
#*

f"

\ i
l'*

I:
Itr
f
I
rt
I
i
i
!t&:.
nr
I
,

i{

f'
t,
$

I

tfA
tr
1

l;

j

kJ /\RTHI'R tr
fnterrral A.urjitJr t

-,.Kefala Vt &7';f .i,,.1 rh :rily
jirfl . rilrhaf)u i.;, !.r.0ss c3 3

#

i:

s

tri ALA WATER AUTH

AhTHUR. E
-., lltternal ,\r.t<!rlr:r I

.',' .Jatir Bh;i'.'an
' Kerala Water i. r tr n erilr/

Thiruvananthapt !''.1:n .635 033

ACCOUNTS MANUAL

1 993

i tl
n

# HEAD OFFICE, WATEH WORKS CAMPUS, THIRUVANANTHAPURAM. 695 O33

*:



..,; 
'\;l-

t
t

t A'?Tiit-jR tr
lr;i91'11;, ;,:1,,,1;fJ, 

;.l;ii'i $::'r',..- '

?hilf.l;,',:,;l;i:ji', 
.,,,,,r=

?

I

PREFACE

t1l The Kerala Water Authority was established by the Government of Kerala
with effect from 1st April 1984 under the Kerala Waten and Waste Water
Ordinance, 1984. The Ordinance was replaced by the Kenala Water Supply
and Sewecage Act, 1 986.

t2l Under Section 29 of the Act, the Authority shall cause to be maintained
such books of account and other books in relation to its accounts and
prepare an Annual Statement of Accounts and Balance Sheet in such form
and in such manner as the regulations made under section 65 of the Act
may require.

t3l As per G.O.[Ht] No.24O1l87 ILAO dated lTrh August'87. Governmenr
have accorded sancEion to the Authority to introduce and implement an
Accrual Accounting System from the Financial year 1986-87. As
required under section 29 of the Act, the Authority had evolved Accounting
Manuals for the maintenance of the books of accounts and preparation
of financial statements.

1,4) As per G.O. Flt. No. 45O6/92/LAD dt. 17 t1l'92. Government have conveyed
its prior approval as required under section 65 of the Kerala Water Supply
and Sewerage Act, 1986 for the introduction of the Accounting Manuals
in the Kerala Water Authority as a part of the implementation of the
Accrual Accounting System.

tE) The obiective of the manuals is to establish consistent and effective
policies and procedures in orden to ensure uniform practices throughout
the Authority. The policies and pnocedures specified in the manuals shall
be followed unless specific exemption is othenwise gnanted by the Authority.

t6l Every officer of the Authority is expected to be conversant with the
contents of these manuals and follow the procedures and instnuctions
therein strictly and canefully in discharge of hislher duties.

17) The amendments wheneven requined to these manuals will be issued by the
Managing Director from time to time. Any errors and omissions may be
brought to the notice of the Managing Director for necessary action.
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A set of coded chart of accounts has been prepared under the following three groups'

Part

Part

Part

i)

iiil

I - Heads of Accounts with Account Codes

ll - List of Schemes with Scheme llodes

lll - Name of offices of Kerala Water Authority with Location Codes

Heads of Account : All probable Heads of Account are included and arranged

systematically. Some of the Heads of Account ane applicable only at the time of

prepanation of Accounts at the Head Of fice and / on to be used exclusively by the

Head office. such Heads ane shown with an astrick 1 * 1 mark.

The Account Codes are classified under Nine maior classification and Code numbers

from One to Nine are allotted as first digit as given below :

Major Classification

Assets
Liabilities
Expenses

Debt Service Charges

Non-Cash Expenses

Operating lncome

Non-operating lncome

Memoranduml Contnol Accounts

Similarly, each maion classification is further divided into diffenent groups and

finally into individual Heads of Account'

List of Schemes with Scheme Codes : A list of Schemes is given with a Code for

each Scheme. The Scheme Codes are to be used along with Account Code in the

case of capital work-in-Progress only, in onden to finally classify them under

different Schemes. For example, if a water treatment plant building is to be booked

to urban water supply scheme tL le), the account code willbe'1131-O1"

Name of offices of Kerala water Authority with Location codes : A list of offices

of KWA is given with Location Code for each office. This will not be a part of the

Account code, but all documents should have this code fon identification.

Code No.

1

2
g

4
5
6
7
I

ii)

!
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Volume - lV Wonks and Fixed Assets Accounting

Volume - V Cash and Funds Accounting

Volume - ltl Revenue Accounting

Volume - Vl Personal Cost Accounting
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PART. I

*
Account
Gode l{ead of Account

flrFdflls (1t

FtxED ASSETS tlot
Land and Land Rights t{O1t

t
*
*
*
*

1011
1012
1013
1414

Freehold land

l-easehold land

Development expenditure on freehold land

Development expenditure on leasehold land

Givil uuorks {excluding buildingst tl02l
Headworks - Waten
water storage and purification
Waten reservoirs - Overhead
Water resenvoirs - Gnound

Water distribution sysEem

Sewage pumping station
sewage treatment plant
Sewage compost plant

Buildings IIOA|

Water treatment plant buildings
Waten pumping station buildings
Sewage treatment plant buildings
Sewage pumping station buildings
Sewage compost plant buildings
Administrative of fice buildings
Flesidential colony buildings
Guest house bulld,ings

Other buildings

Plant I Machinery 11O41

water tneatment plant

Electrical equipments - Water supply

sewage treatment plant

Electrical equipments - Sewage schernes

Compost works
Dnilling Equipments

Construction Equlpments

* 1021
* 1422
* 1023
* 1024
r 1025
* 1026
* 1027
* 1028

* 1031
+ 1032
* 1033
* 1034
* 1035
* 1036
* 1e,37
* 1039
* 1039

* 1C41
r 1042
* 1043
* 1044
* 1045
* 1046
* 1047

rh
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Maine 8llletwonk tt05t
.+

!t

*
*
*
t
*
*
*

105 1

1052
1053
1054
1055
1056
1057

* 1061
r 1062

* 1071
* 1472
* 1079
* 1074
* 1075
t 1079

, 1111
* 1112
* 1113
* 1114

* 112tr
* 11?2
r 1123
, '|-124

* 1081
r 108e
* 1083
r 1084
* to85
* toBg

Raw waten mains
Clear water mains
Water service connections
Water meEers

Sewage transmission mains
Sewage road mains
Sewage service connections.

Eoads, Bridgcs I Gulucrts tloBl

Roads

Bridges, side drains, culverts etc.

Uehicles tlOTl

Earth moving equipments

Cranes & overhead equipments
Water lornies & sewer lorries
Tnucks & buses
Jeeps, motor cars and other light commercial vehicles

Other vehicles

Furniture
Fixtures & Fittings
Office equipments
Air conditioners
Computers
Other office assets

cAPtrAL WORK llu pROCRESS l'lll

Land I Land Bights ttlll
Fneehold land

Leasehold land

Development expenditure on freehold land

Development expenditure on leasehold land

Giuil Works tt12l
Head Works - Water
Water stonage & purification

Water reservoins - Overhead

Water reservoirs - Ground

1
Furnituna, Fixturcs, Officc Equipmcnts I Other At3tts tto8l

Ila
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*
*
*

1 125
1 126
1 127
112A

11e1
1132
1 133
1134
1 135
1 136
1 137
1 138
1 139

* 1141
* 1142
* 1143
* 1144
* 1145
* 1',146
,, '1147

* 1151
* 1152
* 1153
* 1154
* 1155
* 1156
* 1157

* 1161
* 1152

Water distribution system
Sewage pumping station
sewage treatment plant
Sewage compost plant

lBuildings 113f

Water treatment plant buildings
Water pumping station buildings
Sewage treatment plant buildings

Sewage pumping station buildings
Sewage compost plant buildings
Administnative office buildings
Residential colony buildings
Guest house buildings
Orher buildings

Plant I Machinery tl{4f

water treatment plant
Electnical equipments - Waten supply
Sewage Ereatment plant
Electrical equipments - Sewerage schemes
Compost works
Drilling Equipments
Construction Equipments

Mains 8 lUetwork I{15t
Fhw water mains
Clear water mains
Water service connections
Water meters
Sewage transmission mains
Sewage roaC mains
Sewage service connections

Roads, Bridgee I Culuerts t{16t
Roads
Bridges, sids dnains, culverts etc.

Uehicles 1'117t

Earth moving equipments
Cranes & overhead equipments
Water lorries & sewer lorries
Trucks & buses
Jeeps, motor cars and other light commercial vehicles
Other vehicles

*
*
*
*
*
*
*
*
*

=

* 1171
* 1'.|.72
* 1173
* 1174
* 117.5
* 1179

]t



4,* 1 181
1 182
1 183
11A4
1 185
1 1Bg

* 1191
| 1192

13,1 1
1312
1313
1314
1315
1316
13 1g

1341
1322

133 t
133e
1333
1339

* 1341
* 1342
r 1343

4

Funniture, Fixtures, Office Equlpments I Other Assets tll8t
Furniture
Fixtunes & Fittings
Office equipments
Air conditioners
Computers
Other office assets

Other ltems 11191

Revenue expenditure transfenred - Pending allocation
Advance for Capital Expenditure

INUESTMENTS t{2t
lnuestment of Earmarked Funds t12t!

lnuestment of Surplus Funds 1'1221

OGher lnvestments t129t

tilvEturoRY t13t

Stock of Stores ltems t1311

Stock of steel
Stock of cement
Stock of pipes
Stock of valves
Stock of pumps & motors
Stock of special
Stock of other store items

Stock of Tools I Spares 113Pt

Stock of tools
Stock of spares

Stock of Gonsumables tt33t

Stock of chemicals
Stock of fuel
Stock of lubricants
Other consumables

Materials At Site Account - MASA t134t

MASA - Stores
MASA-Tools&SPanes
MASA - Consumables

.|

*
t

*
*
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*
*
I

1351
1 352
1 353

1361

* 1411
* 1412
* 1413
* 1414
* 1415
* 1416

1421
1422
1423

* 149',1
* 1492
* 1493

1499

1511
1512
1513
1514
1515

1521
1522

1 531
1 532
1 533
1 534

5

Materials ln Transit - MIT t135t

MIT - Stores items
MIT-Tools&Spares
MIT - Consumables

Materials with Fabricatora t13Bl

Scnap stock with Fabricatops

SUNDRY DEETORS I14t
Sundry Debtors-Gonsumcna 11411

Domestic consumers
Non-Domestic consumers
Dues from Panchayats
Dues from Municipalities
Dues from Corporations
lndustrial consumers

LIC Loan repayment due (142)

LIC loan repayment due from Panchayats
LIC loan repayment due fcom Municipalities/Townships
LIC Loan repayment due from Corporations

Sundry Debtors - Others t149)

Centage charges due

Local body dues on O & M water supply
Local body dues on O & M sewerage systems
Dues from others

cAsH a BANK BALATUCES t15)
Bank Balances ({511

Balance in operating accounts with scheduled banks
Balance in non-openating accounts with scheduled banks
Balance in sa.rings bank accounts with treasuries
Balance in P.D Account with treasuries
Balance in Revenue Collection Bank

Gheques ln TransitAnd On Hand t1521
Cheques in transit
Cheques on hand

Gash Balance [153)
Cash on hand
lmprest account balances
Stamps on hand
Cash in Transit

*
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Depoeits with Bank t154)

Short-term Deposits with Bank
lnterest Accrued on short-tenm Deposits with Bank

LOANS & ADVANCES (18t

Loans to Employees [16{)

GPF refundable advance
GPF non-refundable advance
NMR PF refundable advance
NMR PF non-refundable advance
House building advance
Motor car advance
Motor cycle/scooter advance
Cycle advance

lnterest Accrued on Loans to Employees

House building advance
Motor car advance
MoLon cycle/scooten advance
Cycle advance

t162]

Loans to Others t1631

Other loans due
lnterest accnued on othen loans

Advances to Employees [161t)

Onam advance
Other festival advance
Advance for mosquito net.
Other advances

Aduance for Expenses (165J

Travelling
Emergency purchase
HDFC service charges recovenable
Other advances for expenses

Advances to Sundry Creditona t'1661

Advances to contnactors
Advances to suppliers
Advances tc Directon of Municipal Admirlisuration
Advances to Director of Panchayats
Advance to KUDP
Advance to Ground Water Depantment
Advance to Sccio Economic Unit

I
t

15,41
1549

1611
1C 12
.1613

'1614
1615
r616
1617
1618

1625
1 626
162V
1628

1631
163S

1641,
164?-
1843
164s

165 r
165?
1653
165SI

166 1

1862
1663
1864
1665
1 666
'!667

>
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Glaims Hacouerable [167)

Claims recoverable from Government
Claims recoverable from Hailways

Claims recoverable from Public Authorities
Family benefit final payment recoverable from Government
Other claims

Pnepaid Expenses t168)

Fload tax
Other nates & taxes
lnsurance premium

Aduance Tax Paid (f 6gl

Advance income tax paid

Advance sales tax paid

Tax deducted at source on income

DEPOSTTS [17]

Deposits with KBEB t1r1l
Contribution deposits
Consumer Deposits

Deposits with PWD 11721

Deposit for road cutting

Deposit with others [{79}

Rent Deposit

Deposit with Others

MTSGELLATTEOUS EXPEilDITUBE TO THE EXTEITT ilOT WBITTE]T

oFF OR ADJUSTED t18l

tssue Expenses [181)

Debenture/Bond issue expenses

Pneliminany Proiect Erpenscs tt82)

IFD Expenses

Research Expenses

DEFTGTT OF rirGOME OUER EXFEf,DITUnE (19)

i-

167 1

'1872
1673
1474
1679

* 1681
* 1682
r 1683

1691

1692
1EgA

1711
17 12

172',L

1791
1799

*

*

4

* 1811

1821
1822H

t2l
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GAPTTAL tzo)

Aaquirad ArseCs t2Of)

Net value of assets taken over

Gontributions t2OZ)

Capital contribution from State Government

Donated capital assets
Capital contribution from others

t21)

Specific Bascnues tefl)
Capital reserve
Loan redemption reserve
Taniff adjustment reserve
lnvestment reserve
Beserve for deposit works
Fleserve for leasehold assets

Fnee Rescrves t212)

General neserve
Surplus of income over expenditure
Other free reserves

DEPREGTATTOil BESERUE te2)

Leasehold Land 1221)

Leasehold Land

Development expenditupe on Leasehold Land

Givil Works {222)

Head works - water
Water storage & purification
water reservoirs - overhead
Water reservoips - Ground
Water distribution system
Sewage pumping station
sewage tPeatment plant
Sewage compost plant,

Euildings.(223)

Water tleatment plant buildings
Water pumping station buildings

* eott

* 20,21

1'-

T

* ?o22
* eo29

* 2111
* 211"
* e113
* 2114
* 2115
* 2116

I e1?-7
* 2122
r ?129

* ??1e
't 2274t\

* 2221* ?222* aPeS

', 2224* 2225
* 2226
* 2227* 2228^

r e23t
* a.23.2

).
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t 2233
* 2?.34
I 2a35
* 2e36
* 22A7* aa38
* 2eag

* ??41
* 2242
* 2.249
* 224+
*" ??4&
* ?26
* 2247

i 2P5t
* 2252
* 2259
* ?zil.
r 2255
* 2256
* 225'7

Sewage treatment plant buildings
Sewage pumping station buildings
Sewage compost plant buildings
Administrative of f ice buildings
Besidential colony buildings
Guest house buildings
Other buildings

Plant 8 Machine"y 12241

Water treatment plant
Electrical equipments-Water supply
Sewage treatment plant
Electrical equipments-Sewage schemes
Compost works
Drilling Equipments
Constnuction Equipments

Mains S lUetwonk t225t

Flaw waten mains
Clear water mains
Water service connections
Waten meters
Sewage transmission mains
Sewage road mains
Sewage service connections

Eoads, Bnidges, I Guluerts t228!

Boads
Bridges, side drains, culverts etc.

