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APPENDIX 1

(See rule 91 of the Code, Volume I)

Rules for the guidance of Covernment servants requiring anti-rabic
treatment

(a) General Directions

1. [Patients when bitten by an animal unless it has disappeared or
been killed (in which case, if rabies he suspected, they should proceed to
the nearest -treatment centre immediately) are advised to consider the
following points before deciding to have a course of anti-rabic treatment:—

(1). A rabid animal may be furious or it apay-be paralysed.

(2) An animal ma'y be rabid without being' afraid of water.

(3) An animal is never infective more than 10 days before it becomes
rabid.

(4) Full course of treatment is only necessary in thp case of bites
which have broken the skin, or when the saliva has -come in
‘¢ontact with a fresh cut or abrasion. "

(5) The risk of infection has become very small two months after the

person has been bitten.

(6) Never kill the animal until cértam that. 11; 18 rabld but see thai it
s lmposmble for it to bite any one else or to ﬁght .with |, stray
T£9t lives for 10 days afber 'biti‘hg ’i‘n‘y ‘6%13, _treatment 18

- dogs
m‘.’tt néceaéﬁ'y e
W t-fgr j;he brain to be

(7) If the dog is suspected to be rabid, do not "
ramined before treatment is commenceé gs ‘e nagatwe result of

_ the examijnation is inconclusive.

(8) If aftax' readm the above one is still in doub{'. a dctakl&d telegram
. 1o Pasteur I*nst!tute School of Tropical Medicine, Calcutta, will
= 'mot cause' much delay and may save’ much nnxmty dﬁ,&" L
2. After it has been decided to undergo a course of ‘treatmeént no hme
" ghould be lost in starling treatment at the nearest treatment centre as the

earlier this is commenced, the better.
- 3. In all cases where a Government servant- requlres anti-rabic treat-
‘ment, unless he is the head of the department, he should produce a letter
from his immediate superior to the Medical Oﬂicer-m—charge of the aufho—

* rised dmpensary that he isa Government servant.?

(b) Concessions to Government servanis and their families.

[Government servants serving in the muffassal and under the
necessxty of leaving their headquarters or stations to obtain anti-rabic
jc‘r:atment at-an authorised hospital or dispensary or at the Pasteur Institute,

Icutta, are entitled to the following concessions:—
-+ (1) When the Government servant is in recelpt of a substantwe pay
of not more than Rs. 100 per mensem he wxll get the- follou mg-
concessions i— _ L

o —

- 18ee instruction issued under Modical and Public Health Departmaht Hﬂmn No. 46.50,‘2?{9{
48 ﬂg}} d.:mas}oth Oectober 1048, Part I, (section on General Directions) and Part I (por
ion use

7
A
5.
(_.
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- (101), dated 2

2

(a) Actual travelling expenses for himself and attendant, if any, foe
journey to an authorised hospital or dispensary and back,
namely :— '

(i) a single fare each way by railway of the class by which he is
entitled to travel while on duty,

(ii) for journeys by road or.river and ocean steamers the actual
cost of. transit not exceeding the amount admissible under
the rules;

(b) Free treatment;

(c) An advance of one month’s pay to be recovered in not less than
three and-not more than 12 monthly instalments; and

' (d) -One month’s casual leave or when the appointment of a substi-
tute is necessary one month’s extra leave on average pay which
will not debited to the Government servant’s leave account,
an leiave required in excess being granted under the ordinary
rules. J*

(I1). Government -servants drawing a substantive pay of over Rs. 100
to Rs. 500 would get the same concessions except that they
--should get an advance to meet the charge on account of travel-
‘ling allowance to which they are entitled under the rules to be
recovered along with the advance of a month’s pay in nobt less
than 3 and not more than 12 monthly instalments.*

. {IIT) Government seryants drawing a substantive pay of not more than
Rs. 25 would, in addition to the concessions allowed to Govern-
.ment servants under rule I, be entitled to maintenance allow-
~-ance during treatment as well as during the journey to and from
- the authorised h'o'é¥it'al and dispensary at the rates of daily
allowance admissible to officers of the 3rd-and 4th classes as the

