu_mcnt§ in addition to the accession number). The Shelf lists shail be
arranged strictly in the order in which the documents are shelved in the library.

(8) The Shelf Lists shall not ordinarily be used for any
® r y other purpose except book st
verification and shall be kept securedly in the Librarians [Deputy Lpibrgrian’s cul;tod;.o stock

_‘ (9) Unsolicited gifts shall be accessioned only if they are of abiding interest to the lib
Sclcf;:ﬁgﬂzgally requested and publ‘ic?tions received in exchange (if wo%th-whﬁe) &alllleallsorargé

s
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€10) Al gifts that are accessioned shall be shelflisted and included in the library collection
for stock verification.

Note ‘—The Library receives a huge bulk of gifts; most of them worth less and of no in-
terest to the Library. Most of them are propogandist pamphlets or books. Some of them are
received in such bulk that the - Library cannot provide space for them. Usually such unsoliated
gifts are either distributed to interested agencies or sold as waste paper at the end of the year.

16.3 Pamphlets, Reprints, Photocopies etc. :

Reprints,  paper-photo  copies pamphlets and ephemerals which have been  procured
on payment and which are only of a transient value may not be accessioned. They are to be
entered in a separate Acquisition Record for Ephemeral Literature ((Form No. KV-143) in a
card index file giving the location and the disposal of the documents as also the cost and the
agency which supplied it/them. The following certificate should be recorded for passing their
invoices for payment.

“Certified that the above has been received in good condition in accordance with the order’

. For paper-photo copies or microfilms made to order, no certificate about the publisher’s
prices need be given.

16.4 Periodicals ;-

(1) Subscription .for periodicals for which advance payment is to be made shall be
made either direct with the publishers or through a subscription agency of known standing.
Payments for periodicals and newspapers received through local venders shall be made monuthly,
quarterly or yearly, as the case may be, on receipt of their invoices. The subscription in advance
for periodicals shall be remitted on receipt of their proforma invoice and shall be checked aga~
inst their regular invoice at theend of the year. The advances drawn shall be adjusted when
the receipt of payment from the publisher is received. If no receipt is available the following
certificate from the Libriaran Deputy Librarian/ should be furnished.

“Certified that the periodicals subscribed are being received in the Library”.

(2 If any issue has not been received against the order, the agents/publisher should be asked
to replace it (free of cost) or to give credit or to advance the period of subscription by that

ilakle Iotar oML
amounf. In such a case, extra payment for purchase of this issue, if available later, will be

admissible Receipt of periodicals ‘and the payment of their invoices shall be entered in a Kadex
file as Periodicals check Record in Form No. KV-144.

(3) Periodicals meant to be kept as sets shall be bound on the completion of the volume
and will be accessioned and shelf-listed. in the usual way.

16.5 (1) The books and other publications which are overdue and on which the fine is to
be charged shall be entered in the overdue Register in Form No. KV-145 after .the closing time
for the return of book, the day they fall due. :

The amount of fine ultimately charged shall also be entered in that register. If the fine has
been remitied by the Librarian for any reason, it shall be indicated in the register under the
initials of the Librarian/Deputy Librarian/Assistant Librarian.

(2) Fines regarding late return.of books and library property shall be realised by the Library.
The receipt for fine realised shall be given by the Librarian and the duplicate file maintained
in the Library. . .

(3) Fines realised under the rules shall be accounted for in the Cash Book.

16.6 Stock-taking : ’

The stock-taking of the library shall bedone annualy. The report of stock taking
shali be furnished to the Compirolier by 30th Aprii each year. The list of the books not acco-
unted for shall be prepared and they shall be considered missing if they are not traced out
within a period of three months of stock taking.

16.7 No dues Certificate :

The students and staff members when leaving the  Vidyapeeth must take a “No-dues
€ertificate’ from the Librarian also. They must return all the books due from them.

5 (Y) 660—8
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CHAPTER 17

RENT OF BUILDINGS

RN L

17.1 University Engineer shall be incharge of all Buildings used for residence of employees
17.2 A Register of Rent of buildings and land in Form No. KV-146 shall be maintained by the
University Engineer to show the monthly assessment, realisation and balance of . rent of all resi-
dential buildings, lands etc., as may be available for being let, Buildings occupied on rent-free
basis are also to be included in this register but such buildings may be grouped separately.

Note :—Private buildings which have been hil:ed for use as residence or are used as such
wholly or in part should be. included in this- Register.

17.3 Entries relating to assessment of tnet s»all be made month by month, and for_this
purpose arrangements shall be made to obtain timely intimation of all changes of ienancy from
the subordinates incharge of properties.

17.4 Total realisation of rent for each}month shall be abstracted at the foot of the Registers
so as to show separately. g .

(i) Balance of rent upto the beginning of the month.
(i1 ) Assessment for the month,

(iii) Total.

(iv) Recovery .of rent during the months

(v) Balance outstanding at the end of the month.

17.5 If any building is provided with furniture etc., tent .for such facilities bz classified,
and recorded separately. Charges for electric consumption, water service and . conservancy
charges, recovered shall be classified separately. :

17.6 A schedule of Rent Recovery in Form No. KV-147 shall be prepared and attached,
with concerned bill in duplicate in support of recovery of rent of building by the Drawing Officer.
The Pay and Accounts Officer shall check the deductions made in the bill with reference to reco-
very schedule. One copy of recovery schedule, shail be detatched and after recording Vr. No.
and date, forwarded to the University Engineer monthly by 10th of following month with an
abstract of total recovery during the month.

17.7 The University Engineer shall watch the receipt of schedules from the Pay and Accounts
Officer and post the recovery entries in the Register of Rent maintained for the purpose regularly.
Total recovery of rent posted in the Rent. Recovery Register shall be agreed with the figures
reported by the Pay and - Accounts Officer.

The University Bngineer shall ensure proper and correct maintenance of this Rent Register.

) 17.8 Electric/Water Meter Account | Where Electric/Water consumption charges are paid
on meter reading basis Electric/Water Meter reading register shall be maintained in Form No.
KV-148. Payment of such charges shall be recorded in this register and correct payment watched.
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CHAPTER 18 :

ACCOUNTS

Part-A : Guest House Account

18.1 The Guest House under the Krishi Vldyapeeth shall be managed by the Univérsity
Engincer. The detailed rules for:the occupation and maintanance etc. shall be prescribed by
the Vidyapeeth. ' B

18.2 The occupants of the guest house shall have to pay the charges at the approved
rates as prescribed by the Vidyapeeth. Exception shall be made under the orders of the Vice-
Chanoellm The charges fm the guest house lodging and boarding shall be reviewed ' from
time lU UJIIC Uy ll]’a VlUydPCULﬂ i

18.3 A register of occupants shall be maintained at each guest house in Form No. KV-
149 by Manager of the guest house wherein entrics shall be made which shall be reviewed by
the . University Engineer perlod.lcally Recelpts -collected. from the occupants shall be remitted
to the University Fund promptly.

13.4  An account of all articles of dead stock and equipments as well as consumable articles
shall be maintained upto date in the prescribed registers.

Part-B : Hostel Account

18.5 Hostel rent and charges as well as the procedure for allotment of rooms, etc., shalls
be such as may be prescribed by the Vidyapeeth.
18.6 As soon as a studeat is allotted a room, he shall be required to pay the room rent,

caution money and lock deposit and such other charges as may be prescribed from tune to time.
All dues shall be paid in advance.

18.7 Receipt will be issued for each payment received by Vldyapeeth in Fo;m No KV—
4-C.

"1
*h
]
]
2.
)
=3

18.8 The Rector of the hostel shall cause ’f mamtaxu a regis of dead stock articles

and othsr registers required to be maintained at each office of the Vldyapeeth A physical veri-
fication of the dead stock articles and other materials .should also be made at the end of each
semester and the rzport submitted -to the Comptro!ler and the Ass<)clate Dean, aftc1 recording
the. certificates as prescribed.

s e
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CHAPTER 19
WRITE-OFF OF LOSSES

19.1 Irrecoverable value of stores of vidyapeeth money lost by fraud or negligence of in-
dividual or other causes may be finally written off by the Competent authority within the speci-
fied limit as per the delegated powers subject to (1) that the loss does not disclose any defect
of system amendment of which requires the orders of the Vidyapeeth; (2) that there has not
been any serious megligence on the part of any individual Vidyapeeth employee which
necessitates  disciplinery action.

19.2 The value of store referred to above shall mean “book value” whete priced accounts
are maintained and “replacement value” in other cases. The book value shall be the residuary
value of the articles after charging the depreciation up-to-date. The replacement value shall be
the market value of the new articles to bs purchased to replace the lost one less the depreciation
for the years for which the lost articles was used. The depreciation should. be calculated on the
current value of the lost articles.

19.3 In every order sanctioning a write off of loss of Money or property a certificate shall
invariably be furnished to the Comptroller with a copy to the Auditor appointed by the Govern-
ment, to the effect that all possible measures have been taken to_fix responsibility for the loss
and to dstermine possibilities of its recovery, along with the following particulars :

(i) Brief facts of the case indicating the circumstances leading to the loss and the reasons
why the loss could not be made good, and in the case of Vidyapeeth dues, why the recovery
could not be effected. ) . . '

(ii) The period to which the loss/outstanding dues pertain and the rate if any, at which the
dues are worked out. : o

(iii) The major head of account, scheme and subject of expenditure to which:the loss out-
standing dues pertain. .

(iv) The comptroller shall- scrutinise each case and bring to the notics of the Vice-Chancellor and

any defect of system which require remedial measures.

19.4 The losses of Farm produce.should be reported in quantity. and value to tf,e authority
competent to sanction the write off of loss with a copy to the comptroller. .

19.5 The percentage of quantity lost to the total producé handled should be reported to
ascertain that losses are normal. The normal loss percentage of different kind of farm .produce
are indicated below : o

I Fodders : Percentage of
loss per annum
Hay in open stack 25
Hay baled in Dutch barn 10
Hay loose in Dutch barn . 15 )
Kadbi stacked in_the open 25
Silage (All Kinds) 33
Rice Straw 15
jowar chaff ' 15
II Grains
Rice 15
All other grains
I  Cotton
Cotton Seed . 10
Lint 3
Seed cotton 6
IV Tubers ' 80 25
V  Fruits, leafy vegetables .. These are not stored for

long periods and the po-
tential losses are too vari-

VI Miscellaneous : S

Groundnut ’ 15
Chillies dry 7
Gul 8
0.1% handling loss per day

VII Milk and Milk products . 0.1
0.1 transitloss upto 100 km.
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19.6 Accounting Procedure for write-off of losses :

(@ If a claim be relinguished, it is not to be recorded on the expenditure side as
a speciﬁc loss. ' ’ .

(b) If however money due to vidyapeeth has actually reached a vidyapeeth servant and
is then embezzled, stolen or lost even though it may not have reached the University Fund
and thus have passed into the University Fund Account, it should be brought into the
University Fund Account as a receipt and then show on the expenditure side by record
under a separate head as a loss. ) :

(c) Whare losses of vidyapeeth money are wholly or partially met by the non issue of
pay or pension and the accounting department authorisedly applied the undisbursed amount to
meet the Vidyapeeth claim, the resultant balance of the claim should alone be treated as

a lace the amalumente dus haine chareed to tha nartinant head of account as if they had heen
a loss, the emoluments due being charged to the pertinent head of accoun aey b n

drawn and used by the Vidyapeeth servant concerned in paying the Vidyapeeth claim.

(d) The term ‘Vidyapeeth Servant’ used in this rule includes persons who, though not
technically borne on a regular Vidyapeeth establishment, are duly authorised to receive money
on behalf of Vidyapeeth.

(¢) Building Jands, stores and equipment Losses of deficiencies need not be recorded under
a separate head in the accounts, though they should be written off any value or commercial
account that may be maintained. If any transactions under these caiegories are recorded
under a suspense head in the Vidyapeeth -accounts, losses or deficiencies relating thereto, must

woritfan £ arneasan Tands ala~

OC -Writtenn  ofx SUspCnse nfaas aiso.
(f) Cash in hand with Vidyapeeth Servants.
(i) Al losses or deficiencies should be recorded under separate heads in the accounts.
(i) The acceptance of counterfeit coins or notes is regarded as loss of cash.



62

CHAPTER 20
DEPRECIATION

- 20.1 The following percentages of depreciation are fixed and should -be used in annual
valuations. The depreciation shall be calculated on: straight line method. When the annual yalu-
ation reaches ten per cent of the original cost, no further depreciation. should be  made but
the article should be allowed to stand on,the register till it is written-off from the register under
the orders of the competent authority : :

(1) Buildings
(a) Buildings constructed by the Public Works Department >
ding to their own methods. :
(b) Buildings constructed otherwise than by the Public Works Department should be classified
and the depreciation on them allowed as shown below : . .
( i ) Substantial buildings 2% per cent.
(ii ) Less substantial buildings 5 per cent.
(iii ) Temporary structures 10 per cent. )
Note : Buildings with an estimated life of 40 years and . over should be considered substantial
and. those of 20 years and over should be considered less substantial.

(2) Dead-stock (excluding machinery). 30 per cent in the first year and 10 per cent there-
after. :

(3) Stored produce : To be valued at cost price when it can be ascertained or at ten per
cent below market rates prevailing at the time of valuation, whigchever is less. .

(4) Roads and fencing 5 per cent.

(5) Machinery :
( i) Internal combustion engine 20 per cent in the first year and 10 per cent thereafter
(ii ) Steam engine 10 per centin the first year and 5 per cent thereafter.
(1ii) Other machinery 20 per cent in the first year and 10 per cent thereafter.

The machinery should remain on books at its residual value of 10 per cent till such time it is
finally disposed of.

The following statement shows the depreciation rates for different types of machinery used
under Agricultural Engineering activities :

Sc.No Life assumed Depreciation rate per
ear (April.to March
. ) 2 year (Ap y )
1 Tractors .. 10000 Hrs. HoursTof operations X
‘ : Cost_10,000 hours
2 Ploughs/harrows/cultivators/Angledozar : Bull- 10 years 10 per cent
dozing - Blades and other such fype of }
equipment.
3 Air compressors . 10 years 10 per cent

4 Rock Drill/Sump pumps/Grinders/exploder 5 years 20 per cent
machines/ohm meter

5 Boring  Machines/Rotary drill and such 10 years 10 per cent
type of drilling rigs.

6 Boring tools and other equipments. 10 years 10 per cent

7 Workshop Machinery and equipment .. 10 years 10 per cent

8 Al f{}ﬂ)&s . ’?f‘ . vehicles, explosive vans etc. 10 years 10 per cent

s
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CHAPTER 21
SPORTS AND CULTURAL ACTIVITIES OF STUDENTS

21.1 The Director of Students- Welfare shall prepare the budget estimates together with the
particulars of the programmes of the activities proposed to be undertaken during the ensuing year
and shall prepare a comprehensive budget together with suitable explanatory notes covering all " the
cultural and sports activities and shall forward it to the Comptroller for incorporation in the
Budget Estimates of the Vidyapeeth. - ‘

21.2 The Director of Students Welfare shall exercise control over the expenditure so-as to
ensure that the procedural requirements aie strictly observed.

21.3 The Director of ' Students Welfare shall attest all invoices /cash memos/receipts, ete.
after ensuring the cotrectness and reasonableness of the claims included in the bills.

21.4 Whenever judges/referecs.'are appointed, they may be paid remuneration at such rates
as may be approved by the Executive Council from time to time.

21.5 (a) The Director of Student’s Welfare will be paid such advances as may be considered
necessary to-meet the expenditure on the various activities. He shall ensure prompt adjustment
of advances. .

(b) The cash memos, vouchers, etc., relating to the various activities shall be kept sebarately

in rospect of each activities
il respeli Oi Sala adulviuids.

(¢) The balance left out of the advance shall bz credited to the Vidyapesth fund, as soon
as the activities for which it was taken, are over. The accounts shall be closed within a week
of the closure of the ' activity for which the advance was taken and a statement of account
shall be furnished to the Comptroller in the prescribed manner.

(d) The above schedule shall contain a summary of the total expzadituce under the various
heads as shown below :—

(1) Honoraria
(2) Travelling Allowance
(3) Refreshment
(4) Dead Stock Articles
(5) Contingencies and
(6) Other items. '

21.6 Sporis Contribution :

21.6 A sports contribution as fixed by the Vidyapeeth shall be collected from every student
by the Associate Dean and remitted to the Vidyapeeth as prescribed,
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CHAPTER 22

g T C e Ot yreicy

PETROL PUMFP ACCOUNTS

22.1 A separate account shall be kept for the Petrol Pump activities of Vidyapeeth. The
Petrol Pump shall be in the overall charge of an officer as may be determined by the Vidyapeeth.

22.2 The Petrol Pump shall be mainly a service department of the Vidyapeeth. However
it should be ensured that it is run on no profit and no loss basis.

22.3 There shall be a separate budget for running of Petrol Pump and it should be distinct
from the other activities of the University. The budget shall be finalised by the Officer-in-charge
of the Petrol Pump by 28th February of the preceding year, to which budget estimates pertain.
All receipts and charges on account of running of Petrol Pump shall be estimated inthe Budget
Bstimates and it shall be presented for approval of the Vidyapeeth by 15th March.

22.4 The stock of petrol pump shall be purchased on cash basis only from the company
or from the dealer authorised specifically in this regard by the manufacturing company.

22.5 The percentage for lossei by evaporation, storage, handling etc, of Peirol, Diesel, Oil
¢tc. shall be approved by the Vic{-Chancellor, every year in consultation with the Comptroller.
The discount for these lossess shall be allowed at the approved rates only.

- 22.6 Following registers shall be maintained by the Officer-in-charge of the Petrol Pump
for maintaining day to day accouiit of the Petrol Pump.

Daily inventory in form No. XKV-150.

Daily Sales register in form No. KV-151.

Advance register in form No. KV-152.

Purchase register in form No. KV-153.

Oil Barrel account register -in form No. KV-154.
Pack-tin account register in form No. KV-155.
Cash memo register in form No. KV-156.

.22.7. Annual Accounts of the Petrol Pump shall be prepared and presented to the Exe-
cutive Council by the Officer-in-charge through the Comptroller by 30th April of the following
year along with Krishi Vidyapeeth - Account.

22.8 The Comptroller or the officer(s) authorised by him shall carry out surprise verification
of stock once in a quarter. ' ’ :

NowmAmD&
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CHAPTER 23

23.1 The account of loans falls in two categories :— = = ' - :
(i) Loans raised or received by the Vidyapeeth and their _tepayment including interest.
" (ii) Loans sanctioned by the Vidyapeeth to the beneficiaries and their recovery including
interest. o T : L R Srepn e o ahtoson
23.2 The loan accounts shall be maintained centrally by the Comptroller forthe Vidyapeeth
as a whole in form No. KV-31 and 157. The Drawing and Disbursing. Officers_shall however
maintain the loan accounts in form No. KV-31 in respect of their offices. . = ' . n

. 23.3 Loans shall be drawn by the Comptroller in Form No..KV-49 and it shall: be utilised
for the purpos¢ for which the same has been received. .. - : L :

23.4 The repayment of principal and payment of interest shall be watched so as to: ensure
prompt payment from time to time on due dates.

23.5 The loan accounts shall be closed every year under the dated signature of the Com-
ptroller/Drawing  and disbursing officers. . s 5 .

© 23.6 The extent of disbursement of loan, period of recovery, interest chargeable and other
terms -and conditions shall be such as: may be determined by Vidyapeeth from time to time.

©23.7 The sanctioning autbority shall communicate .to each Drawing and Disbursing Officer
and the Pay and Accounts Officer concerned the recovery to be effected from the employees
and it shall be the daty of the Drawing and Disbursing Officer concerned to recover the same
from the payand allowances of concerned employee. The recovery of such loan shall be made through
a schedule prescribed in form No. KV-31. A copy of the schedule shall be forwarded to the Comptroller
by the Pay and Accounts Officer by Sth of the following month, to which the recovery pertains.

23.8 Broad Sheet of Loans

In order to ensure that the loans disbursed and the recoveries effected therefrom (including
(nterest) are properly classified and accounted for, a broad sheet of loans shall be maintained by
the Comptroller in form No. KV-158. Soon after the accounts for a particular month are compiled.
This broad-sheet should be taken up for completion. Separate pages shall be allotted in the
broad-sheet for different categories of loans and against one horizontal line entires shall be made
from the Register of Disbursement Recovery of Loans (Form No. KV-30) by posting.the total
figures from this register in the broad-sheet. In the next horizontal line, corresponding figures of
loans. disbursed and recoveries effected, as disclosed by the account, shall be recorded.- The
difference between these two if any should be reconciled. promptly. : .

S (Y) 660—9
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CHAPTER 24
SCHOLARSHIPS AND- STIPENDS

24.1 Scholarships / Stipends Payment- Register : - .

In the case of scholarships and stipends paid out of University fund, the names of the
scholarship holders and stipendiaries shall be noted in the Establishment Check Register for
payment of scholarship and stipends etc. in Form No. KV-159 giving a reference to orders of
sanction and names of schemes showing in each case the period for which the scholarship or stipends
is tenable. ; ‘

" 24.2 Drawal and Disbursement. : (1) At the end of each month, bills for scholarships and
stipends chargeable to different schemes shall -be prepared by the Disbursing Officer concerned
in Form No. KV-160. The certificates prescribed ‘thereon shall be signed by the Drawing and
Disbursing Officer and bills forwarded to the Pay and Accounts Officer for issue of cheques
after making entries in the Establishment Check Register for getting pre-audited in the normal-
way.

scholarship holder or a stipsndiary wao at the tims of preparation of the bill hasleft the insti-
tution or is absent owing to illness or any other cause and is not likely to return bzfore the
end of the month in which ths bill is paid, the amount of such scholarship or stipend, the
period for which it is payable, and the name shail be entered in red ink but excluded from
the total of the bill. The amiount so withheld may be paid subsequently on a separate bill in
which reference shall be made to the bills from which amounts were withheld and necsssacy
entries made in the Establishment Check Register and office copies of the original bills.

(3) When the amount of a ,scholarship/stipchd bill ‘is received’ by the Disbursing Officer,
it shall be entered in the Cash Bo>ok and disbarsed, taking acknowledgement on the office copies
of the bills in Form No. XV-160.

(4) If it is not possible to disburse the amount of any scho]arship/stipend drawn in cash
\];Jilthicnl-lr the month, such amount shall be refunded by short drawal in the next scholarship/stipend
il drawn.

24.3 Procedure for the Preparation of Gold and other Medals :

(1) Where any individual, firm or institution etc. remits the amount for investment in fixed
term deposit so as to earn adequate interest to afford cost of grant of approved Medalfs there-
from to student(s), it should be invested in fixed . term’ deposits with the authorised bank, for
such period as Vice-Chancellor may decide keeping in view the desire of the donor. The Regi-
strar should take necéssary action for the preparation of Medal and its award, to the candidate
gonlc;cmedvak;g Comptroller - should maintain -account of receipt of interest on the investment
in Form KV-10.

(2) The bank concerned where the amsunt stands invested, will be required to give credit
of Six-monthly interest to the University Account. At the time of getting the Medal prepared
by the Dean concerned. or the Registrar, as the case may be, the Comptroller will withdraw the

amount, and disburse to the Registrar/Dean concerned.

(2) If a scaolacship or stipzad is payable in respesct of any portion of the month to all -
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CHAPTER 25

SEED ACCOUNTS

25.1 The Seed Production Programme shall be under the overall charge of the Chief S
Production Officer of the Vidyapeeth. B ge of the Chief Seed

25.2 There shall be a separate budget for the Seed Production. The Chief Seed Production
Officer shall communicate the budget estimates for the seed production to the Comptroller as
per the targets assigned to him by the Governmeént and Vidyapeeth. The Comptroller on receipt
of such budget for seed productién shall incorporate the same in the Budget of the Vidyapeeth
after due scrutiny. )

. 25.3 Separaie .account shali be kept for seed production by the Chief Secd.Production
Officer and the Comptroller. . :

25.4 The accounts for seed production shall be kept on pro forma basis.

25.5 Separate cultivation sheet in Form No. KV-91 shall’ be maintained for each plot and
also for each type of seed. :

25.6 Registers required to be maintained on a Farm as shown in Chapter 11 shall also
be maintained separately for seed production at Seed Farms.

PR T

25.7 In addition toFabove, the following forms shall be maintained in each Seed Farm :—
(a) Form No. KV-161 — Cost of Labour for Cultivation.
(b) Form No. KV-162 — Cost of material used for Seed Production.
(¢) Form No. KV-163 — Cost of machinery and Equipment used for Seed Production.
(d) Form No. KV-164 — Cost of other items used for Seed Production.
(e) Form No. KV-165 — Cost of staff used for Seed Production.

/( f) Form No. KV-166 — Statement of output obtained.
(g) Form No. KV-167 — Maintenance cost of Animals drafted.]

(h) Form No. KV-168 — Average cost of cultivation of Seed.
Note :— The above forms shall be used separately for each plot and for each seed crop.

25.8 The Officer-in-charge shall compile the statements for each seed crop at the end of
the seed production year in Form.No. KV-168 to arrive at the average cost of cultivation of
each seed crop.

25.9 A copy of the Form No. KV-168 for each crop shall be sent to the Chief Seeds
Production Officer and the Comptroller. ‘

25.10 Each officer-in-charge of Seed Farm shall send monthly Receipt and Expenditure
Statement for the Seed Production Programme separately to the Chief Seed Production Officer
and the Comptroller. .

25.11 The Chief Seeds Production Officer shall compile the Annual Receipt and Expenditure
Statements in respect of the Seed Production and furnish the same to the Director of Research
by 30th April every year. The Director of Research shall scrutinize the statements and forward
the same to the Comptroller. -

25.12 The Comptroller shall prepare the folloWipg statements of Accounts in respect of the
Seed Production and submit the same to the Executive Council through the Vice-Chancellor.

(1) Annual Receipt and Expenditure Statement.
(2) Annual Income and Expenditure Statement.
(3) Trading, Profit and Loss Account.

(4) Balance Sheet

25.13 The accounts of the Seed Production shall also be incorporated in the Annual Accounts
of the Vidyapeeth. Ek.z o )

25.14 The charges for the use of machinery of the Vidyapeeth when used for seed produc-
tion shall be recovered in cash as per. the rates approved by the Vidyapeeth. Hire charges shall
take cognizance of depreciation, interest on capital, over-head charges and supervision charges.

S (Y) 660—9-a
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25.15 Trading, Profit and Loss Accounts on Commercial Lines :

(1) In addition to seed production programme accounis, Trading, Profit and Loss accounts
of at least two selected centres shall be prepared in each financial year by the Head of Office/
Tmplementing Officer in respect of the following. schemes of the Agricultural Universities. so' as
fo get the correct idea of profit or loss, to go into the causes of losses, suggest measures to
avoid the losses or to minimise the losses or how to increase the profit. v ‘

(1) Poultry

(2) Dairy :

(3) Horticulture ( Fruit Nursery)
(4) Agriculture farm

(2) Such Trading, Profit and Loss accounts of each financial year shall be submitted to
the Executive Council by 30th September in each year by the Comptroller. 5

~ (3) The guide-lines for preparing these accounts and the forms prescribed therefor are given
In Appendix VL ) = :
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i e ws,CHAPTER.26, . . .o o Lo
DUTIES ' AND FUNCTIONS OF THE COMPTROLLER ==~ /'

26.1 The vatious authorities of* the Vidyapeeth shall ‘exercise such’ financial po‘§vers as may
be delegated to them to ran ths vatious: activities.:' The" financial powers shall bedelegated to
the various authoriies of the Vidyapseth with [the concurrence -of the Comptroller.

26.2 The Comptroller, being the financial advisor to the Krishi Vidyapeeth :— )

(1) shall invariably bs consulted on'all’ matters, relating to' finance, budget and accounts.

. (ii) all sanction or orders, involving "ﬁua.n(:izivll implibations,"having a bearing' on budget
grants of Vidyapeeth, shall 'bs issued otly’after. his concurrance. E ] co
(iii) all the staff in Financz Dspartmz2nt of Vidyapeeth, all Pay and Accounts Officers,
all staff in-Accounts Braoches of all offizss -of' the Vidyapeeth add. the staff dealing with
finance, accounts and budget at various levels shall be under his overall control to enable
. him to discharge his duties efficiently. ‘

26.3 As per provisions of  “the Act” Comptroller -shall -disallow jany::expenditure which
‘may contravene any provisions of the ¢Act’ or any Statute made thereunder or -provisions of
this_Account Code and other orders issusd by the Government. He shall; maintain -a. Register
in Form No. KV-169 for the record of expzaditure disallowed by him and report to Government
once in a quarter through MCAER. .

The register shall contain full particulars of the case and the grounds on which the expen-
diture is disallowed. A copy of the report shall be placed before the Executive Council as per
provision of the Act. The register shall be kept in the personal custody of the Comptroller.

26.4 The Comptroller shall have the. authority to call for or to inspect any record con-
nected with finance, budget or account and any other record related to them. He shall also
have the authority to carry-out surprise inspection of accounts record and stores of any office
under the Vidyapeeth at his discretion. A copy of the report of such surprise verification shall
be submitted to the Vice-Chancellor.

26.5 He shall have the authority to operate the University,Fund.

26.6 (1) He shall have the authority to pass bills and sign cheques to any extent. He
shall also have an authority to designate any Assistant Comptroller as Pay and Accounts Officer.
The Assistant Comptroller, -designated as Pay and Accounts Officer shall have the authority to
pass bills and sign cheques as provided in Rule 3.16.

(2) The scrutiny and check of the various kinds of bills shall beTmade in accordance with
the rules set out in Appendix V to this code.