Uehicles 12271

Eanth moving epuipments
Cranes & ovenhead equipments
Water torries & sewer lorries
Trucks & buses
Jeeps, motor cars and other light commercial vehicles
other vehicles

Furniture
Fixtures & Fittings
Office equipments
Ain conditioners
Computers
Other office assets

* ee6,1
* 2262

r 227',1
:r ?272
* ?273
* 2274
* 2275
* 

"2V9

* 2281* 2242* e2B3* 2244* e285* 2289

Furniture, Fixtunes, Offiee Equipments I Othar Arscts (2Z8,

x
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SECUBED LOAIU T25I

Lending Institutions t25{t

Loan from L. l. C. of lndia

Loan from HUDCO

Bonds/Debentures t2521

Debentures t2521
Bonds

Other Term Lending lnstitutions t257t

Loans from commercial banks

Others

tnterest Accrued and Due t258t

L. l. C. of lndia

HUDCO
Debentures
Bonds
Commencialbanks
Others

UNSEGUREO LOAlllS t26t

Loans from Gouernments t2611

Loan from Govt. of Kenala

Loan from lndustries for Water Supply Scheme

lnterest Accrued and Due t268t

Loan fnom Go'rt. of Kerala

DEPOSTTS [271

Deposits from Local Bodies 127'a,

Deposits from Panchayats
Deposits from Municipalities
Deposits from Corporations

Security Deposits 12721

Security deposits from contractors
Security deposits from suppliers
Security deposits from employees
Retention money from contractors/suppliers
Other deposits

r

* 25,11
* 2512

* 2521
* 2522

* 2571
)t 2579

* 2581
* 2582
* 2583
* 2584
* 2585
i 2589-!E

*

* 2681

2611

2621

27 11

2712
2713

2721
2722
2723
2724
2729

r

.f,



ll
Earnest Money Deposits-EMD t273t

EMD of contnators
EMD of suppliers

WaGer Connection Deposits - WGD a2741

WCD from Domestic consumers
WCD fnom Non-Domestic consumers
WCD from Panchayats
WCD from Municipalities
WCD fnom Corporations
WCD from lndustnies

Seulen Gonnection Deposits - SGD t2751

SCD fnom Domestic consumers
SCD from Non-Domestic consumers
SCD from Panchayats
SCD from Municipalities
SCD from Corporations
SCD from lndustries

Deposit Works for Water Supply - DWWS (2761

DWWS from Domestic consumePs

DWWS from Non-Domestic consumers
DWWS from Panchayats
DWWS from Municipalities
DWWS from Corporations

DWWS from lndustries
DWWS fnom Casual connections
DWWS.fnorn Govt. Departments
DWWS from Govt. Undertakings/lnstitutions

Deposit Work for Sewage Schemes - DWSS 1?-771

DWSS from Domestic consumers
DWSS from Non-Domestic consumers

DWSS from Panchayats
DWSS from Municipalities
DWSS from Corporations

DWSS from lndustries
DWSS from Govt. Departments
DWSS from Govt. Undertakings/lnstitutions

Othen Deposits 12791
Deposit for special works

1*

2731
2792

2741
2742
2743
2744
2745
2746

275'.|
2752
2753
2754
2755
2756

2761
?--762
2763
2764
2765
2766
2767
2764
2769

277 1

2772
2773
2774
2775
2776
2774
2779

<

?'

u

2791



2411
2812
28 13
28-14
2B15
28 16
2A17
28,1g

P82 I
?8,22
eB23
2424
28,25
e826
2827
28'29

2A31
PA32
28,33
2839
2a34

2841
2843
2,4.42

* 2B5t
* 285e
* 2853
* 2A5,4
r 285.9

t2

t28t

Sundny Gneditors t2811

Sundry cneditors - Contractors
Sundry creditors - Suppliers
Sundry creditors - Expenses
Employees unpaid salaries
Employees unpaid wages
Employees dues - Salaries & Wages
Employees unpaid pension

Sundry cneditors - Others

Statutory Employee Deductions t2821

House rent deductions
GPF subscription
NMR-PF subscription
Family benefit deductions
lnsurance premiums deducted
Professional tax deducted
Labour welfare fund

Other statutcry employee deductions

Sales Tax Gollecrions - 8T=t2831

ST on sale of scrap
ST on sale of gunny bags
ST on materials issued to contpactors
ST on other sales
ST on Tender sales

lncome Tax Deducted At Souroe - TOS tA84t
r_"

TDS from contractons
TDS from Employees
TDS from suppliers

lnterest Accrued But lllot Due t285t

lntenest accrued but not due - LIC of lndia

lntenest accrued but not due - HUDCO
lnterest accrued but not due - Banks
lnterest accrued but not due * Government of Kerala
lnterest accnued but not due - Others

Othen Gurrent Liabilities t289t

* 2B9t

,t-

{

lmport duty due



2892
2893
2894
2895
2899

,+ 2911
+ 2912
* 2913
* 2914
* 2915
* 2916

* 2921
* 2922
* 2923

+ 2931

2941
2942
2943

3111
3112
31 13

3114
3115
3116
3119

l3

Advances received fnom Government Agencies
Dues to Government
Dues to Government of Kerala after 1-4-19A4
Laboun Welfare Fund Becoveries from contractors
Other dues

PEOUISTOilS t29)

Prouision fon Doubtful Debts - Gonsumers t2glt
Provision fon doubtful debts - Domestic consumers
Provision for doubtful debts - Non-Domestic consumers
Provision for doubtful debts - Panchayats
Provision for doubtful debts - Municipalities
Provision for doubtful debts - Corporations
Provision for doubtful debts - lndustrial consumers

Proyision for Other Doubtful Debts t2921

Provision for doubtful debts - Contractors
Provision for doubtful debts - Suppliers
Provision for doubtful debts - Employees

Tax Prouisions t2931

Provision fon income tax

Employee Frouisione t294!

Pnovision for bonus
Provision for gratuity
Provision for pension

Othen Prouisions t2991

CASH EXPENSES [3)

oPERATIUG EXPEIUSES t3It
Gonsumption of Stores lGems t3ltt
Consumption of Steel

Consumption of cement

Consumption of PiPes

Consumptton of valves

Consumption of pumps & motors

Consumption of sPecials

Consumption of other items

r

:;

*

E

{
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t4

Gonsumpuion of Tools I Spares t3{21

Consumption of tools
Consumption of spanes

Gonsumables [313]

Consumption of chemicals
Gonsumption of fuel
Consumption of lubricants
Consumption of othen consumables

urilitaes t3141

Powen charges

Purchase of Water t3r5l

Water purchased from Electricity Board

Water purchased from lrrigation Bepartment
Water purchased from others

9121
g t22

313r
3132
3133
3.13s

3,'141

315 ?

3152
3159

316 1

3162
3,163
3164

B,'1,7'tr

3f9?
31ge
3193,
3194.
3195
3196
3197
319a,
31 99

* 3211
* 321t2

lnsurance t3161

\( Stock lnsurance
lnsurance on assets
Vehicle insurance
lnsurance on assets under construction

Discount t3'17)

Discount allowed on water charges

Miscellaneous Operating Expenses t318)

Water connection expenses
Sewer connection expenses
lnvestigation and planning expenses
Plant hine charges
Handling charges
Water tanker hire charges
Fneight charges
Conversion charges - Fabrication
Other operating expenses

MATNTENANGE EXPEIUSES t32l

water supply-Hepairs I Maintenance F I M [32'l]

H&MofCivilWorks
H&MofBuildings

lr

?

x
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F,

* 3213
I 3214
* 3215
* 3216
* 3217

* 3219

I 3221
* 3222
* 3223
+ 3224
* 3225
* 3226

* 3229

3231
3232

33'11
3312
3313
3314
3315
3316
3317
3318
331 I

332 1

3322
3323
3324
3325
3326
3327
3328
3329

t5

B & M of Plant and Machinery
H & M of Water Mains and Network
H & M of Boads, Bridges & Culverts
Metre Sunvey Station Service Charges
R & M of Furniture, Fixtures, Office
Equipments & Othen Assets
OtherB&M-WaterSupply

Sewerage Schemes Bepairs BMaintanancaB g M tgA2l

H & M of Civil Works
H&MofBuildings
B&MofPlant&Machinery
R & M of Sewer Mains and Network
B & M of Floads, Bridges & Culverts
R & M of Funniture, Fixtures. Office
Equipments & Other Assets
Other H & M - Sewerage Schemes

Uehicle Maintenance Expenses (323f

Petnol / Diesel Expenses
Repairs & Maintenance of Vehicles

PAYMENTS A pROUtStONS TO CMPLOYEES [33)

Salanies of Employees [331)

Basic salary
Dearness allowance tD. A.l
Overtime allowance
Adhoc allowance-
City compensatony allowance ICCAI
House rent allowance IHHAJ
Surrender leave salany
Bonus
Subsistance and other allowances

Wages of NMf, Employees (3321

Basic salary
Dearness allowance tD. A.l
Oventime allowance
Adhoc Allowance
City compensatory allowance [CCA)
House rent allowance [HBA)
Surrender leave salary
Bonus
Subsistance and other allowances

\

$
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Welfare Expenses Of Employees [933)

Medical re-imbunsement
Staff Welfare
Ex-gratia
Other benefits to employees

Welfare Expenses Of ilMR Employees t334t

Medical re-imbursement
Staff Welfare
Ex-gratia
Other benefits to NMR employees

Gasua! Labouner's IGLPI Wagee t3351

CLR Wages including bonus

Other casual wages
H.R. Wages

Payments To Tnainees/Deputationists t3361

Stipend to Trainees
Payment to Deputationists
Payment to Employees on contract Basis

Managenial Bemunenation (3371

Flemuneration to Chairman
Remuneration to Managing Directon
Remuneration to othen Board Members

Gratuity I Pension Paid t3381

Gratuity of employees
Gratuity of NMFI employees
Commuted pension
Service pension
Family pension

OFFIGE EXPEIUSES (34t

Bent t341t

Flent of offices
Godown nent
otheP rent

Bates And Teres 13421

?

3331
333e
3339
3339

3,341
3342
3343
334s

335',t
3359
33s.2

336 t
336,2
3363

3371
3372
3379

33A',}
3382
3383
3384
3385

941',l
841e
941g

"a,

lr-

\

3.421 Property tax
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ts

g.42e
3423
3424
342S

4431
e4B2
3433
4434

B44 t'

444?
3,443-

3,45,1
345?
3453
3454,
345,9

946;t
346P

34S11
3492
3499

351 t
3'52 ?
3513
351+
3515
gs,1s

t7

Vehich tax
Filing fee
Licence fee
Othen taxes

PATExpensestS4S,

Postage and M.O. charges
Telegram
Telephone
Telex

Printing & Stationeny Expenses (844t

Printing charges
Stationery expenses
Books & Periodicals

Exhibition I Publicity Expensae t345t

Advertisement for procunement
Advertisement for recnuitment
Advertisement for works
Publicity expenses
Other Adverrisement

Tnaining I Other Expenses t3461

Training expenses
Seminan & conference expenses

Other Office Expenses t349t

Electrical charges
Entertainment expenses
Miscellaneous off ice expenses

TBAUELLING A COiIUEYAIUGE EXPEilSES T35'

lnland Travel Expenses t351,

Chairman's inland travel expenses
Managing Director's inland travel expenses
Othep Board Membens' inland travel expenses
Officers' inland travel expenses
Staff's inland travel expenses
lnland tnavel expenses of others

Foreign Traue! Expenses t952,

>

35,2 t Chairman's foreign travel expenses



3522
35e3
3524
3525
3529

353 1

3532
3539

361 1

3612

362 1

3622
3623

* 3631
* 3632
* 3633
* 3639

3641
3642
3643
3649

365 1

369 1

3699
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Managing Dinector's foreign tnave! expenses
Othen Board Members' foreign-travel expenses
Officers' foreign travel expenses
Staff's foreign travel expenses
Foreign travel expenses of Others

Gonueyance Expenses t3531

Conveyance expenses
Hire charges
Other conveyance expenses

ADMTNTSTRATIUE EXPEIUSES t36t

Board Expenses t361t

Sitting fees paid to Board Members
Eoard Meeting expenses

Professional Fees t362t

Legal feesiexpenses
Consultancy fees
Consultancy expenses

Payment to Auditors 1363t

Payment for audit fees
Payment for audit expenses
Payment for certification
other payments & expenses paid to auditors

Bank Gharges (3641

Bank charges - Operating accounts
Bank charges - Non-operating accounts
Bank commission
Other bank charges

Donations t3651

Donations

Othen Administrative Expenses 1989,

Guest house expenses
Other administrative exPenses

lssuE EXPEIUSES t37t

lssue expensea Written off/Ghanged off [371]

\ ir

-f.

r-

1

* 3711 Debenture issue exPenses
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* a712

l9

Bond issue expenses

Discount On lssue ag72l

Discount on debenture issue
Discount on bond issue

Premium On Eedemption t373)

Premium on debentune redemption
Premium on bond redemption

PERTOD ADJUSTMEIUT-PPA [38.|

PPA of operating oxpensas - PFA-OE t8811

PPA OE or stoFes items consumed
PPA OE of tools & spares consumed
PPA OE of consumables consumed
PPA OE of utilities
PPA OE of other operating expenses

PFA of Maintenanco Brpanses PpA ME t38at

PPAMEofB&Mexpenses
PPA ME of vehicle expenses
PPA ME of write offs

PPA PPE of salanies of employees
PPA PPE of wages of NMB employees
PPA PPE of welfare expenses of employees
PPA PPE of welfare expennes of NMB employees
PPA PPE of casual labourers wages
PPA PPE of payments to trainees/deputationist
PPA PPE of managerial remuneration

PPA of Office Erpenses PPAFE t3841

PPAFE for rent
PPAFE for rates & taxes
PPAFEfoTP&T
PPAFE for printing & stationeny
PPAFE for exhibition and publicity
PPAFE for other office expenses

PpA Of Trauelling I Gonueyance PPA TG t3851

PPA TC inland tnavel expenses

* 3721
* 9722

* g7e1
* 9732

* 3811
* 9812
I 9818
* 3914
* 8819

* 3821
* 3822* 3823

r 9831
I gB32
* 3833
* gB84
* 3835
* 3836
* 3t337

* 3A41
* .3A42
* 8843
't 38,44
* 8845
* 3849

PPA of paymenG 8 prouision to employoes - PPA PPE 13831

l'

a

* 3951
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* 9852
i 3853

* 8861
* 3862
* 3863
I 8864
* 3865
i 3886
* 3869

* 3911
* 3912

* 4111
| 4112
* 4113
* 4119

* 4121
* 4122

20

PPA TC foreign travel expenses
PPA TC conveyance charges

PPA Of Adminiatratiue Expenses - PpA AE [386)

PPA AE of board expenses

PPA AE of professional fees

PPA AE of payments to auditors

PPA AE of bank charges

PPA AE of donations

PPA AE of other administnative expenses

PPA AE of other general expenses

TBATEFEH OF EXPEitsEs [39)

Transfer of Expenses To Gapital t391t

Transfen of Bevenue Expenditure to CWIP
Transfer of Revenue Expenditure to Preliminany Proiect Expenses

DEBT SERVICE CHAHGES [4]

titTEREST Otu SECURED LOAIUS [41)

lnterest On Secured Loans from Landing lnstitutions 1411t

lnterest on secured loans from LIC of lndia
lnterest on secuned loans from banks
lnterest on . ecuned loans from HUDCO

lnterest on secured loans from other institutions

lnCerest On Dsbenturas/Bonds etc. 1412t

Debentures interest payable

Bonds interest payable

tilTEnEST OtU UTISEGURED LOAITS [42)

lnterest on Unsecured Loans Fnom Gouernmant 1421t

lnterest on loans from Government of Kerala

Other lntenest Ghanges t4291

lnterest on GPF

lnterest on NMH PF

lnterest on Pension/Gratuity
other interest charges

* 4211

* 4291
r 4292
* 4299
* 4299

-}
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* 4311* 4312

* 4411

* 4811* 4812

* 4821
* 4822

* 4831

t 4911

* 5112
* 51 t4

* 512 t
* 5122r 5123
* 5124
* 5125
* 5126
* 5127
r 5128

2t

GUARAIUTEE COMMISSION t43t

Guarantee Commiesion to lnst:tutaons t43lt

Guarantee commission to Government
Guarantee commission to Banks

SERUICE GHARGES T44t

Seruice chargas to lnstitutions t44ll
service charges to HUDCO

PRION PERIOD ADJUSTMEIIT. PPA I48t

PPA On inCerest On Secured Loans PPA ISL t4811

PPA ISL from lending instiuutions
PPA ISL on bonds/debentunes etc

PPA lnterest on Unsecured Loans - ppA IUL l4g2t

PPA IUL from Government
PPA IUL Others

trPA Guarantee Gommission pPA GG (483t

PPA GC to institr.ttions

TPAilEFEB OF EXPETTSES [49)

Transfen of Expenses to Capital t491]

Transfer of Revenue Expenditure to CWIP
NON-CASH EXPENSES (51

DEPBECTATTOL GHARCE [51]

Depraciation On Land Rights [511]

Depreciation on leasehold land

Depneciation on leasehold land developement expenditune

Depreciation on Ciuil Works (512J

Depreciation on head works - Water
Oepreciation on water storage & purification
Depneciation on water neservoirs-Overhead
Depreciation on water resenvoirs-Ground
Depreciatron on watep distribution system
Depreciation on sewage pumping station
Depreciation on sewage treatment plant
Depreciation on sewage oompost plant

.-Y



* 5131
* 5132* 5133
* 5134* 5135* 5136* 5137
i 5138
* 5139

* 514'.1
* 5142* 5143
| 5144
't 5145
* 5146
* 5147

22

Depreciation On Buildings (513)

Depreciation on water treatment plant buildings
Depreciation on waten pumping station buildings
Depreciation on sewage treatment plant buildtngs
Depreciation on sewage pumping station buildings
Depreciation on sewage compost plant buildings
Depreciation on administnative office buildings
Depreciation on nesidential colonies buildings
Depreciation on guest house buildings
Depreciation on other buildings

Depneciation On Plant & Machinery - DPM (5f4)

DPM - Water treatment plant
DPM - Electnical equipment - Water Supply
DPM - Sewage tneatment plant
DPM - Electrical equipments - Sewage Schemes
DPM - Compost plant works
DPM - Drilling equipments
DPM - Construction equipments

DepnaciaEion on Mains E llletwork - DMII t515t

I:I

* 5151
* 5152
* 5153
* 5154
* 5155
+ 5156
* 5157

OMN - Raw water mains
DMN - Clear water mains
DMN - Water service connections
DMN - Water meters
DMN - Sewage transmission mains
OMN - Sewage road mains
DMN - Sewage service connections

Dapreciation On Poads, Bridges, Guluents etc. t5l6t
Depreciation on roads
Depreciation on bridges, side drains, culverts etc.

Depreciation On Uehicles 15171

Depreciation on earthmoving equipments
Depneciation on cnanes & overhead equipments
Depneciation on watep lorries & sewerage lonries
Depreciation on trucks & buses
Depreciation on jeeps, motor cars and other light commercial vehicles
Depreciation on other vehicles

Depneciation on Furniturc, Firtunes, Office Equipments I
Othen ABsetB t518t

Depreciation on furniture
Depreciation on fixtures & fittings

* 5161
* 5162

* 5171
* 5172
* 5173
* 5174
r 5175
* 5179

* 51Bl
* 5182

ir

:r

1



* 5183* 5194* 5195
r 5189

* 5211
* 5212
I 5213
* 5514
* 5215* 5216

* 5291* 5292* 5293

* 5311* 5912* 5313
* 5314* 5315r 5318

* 5321r 5322* 5323

* 5331
+ 5332
| 5333

23

Depreciation on office equipment
Depreciation on air conditioners
Oepreciation on computers
Depneciation on other office assets

PROVISIOITI FOR DOUBTFUL DEBTS.PFDD T52t

Frouiaion For Doubtful Debca From Gonsumona-PFDDC tsg{t
PF DDC - Domestic
PF DDC - Non-Domestic
PF DDC - Panchayats
PE DDC - Municipalities
PF ODC - Corporations
PF DDC - lndusries

Prouision For Doubtful DebGs From Othene PFDDO - tseg)

PFODO - Contractors
PFDDO - Suppliers
PFDDO - Employees

wRtTE OFFS t53t

Debts Wratton Off - Conaumona 15311

Domestic consumer dues written off
Non-domestic consumer dues wrltten off
Panchayat dues written off
Municipality dues written off
Corporation dues written off
lndustrial consumers dues written of f

Debts Written Off - Others t5321

Contractors' dues written off
Suppliers' dues written off
Employee's dues written off

Stocka Written Off t5g3!