Joase may be.' - ;
;9. H:f member of the family of a Government servant is bitten by a
rabid animal the above concessions regarding travelling allowance and

advance of pay and free treatment will apply as if he was himself bitten and .

was in neéd of anti-rabic treatment. An advance of travelling allowance
for an attendant, to be recovered along with the advance of travelling
allowance for the patient, may also be given at the rate sanctioned for the
patient if the Government servant concerned is in receipt of a pay not
exceeding Rs. 100 per mensem.’ ' &

Note. A Government servant’s family ircludes, provided they are
residing with him and are wholly dependant upon him, his wife (but not
more than one wife), his legitimate children and step children, and his
parents, sisters and minor brothers.’ :

6. The concessions granted to Government servants proceeding to an
authorised dispensary for anti-rabic treatment are admissible to holders of
temporary as well as permanent appointments. In the case of the former,
the pay which they draw in their temporary or officiating posts, should be”

iaken as ‘‘substantive pay’’ for the purposes of these rules.* .

nissued under Medical and Public Health Department Memo No. 4660/2P/9/48 =
0th OQotober 194 s also embodied in Appendix 18 of West Béngal Fundamen™

-

e

tal Rules, Vol. II 1953.
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APPENDIX 2-A
(See rule 105 of the Code, Volume I)

A. Report of professional examination of....coavenen.... SR

(Vide rule 105 of the Public Works Department Code, Volume 1, embodying
the Professional Examination Rules).*

Name of President and members of the Committee.

............................................ Circle,  President.
Bl 0 e w5 , Member
Bi e e e e R < Member
Name of candidate............................... U ——
Date of joining first appointment in the Department of . .....................
: Tabulaiion sheet.
| l?ma T - VR e |
A Subjeot. ' Full Pass  Marks  Time.  Other
: marks. marks, obtairied. remarks.
| Paper I (written) |
Paper IT (written)
Oral test
: i
We, the undersigned, certify that the above is a fair and impartial report of the
examination of.......................... ; that the examination was performed
in our presence on the.. T ——— G8Y Of s s0u 0 nsbmmme ameninn 19 , and
that the candidate had no aid from books or any other source. .
.......................... , President
............... LN ] . ) Membm
- *Based on form in appendix to rules.in Chapter VI. of nﬂeuagardmgtha ofessional
examination for officers of the _].rriga_tion and Waterways Department and the P*ﬁiﬂ Works
i):&aﬁmt as provided in “The Services (Training and Examination) Rules, West Bengal,
i
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APPENDIX 2-B

(See rule 110 of the Code, Volume I)

B. List of officers who will appear at the half-yearly Departmental
held by the Public Service Commission, West Bengal, in
: ; ”

.........

Examinationi

Subjeet with
standerd in
which officer
uppeared in
the ast and
Yail:d with

dates theref.

b

Sabjeets with
standard in
w hich offtcer
intends to

apreur.

'..-. ------- R N 19 ™
Namn of officer and- Sabjeet with
- his setvice with Distriet and | etandard in
Serial | date v! app MInbmend | piviginn whero | w! ich linhle
No. {reference to posted to
carrent Civil Lict o examinatioi.
- i'bu be sipplied). ; 5
1 2 . ki e
i e

*Baced on form in Appendix B 10 Chapter 11, Bection (A), on General rules regarding
Der-artmental Exdminani%n 8¢ provided in “The Services (Training and Examination Rules,

West Bouyal, 1053
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(See rule 145 of the Code, Volume I)

(Special rules governing conditions of service of work-charged
establishments) '

" A. General

1. Members of the work-charged establishment are not entitled to any
pension or to leave salary or travelling or other allowances except in the
following cases :— - o ; S '

(a) Wound and other extraordinary pensions and gratuities ‘are in

certain cases admissible in accordance with the pension rules.!:

(b) Single railway fares or the actual necessary cost of travelling may

be allowed by the D’ingaua,l_ Officer for journies performed

(1) within the jurisdiction of his local Government or to and

from a district of foreign State or settlement adjoining _his

division, and (2) in the interest of the work on which the men

are employed or in connection with any other public work

provided they can'carry out such work without detriment t6 their
main functions.? war B F

(¢) Grain compe_nsafion allowance is:admissible to men who are drawin
rates of pay which have been fixed with reference to - normu
circumstances.! - am

(d) Cases of special sandtion as hereinfter provided in this Appendix.