26.7 The Comptroller shall issue such instructions as may be necessary for the smooth
functioning of the Pre audit system, Internal audit, budget, finance, accounts and other related
maiters from time to time. Such insiructions shali be foliowed by the concerned officers.

26.8 Internal Audit : )
(1) It shall be the duty of the Comptroller to function as an Internal Auditor of the
Vidyapeeth. The primary objects of the internal Audit are :—

(i) to see that the initial accounts records from which the accounts rendered by the
various drawing and disbursing officers are compiled and/or on which they are based are
properly maintained in the prescribed forms and that the financial rules and orders are
being carried-out faithfully; and

(ii) to test the degree of care exercised by the drawing and disbursing officers/Heads
of Departments/Controlling Officers who have been authorised to incur expenditure or receive
revenue. 8

(iii) to ensure that the initial account records are being maintained in the prescribed
manner and these are otherwise free from any deficiencies, and

(iv) bring out financial irregularities.. if

(v) For the above purposes the Comptroller shall carry out annually internal audit of

Accounts and stores of all the institutions/offices under Vidyapeeth and a}so carry out sur-
prise checks of stores and stocks and cash. Copies of the Internal Audit report shall be

;éﬁ;vt;u‘;ﬁ;concemed Head of Office/Controlling Officer and Vice-Chancellor for information.
Tt shall be the duty and responsibility of the concerned Head of Office to comply with the

Internal Audit report within a2 month.
(2) The Comptroller shall bring to the notice of the Vice-Chancellor all instances in which
the Drawing and Disbursing Officers exceed the financial limitation in theéir powers placed by

the competent authority. :
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(3) The Vice-Chancellor may in special cases require the Comptroller :—
(i) to undertake such other scrutiny of the accounts or stores. of the office under the
deyapceth, and o
(ii) inspect periodically accounts and stores of any office. under tte Vidyareeth and
to check percentage of the initial account.

( N. B.—See paras 18 and 19 of Appendix-V).

36.9. In addition to above it shall be the duty of Comptroller to function as :—

(a) Pay and receiving . officer—He shall receive all moneys due to or receivable on
behalf of the University and bring them forthwith to Accounts and pay .or, otherwise
settle all claims preferred against the University.

(b ) Accounting Offcer. -He shall complete the accounts of the Umvemty in accordance
with the Rules prescribed in that behalf.

26.10. The Comptroller may seek with the approval of the Vice Chancellor through Maharashtra

‘Council of Agricultural Bducation and Research the advice of the Government in all matters connécted
with the Accounts 'and Finance of the Vidyapeeth or the apphcatlon of the financial roles and
orders concerned on which' there may be any doubt

e A s e+
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CHAPTER 27 .

MISCELLANEQUS PROVISIONS -

27.1. Trunk Telephone Register :

Every officer to whom telephone facility has been provided shall maintain a register in form
No. KV. 170 He shall be personally responsible for every entry therein and for thgc recovery of
the charges on account of private calls. .

27.2. Accounts of Medical Unit :

(1) The Medical Officer. of the Vidyap;etﬁ shall ‘be incharge of the Health Unit and shall
be responsible for the collection of fees if any, in accordance with the . schedule of fees pres-

cribed by the Vidyapeeth. The Medical Officer shall maintain the following books of accounts for
keeping the accounts of Medical Unit :—

(a) Stock register of medicines in form No. KV-171.

(b) Register of daily issues of medicines to patients in form No. KV-172.

(c) Register of collection of fees in form No. KV-173.

(d) Register of expiry date of medicines in form No. KV-174.

(e) Stock register of Surgical and other instruments in form No. KV-74 of register of

Dead Stock articles, }

(2) Oa receipt of  medicines/instruments from the suppliers the same shall be examined by
the Medical Officer who shall cause them to be entered in the stock register of medicines/instru-
ments immediately. The issues of medicines to the patients shall be recorded with reference to
the case papers in the register of daily issues of medicines to patients. The register shall be
closed and balanced every month. This balance shall be physically verified by the Medical Officer
every month. A certificate to the effect that the balance has been physically verified and found
correct shall be recorded by Medical Officer on -the register. under. his dated signature.

(3) It shall bz thes responsibility of the Medical Officer to maintain the expiry date of medi-
cines in the register in Form No. KV-174 to watch the expiry date of medicines which are due
to expire within ‘a period of next three months are returned to the supplier/manufacturer for

replacament of the sams. Io case such replacement is not possible the Medical Officer shall
easure that such out dated mnsdicines are destroyed under the orders of the competent authority.

27.3 Accounts of Priced Publications : ‘

Accounts of priced publications shall be maintained in form No. KV-175. The Officer-in-
charge of the priced publication shall check the stock physically every month and record
a cortificate to that effect. Separate pages shall be ailloted for separate categories of priced
publications. .

27.4 Account of Postage Stamps :

The accouant of prstage stamps used by the university shall be maintained in form No .KV-176
and No. KV-177. The Head of the office or Officer-in-charge shall ensure the proper use of
© postage stamps and apply a periodical physical check to ensure correctness of account.

27.5 Refund of Revenue : )

(1) Money received by Vidyapseih for services rendered or supplies made including,
fines, panalties and other dues shall be classified as “Revenue Receipt”.

(2) When occasion arises for refund of such revenue receipt, therefunds shall be sanctioned
by the competent authority on satisfying the following conditions :

(a) That the claim was actually received and credited into University fund,
(b) That the claim for refund is made by the proper claiment,
(c) Aud that the claim is supported by the original money receipt issued by the

Vidyapeeth.

(3) The Diawing Officer- shall draw the amount by preferring a bill of Refund of Revenue
in Form N>, KV-178 duly supported by a sanction order and original money receipt. Such pay-
m3ats shall b3 noted against the original credit entry in Red Ink by the Drawing Officer as well as

. by the Pay and Accounts Officer to avoid double payment. ‘

(4) The refund of Revenue shall be treated as “Reduction of Revenue Receipt” under the

same Head of Account.

cs,
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27.6 Grant-in-aid to private Institutions :. -

On the basis of terms and conditions. .prescribed by Government in this regard and provisions

made therefor in the University budget, the Comptroller with the’ approva] of the Vice-Chancellor
shall release Grant-in-aid to such institutions quarterly by issue of necessary sanction order and
passing the Grant-in-aid bill in form K. V. 49. The Comptroller shall -also see that the terms
and conditions of the grant are fulfilled and adjust the disallowed/excess grant. from the ‘grant
released thereafter. After ‘the close of the year, the Comptroller shall obtain . the utilisation
certificate from the grantee institution in the prescribed form duly certified by the Statutory
Auditor of the grantee institution Assessment of G. L. A. also shall be made bythe Comptroller
in each:year with the help oI lntcrnal Audlt ng oI the Umver51w.
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 APPENDIX-T

( , (Rule 3.6) :
DUTIES AND RESPONSIBILITIES OF DRAWING AND. DISBURSING OFFICER AND
PAY AND ACCOUNTS OFFICER ‘

’

Pay and Accounts System : .
The objects of the Pay and Accounts System are as under —
(1) To centralise payment by drawal of cheques on the lines of the Treasury system.
(2) To have a watch on financial transaction of the University and to make every

ayment after due audit checks by the Comptroller or the Assistant Comptroller designaied
by him.
(3) To ensure budgetory control and financial discipline. . .
, (4 ) To maintain the uniformity in admitting’ and passing the claims against the Univer-
sity. .
. (5).To compile the monthly receipts and payments accounts to facilitate timely sub-
mission of final Annual Accounts to Government.
Organisational Set up :
In order to implement the Pay and Accounts system throughout the jurisdiction of the
niversity area, it may be divided in suitable Regions. The Central Region will be headed by
the Comptroller of the University and each.region of the University will be headed by the
Assistant Comptroller designated by the Comptroller.

The Assistant Comptroller designated for the respective Region will act as Pay and Accounts
Officer for the Region. The Assistant Comptroller at the Central Campus of the University
designated by the Comptroller will act as Pay and Accounts Officer for Central Region.

Each head of the office in the University will function as Drawing Officer. Drawing Officer
shall present bills to his Regional Pay and Accounts Officer who shall pass the claims after
scrutiny and issue cheques to the Drawing Officer for disbursement. All the claims shall be
presented by the Drawing Officer to the respective Pay and Accounts Officer in the prescribed
manner. )

Duties of Drawing and Disbursing Officer : )

(1) Each Drawing Officer shall maintain basic accounts in the prescribed Registers. He
shall present the claims with reference to the budget grants sanctioned to him after making
necessary entries in the registers as per the prescribed procedure.

(2) He shall maintain a Cash Book for disbursement of cheques received from the Pay
and Accounts Officer and receipts collected by him and remitted to the Comptroller.

(3) He shall credit all the -receipts collected by him on behalf of the University to the
University Fund in the prescribed manner. ‘

(4) He shall also prepare monthly expenditure statement in the prescribed form which should
be got verified from respective Pay and Accounts Officer and forward the same to the Comptroller
for compilation of accounts.

(5) He shall recoupe the Permanent Advance from time to time by presenting the account
in the manner prescribed in this behalf.

(6) He shall be responsible for the reconciliation of expenditure in respect of grants at
his disposal. For this purpose, he shall carry out reconciliation once in every quarter. He
shall also be responsible for reconciliation of receipts remitted by him to the Comptroller.
Duties of Pay and Accounts Officer :

(1) He shall be responsible for proper supervision and control of his staff working under him.

(2) He shall be responsible for passing and issuing cheques of all the claims presented to
him by Drawing Officer working under his jurisdiction in the prescribed manner.

(3) He shall maintain proper accounts of all receipts and payments in the prescribed manner.

(4) He shall be responsible for remitting the  amounts collected from various sources of
the University Fund fo the Comptroller periodically in the prescribed manner.

5) He shall submit monthly accounts of his Region to the Comptroller every month-before
10th of the following month.

(6) He shall be authorised to operate Bank account of the University Fund as per instruc-
tions issued from time to time.

(7) He shall bz responsible to render necessary accounts and statistical data and other
information as and when required by the Comptroller.
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(8) He shall pe responsible ¢, carry oyt
him Omptroller from

by the TATom: time g time,
(3} He shap be reSponsibIe_to watch b

thereof g Mmaintaip financial discipline, :
( 10) e shal] Maintajp Uuif‘ormity in

and. 1ssuing cheques thereof, o
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APPENDIX-II
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RULES FOR TAKING MEASUREMENTS AND KEEPING MEASUREMENT BOOKS

(1) For makiqg paymeats to comtractors suppliers, Departmental labour etc., it is necessary
to find out and verify :—

(a) the quantity of work (including supplies madc) done and;

—

(b) the quality of work done i. e.- whether the 'wprk has been done according to

specifications laid down.

he

bF«;{r this purpose, measurements are required to be recorded in an authorised measurement
ook. CT . ‘

* (2) The recording of measurements should not be done in perfunctory manner by the person
taking them. He must satisfy himself by personal verification on the spot that each dimensions
that he is writing down in the measurement book does actually measure that much. Measure
ments are not to be recorded on the basis of information given by others or copied from
estimates, or aiher documents such as contractors /suppliers’ bills etc

ne ments shch ag conlraclors /suppller clc,

(3) For the purposes of these rules :—
the term “ final measurements ” includes :(—
( i) Measurements for final bills.

(i) Final measurements of ‘a sub-head of a work or any defined portion of work
paid under running bill. :

. (iii) In the case of road works, whether original or repairs, measurements of materials
paid on running bills such as metal, murum etc. which are to be spread or covered up and
thus not available for detail check on completion of the work.

(iv) in case of buildings, masonry works on canals, roads, bridges ectc. measurements
of excavation for foundation and concrete in the foundation etc. which will be covered up
and will not bz subsequently available for detailed measurements.

(4) Payments to contractors, suppliers, departmental labour, etc.. are made on the basis of
the nieasurements details of which are r,ecord.ed in an authorised book called the °“ measurement
book”. In other words these recorded details are termed as * measurements .

Exception : Detailed measurements need not be recorded :—

(1) In the case of periodical repairs. when the quantities are recorded in standard
measurement books which must be maintained up-to-date,

"(ii) in cases in which advance payments on account of work actually executed are
made on the’certificate of a responsible officer (not below the rank of Deputy Engineer or
Assistant Engineer ) to the effect that not less than the quantity of work paid for hasactually
been done.

£330 3 pemont ~Af tlia wvonrla doma S Ytoratinng
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(iv) in the case of the purchases or work done chargeable 'to the contingent grant,or

(v)in the case of,carfage of materials which is paid on the basis of sanctioned sche-
dule of rates without entering into- contract in Form-E.

(5) The measurement book in standard forms P. W. D. 9 and 10 is thus the basis of
all account of quantities whether of work done by daily labour or piece-work or by contractor
of materials received .which have to be counted or measured and should be so kept that the
transactions may be readily traceable in the accounts of the department. The description of
work must be lucid so as to admit of easy identiiication and check. Each measuremeni book
should be provided with an index which should be kept up-to-date.

Measurement books should be considered as very important account records and maintained
very carefully, neatly and accurately as they may have to be produced as evidence in a court
of law. ) -
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6) The books and their pages should be machine numbered and a register should be
maintained in the works Branch in standard form P. W. D, 572 showing their receipt, issue
and eventual returns to the works Branch. A similar register should be maintained in the sub-
divisional office ( Assistant Engineer’s or Deputy Engineer’s office) showing the names of the
Assistant Engineer or Deputy Engineer and Junior Engineers to whom the measurement books
have been issued. Books no longer in use should be withdrawn promptly even thoughnot com-
pletely written up. s : o
. (7) When an officer or a subordinate in executive charge of work -or stores: is traxlsferr ed
he should make over to his successor all the measurement books issued to him-and the fact
of having made over and received recorded in the list of measurement books ( which should
form part of the transfer documents) by the relieved and relieving officers respectively under
their dated signatures.
(8) Bach set of measurement should commence with entries stating :—
(1).In the case of Bills for work done :— ‘
(2) Full name of work as given in the estimate,
(b) Situation of work, S
( ¢) name of contractor,
(d) number and date of his agreement,

(C) date of written order to commence work,

(f) due date of completion of work,
( g) date of actnal completion ( when completed ),
(h) date of measurements and :
(1) reference to previous measurements.
(2) In the case of bills for supply of materials :—
( a) name of supplier,
(b) number and date of his agreement or ‘order.
(¢) purpose of supply in one of the following terms applicable to, the case :—

(i) “Stock™ (for all supplies for stock purposes).
( it') “Purchases’’ for direct issue to. work ( here enter full name of work as given
in the estimate, . .
(iii) “Purchases” for issue to contractor (here enter full name of work as
~ given in the estimate and the name of contractor ),

(d) date of written order to commence supplies,
(e ) date of actual compietion of suppiies; and

(f) Date of measurements, :
and should end with the dated signature of the person making measurements

Note :—The entries (e) to (g) under (1) and (d) and (e) under (2) are
not required in the case of work done and supplies made under a piece-work
agreement. ) : ’

_ {9) Measurements should be recorded in English as far as possible. When they are recorded
in a regional language they should be translated into English over the signature of the Assistant

BEneineer or Dennty Enoinear
LAgWICET O Lepuly caginler.

(10) All measurements of work or materials should be recorded in the authorised measure-
ment books at once and on the spotand certificate to this effect be recorded thereon under the
dated signature of the Officer recording them. Officers empowered and required to take measure-—
ments should provide themselves with fountain-pens. The measurements should never be recorded
in the measurement books in pencil. The entries in the “contents or area® column should
also be made in ink by the officer recording the measurements who should certify under dated
signature at the foot that the calculations have been made and entered by them. No erasures
of any kind should be permitted. Mistake should be corrected by drawing the pen through the
incorrect entry and inserting the correct figures or words between the lines under the dated
initials of the person recording the measurements or the Assistant Engineer or Deputy Engineer
or University Engineer as the case may be. Except the corrections referred to above no. entries
should be made between the lines. When any entry in a measurement book is cancelled, the
reason_for doing so should -be recorded in the book over the dated signature of the o’ﬂicer
cancelling the measurements whose designation should be clearly given.

No page should be removed from a measurement book and all blank pages.should be
cancelled if no longer required under dated signature before the book is recorded.
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Exception : The necsssity of ‘recording the certificate “measured and recorded by me on
spot” is waived in the case of msasurements of survey works = which are entered .in office on
the basis of fizld books as ‘there is no tangible work to be scen on the site and the survey
work itself is datailed msasurement which is recorded fromi dav to dav in the fald book
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_(11) Measurement should. be recorded only by Executive Assistant or Deputy Engineer or
Junior Eugineers or other persons. specially authorised to do so vide schedule of powers app-
ended. For all works, the Assistant Engineer or Deputy Engineer should himself record the
measurements of important items such as foundations of structures which owing to their situation
cannot suabsequently be checked. In the case of other items of works which are likely to be
covered up and not available for detailed measurements at the time of finalisation, the final
measurements should be-recorded by the person competent to do so before the works are
covered up. The University Engineer should see that further measurements are not accepted for
payment unless final measurements of such items are recorded :

(12) The. officers recording measurements should write in words the total quantities on which
the payments are based so that there may be no possibility of tampering with figures. This
need not, howsver, bs doue in cases of items costing less than Rs. 5,000. A suitable abstract
shoald then bz prepared which should show, in the case of measurements or work done, the
total quantities of each distinct item of work relating to each sanctioned sub-head, rate (which
should be written by the' Sub-Divisional Officer him self, unit and amount. It is desirable to
obtain the signature of the contractor, piece-worker or supplier, etc. in ‘token of his acceptance
of the recorded measurement. In the case of final measurements, the contractor should be noti-
fied in writing to remain present on the date fixed for recording of such measurements and his
signature obtained that time. The dated signature of the clerk who checked the calculations of
quantities and abstract should also be affixed (with his designation).

(13) On completion of the abstract the book should be submitted to the Assistant Engineer
or Deputy Engineer who after carrying out his test check would. return the book to his office’
for preparing the bill. The Assistant. Engineer’s or Deputy Engineer’s clerk should then prepare
the bill ‘and place the measurement book and the bill before the Assistant Engineer or Deputy
Engineer who after comparing the two, will sign the bill and the measurement book at the end
of the abstract. From the measurement book all qualintities should be clearly traceable imto

. the bills on which payments are made. When a Diii is prepared for work or supplies measured,
every page containing the measurement must invariably be scored out by a single diagonal red
ink line on each page. The Assistant Enginesr or Deputy Engineer preparing a bill must satisfy
himself that work has actually been done in accordance with the claim preferred. He should
personally inspect all works of any magnitude before authorising paymentsin connection therewith.

_ (14) Measurement books should invariably accompany the bills and in no case should meas-
urement sheets or extracts from measurement books be accepted as a substitute for the book
qtself. The bills should be scrutinised and checked in the University Enginecer’s office by a clerk
under the supervision of the superintendent. Any corrections in calculations, rates etc. -made
in the sub-divisional (i. e. Assistant or Deputy Engineer’s) or University Engineer’s office shonid
be made in red ink and attested by the Assistant Engineer/Executive Engineer (University Engineer
under dated initials and brought to the notice of the person taking the original measurements.
In the case of final bills, payment should be deferréd untiljthe corrections have been accepted
by them and attested.

(15) No sooner a bill is passed whether in the sub-division office or University Engineers’
office the euatries in the measurement book should be scored out by second diagonal red ink
line and an enfacement should be made in red ink immediately below the relevant set of
measurements or abstract of measurements giving both gross and net amounts for which the
bill is passed and the voucher number and date under which it is paid. The enfacement should
invariably bear the dated initials of both, the University Engineer and the superintendent when
the bill is paid in the University Engineer’s or of the sub-divisional officer and the Sub-divisional
clerk when the bill is paid in the sub-divisional office.

(16) When an officer checks the measurements of a work recorded by another person, he
should ‘initial against each item checked to. indicate the check made by him. He should also
record the certificate “items initialled on pages (to be specified ) have been checked and found
correct at the end of each set” of measurement books. Whenever it is not possible to record
measurements directly without the help of field book, check measurements recorded in the field

books in ink on site of work should be taken as sufficient as these form. the original and initial
records. Reference to such checks should, however, be noted in the measurement books.

(17) A record of all the checks of measurements exercised from. time to time will be main-
tained on the flyleaf to be posted inside the cover of each measurement book in the following

form
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Record of test check of Measurenents

sure- Value of Result of the Dated initials and

Date Pages recording measu Value 2 ) 1 i
of ments subject to test check . measurements check exercised designation of the
Check checked : : checking Officer
1 2 3 4 5
(i8) On large works the measurements of the different units: should be recorded in separate

measurement books. For works located at a distance from the head quarters, two measurement
books should be used for recording intermediate measurements so that measurements may be
made in onme book whilst the other is in the University Engineer’s Office. For large works
two or more sets of measurement books may be used, if considered necessary. : .

(19) When no longer required in the sub-division - office, campleted measurement books
should be promptly returned to the University Engineers office for record. On. receipt they
should be reviewed in the office under the supervision of the superintendent who after satisfying
that all require ment of rules have been complied with should record a certificate. to that effect
at the end of each measurement book over his signature and date it. The University Engineers
should then satisfy himself generally that the said rules have been complied with and order
the book to be recorded under his dated signature. These measurement books should be pre-
served with the same care as is bestowed on each books and other important account parers

Schedule of Powers : (Referred to in Rule 11 above).

(i) Measurements of final bills for works dome under Contract : In cases of work done by
contract all measurements on which the final bills for works or sub-heads of works or for
oany defined portion of a work are based must be taken by the Assistant Engineer or Deputy
Engineer in charge of the work. In all cases when the cost of a work done nuder contract

exceeds Rs. 25,000/ the University Engineer must check at least 5 per cent (or. such high to

4
percentage as may, in special cases, be ordered by the Vice Chancellor) of the final measurements.
Note 1 : When a major work is divided for execution into separate contracts the. individual
value of which. does not exceed Rs. 25,000 . check measurements by University Engineer are
necessary irrespective of the value of such portion under the provisions of ‘the - above rules.

Note 2 : Final measurements of works costing more than . Rs. 25,000, which are carried
out by contract should be checked by the University Engineer to the extent specified before
final payments are made, eventhough a substantial part of the work might have been check
measured by him at earlier stages of the work. ) . )

Exceptions : (1) In the case of road works, the intermediate measurements of materials (which
are’ liable to be covered up and might not be available for detailed check at the time of final
measurements) taken by a selected member of the Junior Engineer may be regarded as final,
provided. :

( i ) They are checked to the

Engineer or Deputy Engineer.)

(ii) The cost of such work at contractors rates is within Rs. 5,000 for each set of
measurements and :
(iii) Proper materials at site accounts are Kept.

(2) In so far as the item of carting of materials is concerned , the measurements recorded
by an approved member of the Junior Engineer may be accepted as final, provided that they
are checked to the extent of 5'per cent from the materials conveyed and remaining unused in
balance by the Sub-Divisional Officer ( Assistant Engineer or' Deputy Engineer) during the course
of his inspection and supervision of works. . :

(3) In case where the total final bill does not exceed Rs. 2000 measurements may, withont
further check, be taken by an approved member of the Junior Engineer. K

When the total final bill exceeds Rs. 2,000 the Sub-Divisional Officer ( Assistant Engineer or
Deputy Engincer) who records the final measurements, may accept the measurements of work
costing Rs. 2,000 and less, if recorded by such a member of junior Engineer after satisfying
himself of their accuracy by such surprise or test check as he may consider necessary.

(4) In the case of silt clearance of canals and other earth work selected members of Junior
Engmeer may take final measurement subject to a 5 per cent check by the Sub-Divisional Officer
(Assistant Engineer or Deputy Engineer) and further 5 per. cent check by the University Engi-
neer when necessary I e. when the value of measurements exceeds Rs. 25,000,

extent of 5 per cent by the sub-divisional officer (Assistant
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{ii) Intermediate or periodical measurements of works done under conmtract amd all nreasure-
ments ef work supplied against -orders of under comfract :—These measurements shall be taken by
the Sub-Divisional Officer ( Assistant Engineer or Deputy Engineer). Member of Junior Eisiiccs
may also. record such measurements when the-amount to. be paid for on a bill does not exceed)
Rs. 25,000 in case of selected member and Rs. 10,000 in the case of an approved member subject
to 10 per cent check by the Sub-Divisional Officer (Assistant Engineer or Deputy 'Engineer )
when the amount of the bill exceeds Rs. 2,000. ) 5 S o

In, cases of works done under contract for which current bills are-paid, the university Engi-
neer shall determine the extent or percentage of check measurements to be done by him, which
will in no case, be less than 5 per cent. The University Engineer can however, dispense . with
the check measurements relating to current bills in cases where he considers this course harmless
upto a limit of Rs. 25,000 which applies to the total value of work dome as shown in the
current bill, since last certificate (i. e. the certificate of last check measurements). The fol-lowiﬂg
illustration will show when the check is required to be exercised by University Engiheer_

Sr. Ne. Net amount of Whether ) Remarks
of bill: the bill checking
in rupees necessary
1 3 4
1 24000 No Check not obligatory.
2 1100 Yes Exceeds Rs. 25,000.00 and no check was exercised
) previously.
3 25800 Yes Exceeds Rs. 25,000.00 since last certificate in bill
o No. 2.
4 36800 No Check not obligatory.
5 11400 No Check not obligatory.
6 2600 Yes Exccedg Rs. 25,000.00 since last certificate in bil
. No. 3. : '
~ .

Note :—In the case of major work done under the piece work system, the final measurement
should be check measured by the University Engineer to the extent o K]

S
the case of work under current system.
(iii) Works cagried out by daily labour.—In the case of works cairied out by daily labour
.the measurements will be recorded by an approved member of Junior Engineer when the cost
of work does not exceed Rs. 5,000 and by a selected member when it exceeds Rs. 5,000 subject
to 10 per cent check by the Sub-Division Officer (Assistant Engineer or Deputy Engineer) in
both the case. The University Enginger should satisfy himself from time to time and certify
once a year at least with check measurements when possible (e. g. in the case of masonry. works,
or excavation) or without check measurements when such are not possible (e. g. in the case
of dewatering foundation) that the work done is commensurate with the quantities executed and
expenditure incurred. For this purpose a register in, the form appended should be maintained.

Register of check exercised by the Executive Engineer om works. carried out by daily labour

St. Name of work Whether the work Basis for the Reference to MB  Remarks
No. done is commence certificate in and pages in
rate with quantity - Cel.. 3 i, e. check case of case
exgcuted; and measurement oF . Ineasurements
expenditure otherwise
incurred
i 2 3 4 5 6.

(a) The store keeper is authorised to record measurements of supplies or materials
costing upto. Rs. 200 subject to 10 per-centcheck by a Junior Engineer when the cost
exceeds Rs. 50 : ’ ‘ ’

(b.) A register in the sub-joined form should be maintained in the University Engineer’s
office to show the checking done by the University Engineer as per items (a) and (ii) above.
Form of register showing works costings more thau Rs. 25,000 checked by the University Engineer.

Date of Reference Name of Extentof  Reference Initials of Initials of Remarks

measure- to page of work check to any other the Supdi. = the Uni.
ments  measurement applied documents Engg. with
Book ’ if any : Date
‘ _ wherein
measurements
have been
) recorded
1 2 3 4 5 6. 7 8

S (Y) 660—11
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R . . (Rule 6.38 t0 6.45) - . o
“Rules for the Guidance of Officers jPreping, Receiving and Opening the Tender Documg,,n"ts BE
"1, Before tender documents are prepared, the estimates should be carefully examined by the
University Engineer to see if any items are likely to be changed and to have them changed
then only. _ : :

© 2. The description of the items should be clear, concise and complete. No ambiguity re-
garding size. quality, proportion of mixture, etc. should be left’. Itshould not be capable of two
different interpretations. R _

3. Units as are being commonly used in the market shouid be carefuliy shown in words
and -not in figures in all cases and examined by the officer himself.. The words “do” or other .
signs should be -avoided. o

4. Only such additional items as are necessarily required to be carried out should bz included
in Schedule B of the tender after obtaining approval of the authority sanctioning the estimate.
Additional items likely to crop up should not be included. )

5. Alternative places of delivery should not ordinarily be specified in schedule A. In cases
where it is absolutely necessary to do so, the quantity to- bz delivered at each place with rate
should be shown separately. ‘ g .

6. The standard specifications should be invariably followed. If any additional specifications
become necessary these should be properly drawn after taking into aecount the location and
importance of the particular job and the types of construction and the standard and quality of
materials and workmanship that is required. Cross references should be avoided as far as possible.
The impossible conditions should not be imposed on the coniractor. ’ .