Stores written off
Tools L spares written off
Consumables written off

Loases wnitten off (5841

Loss on sale of fixed assets

ASsETs WRITTEIII OFF Ts{t
oTHEB PnOUtStOrUE t55t
Tax Prouisions t551t

7

'

| 5341

+ 5511

<r-

lncome Tax Provislons
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* 58tl* 5812* 5813+ 5814r 5815| 5816
| 5817* 5818

24

PBIOR PERIOD ADJUSTMEITTS. PPA T58I

Pnior Period Adiustmenr of Depneciation - ppAD (88{l

PPAD on Land
PPAD on Civil Works
PPAD on Buildings
PPAD on Plant & Machinery
PPAD on Mains & Network
PPAD on Boads, Bridges. Culverus etc.
PPAD on Vehicles
PPAD on Funnitune. Fixtures, Office Equipment and Other Assets

Pnior Period Adjustment - Others t58g,
TRAIUSFER OF EXpEII|SES t59r

Tnansfen to Cepital I59lt
Transfer of revenue expenditure to CWIP

oPERATTNG TNCOME [6]

OPERAThIG IIUGOME FROtl GOTEUMERS DOMESTTC I6It
lncome From Domestic Gonsumers On Water Supply t6.lll
Water charges from domestic consumers
Meter testing charges from domestic consumers
Waten connection/extension charges from domestic consumers
Bepair charges from domestic consumers
Meter hire/service charges

lncome From Domegtic Gonsumers On Sewego t6121

Sewage charges from domestic consumers
Sewage connection/extension charges from domestic consumers
Repair charges from domestic consumers

lluGoIUtE FBOM ilOil-DOMESTTC COIUSUMEnS t62l

lnoome Fnom lllon-Domastic Gonsumgrs On Water Supply (62f )

Waten charges from non-domestac consumers
Meter testing charges from non-domestic consumers
Water connectionlextension charges from non-domestic consumers
Repain changes from non-domestic consumers
Meter hire/service charges

lncome Fnom lllon-Domsstac Consumers On Sewage (6P21

Sewage charges from non-domestic consumers
Sewage connection/extension charges from non-domestic consump3s
Flepair charges from non-domeetic consumers

* 5911

-7
$

+-L * 6111
6112
6119* 6114* 6115

rt 61e 1

6122
'l 6123

* 62'.11
6212
6213* 6214* 6215

* 622'l
e,?'?,?* 8e2g

-l



* 6311
* 6312
* 6313

r 6321t 6322* 6323

* 6331
* 6332
* 6333

* 6411
6412
6413

* 6414* 6415

25

tilGoME FBOM LOCAL BODIES (83)

lncome From Local Bodiee On Waten Supply t63'U

Water charges fnom Panchayats
Water charges from Municipalities
Water changes from CorpoPations

lncoma From Local Bodiea On Sewage Ghanges t6gAt

Sewage charges from Panchayats
Sewage charges from Municipalitie;
Sewage charges from Corponations

lncome fnom Local Bodies As Maintenance Ghanges t633)

Maintenance charges fnom Panchayats
Maintenance charges from Municipalities
Maintenance charges from Corporations

ilIGOME FBOM TiTDUSTETAL COil8UMER8 [84]

lncome from lndustrial Gonsumora on Waten Supply t64f l

Water charges from industrial consumers
Meter testing charges from industrial consumers
Water connection/extension changes from industrial consumers
Flepair charges from industrial consumers
Meter hire/service charges

lncome fnom lndusGrial Gonsumers on Sewage (642)

Sewage charges from industrial consumers
Sewage connectioniextension changes from industrial consumers
Sewage repair charges from industrial consumers

oTHEB OPERATIUG TIUCOME (65)

Other Gharges Becouared I651t

Centage charges
Storage charges
Supervision changes
Miscellaneous recoveries

PRIOR PERIOD ADJUSTMEITTS PPA (68t

ng lncome fromFnior Feriod Adjustment of Operati
Gonsumens - FPA O! (68f )

PPA Ol from domestic consumeps on water supply
PPA Ol from domestic consumers on sewage
PPA Ol from non-domestic consumens on water supply

* 6,421
6422

* 8423

i-
c

651 1

6512
6513
6519

* 6811* 6812I 6813

F;-

]



* 6814* 6815* 6816
r 6817* 6818* 6819

* 6821* Ei829

| 7111
* 711?-
* 7119

7121
7 122
7 123

7131
7132

26

PPA Ol from non-domestic consumers on sewage
PPA Ol from local bodies on waten supply
PPA Ol from local bodies on sewage
PPA Ol from local bodies as maintenance charges
PPA Ol from industrial consumers on water supply
PPA Ol from industrial consumers on sewage

PPA of other Operacing lncome - PPAOOI t88el

PPAOOI as centage charges
PPAOOI as other recoveries

NON-OPERATTNG TNCOME t7)

ITTEREST E OTHEB IIUCOME (71I

lncome Fnom lnuestments [7tlJ
lnterest income on investments made
Dividend income on investments made
Orher income on investments made

lnterest lncome On Loane And Advances l7l2t
lnterest recorded from contnactors
lnterest recovered from suppliers
lnterest recovened from employees

lnterest On Daposite [713]

lnterest on S.B a/c with Bank/Treasury
lntenest on short-term deposits with Banks

oTHEB ilOil-OPEBATTilG mGOmE t72l

lncome Ae Becoueries t7211

Penalties & fines recovened
Rent recovened
Electricity charges recovered from contractors
Electricity charges recovered from employees
Water charges recovered from contractors
Waten charges recovered from employees

lncome On Sale Of Asaets 1722,

Profit on sale of assets

Glaims Recouened 1723!

Claims recovered fnom Governrnent
Claims recovened from Bailways
Claims recovered from Public Authorities
othen claims

*

3-

| 7221

7211
7212
7213
7214
7215
72'16

7231
7232
7233
7239

!-.

tl



7241
7242
7243
7244
7245
7249

7291
7292
7293
7294
7295
7296
7297
7294
7299

* 7911
* 7412

* 7fJ91
* 7892
* 7893
* 7A94
* 7899

9111
9112
9118

9121
91A2
9123

27

Gnanta and Subventions a7241

Grants & Subventions from Government
Grant for Western Ghat Development
Grant for Flood Relief
Grant for Dnought relief
Grants from Distnict Council
Grants from others

Othen Miscellaneous lncomc t729t

Sale of tender forms
Sale of scrap
Sale of gunny bags
Sale of agricultural pnoducts
Farm receipts
Swimming pool receipts
Scrap stock recoveny on Fabrication
Sale of Metor Chamber
Other income

PROUISIOilS WNITTEil - BAGK I73t

lltlcotlE - PPA t78r

pPA Of lntenest lncome PPA-ll 17811

PPA ll on investments
PPA ll on otheP loans & advances

$

+L

On Other lncomes l78gt

PPA on recoveries
PPA on sale of assets
PAA on claims
PPA on grants & subventions
PPA on other miscellaneous income

MEMORAITIDUM / COITTROL ACCOUIIITS Tgt

IIITEE OFFTCE AGGOUIUTS - tOA [91]

IOA - Materials t91'll

IOA - Stock of Stores
IOA - Tools&Spares
IOA - Consumables

IOA - Gapital Erpenditune 8 Fixed Aa3ots t8lzt
IOA - Plant&Machinery
lOA - Vehicles
IOA - Furniture, Fixtures. Fittings L Office Equipments

:1
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9124
9129

9131
9192
9134

9141
9142
g 143
9144

921 1

9212
9219

991 1

9912

992 1

9922
9923
9924

993 1

28

IOA IPD Expenses

IOA - Capital expenditure - Others

IOA - Fund Transfers 1913t

IOA - Cash
IOA - Banks/Tneasury - Drawing A C
IOA - Bank - Non - Openative A/C

IOA - Othens t914t

IOA - Other expenses
IOA - Other income
IOA - Other liabilities
IOA - Other assets

GOTTTROL AGCOUTUTS [92]

Gontrol Accounts-Gollections and Gapital Expandituno t92tt
Contro! Account - Collections
Control Account - Capital expenditure - Materials
Control Account - Capital expenditure - Othens

MEMORAIUDUM AGGOUIUTS.OUAiITITIUE OETAILS T99t

Froduction Particulars t9911

Clear Water Produced

Clear Water Purchased

UniCs of Water Sold (9921

Units of watep sold to Domestic consumers
Units of waEep sold to Non-domestic consumens
Units of water sold to Local bodies
Units of water sold to lndustries

Sewerage Details (9931

Sewage water disposed

Note: The above particulars [99 Codes) are included as a part of
Chart of Accounts to facilitate ascertainment of quanti-
tative details

I

:1
9s9 A Cash & Bank Suspense.
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PART II

LIST OF SGHEMES

SCHEME

Urban Water Supply Scheme-LlC
Urban Water Supply Scheme-lDA [World BankJ

Urban Water Supply Scheme-Hudco LIC

Urban Water Supply Scheme-Others
Accelerated Flural Water Supply Scheme
Bural Water Supply Scheme-LlC
Bural Watar Supply Scheme-lDA [World Bank)

Bural Water Supply Scheme-Bilatenal IDANIDA]
Bural Water Supply Scheme-Bilateral INETHERLANDS)
Runal Waten Supply Scheme-Bilateral IUNDP]
RuralWater Supply Scheme benefiting Harijans
Flural Water Supply Scheme benefiting Tribes
Rural Water Supply Scheme-Others
Urban Sewerage Scheme-LlC
Urban Sewerage Scheme-UNDP-Low Cost Sanitation
Urban Sewerage Scheme-Others
Rural Sewerage Scheme-UNDP Low Cost Sanitation SCP

Flural Sewerage Scheme-UNDP Low Cost Sanitation TSP

Rural Sewerage Scheme-UNDP Low Cost Sanitation-Others
Rural Sewerage Scheme-Others
Western Ghat Development Programme
Flood Belief Works
Drought Relief Works
Borewell with hand pump

Other Schemes.

1
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PART

LOCATtOiT

T

1. SECBETARY, WATEH AUTHOBITY, HEAD OFFICE.
THHUVANANTHAPURAM

2, CHIEF ENGINEEB [SR] THIBUVANANTHAPURAM

3. PUBLIC HEALTH CIBCLE THIRUVANANTHAPURAM
P. H; Stock Verification Sub-division, Thiruvananthapuram

4. Public Heahh Division Thiruvananthapupam
Water Works Sub-division [E) P. T. P. Nagar
Waten Works Sub-division INJ Kawdiyar
Water Works Sub-division [S] Chalai
Water Works Sub-division [C) Vellayambalam

5. Water Supply Division, Thiruvananthapuram
Water Works Sub-division, Aruvikara
Water Supply Augmentation Sub-division Thiruvananthapuram
Water Supply Sub-Division, Neyyattinkara

6. DrainageDivision, Thiruvananthapuram
Drainage Sub-division ISouth] Kuriyatti
Drainage Sub-division INorthJ Pattoor
Drainage Project Sub-division Thiruvananthapuram

7. World Bank Project Division. Thiruvananthapuram
World Bank Pnoject Sub-division Nedumangad
World Bank Project Sub-division, Attingal

8, Thiruvananthapuram lnt,erim Augmentation Water Supply
Division VellaYambalam

Thiruvananthapuram Augmentation Water Supply Sub-division
I Thiruvananthapunam

Thiruvananthapuram lnterim Augmentation Water Supply
Sub-division ll Thtruvananthapuram

9. WORLD BANK PHOJECT CIRCLE KOLLAM

1O. World Bank Project Division No. I Kollam

World Bank Proiect Sub-division No. I Kollam

Wonld Bank Proiect Sub-division No. ll Kollam
World Bank Project Sub-division Sasthamkottah

11. Public Health Division. Kollam
P. H. Sub-division, Kollam
P. H. Sub-division, Kottarakkara
F. H. Bub-division, Chavara

1000

G

2 100
2101

2110
2111
2112
2113
2114

2',azcj
2121
2122
2123

2130
2141
2132
2133

2170
2171
2172

2000

2180

21A1

2142

2200

2210
221 1

2212
2213

2220
2221
2222
2Ae8

-
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12, World Bank Project Division Adoor
Wonld Bank Project Sub-division Adoor
World Bank Project Sub-division Kundara

13. World Bank Project Division No. ll Kollam
Water Supply Sub-division, Kollam
World Bank Pnoject Sub-division Kadakkal

14, P. H. CIHCLE KOTTAYAM

15. P. H. Division Pathanamthitta
P. H. Sub-division Pathanamthitta
P. H. Sub-division, Hanni

16. P. H. Division, Thinuvalla
P. H. Sub-division Thiruvalla
P. H. Sub-division Changanacherry
P. H. Sub-division Edathua

17. Water Supply Proiect Division, Thiruvalla
Water Supply Project Sub-division No. I, Thiruvalla
Water Supply Project Sub-division No. lll Thiruvalla

18. P. H. Division Alappuzha
P. H. Sub-division AlaPPuzha

Water Supply Proiect Sub-division Ghenthala
Water Supply Proiect Sub-division Harippad
Water Supply Proiect Sub-division Mavelikara

19. P. H. Division Kottayam
Water Works Sub-division Kottayam
Water Supply Project Sub-division Palai
Water Supply Proiect Sub-division Vaikom

P. H. Sub-division KadathuruthY

20. P. H. CTBCLE KOCHI

21. P. H. DIVISION KOCHI

Water Works Sub-division Kochi

Water Works Sub-division Karuvelipadi Kochi

Water Supply sub-division. Trippunithura
P. H. Sub-Division North Parur

22. World Eank Proiect Division Kochi
World Bank Proiect Sub-division No. lKochi
World Bank Proiect Sub-division No. llKochi
World Bank Proiect Sub-division Puthencruz

23. P. H. Division Aluva
Head Works Sub-divtsion Aluva
P. H. Sub-division AngamalY
World Bank Proiect Sub-division Aluva

2230
2231
2232

2160
21E,1
2162

2300

Ir

2g 10
2311
2312

2320
2321
2322
2323

2360
236 1

2362

2340
2341
2342
2g,43
2344

2350
285 1

2352
2353
2354

3100

3110
3111
3112
3113
8114

3350
335 1

3352
3353

3220
3221
3222
3Aas

!
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24. P. H. Division Thodupuzha ldukki
P. H. Sub-division Thodupuzha
P. H Sub-division Peerumade
P. H. Sub-division Painavu

e5. P. H. Division Perumbavoor
P, H. Sub-division Perumbavoor
P. H. Sub-division Moovattupuzha
P. H Sub-division Kothamangalam

26. P. H. Division Piravam
P. H. Sub-division Piravam

27. Chief Engineer (Northern Flegion) Kozhikods
Stock Verification Sub-division Kozhikode

28. P. H. CIBCLE TBICHUB

29. P. H. Division Trichur
P. H. Sub-division Trichur
P. H. Sub-division Wadakkancherny
P. H. Sub-division Guru'rayoor

30. P. H. Division lninjalakkuda
P. H. Sub-division lrinjalakkuda
P. H. Sub-division Chalakudy
P. H. Sub-division Mala

g 1 , P. H. Division Palakkad
P. H. Sub-division Palakkad
P. H. Sub-division Alathur
P. H. Sub-divtsion Mannarghat
P. H. Sub-division Chittur
P, H. Sub-division Shornur
P. H. Sub-dtvision Ottappalam

32. P. H. BILATERAL CIRCLE TRICHUR

33. P. H. Division Nattika, Firka
P. H. Sub-division Nattika, Firka
P. H. Sub-division VadanappillY

34. P. H Division Pavaratty, Kunnamkulam
Water Supply Project Sub-division Kunnamkulam
P. H. Sub-division, Koottanad

35 P. H. CIRCLE KOZHIKODE

36. P. H. Division Kozhikode
Distribution Sub-division No. I Kozhikode
Rural Works Sub-division Kozhikode
Head Works Sub-division Kozhikode
Distribution Sub-division No. ll Kozhikode

3130
3131
3132
3133

3230
3231
3232
3233

3210
3211

4000
4001

3300

3320
33e 1

3322
3323

3310
331 1

331 2
3313

4310
4g1t
4312
4313
4314
4315
4316

9200

3330
333 1

3332

3340
3341
3342

4100

4110
4111
4112
4113
4114

({

\
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47. P. H. Division Badagara
P. H. Sub-Division, Suilandy
W. S. P. Sub-division Badagara
P. H. Sub-division, Perambra
W. S. [Augmentation) Sub-division, Badagara

98. P. H. Division Malappunam
P. H. Sub-division Manjery
P. H. Sub-division Perinthalmanna
P. H. Sub-division Parappanangadi
P. H. Sub-division Kondotty
Water Supply IAugmentationl Sub-division Malappuram

P. H. Sub-division Malappuram

39. P. H. Division EdaPPal

P. H. Sub-division Edappal

P. H. Division Ponnani

P. H. Sub-division Tirun

40. P. H. CIRCLE KANNUR

41. P. H. Division Kannur
P. H. Sub-division Kannur

P. H. Sub-division ThalasserY

P. H. Sub-division PaYYannur

P. H Sub-division Keezhallur

42. P. H. Division Sultan BatherY
P. H. Sub-division Kalpetta
P. H. Sub-division, Sultan BatherY

43,. P. H. Division Kasargode
P. H. Sub-division Kaniangad
Waten Supply Proiect Sub-division Kasargode