No. 1.—This rule is' not intéiided to inte¥fere with the discretion of the
Subdivisional Officer to grant shoft casial leaye on full pay or on reduced
wages subject to such general n’ﬁés regardinig ‘the grant of casual leave to
ordipary "_esiabl_iskmenﬁa .as: ‘may:: be- prﬂﬁgﬁzlﬁ by the Local Government.’

Note 2—This rule does "no:i;-japiﬂ?‘ o rifémbers of tom .?rﬁfy‘es'tablishment
entertained for the general purposes of a dividion or T-Bdﬁgiﬁéioxg or, for the
purpose of the general supervision as distinet from. .'the-aictual. execution of
work. The leave salaries trayelli '

ling, allowance and other allowances of such
establishments are regulated by fﬂt#é-’ " %ﬁs?’“appﬁcablé “to tempbrary
estabhshments' ; = s o A HoOER ' e oy

2. No bills need be prepared in support of claims for travelling expemas
Payments should be made on Hand Receipts which should set forth all the
necessary particulars of ‘the jourfiey performéd and ‘6f Hie ‘expenses claimed

and should be countersigned by the Divisional Officer prior to'payment.® .

B. S'mles\'af pay, etc.

_. 8. (1) Each category of staff mentioned in the statement in Annexure
‘A’ will draw— ' :
(1) pay in the respective scale shown in column 8 of the said state-
ment read with West Bengal Services (Revision of Pay and
Allowanceg) Rule 1961; :

"Seo rule 231 A of West Bengal Financial Rules, Volame 1,
*See rule 231 B of West Bengal Financial Rules, Volume 1,
*Bee Works and Buildings Dapartment Memoa. No. 1410(2)E., dated 26th April 1949 an d
No. 64(2)E., dated 6th January 1050.

LHAG I LM Sy i s e -
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(i) house-rent aiowance at the rate prescribed by the Finauce

Department. Persons whose time-scale does not rise above

Rs. 75 per month shall draw house-rent allowance as for persons

n inferior service; the rest shall draw it at the rates applicable.

to persoms in superior service.!

(2) Overtime allowance at the rate of five annas per hour for duiy in
excess of eight hours a day in the case of drivers, and at the rate of five
annas per hour for work between 8 p.m. and 4 a.m. if the work is in excess:
of normal work of not less than 8 hours a day in the case of other category
of staff mentioned in the said annexure, -shall be paid subject to the proviso
that the overtime allowance shall not be admissible to those members of
the staff who occupy rent-free quarters provided by Government at a
reasonable distance (say, half-a mile) from the place of their duty. In the
case of a driver remaining absent.from headquarters for several days on duty,
overtime allowance may be allowed at the above rate subject to a maximum
~of Rs. 2-8 as for each 24 hours’ absénce calculated from the hour of starting
from headquarters. Further overtime allowance may be allowed at the above
rate if he has to remain absent from headquarters for more than 8 hours after
the expiry of first 24 hours’ absence from headquarters on duty and so on.'

. (3) The foregoing benefits have been given effect to since the first day
of March 1949.2 ) B

4. Road gangs (mazdoors) shall, with effect from lst April 1961 and
- until further orders, be allowed a consolidited monthly pay at rates
indicated -below :— %

(a) Persons who were in service on 3lst March 1961:—
(1) Rs. 62 only per month in areas where House Rent Allowance is
~ not admissible subject to the condition that those who are
_ drawing salaries at a higher rate, if any, will continue to do so;
(2) Rs. 67 per month in areas where House Rent Allowance is
; admissible subject to the condition that those who are drawing
_ _ salaries at higher rates, if any, will continue to do so.