7. Schedules A and B and specifications should be typed on good paper as ink usually
spreads on cyclostyled papers. They should be carefully compared before. issue, The: abbrevitions
adopted in respect of units should be such as would not lead to any ambiguity e. g. “100-Cft.
be expressed as “‘One hundred cubic feet”, “per sft” as ‘“Per square foot” and Frt” as. “Running
foot” etc. . :

8. All blank portions should be[so cancelled as not to)be used again.

9. The tender documents before issue to a contractor should be carefully compared and
mistakes and corrections, if any, should be initialled by a gazetted officer. A ‘copy of the detailed
tender notice should be attached at the beginning of the tender to form part of it. ’

' 10. The pages of the tender documents to be issued should be serially numbered and
initialled by a gazetted officer. An index ‘sheet showing the number of pages allotted to each
part, viz. notice printed form schedules A and B specifications drawing: etc. with provision for
’s signature thereon should be prepared and attached to the tender at the face PUEN

ropalecd and allacatd o ae Wnaelr av tng iace o1 1L,

. 11. The tender documents should be neatly tied or bound ds ending: upon its. bulk bzfore.
issue. S ' . . ‘ : . -
12. The endorsement regarding issue of teader with nmame of tne contractor should be
made on the index sheet under the dated signatare either of the Bxecutive Eaginesr or Supar-
intendent. - ' . o i
13. Normally, only one copy of the tender documsnts shall bz issusi to eich contractor
on payment of the pre_scrlbed charges.-. However in respect of works costing more than Rs. 20
lakhs (as put to te?.de.r), 1Pf the contractor asks for additional copies he may bz supplied with sush
copies up to a limit of two in the case of_ foreign firms and one in respest of others. T
additional copies shall be duly marked “duplicate” and ‘triplicate” as tJ:n;p cvase may- bz on tgg
frqnt:p%ge and . schIeltliulc 1l?theteof and - shall be-charged for at - the same: rate - as ' applioable
to -the first copy.- In such cases the contractor shall invariably be informed i iting that" -
is eligible to submit one bid only. - d i ervlng,thati : e
---14.- The -tender - should be  received by the University ‘Engineer, who :s
record clear acknowledgement in the subjoined form duly signed by him. = : . hould keep_On

Acknowledgement ' of- receipt ‘of tender

PR P

oil for Office - e el i B Jp00 E TS e e s
i) fe £e 50 R . ‘Gounteriolt ‘Tor Contracior

one = Received from........ccoeonnvvon.... S one
er: for the work

....hours on .

WName and designation of the receiver.......
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.15, The officer- opening. the. tenders shall. initial the. entry in. the .column  provided in- the

register. of tender forms issued. against the names of contractors. Co Srivens floud

“16. " The officer shall prepare a list of '

at the time of opening the tenders dad o
dance. : : . .

contractors or their representatives who remain. present,
btain their sighatures thereon in token of their atten<

17. Apart from the tenders opening officer and the intending contractors one, more officer

or a senior most member of the office should be present and all the documents, corrections

etc.; which are required to be initialled- by the tender opening officer should also be got initialled
by him at that time. : . . T D

18. The tenders should then be opened in alphabetical order. First page of every tendef
should be marked utider the dated imitials of the officer opening the tenders, by 4 fraction, the

denominator of which will show the: order in which tenders are opened and numerator -will ‘show
the total number of tenders received. 8 .

The letter, statement of special conditions, etc.. if any submitted by the contractor with . the
tender and the list of documents accompanying the tender- should: be checked up and initialled
by the officer opening the tenders. If there is no such list attached to-the tender, the officer.
should attach a list signed by himself. ‘ : : !

_19. The officer opening the tenders should satisfy himself that all the requirements, ‘laid
down under general rules and directions for the guidance. of tenders are attended to- by the-
coritractors while filling in the tender form. : : .

[20. All the corrections and overwritings shall be attested as many times as they are made
on .each page in the tender with dated initials of the officer opening the tenders and a note
made at the foot of each page showing the number of corrections or overwritings, the: fact
shall likewise be certified by him on the concerned page. These corrections should imvariably
be got attested by the tender before acceptance of the tender. Soos

21. If rates are not ‘written in words, the officer opening tenders should, after announcing
them to the contractors present write them himself in words then and there only, and furnish
necessary certificate under this signature in schedule B, in the case of item rate tender and
page 2 in the case of percentage rate tender to the cffect that the particular entries were made
by him. Whenever there is any omission in putting the rate in the tender, the fact should
clearly be brought out in written remarks at the relevant place in the tender by that officer.

He shall also insert dashes in the blank space left over if any after the rate in words is ex-
pressed. S .

22. In case of difference between the rates written in figures and words, the rate adopted
by the contractor for working out the total amount of the item should be taken as correct.
In other cases the correct rate would be that which is lower.

23. The officer opening the tenders should enter his remarks regarding legibility, scoring
out etc. of a particular item in the margin or at the foot of the sheet concerned. if the raie
entered by the contractor is doubtful or illegible, the officer: opening the tender has the
right to freat the tender as invalid without giving an opportunity for the tender to wriggle out
of the acceptance after tenders are opened.

24. The officer shall read out the rates to the contractors or their representatives who may
be present. A statement to the effect that the tenders .were opened in their presence and that
the rates as well as any conditions put forth by the tenders were read out to them should be
recorded on the list mentioned above in rule 16.

ZoMk el nonnRstowalinlschciuic RN fitcing:atcltcnderlisiouidRbC I checked Jlcaserully
by the person entrusted with the work of preparing the comparative statement. He should

put his dated signature in token of his having donme so. The corrections made by him, if
any, should be got checked by some other person who should also be made to certify of
having done so under his dated signature. Thereafter the work _of preparation of. the
comparative statement should be taken in hand and completed within a period of 3 days
including the day of opening of tenders. The comparative statement should then be exhibited
publicly to the tenderers or their authorised representatives after the Deputy University
Engineer/Superintendent conducts a test check personally. Sufficient number of copies of the
comparative statement should be prepared and the officer while forwarding the tenders to the
higher authority should retain with him a certified copy of the comparalive siatement. &
spare copy of the comparative statement should'also = be forwarded for record in the office
of the officer accepting the tender.

26. In the comparative statement of psrcentage rate tenders the percentage quoted by
the contractors should be written by the officer opening the tenders himself.

27. The person referred n rule 14 will be .responsible for the safe custody of tenders
till the comparative statement is prepared.



84

28. The tenders, if beyond the powers of acceptance of the oficer iaviting them, = should
be forwarded to the higher officer with necessary recommiendations under ‘confidential enveélope
for further disposal. All the documents referred to in rule 18 above should also’ bs submitted
along with the tenders duly commented upon from financial and other aspects. )

29. The rates quoted by the contractor should be scrutirised thoroughly and a definite
opinion as tothe workability of the rates quoted should be expressed while accepting tenders
or forwarding them to the higher authorities. ' : : : v

. 30. The officer accepting the tender should satisfy himself that all the above requirements
are attended to. He should also seé that there is no departure from rules governing accep-
tance of tender.

31. The tendér will thereafter be signed by the officer authorised to do S0 with -date.

on page 2 in token of acceptance. ) : .

32. The dates of payment of security deposit and order to start work should be indicated
on page 2. - : . :

33. A certified copy should be forwarded to the respective officers within a month  from
the date of acceéptance of tender. .

34. The approved original tender documents or master. copy should remain in the = per- ~

sonal charge of the Deputy University. Engineer/Superintendent who will be responsible for
its safe custody. It should be inaccessible for day to day use, so, that no othér - official wotld
have an opportunity of tempering with the entries, or making unauthorised and unattested
corrections/éhtries ete. They should be referred to in the presence of the Deputy Univérsity
Engineér/Superintendent only when absolutely necesséry and when expressly so authorised by
the University Engineer. One set of the certified true copies duly attested both by the Univer-
sity Eagineer and the Superinténdent should also be available with the Deputy University
Engineer/Superintendent for day to day reference.

——
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APPENDIX-IV
(Rule 11.18) .
INSTRUCTIONS TO BE FOLLOWED IN HOLDING AUCTION SALES
(A) Béfore holding the auction : ) o

- If the auction is; of fruits- or such ether seasonal produce, the date of auction “should be so
elected ‘that the bidders are in a position to judge the yield they may éxpect to get. '

The hour of holding the auction should be such as to permit, as far -as possible, villagers
coming from other villages to -attend conveniently, i. 'e. train .or bus timings should be taken
into consideration to the extent it is practicable. Having fixed a suitable date and hour, it is
néCessary to give auction notice sufficiently in ‘advance. It should be énsuted that fullest publi- -

_ city is given to the auction notice. It is necessary to send such notices to':
1. Each village in the neighbourhood of the place where the item to-be auctioned is situated.
2. Those villages from where the bidders come in the previous years.

3. Any -inportant place, such as the taluka or district place, sub-divisional or sectional
headquarters, etc.- for putting up on notice boards. :

The notices should be sentto the village officers concerned with instructions to announce the
auction by the beat of drum and also to 'display the notice in the village chavdi. When possible,
acknowledgement of the village officers should be obtained.

(B) During the Course of -auction :

The conditions of thé auction should be read out 'and the signuatures or thumb impression
of the intending bidders taken therecon.  No. one should be allowed to bid without his having
read (or heard) and sigied (or having given his thumb impiéssion ) the conditions. The condi-
tions should be written in plain and unambiguous language and the bidder should be asked to
get their doubls, if any, clarified before the bidding bégins, the officer holding auction should
render (in the case of an auction being held in a village) that he has to deals with villagers
and hence the mode of conducting the auction has to suit their habits and their ways of thin-
king. The villagers take a fairly long time to raise their bids; they imay consult cach other, etc.
Hénce ample time should be allowed to them to raise bids and no aitempt should be made to
rush through the auction, as is done in the case of auctions held in towns. Otherwise low bids
will result. : i

(C) After the auction is held :

“The officer -authorised to sanction the auction may reject the highest bid if he comsiders it
low, and if he expects higher bids, he may hold another one. However, if the 1(} is reason-
able, and- if the auction has been held ' after sufficient publicity and is ptherwisq valid, he will
ot be ordinarily justified in not sanctioning it, simply because another person applies in writing
or verbally that he is prépared to offer a higher bid, probably on the plea that he could not
attend the auction. Sanctity of auction has to be preserved. :

Such offers are occasionally made by competiters of the higheést bidder to harass him or to
put him to loss by delaying the . sanction. Sometimes, they are pseudnymnious or bogus. In
any ‘case, great ‘cirCuinspéction inust be exeicised before auction upon them and setting aside a
duly held auction which has reilised a Teasorablé amount. o

Befors acting on suth offers, thétefore, the officer coficérnéd Should satisfy himself that the
offer is  bona fide, that the applicant ufficient ~réasons fgr not attending the auction (the
feakons BRing not pErsGnal, Lt ‘Copnected with ‘the procedure ‘of publicity to the auction, etc,
that - the offer is backdd, Wwhere ‘neceSsary, by ‘4 deposit (which offer is to bé considered as the
startiag Bid for the frésh auction) and finally, that another auction would be unobiectionable from
seasonal and other view-poiiits {é.. mango, t#drind and other fruits have to be auctioned in
time.) ‘ -

Lastly, there should bé no -andue lapse of tithe between the date of holding the auction-and
the «date -of its ‘sanétion by the cosipetent authority.

o
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APPENDIX—V
[ See Ruie 26.6(2)]
GEN ERAL FINANCIAL PRINCIPLES
Section. A ’ - -

1. The following should be the -general principles governing all expenditure incurred from
the University Fund :—

(1) That there should be provision of -funds authorlsed by competen. authority

fixing the limits within which expenditure can be incurred;

(2) That the expenditure incutred should confirm to the relevent provxslons of the
Constitution, the Act and the rules made thereunder and .should also be in  accordance
with the financial rules and regulations framed by competent authority ;  and i -

(3) That - there should exist = sanction, either special or general, accorded by com-
petent authority, authorising the particular item of expenditure. o

2. In checking the expendlture against the provision of funds, it has to be seen primarily
that the money expended has been applied to the purpose or purposes for which the  grants
sanctioned in the budget estimates were intended to provide and that the amount of expen-
diture against each such grant does not, exceed the amount included in ‘the budget estimated.
The distribution of the grant in the budget estimates between the varlous sub-heads and the
items may be taken as indicative of the purpose for which the grant is made. A grant is
intended to cover all charges including past liabilities and is operative till' the 3Ist March
after which any unspent balance lapses. Each Head of Office is primarily responsible to ensurec
that the expenditure is kept within the grant or grants sanctioned -for his office.

3. In checking sanctions to expenditure, it has to be seen not only that the expendlture
is covered by the sanctions, but also that the authority sanctioning the expenditure is competent
to do so, in virtue of the powers vested in it by or under the Act and that the - sanction is
definite.

" 4. It is imperative that the utmost care and attention is devoted to the work connected‘
with ‘the audit of sanctions to expenditure, as once a sanction has been accepted m audit
expenditure “may have to be passed against it for a length of time. - F

5. In the audit of sanction to expenditure, the guiding pr111c1ples enunciated below should"
be observed :— )
(i) If the sanctioning authority is. vested with full powers in respect of a certain
class of expendlture a' sanction accorded under those powers can- be. challenged only on
grounds of propriety ;

(iiy If it is vested with powers which may- be exercised prowded due regard is paid
to certain criteria which are expressed in a general form sanctlons accorded under those
powers can be challenged :—

(1) If the disregard of crlterla is consldered to be 5o serious as to make  the
sanction perverse,” or Ba (i :

i (2) If the facts’ of the case.” are 'such as -to make the Comptroller conﬁd'e'nt
that one or more of the cmerla have ‘been dlsregarded

/l“) SIF it is vested W’l‘-’-h powers ny]-u(-k are pvprpacﬁd in p"eczse terms’ thu C\uupuuucr

is bound to ascértain that the order deﬁmng 1ts _powers’ is obeyed exactly - i very ‘instance.

(iv) For ‘the. pulpose of financial . sanction’a group. "of works which forns ¢ one pro;ect
shall be -considered as one work, and the: ‘necessity. .for. obtammg the .sanction”of a- higher
authority to. a project is: not avolded by reason of.the.fact that the -cost_ of : each parti-,
-cular . work .in the project. docs ‘not . requlred such sanctron.__‘

6. All sanctions to expenditure should be noted and properly attested in a prescnbed
‘audit- register-or: other. record. against. ‘which. the audit-of" .the expendituie . will .be - :conducted ;
and if it is known that the charge will entail-a recovery from -a: third :party,.or such ;a:Tecos
very has been ordered by the sancuomng autnoury, a note of the recovery due should also
be made and properly attested in a suitable -register so that it may be watched.

7. Check against regularity consist in verifying that the expenditure conforms to the at
and the rules and orders made thereunder and also in accordance with the orders issued by
any" competent authority under these Rules. It should, therefore, be ensured that all financial
tules and orders affecting expenditure or other transactions issued by the executive authorities
are inter vires and are in accordance with ‘correct principles.
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8. In the scrutiny of these rulesy and orders it should be seen :—

g (1) That they are not inconsistent with any provisions of the Constitution or of
any  laws made thereunder ;

(2) thatthey are consistent with the essential requirements. of audit and account ;

4 (3) that they do not confict with orders of or rules made by any higher authority ;
an

(4) that, in case they have not been separately approved by competent authority
the issuing authority .possesses the necessary rule-making power.

9. All orders of delegation of financial authority should be scrutinised carefully as once
they have been accepted, "audit of- sanctions as well "as of expenditure or other transactions
may be conducted. against them for any indefinite length of time.  They should accordingly
receive the personal attention of the Comptroller and should be formally accepted by him
before they are admitted. . . :

10. Cases may arise in which though no objection can be taken to the terms of and
order of delegation, or other financial rule, yet the Comptroller feels that the order is likely
to impair seriously the efficiency of financial control. For instance, the principle of authorising
disbursing officers themselves to sanction special charges may be carried too far or extended
to cases in which some sort of control by higher authority seems specifically advisable. If
such cases are important, the Comptroller should make a suitable representation to the Vice-

reseniallion 1o the Vice-

Chancellor thus giving him the opportunity of reviewing the orders.

J11. It is an essential function of Audit to bring to light not only cases of clear irregula-
rity but also every matter which in its judgment appears to involve improper expenditure or
"waste of public money or stores, even though the accounts .themselves may be in order and
no obvious irregularity has occurred. It is thus not sufficient to see that sundry rules or
orders of competent authority have been observed. It is of equal importance to see that
the broad principles of orthodox finance are borne in. mind not only by disbursing officers
but also by sanctioning authorities.

12. No precise rules can be laid down for regulating the course of audit against pro-
priety. Its object is to support a. reasonably high standard of public financial morality, of
sound financial administration and devotion to the financial interest of the University. The
Comptroller .in the performance of his duties should in any case apply the following general
principles which have for long been recognised as standards of financial propriety :—

(1) The expenditure should not be prime facie more than the occasion demands.
Every University officer is expected to exercise the same- vigilance in respect of expenditure
incurred from the University Fund as a person of ordinary prudence would exercise in
respect of expenditure of his own money.

(2) - No authority should exercise its powers of sanctioning expenditure to - pass an
order which will be directly or indirectly to its own advantage.

' (3) The University Fund 'should not be utilised for the benefit of a particular ‘pe.rson
or section of the community unless :— S

(i) the amount of expenditure involved is insignificant ; or
(ii )  a claim for the amount could be enforced in a court of law; or -
(iii) the expenditure is in pursuance of a recognised policy or custom.
(4) The amount of allowances, such as travelling allowances, granted to meet expen-

diture of a particular type, should be so regulated that the allowances are not -on the
whole sources of  profit to the .recipients. - : .

.- 13. The proper discharge of duties by the Comiptroller in: this field is a very delicated
matter and requires much discretion and tact. A challenge against expenditure should not
be .expressed as based on “Canons of financial propriety’ but as transgressing and unjversally
accepted standard of official conduct or financial- administration. E ] .

:.14. The general instructions set out in the preceding paragraphs can ‘be experssed in  a
“detai i 2 :

1 A g ! audit of exnenditure are to ensurs -
more detailed form as below. The objects of audit of expenditure are to ensure i—

(a) that there is provision-of funds for the expenditure duly authorised by Competent
authority ; . . ) S . »

(b) that the expenditufe is in_ accordance with a sanction properly accorded .. and
is incurred by an officer competent to incur it ; . d

{'c) 'that th& claims"are made .in accordance with. rules. and’ in. préper..form ;
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(d) that all prescribed preliminaries to, expendifure are observed,. such, as  proper
ostimates framed and approved by competent authority for works expenditure, a health
certificate obtained where nécessary before disbursement of pay to. University. employee efc. ;

¢) that the expenditure sanctioned for a limited period is not admitted beyond
that period without further sanction ; :

(f) that the rules regulating the method of payment have been duly observed by
the disbursing officer ; z \

(g) that payment has, as afact, been made, and has been made to.the proper person
and that it has been so acknowledged and recorded-that a second ' claim againstthe Univer-
sity on the same account is impossible ;- N ;

(L) that the charge is correctly classified, and that if a. charge is debitable to. the
personal account of a contractor, employee or other individual or is recoverable. from
him under any rule or order, it is recorded as such in a prescribed account.

(i) that the rates paid for work done or supplies made are in accordance’ with any
scale or schedule prescribed by competent authority ; and

(i) that the payments have been corectly brought to. account in the original accoupts.

15. Recurring charges which are payable on the fulfilment of - certain conditions or until
the occurrencé™of certain events should be admitted in audit on receipt of the Cm‘?ﬁtf
i 3 B Lo b 4L~k manpanary . anmwdifiane hava aan  diily a

from the drawing officer to the effect that the necessary conditions have been duly fulfilled
or the event has not yet occurred, as the case may be. :

16. The audit of rates paid for working done and supplies made should receive special
attention ; but as objections can be raised only on grounds of financial propriety, this audit
will usally present considerable difficulty. It demands exercise of great intelligence and care
Individual abnormalities in rates should of course be watched, but the institution from time
to time of a comparative examination, through out the vouchers and accounts - received for
audit, of the rates paid by various officers in the same or neighbouring localities, may indicate
cases in which the rates of being abnormal, further enquiry may =~ be desirable. The assistance
of the concerned Government Department may be invoked in .obtaining  rcliable, schedules
of rates and other necessary information. In the casg of Works Department useful Work
in the direction of making a comparative examination of rate can be donealso  at inspections.

17. It is of considerable improtance that the audit checks prescribed should be.observed .

in spirit ‘and not in the letter as opposed to the spirit.
SECTION B
Detailed Instructions
Sub-Section (1) : Introduction

18. Under Rule26.8 (1) of Chapter 26 of this code, the Comptroller has been entrusted

with. the function of primary audit, i. e. charged with the responsibility of applying certain preli-
minary checks to the initial accounts, vouchers, etc., relating to the University. Under Rule
26.8 (3) be is required to. inspect periodically the accounts records of various Research Stations,
Colleges and other Institutes under the University and fo check a percentage of the initial
accounts. ‘ '

19. The duties stated above define the scope of the internal audit to be conducted by him
which is as given below :— : ;

(1), To check the accounts and; vouchers and applying initial, audit checks in, respect
of University transactions.. N . )

(2) To check all tender documents for supplies, works etc,, that is.to check before
finalisation all documents in respect of supplies, services, contracts etc., where these are to
be received from an outside agency, before the services are rendered or the supplies are
made or the execution of work is started, - . v ’

(3) To check accounts and, financial transactions of varioys Research Stations, Colleges
and other Institutions by periodically inspecting the these Offices. ’ )

. (4) The duties entrusted to the Coinp;rqiipx involve the check of the injtial records,
registers and other documents maintained by the various officers in the University.
) Sub-section (2) : Check of Bills General
20. The following instructions should be followed in. the detailed check of bills presented

for payment : -
(a) See that the bills are in the prescribed form . (when such form is prescribed) and
they are duly receipted by the payee and in original; that brief abstract is given in English
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signed by the drawing officer on all vouchers prepared in English are transliterated; and
that sub-vouchers contain notes of dates of payment. )

(b) See that they are numbered serially. ' . ‘
(c¢) See that the details work up to the totals and that the totals are in words as
well as in figures. ) _ v. )
. (d) See that they bear a “¢ Passed for payment” endorsement signed by the Drawing and
Disbursing Officer Head of Reseatch. Stations, Colleges, other Institutions or by an officer
authorised by him. ' ’

() See that they are stamped ¢ paid . _
(f) See that there are no erasures, and that auy alterations in the totals are attested
by the Officer concerned as many times they are made.

(g) See that unless otherwise provided in the rules of Government, stamps are affixed
to all vouchers for sums in excess of Rs. 20 and that they are punched. )

(h) See that no payment is made on.a bill or order signed by a subordinate instead
of Head of the Office himself or an ofhicer authorised by him or on a bill or order signed
with a stamp and that copies of sanctions are certified by the sanctioning officer or by an
authorised ofticer/Drawing and Disbursing officer, : )

Note.—In the case of charges for which special sanction is nccessary no separate sanmction
need be insisted on if the bill.on which the money is drawn is signed or countersigned by

the anthority commnetent ta sanction the ewnenditure: hut charcag of tha Irin in gnacfinn
ine aulplilty compeient G Saplildtnn taf CxpenChiureé; ouL Chargeés oi ine Kind in gqulsion

" may mot be included in the same bill with other nom-special items. This does not apply
to the case of temporary establishments, the sanction for which should always be called
for and noted in the Audit Register and the check conducted against such sanction.

(i) In all cases in which it is prescribed that agreement should be effected between
two different documents, the fact of the agreement should be noted on both the documents
and the note initialled by the assistant who makes the agreement. . :

(3) See that if a bill is paid by transfer, it is stamped as having been so paid; that
the head to which the amount is credited is noted ou it; and that the credit is traced in
the appropriate register when possible. :

(k) See that Fund and Income Tax deductions have been correctly made.

(1) See that no bills for any pay or allowance not claimed within one year of its
becoming due have been paid without the sanction of the Competent authority.

(m) See that stores are purchased by following the proper procedure.

Note.—Cash memoranda issued by tradesmen for sales against cash payment should not
be regarded as sub-vouchers unless they contain an acknowiedgement of the receipt of money
from the purchaser as named therein for the price of the articles sold.
21. After check, every bill should be enfaced in red ink with the word < checked” over

the initial of the Assistant ; and if the calculations have also been tested arithmetically, the clerk
who has checked them should certify the fact by writing the word *computed > over his initials.

He shall then make the following endorsement on the bill :-—

Pay Rs. (in figures ) Rupees (in words ) cvereeernan enerereaitennrane
' . : Pay and Accounts Officer

22. If any objection is taken to a bill or to any item thereof, a' note of the objection
shouid be recorded thercon in red ink in sufficient fullness to make it readily understood.

Sub-section (3) : Detailed Procedure
Audit of Establishment

23. In dealing with pay bills of establishments on timescales of pay, the following instru-
ctions should be followed :—
(1) On the introduction of a time-scale of pay for an establishment, it is of vital importance

i cmr 22 ien dha anlanlaticng ~F tha initial rota AF nav and the data af nevi incrament fived for
LD SCIULINSE vi© Caivuiauilis Ul wav liudal iasw Ui “ all v Gail Ui LUAS dLGUGWTNChr uatla 204

each University servant borne on that establishment. On it depends the correctmess of the pay
to be drawn year after year until the University servant is stopped at an efficiency bar or reaches
the maximum of the time-scale. In such cases the Head of the Office should be required .to
submit to the Pre audit unit a detailed statement showing the calculation of initial pay of each
member of the establishment. Where the initial rates of pay are dependent to any extent on
service, they can be checked only with the service books which are with the Head of Office.

S (Y) 660—12
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This_work can therefore, be best done at local inspections, but when such inspections are not
possible within a reasonable time after the date of the introduction of the time scale, the service
books shouid be called by the Pre audit unit for the purpose of the necessary check. In any
case, the whole or a large percentage of the initial rates and the dates of next increments must
be checked. ' ‘

(2) Where officiating arrangements in leave vacancies are permissible it will be necessary
to record, in an Audit Register separately, the number (i) drawing substantive pay (ii) on
leave and (iii) drawing officiating pay. These can be recorded under one another with the
letters S. L. O. respectively, against them thus :—

110 S 6.25
VR. L 2.29
5 8] 1.21

The audit check will consist in seeing that S+ L and S+O are each within . the sanction
scale. ’

The sums held over or refunded need not be noted in the Audit Register. The record to
audit of a supplementary claims should be made in the original monthly bill from which the
claim was either omitted or in which it was shown as held over. ' }

(3) In the check of a bill it will first of all be necessary to check all the items in the

1 " i iagihilite a lanya alace on afficiating mae o a maan Tawvalvad
bill and at this stage the admissibility of the leave salary and officiating pay of the men involved

will come under check. The Assistant will next check all items in the bill corresponding to the
names entered in the increment certificate and made the necessary entries in the fly-leaf. That
the remaining items in the bill against which there is something in the ¢ Remarks” column
should 'be checked and any changes affecting the fly-leaf incorporated therein. None of the
remaining items in the bill need be checked. .

(4) On receipt of an Establishment bill its calculations should = be checked arithma-
tically. But, it will not be necessary to check the leave granted by earlier recordsor the details
of the bill by earlier bills, though, if any, such leave appears prima facie be contrary to
rules, it should be examined. -

(5) Orders issued by competent authorities regarding the emoluments of any member
of the establishment (e. g., order regarding. personal pay or with holding or postponing
an increment) should be noted on’ the fly-leaf of the Audit Register.

(6) If the amount of a bill is objected to, it must still be entered in the Audit
Register, and the cause of objection clearly stated on the bill. It is a matter - of importance
to remark that Establishment Audit Registers run from March to february and  that pay
is recorded under the month for which it is due, not that in which it is ' disbursed. To
take an instance a clerk being absent on six week’s leave from 25th March, his pay for
March is not drawn in the bill for that month; but when it is claimed in' May, it will
be passed in the Audit Register under the past year, or to take further instance, from
the pay bill for April (paid in May) is deducted the pay for March of a man. who  hap-
pened to be absent when it was drawn, and, taking leave, did not return in April to recive
it ; the refund will be noted in the earlier part of the Register under March and in the
same place will be passed the bill on which the pay is afterwards drawn.

. 24. Increment certificates attached to establishwent bills, or submitted, separately for
audit, should be examined so that it may bs verifizd that the increments claimed are acccrd-
ing to rule and supported by facts stated and have actpally accrued. The reasons why the
increment i5 considered to be due as stated in the increment certificate should be examined
with reference to the fly-leaf of the Audit Register (when names are shown = there).. At least
one fourth of the eatries in an explanatory memorandum, stating the reasons why increment
is due, takea atraxd>mn muast bs ciaxcked with past bills; when periods of past officiating
service are not susceptible for verification from the records in the Finance Department, such
service may be verifisd from the service books. In the case of certificates submitted for audit,

if ths incrz ments are found to be ad nissible under the rules, the certificates should be returned

duly passed and the fact noted in the Audit Register.
Arrears and Advance Bills

25. Arrear bills should be passed in the same manner against the section concerned
after reference to the note of am>uats due but not drawn, the necessary addition being  made
to the total. 'I. cases where -the sapplementary claims (othér than those which were shown
as ‘withheld in the originals) are drawa aad these bills are entered in the A.dit Register or
noted on the fly-leaf, noting ia originals is not necessary.

Notre-1—Notings in originals are not necessary in cases where no names are required to
be. -given in pay bills. . .
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. Note-2—When the increment claimed operates to carry a University servant over an effi-
ciency bar, it should be supported by a declaration from the authority empowered to withhold
the increment that it has satisfied itself that the University servant in ~question is fit to cross
the efficiency bar. i

Note-3—To facilitate the check of leave salary of superior non-gazetted servants the establi-
shment pay bills will be supported by a statement duly attested by drawing officers showing the
calculation by which the amounts drawn in the bills on account of leave salary have been reduc-
ed. An arithmetical check of these statements in the Finance Section is ordinarily sufficient
reference to previous pay bills or other connected documents being made in doubtful cases only.
The aundit of the leave salary drawn for subsequent months in the same spell of leave shouid
be conducted with reference to the statement received with the first bill.

As, under this scheme, the accrual of increments will be checked against a fly-leaf, a local

éai, a 1o

check of increment after the check of initial pay which is most important, will not” be necessary.

Temporary Establishment

26. When sanction is received for temporary establishment the requisite entries should be
made in the first three columns of the Audit Register, the period for which the sanction holds
good being distinctly specified in the second column below, the details of the posts sanctioned,
and pencil lines should be drawn across the pages of the months previous and subsequent to
such period so as to prevent admission by oversight of pay for a period in excess of sanction.