44. Kolachenry Water Supply Project Division Mattannur
Waten Supply Proiect Sub-division Mattannur
Water Supply Proiect Sub-division Koodali

45. Water Supply fAugmentation) Division Kannur
Water Supply IAugmentationJ Sub-division Kannur

Water Supply IAugmentation) Sub-division Mattannur

46. CHIEF ENGINEEB I. P. D. KOCHI

t

4120
4121
412.2
4129
4124

4380
433 1

4332
4333
4334
4335
4336

4350
435 1

4352
4353

4200

423o
4291
4232
4283
4234

4130
4131
4132

4240
4241
4242

4210
4211
4212

4250
4251
4252

3()00

3200

2150
2151
2152

47. P. H. I. P. D. CIHCLE ALUVA

48. l. P. D. Division, Thiruvananthapuram
l. P. D. Sub-division Thiruvananthapuram
l. P. D. Sub-division Kollam

,rg
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49. l. P. D. Division Changanacherry
l. P. D. Sub-division. Changanachenty
l. P. D Sub-division, Thiruvalla
l. P. D. Sub-division, Alappuzha

50. L P. D. Division Kochi
l. P. D. Sub-division Kochi- 18
l. P. D. Sub-division Thodupuzha

5,I. P. H. I. P. O. CTRCLE PALAKKAD

52. l. P. D. Division Thalasseny
l. P. D. Sub-division Thalassery
l. P. D. Sub-divrsion Kasargode
l. P. D. Sub-division Kalpetta

53. L P. D. Division Malappuram
l. P. D. Sub-division Tirur
KUDP Sub-division Kozhikode

54. l. P. D. Divisian Shornur
l. P. D. Sub-division Trichun
l. P. D. Sub-division Palakkad

55. P. H. Mechanical Division KOCHI

P. H. Mechanica! Sub-division Alappuzha

Tubewell Sub-division Palakkad

Hrdro Geological Sub-division Kozhikode

56. HEAD OFFICE FINANCE WING

2930
233 1

2332
2333

B 120
9121
4122

4300

4220
4221
4222
4223

4340
4341
4342

4320
4321
4322

3360
336 1

3362
3363

5000

s
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tIST F AGC UNT BEN EBITUG UNITS

Sl. No. Name of Office

1. Secretary, Water Authonity, Head Office, Thiruvananthapuram

2 Chief Engineen ISH) Thiruvananthapuram

3. P. H. Circle Thiruvananthapuram

4. P. H. Division, Thiruvananthapunam

5. Water Supply Division, Thiruvananthapuram

6. Drainage Division Thiruvananthapunam

7, l. P. D. Division, Thiruvananthapuram

8. Wonld Bank Project Division No. ll Kollam

9. World Bank Project Division, Thiruvananthapuram

1O. Thinuvananthapuram lnterim Augmentation Waten Supply
Division, Vellayambalam

11. World Bank Projecr Circle Kollam

12. World Bank Project Division No. I Kollam

13. P. H. Division, Kollam

14. World Bank Prolect Division Adoor

15. P. H. Circle Kottayam

16. P. H. Division Pathanamthitta

17. P. H. Division, Thiruvalla

18. l. P. D. Division Changanacherry

19. P. H. Division Alappuzha

eO. P. H. Division Kottayam

21. Water Supply Project Division. Thiruvalla

22. Chief Engineen l. P. D. Kochi

23. P. H. Circle Kochi

e4. P. H. Division Kochi

25. l. P. D. Division Kochi

26. P. H. Division Thodupuzha ldukki

27. P. H. l. P. D. Gircle Aluva

e8. P. H. Division Piravam

Location Code

1000

eooo

2 100

2110

-- 2120

2130

e 150

2 160

2170

21BO

2eoo

?210

2220

2230

2300

2310

e320

2330

2340

2350

2360

3000

3100

9110

8120

3130

3200

9210

i{
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29. P. H. Division Aluva

30. P. H. Division Perumbavoor

31. P. H. Circle Trichur

32. P. H. Division lrinjalakkuda

33. P. H. Division Trichur

34 P. H. Division Nattika, Firka

35. P. H Division Pavaratty, Kunnamkulam

36. Wonld Bank Project Division Kochi

37. P. H. Mechanical Division Kochi

38. P. H. Bilateral Circle Trichur

39. Chief Engineer INorthern) Flegion Kozhikode

40. P. H. Cincle Kozhikode

41 P. H. Division Kozhikode

42. P H. Division Badagara

49. P. H. Division Sultan Bathary

44. P. H. Circle Kannur

45. Kolanchery Water Supply Project Division Mattannun

46. l. P. D. Division Thalassery

47. P. H. Division Kannur

48. P. H. Division Kasargode

49. Waten Supply IAugmentationl Division Kannur

50. P. H. l. P. O. Circle Palakkad

51. P. H. Division Palakkad

52. l. P. D. Division Shornur

53. P. H. Division Malappuram

54. l. P. D. Oivision Malappuram

55. P. H. Division Edappal

56. Head Office Finance Wing

3220

3230

9300

3310

3320

3330

3340

3350

3360

3400

4000

4100

4110

4120

41AO

4200

4210

4220

4230

4240

4250

4goo

49lo

4920

4330

43,40

4350

5000

-}



LtlirlE - ll

E

n
Audito

Bhava
I

rfi3

'l

t tIll,'ll& FL

. -,: .' , ,&



AHTHLIR. F
.,., lriteruial ,\,j,;;r;r i--': iai:, l.r :-,.

';l- 
-Kerata '.;j..' , .:,....;.,:,.

Thiruvalia;:,t,,;,, 
',--,1 

.i: -' ,;

-+

Gllf'rmf,re

I lntroduction

ll Accounting Policies

lll Operating Systems and Procedures

A. Fleceipt of Materials

B. lssue of Materials

C. Materials-at-site

D. Others

lV Accounting Procedures

A. Accounting for Receipts

B. Accounting for lssues

C. Accounting for Materials-at-site

D. Others

V lntennal Control ,

Vl lnformation System

Forms and Formats

Page No.

1

3

f;.

5

7

I
g

11

14

15

17

20

21

,:f

1'

-:r i
.:+l-9,



t

Authority

Board

H.O.

FM & CAO

cE.

Dy. C.E

S.E.

E.E,

A.E.E

F.O.

A.E.
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GHAPTEB I

1 OBJECTIVE

the AuuhoritY

SCOPE

This manual covers the operating systems and procedunes and accounting thereof related

to material receipts, issues. etc', considered nelevant'

Theobiectiveofthemanualshallbetoegtabllshoonslstentandeffectlvepoliciesand
procedures in ondar to ensuPe uniform practices throughout the Authority' The policies

and pnocedures specifieC in this manuai and those specified in Stones Purchase rules of

Government of Kerala shau be tollowed unless specific exemption is otherwise gnanted by

2

-B

3 DEVIATION

1

2

DeViation shall not normaily be permitted unless backed by a iustifiable request for

deviation clearly outlining the following :

* Nature of deviation

* The reason for deviation

* The time span for which deviation is required

* The pnocedure that would be followed if deviation is appnoved.

such request shall be submitted to the Head office which shall then evaluate the necessity

thereof and accordingly eithen approve on reiect the same'

USAGE AND GUSTODY

This manual shall be issued to and used only by those persons, the Authority may deem fit

and accordingly authorlse. Any such person so authorised, shall preserve the copy under

his/her confidentiat custody. Upon transferi relocation/retinement etc" any such person

shall be obliged to return the copy to the Authority'

4

tll

AGGOUilTING POLIGIES

TIMING - GENERAL 
i

Accounting shall be in the period in which tre physical events of material receipts' issues'

etc., take Place.

TIMING - B=CEIPT

Material Fleceipt shall be aicounted for on recognition of acceptanee of material by the

Auuhority including any liability thePefone towards oreditors/suppliers'

-c6
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TIM]NG .ISSUES

Material issues shall be accounted fon either on movement of materlats or.lt of stres or

upon materials being directly received at site.

PBICING - BECEIPTS

Material receipts from suppliens shall normally be priced to include the following elemettts

of cost:

- Basic Price
- lmpont Duty fwhere aPplicablel
- Excise Duty
- Sales Tax
- Freight
- Transit lnsr.lrance
- Handling charges upto s'Eores

PHICING - ISSUES

Materials issued from stores shall be valued at relevant pre-determined rates that may be

prescnibed by the competent authority Ii. e Executive Engineer] This rate shall be reviewed

from time to time especially in cases where the price varies by more than 2O% in the view

of the authority or as may be considered necessary and accordingly revised. However, in

,cases where capital equipments'spares are purchased for a particular capital work/scheme

and routed through stores. such issues shall be at the actual cost'

HETURN OF MATEFIIALS FROM WORKS/CONTRACTORS

Beturn to stores shall be valued at the rates at which they were originally issued'

VALUATION. CLOSING STOGK OF STOBES

Closing stock of materials shall be valued on "FIBST lN FIHST OUT" IFIFOJ basis for

purposes of Annual Aecounts.

Accordingly. the Priced Stores Ledger [PSL) shall be adiusted, if necessany, to neflect the

aforesaid value at the year end. The value to be adiusted thenafor shall be adjusted to the

consumption of stores items, toots and spares and consumables appropriately, as the case

may be.

SALE OF MATERIALS TO OTHER GOVERNMENT AGENCIESICONTHACTORS ETC.

Materials sold to other Government Agencies, Gontractors [only against receipt of money

or agreeing to payment terms for value thenefor) shall be priced to include:

- price at pre-determined rates as may be determined by the Authority or at market

price whichever is higher:

- Stores handling and supervision charges at the percentage as decided by the Authority
from time to time; and

- Sales Tax at the rates applicabl=.

-3
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TRA|\SFEH OF MATEHIALS BETWEEN ACOOUNT HENDERING UNITS IARUs]

Materials transferned between AHUs shall be priced at the applicable pre-detenmined rates
and shall not include stores handling charges-

OBSOLETE, DAMAGED MATEBIALS

The obsolescence of and damage to materiats and the residual value thereof shall, only on

the basis of Technical Assessment, be determined as conclusive The value of sucl:

obsolete/damaged materials shall be charged to Bevenue Account in the same period in

which the assessrnent takes place after obtalning Boand Approval

Such material, if sold, shall be only against receipt of money therefor and such sale value

shall be treated as income relative to such period-

SCBAP

Sale of scrap materials shall be accounted fon as income in the period in which such sale

takes place.

CHAPTER M

TlnIG SYSTEMS AilD

A. BECEIPT OF MATE$ALA

do

1r-

a,

-3f

..N RECETPT OF TIATERIALS FROM

7l

1.1 PTJBCHASE ORDEHS

1 st coPY

2 nd coPY

3 rd coPY

4 th coPY

5 th coPY

6 th coPY

1.2 INSPECTION

Thepurchaseorders[alsoca.lled.Supptyorders.)preparedinFormMA26insixcopies
sha, be distnibuted in'irre fo[owing manner to faciritate retated responsibilities-

The SuPPlier

The receiving store/site, as the case may be

The Divisional Office [Accounts Section] relative to the above

Audit Section. Head Office'

lmmediate su-Pervising off icer

File copY.

onreceiptofmaterialsatstores.theAssistantEngineerresponsibleforthestoresshall
inspect the maEeriats'in relation to the "pl"ifi""tionl 

in tne purchase order copy with him'

The inspection may also be carried out either at supplier's works or at stores in terms of

the contract. ln case of inspection at suppliers works' assistance of a thind party usually

agreeable to both p".ri"" shall be sought in addition, if necessary and on completion of such

inspection, "n'ln"p""iion."po.t'snailUe ""nt 
to the Assistant Engineer of the concerned

stores for taking necessary action at th; time of receipt of materials' Such report shall

interalia state the net quantity acceptable and correspondingly identify the relative

-.I- materials.

ln terms of the aforesaid inspection at stores, if any materials are to be reiected' the

same shallbe intimated to the supplier and necesbary funther action undertaken'
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1.3 GOODS BECEIVED SHEET IGRS]

Upon completion of inspection, the Assistant Engineen shall proceed to prepare Goods

Received Sheet 1GRS) fin form MA 1), pre-numbered to have control. in triplicate. The

completed GRS shall be distnibuted as follows :

1 st copy Divisional Office fAccounts Section)

2 nd coPY SuPPlier

3 rrj copy Betained in stores for bin card updating and record purposes.

The Measunement Book [MB), maintained by the Assistant Engineer-in-charge of such

stores shalt thereafter be updated with details of such receipt including GRS reference.

1.4 BtN CARD UPDATING

The stores shallthen enten the quantity accepted as per GRS in the 'Receipts' column of

Bin Cand [in Form MA 2) for the respective matenial.

1.S ln case of materials received as replacements for reiected materials, the aforesaid
procedures shall aPPlY.

2 BEGEIPT OF MATERIALS FROM OTHEB STORES

2.1 The Divisional stores which require the materials [tnansfenee storesJ from central stores

or any other stores ftnansferor stores) shall obtain necessary proforma invoice for such

materials from the transferor stones and then shall prepare six [6) copies of Stones lndent

fin Form MA 3] duly authorised by the Executive Engineer [EE) of the transferee stoFes.

, The same shall be distnibuted as follows:

1st copy to the Divisional Of f ice [Accounts Section)
Znd to 5th copies to the Execubive Engineer responsible fon transferor stores, alo19

with the cheque [on receipt of the same from Divisional Office-Accounts Section) for

the value of materials, who shall forward

the indent copies duly appnoved to the stores acknowledging therein the

receipt of cheque for the same

6rh;prtl"";HiH:1:i]:"^="r""?:::s 
section for bankins and accountins punposes'

A.A On receipr of materials with 3rd and 4th copies of indent the procedunes as detailed in
paragraphs 1.2 and 1.3 heneinbefore shall be adopted. 3rd copy of such indent shall be

autached to the GRS copy sent to the D.O, [A.S.) and 4th copy retained in the stones along

wirh GFIS coPY meant for stones.

3 RETUBil OF MATERIALS FROM WORKS COilTRAGTORS

g.1 On completion of work on otharwise, any materialto be returned to stores including by any

contractor after obtaining due approval from the compatent authority, shall be accompa-

nied by a pre-nu;'nbered MaEerial Return Note IMBNJ fin Form MA 4] in triplicate. The same

shall be pnepaned by the Assistant Engineer (AE) or Assistant Executive Engineer [AEE]

related to such wcrks or by the contractop who shall obtain the same from such AE AEE

and certified bY strch AE/AEE.

-6
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3.2 Upon neceipt of such materials at stores, the related AE-in-charge, shall after necessary
anspection, accept the matenials and duly acknowledge the same and thereafter shal
distribute the copies of the MHN as follows :

1st copy to the person returning the materials
2nd copy to the Divisional Office [Accounts Sectionl
3rd copy to Stores for Bin Card updating and record purposes.

BECEIPT OF MATERIAL BETBIEYED OUT OF WORK

ln respect of receipt of stock such as rocks, rubbles etc. retrieved out of works lsay in
blasting etc.), the procedure set out in para 1.2,1.3 and 1.4 shall be followed and these
shall be valued at the rate prescribed by a pgrson authorised by Managing Director [MD) for
Priced Stores Ledger IPSLJ purposes only. However, where such materials are used by the
contractors and recoveries are effected from their bills towards such usage, such recover-
ies shall be accounted fon under the head "Other lncome" [Account code: 7299).

il

q

-lE

5 FFEE HEGEIPT OF MATERTALS

1

ln respect of materials received free of cost from any agencies, viz. UNICEF, etc. GRS
(Form MA-lJshallbe prepared and distrabuted as stated in paragraph 1.3 of chapter lll A
and clearly marked "FBEE RECETPT FROM fname of agency)".

E. ISSUE OF MATEBTALS

The procedure stated in this secDion shall be uniformly applicable unless stated othenwise
elsewhere. Sub divisional Office. where deemed necessary, shall maintain a parallelrecord
of transactions effected at site.

STORES INDENT

Materials shall be issued only against duly authonised, pre-numbered 'Stores lndent'fin
Form MA 3J. lndents shall be prepared in six [6) copies: Five [5] copies of which shall be
forwarded to the Executive Engineer [EE) through proper channel for approval and the 6th
copy shall be retained by the indenton for follow-up to ascertain such approval, by the EE

Upon authorisation by the EE for issue of materials, the indents [5 copies] shall be sent to
the stores for the purpose-

The Assistant Engineer-in-charge of stores shall upon issue of such material obtain the
acknowledgement of the pat'ay in evidence thepeof at the appropriate place earmarked for
the purpose fon the reverse side of the indentsJ in the copies of the indent related to such
issue.

GATE PASS

Such materials moving out of stores premises shall be accompanied by a Gate Pass fin
Fonm MA 5) prepared in Triplicate by the stores, the distribution whereof shall be as

follows:

1st copy Gate-keePer
2nd copy lndentor
3nd copy Stores file

The Gate-k€eper shall cause to Bnsure that the materials moving out of stores prernise6

ape supported by and in accordance with lndent Gate Pass related to such materials.

1.1

1.2

-1
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ISSUES TO WOBK/SCHEMES [i.e. to site)

The AE-in-charge of stores shall issue the mateFials indented to the authorised person as

per the indent and enter the actual quantity issued, applicable issue rate and obtain

acknowledgement thereof, following the procedures outlined in paragraphs 1-1 and 1.2'

The indents shall then be distributed as follows:

1st & 2nd copies
3rd copy
4th copy
sth copy

Stores shall on issue of such materials update the Bin. Card [Form MA 2]

ISSUES TO GONTRACTORS ON COST BECOVERABTE BASIE

issue of materials to contractors shall follow the procedures as aforesaid in paragnaphs

1.1 and 1.2 including recording of in the indent nelated theneto that the cost of materials

is recoverable and the contractor's name, at the appropriate place earmarked for the
purpose.