(b) Persons who entered service on 1st April 1961 or thereafter :—

- (1).Rs. 60111 areas -where: House Rent Aﬁowancemnotndmzsalble

(2) Bs. 65 in areas-where House Rent Allowance is admissible.
in addition Rs. 2 per month in lieu of leave shall also be drawn.

5. (1) Work Assistants with minimum qualification of Sub-overseer
or who pass the Departmental test will draw pay in the scale of Rs. 125—3—
140—4—200 (Efficiency Bar after 10th stage) and those who possess the
minimum academic qualification of a pass in School Final Examination or
its equivalent and have not passed the Departmental test shall draw pay
in the scale of Rs. 100—3—136—4—140. _ _

(2) the benefit of incidental scale of pay for Work Assistants has been
in vogue since the first day of January, 1946. _

'See Works and Buildings Department memo. No. 1410(2)-E., dated 26th April 1949 and

" No. 64(2)-E., dated 6th January 1950. "

3See Works and Buildings Department memo. No. I445-E., dated 4th May 1951 as™ amended
by Government Order No. 2194-E,, dated 8th June 1956 and ‘'No, 5287-E,, dated I8th
December 1957, 5 m o % :

*Bee Works and Buildings Department memo. No. 2759-E., dated 23rd August 1946.

4So0 Works and Buildings Department memo. No. 3242-E., dated 5th November 1048 -
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C. Travelling allowances, etc.

6. (1) Work-assistant on transfer from one station to another in the
mnterest of public service will draw travelling allowance, road mileage, etc.

at the rate indicated below:

(a) Single Inter-class railway fare for self and for members of the
family for journeys by rail.®
(b) Single road mileage for self at the rate to which his grade entitled

him and extra road mileages on the scales laid down in rule
100-B(b) of the West Bengal Service Rules, Part II1.?

(c) Cost of transport of personal effects as admissible under rule 100-C
of the West Bengal Service Rules, Part IL.!

(2) No transit pay will be admissible in view of rule 95, West Bengal
Service Rules, Part 1.

5§3) The aforesaid benefit has been given. effect to since st September
1953.* _ '

7. (ll) Work-charged overseers and -work-assistants who are required
to travel extensively within their respective jurisdiction in the interest of
Government ‘work and maintain a cycle therefor shall be allowed a cycle
allowance at the usual rate, viz., Rs. 5 per month plus 50 per cent increase
over the prescribed rate for so long as the percentage increase will remain
in force. The benefit has been given effect to since lst November 1947 .2

(%) A certificate from the Subdivisional Officer that the work-charged
over-seer /work-assistant is required to maintain a cycle in the interest of
g?emment works should accompany each bill in which the allowance is
drawn 2 ; i : A ;

8. (1) Work-assistants will draw -daily allaﬁance-.--aacoiﬂing to normal
rules for period of halt at stations outside their " respective jurisdiction,
when they are deputed to such stations for work..connected with the trans-

portation of materials, and will also draw in addition travelling expenses as

adinissible under rule 231A of West Bengal Financial : Rules reproduced :
in paragraph 1 hereinbefore provided. Mhe dai - allowance shall be
reduced by half if the period of haltexeeed; :10.__‘33»31,___’___ >

. (2) Work-dssistants posted under Darjeeling Division may draw travel.