Temporary establishments should be entered in the Audit Register after all the permanent
establishments and not mixed up with them ; or separate Audit Registers should be maintained
for temporary establishment where this course is considered to be suitable by the Comptroller.

Audit of Bills

27. In auditing a bill, the pay shown should be checked with reference to pay bill in these
cases where the amount of the allowance should be passed according to the rate admissible
and the railway fare by the time-table. in almost all cases, countersignature is necessary.

28. Countersignature does not dispense with the necessity for formal audit with reference
to . rates and general conditions. Ordinarily, the countersignature by the proper authority or the
signature of the drawing officer when a bill does not require countersignature, should be accepted
as final evidence that the facts of the journey on which the claim is based are correct and
that the controlling of the drawing officer, as the case may be, has exercised the scrutiny entrust-
ed to him under the rules. Occasionally, a test check should be exercised to see that these offi-
cers scrutinise the bills properly.

29. All arithmetical calculations in the bills should be checked. After the bills have been
checked and entered in the Audit Register they should be submitted with the Audit Register to
the Pay and Accounts Officer. .

Audit of Contingent Expenditure

30. These instructions in this section govern the audit not only of contingent charges proper
but also of other expenditure which is to be treated in the same way as contingencies. The
term “Contingent charges” or “Contingencies™ is used in this section to cover all such charges.

Audit of Contract Contingencies

31. So far as contract contingencies are concerned, the contracts may be made either direct
with the disbursing officers, or the coutract grants may be placed at the disposal of controlling
officers who may distribute them annually among their Subordinates, reserving a s:_nall portion
for subsequent allotments in case of need. In either case, no_ details of the expenditure beyond
such totals of the various contract items as may be required for purposes of_ classification, need
be furnished in the bills and disbursing officers are held personally responsible for any expen-
diture in excess of the contract grant until the excess is sanctioned by the competent authority.

Audit of Scale regulated Contmgencies

. 32. Contingencies regulated by scale will include such charges as cost of liveries, umbrellas
raincoat, gumboots and the like  The authority prescribing the scale will lay down the con-
dition precedent to its applications in each case, making it clear whether special sanction or
superior authority is necessary, whether ‘bills must be countersigned before or after payment, and
payment, and what certificates should support the bills. In accordance with the conditions so
iaid down, charges regulated by scale may become special, contract countersigned or fully
vouched contingencies and should be audited.under the rules. applicable to the particular class
within which they fall. In addition, the Comptroller should satisfy himself that charges incurred
‘are in accordance with the scale which governs them.

S (Y) 660—12-a ‘
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Audit of Special Contingencies

33. (a) In respect of Special Contingencies, the principal duty of the Comptroller is to
watch the sxpzaditurz against the nscsssary sanction of superior authority. For this purpose
Register should be opened in which every order sanctioning special expenditure including sanction
conveyed by countersignature of bills should be euntered as soon as it is received and, aseach
charge comes up for audit, a note of the bill in which it is included and of the fact that it
has been audited should be made in the final columns. Where expenditure against a lump sum
sanction isincurred in instalments, the progressive outlay must be watched against the sanctioned
total. ' '

To facilitate the watch of expenditure and liabiiities against allotmenis where such check
is necessary, a note of the special charges should be made also in .the relevant contingent Audit
Rezister. When an order of sanetsn contains no indication of the amount or limit of the
expenditure sanctioned, inquiry should be made from the authority which issued it and charges
should not be passed in audit until complete sanction is received.

(b) In preparing the Register of Special Charges, the following instructions should be} followed.

(1) Separate pages should be set apart for different classes of expenditure and if the entries
are likely to be numerous for different officers incurring expenditure.

" (2) When opening a new Register, orders-which are still in force should be carried forward
into it from the old Register. ’

(3) The sanction entered in the Register of Special Charges will not be confined to sanction
of contingent charges proper. Special sanction of refunds, advances, travelling allowances and the
like also will be recorded in this Register and the charges audited according to the method
prescribed in this paragraph. i

(4) All entries made in the Register of Special Charges should be attested by the superintendent
Pay and Accounts Officer. L '

36. Audit of Counter Signed Contingencies.—{a) As countersignature is required before
payment, payment will be made on a detailed bill. The first entry should be made in the
Contingent Audit Register when the detailed bill is received. The audit should then be conducted
and the entries in the register completed as prescribed. i

(b) On receipt of the detailed bill it should be carefully checked with a view to see —
(1) That the bill is duly countersigned.

(2) That the charges included in it are correct and proper; adjusiments should be made if
pecessary on account of misclassifications;

(3) That details of charges are given where necessary; and

(4) That the special procedure prescribed elsewhere in this section to any Special or Scale-
regli!a‘tied Contingencies and any Periodical charges which may be included in the bill is also
applied. :

on detailed bills. No audit registers need be maintained for the record of these bills the
actual audit should bu conducted ‘as in the case of bills counter signed before payment.

37. . Audit of Fully-vouched Contingencies.—Payment of fully-vouched contingencies will be made

. 38. It is the Comptroller’s duty to challenge extravagant rates, prices or amounts in charges
not otherwise objectionable in character and to refer for orders any item of expenditure which
is positively objectionable on even of doubtful propriety. A charge should not, however, bé held
to require special sanction merely because ‘it is unusual in the sense that it does. not occur
at frequent intervals, A check in an office may be a necessary article of furniture, though the
need of replacing it may not arise for years. When the need does arise, the expenditure mav
be rcadg%y passed on the competent authority’s’ sanction, if the price be on the fact of it
reasonable. . '

39. (a) Sanctions to recurring contingent charges are noted in the Register - of Periodical
charges each payment as it is audited being posted with the necessary references in appropriate
monthly columns. Ordinarily the Register should be used only in cases in which sanctions other
than those of the disbursing or countersigning authorities. afe involved.
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(b) Unless there are separate allotments for such charges, they should be posted in the
Contingent Audit Register also. The audit to be applied will be the prescribed for the particular
class of contingent bill in which the charges appear:.

Note. 1. —When the pay of Class IV servants is treated as contingent expcndlture it need not
‘be entered in the Register of Periodical charges.

Note 2. —Periodical chargeés such as water rates, conservancy tazes, etc., do not require the
sanction of a higher authority when they are assessed by competent authority and the assessment
is certified by the University Engineer. Such charges should not, therefore, be entered in the
Register.

40. Charges for Wages of Mazdoors. ——Conlmgeut charges on account of wages of mazdoors
ensaced on manual labour and nmd at daily or monthly rates should be passed in andit on

’;h: ugv;;ho‘;xty of a certificate sxgued by the dlgf)u;ngn“gmoﬁicer to the effect that the mazdoors
were actually entertained and paid.
41. A call should be made for some of the paid muster rolls in each quarter and they

should be checked for verification that they were properly maintaineds
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APPENDIX VI

(Para 25.15)

Ghuide-lines for preparing Trading, Profit and Loss Accounts :

(1) The Trading, Profit and Loss Accounts of certain selected centres of the Agricultural
University as mentioned in para 25-15 shall be prepared on the commercial lines in each financial
year ( April to March) by the Head of Office/Implementing Officer in the forms prescribed under
this Appendix from the existing record by 30th June each year and shall be submitted to the
Comptroller. The Comptroller shall check the statement of  Trading, Profit and Loss accounts
and shall place before the Executive Council by 30th September -each year along with result.

(2) Guide-lines to the head of office [ Implementing Officer : .

(i) The information in the forms prescribed under this Appendix shall be prepared
from the existing record maintained by the Head of Office/Implementing Officers concerned.” The
cultivation sheet shall be maintained by them in Form Nos. KV-91, KV-179, KV-180,
KV-181 and KV-182 as the case may be.

(ii) After completion of initial information in the forms prescribed under this Appandix
the Trading, Profit and Loss Accounts shall be prepared in Form No. KV-187 by the Head
of Office/Tmplementing Officer.

mpik

Debit Side ( Expenditure )

(iii) While incorporating the information in the Trading, Profit and Loss Accounts on
the debit side (expenditure) the items. shown in the cultivation cost sheet shall be
shown and . the expenditure incurred during the financial year whether it is paid or not shall
be included. ‘ ‘

(iv) The expenditure’ concerned to the centre only shall be shown.

"(v) The closing stock of previous year ending on 31st March shall be shown as opening
stock as on 1st April.

( gvé_) 10‘;/0 sgperi/;islion ():hargeé shall be calculated on the total expenditure on items
excluding Opening Balance ). :

(vii) Interest on working capital shall be calculated on 13% of expenditure on 1/2 of
the life period of crops as shown in items 1 to 7 of the cultivation sheet ( Form No. KV-
91) in respect of Agricultural crops.

(viii} Interest on working capital shall be calculated on 13% of expenditure on 12 of
each harvesting period of crops in respect of Horticulture crops as shown in cultivation
sheet in Form No. KV-180. .

. (ix) Free supply of any material/service charges shall be calculated at the rate of market
price/cost price whichever is less (such as rent of University own building/free water supply
taxesflabour service to other department, free supply of plants, using of machinery ).

. (x) Imputed land rent shall be calculated of at the rate of Rs. 750 per hectare in perennis
Irrigation land and in case of dry land Rs. 250 per hectare per annum.

(x1) Excess income over expenditure shall be shown as profit.
(xii) Total of Debit side shall be struck.

Credit Side (Income )

. (xiii) The closing stock on 31st March shall be valued at cost price or market price
whichever is less in respect of produce and book value in respect of materials and supplies.

(xiv) Value of produce in respect of Agriculture/Horticulture crop shall be shown as
per information calculated in Form No. KV-183 and KV-184 irrespective of whether the

amount is actually received or not. In respect of other miscellaneous receipt, actnal receint
shall be shown for the givea period. . P P

(xv) In respect of Dairy and Poultry centre the value of producefsale of produce shall
be shown as per information calculated in Form No. KV-185 and KV-186 respectively
irtespective of whether the amount is actually received or not. In respect of other miscel-
lancous receipt actual receipt shall be shown for the given period.
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(xvi) Frec:‘ supply to other department or in the department for which cost has mnot
been -included in the cost sheet shall be valued at cost price or market price whichever is
less and included duly specified.

(zvii) . Excess expenditure over income shall be shown as loss.

(xviii) The list of closing stock with department indicating value shall be attached to
the account. i

(3) The Head of OfficefImplementing Officer shall state the reasons for losses in respect
of the scheme in cases of losses separately in detail and propose remedies to. minimise
the losses. Incase of profit the Head of Office/Implementing Officer shall propose the ways
of means to increase the profit. : :
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KRISHI VIDYAPEETH

Form KV-1-A
[Rute 3.7 (3)1]
ORIGINAL Challan No.
DUPLICATE
TRIPLICATE
To

Tha
HIT s

(Name of the Bank ) Bleeirvererrennsnrarnsseses B errreseernraanate
General and Schematic Revenue Receipt. . '

Please receive Rs

T
by CashjCheque, Demand Draft as per particulars given below and credit it to the current account
of Krishi Vidyapeeth at your brauch and acknowledge receipt. .

i e

Amount
Rs. Ps.

Particulars

L By Cash s
2. By ChequeIDemand Draft etc

ChequefDemand Draft Noweerowreeess

Bank Date

The classification of the amount received is given on the reverse.

Creditor/Remittee. , . Head of Office
Collecting Officer.

Ackunowledgement by Bank

Ledger Folio No.

1. Educational Receipts © A%mmt
' s.

1. Tuition Fee

2. ‘Medical Fee

3. Earolment Fee

4. Pxamination Fee
5. Eligibility Fee

6. Migration Fee

7. Hostel Room Rent
8. Light charges

9. Sale of Prospectus
10. Registration Fee

11. Fine and Dues

s (Y) 660—13-a
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IL

IIL

1v.

VL

VIL

vl

IX.

X,

Fal’m Receipts : !&”-‘ﬂ}nl“. }:1\“‘.'#. ‘-\ I i 4L
1. Horticulture Receipts

2. Sale of grains

3. Sale of Cotton/Lint

4. Sale of Fodder

5. Other Farm Receipts

Veterinary Receipts @

1. Sale of Birds and Bggs

2. Other Veterinary Receipts

Fisheries Receipts :

1. Sale of Fish and Other Receipts

Cattle Farm Receipts : ’

1. Sale of Milk and Milk Products

2. Other Dairy Receipts

Seed Receipts :
1. Sale of Seed

General Receipts : ‘

1. Rent of Building and Service Charges
© 2. Sale of Publications

3. Recoveries of Over Payments

4. Rest House Fees

5.. Hire Charges

6. Private Trunk Calls Charges

7. Sale of Written of Articles

8. Leave Salary and Pension Contribution
9. Sale of Tender Forms

10. Other Miscellaneous Receipts

Capital Receipts :

1. Sale of Dead Stock/Machinery and Farm Equipmsants and Imple-

ments etc. ’

2. Sale of Immovable Properiies

3. Sale of Livestock '
4. Other Capital Receipts

Grant-in-aid

Head

1. C. A. R. Receipts

Total
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KRISHI VIDYAPEETH

Form Nc‘z KV-1-B

[ Rule 3.7 (3) ]

‘ORIGINAL I )
DUPLICATE Challan No.
TRIPLICATE

To

The Agent
(Name of the Bank )..e.occvveeeeoruereeniie v e v nnn S S TSSO PUREt

PLEaSE FECEIVE RSuuuuuniiiiiii ittt et tir e e et et et e e s st ebaee s s e e st bbb et e e e et tmaneseaaaabnnaeans
RSt ittt et ettt bt e et e e et eaaera e aaan e et enbaata st et ten e e b tnernarnataraeranrneaarnihnn
in. Cash/by heque, Demand Draft as per particulars given below and credit it to the current
account ofi.. . e Krishi Vidyapeeth, ....cooccovevimiicereennnnn. at your
‘branch and acknowledge receipt.

Particulars Amount
. Rs. : P.
1.
2. By Cheque/Demand Draft etc........o.ooieiiins
Cheque/Demand Draft No.......o.cvvveiiniiininnnns
Bank Date..ivrerireieeieireiannns
Total

The classification of the amount received is given on the reverse.

Creditor/Remittee. Head of Office.
g Collecting Officer.
Acknowledgement by Bank
Ledger Folio No.
Debt Head Receipt ©
s {58

<« A7 Recoveries of advance paid to the staff by the University :—
i. Tr. pay advance
2. Tr. T. A. advance
3. Festival Advance
4, House building advance
5. Motor cycle advance
6. Cycle advance
7. Motor—car advance
8. Other advances
9. Permanent adyance
10. Temporary advance
11. Miscellaneous public works advances
12. Stock under University works



162

“ B« Deposits received for works etc. ' Rs.

“o

.
Tk
g
oo

G(J!’

1.

RNAondwN

Earnest money or security deposits from supplier or contractors
Deposits for works

Security deposits from employees

College caution money

Hostel caution money

Mess deposit

Library deposit money

Scholarships received.

voR W

Government of India
University Scholarship
Director of Social Welfare
Zilla Parishad

Other Sources

Miscellaneous deposits

Inter preaudit office transfers

Bequests donations and endowments
Contingency fund

University employees provident fund
Investments

1.
2.

2
3.

Investment of bequests and donations
Investments of University employees provident fund

maatenan £ TTamicraraitss

T, et A " oo
ARVESiment O UnNiversity iuna

Remittance

Total



103

'd 'S4 ‘d k| d $q d 4 d g O O
Ll 91 1 4! €1 ] (41 1
p (sT0397) s1d1003 e (z ) ® m_ww.auwua $93)  "ON
§1d12031 SILIAYSL ©10 Areunisgp 199 ue spag Jo o 03 01 uonEsnpa p .
TB30L, H9PA ¥ MO PES SPAHLJOSTER 8101, [ooydg [BIMUOUBY I§
8100y SousIy 'y s1dieooy Areunogep ‘g - . pauop—s1d1eoay 1BUOTIEONPH T

Piuod—INAWALYLS

d SY d sy ‘d sy d s¥ ‘d sy d 'S4 d sy d sd
1t U 6 3 L 9 S 4 € 4 I
sydrooer $3d12001
uoEonps uoeonpo Juif
puUE §99] pue sog} (801%) s1d1eoal 19ppoJ 103300 ureIn sydraoox ‘oN dij§ £eg ‘ON,
a8oy10Dp Aszeatun  mop Wie] 197310 Jo opeg Jo oes Jo opeg 2IN3NONI0H L e 18
s1dieoay {euoneonpy ‘g ydreosy wiey 1 ‘ON UeiIRYD

0 IUOT o) d0g .
( 9STMO0IJO SUIMBIP/ISIMOTISYOS )
SIdIEOIY INNTFATY DNIMOHS INFWHIVLS
‘ ©L(e) L oN omy ]
V-T-A¥ 'ON wiog
HIZHdVACIA THSTEA



104

*1900Q Sursingsicl puv Juimea( Jo 2amgeudig

IO SIUN0ddYy pue Ked

“109.4100 punoy pur poyLeA

NS G d s d sy ‘& sy ‘d sd d e U d sy
72 1€ 0g e 8z o 9 s ¥ 1
010
(0£0182) sopredoad syuotadmba- . o sjuowred )
sydigoar J003S@Al S[qBAOTUTHT J&10uTyorUI (9291 22) s1dia0as 529 1PA0JO T 'ON
[LI0L, puBID Tende) 301 Jo 9[es Jo opes 30038 pee(d 12107, OSI JOYIQ  ISMORY 189y S91M9A009Y IS
sydreoer jende)y  °g pruor—s1d1z09y Jelouen -y
PHIO—INIWHLVIS
‘d RS ‘d Rk d U d R} d Rk d Ehs
€& (47 o I 0t 61 81 1
$9918Y0 901A10S (61 0181) sydiso01 paonpoad yprwr-  toN
uoneoqad 4o ojeg PpuE sSuIpjing Jo oy PI9g Jo g ,  18oL L1rep 10y10 pUE I JO S[Eg IS

sydiooey [RISUSD /.

syd1a0a1 pasg ¢

(Aneq ) sydieooy waeg o[me) ¢

PRoo—INHWHLIY.LS




105

d sy d 'sYq d sy d e 'd Sy d Y d sy d s 'd 4 d Y d $d
[44 |14 (/4 61 81 L1 91 SI 4! £l 4
. S10}0BI)UO0D
B saakordws pue srorddns
Kauow £ouow wozy syI0M wouy sysodep syI0M 90UBAPE
syisodap uonneo uopned  susodsq 103 Aunoas 10 - (T 03¢ 'j0D) AusioArun  syaomonqnd  soueApe aouBApR
SSOAL 101S0H 98910  AMumosg  sysode@  Aduow jsouieq 2101 35pUN Yo01§ SNOYuE|[osi  A110dWwol - JUSUBWISY
'0}0 SYI0M 10j paAreoal spsodog g Ppiuor—y
‘d S 'd 'S d 4 'd s d sy 'd sy 'd sy d sy
11 ol 6 8 L 9 , s 14 € (4 I
. ) 0UBAPE 20UBAPE J0uBApE JoueApE :
SOOURAPE  d0UBAPL 0UBApPE QouEApE o1ohko Suippng V'L Ked S RINGLER dng ur feg 531009y
SLtel [eansed 180 JOICA - 9[okD) 10J0I ISnoOH J9jsuel], J2Jsuel] - WOUM Woly  "ON UB[[RUD Jo oreq

SOWSYIS/SAIGM 10 pue soofojdwio 07 S30UBADY JO AIoACOSY 'Y

e TUOW Q) 10 s3dieosy prOH 31ge(l JO 19ysiSey/o[npayos

(esmiooO Summea(q )
SLdIg0ad AVHH 149d 40 INHWHLV.LS
[(€) £°€ oN eIn¥]
g-7-A3 "ON wioqd
HLEAdVAGIA THSTEX

S (Y) 660—14



1010 Sursingsiq pue Sumelq jo aInjeusig .

“130FQ SIUN0DY pue Led
*}031100 PUNOJ PUB POYLIIA

d sy ‘d sy ‘d sy ‘d sy ‘d sy

‘d 'sd d Y

. od s ) 4 d sY
i ot 6¢ 8€ LE 9¢ g€ Ve €
. pung
juspraoad puny ) )
K31sI9ATUN) (8€ 01 9€ '10D) pung sookordure uopBUOp juapraoad juswmopug
PEOH 195 woiy JUOUI)SRAUT Ayis1oatun) Ay1s10ATUN) pue sjsanbeg ssafordwrg pung pue noprUOp
18107, $O0UBHIWOY e10L, JO JUSUISOAUT  JO SJUSWIISIAU  JO JUSWISSAUT  MAmsiomuf).  AoueSunuo) sjsanbag
f - JUSUNISIAUT T g .Mu - a
‘d sy d sd ‘d s 'd sd ‘d Y d sy ‘d sd d S d sd ‘d s
(A . Ig 0¢ 6T 8C LT 9t §T L €C
sIojsurIy
SIHO (62 ©1$T "1°D) aIBjloM ‘ (€z 01 L1 *10D)  Asuow
sjunoooy |, susodop sdiysiejoyog $90110g peUsLeg [eoog sdiysiejoyog  ®IpU] Jo susodap sjisodap
pue Lo 1)U 'SNOAUB[EOSIN 12101 B0 BIJ1Z Jo 1opang ANSI0AIUL)  JUOTTUIOACH 18101 Areiqyy
g a paaraoas sdigsiejoypg D ﬁ:%uiml

106

"Proo—INANALV.LS



107

91 §1 (28 €l 44 I ) 6
‘0 'aa sq00q sjooq ’ o'a'a
— §3100q 573 jofmuend  yo oN remeg aeq = )
syIRwoy 901340 Jo pesy Surminiol wosisg 0o jo dueeq
3y} Jo sreniuy 913 JO syerruy §3j00q dn pasn Jo uingey peay JO sjeniuy
‘PIUOdO—JUa WAIDIS
3 L 9 g v € [4 I
sjooq
Fuya19001 uosiad panssi sj00q $3j00q sj00q syooq paAtooal
a3 jo srnyeudig woyMm of, Jo fiuend) JO "ON [e1Ieg Jo Anueng) Jo "ON [eLIeg WoYM wolg sreq
_ SHENSSI SIdIHDHYT

. — UONNINSUT JO dweN
sjjoog aubayp/snooq jdiasey Jo junoooy o038

(92'¢ pue g°¢ soqny )
~AY w0
HISEdVAQIA THSTYY

S (Y) 660—14-3



108

KRISHI VIDYAPEETH

rXr A A

Form No. KV-4-A
Book No. (Rule 3-10)
Educational Receipt

-
| Stamp of Tustitution i
|

Received from  Shri/Smt........veevuiiiiiinenrnunenennnn..
in cash/by M. O./by Cheque/by draft................ Rs..........
(623 )

_as University fees as shown below :
1. Degree Course
Post Degree

2. Year.......oieviiannnn.. 3. Number of Trimester......

Sr.No. Particulars
1 2

Amount

Tuition Fee

Medical Fee

Enrolment Fee
Examination Fee

Eligibility Fee

Migration Fee

Hostel Room Rent

Light Charges %00
Miscellaneous (Name it) ..

O 0D R LN

Entered in petty cash-bock page No

Signature
Cashier/Accountan

Note : In_case of payments by Cheque/Draft the receipt i T . S .
. i | DYy Lhequ pt is valid subject to realisation.
will be »vahd_ only if it is signed by the cashier or _‘accOumé'nt authorised. on.. Receipt



}Stamp of Institutio nf

v KRISHI VIDYAPEETH
Book No. Form No. KV-4-B

(Rule 3-10)

Gymkbéma Receipt

Received from Shri/Smt.

109

Receipt No.

Dated the

as Gymkhana Charges as shown

Sr.

No. Particulars
1 2

-
DRS00 wnhwir

[y
w

[y
£

Gymkhana Fee

Social Gathering
Magazine
Co-operative Store
(Admission Fee)
Student Aid Fund
Identity Card

Hand Book

Cafetaria (admission)
Pot share (refundable)
Mess deposit (refundable)
Education Tour
Union Fee

Miscellaneous (name it)

Total Rs..

Entered in Gymkhana Cash Book

Cashier [/ Accountant.
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KRISHI VIDYAPEETH
Form No. XV-4-C
(Rule 3.10 and 18.7)
Receipt for Money Received

NOweceeearnnnnnns Date :.......... ORIGINAL
Office Seal T DUPLICATE

T TRIPICATE

Received RSi.veveeeeeeenneiarsenssenaannneanss (RSeu v vineasnssinssnrananararsnsassans )

F 0037+ J A in Cash/Chegue/Draft No............. , Dated..............
L6} O Bank.......oovvnnnn .on account of ... .. il and have been

noted in cash book page No.................
Signature of Cashier Signature of the Officer/
Drawing a‘r\xi‘_‘?i_s:‘pﬁrsing Officer-
Unmguuuuu

Note : In case of payments by Cheque/Draft the Deposit is valid subject to realisation.

"KRISHI VIDYAPEETH
Form WNo. XV-5

(Rule 3.10)
Sr. No.
Scroll for Internal Remittances
(To be prepared in duplicate) ‘
Name of Office/Section : Date :
Sr. No. Receipt No. and date Particulars of receipt Amount Remarks
1 2 3 4 5
f
Total for (Rupees.......cocveininn.... Ba00)
inc aay
Name and Signature of the
Remitting Officer.
Received RS...vvvvvoiernnenenannnnns (€0 IR 703 ' 13 N
Date.............. Signature of the

Cashier receiving the money.
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KRISHI VIDYAPEETH
" Form No. 3.23

(Rule No. KV-11)
Indemnity Bond

Know All Men By these Presents That. I, the undersighed *............ ... ...
the late SHIi.... - cneiiiiiit i it i e e e an employee
in the Department of the Krishi Vidyapeeth am held and firmly bound to the Vice-Chancellor
of the Krishi Vidyapeeth (hereinafter = referred to as  the Vice-Chancellgr) in the sum of
[T/ - l600 00 08508500600053860060560000 (RSeevter i ) to be paid to the Vice Chancellor
his- successors in office or assigness or his or their attorney or attorneys for which payment well
and truly to be made I bind myself, my heirs, executors, administrators and assigns by these

presents.

Dated the............ ...day of........ e 19

Whereas the said Shri.............. S 1 e (hereinafter
Teferred to as the ‘“‘deceased”) had prior to his deathonthe.............. 19 ,invirtue of his
appointment On............. veeeirena-i. .19 held and exercised the Ofice Of ... vuecersvssisernneerenenvane
in the.......ce. . . . ... . . Department of the Krishi Vidyapeeth .

~And whereas, the deceased....................... |00060808600606006000060 in consideration

of ‘his appointment had (under an agreement dated the............... .....hereinafter referred

to ‘as “the said agreement’) inter alia by way of security, delivered to, deposited with and
endorsed OVEr  The.......i.iriiiiiiii it iaiiiii i i b e Promissory Note

of ‘the Government of India for rupees...................... PAD06000R0aBE00006800066850000G00
(RSt Baaaad00aBa60 DE0AANNE ) particalars of which aié set forth.
and specified in the schedule hereunder written (deposited cash to the amount of fupees......
...................................... eveieeen) (RSeeeiiiee ce........) in the Post Oftice
Savings Bank at............ [08000006a0805660000800A063 808003 50A0aAEER0E00AAE upoh the con-
ditions specified in the agreement, dated the .................. ... 19 hereinafter referred a
to “the said agreement’ agréed to deposit With.............ccveiiuiiinnniinneen... security to
the amount of rupees...............ooviooun [ 2T ) and whereas the
BECEASEA. . v ettt e being unable to furnish
the required amourt Of FUPEES. ... .......ieuiitti i ittt ie e iaaeans (Rs...

...................................... ) at once, had requested and agreed that the said amount
be accumulated by deduction from  his pay of consecutive -monthly instalments  each, of

Tupees........ RSeevve cunnn ) and that each such instalment until the whole sum of Rs.........
...................... (Rs............vveven...) should be deposited with and retained by
.................................................... e ieeiiieriiesa.e.a......88 Security upon
the conditions specified in the agreement, dated..........cc.......oeun... hereinafter referred to a
“the said agreement” ;

~And whereas, such deductions were made and the amount of rupees........................
(RSeeevvuevviivennes ) was accumulated and deposited with and retained by............... ...
as security hereinafter referred to as “the said security” ;

And. whereas, by the said agreement dated...................... day of............ 19

it was stipulated that the said security should be and remain with the Krishi Vidyapeeth or any
officer having authority under the Krishi Vidyapeeth with full power to sell and dispose of or
get in the same upon the conditions mentioned therein ;

And whereas, the deceased hath well and truly paid and applied all sums of money and
other property recgived by him in virtue of his ofice and rendered true account thereof and
discharged the duties of his office honestly and to the best. of his ability and did not quit or
neglect the service of the Krishi Vidyapeeth and did otherwise fully conform to the conditions
of the said agreement and was eatitled to the return of the said security ;

And whereas, ............ 050005000008000000365000080S (hereinafter referred to as ‘“the
applicant™) has applied to the Krishi Vidyapeeth that the said security should be paid or delivered
to the applicant ;
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And whereas, the Krls vi Vidyapeeth' -has agreed to pay/deliver the. said, security to the
Splphcant on his agreemg to mdemmfy thc Vice-Chancellor in respect of 'such payment and
clivery”; ;

,..