ISSUES TO OTHER DIVISIONAL STOBES

The Stores on receipt of the four [4) copies [Znd to Sth copy) of indent, as per procedure

specified in Chapter lll A Paragrapn a.1 shall adopt the procedune for issue of material as

aioresaid in para graph 2 eicept to the exter,t the distribution of such indents duly

recorded for such issue, shall be as follows :

Divisional Office IAccounts Section].

To the transferee Stores.
To the tnansfenee stores bY Post'
Stores for updating Bin Cand and record purposes'

SALE TO OTHEB GOUEBIIIMETUT AGEITCIES

The Executive Engineer IEEJ shall on receipt of application from any Government agency

;;qr;;;;g for pu-rchas" oi"ny material from the Authority proceed' if deemed necessary'

to corpespond with =r"ft "glnty 
and obtain Cheque/Demand Draft etc., as the case may be,

towards the pnice cf such 
-materiars vatued in accordance with the policy as stated in

Chapter ll ParagraPh 8.

upon such receipt of mcney the EE shall prepare and apprcve the necessary indent in si:r

td j"opit=, the dlstribution whereof shall be as follows:

1st to Sth coPies Divisicnal Of fice [Accounts Section) along with the Cheque/

DD as the case maY be.

Fletained for record Purpose.

Divisional Office IAccounts Section)
lndentors along with the matePials.
To be sent to the lndentors by post.
Stores for updating Bin Card and record purposes

3
<\

4
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Znd copy

3rd copy
4th copy
sth coPY

6th copy

The Stores shail on receipt of 1st to 4th copy of such indent from Divisional Office

[Accounts section) p.o""*d to issue the relative matenials in accorclance with the procedure

outlined in paragnapl a nereinbefore atong with the 3rd and 4th copies of such indenE to

the party and theneafter shall forward ih" 2nd 
"opy 

of the same indent to Accounts

Section [for purpose" oi ,pAuting PSL). The 1st copy shall be retained for the purpose of

updating Ein Card and File,

'\
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c tIATEBIAIS.AT.SITE

FROM SUPPLIEBS

When materials ane directly neceived at site [i. e. without being routed through stores)

from the suppliers, the AE/AEE-in-charge of the site shallprepare a 'Goods Received Sheet'

1GHS) fForm MA 1) in Triplicate and all copies shall be stamped "RECEIVED AT SITE".

The procedure as mentioned for receipt of materials at stores (refer Chapten lll A Para-

graphs 1.1 1.P & 1.3J, That for inspection, measurement book etc., shall be followed

except to the extent the GRS shall be distributed as follows.

1st & Srd copies to D.O. tA' S.) via AEE/EE

Znd coPY to the SuPPlier

The GFIS shall, in this case, mention the scheme/wonk [capita]/revenue including the work

order No. thereof, for which such materials have been punchased.

FROM STOBES

When materials are received at site from stores the procedure set out in Chapten lll B

paragraph 2 shall be adopted. As stated therein, the indent copy duly acknowledging the

."""ilt of materials from stores shall be the document used for evidencing receipt at site.

by the AE AEE, as the case maY be'

FROM OTHEB DIVISIONAL STOBES

The pnocedures as in paragraph 2 above shall be adopted' On receipt of such indent' the

Division shall foilow the procedunes specified in Chapten lll A Paragraph 2 in case of

non-availability of materials. The AE AEE-in-charge of such site shall acknowledge the

receipt of such materials directly at site in the copies of the indent [raised by Division as

mentioned in chapter lll A Paragraph 2.1J received along with the materials' such

acknowledged indent copies shall be sent to the Divisional stores through sub-Division for

following the procedures mentioned in Chapter lll A paragraph 2.2 and panagraph 1.2 above'

INTEH-SITE THANSFEB

ln case of matenials transferred from one site to another within the control of the same

uivision a pre-numbered "Materials At site Transfer Note" IMASTNI (in Form MA 8l

shall be prepared in Triplicate by the transferor and duly acknowledged by the transferee

in all copies, which shallbe distributed as follows :

1st coPY Tranfenee

Znd copy Divisional Office [Accounts SectionJ

Srd copy Tranfenon [through Sub-Division)'

Both transferor and transferee shall update the respective 'Flegister of Materials at site

Account'[Form MA 6] on the basis of this document'

1.1

E,

1.2

1.3

1.4



B

t_

2 USAGE OF iIATERIALE AiID RETATED PROGCDUBEE

e.1 Materials shall be strictly resenvedrused in accordance fon/with the purpose for which it
was received as per indent.

2.? The pnocedures for contnolling the usage of such material be it for Revenue or Capital
Expenditure shallto the extent relevant follow such procedures as detailed in Fixed Assets
Accounting Manual [Volume lVJ.

2.9 The AE/AEE-in-change of site shall maintain 'Register'of Matenials at Site Account'
[RMASA-in Form MA 6) in which opening balance, totalreceipts and issues at the beginning
of the month, all materials received as pep paragraph t hereinbefore, usage thereof at the
site, total receipts and issues upto the end of the month and closing balance shall be
entered for each month.

2.4 At monthly intenvals or on completion of work/schemes/etc. (as the case may be)
whichever is earlier, the consumption [usageJ particu]ars shall be detailed and submitted
wonk orderwise vide'MASA STATEMENT'[in Fonm MA 7], Section upwands such flow of
information shall be as follows :

The Section shallprepape the same and forward to the Sub-Division, for necessary.
verification if sought or otherwise,

The Sub-Division in turn shall after necessary verification consolidate work
orderwise if need be, and thereafter forward the same to Division, in similar form

The Division in tunn shall further consolidate work orderwise, if need, be and
forward the same to their Accounts Wing for necessary accounting procedures
and thereafter cause to obtain the same acknowledged that ithas been duly,
accounted.

?.F ln case of materials physically transferred from one site to another, but under the controt
of different Divisions, the document creation and flow shall follow the procedures outlined
in Chapter lllA, Paragraphs 3.1, 3.2; Chapter lll B, Paragnaph 4 and paragraph 1.3 abovel
as the case may be.

lssue of materials to the contractors shall take place, as may be necessary on obtaining
an Unstamped Fleceipt (in such form and substance, as the Authority may deem fit) from
such contractors.

2.7 The physical custody, usage, etc., including the responsibilities thepefor, of the materials
shall be as per rules in force from time to time.

2.6

3 IIIOTE

Sub-Division shall where considered necessary shall maintain parallel record of all
tnansactions effected at site.

D. OTHERS

1 OBSOLETE/DAMAGED MATEBIALS

Some materials may become obsolete or may deteriorate or may become unserviceable duo
to long storage Furthermore, some materials may get damaged. All care shall be exencised
to prevent or minimise deterioration by propen storage and by timely issues. The Authority
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shall cause to frequently inspect the stores and identify such materials likely to get deteri-
orated, provide them with pnoper pnotection and make enquiries with other stores as to
whether these articles would-be required fon use. lf no such demand is forthcoming and if,

in the view of the Authonity, it is felt that further stoPage will cause deterioration the same

shall be reported to the appropriate authority [Chief Engineer) thnough the Executive

Engineer stating inter-alia therein the book value of such matenials if ascertainable or if
noi the estimated realisable value thereof. The Chief Engineer shall order a Technical

Assessment of the damage/obsolescence and on receipt of the Thechnical Assessment,

shal cause to get the Board's approyal for charging-off of the value of the materials. a

copy whereof shall be sent to Divisional Office (Accounts Section], and for disposal thereof

inctuaing open sale of such materials [following such pnocedures as may be prescribed by

the Authority from time to timel at the best available market price.

On sale of such items, the Bin Card shall be updated referring to the approval of the Board.

$,
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GHAPTEB IV

ACGOUilTIilG

AGGOUilTlnIG I-ITf,{r:II3

1 BECEIPT OF MATEBIALS FROM SUPPLIEFS

1,1 PURCHASE OHDEBS

Upon receipt of relevant copy of the purchase order. the Divisional Office [Accounts
Section) [D.O. [A.S,Jl shall record the supply order in "Begister of supply orders placed.

supplies made and payments effected" ISOBI [in form MA g) to be maintained supplierwise,
materialwise.

1.2 ADVANCE PAYMENTS

Any advance payments effected as per aforesaid supply order, shall be appropriately
recorded in the SOR under the relevant place earmarked for the punpoqe and such payments
shall be duly accounted in the cash book unden the head
"Advances to Suppliers" fAccount Code 1662.J

1.3 RECEIPT OF MATEBIALS

Upon receipt of relevant copy of GHS, the D O. [A.S.) shall value the same in accondance
with the related supply order including the particulars of nate, terms. etc.. as specified
therein and match the computed value with the bill, if received from supplien, adiusted if
necessary, for the quantity accepted. The Executive Engineer [EE) shall cause to verify
such bills neceived from the supplier. with reference to GBS, Measurement Book, Purchase
Order, Ouantity accepted, etc., as may be relevant and shall after duly approving the satd
bill forward the same to Accounts Section fon accounting/payment.

The matched GRSlbill as aforesaid and or the unmatched GBS [i.e. bill not received) shall
nevertheless be entened in 'Stock Receipt Begisggr' (Form MA 1Ol to be maintained Material
Classificationwise as per Chart of Accounts. the abstract whereof. in 'Schedule of Debits
toStock'[inFormMA llJshall bepneparedin triplicate and the lstcopy forwardedto
tiead Office, Znd copy to Circle Begion Office at monthly intenvals.

-r
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1.4

'1.4.1

1.4.2

10

Aften reconding as aforesaid in Stock Receipt Registen the particulans of receipt shall be

entered in the SOFI and Priced Stones Ledger (PSL) (in Fonm MA 1Al at the appropriate
places therein earmarked for the punpose.

ln cases where the aforesaid procedune shatl have been followed and the bill of supplien

received later in point of time, any differences anising fnom matching of such bills with the

related GBS valued earlien shall be recorded in Form MA 1O, Form MA 11, Supply Orden

Registen and PSL indicating the nelated GFIS reference' as well.

PAYMENT OF BILLS

Upon complete verif ication of suppliens bills as aforesaid in paragraph 1'3, the suppliers

bills shall be paid when due as pep supply order. ln disbursing such final payments the

amount of advance paid, if any, shall be deducted. The details of such final payments shall

be duly accounted in the Cash Book under the head "sundny Creditors-Suppliers" fAccount
Code pB1pl, and recorded in SOR appropriately. The advance adiusted, as aforesaid, if any.

shall be duly accounted in the cash book as follows :

Receipts Side : Under the head "Advance to Suppliers" [Account Code 1662J

payments Side : Under the head "sundry Creditons-suppliers" [Account Code 28 12)

The procedures as mentioned in paragraphs 1.3 and 1.4.1 hereinbefore shall be adopted

tor bjlls received if any, from transporters/carriers insurers, in respect of matching the

same with GFIS, necording in Form MA 1O, Form MA 1 1, SOB and PSL, as may be necessary

and also the accounting for payment.

2 BECEIPT OF MATERTALS FROM OTHER STOBES

The D. O. tA. S.) shall on receipt of the copy of the indent [as neferred to in Chapter lll A'
paragraph 2.ri pnepare a cheque for the value of the materials to be drawn from the

transferor "to."" 
and forward the same to the Assistant Engineer-in-charge cf transfenee

stores through the Executive Engineer of such Division. The details of such payments shall

be entered in',,lnward Begister of lnter-office Account-Matenials" [in Form MA 13J and the

payment duly accounted ior in the Cash Book under the head "loA-Materials [Account Code

9111to 9113, as the case maY beJ"'

upon receipt of the related GRS copy, the GFls shall be valued at the relative pne-

determineC issue rate at which such materials were transferred by the transferor stones

and the particulars whereof shall be entered appropniately in Form MA 1O. PSL and Form

MA 1g. A copy whereof similar to Form MA 13, Divisionwise shall be updated at monthly

intervals neflecting payments made to such Divisions, but matepials yBt to be received and

shall be sent to the Head Office and Circle. Begion Office at the year end.

SRETURNoFMATERIALSFBoMwoEKS/GoilTBAGToPs
-r LL- rlhtrl lE^-m IfrA ,l arri.{an^ihd Folrrnn nt mtfonlal!.

l]pon recerpt of the relevant copy of the MRN [Form MA 4) evidencing return of materials

from works/contractors, D.O. tA.S.) shall verify the same and update Fonm MA 1O' PSL

and ,,contractors Begister" (Form rl g ror materials returned by contractors-oniginally

issued on cost recoverable basis) approppiately, as necessary. The diffenence between the

agreed nate and the issue rate fop such returned materials shall be accounted for in the
Cash Book as follows :

Receipt side : Under the head "Control Account - CapitalExpenditure Materials" [Account
code - 9/2121, if such materials are returned from capital works'

-.1
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Under the head "Consumption of Stores ltems. Consumption of Tools and Spares;
Consumption of Consumables" (Account Code - 3111to 3139, as the case may be), if
such materials ane returned from revenue works".

Payment side: Under the head "Stock of Stores items; Stock of Tools and Spares; Stock
of Consumables [Account Codes 1311 to 1339, as the case may be).

4 FNEE REGEIPT OF TATERIATS

Upon receipt of copy of GBS marked FBEE RECEIPT FBOM... , the same shall be valued by
D.O. [A.S.J at relevant market rate and recorded in Form MA-1O [Column No.9J, Form
MA-1 1 [Column No. 9) and Form MA-12 as may be necessary.

5 ACGOUilTIIUG AT HEAD OFFICE

On the basis of Form MA 1 1. the Head Office shall debit stock of stores items, Tools &
Spares, Consumables, appropriately [Account Codes 1911 to 't339, as the case may
be) for :

Beceipt of materials fnom suppliers; crediting "Sundry Creditors - Suppliers"
(Account Code 28 12).

Fleceipt of materials from other Divisions, Crediting "lnter-Office Account-Materials"
fAccount Code 9'|.11 to 91 13, as the case may beJ.

Beturn of materials from capital works crediting "Control Account-Capital Expen-
diture-Materials" fAccount Code 92 1 2).

Beturn of materials from revenue works crediting "Consumption of stores items.
Consumption of Tools and Spares. Consumption of Consumabies" fAccount Codes
3111 to 3 139, as the case may be).

Fleturn of materials from contractors (cost necoverable), if any; crediting "Advan-
ces to Contractors" fAccount Code 1661).

Free receipt of materials crediting "Oonated Capital Assets" [Account Code 2O22,
to the extent specified in column 9.

ErfirF{,rrr#l

GEMInE

Upon receipt of relevant copy of the indent evidencing issue of related materials D.O

[A.S.) shall

Update the Priced Stones Ledger IPSLI (Form MA 12) for such issues, at the
applicable pre-determined rates.

ln addition, the procedures outlined hereinafter nelative to such transactaons shall also be
apPilcable.

2 ISBUES TO WORK / SCHEMES ti. e. to sitct

Upon receipt of the relevant copy of the indent, evidencing issue of related materials to
site the D.O. [A.E.J shall

record details of such issue in the "Flegister of lssues to Site" to be maintained
work onderwise (as per specimen in Form MA 141 the monthly abstract [for the

E.

1

'f
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month] wheneof shallbe included at the appnopniate place in "Detailed Account of
lssues" Fonm MA 15J which shall be prepared in triplicate and the 1st copy
submitted to Head Office, 2nd copy to Circle/Region Office at monthly intervals.

g I88UE8 TO COiITRAGTONS OiI COBT RECOUERABLE BASIS

Upon receipt of the relevant copy of the indent evidencing issue of netated materials'
the D.O. [A.S.J shall necord details of such issues in the "Contractor Register" [specimen

. as per Form FA I of Fixed Assets Accounting Manuall at the appropniate place earmarked
for the purpose.
such transactions shall be accounted thereafter in the Cash Book as fotlows :

3.1 For issues from Stores :

Payments Side Unden the head "Advances to Contractons" [Account Gode 166 1] to
the extent of value of such matenials priced in accordance with the
Accounting Policy [Chapter ll Paragraph B) and or terms between the,
contracton and the Authority.

Under the head "Control Account - Capital Expenditure - Materials"
[Account Code 9212) if issued for capital works; or Consumption of
Stores items; Consumption of Tools and Spanes, Consumption o;
Consumables [Account Code 31 1 1 to 3139, as the case may be) if
issued fon revenue works: to the extent of difference, if any, between
the pnedetermined issue rate and the rate agreed with the contpactor'

Fleceipts Side : Under the relevant head of lnventory fAccount Codes' 1311 to 1339
as the ease may beJ to the extent of pre-determined issue rates
applicable.

3.2 For issues from Site :

Payments side : Under the head "Advances to Contractors" fAccount code 1661] to
the extent of value of such materials priced in accordance with the
accounting policy [Chapten ll, Paragraph 8) and,'or tenms between the
contractoP and the Authority.

Receipt Side : Under the head "Control Account - Capital Expenditune - Materials'
(Account Code 92 12) af issued for capital works; or under the head
"Consumption of stores items; Consumption of Tools and Spares;
Gonsumption of Consumables" (Account Code 3 111 ro 3139, as the
case may be} if issued fon revenue works.

IASUES TO OTHER DIVISIOIUAL STOBES

Upon receipt of relevant copies of indent, prior to issue of related materials, along with the
cheque for value of such materials, the D.O. tA.S.) shall duly record the details of such
receipt in the "Outward Register of lnter-Office Account - Materials" specified here in
after and shall account fon such receipts in the Cash Book under the head inter-office
account -materials fAccount Codes 9111, 911?,9113 appropriately, as the case maybe).
The D.O. (A. S.J shall fonward the copies of indent to the Executive Engineer for onward
transmission to stopes for the issue of materials related to such indents Thereafter, the D.
O. (A.S.) shall bank such cheques received in the non-operative account.