Img allowance at the rate applicable to permanent Government servants of

fGrade III for their journeys on duty beyond' a“radius of 5 miles from their
heaquarters.* MO . :

9. Staff employed in the work-charged establishment except other-
wise provided by rules herein contained will in connection with their halts
at places outside their respective jurisdiction when they are required to go
out on tour in the interest of Government work, draw daily allowance under
the normal rules in addition to the actual travelling expenses admissible to
them under rule 231A of the West Bengal Financial Rules reproduced
in paragraph 1 hereinbefore provided. The order has been given effect to
since 1st March 1954.5

*Bee Works and Buildings Department memo. No. 2401-G., dated 17¢th September 1953,

*See Works and Buildings Depeartment memo. No. 3221.G., dated 3rd November 1945,
*Bee Works and Buildings Department memo. No. 1690 (2)-G., dated 12th May 1949.

‘S8ee Works and Buildings Department memo. No. 1281.G., dated 30th April 1952.

*8ee Works and Buildings Deportment memo. No. 835.E., dated 16th Maroh 1954,




. Leave

10. (1) Contingency staff of the categories mentioned in the said

statement in Annexure ‘A’ may be allowed vick leave on half pay on pro-
duction -of medical certificate up to a maximum of 12 days in a year. In

addition, casual leave as usual shall be admissible to them.'

(2) Superior non-gazetted staff on the work-charged establishment shall
be granted 15 days’ leave on full pay in a year on production of medical
-certificate. Casual leave as usual shall also be admissible to such staff.

3) The inferior staff on work-charged establishment shall be granted
12 days’ sick leave on half-pay in a year on préduction of medical certificate
in addition to the casual leave as usual. A list of inferior staff is given in
Appendix 8 of West Bengal Fundamental Rules. In case of doubt whether
a particular post belongs to the superior or to the inferior staff in work-
charged establishment, the matter may be referred to Government for
decision.’ . . . gk :

(4) Road gangs (Mazdoors) shall be allowed weekly rest for ome day
namely on Sundays or on local Hat-days. They -ghall not be allowed any
casual leave or leave of any other kind with pay; but in lieu of such leave
they shall be given an extra pay of Rs. 2 per month ovet and above the pay
-admissible to them under paragraph 3 hereinbefore contained, provided the
.number of days worked during the month exceeds 15. This pay should be
shown separately in the pay-bills. “For .each day of absence from dity not
&overed by the concession herein provided, one day’s pay shall be forfieted.”

(5) Subject to the condition that whenever duty is interrupted all claims
to leave earned up to the date will be forfeited, an overseer or a surveyor
or a. work-assistant on the work-charged “establishment may .  be granted
Jeave in-accordance with the principles of rule 168(i) 172(a)(ii), 174(b)
and (c) and proviso (a) to rule 174 read with Note 1 West Bengal Service
Rules; Part I, provided that the leave allowance shall . not - exceed what
remiains from the pay of the absentee after due provosibn is made for effective
discharge of his duties during his leave.* M :

(6): Grant of Iéave to work-charged Assistant Engineers will be regulated
in the following minners: — . < e T:,E;.__.. ook -

(a) Earned leave shall be admissible at the ratés prescribed by Rule

168(i) of the West Bengal Serviee Rules, Part L B .

" (b) Half-pay leave op medical certificate or on private affairs shall be

7 admissible at the rates prescribed in Rule 172¢a)(ii) ibid;’

(c) Extraordinary leave shall be admissible on the analogy of Rules
174(b) and (c) and proviso (a) to Rule 174 read with ‘Note I’
thereunder in the West Bengal Service Rules, Part I

(d) No leave. shall be granted to a work-charg!ed' d Assistant Engineer

" whose service would have otherwise terminated for the abolition

- of the post held by him or for any other reason.*

(e) In cases where officiating arrangements are made in place of work-

charged Assistant Engineers on leave, the leave salary shall not

exceed what remains from the pay of the absentee after due
provision is made for effective discharge of his duties during his

leave.* _.
1See Public Works Department memo. No. 1641-E., dated 25th March 1963.
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E. General Provident Fund|Gratuity

1l.  Wor-charged staff including contingency staff of the categories
mentioned in said statement in Annexure ‘A’ will be eligible :

(1) to contribute to the General Provident Fund according to {he
General Provident Fund (West Bengal Services) Rules;?

(11) to gratuity in deserving cases on the merits of each case.