‘Now the cnndmnn of the gbgvmvrlﬂ’ n  bond is suc ch that if from the -date the said
Secruity- is paid/delivered to the applicant, the apphcaut hls/her heirs, executors, administrators
and assignees shall at alltimes hereafter keep fully indemnified and save-harmless the Vice-Chancellor,
his successors  in. office and assigns from all actions, suits, demands and claims, whatsoever,
which may hereafter be made by any person or persons against the Vice- Chancellor, his successors
in office or assigns, in anyway ‘concerning or in regard to orin respect of the said payment
delivery then this obligation shall be void and of no effect, otherwise it shall remain “in full
force and virtue.

: Signature of the abovenamed.
~In -the presence of—

* Signatures of Witnesses

SURETIES

I/Wc.... ,,,,,,,, of .Lc..-a\...

I {=500600000066006006000006000660aEa0868EEaRAREaREs Ao LEaoadaaBEEBOLAdOEEonERRna00s hereby
declare myself/ourselves = surety/sureties, for the abovenamed that he shall do all that he has
above undertaken to do and in case of his making default therein Ifwe bind myself/my/ourselves/
our heirs, executors, administrators and assignees, jointly and severally to pay to the Vice-Chana-

cellor the sum of repees.... .......... [ ).
Dated /
Signed and delivered in the presence of—

¥ e e

N PSP A PR MR

KRISHI VIDYAPEETH

Form No. 12
[Rule No., 3.39 (1)]
(Name of.......c.ccvviiiiiinnan, ) Kurishi Vidyapeeth
Form of Personal Security Bond
Know All'Men by these presents that I, A. B. of........ ettt am held and

firmly bound unto the XKrishi Vidyapeeth (heremafter referred to’as the “Krishi Vidyapeeth™
which expression shall, uniess excluded by or repugnant to the context include its successors in
office and assigns) in the sum of rupees.................. RS i e e e e )
to bepaid to the Krishi Vidyapeeth for which payment, well and truly to be made, I bind myself
my heirs, excutors , adminstrators and -legal representative by these presents.

Whereas, the above bounder A. B.was on the ............ day of ........... ... 19
appointed to and now holds the office ............c......... ... FEPPRRE in the office of......
And whereas, the said A, B.........vviiiiiiiiiiiiia., by virtue of such office is bound

to. collect (here describe the nature of the Cashier’ s/Store Keeper’s/Sub-store-keeper’s duties) and
to keep and render true and faitf hul accounts of his dealing with all property and money  which
may come into his hands or possession or upder his control, such accounts to be kept in the
form and manner that may from time to time, be prescrlbed by duly constituted authority, and
also to prepare and submit such returus, accounts and other documents as may from time to
1ime be required of him ;

And whereas the said A. B. .......cvitiiiiiiiiii i has in purswance of rule.
The Maharashtra Agricultural Universities (Krishi Vidyapeeth) Account Code, 1991 been called
upon to execute a bond with two sureties in favour of the Krishi deyapecth in the abovemen-

tioned sum Of TUPEES..........covvrnemuniennnnnnnnnns (RS e vin e eiiciniienann ) for the due and
faithful performance by the said A. B. ............ of the duties of his office, and of any other

S (Y) 660—15-a
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office requiring security to which he may be appointed at any time and of other- duties which
may be required of him, while holding any such office as aforesaid and for the purpose of.
securing and indemnifying the Krishi Vidyapeeth against all loss, injury, damage, cost or expensé
which the Krishi Vidyapeeth may, in any way suffer, sustain or pay, by reason of the misconduct
neglect, oversight or any other act of the said A. B. or of any person or persons acting under
him or for whom he may be Tesponsible. ) : ‘
Now, the condition of the abovewritten bond is such that if the said A. B. whilst he Hhas
held the said office of .............ciiiiiiinann, 00 D0 DaR0s as aforesaid always- duly per-
formed and fulfilled the duties of his said office and if he shall whilst/he shall hold the said
office or any other office requiring security to which he may be appointed, or in which he may
act, always duly perform and fulfil all and every duties thereof respectively and other duties
which may from time to  time be required of him, while holding any such office as
aforesaid and shall duly pay into the Account Section at.......... Krishi Vidyapeeth - aii such
moneys as are payable to the Krishi Vidyapeeth and shall come into his possession or control
by reéason of the said office and if the said A. B. his heirs, executors or administrators shall
pay or cause to be paid unto the Krishi Vidyapeeth ,the amount of any loss or defalcation.
In the accounts of the said............ within 24 hours after the amount of such loss or defal-
cation, shall have been demanded from the said A. B. by the............coooviiiiiin such
demand to be in writing and left at the office or last known place of residence of the said A. B.
and shall also at all times indemnify and save harmless the Krishi-Vidyapeeth from all and

every loss, injury, damage, costs or expenses which have been or shall or may at any times
or time hereafter during the service or employment of the said A. B. such in office as aforesaid
or any such other offices aforesaid be sustained, incurred, suffered, or paid by the Krishi Vidya-
peeth by reason of any act, embezzlement, defalcation, mismanagement, neglect, failure, misconduect
default,” disobedience, omission or insolvency, of the said A. B. or of any person or persons
acting under him or for whom he may be responsible then this obligation shall be void and
of no effect; otherwise the same shall be and remain in full force. g ) :

And it is hereby further agreed that in the event of the death of the said A. B. or on the

final termination of the service of the said A. B. Whether as such........as aforesaid A. B...... .
ceasing to hold any office requiring security this bond shall remain with the...... 980689000D0GE
.......... for..........cocueiaeennn......calender months for recovering any loss, injury, damage,

costs or expenses that may have been sustained, incurred or paid by the Krishi Vidyapeeth owing
to_the act, neglect or default of the said A. B. or any such othet person or persons as afore-
said and which may not have been discovered undl after his. death or the termination .of his
said service or his ceasing to hold any office for which the security was required :

Provided always that without prejudice to any other rights or remedies for recovering the
loss or damage as aforesaid it shall be open to the Krishi:Vidyapeeth to recover the amount
payable under this bond as an arrear of land revenue.

In witness whereof the said A. B. has hereunto set his hand this ................ day of

Signed and delivered by the abovenamed A. B. in the presence of :—

1.

) . ( Signatures )

A\ {So080060650000a08a00000800 hereby declare ourselves sureties for the abovesaid A. B.........
........ that he shall do and perform all that he has above undertaken to do and performi and
in case of his making default therein. We hereby bind ourselves jointly and severally .to forfeit
to the Krishi Vidyapeeth the sum of Rs................. in which the above said A. B. has
bound himself, of such other lesser sum as shall be deemed to be sufficient by the..............
.................... to cover any loss or damage which the Krishi Vidyapeeth may sustain by
reason of such default. :

And we also agree that the Krishi Vidyapeeth may, without prejudice to any other rights
or remedies of the Krishi Vidyapeeth, recover the said sum as an arrear of land revenue.

And we also agree that neither of us shall bz at liberty to terminafs his surety-ship except
upon giving to the said six calendar month’s notice in  writing of his intention, so to do and
our joint and several liability under this bond shall continue in respect of all acts, embezzlements
defalcations, mismanagements, neglects, failures, smisconducts, defaults, disobedience, omission
and insolvencies on the part of the said until the expiration of the said period of six months.

Dated  this the.................. day of..........coun.. 19
Signature of sureties in the presence of— g
In the presence of (Signatures)

1.

2

(Signature}
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- KRISHI VIDYAPEETH
A Form No. KV-13
[Rule 3.39 (2]
SECURITY BOND
) (Fidelity Bond Deposited as Security) :
KNOW ALL MEN by these present that I A. Buoeen e i of..... veeeeenw..am held

and firmly bound into the Vice-Chancellor of the referred ‘to as ‘-‘\"ice-Chancel-lc-)r”, in the sum.
of rupees.............. (Rs.........) to be paid to the Krishi Vidyapeeth, for which payment
well and truly to be made, I bind myself, my heirs, executors, administrators - and = legal
representatives by these presents ‘ : )

Signed under my band this................... day of .................. day of............. )
19, oo, 1¥50bg0000aa 0008 ‘Whereas the above bounden AB was on the day of..........
........ 19........appionted to and now holds the office of........in the ‘office of............

~AND WHEREAS, the said A, B ... by virtue of such office is bound to
collect............ (here decribe the nature of the cashier’s/Store-keeper’s/Sub-store- keeper’s/

Sub-ordinate’s duties) and to keep and render true and faithful accounts of his dealings with
all property and money which- may come into his hands or possession or under his control,
such accounts to be kept in the form and manner that may, from time to time be prescribed
by duly constituted authority and also to prepare and submit such returns, accounts and other
documents as may, from time to time, be required of hinr.

" AND WHEREAS, the said A. B........ PN has in pursuance of rule 3.39 (2) of the
Maharashtra Krishi- Vidyapeeth Account code delivered to ‘and- deposited with........ a fidelity
bond issued by Company for the above mentioned .sum of Rs............. (Rs........... H )
as security for the due and faithful  performance by the said A. B............. A. B..o...i...

of the duties of his said office and of any other office requiring security to which:he may be
appointed at any time and of other .duties to which may be required of him while holding
any such office as aforesaid and for the purpose of securing and indemnmifying the Krishi Vidya-
peeth against all loss, damage, costs, injury or expenses which the Krishi Vidyapeeth may, in
any way, suffer, sustain or pay by reason of the misconduct, neglect, oversight or any other

act or omission of the said A. B................. or of any person or persons acting under
him or for whom he may be responsible.

AND WHEREAS, the said A. B............. has entered into the above bond in the penal
sum of Rs............. conditioned for the due performance by him the said A. B......... of

the duties of the said office aforesaid and of other duties appertaining thereto, or which may
lawfully be required for him and to indemnify the Krishi Vidyapeeth and the servants of the
Krishi Vidyapeeth against loss from or by reason of the acts or defaults of the said A. B.....

and of all and every the person and persons aforesaid.

Now, the condition of the above written bound is such that if the said A. B.............
has, whilst he has held the said office of as aforesaid always duly performed and fulfilled the
duties of his said office and if he shall, while he shall hold the said office ol any other office,
requiring security to which he may be appointed, or in which he may act, always duly perform
and fufill all and every duties thereof, respectively and other duties which may, from time to
time, be required of him while holding any such office as aforesaid and shall duly pay to the
Krishi Vidyapeeth all such money and securities for money as are payable or deliverable in
Krishi Vidyapeeth and shall come into his possession or control by reason of the said office
and shall duly account for and deliver up all moneys, papers and other property which shall
come into his possession or coatrol by rcason of the said office and if the said A. B..... :his
heirs, executors or administrators or his legal represenrtatives shall pay or cause to be paid unto
the Krishi Vidyapeeth, the amount of any loss or defalcation in the account of the said....
within 24 hours after the amount and of such loss or defalcation shall have been demanded
from the said A. B....... by the ....such demand to be in writing and left at the office
or last knowa place of residence of the said A. B....... and shall also at all times indemnify
and save and keep harmless the Krishi Vidyapeeth from all and every loss injury, damage,
actions, suits, proceedings, costs, charges and expenses, which have l?c‘en or shall or may at -any
times or time hereafter during the service or employment of the said A. B....... in such office
as aforesaid or any such other office aforesaid be sustained, incurred, suffered, brought, sued or
commenced or paid by the Krishi Vidyapeeth by reason of any act, embezzlement defalcation,
mismanagement, neglect, failure, misconduct, default, disobedience, omission or insolvency of the
said A. B. ...... or of any person or persons. acting under him for whom he may be responsible
then the above written bound shall be void and of no effect, otherwise, the same shall be and
remain - in full force.
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Provided Always, and it is hereby . declared and agreed by and between the parties hereto
that the said fidelity. bond No., so deliveréd and deposited as aforesaid, shall be and remain

at the disposal of the said office (for the time being or the Krishi Vidyapecth) as and for part
and additional security over and above the abovewritten bond to the Krishi Vidyapeeth for the
Krishi Vidyapeeth or the...... indemnity' and other purposes as aforesaid with full power to the

servants of the Krishi Vidyapeeth duly . authorised in that behalf to obtain and receive payment
of the sum or sums of money recoverable or to be received upon or by virtue of the said
fidelity bond or a sufficient portion .thereof and all benefits and advantages thereof and to apply
the same in and towards the indemnity as aforesaid of the Krishi Vidyapeeth or the servants
of the Krishi Vidyapeeth as the case may require. . ’

And it is herebv further agreed and declared by and between the parties hereto ‘that the
said A. B....... shall keep the fidelity bond issued by the said company in full force by payment
of the premia as and when they fall due and by otherwise confirming to the rules of the said
company relating  thereto : :

Provided Always, that the cancellation or lapse at any time of the sai‘d'ﬁdelity bond shall .
not be deemed to affect or prejudice the right of the Krishi Vidyapeeth to take proceeding upon .

or under this said bond against the said............ in case any breach of the conditions of
this bond shall be discovered after the cancellation or lapseof the said fidelity bond but the
responsibility of thesaid A. B............ .....shall at all times continue and the Krishi Vidya-
peeth shall ‘be fully indemnified against all such loss or damage as aforesaid at any time :—
Provided further that nothing herein, contained nor in the fidelity bond.'so deposited shall
be deemed to limit the liability of the said A. B........ +....in respect of matters aforesaid
to the forfeiture or the said sum of Rs............. or any part of parts thereof and that

shall be the said sum be in sufficient to indemify the Krishi Vidyapeeth in full for any loss
or damage sustained by them in respect of matters aforesaid or any of .them the said A. B
.............. ..shall pay to the Krishi Vidyapeeth on demand such.further sum as shall be
deemed by Krishi Vidyapeeth to be 'necessary, in addition to the said fidelity bond of Rs.......
to cover such loss or damage as aforesaid and that the Krishi Vidyapeeth shall. be entitled to
recover such further sum payable as aforesaid in any manner open to them.

Signed and delivered by the above

>
w

....:i..in the presenceof ............
(' Signature )

69

)
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KRISHI VIDYAPEETH-14
" Form No. KV-i4 '
[Rule 3.39 (3)]
| CASH SECURITY BOND
KNOW ALL MEN BY THESE PRESENTS THAT L, A. Bi..ooovunn..... of i,

am held aind fitmly bound upte thé Vice-Chancellor, Krishi Vidyapeeth (hereinafter referred.
to as “Vice-Chancellor””) in the sumi of Rs....... [6: SRS ) t6 be paid to the

Ktishi Vidvanesth for which paviment, well and trulv to be made. T hind mvuesalf mv heirs
h which pay , well an y. to 2e made, 1 bind myself, my helrs,

yapeeth for X
executors, adiiinistrators and legal representatives by these presents.

SIGNED and dated this .............. day of........... «:. One thousand nine
hundred. ... ... iieiiiiii ittt ian
~ WHEREAS, the abovenamed Bouiiden A.B. (hereinafter referred to as “the Bounden™)
was on the ................ day of ............ 19. appointed to and row holds
the office of ......... ... .oll. in the office of............. 66 00000080000G 5

AND WHEREAS, the Boundei by virtue of holding such officé is bourd to collect,
flman Aocanilin dlio ciobeiimn 28 dlan P ot e QU s W a3 SO b o Lo 3
....... CEC0000 \llC.lC UCSLLIUT LT N4altulc Ot UlC LadilicL b'(\)lulc I\CCpUl 3/.)ulg-bl.ulc-1\ct:;_)crs
/Subordinate’s duties) anid to keep and render true and faithful accounts of his/her dealings
with all property and money, which may come into his/her hands or possession or under
his/her control such accounts to be kept in the_form and manner that may, from time
to time be prescribed by duly constituted authority, and also to prepare and submit such
returns, accounts and other documents as may from time to .time be requider of him/her.

_ AND WHEREAS, The Bounden has in putsuance of (here quote authotity)..........
delivered to and deposited with .............. the sum of " Riupees....................
{RUpEES. i vvinninannns ) in cash as security for the due and faithful performaree by the

Bounden- of the duties of his/her said office and of any other office requiring security to
which lLie/she may be appointed at any time and of other duties which may be required of
him/her while holding any suck office as aforesaid and for the purpose of securing and
indemnifying the Krishi Vidyapeeth against all loss, injury, damage, costs, charges and expense
which the Krishi Vidydpeéth may, in any way, suffer, sustain or have to pay, by teason of
the misconduct, sieglect, oversight or any othér act or omission of the bounden or of any
petson- or persons acting under him/her or from whom hem/she may be responsible.

AND WHEREAS, the Bounden has entéred into the above bound in the sum of
RSeveiuiiininnnn.. (RUPEES ...cvvvvvnneannin ) conditioned for the due performance by
the Bounden of the duties of the said office and of other duties appertaining therete or
which may lawfully be required of him/her and to indemnify the Krishi Vidyapeeth against
loss from or by reason of the acts of defaults of the Bounden and of all and every other
person -and persons aforesaid. :

NOW, THE CONDITION OF THE ABOVE WRITTEN BOND is such that if the
Bounden has whilst he/she held the said office of .............. as aforesaid always duly
performed and fulfilled the duties of his/her said office and if he/she shall, whilst he/sheshall
hold the said office or any other office requiring security to which he/she be appointed, or
in which he/she may act, always duly pecform and fulfil all and every the duties thereof,
respectively and other duties which may from time to time be required of him/her while

ho]chliug ali,y ;u;h “office ‘a“s‘;fvorévs‘aid, and shall duly pay into the Vidyapeeth Account Section
S B R0aE068 806000500000 all such moneys and securities for moneys as are payable or

deliverable to Krishi Vidyapeeth and shall come into his/her possession or control by reason
of the said office and if the Bounden, his/her heirs, executors, administrators or legal
representatives shall pay or cause to be paid unto the Krishi Vidyapeeth the amount of
any loss or defalcation in the accounts of the said......within 24 hours after the amount of
such loss and/or defalcation shall have been demanded from the Bounden by the..........
such demand to be in writing and left at the office or last known place of residence of the
Bounden and shall also at all times indémnifiy and keep indemnified and save harmless,
the Krishi Vidyapeeth or from and against all and every loss, injuty, damage, actions
suits proceedings, costs charges or expenses which has been or shall or may atany time of;
times, hereafter during the service or employment of the Bounden in suchoffice as afore said
or any such offices aforesaid be substained, incurred, suffered, brought filed, or commended
or paid by the Krishi Vidyapeeth by reasons or any act, embzzzlement, defalcation, mismanage
neglect, failure, misconduct, default disobedionce omission or insolvency or the Bounden or of any
person or bersons acting under him or for whom he may bz responsible then this obligation
shall be void and of no eflect, - otherwise, the same shall be and remain in full force.
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PROVIDED ALWAYS AND IT IS HEREBY AGREED AND DECLARED by and

between the  parties hereto that the ‘said sum-of Rs. i ........ (Rupees.............. )
so delivered and deposited as aforésaid shall be and remain with the..... JBocagsanpaonatAGE
(Designation of the officer) for the timé being, as such security as aforesaid with full power
to the.........(Designation of the Office for the time being as occaston shall require, to apply the said
sum of Rupees................ or any part thereof in and towards the indemnity of the

Krishi Vidyapeeth or otherwise as aforesaid. .

AND IT IS HEREBY FURTHER AGREED THAT in the event of the death of the
Rounden or.on the final termination of ‘service of ‘the Bounden whether as... ... osvivio...
as- aforesaid or otherewise .ot in the. event of the Bounden  ceasing to hold any office. fequi-
ring security the said sum of Rs..... N (RUPEES. .+ ovveeneennnuns ) shall be retained

by the Krishi Vidyapeeth for.............. months -after the, Bounden has either died while,
holding the said office or has quitted the said office or has ceased to hold any office requiring
security and the said sum or so much thereof as shall then remain in deposit and shall not have

been applied ‘or appropriated as aforesaid shall:on the expiration of the said period of...:..

heirs -and legal representatives as the case may. be, without interest and his bound , shall
remain with the ....... ... (Designation of the officer) for recovering any loss, injury, damage,
cost or expenses that may have been sustained, incurred or paid by the Krishi Vidyapeeth
had owing to any act, neglect or default of the Bounden 'or .any such ~other person or
persons aforesaid and which may not have been discovered until after his/her death or the termi-
nation-of his/her -said service, or ceasing to hold any office -for which the security wasrequired.

- PROVIDED ALWAYS that the return at any time of the said security shall not be
deemed to affect or prejudice the right of the Krishi Vidyapeeth to take proceeeding upon
or under this bond ‘against the Bounden or against his/her heirs; executors, administrators
or legal representatives after his/her death in case any breach of conditions of this bond
shall be discovered after the return of the said security-‘and the responsibility - of the
Bounden or his estate as the case may be shall all times continue, and the Krishi. Vidyapeeth
shall be fully idemnified against all such loss or damage as aforesaid at any time.

PROVIDED FURTHER that nothing herein <contained notr the security hereby given
shall be deemed to limit.the liability of- the Bounden ‘in respect. of matters aforesaid. to the
forfeiture of the said sum of Rs............... (Rupees........ ....) or any part or parts
thereof and that should the said sura be insufficient to idemnify the -Krishi Vidyapeeth in
full, for -any loss or damage sustained by them in respect of matters aforesaid or any of
them the Bounden shall pay to the Krishi Vidyapeeth on demand such further sum as shall
be deemed by the ................... to be necessary in addition to the said sum of
Rs..... B68600a000000p0a80008000 (Rupees............ Se0a0aE ) to cover loss or damage as
aforesaid and that without prejudice to any other rights and remedies for recovering theloss
or. damage as aforesaid it shall be open to the Krishi Vidyapeeth to.recover such further
sum payable as aforesaid as arrears of land revenue. L )

IN WITNESS WHEREOF the Bounden has hereto set- his hand the day zyind‘ year .

hereinabove written.

months, be returned to -the. Bounden or ‘hisfher..
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KRISHI VIDYAPEETH
Form No. KV-15

[Rule 3.39 (3)]
CASH SECURITY BOND WHERE SECURITY TAKEN IN CASH BY
MONTHLY DEDUCTION FROM PAY = -

KNOW ALL MEN BY THESE PRESENTS THAT, I, A. B................. i e b e of
e PECEEE LT am held and firmly. bound. unto the Vice-Chancellor”) = Krishi
Vidyapeeth (hereinafter referred to as (the “Vice Chancellor”’ in the sum of Rs..... 80600 Qo000
(Rupees...... Bo00000s ~.) to be paid to the Krishi Vidyapeeth for which. payment, well and
truly to be made, T bind myself, my heirs, executors, administrators and legal representatives
by these presents. : :

Signed and dated this........... ..o dayof...ooien, One thousand nine hundred......

WHEREAS, the abovenamed Bounden A.B. (hereinafter referred to as “the Bounden™)-
was on the .......... day of.......... 19....... appointed to and now holds the office
of......iciiiiilinr in the office of. L.l )

AND WHEREAS, the Bounden by virtue of holding such office is bound to collect
....... «.vo.o.... (here describe the nature of Cashier’s/Storekeeper’s/Sub--storekeeper’s
Subordinate’s duties) and to keep and render true and faithful accounts of his/her dealings

with all snronerty and monev which mav come into hig/her Tamd ae soecocoi-o I B =
WAL Gil paupLity ol OHUVy, wiliil iddy CUIHC it mi§/aet namt Or possession o unacy

his/het: control,” such accounts to be kept in the form and manner, that may, from time to
time be prescribed by duly constituted authority .and also-to prepare and submit such
returns, accounts and -other documents “as may from time to time be required of him/her.

AND WHEREAS, The Bounden has in pursuance of Rule 51 of the Bombay Financial

Rules 1959, -delivered to and deposited with...................... the sum of Rupees
................ (Rupees..............) in cash by monthly deductions of Rupees..........
(RSeevivenenvanin ) to be made from the salary of the Bounden by the....................

for the time being
of RUpeEes. ... oo il iineeiniineneeeee RS )
so delivered and deposited as security for the due and faithful perfermance by the Bounden
of the duties of his/her said office and of any other office requiring security to which he/
she may be appointed at any time and of other duties which may be required of hisfher
while holding any of such office as aforesaid and for the purpose of securing and indemni-
fying the Krishi Vidyapeeth against all loss, injury, damage, .costs, charges and expenses
which the Krishi Vidyapeeth .may, in any way suffer sustain of have to pay, by reason of
the misconduct, neglect, oversight or any other act or omission of the Bounden .or ofany
person or persons acting under him/her or for whom he/she may be responsible.

AND WHEREAS, the Bounden has entered into the above bound in the sum of
RN AAa000000 conditioned for the due performance by the Bounden of the duties of the
said office and of other duties a pertaining thereto or which may lawfully be required of
him/her and to indemnify Krishi Vidyapeeth against loss from or by reason of the
acts of defaults of the Bounden and of all and every other person and persons aforesaid.

NOW THE CONDITION OF THE ABOVE WRITTEN BOND ‘is such that if the
Bounden has whilst he/she has held the said office of ......as aforesaid always duly per-
formed and fulfilled the duties of his/her said office and if he/she shall whilst he/she shall
hold the said office or any other office requifing security to which he/she may be appointed
or in which he/she may act, always duly perform- and fulfil all and every duties thereof
respectively and other duties which may from time to time be required of him/her whiie
holding any such office as aforesaid of his /her reasing to hold any office for which the
Security was required and shall duly pay into the Krishi Vidyapeeth accountsection at......
.......... all such moneys- and securities for moueys as are payable or deliverable to
Krishi Vidyapeeth and shall come into this possession or control by reason of the said
office and shall duly account for and deliver up all moneys, papers and other dpl_‘operty
which shall come into his/her possession or control by reason of the said office and if the
Bounden  his/her heirs executors and adiministrators or legal representatives shall pay or cause

to be paid unto the Krishi Vidyapeeth the amount of any loss or defalcation in the account
~f the eni within 24 hours after the amount of such loss and/or defalcation shall

(Designation of the officer) until the whole of the said sum
: (RS.....oocvvnne... ) shall’ have been

of the said ........ ithingodahoursaticrpthefamont

have been demanded from the Bour.en by the .......... such demand to be in writing
and left at the (Desiganation of the office) office of last known_ place of residence of the
Bounden and shall also at all times indemnify and keep indemnified and have harmless the
Krishi Vidyapeeth of from and against all and every loss, injury, damage, action suits
procedings costs charges or expenses which has been or shall or may at any time or times
hereafter during the service of employment of the Bounden in such office as aforesaid. or

S (Y) 660—16
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any such offices aforesaid be - sustained, incurred, suffered, brought filed or commenced or
paid by the Krishi Vidyapeeth by reason of any act, embzzlement, defalcation mismanagement,
neglect failme, misconduct, defaulf, disobedience, omission or insolvenvce the Bounden or of any

negiect iatmie, musconcnct, d4eiani, QI3ODCCIENce, Omission

person’ or persons acting under him' or for whom he may be responsible.

AND IT IS HEREBY FURTHER AGREED that in the event of the death of the
Bounden or on the final termination of service of the Bounden whether as......
as aforesaid or otherwise or in the event of the Bounden ceasing to hold any office requi-
ring security the ‘said sum of Rs............ (Rupees.......... ) shall be retained by the
Krishi Vidyapeeth for ............ months after the Bounden has either died while holding
the said office or has quitted the said office or has ceased to hold.any office requiring
security and the same sum of so much thereof as shall then any remain in diposit and shall
have been applied or appropriated as aforesaid shall, on the expiration of the said period
of........ months_ be returned to the Bounden or his/her heirs and legal reprcsentatlves as the
case may be without interest and this bond shall remain with the ...................... )

(Designation of the officer) for recovering any loss, injury, damage, costs or
expenses that may have been sustained, for recovering incurred or paid by  the Krishi
Vidyapeeth owing to any act, neglect for the def balt Bounden abor any such other person or
persons as aforesaid and which may not have been descovered until aftgr his/her death or the
termm'(guon of his/her said service, or ceasing to hold any office for which the security was
Tequire

PHRAVIMEN AT UrAVQ e imaa A a ani H
PROVIDED ALWAYS THAT THE RETURN at apy time of the said security shall

not be deemed to affect ‘or prejudice the right of the Krishi Vidyapeeth to take proceeding
upon or under this bond against the Bounded or against his/hér heirs, executors, admini-
strators  or legal representatives after his/her death; in case any breach of conditions of this
bond shall be discovered after the return of the said security and the responsibility of the
Bounden or his estate as the case imay shall all times continue, and the Krishi Vidyapeeth
shall be fully indemniafied against all such loss or . damage as aforesaid at any time.

PROVIDED FURTHER that nothing herein contained nor the security ~hereby given shall
be decmed to llmlt the llablllty of the Bounden in respect of matters aforesaid to the for-
Ieuurc OI lIlC bdlu Sum Ul I\D ........ (RUI)CCD .......... ). or dlly _[)drl or Pdﬂb UIGI'CUI dJlU
that should the said sum be insufficient to idemnity the Krishi Vidyapeeth in full for any loss
or damage sustained by them in respect of matters aforesaid ofp any of them the = said
Bounden shall pay to the Krishi- Vidydpeeth on demand such further sum as shall be
deemed by the............ to be necessary, in addition to the said sum of Rs............
(RUPEES. . - vvvenrnnnnn .) to cover or loss damage as aforesaid and that without prejudlce
to any other rights and remedies for recovering the loss or damage as aforesaid it shall
be open to the Krishi - Vidyapeeth to recover such further sum payable ‘as aforesaid
as  arrears of land revenue.

T XPT TN
IN WITNESS WHERECF

hereinabove written:
. SIGNED AND DELIVERED by the above -Bounden in the presence of: :—-
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SECURITY BOND = WHERE SECURITY TAKEN IN FROM OF GOVERNMENT
SECURITIES OR POST OFFICE CASH CERTIFICATES: :

KNOW ALL MEN by these present that I, A. Bu......ooooeeenrnnnn.... N SRR
am held and firmly bound upto the Vice-Chancellor of Krishi Vidyapeeth  (hereinafter referreq
to as “Vice-Chancellor”) in the sum of RuUPEES...............cuimennnnnn RS.eovnnin,,

to be paid to the Vice-Chancellor for which payment, well and truly to be made, I bind myself,
my heirs, executors, administrators and legal representatives by these present.