/)

4.1
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4.A Upon neceipt of the retevant copy of the indent evidencing issue of related matenials, the
D.O. tA. S.l shall recond the details of such issue in

"Flegister of materials issued to other Divisions" [Form MA 16] to be maintained
lnve-ntory Categorywise the abstnact whereof shall be included at the appropriate
place in Form MA 15 to be submitted to Head Off ice and Circle Begion Office at
MonthlY intervals'

.'Outward Flegister of lnter-Office Acaount-Materials" to be maintained Division-

wise fspecimLn as per Form MA 17) copy whereof in a similar form shall be

upOated at monthly intervals and submitted to Head Office and Circle,Flegion

Office at year end, specifying details of money received but materials remaining

Yet to be issued.

5 SALE.OTHEN GOUEEilMEilT AGEIUGIES

Upon receipt of the nelevant copies of the indent along with the Cheque/Demand Draft'
etc., as the case may be, for value of related materials the D.O' [A.S.) shall appropniately

account for such ChequeslDemand Drafts received in the receipt side of the cash book

under the head ,,Advances received fnom Govennment Agencies" [Account code 2892J and

proceed to bank such Cheque DD in the non-operative account. An invoice [in Form MA-23]

shall also be issued to such Agency buying the matenials.

The D.O. (A:S.) shall then forwar"d the relevant copies of the indent through the Executive

Engineertothestoresforissueofrelatedmatenials.

upon neceipt of the relevant copy of the indent evidencing issue of related materials the

o.o. tn.s.) shall regularise th-: aforesaid treatment of accounting such money receipt as

follows:

Under the head "Advances Fleceived from Government Agencies"

[Account code 2892) to the fullextent of money received hitherto
before.

Underthe relevant headof lnventory fAccount Codes 1311 to
1339. as the case may be) to the extent of pre-determined issue

rates aPPlicable.

under the head "storage charges" [Account code 6512) to the

extent of such charges leviable'

under the head "sales Tax Collection-others" fAccount Code

2839) to the extent sales tax is collectable'

Underthehead..Misce]laneousincome.others',[AccountCode
Tlgglto the extent of differences, if any' between the total of

money received from the Govennment Agency and sum of aforesaid

quantum to be treated under various heads in the receipt side of

the cashbook.

5 AGGOUITTIITG AT HEAD OFFICE

The Head Office shall

ta)UponreceiptofFormMAlsatmonthlyintervalsdothefollowing:

Payment side of
Cash Book

Receipt side of
Cash Book

{
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Debit 'consumpEion of stores items ;tools and spanes: consumables' [Account
codes 3111to 31391. as the case may be in respect of matenials issued fon

Flepairs and Maintenance: 'control account - capital expenditure - matenial'

[Account Code 9212Jin pespect of matenialsissued for capital wonks and 'lnter-
office Account - Materials'. fAccount Codes 9111 to 91 '13) as the case may be

in respect of materials issued to other divisions, specified in such form.

Credit lnventory Classification Codes with the amount specified against such codes
in such form fAcoount Codes 13'11 to 1339 as the case may be.J

tbl Upon receipt of abstnact of Forms MA 13 & MA 17 at year end do the following:

match each such abstracts correspgnding to the tnansactions between one

division and another to identify and ascertain the value of materials-in-transit,

cheques-in-tpansit and account accordingly, the entries wheneof being dealt

with in the compilation of Accounts Manual.

G AGCOUNTING FOR MATERIALB.AT.SITE

NECEIPTS

FBOM SUPPLIEHS

The procedures spett out in Chaptep lV A Paragraphs 1. 1 and 1.4 shall be applicable save

to the extent as shall not be contrapy to those appticable in addition and set out herein

aften.

Upon receipt of two copies of the relevant GFIS, the D.O [A,S.J shall proceed to value the

same as pen procedure in earlier sections referred to hereinbefore and verify with the bill

of the supplier. One copy of the said GBS shall be returned to site for their purposes. The

details of such receipt at site shall be duly recorded in Forms MA 10, MA 14, SOR and

shall not be recorded in PSL. Any differences arising out of matching GBS with bills also

shall be entered in these registers and forms and informed to the site.

FHOM STORES

Upon receipt of the relevant indent evidencing issue of related materials, the D.O. [A.S.J

shalt follow the procedures spelt out in chapter lv B Paragraph 2'

FBOM OTHER DIVISIONAL STORES

The pnocedures to be followed in order shall be as follows :

tal Flefer Chapter lV A- Paragraph 2.

tbl Befen ChaPter lV B, ParagraPh 2.

INTER.SITE THANSFEB

upon receipr of rhe relevant copy of MASTN [Form MA B], the D. o. tA. s') shall duly adiust

the "Register of lssue to site" (Fonm MA 14) to reflect such transfers'

The details of rnater"ials used in maintenance shall be entered in the nespective folio for the

schemes in Form HA-35 under relevant Account Heads (three digit codes).

1

-tr-

1.1

1.2

1.3

1.4

2
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D. OTHERS

1 ACGOUilTING FOH OBSOLETE'DAMAGED MATENNLS AIIID SALE THEBEOF

Upon receipt of relevant copy of the approval fon write-off of obsolete/damaged materials,
rhe D. O. tA. S.) shall deduct the quantity and the book value of such materials as appnoved.

from the PSL, neferring to the approval by the Board and shall intimate the Head office
the amount of such charge-off along with a copy of such approval [in Form MA 2O)'

Form MA 2O shall be prepared in triplicate and 1st copy forwarded to the Head Office'

Znd copy to Circle Region Office. An invoice [in Form MA-23] shall be issued to the party

buying such materials.

On neceipt of the sale value of matenials sold, the same shatl be duly accounted fon in

the cash book as follows:

Receipt Side Under the head "Other lncome" fAccount Gode 7299) to the extent
of money received towards the value of such materials as afonesaid.

Under the head "sales Tax Collections-Othens" fAccount Code 2839)
to the extent of sales tax collected, if any, on the value of such

materials as aforesaid.

The Head office, on neceipt of Form MA 20, shall pass the necessary accounting entry

in the f ollowing manner:

Debit .'stores written-off-stores. Tools & Spares, Consumables (Account Codes

5331 to 5333. as the case maY beJ

Gredit ..Stock of Stores, Tools & Spares, Consumables [Account Codes 131 1 to
1339 as the case maY bel

with the amount relating to such charge-off specified in such form'

2 AGGOUilTlnlG FOR SAIE OF SCRAP

After obtaining due approval from the appropriate authority' when scrap materials are

sold ffollowing such procedures, 
"" 

,ry be'prescribed by the Authority' fnom time to time)

at the best available market p.i"", an invoice in Form Mth ag shall be raised and the details

of sale value thereof shall Ue enterea in "Flegisten of Scrap Sotd" fin Form MA 21J which

shall be summarised and sent to Heaa Office and CirclelRegion office in similar form'

on neceipt of the money towards such sale value by chequerDertsnd. Draftrcash the same

shall be deposited into the Bank and duly account"d on the receipt side of the Cash Book

unden the "sundry Debtors - others - Dues from others" [Account code 1499]'

The Head office on receipt of Form MA 21 shall pass the following entPy:

Debit ..Sundry Debtors - Others - Dues from Others" [Account Code 1499]

to the extent of value of scrap and sales tax thereon'

Credit "Sale of Scrap" [Account code 7292J to the extent o' the value of such

scrap.

..sales Tax Collections on sale of scrap" [Account code 2831] to the

extent of sales tax collection on the value of such scrap'

-!r



3 VALUATIOiI OF CTOSING STOCK

GRS No. Date

1212t254-A6
1220/26-3-86
1225t27-3.46
1227 t28,-3-86

Guantity of :

1227 t2A-3-A6
1225t27-3.86
1220/26-3-86
1212 25-3-86

Closing balance

* 50 Nos. value

30 Nos. value

16

stv._CIegj

50
25
20
25

25
20
25
30

100

Rs.4.9OO

Fls.4,9O0 x 3O

veluelE".l

4,900.oo
2,600.oo
2,500.oo
3.OOO.OO

3.OOO.OO
2.500-oo
2.600.oo
2,940.OO

11,O44-OO

Fls.2.94O.OO

At the year end, closing stock shall be valued on "First ln First Out" (FIFO) basis. The
procedure adopted shall be to ascentain the buildup of the closing balance quantity relatable
in order of the latest receipts.

For example, if the closing balance quantity of an item is 1O0 Nos. and value theneof
Bs. 1O,OOO/- as per PSL as on 31-3-1986 and the latest receipts for such item as per
PSL are as follows:

then the closing balance quantity and value thereof shall be computed as detailed below:

GRS No. / Date Sv._t!!sg) Value [Rs.J

50

The value of closing stock worked out as above is Rs. 1 1.O4O.OO and this shall be the
ctosing stock value at the year end i.e., as on 31-3-86 However, the PSL balance willbe
Hs. 1O,OOO/- To adjust the difference, Fls. 1,O40/- (i.e. the difference, between Rs.

11,O4Ol- and Rs. 1O.OOO/-J shallbe taken as "Plus" adjustment in the value column cf
closing balance.

lf the situation were to be vice-versa the same shall be taken as "minus".

The adjustments, as above, shall be summarised in Form MA 20 and sent to the Head

Office and Circle Begion Office at the year end.

The Head Office, on receipt of Form MA 20, shall pass the following entry to account for
"plus" adjustment :

Debit "Stock of Stores, Tools & Spares. Consumables" lAccount Codes 1311
to 1339, as the case maY be]

Credit "ConsumpEion of Stores ltems. Tools & Spares, Consumabtes" (Account
codes 3111 to 3139 as the case maybe)

to the extent of amounts specified against relevant account codes and vice-versa for
"minus" adjustments.

5
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4 BAILWAY ATD OTHEB GLAIiiS

1

The Authorlty shatl cause to venify the materials received through Bailways / Roadways
prior to taking delivery of such materials. ln case, any shortage/damage/non-deliveny of
goods by the carriers is noticed, suitable action shall be caused to be undertaken to obtain
ifrortage / damage certificate from the carriers. The claim shall then be prefemed

"ppropriately 
in the form prescribed by the carriers. if any, or suitably. otherwise. Moni-

torlng such claim and/or follow up including complying with procedural formalities as may

be prescribed/pequested by the carriers shall be undertaken by the Authority provided the
onus of such action vests with the Authority as contracted between the related supplien

and the Authority. Claims as preferred by the Authority shall be duly recorded in 'Claims

Register' (Form MA 22) copy whereof in similar fonm shall be forwanded to D. O. tA' S.l.

The D ,O.tA.S.) shall upon receipt of copy Form MA 22 consolidate and forward in similar

for:m to the Head Office for necessary accounting and to Cincle/Begion Office.

Upon receipt of money from the carriers in settlement of such claims preferred referned

to hereinbefore, the same shall be duly accounted in the receipt side of the Cash Book

unden the head "Claims Becoverable' [Account code 1672,1679 asthe case may beJ'

The D. O. (A. S.) shatl cause to ensure upon such receipt of money as to whether any money

already paid to Sundry Creditors either as advance or otherwise related to such quantum

of materials for which claim was preferred is recoverable and if ascertained in the negative

from the appropriate authority. shall duly account to such extent as follows:

Receipts side of Under the head "sundry Creditors" (Account Code 2812) or

Gash Book Advances to Suppliers" [Account code 1662) as the case may be.

Payments side of Under the head'claims received'fAccount Code 7232. 7239 as

Cash Book the case may beJ.

and also update SOB, accordinglY.

The Head Office shall upon receipt of Form MA 22, pass the following entries:

i) When claim if Preferred:
Debit "Claims Recoverable" (Account Code 1672, 1679 as the case may beJ

Gredit "Other Liabilities" [Account Code 2899) to the extent of aforesaid value.

ii) When money is received from carriers:
Oebit "Other Liabilities" fAccount Code 2899]
Credit "Claims Received" (Account Codes 7232,7239 as the case may be].

ARU's shall adhere to the following control measunes :

CONTROL OVER RECEIPT/ISSUE DOCUMENTS

Separate folios/registers [in Form MA 25J shallbe maintained for Booklets of :

Goods Received Sheets IGRSI
$tones lndents

U
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Material Beturn Notes IMRN)
Material-at-site transfer Notes IMASTN]
Gate Pass

The respective columns of which shall be filled -up on issue of these booklets and

signature of the officer to whom they are issued shall be obtained.

CONTBOL OVEB BlN CABDS

A Register of Bin Cands fin Form MA 24] shall be maintained, the respective columns

ex""pt rhe column of NamL of material [Column 3] of which shall be filled upon issue of the

cands and signature of the officer to whom they ane issrlgd shall be obtained. On completion

of a Bin Card. the same shall be returned to thsO,O (A, S) and D. O tA. S) shall record the

return in the Begister.

CANCELLATION OF DOCUMENTS

lf any set of pre-numbered documents [Viz. GBS, Stores lndent MBN, MASTN & Gate PassJ

is cancelted the document set shall be scored out with "CANCELLED" seal and all copies

filled.
FILLING OF OOCUMENTS

All documents including cancelled documents shall be filed in serial order.

CUT.OFF PROCEDURES

cut-off procedures to be followed by stores shall be to note down the last document

numbers as at the end of an accounting period for GBS, MBN and Stores lndent and

intimate the same to the D.O. tA.S.l to ensure proper accounting of transactions within the
period in which the transactions take place. The last number of MASTN shall be intimated

by the respective AE/AEE-in charge of such site.

RECONCILIATION OF PRICED STOHES LEDGER WITH BIN CARD

Since both pSL and Bin Cand contain Suantitative recording of materials transaction. it is
important that these records reflect the same quantities as balances fon each such item

of material. Hence reconciliation of these two records shall be done periodically to

correspond with the time the physical verificatton of such items take place'

A certificate to the ef fect that the Bin Card has been reconciled with priced stores ledger

shall be recorded in the pSL after such reconciliation, duly initialled as well by the stock

verification unit as mentioned in paragnaph hereinafter'

PHYSICAL VERIFICATION OF STOCKS

periodical physical verification of stones is absolutely essential which shall be done by
.,Stock Verification Unit" of the Authonity, duly authorised to perform such verification.

and also by the Executive Engineer of the concerned Division, in such a way that such

verification covers all stores of the Authority in a Financial Year. This periodical

verification shalt also cover the verifioation of postings and accounts of all transactions

which have taken place since the last such verification. Such periodical verification shall

also be aimed at, to the extent considered necessary, in ensuring that the stock of items

at such ptaces, in particular at various sites are in accordance with the stock limits

prescribed fon such items by the Authority from time to time.

3.\;

4

5

6

7
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When once the venification of the physical balance of any item of store is taken up, it shall

be ensured that normally there is no transaction of such matenial until the physical

verification of that material is completed. ln exceptional circumstances, the transaction
may be allowed to take place, in which case the physical balance shall be anrived at by

adiusting the receipts and issues duning such peniod. The physical balance shall be

"omp"r"d 
with the Bin Card and PSL balances after providing for corrections against

erroneous entries, if anY.

Any excess/shontage between such physical verification and the appropriate book figure

sfral Ue analysed and book figures adjusted, as necessany, Necessary preventive/corrective

and I or disciplinary action shall be caused to be undertaken by the Authority if any such

shontage as aforesaid is proved to be attributed to theft/pilferage and the like committed

by andftn by the wilful negligence of the custodian in-charge of such stocks'

The Executive Engineer, responsible for such stones shall take necessany steps to get

approval through proper channel fnom appropriate authority at the Head Office for adjust-

ing the records on account of excess/shortage.

On receipt of such approval, the Bin Card and PSL shall be adjusted for such excess/

shortage of such material and value thereof in PSL, at the latest Receipt/lssue rate as the

case may be.

The D.O. [A.S.] shall, on such adjustment, submit a report in form MA 20 to the Head

Office and to Circle/Region Office.

The Head Office on receipt of such Form MA 2O pass the following entries to account fon

adiustment of Excess/Shortage of stock.

Excess : - Debit "Stock of stores items; Tools & Spares and Gonsumables"

[Account Codes 1311to 1339 as the case may be]

Cnedit 'Consumption of stores items; Tools & Spanes and Consumables'

fAccount Godes 3111to 3139 as the case may beJ.

Shortage : - Debit "Consumption of Stores items; Tools & Spares and Consumables'

[Account Codes 3111to 3139 as the case may be)

Credit "Stock of stores items; Tools & Spares and Consumables"

Account Codes 1311 to 1339, as the case may beJ.

RECONCILIATION

The Head office shall intimate the respective Divisional office [Accounts Section) at
periodic intenvals, the balances in "sundry Cneditors - suppliers" [Account Code 2812);
,.Advances to Suppliers" fAccount code 1662); "Stock of Stores items. Tools & Spares

and Consumables" [Account Codes 1311 to 1339); which shall be reconciled by the

respective Divisions with SOB and PSL.

SITE TBANSACTIONS

Where considered necessary, the sub-division shall maintain a panallel record of all site

transactions.

I

I
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The forms summarised in the following Table shall form part of the lnfonmation System from the
Divisions to the Head Office, Region and Circle Offices.

Description of Form Form No. PeriodicitySI,
No.

};

1 Schedule of Debits to stock

2 List of payments made to other Divisions, but
materials yet to be received. Abstract of
lnward Begister of lnter-Office Account-
Materials.

3 Detailed Account of lssues

4 List of payments received from othen Divisions'
but materials yet to be issued [Abstract of
Outward Begister of lnter-Office Account-
Materialsl

5 Statement of Excess/Shortage of materials,
obsolete/damaged materials, closing stock
adjustments.

6 Details of scrap sold [Abstract of Register of
scrap soldJ

7 Details of clal.n; [Abslraat of "Claims
Begister"J

MA 11

MA 13

MA 15

MA 17

Monthly

Annual

Monthly

Annual

Monthly (As and when
adjustments are made)
and Annual

Monthly [As and when
transactions take
placeJ.

Monthly [As and when
transactions take
placeJ.

MA 20

MA 21

MA 22
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LIBT OF FONMS A FOBMATS

\

Sl. No. Description of Forms & Formats Form No.