F. Contributory Provident Fund

. 12, Each work-assistant shall be admitted to a Contributor Provident
Fund under rule 4(1)(b) of the Contributory Provident Fund Rules

(Bengal), to which Government will make a contribution equal to 6} per
cent. of hix pay.?

Eotunr it ._,_-,.'ﬂ.
%!I Ceveitin. (.\M_'

\. 506 Works and Buildings Department memo. No. 1410(2)-E., dated 26th April 1949 amd

. No. 64(2)-E., dated 6th January 1950.

*See Works and Buildings Department memo. No. 2759-E., dated 23rd August 1946,




ANNEXURE A

. |
I
Scrial Catepory of employecs, Sanctioned scal: of puy, B
New
1 = 3
1 Coolies, Chowkidars, \Work.charged Peons, Rs. 13—1/5—17. Persons sen g in
Meth rs, 1iomes, Fircman, Sweep.ors, Lorry Calcutta, Howral (Sadar,) Aliprr
cleaners, Electrical cleaners, Glass-cleaner, (Sadar) and Darjeeling: districts shal!
Hammerman, Ilouse-Laskar, Darwan, draw in addition, a COmY ensatary
Night-Gaurd, Work-anard, Mali. allowance of Rs. 2 per month,

2 Khalasis, Liftmen, Pumrminen, Road-Mates, Rs. 21—} —24 i
Serdar-Coolies as well as Fitter-Coolies,
Gharami, Head Darwan, Sarang, Sikligarh, :

- Godrwn Khalasi, I)indal Khalasi, Electrical j
Khalasi, Artisan Khalasi, House Khalasi, |
- House bearer, Skilled cleaner, Helper to 3

‘Mechanic driver as empoyed in Governor's
Estate Divisiou.

2a Work-Sardar employed in Governor's Estate Re. 30—2/2—40.
Division.,

3 Assistant (Turner, Winder, Fitter), Plumbing Re. 25— 2/2—35.
Mistry, Assistant-Meackani~, and Artisan.

3A  Senior Mali (employed in Governor’s Estate Rs. 20—22—4/2—50,
Divisian).

arpenters, Re 30—2/2 40— 4/2—60.
Blaoksmiths, Masouns, Painters, Work-Saper-
visor, Tailor, Polisher, Electric Mi=try.

4 Fitters, Winders, Testers, Turners,

5 Junior Wiremen - Re.25—2/2—35.-

6  Senior Wiremer Rs. 30—2/2—40—1/2—60.

7 Head (Winder, Turner, Tester, Fitter nnd Rs. 60—1/2—R80.
Wireman).

$ Drivers (Diesel Engines and Road Rnllers) .. Ra. 30—2/2—40—4/2—60,

® Drivers (Lorry), Grader-Driver . . .. Ra. 60,

g

10 Electrician, Frigidaire Mechanic, Air-condi-

Rs. 80—4/2—100.]

tioning Mechanic, I'river Mechanic, Diesel

Roller-Mechanic,

18ee Works and Buildings Department memo. N
No. 64(2)-E., dated 6th Jarmary 195(.

0. 1410(2)-E., dated 26th April 1949 and
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APPENDIX 4

- Showing the minimum periods for which the Public ¥ orks Department records
should be preserved in Divisional aud Subordinate Offices.

" I. Accounts Records (P.W.A. Code Forms,)