WHEREAS, the above bounden A, B.......ooovniininiinnnnenan.... was on the....day
(3} RReE6000600608060a606: ool BB0000a000a00aanaaAGaEE appointed to and now holds the office of
................. .+......in the office of........................And whereas the said A. B.
...................................... by - virtue of such office is bound to collect there

describe the nature of the Cashier’s/Store-keeper’s/Sub-Store-keeper’s/Subordinate’s duties and. to
keep and render true and faithful accounts of his dealings with all property and money which
may come: into his ~bhands or possession’ or wunder his comtrol, such accounts to be kept in
the form and manner that may, from time to time, be prescribed by duly constitute authority and al so

- aonmania aq T4 Famim o M. P
to prepare and submit such returns, accounts and other documents as may from time to

time be required of him.

AND WHEREAS, the said A. B......oovvvvieennnn.. .. has in pursuance of rule 3.39
of the Maharashtra Krishi Vidyapeeth Accounts Code, 1990 delivered to any deposited with
the........ for the time being................ to the amount of Rs........... Rs....ooeinnn
and bearing NO...e.ivvvvinivnenenninnn. of duly endorsed in favour
of the. ...ttt i e e for the time being as security of or the due and
faithful performance by the said A. B................. BapanBaons of the duties of this  said

office, and of any other office requiring security to which he may be appointed on any time
and of otber duties which may be required of him, while holding any such office as aforesaid
and for the purpose of securing and in demnifying the Vice-Chancellor, against all loss, injury
damage, costs or expenses which the Vice-Chancellor may, in any way, suffer, sustain or pay

by reasen of the misconduct neglect, oversight or any -other act of the said A. B.......... .

(o3 of any personfor persons acting under him or for whom he may be responsible.
Now the condition of the above-written bond is such that if the said A. Bo...............

has whilst he has held the said office of................ as aforesaid always duly performed and

fulfilled the duties of his said office and if he shall whilst he shall hold the said office or any

other office requiring security to which he may be appointed, or in which he may act, always
duly perform and fulfil. all and every the duties thereof respectively and other duties which ~ may
from time to time be required of him, while holding any such office as aforesaid and shail
duly pay to the Krishi Vidyapeeth ............... Baoc all such moneys
as are payable to Krishi Vidyapeeth and shall come into his possession or control by reason of
the said office and shall duly account for and deliver up all moneys, papers and  other property
which shall come into his possession or control by reason of the said office and if the said A. B.
.......................... his heirs, executors or administrators shall pay or cause tobe paid
into the Vice-Chancellor the dmount 6f "any’ loss or defalcation in the accounts of the said..
within 24 hours after the amount of such loss or defalcation, shall have been
demanded from the said A. B. «.....ooovvi i by the................. .such demand to
be in writing and left at the office or last known plate of residence of the said A. B.
................ and shall also at all times indemnify and have harmless the Vice-Chancellor
from all and every loss, injury, damage, costs or expenses which has been or shall or may at any
times or time hereafter during the service or employment of the said A. B...... 5008060006000
in such office as aforesaid or in any such other offices -aforesaid be sustained incurred, suffered
or paid by the Vice-Chancellor by reasons of any act, embezzlement, defalcation,  mismanage-
ment, neglect, failure, misconduct, default, dlsobedl_enoe, omission or insolvency of t_he said A. B. )
...... or of any person or persons.acting under him or for whom he may be responsible then this obli-
ra

e aball La waid and of no effact. otherwise the same shall be and remain in full force
ation shall be void and of noc effect, otherwise the same shall be and remam m full Iiorce.

S (Y) 660—16-a
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PROVIDED ALWAYS and it is hereby, dcc]arcd and aglced that the said.. Be
J fOr TUDPEES.....v.iniirnrsiiineennennas Rs. L) so dchvcrcd
and deposited as aforesaid or such other securities mentloncd in Rule 339 of the same amount
as the said......cooveiiiniiiiinnnn, for the time being may consent from time to timeto accept
and receive in lieu of or exchanged for the same or which the..........icovnennnanns {or the time
being may require the said A. B..o.o.iiiiiiiiiiaiiininrioanns to deposit as additional security. to
make up the amount of the original security under this bond and the interest thereof shall be
and shall remain with.....ooiviireiiiiniinin o L e erororerareaaoaeonon s for the time being as
such security as aforesaid, with full powers to the..

occasion shall require to dlsposc of the said.....o.ccodiuuniecnnn .for Rs
R i) 0ra sufficient portion thefeof and to apply

mc proceeus IDBI'COI Wllﬂ I.l'lC ]ﬂlCI'CSI dll’ed(ly au.,rucu IDGI'COD lIl d.ﬂﬂ IOWarﬂS Iﬂe lllﬂ.emlﬂﬂy as
aforesaid of the Vice-Chancellor or otherwise as aforesaid, but that nevertheless the interest

accruing on the said.................. 1nay in the meantime be paid over to the said A. B. as
and when the same shall be realised, if the.............. for the time being, shall think fit te

do so. i
AND .IT IS HEREBY FURTHER AGREED THAT in the event of the death of the said
......................... or on the final termination of the service of the said A. B.......
.................. whether as such................as aforesaid or otherwise or in the event of
the said A. B....ovoiiiiiii i, ceasing to ho]d any office requiring security the said
for Tupees IB_s,___; _____________________ )} or such other securities as

may have been substituted therefor or added thereto and this bond shall remain  with | the
...................... for the time being permanently or until it is certain that there is no
further necessity for keeping it for recovering any loss, injury. damage, costs or expenses that
may have been sustained, incurred or paid by the Vlcv-Cnancellor owing te. the act, neglect or
default of the said A. B....... H0500000 4066000 or any such other person or persons as afore-
sald and which may not have been discovered until after his death or .the termination of his
said  service .or his ceasing to hold any office for which the security was required.

PROVIDED ALWAYS that the return at any time of the said or of amy securities substm]ted
therefor  or added thereto as aforesaid shall not be deemed to affect ‘the right - of the . Vice-
Chancellor to take proceeding upon or under this bond against the said A. B.................
or against his heairs, éxscutors, administrators or legal representatives after his death, in case
any breach of the conditions of this bond shall be discovered after the return of the said
.................. securities substituted therefor or added hereto as aforesaid and the responsibility
of the said A. B... shall at all time continue and the Vice-Chancellor shall be fully indemnified
against all such toss or damage as -aforesaid at any time.

Provided further that nothing herein contamed nor the security hereby given shall be deemed
to limit the 11ab111ty of the said A. B........oviiiinninnn.. in respect of the matters aforesaid
to the forfeiture of the sum for wmch this bond is executed any that should the sum realised
by sale, under the power aforesaid of the said or the seccurities substituted therefor or added
thereto be insufficient to indemnify the Vice-Chancellor in full or any loss or damage sustained by him
in respect of the matter aforesaid, the said A. B............cooiiivinan.. shall pay to the
Vice-Chancellor on demand such further sum as shall be deemed by the................ for the
time being to be necessary in addition to the sum realised by the sale as aforesaid to cover
such loss or danage as aforesaid and that without prejucide to any other rights or remedies
for recovering the Toss or damage as aforesaid, it shall ‘be open to the Vice-Chancellor to recover
such further sum payable as aforesaid under this bond as an arrear of land revenue.

B LWITNESS WHEREOF, the said A.B....ccovvieviniininn..n. has hereunto set his
La thio P %7 AF
hang 1 888 a0 0008000000 aay Olivievan. is
Signed and dellvered by the abovenamed A. Buveeiiiereon.... arreessanaes in the presence
OI. . ivacacocceacacrasnsaosvannscaasonnsan
(Signature)
Levveraannendadun vesaia ceisienas
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_KRISHI VIDYAPEETH
Form No. KV-17 |
[Rule 3.39 (3) (b]

SECURITY BOND WHERE DEPOSITS IN POST OFFICE SAVI '
TAKEN AS SECURITY. _ T _ NGS BANK  ARE

KNOW ALL MEN by these preéents that I, A. Booiviiiiii it of ... i ,
am held and firmly bound unto the Vice-Chancellor of Krishi Vidyapeeth (hereinafter referred
to as “Vice-Chancellor’”) in the sum of Rupees::.c..:vivieeuneennn., RSttt )

to be paid to the Vice-Chancellor for which payment well and truly to be made I bind myself,
my heirs, executors, administrators and legal representatives by these presents. T
WHEREAS, the above bounden A. B.......veevveeennein B0dhaa000 was on the....... ...day

: 19.0.ciieiieevniave ., . appointed to and now holds the office of
................. in the office of ......................And whereas, the said A. B

by virtue of such ofice is bound to collect (here describe the nature
of the cashier’s Stere-keepei’s/Sub-Stere-keeper’s/Subordinate’s duties)

And to keep and render true and faithful accounts of his dealings with all property and
money which may come into his hands or possession or uader his control, such accounts to be
kept in the form and manner that may, from time to time, be prescribed by duly constituted
authority -and also to prepare and submit such returns, accounts and other documents as may,
from time to time be required of him.

AND WHEREAS, the said A, B........oooiviineannns has in pursuance of rule..........
of the Maharashtra Krishi Vidyapeeth Account Code delivered to and deposited with the..........
for the time being the Post Office Savings Bank Pass Book No........... of him the said A. B.
........................ duly endorsed in favour of the ..............for the time being and
showing a sum of rupees.............. (RSunvaa e iein i einnenaaenns } to the credit of the
said AL Bo..oooiiii e in the Postal Savings Bank at................ as security for the
due and faithful performance by the said A. B....................... of the duties of his said

office and or any other office requiring security to which he may be appointed at any time
and of other duties which may be required of him while holding any such office as aforesaid
and for the purpose of securing and indemnifying the Vice-Chancellor, against all loss, injury,
damage, costs or expenses which the Vice-Chancellor may, in any way, suffer, sustain or pay.
by reason of the misconduct, neglect, oversight or any other act of thesaid A. B.............
or of any person or. persoas acting under him or for whom he may- be responsible.

Now the condition of the above-written bond is such that if ths S T
has whilst he has held the said office of..............., as aforesaid always duly performed and

fulfilled the duties of his said office and if he shall whilst he shall hold the said office or any
other office recurring security to. which he may be appointed, or in which he may act, always,
duly perform and fulfil 2ll and every the duties thereof tespectively and other duties which may,
from time to time be, required of him, while holding any such office as aforesaid and shal]

duly paid into the Vidyapeeth Fund................. e safi all such moneys
as are payable to Krishi Vidyapeeth and shall come into his possession or control by reason of
the said office and shall duly account for and deliver up all moneys, papers and other property
which shall come into his possession or control by reason of the said office and if the said A. B.
........................ his heirs, executors or administrators shall pay or cause to be paid up
to the Vice-Chancellor the amount of any loss or defalcation in the accounts of the said........
...... within 24 hours after the amount of such loss or defalcation, shall have been demanded

from the said A. Bo..oiiiiiiiiiiiiiinians by the .ecvveveveianes PO such demand to

be in writing and left at the office or last known place of residence of the said A. B...........
.................... and shall also at all times indemnify and save harmless the Vice-Chancellor
from all and every loss, damage, costs or expenses which bas been or shall or may at any
times or time hereafter during the service or employment of the said A. B............oennnns

in such office as aforesaid or in any such other offices aforesaid be sustained, incurred, suffered

or paid by the Vice Chancellor by reason of any act, embezzlement, defaclation, mismanagement,
neglect, failure, misconduct, default, disobedience, omission or insolvency of the said A. B. or
of any person or persons acting under him or for whom he may be responsible then this obli-

gation shall be void and of no. effect, other-wise the same shall bz and remain in full force :

PROVIDED ALWAYS and it is hereby, declared and agreed that the said Post Office
Savings Bank Pass Book and all moneys for the time being standing to the credit of the said
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/o5 h6 000060003000 A0G0L00Gs in the Post Office Savings Bank and at...........ccavnn.n and
the interest on all such moneys shall be and shall remain with and at the disposal of the....
.................... for the time being, as such security -as aforesaid with full power to-
L3 for the time being as occasion shall require to withdraw from the said
Pos..Savings Bank the moneys deposited therein and for the time being to the credit of the
said A. B..oviiiiiiiiieneinnn and the interest thereon or so much thereof as shall be required
and to apply the same in and towards the indemnity as aforesaid of the Vice-Chancellor other-

nevertheless the interest accruing on the said money’s may in the

wise as aforesaidut that
as and when the same shall be realised

meantime be paid, to the said A. B...............

if the............ : over the time being shall think fit to do so.

ANDV IT IS HEREBY FURTHER AGREED THAT in the event of the death of the said
A B or on the final termination of the service of the said A. B.
.................. whether as such................as aforesaid or otherwise or in the event of
the said A. Boooovviiiinnnaiiiiiii, ceasing to hold any office requiring security the said
Postal Savings Bank Pass book and the moneys for the time being to the credit of the said
N - in the said Postal Savings: Bank and. his bond shall remain
with and at the disposal of the ................ ...for the timé being permanently or until

it is certain that there is no further necessity for. keeping it for recovering any loss, injury
damage, costs or expenses that may have been sustained, incurred or paid by the Vice-Chancellor
owing to the act, neglect or default of the said A. B...................c.0. or any such other
person or persons as aforesaid and which may not have been discovered until after his death
or the termination of his said service or his ceasing to hold any office for which the security
was required. :

PROVIDED ALWAYS that the return at any time of the said security .shall not be deemed
to affect the right of the Vice-Chancellor to take proceeding upon or under this bond against

the said A. Boooovvvvnniann... or against his heirs, executors, administrators or legal represen-
tatives after his death, in case any breach of the conditions of this .bond shall be discovered
after the return of the said security and the responsibility. of the said A. B.....................

shall at all time continue and the Vice-Chancellor shall be fully indemnified against all such loss
or damage as aforesaid. at any time. . '
Provided further that nothing herein contained nor the security hereby given shall be deemed
to limit the liability of the said A. Bi................ pacoos in respect of the matters aforesaid
to the forfeiture of the sum for which this bond is executed and that should be said sum be
insufficient to indemnify the Vice-Chancellor in full. or -any lgss; or damage: sustained by him'

in respect of the matter aforesaid, the .said A. B..i.. i yiiineninnin., .shall pay to the .
Vice-Chancellor on demand such further sum as shall be deemed by the. N for the °
time being to be necessary in addition to the said sum of rupees.................... (Rs

.............. s--+e...00) to Cover such loss or damage as aforesaid and that without prejudice
to any other rights or remedies for recovering the loss or damage as aforesaid, it shall be open
to the Vice-Chancellor to recover such further sum payable under this bond as..............
aforesaid as an arrears of land revenue. o

(Signature)
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KRISHI VIDYAPEETH
FORM NO, KV-42

TQ. . Tr 1L AT, A 1 oriNT
[2ee Kule INO. 4.1 (1)}

Classification

Designation of Drawing Officer and H. Q. ....
Pay Bill of University employees

Drawing Officer
Bill No

R
Signature
Pay and Accounts Officer

.~ Supplementary Pay Bill Permanent Voucher No
- - : Temporary D)5 o
FOR THE MONTH OF ..cc.oovvvvniiee
(4) L) ' . (© (D)
Gross Amount Deductions Creditable Creditable by the Abstract of pay biil
of the Bill to other Agencies Transfer credit to )
=5 University
Rs. Ps. Rs. Ps. Rs. Ps. Rs. Ps.’
1. Payment of 1. Govt. GPF. 1. University (A) Gross
- Establishment. 2. P.LIL GPF. Claim (10)
2. Leave Salary 3. Income Tax 2. Festival (B) Recoyeries
3. Dearness and Surcharge Advance. Payable in
Allowance. 4, L.T:C. 3. Pay Advance cash (21)
4. House Rent 5. CTD/RD. on Transfer. (C) Recoveries
Allowance. 6. Society Loan 4. Conveyance : adjustable
. 5. CLA. 7.. Prof. Tax Advance. (30)
6. Other 8. HBA Payable 5. House Build- (D) Total deduc-
Allowances. to other ing Advance. tion (31)
. ©-agencies 6. Recoveries of B+0)
9. Bank loan over payment.
10. Other 7. Rent of
recoveries. Quarter.
Za 8. Other
: recoveries.
(A) Total Gross (B) Total ' (C) Total (D) Net amount ‘to
(10) 1 (30) be drawn  for
disbursement (A-D)
(32
PAY ORDER -
Passed for payment for Rs.! )
SI— py ..................... ( ......................... ) T e e e
as follows : T
. Cheque No, |
issued. o
Rs. U Signature of
+ b Drawing and Disbursing Officer
! (With Office Seal)
1. By scif cheque .
for 1 . . :
disbursement......c.ooeueeey S BB0000 (B) (1) Cheque to be issued in the -name of
2. By Cheque, Co : Drawing and Disbursing Officer..... 0T
self third, i third Party...covveriveeniinrmerentiningesionne, '
party for G )
payment . Ty
to other agencies v (B)
3. By Transfer |
Credit L ©)
Sign‘atl%ire,'of Accountant.
Date J Sl e
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CERTIFICATES TO BE SIGNED BY THE DRAWING
OFFICER

1 Received contents and certified that I have satisfied myself that all emolumeuts mcluded in
bills drawn 1/2/3 months previous to the date with- the exception and those detailed . below

(of which the total have been refunded by, deduction from this bill) have been dlsbursedj

to the proper persons and that acquitances have been obtained.

2 Certified that Pay and Allowances have been drawn only for the posts created sanctloned
and declared permanent or continued with the sanction of Competent Authority of the Unlvcr-
T A

ita eonv i3 my racord

nction its COpy 1S On my récora.

an
sanctidon

—d L ifiad +
bll._y cluu nave verinca ind

3 Certlﬁed that in respect of arre
ed in the office copies of orwmal bills from which it remained to be drawn..

aftestation.

ana

_over “my

4 Certified that scales of pay, rates of pay, D. A. and other allowances and rates of Leave '
. Salary and all emoluments drawn have been verified with reference to servwe record are -

r claims, the fact of their drawal in this bl]l has been record- :

5 (Certified that
drawn up and checked and attached herewith. .
(2) First payment on appointment : Appointment order, joining report. . ‘ :
(b) Third payment on appointment : Medical fitness Certificate, .
(¢) First payment on transfer : L. P. C.
(d) Increment : Increment certificate.
(e) First payment of Suspension allowance : Suspension order. i
(f) Leave Salary : Leave order, charge report.
(g) First payment on Foreign service or : Deputation order, charge refaort
traming pay. .
(h) First payment of H.R.A.or other : Other Conditional allowance Sancnon order :
Condition allowance. and Certificate of admlsclblhty A
(i) Special ‘pay or charge allowance or : Copy of sanction.
any special remuneration. &
(j) Recoveries by adjustment and by . Schedule of recoveries in dupllcate in prescrlbed :
credit to third parties. form. o
6 Certlﬁed that all incidences aﬁ‘ectmg changes in designation, H. Q. duties and those aﬂ'ectmﬂ

correctly drawn.

in respect of claims shown below the documents in support have been correctly

rates of emoluments are recorded in Service Book and leave account under my attcstatlon

Drawing and DJsbursmg: Ofﬁcer.
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.. KRISHI VIDYAPEETH

.
FORM NO. 44
(Rule No. 405)
’ LAST PAY CERTIFICATE

Last Pay Cortificate of Shri./Smt. oo, O BS—— of the .........
........................ PrOCEEding OM tvvvieenueenneneenotisnrainiierneniessncareeetarnnnes
2 He/She has been paid UPLO.eeeireriisirssrsresnesessicsnnsnscecceneendt the following rates :—

Particulars Rateof Amountpaid | Particulars Rate of Amount paid

5 ‘A . Dearness Allowance

Substantive Pay - C.L. A

Officiating Pay - H.R.A.

Special Pay Conveyance Allowance

. P.T. A. - .
Deductions Other Allowances, if any,
Net Amount paid

Income Tax ' G.P. F. ) P.L. L
3 His/Her General/Contributory Provident Fund Account No.. is maintained by

Accountant General/KV ............. 5. 0an oo o 00 S6e 00 & 00 . | 0Q0DGH
4 He/She made over charge of the oﬂ‘ice ot L L e

0N the - .. corvermmnee e niieneanonnn .noon of 00000 EOEI OO OEIADA 000K 00Go00 o
5 Recoveries are tc be madc from the Pa" of fh.e Government/KV Servant as detailed on the

-3

10

reverse. ) )
He/She has been paid leave salary as detailed below. Deductions have been' made as noted on
the reverse. o o

Period Rate Amount
FrOM. cvees o evnaernsescnsnelOne e meiim i nn at RS.vviiiiiiiniiininaens .a month
From ......... 5 to :

Ty v .

ne/bne is entitled to draw
General’s/fKV’s authority No

He/She is also entitled to joining time as per rules.

The details of the income-tax recovered from him/her upto date from the beginning of the
current year- noted on the reverse. )

As per Accountant General’s/KV’s authority No.........‘...................'.....:n.dated ...............
his/her undermentioned L. I..C. Policy/Policies is/are financed. from ' General/Contributory
Provident Fund.

Policy No. Amount Due date for the “Amountof . Date of Maturity

payment of premium premium




Details of Pending Recoveries
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1. Pay Advance Rs................. drawn against Vr. N
month Major head - y
2. Tr. T.A. Advance Rs..ooovvinnn.. drawn ‘against Vr.
month Major head
3. General/Contributory Provident Fund Advanced Rs...........ooveiiiiiiiiiviiiiinn B350 60 G
4. Arrears of Rent for University qQUATtEES RSe...eeerreeeeenreeeennnmimoninnns. ngaoBeoTres
5. Any other recovery i— '
[Naturelc ffrecoveriss Amount to be Number of instal-
recovere: ments, if any
Deductions made from the Leave Salary
From.. . veel0uiei i iieeeieeeweion accolnt ofeeeecieeniiveeen RSl ol
| {11160 50060000 8000005 00 to. teedineneewennn0nl account of il RIS P T
B¥ 5060 0600G0E000 0000 on account of..........viiiin RS,
Details of payment
Month Pay D.A. C.L.A. H.R.A. G. P. F. Amount Remarks
' . and other  of Income
deduction Tax
recovered

April
May
June
July . -
August
September
October
November o
December
January -
February
March

S (V) 660—20a

DRAWING OFFICER.



KRISHI VIDYAPEETH
FORM No. 45
[Rule No. 4.10 (i) ]
TRAVELLING ALLOWANCE BILL

OFFICE SCHEME : - Voucher No.—-

Head of Account Sanctioned grants ,

Name of Person . 199 ; ] ‘ 199
Expenditure including

Dagionatior this bill

TUETT Balance.

Summary of Claims :—

" CERTIFICATE

Railways/Air Rs. 1 Certified that the claims representing
payment of Railway/Steamer/Air Fares are
S. T. Fare for the fares of theclass of accommodation

actually used.
2 Certified that distances travelled .by road

nnnnnnnnn &
arc Correct.

Daily Allowance Rs. 3 Certified that the amount of T. A.claimed
in the bill has not been/to be drawn
from any other source.

4 Certified that the holidays . for which

D. A. has been claimed in the bill,

Total Travelling Allowance claimed ~Rs. ~were actually and not merely constric-
T - . tively spent at place of tour.

Less deduction (give details) . Rs. 5 Certified that for journeys undertaken

about Adv. taken on  ....oon.... in the vehicies' of the University or in

Ve N Date ‘any other vehicles made available free

(o N Eooagool. c-Booopaoaooognag of cost, No mileage allowance has been
) . claimed in the bill.
Net claim —_—_— 6 Amount claimed in the bill Rs.........in

words. RS. cevvvveeiiieiiniiienieennne, o

Signature/Designation of
Claimant

This bill has been scrutinised as per approved tour diary and may be passed for Rs.
Clerk Drawing and Disbursing Officer

1 T. A. bill has been sanctioned with approved  Please Pay Rs
tour diary.

In Words Rs

2Passed for Rs................... "-

2 for & {0 WOTAS)  Liiiiiiicciee e s eesee e
Counter Signature for Rseoviiiininn, Pay and Accounts Officer
Controlling Officer
Received the amount of Rs.....ccocieviiiiieeieerunnnn, Pay by cheque No....oovevcceeirviiiiie e
....... by Cheque/Cash ~ Dt. /[ [/ for Rs

Receivers Signature with date : I Stamp j




Head Quartrr........ 0008 A06N00Tq0BE00aS Name....oooviiiiiiiiii i, Designation

.................. Pay Rs...ccoceee. Do Al RSueenrivecrencscse e sunss s Total RSuonenvnen.. . Moath of.........
Particulars of journeys and halts T Railway/Air/S. T. Fare
Departures ] Arrivals- - Kind of ' journey Class No. of Amount

i. e. by rail (mail ~ fares

or passenger) Steamer,
o O . . roador S. T.
Station Date Hour  Station Date Hour

12 3 4 s 6 7 8 9 10
T i ~ Rs. Ps.

Actual expenses

Distance: No. of days Rate Amount Parttcuiars Amount Total . Purpose of Remarks

for which daily of each journey or
allowance : ’ Line halt
: : - claimed T ’ :
11 1 13 14 15 - 16 17 18 7 19
- . e R v e e .
Total

Less Advance Paid

(In words) Rs.

(Signature of 'Employccs)
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KRISHI VIDYAPEETH
FORM No. 46
[Rule No. 4.10 (ii) ]
TRAVELLING ALLOWANCE BiLL
Vr. No.
Date :
(For attending the Meeting of the University Court, Executive Council, ‘Academic Council,

External Examiners etc.)

T. A. Check Register page No. ]
NOTE : 1. All entries in this bill should be filled in before claiming payment.

2. No claim for the payment of travelling and halting allowances will be enter-
tained after the lapse of 6 months from the date of which it was due.

Name of the person for attending the meeting of in the Office of the

Head of Account :

FROM TO
Mode of Single Amount
Date Place Hours of Date Place Hrs. of  convey- fare claimed
Departure arrival ance
1 2 3 4 k) 6 7 8 Q
Halting allowance at Rs. per day Days Rs.
Total Rs.

1. I hereby declare that no travelling allowance from any public or semi-public authority for a
part or whole of the journey in respect of this bill has been claimed by me.

2. I further declare that I have travelled— by railway by First Class/Second Class/
S. T. (Ordinary/Luxury/Private Car Single/with other members and shall perform the return
journey in the same manner.

3. 1 also further certify that the distances (road mileage) charged are, to the best of my
knowlcdge,w the correct distances.

DATE :
1. Certified that the above meeting was convened by the University authorities vide letter No.

Signature of Member

(B raaniftonooo00 Aoooae006 0 00 08888 £ 0.0 0010000 0 0eAI0e0 K HEIE00I00
2. Certiﬁed that it has been vqriﬁed from the record .that the member was present at the
mueting/s as stated in the claim. .
3. Certified that the journey shown in the bill was for authorised purpose.
' ’ Signature,
Designation————

Passed for Rs. . ' i only.

Signature,
Designation

Paymsnt received.
Revenue Stamp if over Rs. 20

Signature of Member

Please Pay Rs.

AT sormmda Da \
Ll WOTrGS ns. )
by Cheque in favour of
Cheque No.

Date +

' ’ Stam j
-

Pay and Accounts Officer.
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KRISHI VIDYAPEETH
FORM No. KV-47
. (Rule 4.i1)

MEDICAL REIMBURSEMENT BILL © PART—I
Name of Office .. . Bill No.
' Voucher No. Date

Head of Account ‘
Major Head :  Appropriation

r = rr L

for the year 19
Sub-Head ¢ Expenditure including
_ this Bill.

Detail :«d Head 1 Balance available

‘Object of expenditure
Ciaim passed for payment for Rs.
(In wrds)

el
atc ,

vl

o Signature
Head of Office/Drawing and Disbursing
Officer
Courtersigned for Rs.
Date : -
Signature of Controlling Officer.
Dtails of Medical Charges
Sr. Name and Designation of Name of Period of Amount of Total Remarks
No. University employee Patient and Medical treat- - medical
T Relationship ment charges
with University treatment
employee .
1 2 3’ 4 5 . 6 7
1
2
3
5
6
7
8
9

—
<

i
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CERTIFICATE

1 Contents Received. '
2 Certified that Shri./Smt. has limited his/her family to three living children, has a family
of—=—=— children on 15th Augast 1968 and that size has not been exceeded. He/She
(or spouse) has undergone Family Planning operation. He/She is eligible for free Medical
treatment and reimbursement of Medical charges. ) B - )
3 Monitory Ceiling on account of Reimbursement of Medical charges, if any, has not been
exceeded. i .

4 All essential ceriificates, receipts/bills are enclosed.
Signature of Head of Office.

(For the use of Pay and Accourts Office)

Pay Rs. . (In words)
Checked and found correct.
Section Officer ’ o : Pay and Accoiuits . ‘Officer,
Paid Vide cheque No. . ' date
for Rs.