\}

1 Goods Received Sheet (GBSI

2 Bin Card
3 Stores lndent
4 Material Fleturn Note (MBNJ

5 Gate Pass

6 Flegister of Materials-at-site Account
TRMASA]

7 MASA Statement
I Materials-at-site Transfer Note IMASTN)
I Begister of supply onders placed supplies

made and payments effected [SOB)

1O Stock Fleceipt Register

11 Schedule of Debits to Stock

12 Priced Stores Ledger IPSLJ

13 lnward Register of lnter-Office Accounb-
Materials

14 Begisten of lssues to Site

15 Detailed Account of lssues

16 Register of Materials lssued to other
Divisions

17 Outward Registen of inter-Office Account
-Materials

18 Statement of Excess/Shortage of matenials

obsoleteldamaged materials, closing stock
adjustments

19 Flegister of ScraP sold

20 Claims Begister
21 lnvoice

22 Begister of Bin Gards

23 Stock Register of Blank Records and Forms

24 Purchase Order

MA
MA
MA
MA
MA

MA
MA
MA

MA
MA
MA
MA
MA

1

2
3
4
5

6
7
I
I
10
11

12
13

MA 14
MA 15

MA 16

MA 17

MA 20

MA 21
MA 22
MA 23
MA 24
MA 25
MA 26

J?-



Form No. MA I
(Bef. Chapter lll A Para 1.3

Division :

Location Code ;

lnvoice/
R.B. No./
L. Fl. No.

Purchase/
sl.
No.

KEBALA WATEB AUTHOBITY

GOODS HECEIVED SHEET IGHS}

Suantitv

{

2nd copy
3rd copy
Book No.

SerialNo.
Date

Unit of L"r" I o-orn, I

measu- I I I

rement I n". I n". 
I

d

Divisional Office
[Accounts sectionJ
SupPlier
Stores

Bin I ,rl I

Card lfoliolBemarks
No. i *o. 

I

{"I

1st copy

Name of the supplier : ..-.....'... '

Material
order Description of

Code
materials No.

Recei- on tns-
ved pectionNo.

3

Date

65 7 I I10 11 12 13 14
12 4

EAtedEignature of-Etore Reeper tP.r o.l
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FOBM No. MA-1 (Contd..)

PAHT]CULABS OF HATE IN COLUMN 10

SI,

No. Bs. P

lnsur-
ance

Handling
Charges

Hs. P.

Freight

Rs. P.

I easic II price 
I

| *". P.l

Excise
Duty

Bs. P

Description of Matenial
Sub- TaxSalesTotal

P.Rs.Bs. P

?,

Gnand
Total

Bs. P.
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Form No. MA 2
[Flef. ChaPter lll A Para 1.4)

Division :

Location Code :

Material DescriPtion :

Material Code No. :

Unit of Measurement :

KERALA WATER AUTHORITY

BIN CABD

ISSUE BATE:

Date of fixation

Bin Card No.

From 

----_- 

To

Maximum Stock :

Re-order Level :

lssues

Document
Ref. No.

Ouantity lnitials of
store-keePer

lnitial of
Assistant Engineer

Bemarks
Date

BalanceBeceipts
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Form No. MA 3

[Flef . Chapter lll A Para 2.1

and Chapter lll B Para 1J

Division :

Location Code :

KEBALA WATER AUTHOHITY
STORES INDENT

To site

1st Copy D.O. tA.S.)

2nd Copy D.O. [A.S.]

3rd Copy lndentors
4th Copy By Post to

lndentors
Sth Copy Stores

6th CoPY File

I

To Other Stores

D.O. [A.s.]
ITransfeneeJ
D.O. (A.s.)
ITransferorJ
lndentors
By Post to
lndentors
Stores
(TransfereeJ
File

Bemanks

Name of work
Work Order No.

Agreement No.

Name of Conttactor
Whether cost
recoverable
lndent on

Sale to

:..............
: Yes,No (Stnike out which-ever
is not applicable)

..... Division stores

Description of
material

Material
code No.

Ouantit lndented

ln Figures I ln words
I Unit of I Rate I Value I Gate Pass

I ."""r.",n"nt I Rs I *". I No. s o"t"
Gluantit lssued

ln fig. I ln words

7 I 10 11

i
( il

4 5 6321
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FOHM No. MA-3 fContinuedJ
please deliver-the materials to the person whose specimen signature is given below

Name and addness of the penson to whom the materials are to be delivered:

Specimen signature of the above person

Dated signature of the indenton

Designation

Passed for issue of materials

Dated signature of the Executive
Engineer

lssued on [OateJ

in Bin Card No.

anct entePed Beceived the matenials as per column 6

Dated signatune of.stone Keeper/Assistant Engineer Dated signature of authorised person

Posted in Priced stores Ledger

Folio

Dated signature of the Ledger
keeper / Divisional Accountant
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Form MA 4
[Bef. Chapter lll A Pana 3.1)

Division :

Sub-division :

Section :

Description of
materials

DatedGignatuPe- of
the contractor

Name of work :

Name of contractor :

lf returned from contractor,
whether issued originally on
cost recovenable basis

(EBALA WATEB AUTHOHITY

MATEBIAL RETURN NOTE IMHN]

Work onder No.:

Agreement No. :

1st copy - Acknowledged ftle copy
2nd copy - Divisional office

IAccountsJ
3rd copy - Stores

Book No.

Serial No.

Date

[6X7] Bin PSL
Remanks

Fls. Card No. folio No.

10 11

Dated signature of Assistant Engineer-
in-charge of stores.

Location Code :

Location Code :

\
I

sl.
No.

Material
code ment

4 5

-
in-charge of work

Unit of Guantity
returned

Bate at
which
issued

Bs.

2 3 6 I7 I
1

d
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Form No. MA 5
[Bef. Chapter lll B Para 1.2J

Division :

Location Code :

checked at the Gate and passed.

Signature of the Gate-keePen
Time:
Date :

KERALA WATEH AUTHOHITY

GATE PASS

1st Copy
Znd Copy
3nd Copy
Book No.
Serial No.
Date :

- Gate Keeper
- lndenton
- Stores

:

Vehicle No.

ffi
Engineer-in-charge of stores,

Unit of
measurement

Ouantity lssued

ln figures ln words

lndent
No. &
Date

Description of
Matenials

Matenial
CodeSl. No.
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Form No. MA 6
[Refer Chapter lll [c] )

Division

Sub Division ......-......

KERALA WATEB AUTHOHITY

Begister of Materials at Site Account

Location code.........

Location code.......-.

Iln QuantitY)

Checked :

Asst. Executive Engineer

Name of work
WO Number
Estimated QuantitY
Material :

Material :

7

Closing

Stock

Checked :

Executive Engineen

B

Flemarks

g

,.i +\

lssuesReceipts

6

Particulars

54321

Materials

Rate

Bs. Ps.

Opening
Balance

M. Book
Ref .

Dooument
No. and Date

Asst. Engineen
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Section.....

Form No, MA - 7

[Befer ChaPter lll (CJ

ParagraPh 2.4)

Prepered bY:
Asst. Engineer

KERALA WATER AUTHORITY

MASA STATEMENT

iln SuentityJ

Verified bY:
Asst. Executive Engineer

Location code ..

Location code.........

Approved by:
Executive Engineer

t4, 4
"t)

I

Unit
lssue
Rate

Opening
Balance

Beceipts ConsumPtion
Closing
Balance

Remarks
Description

2 3 4 5 6 7 I
1

Stores ltems

1. Steel

2, Cement
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Form No. MA I
[Ref er Ghapter lll C Para 1.4J

KERALA WATER AUTHOBITY

MATEBIALS-AT-SITE TBANSFEB NOTE IMASTN]

Rate Value

1st Copy - Transferee
2nd Copy - Divisional Office- 

[Account Section)
3rd Copy - Transferor
Book No:

Serial No:
Date:

Reference No.
of authorisation

LOC Code..Division

Description of
Materials

Transferred from
work order No.

Transferred to
work order No.

nitU Quantity
Transferred

5

R6.Rs.

3 4 6 7 B
1 2

lssued the materials as above' Received the materials as above.

Dated signature of the Assistant Engineer/
Assistant Executive Engineer-in-charge
of transferee site.

Dated signature of the Assistant Engineer/

Assistant Executive Engineer-in-charge of
Transferor site'

llt
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KEBALA WATER AUTHOBITY

REGISTERoFSUPPLYoRDEBSPLACED,SUPPLIESMADEAND
PAYMENTS EFFECTED ISOR]

Division

Location code

Form No, MA I
[Ref ChaPter lV A Para 1' 1)

Details of
supply order

Description of materials : ........'....
Name of the firm: ..'.""

ctz
Lo
!(-
o
3
CL
CL
fa

Guantitv

o
.1,
oo
Ec
(o

ciz
a
(f,
o

+,c
J
o
E

?n

ciz
o
aEro
O+J-cooo

ti
ciz
LoEool
f..Joo>o

.€
tr
3
t-o
EL

c)r,
otr

Advanee PaY-
ments made

ut
tf,

Details of suPPlies
received

.t:c:l

Ouantity

+,c
o
E

o
lJoo
d
c,z
iE

o(-
.v,oo
ID

=

or,
(o
o

aoz
.€
E
f

.ioz c,tr

\'
J

st

I

E*
,Fo,.e-t.

#Ee

8tv.
pending
Supply

oz.a
e6
eo
OE
-CEclo

attozo(r

+,
L
5
o
E

.u.E

f,

Details of Final Payment Balance

Lo
.9
so

c,z,o
EHto
3P>E

.9,

.9=
€E
;<gci
C'EOo

2 t3l4ls l6l 7t8 I 1 o 1 1 1 2 1 3 14 l15 116 I 17 t18l1sl 20 1211t
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rForm No. MA - I (Contd.J

Particulars of Flate in Column 5

t'1

Excise lsuu-totatl sales
Duty I I Tax

Fts. e". I n". e". I n=. Ps.

Basic
Price

Bs. Ps.

Description of Materialsl.
No.

st

Freight

Rs. Ps.

q

lnsura-
nce

Handling
charges

Rs. Ps.

Grand
Total

Bs. Ps. Rs. Ps.
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FOBM No. MA - 1O

[Befen Ghapter lV tA)
Paragraph " 

1.3)

KEBALA WATEB AUTHOB]TY

STOCK RECE]PT BEGISTEB

Month ;

[Classification of lnventory as pen

Chart of AccountsJ
Account Code:

Division.....

Location Code.........

-(

d

st.
No.

GRS No./

MBN No.

Date Materials Fleceived Materials Free Bemarks
directly recei- receipt

From
Other
Divisions

Beturns from ved at site of
From
Suppliers

from suppliers materi-
for als

Works Contractors

Capital Flevenue
Capi-
tal

Fleve-
nue
wonksworks

Rs. P. Fls. P. Fls. P. Bs, P Fls. P Bs. P Rs. P. Hs. P.

1 2 3 4 5 6a 6b 7 BaBbg 10

TOTAL

NOTE: Fleturns from contractons column fcolumn No. 7J shall be used only when returns aPe out of materials issued on

cost recoverable basis.
Divisional Accountang Executive Engineer



I
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KEBALA WATEB AUTHOHITY

SCHEDULE OF DEBITS TO STOCK

Materials Fleceived

Beturns from

1st copy : Head Office
Znd copy : Circle/Begion Office
3rd copy : File

{1

Division.....

Location Code ........

FOBM No. MA - 1 1

[Befer Ghapter lV [A]
Paragraph 1.3)

Motors

Total
directly
received
at site
from
suppliers

Fnee
Beceipt
of ma-
terials

Grand
Total

10

Particulars of Stock

1

STOCK OF STOHES ]TEMS
Steel
Cement
Pipes
Valves
Pumps and
Specials
Othens

Sub-total [A)

STOCK OF

Tools
Spares

sub-total [B)

STOCK OF CONSUMABLES
Chemicals
Fuel
Lubricants
Others

Sub-total (G)

Grand Total [A)+ (B]+ [C)

Account
Code

1311
1312
1313
1314
1315
1316
1319

1321
1322

1331
1332
'1333
1 339

Suppliers Other
Divisions

[3+4+
5a+5b
+6)From From

Bs. P Bs. P Bs. P Fls. P Rs. Ps. Rs. P.

+8+

Fls. P.

Wonks

Capital Revenue

Contrac-
tors

Fls. P Bs. P.

2 II765a 5b3 4

Divisional Accountant Executive Engineer
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Form No. MA 12

[Bef. Chapter lV A PARA 1.3) and

Chapter lV B Para 1)

Date
From when received/
To whom issued.

KEBALA WATEB AUTHORITY

PRICED STORES LEDGEH

ISSUES

Guantity

BALANCE

Value Guantity Bs.Bs.

Folio No. :

Matenial :

Code No. :

Unit :

lssue rate :

Date of fixation ;

lnitials Flemarks
GHS/

MBN/

GHS/
lndent/
MRN
Date

RECEIPTS
lndenti

No.Flef
Value Value

uantityo Bs.

32 4 5 6 7 I g o 111 12
1
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Form No. MA 13

[Flefer Chapter lV A Para 2)
KEBALA WATER AUTHOBITY Oivision :

INWAHD HEGISTEB - OF INTEB OFFICE ACCOUNT. MATEBIALS LOCAt|ON COdE i

[To be maintained Division - wise] 
Name of transfenon stones

Amount 

l 1HI!" 
I 

n"'",.*=stones I Descriotion I o""oun, I

,"3"8:#" 
I of Materials I code 

I

unit 
I 

e,"n,,,, 
I 

tx'." 
| 
^H*' 

I

cheque I n*= I ou"ntitv INo.& lruo. lreceivedlDatel ll
1l 2 I 3 l4l 5 | 6 | 7 | I I I I 10 I 11 I 't2 I 13

Divisional Accountant Executive Engineer
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FOHM No. MA-14
[Befer Chapter lV [B]
Panagraph 2J

Division
\

Section ..

KERALA WATER AUTHOH]TY

BEGISTEB OF ISSUES TO S]TE
(To be Maintained Work Orden-wiseJ

Name of work :

Work Orden No.:

Month ;

Location code ...

Location code . .

lndent/GFIS

No. & Date
ment PSteel

Stock of Stores ltems

umps
es Motons

Stock of Tools
and spares

ipes Valv
I Lubri- |

Fuel I cants lotherstt

Stock of Consumables

Chemi-
cals

lnitials

10 I 11 I 12 I 13 I '.14 I 15213 | 415 | 6 7 I
Tools

I1

Opening Balance

Total upto the
month

Consumption as
pen bills

Beturn/Transfer
[MA-4/MA-8]

Total fon the
month

I

I

I

Closing Balance

Divisional Accountant Executive Engineer

:

lrr".""
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Division..... Location code""""'

FOBM No. MA-15
(Befer ChaPter lV tB)
Paragnaph 2)

KEBALA WATEB AUTHOB]TY

DETAILED ACCOUNT OF ISSUES

1st Copy : Head Office
Znd Copy : Circle/Flegion Office
3rd Copy : File

Month..

Bevenue WorksCapitalWorks

to
Total

Particulars

5

lssues to other
division storesAccount

code

3b 43a2

1321
1922

1 331
1 332
1 333
1 339

1311
13'.|2
1313
1314
1315
1316
1319

1

A STOCK OF STOBES ]TEMS

Steel
Cement
Pipes
Valves
Pumps and Motors
Specials
Others

B. STOCK OF TOOLS & SPABES

Tools
Spares

C. STOCK OF CONSUMABLES
Chemicals
Fuel
Lubricants
Others

Sub-total ICJ

Grand total(A) + [B) + [C]

Sub-total(A)

Sub-total [B)

Divisional Accountant Executive Engineer
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Form No. MA 16

[Ref. Chapter lV B Para 4]
KEBALA WATER AUTHOBITY

BEGISTER OF MATEBIALS ISSUED TO

OTHEB DIVISIONS

Stock of Stores ltems
Stock of Tools &

Spares Stock of Consumables

Fuel cants
Bs,

lndent
No. &
Date

Valves
Rs.

Motors
Bs.

steet lcementlt,o""Bs.l *".1*". Specials
Bs.

Tools Spares

l!
.g
.e
E

Bs.

I

Bs.Fls.BsBs. Bs.

1 2 6 7 I 10 11 12 13 114 1153 l4l5

Total

Divisional Accountant. Executive Engineer
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Form No. MA 17

[Flef. Chapter lV B Para 4J

KERALA WATEB AUTHOBITY

OUTWABD BEGISTER OF INTER OFFICE ACCOUNT. MATEHIALS

(To be maintained Division-wise)

Division
Location Code

10

Flemarks

1'l 12

Name of the transferee Stores:...............

Stores lndent
No.

(of transferee
Division)

Description of
Materials

Account
code

3

Gluan- Flate
Bs.

#S,??l I ft::4," louantitv I o,,o,n, I T,:li:.
Rs. loate lissuedlt". lt".-

Unit rirv

51 2 4 Et IB7



Form No MA 18

[Ref. ChaPter lV C Para 2]

Division

Sub-division

Section

I

,rl

KERALA WATEB AUTHOHITY

MASA CONSUMPTION HEGISTER

[To be maintained work order wiseJ

,,!
4 'rl h:,

Location code :

Location code :

corusuvtpTloN v IN BS.

Work order No

Dec Jan
Acco-

code

Year
Begi-
nning

Bs.

unt

Name of the work

April May June July
l^,,1=",,1

Oct Nov
Total
upto

year endParticulars of stock

tAl Stock of Stores items

Steel
Cement
Pipes
Valves
Pumps & Motors
Specials
Others
Sub-total [A)

tB) Stock of Tools& SPares:

Tools
Spares

Sub-total [BJ

tcl Stock of consumables :

Chemicals
Fuel
Lubricants
Others

Sub-totalICJ

GrandTotal[A+B+C]

1311
1e12
1313
1314
1315
1316
1319

1321
1322

1331
1 332
1 333
1 339

CUM TOTAL UPTO THE MONTH

lnitials

l'"0l'"'



Form MA 19
[Befen ChaPter lV [c] Para 2J

1st Copy
2nd Copy
Srd Copy

: Head Office
: Circle/Region
: File

E

}r

KEBALA WATER AUTHOHITY

MATERIALS CONSUMPTION STATEMENT

For the Month....... 19""""'
Location Code:....".