No. of Special Minimum period
form as forms fixed for
given in use preservation.
in the Bengal in Description. — Remarks.
P.W.A. Form this Original Copy
Code.  No. Presi- or foil. or copy
' dency. _ foil.
1 2 3 4 5 6 ’ 7
1 4758 .. Cashbook .. o2q 20 Public Works Ae-
: counés Code, Para-
graph 540. (1
. . Audit Code, Article
542(2).
2 4761 .. Imprest cash aceount .. 10 3
and A .
4762
3 2615 s Receipt for payment to i 3
Gavernment.
4 4763 - Troasury_ remittance book 3 i
b 4764 - Cash balance report e 3 2
6 P. W. cheques counterfoils 5
7 4765 .. Indent and invoice for 10 5
. o _ stores.
. 8 4766 Register of stock receipts/ 5. 5
' issues.
9 4767 .. Abstract of stock receipts P &
10 4770 .. Abstract of stock issues .. o
11 4773 ‘.. ' Yearly balance return of 5 5
. stock.
12 4775 .. Yearly register of stock .. @ 5 ..
13 4778 - Am of receipts of tools 5 5
and plant. - -
14 4780 v Account of issue of tools 5 5
. and plant. \
16 4782 & Register of tools and plant 5
16 4785 .- Road metal return .. 5 * & The period to count
e oo ’ i from the last day of

Year of the
closing of the esti-
mate for the cons-
truction or repair of
the road concerned.




No. of i Special Minimum period

orm as forms fixed for
given in use preservation.
m the . Bengal in Description. e Remarks. &
PW.A. Form this Original Copy ’ i
Code. No. Presi- or foil. or copy
dency. foil.
I 2 3 4 5 G 7
17 4787 aco Road metal rate book .. 19
¥ 4788 . . Survey report of stores .. s 5
9 4791 es “Bale account B 4y 5
2% 2413 i Acquittance rolls—
Salary v o 35 ++  Public Works Account
- Code, Article
Travelling allowance .. 3 - 508(1).
21 4794 - Muster roll .. .- 16 .
22 4795 .. Casual Isbour roll .. 19 {
23 2900 e ~ Measurement, book .. 10 ..  India Public Works
’ Department Code,
paragraph 169,
24 4796 ..  First and final bill - .. 10 5 Or \nhen relating t.o AL
? : i‘Frojec:t.
vears ter clt:asmg
of the estunst
whichever is later.®
35 4797 g Running account bill A .. 3 , 5 E
36 4799 .. Running account bill B .. - 5 .
27 4801 .. Running sceountbillC .. .. 5 C
4
28 4806 ..  Hand receipt .. ¥ 19 5 Or when relating to :;
: large project, 5 ;
years after closing :
of the estimate &
whichever is later. ' b
X 4867 w Pay bill of work charged 35 - Ditto.
establishment.
31 4886 .. - Indenture of secured ad- 10 i Ditto.
vances. -
32 4809 .e Petty works requisition 1.
and account. - _
33 4810 ..  Works abstract—A .. 0 .. Ditto. !
34 4812 - ‘Works abstract—B .- ie .s Ditto.
35 4813 ..  Detailed - statement of 10 .. Ditto.
* expenditure on materials,
36 4815 .. Outturn statement of ma- 0 . Ditto. #
nufacture. ’
37 4814 55 Report of value and verifi- 19 _ Ditto.

cation of unused meterials.
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No. of Special Minimum period
form as forms fixed for
given in use preservation.
in the Bengal in Peseription. Remarks.
P.W.A. Form this Original Copy
Code. No. Presi- or foil. or copy
dency. ' foil.
1 2 3 4 3 6 7
38 4817 Register of clearance of 10 Or when relating ite
suspense account °‘Ma- large project, &
terials.’’ years after closing
of the accounts of
work concerned.
39 419 = Work slip (copy) 3
40 4820 .. Register of works—A 10 .  Subsequent to the
:‘3“211 completion of the
" works the expendi-
ture on which is
recorded in them.
41 4822 - Register of works—B 10 .o Ditto.
and
4823, ’
42 4824 .. Register of manufacture .. 0 .. Ditto.
43 482 =  Contrgctors’ ledger 10 o
44 4826 «  Detailed completion report 3 If any copies ame
retained under any
local orders.
45 4827 ..  Completion statement of 3 Ditto.
46 4829 g (1) Register of revenue 5 ;
" (2) Register of refunds of
revenue,
(3) Register of receipts and
recoveries on capital
account.
(4) Register of recoveries
on revenue account. _
48 4834 .. | Statement of rents recover- 5 Provided none of the
: able from pay bills. balances are out-
standing on date of
destruction. Divi-
sional record is im
i remittance book.
49 4837 ..} Register of rents of land 5
é and buildings.
50 4836 5% Consolidated treasury re-

eeipt. .