 Section Officer.
MEDICAL REIMBURSEMENT CERTIFICATE

PART-II

Certificate granted to  Shri/Smt./Kumari

. , Wife/Husband/Son/Daughter/Mother/Father/Sister/
Brother of Shri/Shrimati__ S
employed in the

CERTIFICATE A’

(To be issued in the case of patients who -are not -admitted to hospital for treatment)
1, Dr. . S o
hereby certify ‘

(a) that I charged Rs. for -consultations
on___ S : S (here date should be given) at
my consulting room fat the residence of the patient; ]

(b) that I charged Rs. : for administering, o

__inframusecularfsubcutaneous  injections or
(here date should be given) at my consulting roomfresidence of the patient

(c) that the injection administered were not for immunisation or prophylactic purposes;

(d) that the patient has been under treatment at
. ____hospital/my consulting room and that the undermentioned medicines prescribed by
me in ‘this connection were essential for the recovery/prevention of serious deterioration in the
-condition of the patient. The medicines prescribed are admissible and not stocked " in the
— (name of hospital) for supply to patients and do
not include’ proprietary preparations for which cheaper substance of equal therapeutic value are
available nor preparations which are primarily, foods, toilets or disinfectants.

- Name of medicines Cost

B2l N G S I
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(e) that the patient isfwas suflering from and is/was
under my treatment from: to

(f) that the patient is/was given parenatal or postnatal treatinent.

(g) that the X-ray, Laboratory test, etc. for which expenditure of Rs.——————was
incurrsd were necessary and were undertaken on my advice at
—————(name of Hospital or Laboratory)

(h) that I referred the patient to Dr.
for specialist consultation and that the necessary approval of the
- (here enter full designation of officer whose appro-

val) has been obtained.

(i) that the atient did not require/required hospitalization.

Signature and Designation
: of Medical Officer ‘and name of
Hospital/dispensary etc. to which attached.
Place :
Date :
N. B. :— Items not applicable should be stiuck off. Ttem (a) is compulsory and must be
filled in by the Medical Officer in all cases.

S (Y) 660—21
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Bill No.—

KRISHI VIDYAPEETH
FORM NO. KV-48
(Rule No. 4.12)
BILL FOR CONTINGENT EXPENDITURE

Voucher No.

Date Date

Classification:
Sub-Vr. No. Sanction No. Particulars of Name of Parties Amount

’ and Date claim to whom

payable .
1 2 3 4 5
Rs. Ps

Total :
Passed for Payment for Rs. ............ (Rs. )
(Below Rs. - )

(a) Appropriation for 199 Rs.

(b) Expenditure including this bill Rs.

{c) Balance Rs.
Certificate Drawing and Disbursing Officer.
1. Certified that expenditure charged in this bill was absolutely necessary andfor has actually
been incurred. .
"2, Certified that the progressive totals in the bill has been checked with the expenditure
register and found it to agree.
3. Certified that materials/articles have becn received in good condition and have been entered
in the stock register on page No.
4. Received Payment
Place . Signature
Drawing and Disbursing Officer,
Date :
(for use of Pay and Accounts Office)
Pay Rs. (In words Rs. )

by cheque in fayour of

Auditor

Paid by

Pay and Accounts Officer
Krishi Vidyannpfh

oty apedin.

Cheque No. Date:

Signature,
Sectional Officer.
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KRISHI VID YAPEETH
FORM NO. KV-49
(Rule Nos. 4.13, 23.3 and 27.6)

SIMPLE RECEIPT BILL
Bill No, —————
Date : ————— .
Voucher No.
Date :

Head of account :

Received the sum of Rs. (n words Rs.—————

) being the Grant-in-aid/Advance for the Period————
sanctioned by vide order
dated: (Copy enclosed)

Date

. on
gnatur

Signatu
Drawing and Disbursing Officer.

(4]

AY
7

(In words Rs.

Countersigned for Rs.

Date :
Signature of Controlling Officer,
(Designation)
(For use of Pay and Accounts Office)
Pay . Rs. (In words Rs.—— )

Pay and Accounts Officer,
Krishi Vidyapeeth.

date—

Pay and Accounts Officer,
Krishi Vidyapeeth.

S(Y)660—21- 2



B LA

sdesoyg B0 ¢
s3deoay jende) g
sjdreoey [eIOUSD /£
s3d1209y pasg 9
sideony wrrey oED  §
. §1d1509Y soIRYSIH
sidpaey Aetneisp ¢
sydeoay [eworjwonpy ¢
sydeooy waed |
ol 6 g L 9 § 17 £ [4 1
61 —51 SJUNOOY | 0N
Ierondwon 343 S0WQ Jo PESH 183 <uy 61— 61 61— 61 61— 61 61— 61 JOP=sH pajlesg IS
Aq pssieul ‘o3 £q pasod 1G] SSIBILS — :
syrewey sereWsH -01d seyBUnSH 108png posiacy  SoRmISH WSpng 51894 917 10T S[BRISY

1200 Sumsangsyq pue SUMRIT JO suieN

- PesH 10fen

- 164

pesq SEE.
61 01 61 1eak sUy 103 sydieoay] SNUANY JO SIVRWISH 198png
(@) v°s "o o] |
0S-A "ON W04
RIHIdVAGIA [HSTIA



165

"+ oy,

40-pL % Surnnodz-uoN (q)
Uy ()

v sosuadxe 20O ¥
sosuadxy [oaRIL, ¢
sofem T

*+ fIepeg re107,

STONNGINUOY) WOSUIY -
7w Krepeg oawo (7)
JUBWOSINQUIINY [EOIPSIA (3):
v vhopaArly, 9aeaY (3)
0UBMOJ[Y SUrgsepy (3)
. V1D (P)

'V 4 H ()
SouRMOJ[Y ssamIEs (q)
i Leg. (®)
sorieleS 1°1
o1 6 8 L 9 9 ¥y € T I
61 -
9583109p  Jeyjonydwop) ayy 61 10y 61 10§ 01 61 10] ) . :
Jo osearouy £q pezieny SOJRTIISE SSIEWIISH sejetensH 61 01 61 0 61 01 JON
103 SUOSEIY SOTETIIST 1Spng posIASY 128png 61 61 6l SPEAH PAERQ B
1eak o1y I0] sjenioy ; «
30030 FWEINgsIQ PuT SUIMEI - JO SWEN
PeOH poJIERQ: PESEH IOULN; PEOH 10fe)y

61— 61 W04 FYNIIANHIXE 40 SHLVIWLISE IADaANg
[ @vs omy)
T$-A3 "ON W04

HIZHAVAQIA IHSTYI



"+ 17 03 1 SON "I§ [eI0L puBID

¥o01s AT €7
sad1etp Y0  TZ
Aymppinfuosuag 1T
SIUSPIAI(T/3SaIolU] (T
soriddng % [epoe 61
sueoT/iustmsosuj gl
oueusjue L]
o SO[OIYeA 1030 9T
: *$1UB[J %9 S]OOL
‘sjuowndmby 2 Aroumoely ST
syIoM IOUIN I
syIoM Iofe]N €[
arnyipuadxs 9ojAIeg 191008 71.
. ‘'saouemoly Axemd
-wngfsesusdxy Ayendsoy 11
puedng pue digsigjogos 01
SIIPISCNS/PIe-U-Jue1) 6
. * gosuadxg
&ongng  Jmemsspespy 8
: suoneonqnd - L
S9XB], pu® Ssojpy JUSY 9
*001A198 [E102dg
29 [BUOISSOJOIJ Joy juowhed S
ol 6 3" L : 9 S 14 € [4 1
o583399p Rjjondwo) ) 61 303 61 101 61 a o
I0 oseeIoul £q pasieuy saewnsy serewnsy 03 61 10] 61 01 6101 610} TN
10§ suOsEay sajepsy 198png pasiacy muﬁﬁ%%mm 61 61 61 SPEoH poprele@ (IS
}espng ?

I8k 97} I0J s[ENIOY

166



167

“AysoAun) oq Aq ‘pexopuanIns USAq sy 90UY[eq juodsun oY) IOUIOUM EOIPUI

*pajeIs 9q Apweld Aewu oi0je1sl) sUOsEad oY) ©3L0NIII0 UONBSIIN JO UOISSImQNs U1 Ae[op Useq SBY 010U} ‘950 U,

A
4! . 11 . o -6 2 o
) 20QJO HPY °T) 01
paystumy aq 03 parmbax
R - 90O PNy 943 0} s1t YoM T £q o1ep oY)
ojeonaeo uopesynn CO§Jf ¢ AIgssaddU ST 9ged
syreway £ue g1 ‘oouepeq j0adsuf) ., JO uoIssiuqus Jo 318, -13390  Uonesiin  ISYPYM
8 ) L -9 S b4 € [4 1
Juos 1dreoax . . -
g S0UBAPE GOIYM = 6 S et DOUOTJOUBS ST - e -
3inyeusig ydieoe1 jo oje@  Jepun ojeq 2103 pouonouLs  PaUONOUES PIE-U-UBID  PIE~UI-JUBID QU3 YHIYM I9pun  "ON

pue ‘ON ' ‘d  PU® ‘ON I

sassaiderg

TUNOWY Jo escding

9181 % "ON UOnN[0SAY “JA0D

IS

sjurIo Jo I0siseyq
l01°¢ *oN emaY’
<S-A¥ "ON W¥0o4

HIFEdVAQIA THSIYY . e

: JUNCOOY JO PO



168

e S R £ R TR e T

4! €I a0 11 01 6 8
: [esodsip 10} : :

[esodsip uo ‘Kue p1 ‘Ajaomue paraq g juesaid je pasynn
sytetey Past]eal unomy pue suosesy j0u.10 go pesodsig  -WNOUS JT SUOSERY  JOU 10 PIIqEnoug Yorga 10y asoding

L 9 Y 14 U egT B A

. woroues ple-ur-juels oy
w pojerodioour seM jueis omy .
Uo SB 513558 JOo jno pormboe spesSE 1830 el oty JuB1S PauonPd uoroues Jo *ON
o4} 3O 9ufRA

paznboe 10 payeard 3o Ayedord 9T} Ul JUCWUIIACDH
fjfenoe spesse jo diyszeumo  jo 3ySu oty Suip
JO siepnonteg -12991 uOWIpUOO AUe ISTIOUM

Jo osodind Jelig  -uEs jJo'junowy syep plE N g

¢ fomne Suruopoues I uonMISU] 93jURID O3 JO SWEN

SJUBID JUSTITIOACD JO MO Afjenuwisqus 1o Ajjoys pasmboe sjosse Jo 109851809
(@1°s °iny)
€5-AM "ON . IWd0d
HISHdVAQIA IHSTIX



KRISHI VIDYAPEETH
 FORM NO. 54
‘ (Rule 6.23)
- NOMINAL MUSTER ROLE
NOTES

1. The Nominal Muster Roll is the initial record of the labour
employed each day on a work and must be written up daily by
the subordinate deputed for the.purpose, each morning before the
labourers being work.

2. In case of large works, where the work people are not
liable to be often removed from one class of work to another, the
names of work-people should, if possible, be arranged according to
sub-heads of -Estimates. When this is done, the allocation sheet is
unnecessary.

3. The presence of labourers may be marked on the muster
roll by letters indicating the Sub-heads on which they are employed.

4. In case of labour employed on several works at one station
or on a single work, where the workmen are liable to be frequently
shifted from one sub-head to another, the allocation sheet should be
used for the purpose of abstracting charges on each sub-head of a
work. It should be attached to the Muster Roll when submitting
the letter to the Head Office.

5. Junior Engineer/Asstt. Bngineers/University Engineer/Deputy
Engineers should be most careful to see that the work is obtained
commensurate with the iabour charged for and should personaily
muster the men at irregular and unexpected times, noting such check
musters at foot of date concerned.

6. The Muster Roll should be completed as regards totals etc.
immediately after the close of the period for which it is kept and
the labourers paid as soon as possible.

7. Owing to the introduction of the each payment system of
maintaining works. Abstract, too much strees cannot be laid on the
necessary for making prompt payment. Pre-audit of Muster Roll is
not necessary.

8. Payment on Muster Rolls should be made on witnessed by

‘the Officer of the highest standing available and he should certify

to the payments individually or by groups by a distinctive mark,
his initials of signature. The ameunt paid on each date should be
noted in words as well as in figures at bottom of the Muster Roll.

S (Y) 660—22
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DEPARTMENT
HEAD

SERVICEJHEAD

CASH-BOOK
Voucher No.

Nominal Muster Roll.
No...
of Daily Labour
employed on

Sub-Section

Issued to the
Junior Engineer

Deputy Engineer on
Accountant

Karkun
I/c
Sub-Section on

Clerk Junior

Deputy
Engineer

Compleied M. R. recei-
ved in the Office on

Junior
Clerk, Deputy

Engineer
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ALLOCATION AND DATES OF PAYMENT

Sr. Name of Work Amount paid on Unclaimed| Total
No. ) Wages
1 2 3 ] 4 | 5 6 7
Rs.} P. Rs.f P.’Rs.'P.IRs. P. | Rs.| P.
g
}
i
)
i
i |
! |
i
P
!
)
E l ! i | E
Total 2 { ] If J | ' I
i
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Passed for Rs. ...ccrvneen (Rupees.......o.o.... )

(Signature)
(Rank)

Dated the 19

Grand Total of this muster roll .. ..
‘Deduct—Payment not made, as per details transferred to |

Register of Arrears—Part II. }

Balance paid. (in words) Rupees........ Cevenaens

ADated the 19 (Signature)
(Rank)

PART-II-DETAILS OF ARREARS OF WAGES DUE TO WORK PEOPLE*
(To be transferred to the Register of Arrears of Wages)

Description Name Father's Residence  Rates No.of Amount  Entered in the
No. Name . days Register of
Arrears of
Wages on page
1 2 3 4 5 6 7 8
Rs. Ps. Rs. Ps.

Total arrears

ot
o

Dated the (Signature)

(Rank)

* If the arrears pertain to one work only, the details may be compiled from Part-I directly
into the Register of Arrears of Wages. If not Part-II should be completed first with the names
grouped according to the works to which the airears pertain.



13

¢l 4 |4
edieyo-u-100mo /4 N pred are sieslle YoIgM 19puUn
syJewdyg ‘g .mQ \ *d 'Y Jo spenrug 93P puUB "ON “JA
o 6 8 L 9 , S ¥ € (4 1 :
) 0¥ 1a3sny sIaInoqe] [10x SeQ_ - TON JOUINOA
ey skep 1od sB oy Jo Japsnui ueyled siganie
unoury Lreq 3o "ON QOUIPISNT QUWIBN [T ‘ON IS uondrosag Jo porsed U1 yorgm 031 muonosoW
, Jjiom Jo sweN
~ SHOVA dIVINN 40 JTLSIDHY
[(9) 92°9 "oN @y}
96-A "ON W04
HIEAdVAJIA THSTEN
oyeuIpIoqns oY) jo oImjeusig
S 14 € [4 1
safem Jo 9yBI pakordma

‘ouop NIop Jo Amuenb oyewnxoiddy

$101M0GQ®T JO ‘ON

YIM Inoqe) Jo pury

TorgM TO JIOM "ON IS

..........I..........................mo.\mmv..................................o_ﬁpowﬁonuﬁh:mﬂ

L1304d3Y ¥4n08vi ATIvVa
(§2'9 "ON oY)
SS-A31 'ON WYOA
HIGHdVAQIA THSIEH



9 S v € z I
yoog

1900 o g "W o Suramoer S . .osmmm 3 JTUSTISINSBIA
Jo spnruy winyal Jo aeq uosIad Jo Q1njeuSIg pansst woym of, jo a1 JO *ON'IS
X009 INTWTINSYAN A0 HALSIOTA
(179 *ON oy )
$5"AM 'ON WI04d
HIZAIVAAIA THSTIN
0l 6 8 L 9 B S 14 € 4 1
- i Panss1 WIoyMm .
o} suosrad N
JO spenu 10 A
(3sod Aq jmaes a1 ) ,
sq sep pue  swoj yn) 3diwoar  gNAQ/dN 93 3O 1oy
unowry - ON A oy; Jwdpor s[eniur pajeq QuwEeN 31Ep M 193SNIA
mDWQ\MD -MOTYO' 107191 onsst "ONL 91 Jo
SYIPTOY JO speniuf” 10§ PIS(Y 01 20U PausST WOYM o, Jo areQq juepuy "ON IS

aENSSI SWA0 I “TTO W YALSAN TYNINON 40 YHALSEIHH
(82°9 o) -
( L§-A3I "oN wiog)
HIHHdVAQIA IHSTHX



175

o1 6 8 L 9 S 14 € z !
humuc.&ﬂo *ON Ommm. ‘a q T ‘ONl Y10oM JUSTISINSBIU
3jep-03-dn vaIe IO JO sienoned Jo ore@
8101 1UQWoINSLAN 358 SjU9Iu0) s[rea ; ’ )

Seniteassssace s INGEYY ST IOM ﬂowﬁﬂ}r %& %050@.4
sererseeseiseicinei oy IOM JO SWEN

hrescasans Carseanan .........O.Z..owam

} -..--...-.-oz.Moom
009 INFINHINSYINW

) (zg'9 "ON o)
6 "ONL. W OA
HIATIVAQA THSIEY



176

KRISHI VIDYAPEETH

FORM NO. KV-60
[Rule 6.52 (2)]

Form of Unstamped Receipt to be obtaind from Contractors

Name of work :
Name of Contractor :
Agreement No. : Receipt No. Month

Date of Supply :

Sr. © Xind of Source Quantity  Unit rate  Amount Stipulated place Actual Remarks
f

No. Supply ) stipulated of delivery  place of
g Supply in contract in contract  delivery
’ agreement
1 2 3 4 S 6 7 8 9

Note : (1) If the supply is not provided in Schedule A of contract, the market rate and issue
rate should be stated here.

(2) If the articles have been issued to a piece-worker, reference to advance recovery (Re-
ceipt No. 1, date, etc) should be quoted here. B

(3) In case of change in stipulated place of delivery, indicate here the action taken to
recover or pay to the contractor transportation charges saved or incurred in excess by
him, ’

I hereby agree that the material issued to me for this work .vests in the Krishi Vidyépeeth :

and that any surplus materials not uysed on this work will be returned in good condifion by
me to the Krishi Vidyapeeth on demand. -

I have accepted the above-noted "quantity and the cost thereof may be recovered from my bill.

Date
Signature of Signature of : Signature of University
Contractor Store-keeper Engineer.

For use in Krishi Vidyapeeth Office.
(i) Entered in contractors Ledger, vide folio No.
(ii) Adjusted in account of )
(iiiy Checked and found correct.
Up-to- date account of materials chargeable to the contractor.

- Description of materials
1. Total quantity Stipulatedin Schedule A of the tender Cement M. S. bars, etc,
2. Add for extra items .
(a) Total to be issued :

Total issue made as per

previous receipt No. , Dated

Add issues as on reverse
(b) Total up-to-date issues

Net balance available for futurs issues (Ab) ) Verified

Signature of contractor University Engineer.:
Certified that the total issues of the materials includi .
[ ) ng the above are not in excess of actual
requirements of the work and the materials issued as per this recei i t i mimodie
reiremaents of the  work. P pts 1s not in excess of immediate

The materials required for the execution of e

Aoy h xtra items shall o g i :
rate list itself together with the quantity to b all be stipulated in the extra item

e supplied, the rate and the place of delivery,
University Engineer.
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KRISHI VIDYAPEETH
FORM NO. 63 '
Rule No. 6.57 (i)

FIRST AND FINAL BILL

For Contractors and Suppliers:—

To be used when a single payment is made fora

job or contract, i.e. only on its completion.
A single form may be used generally for making
first apd final payments several works or supplies

if they pertain to the same lime. A single form
may alsc be used for making first and final -
payment to several piece workers or suppliers -
If ‘they relate to the same work and billed for
at the same time., In this case column should be

o PR
113o

o d e

Sub-divided the first part for
“ Name of piece-workers.” etc. and the secoad
for “ Items of work etc.) and the . space in
Remarks column used for obtaining acceptance
of the bill and acknoledgements of amounts paid
to different piece-workers or suppliers.

forn vATES
iW0o parts,

1.. Inthe case of payments to suppliers red isk
" entry shouldi be made across the page above
the entries relatng ithereto in one of the follo-
owing forms applicable to the case, (i) Stock
{iiypurchase for (iii) purchases for the Direct-
issue to work (iv) Purchase for the work
_Issued to contractor

Ch. -

2. Inthe case of works the accounts of which

ire kept by sub-heads the amount relating to all

atemns of work following under the same ¢ Sub-
head * shculd be totalled in red ink.

3. Payment should be gttested hv gome

3. Payment chould be attested by somne
known persons when the payees acknowledge-
ments is given by mark, -seal or thumb-impre-
ssion, . . - §

4. The persons aciwaily making the payment
should initial (and date) the column provided for
the purpose against each payment.

Audit /Account Enforcement

Non-Plan works.

i Original Works Cominuhication
Minor - (a)
Head Repairs and
Maintenance Building
Sub- Head or

Detailed head.

‘CHECKED

Transactions of roadside materials entered
on the statements of receipts, issues and balances
of Road metal.

CLERK

Account Classification
3
S
g :
e
-2
-
Plan works

Provision for. the current year
Expendlture incurred including this

ACCOUNTANT

CASH BOOK VOUCHER NO.

FO 19

=

Name of Contractor/Piece worker/Suppliers

Agreement/Rate List/Requistition.

N~ 2 .
iNO. o1

Agresment/Rate List/Requisition.
No. of

Names of works.

Rs.

Bill Rs.

Balance available Rs.

(a) Strike cut words which are not applicable.
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KRISHI VIDYAPEETH
FORM No. KV-64
' [Rule No. 6.57 (i)}
Rumning Account Bill

Notes

1. Whenever there is an entry in Column 9 on the
basis of actual measurement, the whole of the amount previ-
ously paid without detailed measurement, should be adjusted
by a minus entry in Column 2, equivalent to the amount
shown in Column 1 so that ‘the “ Total up-to-date’: in
column No. 3 may -became nil )

2. When there are two or more entries in Column 9
relating to each sub-head of estimate, they should in the
case of works the accounts of which are kept by-sub-heads

T P B I T s o I P T P e N o i T T A T T s
D€ 10tdaiicd anu o tutal icvuiucu 1 LUlUin  1v 100 pusuuyg
the works abstracts,

Memorandum of Payments.

3. The figure against (k) should be tested to see that
it agrees with the total of items 6 and 7.

4. The Payee’s acknowledgement should be- for the gross
amount paid as per item 7, i. e. (a-+b+-c).

5. Payment should be attested by some known person
when the payee’s acknowledgement is given by a mark,
seal or thumb impression.

Account Classification
Major Head.

PLAN WORKS

NON-PLAN WORKS
ORIGINAL WORKS

().

(a) Communication -

Minor Head

Repairs and (a)

Maintenance Building

Sub-head or

Detailed Head.

Provision during the current year Rs.

Expenditure including Rs.

Balance available Rs.

(a) Score out ‘vhat is nct applicable.

“time to’ time with

(2) Security deposit

FRONT PAGE

for the

PP
—15

Cash Book Voucher No.
month of —————————

Name of Work—

Name of Contractor

Serial No. of this bill
Reference to agreement

Date of order to commence the
work.

Due date of Completion of the
work as stipulated in the contract.

Extensions granted, if any, from
reference to
authority.

Actual date of Completion—

(1) Security deposit to be
recovered as per agreement.

previously
recovered, .

3) Security' deposit. te be
recovered from this bill.

(4) Balance to be recovered.
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(Inner Page)

I-Account of Work executed

Advance Payment . for work Items of work Unit Rate Quantity Payment on the Remarks

not yet measured (grouped executed . book of actual (with
. under sub- up-to- measurment. reasons
Total as Since Total heads and date as - for delay
per previous up-to sub-work per mea- Up-to Since  in ad-
previous bill date of estimates) surement date previ-  justing
bill : book ous payments
bill shown
in
column 1)

1 2 3 4 5 6 7 8 9 10

Total Carried Over. .

Value of work done to date (A)

(D) (B) Deduct value of work shown on previous bill....
Figures (D) in Net_value of work since previous bill
4 i

words
woras 0 {F)......

&) .
Rupees - Figures (F) in words Rupees

Il-Certificates and Signatures

1. The measurements on which are based the entires in column 4 to 9 of Account I were made

Shri. on
and arc recorded at page of M. B. No. —————

2. Certified that in addition to and quite apart from the guaatities of work actually executed
as shown in Column 7 of Account I, some work has actually been done in connection with
several items and the value of such work is in no case less than the advance payments as per
Column_3 of Account I made or proposed to be made for the convenience of the Contractor
in anticipation of and subject to the results of detailed measureinent which will be made as soon

as possible.
Dated Signature of the officer preparing the bill

Countersigned by University Eagineer/Dy. Engineer
Dated Signature of o
Contractor (Designation)

Hotes — Certificate No. 2 must be signed by an officer of the rank of above Deputy Engi~
neer., .
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(Bast page-T)
I-Memorandum of Payments

1. Total value of work actually measured; as per part-I 8, Entry (A) Rs. Ps.

2. Total * Up-to date > Advance Payment for Work not yet measured,
as per Account I, Column 3, Entry

3. Total (Items 1—2)
4, Deduct Amount withheld :—

Figures for (a) From previous Bill as Rs. Ps.

Works Abstract per last Running
—_— Account Bill........
Rs. Ps. (b) From this Bill

5. Balance, i. e. © Up-to-date *> payments, (Items 3-4)-

6. Total amount of payments already made as per entry (K) of last Run~
ning Account Bill No. of forwarded with accounts for

7. Payments now to be made, as detailed below :—

(a) By recovery of amounts creditable to this work. . Rs. Ps.
Value of material supplied in (a)
Total 4 (b) 7+(a) G.

By recovery of amounts
creditable to other

(b) works or heads of accounts :—
Value of stock supplied in for (V)

(¢} By cheque Rs.
(i) Water/Electric Charges Rs.
(i) Hire Charge Rs.
(iii) Security Deposit Rs.
(iv) Fine/Penalities ' Rs.
(v) Income tax Rs.
(vi) Net Payable to contractor Rs.

Total (C)
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Passed for payment Rs.e..vvnivvnanenoiRsue

ACCOUNEANL. « et vttt ettiins v e e e e eer b e s University Engineer

Received Rs. (CPPE=-r T rreor) As per above Memorandum on account
of this work.

Dated 19

R
stamp l
i

Witness
(Full Signature of the Contractor)

IV-Remarks

(This space is reserved for any remarks which the Disbursing Officer . for the University

T ginear maoo wich 16 racor: in regmect tha nvann{ 1N O tha wwarls ohaols ~F s s b
Engincer may wisn O relOIG in ISSpelt O 1 CRECUNSH O (A€ WOrK, Cactk o1 meal CIents

of the state of Coniractor’s account.)

PART-V
{For the use of Pay and Accounts Officer) ‘
Pay Rs.......... veeeeevasaneet oy . .(In words RSivcieinieine e cveiivaiveee v oo .@8)  below @
(@) By Cheque RS...ovvveervevncnn e (IO WOrdsa oo i)

Rs. (In words) ..to contractor
Rs. (InWords). - veeveerecrivees o venee.income tax

(b) By per Contra :

(BSee o veremvainnsamnassaassa(in WOrd. .veu.n. cesiiiiieiienee...) as per column 7 (c).

Auditor Section  Officer, Pay and Account Officer.

Cashier Pay and Accounts Officer
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EKRISHI VIDYAPEETH
FORM No. KV-76

{Rule 9.2)

PROVIDENT FUND LEDGER

193

Closing balance as on 3lst March 19

Posted by —
Checked by——m ————

Examined by ———-—

S (Y) 660—25

Name Designation A/C No. —
Year " Subscription Refund Total Withdrawal Monthly
19 . of Advances Balance
1 2 3 . 4 5 6
April
May
June
July
August
September
October
November E
December
January
February
March
‘Total ;
Opening balance as on Ist April 19 Rsooooivnnn
Subscription oc Rs...........
Refund of Advance Rs......oo....
Interest Rs.oovoinntt
Total Rs..ioooa.t
Less with drawal Rs..o.ooo.oe,

ASSISTANT COMPTROLLER.
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KRISHI VIDYAPEETH
FORM No. KV-86
( Rule No; 11.4)
Plot Histo;y Register
1. Name of ﬁle Institution
2. Plot No.
3, Area, Situation (To be shown by a p{ah)
4. Topography—
5. Description of the Soil.
A (A) Physical—
(1) Colour
(2) Depth
3) Capillariiy
(4) Percolation
(B) Chemical —
(1) Analysis of the Soil
(2) Interpretationjof the chemical analysis
6. Description of wéll——
(A) Date of Construction
(B) Value
(C) Depth
(D) Diameter

(E) Irtkzation (In Hectare)
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KRISHI VIDYAPEETH
FORM No. KV-91 .
[ Rule No. 11-7, 25-5 and Appendix-VI- (2) (i)}

DIVISION OF FARM . . CULTIVATION SHEET

Farm Plot No Sub-Plot No. Area Hectare
Crops and its variety ‘ ‘

PURPOSE

[ Preparatory tillage —
i Manure per Hectare —
TREATMENT <{ Seed-Rate per Hactare — -

| Subsequent cultivation —
{ Irrigation —

[ Crop and its variety —
Previous | Cultivation —
treatment 4] Manure per hectare —
l Irrigation —

Yield of Crop

l ————— Cost of Cultivation

i Val
Name of the Crop and Quantity alue

Kind of Produce Per Per !
Per plot Heotarel T°F plot Hectare Name of Item j’_er plot  (Per Hectare
Kgs. Kgsj,' Rs. |Ps Rs. |Ps. Rs. {Ps.| Rs. |Ps,

. B Preparatory tillage —
Principal Product .. e — M-"ﬁure and manuring-|{ | | | —
Seed and sowing ———|—|———|—

{ I | Irrigation
Bye-products .. - _| After tillage and care | ————|—| —— | __
e : (Including watching
J— etc.)
{ Principal products .. ) Harvesting and Pre — |~

( | —

paring for market —]
Marketing charges | —
Supervision charges —————|—| —---

}
( Bye-products l

Rent of land —
') Principal products .. o S Hire charges for appli—

Interest on the outlay —|~——| | |

- —1  ances —
) { — —| Miseellaneous for — e
{ Bye-products .. - .. — |—{ || charges -
: . -|__{ Apportioned working — Sl
' cost o o | ——
Total - . _ : I\ Total—

Note :—
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| Labour char;gés 1| Other Charges
Date | Description of item o I ’I}“otale
Quantity Cost lNature ,Ql.m Cost ¢ a_r’g i
ntity g
st [ | |
Men [Women locks Rs. | Ps. | Kgs.| Rs. Ps.| Rs. |Ps.
I
!
i
|

: 1
1 N

i
. : o |

g ; : B
. o
i ‘ ¢
| ’ i
i - -
! ! -
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i
Name of Farin :

BookNo............c.ovuit :

of the store incharge ).