‘I‘
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No. of

Special

Minimum period

form as forms fixed for
given in use preservation.
in the Bengal in Description. —_— Remarks.
P.W.A. Form this Original Copy
Code. No.  Presi- or foil. or eopy
dency. foil.
1 2 3 4 H 6 7
52 4839 Register of chequefrecpt 5 After date of record
book. of last completed
copy foil entered in
; the register.
53 4840 Transfer entry order 5
54 4841 . Transfer entry book 5
55 4842 Advice of transfer debit/ 5 5[5
and credit.
4843,
56 4844 Acceptance of transfer de- 5 55
and bit [credit.
4845.
57 4846 Register of transfers await- 13
ed.
58 4847 ‘Register of sanctions to fix- 5 3%
ed charges. '
59 4848 Register of mmeeﬂaneous 5 from date of com-
-sanctions. pletion.
60 4849 of Divisional— 5 Ditto.
Accountant’s nmht ob-
jections. :
61 2567 A.G.B. Schedule docket s Divisional record is
365 _ . in works abstract.
62 4850 ‘Schedule for pemnug- e Divisional record is
eharges in transfer entry
_ book.
65 A.G.B. Schedule docket for deposit 5 ;
365 . works. ’
§8 4852 Schedule of purchases Divisional record is
' in suspense register.
69 4853 Schedule of purchase (alt.ar- Ditto.
native form). ° %
70 48564 Schedule of mwcellan_'eops. . Ditto.
and public works advances. .
4855.
71 4856 Schedule of London stores 5 Following the limit
' B ; for suspense re-
gister,
73 A.G.B. Stock account 5
365.
75 Schedule of rents of land . Divisional record is in
and buildings. s the register (Form
No. 49).
76 A.G.B. Schedule of deb:t.afcredlt&to 2 5 .-
36-(a). miscellaneous heads of

accounts.

oM b e i . y
S T e K %



i

i»

15

Special

Minimum period

- No. of
. form as forms fixed for
i gnren in use pre:‘aervat.ion.
in the Bengal in Description. P ~\ Remarks.
P.W.A. Form this Original Copy
Code. No. Presi- or foil. or copy
dency. foil.
1 2 3 4 5 6 7
77 A.G.B. Schedule of debits/credits 5
362. to remittances.
78 4857, Schedule of deposits . Divisional .record is
4858 in deposit register.
and
4859. Cash Abstract Book (P. W.
_ A. 81).
79 Schedule of deposits (alter- Ditto.
native form).
80 A.G.B. Monthly account 5
361.
81 4859 Abstract book The use of this form
is optional.
84 4860 Divisional officer’s report of 3
: . scrutiny of accounts.
e 85 4861 - \§} Register of interest-bearing 10 ‘Counting from the
’ securities. date ofcompletion !
in all respects.
86 4862 Account of interest-bearing The divisional record
securities. in the ister.
(Form 85).
87 2460 Indent for service postage 3
' : stamps,
91 4868, Annual certificate of balances 5
4867
; 4868
4869,
92 4870 P Register of measurement 10 After completion of
: books Part I for ordinary . register.
books. "o
4871 Part II standard measure- Perma- :
_ ment book. nent.
93 4872 List of monthly subdivisio- - J—
o nal accounts. .
94 4873 .. Detailed list of works abs- 5.
tracts,
95 4874 .. 1 Register of miscellaneous 5 .. i
3 recoveries. 3
96 4875 Memorandum of periodical These memos. should
review of registers. be posted to the
ad _ respective registers
97 4876 Register of destruction of Perma-
records. nent. 3
93 4877 Confidential report on the "Office copies are not g
to be kept. :

work and conduet of
Divisional Accountants.