KRISHI VIDYAPEETH
FORM No., KV-96; -

(Rule No. 11.12)!

i

DELIVERY MEMO

_ Block Farm N ... ... i....
Form of delivery of farm produce by

the Agricultural ‘ Assistant of thé ‘farm in to the custody

21

Original
Duplicate
Triplicate

To, :
The Store Incharge,..............ooooueen R N
Please take the under mentioned Farm producc in your charge :—
Survey No. Kind of produce E Quantity i Condition of . Remarks '
Cultivation . ‘ Kes. ] produce SH ¥
Shect No. . : &
i 2 3 : 4 L5
, | | i
' ; -
Date : I
! i . i i _ I
Agril. Assiistant. Ji. Rescarch Assistant : ‘Senior Research Assistant,
- = 1 2

1

Verified %he entry in cultivatidn

sheet page No.;:j

. _and yield book- page No.

4 B
: . Assistant Farm Superintendent
i K 5
' R } .
: R b p g :
Received! the material iand entéred on store day, book page No.: o
: e Fibe s j

i
i
5

H
i
i

i)

Agril. Assistant
~ ( Store),

Verified the entry{in Stbre;

o1

S (Y) 660—27-a

i
i
| i
|
i
!

Day ;Book and found correct.

Store Incharge.
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KRISHI VIDYAPEETH

FORM No. KV-100

(Rule No. 11.17)
Meteorological Register

(Rainfall and weather record) Farm t.....ovvniiiiieiiiineinnnn,

For the moth of 19
- Temperature
‘Date Rainfall — — Remarks
1t031 ) Maximum Minimum  Dry Bulb  Wet:Bulb

1 2 3 4 5

Month’s Total :
Previous Total : . o
Total fall from January : &
Sl gnature of the Officer.

Date :
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KRISHI VIDYAPEETH a
FORM No. KV-116
(Rule No. 12.16)
Name of Poultry Farm § ‘

Bird Aeco!mi Register

Agein  Balance From Other Age Total For For Death Age Total Balance
weeks brought incu- rece-  trans- table  bree- trans-
forward bator ipts fer - ding fer

1 2 3 ’ 4 5 6 7 8 9 10 11 12

SdingiSamman Details of Receipts, Disposal
‘ and Mortality
Age in weeks W. b, M. R.LR. Other Total
breeds
0-1

1-6
6-12
12-18
M
18-24 —
F

M
Adults ——
F

Total

Egg. Production Incharge Please write off the value of
birds worth Rs.............
A B C

W. L. H. Sanctioned

RIR. .

Other breeds : Incharge Incharge
“Details of Sales .

Receipt or : Amoun t No. of

Bill No. birds

S (Y) 660—29-3
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KRISHI VIDYAPEETH
FORM No. KV-121
[ Rule No. 13.3 (3)1
Pension Payment Order

Place for Signature of
Pensioner on the ficst
Payment mode.

Part-I
Name of Pensioner...o.cveveiiiiiiiiiiiiiinenenerencnnanees
Class of Pension and Date of Birth Sect Residential Amount of
No. and date of order address Monthly Pension
sanctioning it. Rs.
_ 1 2 -3 4 5
KRISHI VIDYAPEETH
Part-II
Office of the Comptroller, Krishi Vidyapeeth.........cocovviiiiiiinins
No ' Date :....... ceree
UNTIL FURTHER NOTICE and on the expiration of every month be pleased to pay io
ShrifSmt...coeeeivie i 0000G000000G O8G0 00 08a680B0 EAREANE0538a 000 5808630000860 0000 5 5a000
the SUM Of RUPEES. . ouuetieieniettentetiuetentaaaeioeeeareassosrauscsecsssasesiscrasiossasss
.............................................................................. (less income tax)
being the amount of .. ...ttt e pension, (62X T 5
In the events of his /her death his/her wife/husband Shri./Smt............cccoviviiiiiiiia..,
would befis entitled to family Pension at Rs. (D838 ba0a6BE00060808008000 0% ved) . I
LTS R008R000a0000000000608 0800 and at Rs................. {{Paooaoe L..) p-m.

thereafter till her/his death or remarriage whichever is earlier upon the production of this
Order and a receipt according to usual form.
The payment should commence from
Marks of identification are enclosed.

Signature

COMPTROLLER,
To,

" The Pay and Accounts Officer.
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KRISHI VIDYAPEETH
FORM No. KV-122
[Rule No. 13.3 )T
Gratuity Order

No. .
Place : Date :
Subject : Sanction of D. C. R. G. to ’
Shri/Smt.
retired.
READ : (1) Order sanctioning Pension and D. C. R. G. Nowovevniennnnnne Date..ovevveennnnn
ORDER
Sanction is hereby accorded to make the payment of Provisionalffinal D C.R. G. to Shrif
[T YU PPPR PRI TTILII O Tetited.veeieriiiei i Krishi
Vidyapeeth....cooeen amounting 10 RS.ueervvneecerneneenmnenns (in words BS..overeiriiiiiiieinisiiniienes )
Particulars regarding identification of SHII/SImti.ciiiiiiinieniin e
are as shown below :(—
Date of Pensioner’s name  Personal Marks Height Sect Place of
birth of identification residence
1 2 3 4 5 6
2. He/She has been already paid provisional D. C. R. G. amounting to RS..cceviveieennerneens
(Rs. in words)...cocvvveieinimiiinersiieeneniieniiiina which should be recovered and difference of
................................................. (in words) RS...ceveiiervsviciviicsnnenesssnennee.Should be paid.
The acquittance of the payment of gratuity should be taken on the reverse of this order.
Comptroller.
1. COPY L0ciireiiiireriiiin e
2. ThHe..coserensererrorsasoanssanssnansanrannias —
% SRII/SIIEueeereeaivreeeeensnsionressivasnns

* N. B.:—(Para 2 should be scored in tne case of pay;mnt of Provlslonal Pension ).

e oM i

A .
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KRISHI VIDYAPEETH

FORM TNo.

Bill for drawal
i i
Name 0f the PEnSIONEE 2...ucveietrerieuiiiieieiierienin e e ettt eeeertbiaaaraaeeeanten e eeeeensranaaiees | S
Pay and Accounts Officer.........coveerieiiiiinnanns Voucher No. and Date :
Pension for the month of.......ccocvvvriiiivinnens 19 -~ Rs.

Amount of Monthly Pension
Loss deductions

Income Tax

Net amount payable

(In words......cccuunns S OUURUURUUOTURTTIR

I declare that during the period of this claim I was not re-smployed under (i
in India: (ii) anv local Fund or (Hl\ any Institution wholly or partly financed or niﬂg

....... a; (1) any local Hupcor (i anstitutlon wpolly Or partly nnancec

in aid by any Govt. in India. I am not receipt of any other peasion.

Revenue
* Stamp

g . ._ (Sighature of’;PenSi'o.nér_
Please pay the amount of this bill to Shri/Smt
whose specimen signature is attested by the

(Signature of "Pensioner)

LIFE CERTIFICATE

I, hereby certify that ShrifSmt............c..oovoiiiiiiiii.. TP L. Pensioner
is alive to the date. : . S
Date : . Name apd designation
Place :

The above mentioned ShrifSmt............... O EEECED e ..
is known to me. ; f X

Date : : : Name and Signature of the
Place : ; person known to the disbursing Officer.

(For Office use only)

Pay RS.  erernnicniiinimnnienaneaanene (Rilpees ..... Gesnoaaracs Banang AD0OME0000000GEORE )

In cash/by cheque. g : : _
Date : : Signature of the.disbursing Officer.
Received cash/cheque..........

S(Y)660-30
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KRISHI VIDYAPEETH

FORM No. KV-126
(Rule No. 14.2 and 14.3)

JOB ORDER FORM

Job Order No.
To, .

The Officer-In-Charge,

University Workshop.

"You are requested to execute the undernoted manufacturing, repair job and send the bill
for payment to the undersigned. Efforts may please be made to execute the job.........cceeoveee oo

( Details of the job)

Signature and designation of
Indentor. i

Job Order No....c.evvnennnn

No. : Dated :

Reference : His Order No.
1. It is regretted that the job for which order has been placed cannot be executed by the
Workshop. )

2. The job in question

Officer-In-Charge,
University Workshop.
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KRISHI VIDYAPEETH
FORM No. KV-127

: :{Rule No. 14.3)

JOB ORDER RECISTER

Job Order  Indentor  Order Job Datc o Datcof Dateof Signature Remarks
No. and No.and details commen- comple- Delivery of
Date date cement tion Incharge
1 2 3 4 5 6 7 8 9
KRISHI VIDYAPEETH
FORM No. KV-128
(Rule No. 14.3)
Job Order No....ccooevreeennnns
UNIVERSITY WORKSHOP
JOB CARD
Name of the job.....ccoooiviiiiiiiiiiiiir e, ‘Number required........ccccocveeeeinreenennnes
Name of the person/section.............. [ tveeene.Order No. and date..e..nererreeeeresieeeennas
WOIK SEATEEA OT1veveresveneeeeeseeeerieeseeeeeeee s e eeeeeeieeeseaieene Work completed on..u.eciiieiereeneniieninnnn..s
Date Progress Hours Name of Worker ~ Wages of Worker
’ ‘ Report :
1 2 3 4 . 5

Job completed and inspected on

Foreman’s Signature.



Name of the job

KRISHI VIDYAPEETH

FORM No. KV-129

‘(Rule No, 14.3)

JOB SHEET REGISTER

..................... Job NO.ccirvc e Name of the Indentor...............
Started on.......cvveeieiiiecicienneene. Completed 0n.ceceernniieennnne Letter No...occvuenees Date.....c.ouees
Sr. Date Name Hours Rate Total Mate- Rate Total Cost Initial Remarks
No. of the worked of cost rial cost of of

worker wages issued total Incharge
mate- work
rial
i 2 3 4 5 6 7 8 10 11 i2
KRISHI VIDYAPEETH
FORM No. KV-130
(Rule No. 14.4)
DAILY WORK REGISTER
Daily Rate of Wages Rs...cvveeareennns
- Name of Worker.....cooeeviiiieiiniieiiniinisecnie e
Designatioh ........................................................
Date Hours . Daily work. Name of the Signature of
Section Maintenance ~ kshop
Supervisor
1 2 3 4 5
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KRISHI VIDYAREETH

FORM No. K¥-131
(Rule No. 14.6)

 JOB INDENT

Book NO..eetirvreeriinieiiine Dated .ooovvvrvinniniiiiiiieennns
Indent NO.ovsvveeririernanannns
Joh Order No..oovvniiveiinnnns

Name of the Job.....oooiiiinviiiiiis
Sr. Articles indenfed . Quantity required Cost Reference to stock
No. Rs. Ps. -~ ledger

1 2 3 4 5

Certified that the above articles are essentially required for the execution of the job.

Work Incharge. Maintenance Workshop Supervisor.
Issued OR.ceveeeennnnnn,
Signature of Receiver, ‘ Store Keeper.

KRISHI VIDYAREETH

FORM No. KV-132
(Rule No. 15.7)

Agricultﬁl‘al University
STOCK LEDGER (PRESS)
Name of ATHCIE....coiiiiiiiiiiiiii el oo Maximum Level

A/Uniteiiieiiiiiiiins Location.....c.ceuviiievuninsienennnnens Minimum Level

Date Source of Order Rate Cost Quantity Quantity Balance Initial Remarks

receipt or. No. received  issued of and
to whom  Voucher Rs. Ps. Store  Acknow-
issued Ng. twlth keeper ledgement
ate

1 2 3 4 5 6 7 8 9 10
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KRISHI VIDYAPEETH
FORM No. KV-136
(Rule No. 15.12)
I. INDENT FOR PRINTING WORK
Serial NOweeeriverivinaeiannss Date..........
Budget Provision.............ooiiviiieiian peesenensinid Name ofthe Scheme ................
Title of work ... .. i, 0000 600A0000000806660600000a85006300090500000000058
No. of Copies ..vviiiiniin i iaiiiieens SiZE . iviiiiiiien MEASUTE . oo v eevenennnennn
Time of Delivery ....covvoiieiciiiiieicieine e : ‘
Composing : Type Face.............. Ceve eeaiis Body/Footnote .......... Leaded/Unleaded
Paper Bedy .................. Cover Paper............ PBAAA0G000A0 Others .........covveininns
Proofs: Ist Reading .................... (Page)..o..vonn .. Final ifany ......... e e
Printing : Extras ...................... ColoUT .. .vtiliiiiinan COVer ..ivvniiiniiiaiiieinns
Binding : Paper.............c...... Half cloth.......... Full cloth.....ovvvvrininnn, leather
(cover) . .
Special instruction if any

1. COMPOSING +vveveenrnreierinratnearieieneninns .

2. Printing.............0c0ounen 100600000 06000605000

3. Binding ....... S

DEPARTMENT
Date..o..oovivinini... ‘ Signature of Indenting Officer.

(Note : To be filled in and signed by the indenting department)

II. Details of proof Submitted

Subsequent Proof with date

Manuscript Date  Number of Date Page Date Final
Pages Proof Proof Proof
Galleys
1 2 3 4 5 . 6 7

i g e R R s RN ks e
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HI. Printing aud Paper Account

Impression paper

Date  Machine Form Page Remarks
No. No. No. R. Q. S.
1 2 3 4 5 6

IV. Binding

Materials used :

V. Extra, Block Making etc.

. Designing

. Block Making

. Picture Printing

. Special work, if any

W N e

VI. Details of Cost

Printing :
Binding :
Exfras : R R AL e R LR EL e

Total Rs.___

Date of Delivery_ Challan No. and Date
Edition Bill No. and Date
Quantity

To whom supplied 5

Advance paid by customer, if any

. Remarks.

ol

Job Clerk

Incharge
University Press.

S (Y) 660—31-a
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KRISHI VIDYAPEETH
FORM No. KV-137
(Rule No. 15.13)

Bill for Jobs done /Supplies made by the Press

Bill NOwctvaveiinenannns Date ..oevveneess 0T
To ’
Sir,

Reference your Order NOwv.veovvviiivieiiiinne, dated......oovuviiiiunnnnn., .following

articles have been sent/supplied to you.

Sr. Name of the articles supplied Quantity Rate Amount
No. e : Rs. Ps.
1 2 3 4 ) 5
Bill amount.....oviiiniaeeniaan..
Packing charges .......oevevinuennes
Other Chérges ......................
Total ...

Less : Advanced received vide Receipt No.
dated

Net Receivable .........tved

Yours faithfully,

Incharge,
University Press.
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KRISHI VIDYAPEETH

FORM No.

139

(Rule No. 15.15)

Trading and Profit and Loss Account

Account for the Year

Rs.

To Opening Stock

To Composing Wages

Yo Printing Wages

To Binders Wages

To Proof Readers Wages

To Paper Consumed

To Ink

To Roller Comp.

To Binding Materials

To Other Stores

To Outside Binding

To Outside Printing

To Misc. and Carriage Inwards
To Electric Power ;
To Type Renewal

To Provident Fund

To Gross Profit

By Printing bills

Less Sales Tax

By Closing
Stock.....ovunnn 000

Total

To Machinery Repairs

To Building Repairs, Rent
To Establishment Salaries
To Office Expenses

To Interest on Loan

To Fire Insurance

To E.S. I. C.

To Bad debts

To Depreciation

To Telephone Charges

To Commission and Discount
To Net Profit

By Gross Profit..........
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KRISHI VIDYAPEETH
FORM No. KV-140
[ Rule No. 16.2 (i) ]

ACCESSION REGISTER

Date :
Accession Author = Title Publisher Year Vol. No. - of Source Cost Classa Remarks
number Pages  Copies recei= No.
v cd/Pur-
chased g
1 2 3 4 5 6 7 8 9 10 1
01
02
03
KRISHI VIDYAPEETH
FORM No. 141
[ Rule No. 16.2 (ii)]
SHELF LIST -
‘€Call No. AUTHOR (Surname first)
Accession No. Title
Copies Place and Publisher _
Order No. and Date Edn./Sr. Vol. list Cost Year
Price
Requested by Notify
Date received
Invoice No. and date Cited in/Catalogye 'Datye/No./PP.

Approved by Funds charged

The ©Order Card’ will ultimately be used as the shelf list card with the addition of the

accession number and the call number.
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KRISHI VIDYAPEETH
FORM No. KV-142
[Rule No. 16.2 (iii) ]
WITHDRAWAL REGISTER

Date Number

Acce- Author Title Publi- Year Volume Source Cost Remarks Signature
ssion sher .

number
S 2 3 4 5 6 7 8 9 10 112
o1 ' '
02
03
KRISHI VIDYAPEETH
FORM No. KV-143
(Rule No. 16.3) .
ACQUISITION RECORD FOR EPHEMERAL LITERATURE
Author
Location Titl¢
Number
Received Place, Publisher, date Series
Vol. ... No. ....PP. ......
Source Reference )
Order No. o - o
Date Bill No. :
Date :
Passed for Payment on : Disposal-
Cost

For documents not stored on a permanent basis, type of the document-pamphiet, reprint
photocopies, short microfilm etc. will be written in coloured pencil in the right upper margin

(blank space).

. It" it is later decided to weed them out or to get them. bound for barmanent kkeeping, the
informiation .will be noted in: the * Disposal * column and the document, would :be. accessioned
in the regular way, SRR 109, A00
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Description of Pack-tin +—

KRISHI VIDYAPEETH
FORM No. KV-155

(Rule No. 22.6)
Register of Pack-tin Account

T/c Petrol Pump.

2 Receipt ‘Quantity Sales date Cash Memo  Quantity Quantity in Siguature
o . No. Sold Balance
_Date 4nd E
invoice No.
1 2 3 4 5 6 -
XKRISHI VIDYAPEETH
FORM No. KV-156 {
(Rule No. 22.6 )
CASH MEMO
. Vehicle No.
Particulars Quantity Rate Amount
Rs. Ps
1 2 3 4
‘Total
Signature
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KRISHI VIDYAPEETH

P

TS
IV

[ Rule No. 25.7 (b) ]

ar WY 10A
NO. A V-lu4

b3 |

COST OF MATERIAL USED FOR SEED PRODUCTION

Name éf T R N LI A A S0 BB a080 60 60 58 68 B A0 68 606a6a600606080056000 00606860 0H60800008
Plot NG. ..... Cieieinee Seed COD aiiiiiiinen Variety «o.ooevevevinen.. Area...... . ST
Seed production vear =
Seed produ v
Sr. No.- Particulars Quantity Rate Amount

1 2 3 4 5

1 Farm Yard Maimure —
(a) Farm produced
(b) Purchased

2 Compost —
(a) Farm produced
(b) Purchased

3 Seed :—
(2) Farm produced : Male
Female
(b) Purchased : Male
Female

4 Fertilisers :—
(2)
®)
©

P

wy

5 Pesticides / Fangicides / Insecticides ...

@ ©
(®) @
6 Seed Treatment Material
7 Bagging
8 Tagging
9 Labelling

10. Any other expenses on material

Total for Plot
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KRISHI VIDYAPEETH

TN AT 1L
I\IINIVL INO. DMVTiIUT

[ Rule No. 25.7 (d)] .
COST OF OTHER ITEMS USED FOR SEED PRODUCTION

Name of the Seed Farm ......ivicvinn cvitiiiiionraaneeesnsnsiiananes 5B006BE0a0600 000050000 z
Plot NO.  cevvrnrrninnnnnunin, Seed Crop ........c0uen wee.Variety...oooo.ol Area.......uun. .
Seed Production Year.........c.coiiiiiin ciiiinidiieans .
Sr.” Particulats Quantity Rate Amount

1 2 3 4 s

*1 Share of Irrigation charges
2 Share of land revenue aud Taxes
3 Fuel for oil engine owned by
seed farm Be
4 Fule for Tractor owned by seed farm ..
5 Any other item

Total for the Plot

Signat ure - of the Officer-
Date. .

KRISHI VIDYAPEETH
FORM No. KV-165
[ Rule No. 25.7 (&)1
COST OF STAFF USED FOR SEED PRODUCTION

Name Of the Seed FarmM.viiiieeeercsieriorinsivieriimeeriiisiriirierisrieansrrassoscnaees
Area under Seed Production....ceceeeeeivvreniiiiinireiiennanienienns Seed Production year
Sr. Cadere of the Staff : Scale No. Total Remarks
No. expenditure
1 2 3 4 <5 6
1 Mazdoor Grade I
2 Mazdoor Grade II
3 Agricultural Assistant
4 Junior Research Assistant
5 Senior Research Assistant
5 :
7
8
9
- 10
Signature of the Officer-in-charge.
Date :
KRISHI VIDYAPEETH
FORM - No. KV--166
[Rule No. 25.7 (f) ]
STATEMENT OF OUTPUT OBTAINED
Name of theSeed Farm.........iouiuieiiiiiiieiiiiiiiiieteiariiisiensrarsaasestionsreaasansin
Plot NO.. v rnriiniiennniennn Seed Crop..vv.vverevanniann Variety.......c...... Area..........
Seed production year........... ...l 5 . )
Main produce By produc
Femalie Male Toial vaiue
Quantity Razte Value Quantity  Rate Value Quantity Rate Value
1 3 6 8 9

Signature of the Officzr-in-charge.
Date :

o A S S S it e P 4] S
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KRISHY VIDYAPEETH
FORM No. 168
[ Rule No. 25.7 {h), 25.8 and 25.9]

AVERAGE COST OF CULTIVATION OF SEED

NAME 0Ff the SEEA ATl uueiuiiieiiiieeiie i eeireiinetsitee s riesaresesiierasnceseasesnransssnnensarnstnse G6000s .

1.

2. Name of the Seed CropP... et st st cen s s ra s sas s essasnsscassasssanns
L5 716 Ly B e s

3. Seed Production Year.........ccooovveinnnnne

Sr. Item Total expenditure

. No.

1 2 3

1 Cost of labour used

2 . Cost of material used .

3 Cost of machinery and equipment used

4 Cost of maintenance of animals

5 Cost of staff used for seed production

6 Total cost

7 Total outpui— .
(a) Main produce Quintals
(b) By--product Quintals

8 (a) Cost of main produce per Quintal

Signature of the Officer.
Date :

PP
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KRISHI VIDYAPEETH
FORM No. KV-179
[ Rule No. Appendix VI-(2):(i)]
COST OF CULTIVATION
( Agricultural Crops including vegetables )
Preparatory tillage,
Manure and manuring,
Seed and Sowing,
Irrigation,
After tillage and care,
Harvesting,
_ Processing charges,
Marketing charges,
Supervision charges,
Interest on working capital,
Rent of land.
Preparatory tillage—
Ploughing,
Levelling,
Clod crushing ( disking, tmnlng ete.),
‘Harrowing, ‘
Cleaning ( Collection of Stubbles, Burnin, Destmvlnﬂ
Lay out of seed bed,
Mending of bunds/Ridges and furrows.
2. Manure and Manuring—
1. F. Y. M. Application (Transpomng, Appllcatlon, Spreading ),
2. Application of Basal dose,
3. Application of top dressmg
3. Seed and Sowing—

NV A WN

Gap filling,

Thinning
LAGNRMNg,

1. Raising of nursery,
2. Shelling,

3. Sowing,

4. Dibbling,

5. Transporting,

6. Planting,

7.

8.

9.

Seed treatment,
10. Inspection fees,
11. Registration fees.
4. Trrigation—
1. Cost of energy (Canal/Ltft/Wel]/Oxl Engine ),
2. Labour Cost.
5. After tillage and care—
1. Weeding,
Hoeing,
Earthing up,
Mulching,
Plant protection (Dust1ng/Spraymg/Mechamcal)
Rogauing,
Watching,
Selfing and Crossing.

;liu.)lx.)

0 9 W

wn

'(Y) 660—35




2

74

6.

Harvesting—

Harvesting,

Picking, ' I
Collection and tieing of bundies, = -
Threshing, -l
Wianowing,

Grading,

Packing,

Bagging.

Pmcessmz charges—

1. Ginning,

“’.\'P‘E":’“P’F’-&

-+ 2. Processing,

9.

10.

—

[uny

1.

2.

fonl

I

1.

3. Transportation.
Marketing charges—.

1. Transporting to market,
2. Commission of market,
3. Labour cost.

Supervision charges—.
10 per cent of the total cost of production (Item 1to 7).

Interest on working capital—

13 per cent of the expenditure on 1/2 of the life period of erops (1 to 7 items),

Rent of land—
Rs. 750 ha per annum on irrigated land,
Rs. 250 ha per annum on dryland..

Miscellaneous.—
KRISHI:VIDYAPEETH
FORM No. KV-180
[ Rule No. Appendix VI~(2) (i) and.( viii)] :
CULTIVATION SHEET
( Horticultural Crops)
Prpnsrnmrv tillage—

(a) Cleaning of land.

(b) Ploughing.

(c) Levelling.

(d) Harrowing.

(e) Layout (Planting and irrigation ).
( f) Digging of pits.

(g) Filling of pits.

(h) Cost of structure.

Manures and Manuring —

(a) Cost of manures.

(b) Cost of fertilizers.

( ¢ ) Transporting and 'dppllca.tlol'l
Seed and Sowing—

(a) Cost of planting materlal
{b) Cost of ploughing.

(c) Gap filling.

IV, Irrigation—

(a) Energy ( Elec, motor/Oil Englne/Cannol)
(b) Cost of application. )



v
\

VIL

VIIL

IX.

XL

XII.

Aftar tillace sand care—

After tillage snd care
(a) Weeding.

(b) Stirring of soil.

{ c) Cost of insecticides and fungicides.

(@) Cost of spraying/dusting.

(€) Cost of training/prunning.

(f) Cost of special horticultural treatmeats like bahar treatment.

(g) Cost of watching.

Harvesting—
(a) Picking.

(b) Cost of transporting to store.

(c) Grading and packing.

Marketing charges—

(a) Transport upto market. -

(b) Actual marketing charges.

Supervision charges.—

10% of the cost of production (Item I to VII).

Interest on working capital— ‘

13% of the expenditure on half of cach harvesting period of the erop
Apportioned working cost = Cost till pre bearing stage ’

Economical life period of crop.

Land rent—
Rs. 750 per hectare for irrigated horticultural crops per annum and Rs, 250 per hectare for
dry land horticultural crops per annum.

Cost per 100 kgs/per Hectare,

KRISHI VIDYAPEETH
FORM No. KV-181
[ Rule No. Appendix VI-(2) (i)}

Name o ¥ University :

Name of Farm :

COST OF MILK PRODUCTION

Breed/Species : -C‘ow/Buffaloes/Cross-bred/GeneIic group. -
Purpose : Teaching/Research/Commercial.
Cost structure : (1) Feed—Milk/dry/calf ration.

(2) Fodder—Green/dry/silage. -

(3) H:alth - cover—Medicines/preveative measures.

(4) Labour charges—Management unit.

(5) A. L.—Charges.

(6) Energy charges—Electricity/fuel etc.

(7)Y Housing—Cost/year.

(8) Water charges—Cost of water.

(9) Miscellaneous consumable—Ropes/dairy detergent etc.
(10) Marketing charges—Coupon pnntmg/dehvery charges etc.
( 11 Depreciation/Apprication.

(12) Supervision charges—10 per cent of Expenditure.
(13) Interest on workmg capital—13 per cent of the expenditure.

S (Y) 660—35-a



Principal product Bye~
Name of produce 3 s ch Pm.d,l}c?;, —-
: Milk Qty. Cost ~ F.Y. M. Qty:~ - Cost
1 2 3 4 5 R
Cream Sale of‘ahimal
Butter Services rendered to
Ghee G DRRBTRse e o e others.
Others R
Total ... Total M

Note :
Cost of Milk per litre.
Cost of Cream/Butter/Ghee/other, per kg

KRISHI VIDYAPEETH
FORM No. KV-182
[ Rule No. Appendix VI-(2) (i)]
Name of the University : c
Name of the Farm : v_ ) .
COST OF EGG/BROILER PRODUCTION
Breed/Species o M
Purpose : Teaching/Research/Commercial: -
Cost structure : (1) Feed.
: P (2) Health cover. ‘
(3) Labour charges.
(4) Energy charges.. -
(5) Housing charges.
(6) Watering charges. .
(7) Miscellaneous. consumable.
( 8) Marketing charges. '
(9) Appreciation/Depreciation.
'(10) ‘Supervision :charges. (-10 per cent of Expenditure ). :
(11) Interest, on workmg Capltal—13 per cent of” the Expendlturc

_ Principal - - ' . Bye-Product
Name of produce - . e
Egg/Meat/ Qty. Cost Manure Qty. Cost -
Broiler ) : ’ E
1 2 3 4 5 6 7
‘ Sale of unwanted
birds
Others
Total ... . Total ..

Note :

nnnnn iNN asgoq
Cost per 1vv CggEs.

Cost per kg. on bird.
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