Division

Stock ltem
CWlP

Acc Code
92'l-2

B & M CONSUMPTION

Account Value

Total
CWIP&H&M

tA) SToRES
Steel
Cement
Pipes
Valves
PumPs &
Motors
SPecials
Others

DR3111
DR 31 12
DR 31 13
D83114

DH 31 15
DR 31 16
DB 31 19

Sub Total[A)

tB) Tools E SPares
Tools
SPares

Sub Total [B)

tc) ooNSUMABLES
Chemicals
Fuel
Lubnicants
Others

Sub Total [C)

ID) GRAND TOTAL

tA+B+c)

cFl 1341

cH 1342

cR 1343

DB 312 1

DB 3122

DR 3131
DR 3132
DR 3133
DH 3139

DB 92.12

]-

ffi TXEC. ENGNEEN
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Form No. MA 20
[Bef. Chapter lV D Para 1 & 3
and ChaPter V Para 7J

Division ;

Location Code :

KEBALA WATEB AUTHOBITY

STATEMENT OF EXCESS / SHORTAGE OF MATERIALS'

OBSOLETE / DAMAGED MATEB]ALS CLOSING STOCK ADJUSTMENTS

1st copy-Head Office
2nd copy-Circle/Region Office
Srd copy-File

Particulans of Stock

I I Excess
I Account I of
I coae I Materials
llRs.

I Closing Stock I

I adiustment I

l-Tius -i--Minus Ilr".l*".1
Refenence

ro H. O.
approval

[attach copy]

Shortage Obsolete/
damaged
matenialsMatenials

of

Rs.

Bemanks

Bs.

1 2 3 4 5 6 7 I I

A. STOCKS OF STOBE ITEMS:

Steel
Cement
Pipes
Valves

3
3
3
3
3
3
3

1
,l

1

1

1

1

1

1

2
3
4
5
6
I

1

1

1

1

1

1

1

Motors

Sub-total [A)

B. STOCK OF TOOLS & SPABS:
Tools
Spares

Sub-total [B]

C. STOCK OF CONSUMABLES
Chemicals
Fuel
Lubnicant
Others

Sub-tatal ICJ

GrandTotal [A+B+C)

Pumps I
Specials
Othens

1321
1322

1331
1 332
1 933
1 339

Divisional Accountant Exeeutive Engineer



Fonm No. MA 21
(Ref. ChaPter lV D Para 2l

i/

KEHALA WATEB AUTHOBITY

HEGISTER OF SCBAP SOLD

Fil'.
'iq'

Division :

Location Code :

'lt

Amount Amount Balance
sl.
No

Party's Name
Nature of
Scrap sold

Unit Gluantit v Beceived if any. lnitials Remarks
Value Sales Tax

Bs.
Total Rs. Fls.

Rs. Rs.

3 4 5 6 7 I I 10 11 121l 2

Divisional Accountant Executive Engineer
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Form No. MA 22

[Bef. ChaPter lV D Para 4J

Name of supplier/
Description of

material

KEBALA WATEH AUTHOB]TY

CLAIMS BEGISTEB

Division :

Location Code :

Month:

as per
olaim

Fls.

sl.
No.

Value Claim
amount
received

Rs.

Gty. as
per claim

Claim preferred
on (Carrier'

Name)

Claim
Bef. &
Dateotv. Value

Bs.

Oty. Recei-
vable otv.

Received
s.o.B.,
Flef as per

s. o. H.

Divisional Aocountant Executive Engineer



FOBM MA 23
[Befer Chapter lV (D) Para 2J

0riginal
Duplicate
Triplicate

To Purchaser
Office Copy
With Carrier

rc

To

KERALA WATEH AUTHORITY

INVOICE

Tenden Ref. Number

S. No.
Unit of
MSM Quantity RateItem/Specif ication

Sub-Total

Sales Tax @

Amount

--r

Freight/Packing

Transit lnsurance

Advance

Balance

Canrier Flef :

SUB.TOTAL

.Y:
.1. .

SCRAP/OTHER SALES Authorised Officer



a,
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KERALA WATER AUTHOHITY

HEGISTER OF BIN CAROS

Name and Designa-
tion of the officer
to whom issued

5

Signature of the
Officer to whom

issued

Divislon :

Location Code ;

,c

lnitials
of DA/EE/
Bemarks

I

Form No. MA 24

[Bef. ChaPter V Para 2l

Date of
lssue

Bin Card
No.

Name of the
Material

Code

No.

6432

Date of
return to

Division Office

7
1



Form No, MA 25

[Befer Chapter V Para 1J

*1

KEHALA WATEB AUTHOHITY

STOCK REGISTER OF BLANK REGORDS/FORMS

,',1*(,I

,1,4<

o
.g
.t:c

P8
U'(o
.:, (D

Cl rr

No, of
books
lssued

Beceipt of
books/parti-
culars/ref.

No. of
books

receivedTo

Receipt Book No. Opening

BalanceNameDate
From

Division/
Sub-Division/

Section

Sanction
Flef .

i

I

I
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Form No. MA 26
[Bef. Chapter lll [A) Para 1.1)

1st Copy - Supplier
Znd Copy - Stores
3rd Copy - D. O. (A.S.)

4th Copy - Audit Section tH. O.)

Sth Copy - lmmediate superior
6th Copy - File

KERALA WATER AUTHORITY
PUBCHASE OBDEB No,

Date

\<

Ref

Date of Delivery:

Delivery Terms : Mode : Hoad / Rail

Place of Delivery

rF
Sl. No. Item/Specifications Buantity Rate Value Hemark

Other Terms & Conditions

1. Excise DutY

2. Sales Tax

3. Freight
4. Packing

5. Transit lnsurance

6. Advance

7. Retention MoneY

8. other Terms

Not applicable/aPPlicable [al
Not applicable/apPlicable [al
Not applicable/aPPlicable Ia)

ffi
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ll Accounting Policies

lll Classification of consumers

lV Operating Systems and Procedures

tA) Connections

tBl Disconnections
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Authonity

Board

H.O.

FM & CAO

c.E.

Oy. C.E.

G.E

E.E.

A.E.E.

F.O.

A.E.

D.O. [A.S,J

D.A.

S.S.

J.S.

Cashier

ABUs

LEGEiID

Kerala Water AuthoritY

Board of Kerala Water Authority

Office of the Managing Director

Finance Manager and Chief Accounts Officer

Chief Engineen
i

DeputY Ch ef Engineer

Superintending Engineen

Executive Engineer

Assistant Executive Engineen

Finance Officers

Assistant Engineer

Divisional Office IAccounts Section]'

Divisional Accountant

Senior SuPerintendent

Junior SuPenintendent

Authorised Person handling Cash

Account Bendering Units
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CHAP'EB T

ilUTBODUCTtOt

I OBJECTIVE

The obiective of the manual is to establish consistent and effective policies end procedures
in order to ensure unifonm practices throughout the Authority. The policies ond procedures
specified in the manual shall be followed unless specific exemption is otherwjse granted by
the Authority.

2 SC@E

f

X

3

This manual covers opepating systems and procedures and accounting thereof related to
connection/re-connection/disconnection, billing and collection.

DEVIATION

Deviation shall noE nonrnlly be permitted unless backed by a iustifiable reguest for
deviation clearly outlining the following:

I Nature of Deviation
. The reason for Deviation
r The time span for which the deviation is required
* The procedure that would be followed if deviation is approved,

Such request shall be submitted through proper channels to the Head Office which shall
then evaluate the necessity theneof and accordingly either approve or reiect the same.

4 USAGE ANDCUSTODY

This manual shall be issued to and used only by those persons the Authority may deem fit
and accordingly authorise. Any such person so authonised shall preserve the copy under

his/her confidential custody. Upon transfer/relocation/retirement/etc.. any such person

shall be obliged to return the copy to the Authority.

GHAPTER II

AGGOUilTtnIG POTICIEB

RECOGNITION OF HENENUE

Revenue shall be recognised immediately on raising of bills and necessary provisional income

shallbe inctuded in respect of water supplied and ascertained but remaining unbilled.

WATEB SEWER TAX BY LOCAL BODIES

WaterlSewer tax chargeable by the local bodies and due to the Authority in a particular

accounting period shall be considered as income of the Authority in such peniod. Where

such sum due is not quantifiable before closing of accounts, an assessment of such income

shall be made and duly considered as income

1

2
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g TREATMENT OF DEPOSITS FOR WORK

Deposits received against WatenlSewen Deposit Works shall on effective completion of
such works be considened as income where assets created out of such deposits are not
handed over to the depositors.

il Fully, where such sum in each case is less than one lakh rupees.

iil At a specified pencentage of such deposit as the Authonity shall detenmine in othen

cases.

PENALTIES & FINES

Penalties and fines shall normally be oonsidened as income, as and when collected except
in situations as stated in Chapter lV [EJ Panagraph 3.

5 GRANTS AND SUBVENSIONS

Subsidies,'Gnants/Subvensions received towards meeting operation and maintenance
expenditune shall be considered as income pertaining to the period such receipts, relate.

6 PROVISION FOH DOUBTFUL DEBTS

ln accordance with the normsiguidelines determined by the Board from time to time.
extent of debts considered doubtful shall be duly provided for.

WHITE-OFFS

Debts considered bad and so approved by the Board shall be written off in the period so
approved.

GHAPTEN ltl

GLASSIFICATIOil OF COIUSUMEES

NEED FOB CLASSIFICATION

Consumens shall be elassified on the basis of tariff schedules, to facilitate billing and

collection.

CONSUMEB CLASSIFICATION

Accordingly, the consumers shall be classified as follows :

tal Domestic Consumers:

This shall include household consumens where the end use is for domestic purpose

only. For eg, Household consumers utilising water for construction purposes shall not
be classified as domestic consumers.

tbl Non-domestic Consumers :

This shall include supply of water to commercial establishments such as shops. cinema

theatres, offices, etc, ln addition, it shall include supply of water to

ta) household consumers, where the end use is not for domestic purpose. viz' tar
construction of house etc'

a.-
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1

{bl Government.

Ic) lndustnialConsumers:
This shall include supply of water for lndustnial punposes.

tdl Local Bodies:
This shall include supply of water to

Panchayats
Municipalities/Townships
Corporations

CHAPTER IV

OPERATIITIG SYSTEMS AIUD PROGEDUNES

tAt ColultlEcTloN
SALE OF APPLICATION

Application in Form FIA- 1 [pre-numbered to have contnol over receipts] shall be given to

consumers desirous of having new connections. The cashien of the nelevant sub-division

(hereinafter cashierl on receipt of cash for the cost of application form shall handover the

application form and the receipt therefor to the party.

BECEIPT OF COMPLETED APPLICATION

Such applications duly completed shall be received by the concerned sub-division along

with the following :

Approval of the concerned local body wherever required and
plan and the estimate of internal pipe laying [i.e. inwards from the metering pointJ

prepared by a plumber licensed by the Authonity for the purpose,

AEE concerned shall verif y the completeness of the applications. Where such applications

are not found to be in order on for other reasons cannot be ententained prima-facie [eg

areas where, connections cannot be effectedJ, the party shall be advised accordingly'

Where the application is in order. the party shal! be asked to pay the estimate fee to the

cashier and produce cash receipt to the AEE. The AEE after noting the receipt number on

the application, shall return the cash receipt to the party and shall fonward such

application to the AE concenned for processing.

NOTICE OF ESTIMATE

AE shall prepare in tr.iplicate an estimate notice [Form BA-5) for providing connection and

shall forwand in duplicate through AEE to the applicant, intimating him to deposit the

estimatea cost of connection fiom the nearest road main including the applicable centage

charges on such cost of connection and supenvision charges on the e€timated cost of

interiral pipe laying. in accordance with the tariff rules of the Authority for the time being

in force.

SPECIAL DEPOSITS

Where the rules of the Authority in fonce require special deposits including refundable

deposits to be collected from the prospective consumers eg. industrial consumers, local

bodies etc., the concerned AEE shall include in the notice [Form RA-s], the amount of such

deposits to be paid along with the estimated cost of connection.

c

3
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COLLECTION OF EST]MATED COST E DEPOSIT

The applicant shall be nequined to pay the estimated cost of connection to the Cashier and

produce to the concerned AEE the copies of notice [Form RA-5] sent to him, along with
the receipt of having paid the estimated cost. Such neceipt shall be returned to the
applicanr, after noting the receipt numben and initialling the notice fForm RA-5) in evidence

thereof.

6 WOBK ORDEB

AEE concerned shall then prepare a work order in Form RA-6 in quadruplicate and intimate

the applicant and the concerned licensed plumber of the approval of plan. A copy of such

approval shal! be sent to

Applicant
Licenced Plumber
AE concerned, for execution of work along with a copy of Form BA-5 duly approved.

Accounts Section along with a copy of Fonm RA-S duly approved, to enable opening

up of a folio in Deposit Work Register tBA-7) and note the details of special

deposits in DEPOSIT REGISTER (form BA-8).

COMPLETION ADVICE

Soon after the completion of works (example pipe laying upto the metering point in case of

waren supplyJrhe concerned AE shall prepare in ffiplicate the COMPLETION ADVICE in

Form BA-g and issue in duplicate along with the MASA statement in Fonm MA-7 to the

accounts section.

ACTUAL COST OF CONNECTION

The accounts section shall then prepare in Form BA- 1O, where applicable, in duplicate, the

details of cost of connoction including applicable centage and supervision charges from the

Deposit work Begisten fForm HA-7) and thus shall work-out excess of cost of eonnection

from the road main over the estimated deposit made by the party or surplus of estimated

deposit oven the connection cost incurred ft'om the noad main. However, in case where

the cost of connection is based on area of works done, the same shall be reckoned in

computing the afonesaid cost. The comptetion advice of AE [Form BA-9J and Form RA- 1O

in duplicaie shall then be forwarded after due venification to the concerned AEE.

'r

7

5

B
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I INTIMATION OF COMPLETION OF WORK

The AEE concerned shall then forward to the party, where applicable Form BA- 1O in

duplicate, about the comptetion of work and Pequest him to pay for the excess cost of

connection from the road main over the estimated deposit made by him or to collect the

surplus of deposit over connection cost from the road main'

REFUND OF SUBPLUS DEPOSIT

The party shall be repaid the surplus of estimated deposit made over the cost of connection

from the road main on production of advice received from the AEE (Form BA-1Ol to the

Cashier, A receipt shall be obtained from the party in tha same form.

10
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11 FINAL PAYMENT FOH CONNECTION

The party shall be nequined to pay the excess cost of connection as mentioned in paragraph
9, and obtain neceipt theneof and to present to the Clerk-in-charge of Deposit Work
Begister [Fonm RA-7), the same along with the duplicate copies of advises sent by the AEE

[Form HA- 1O). Such receipt shall be returned to the party after noting the receipt number
on the copies of Form RA- 1O and initialling in evidence thepeof. The Clenk-in-charge shall
update the Deposit Work Begister, and thereafter fonwand a copy of Form BA- 1O through
Superintendent, to the AEE.

12 EFFECTING CONNECTION

The AEE shall then prepare Fonm RA- 1 2 in duplicate fon ef fecting connection, a copy
whereof shall be sent each to AE along with a copy of Fonm BA-g and BA- 10 for the
purpose; and to the accounts section to open-up a folio in the Ccnsumen Pensonal Ledgen
(CPLJ, fForm HA-24). The AE concerned after effecting connection, shall issue to the
consumer in case of water supply, a CONSUMER's METEB CARD in Form BA- 14, either
to the consumer in person or thnough metep readers during the course of meter reading.
Simultaneously, comesponding Meter Fleading Card fForm BA- 15] shall be pnepaned by AE

and forwarded to the Accounts Superintendent of the relevant Section/Sub-division as the
case may be.

13 RE-CONNECTION

An application fwhich sha]l be pne-numbered to have control over receipts) in form FIA-2
shall be issued by the Cashier along with the receipt to the party desirous of having re-
connection. The procedure of pneparation of estimate, the payment of estimate and the
final dues and effecting connection shall be srmilar to that of new connection to the extent
applicable in individual cases, except that before processing application for re-connection
the party shall be asked to also pay for

* Disconnection charges, where it is not paid already.
r Outstanding dues fon water'sewer service, if any.

14 METER TESTING

An application in Form FIA-3 shall be issued by the cashier along with the receipt to the
party desinous of having its meter tested. The applicant shall be nequired to pay the
meter testing charges along with Form RA-3 duly completed to the cashier who shall after
issuing necessary receipt therefor to the party forward the application to the AE
concerned, through AEE. The AE concerned, shall arrange to test the meter A reserve
meter shallbe fixed during the course of meter testing.

TYPES OF D]SCONNECTION

Disconnection of waten supply shall be made either on

ti) request from the party [or]

tiil default of contractual obligation by the panty.

=
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2

BEBUEST FOH DISCONNECTION

Where a consumer requests the Authority to disconnect the water supply, an application
shall be made by him to the AEE concerned [Form BA-4).

DISCONNECTION BY DEFAULT

Where the consumer defaults any of the conditions on nules on which connection is made
and negligent of doing so after repeated warnings. the AEE concerned, after obtaining
pnion approval of the Municipality/Corporations/Panchayats/Other Local Authorities where
such approval is required under the bye-laws of the local bodies or othenwise shall proceed

with disconnection.

DISCONNECTION ADVICE

ln either case, the AEE shall issue two copies of disconnection advice to the AE concerned

and one copy to the consumer concerned, in Form HA-13.

NOTING IN CONSUMEB PEHSONAL LEDGEB

AE concerned after receiving the disconnection advice, shall disconnect the supply of water
and necord the fact on the disconnection advice. A copy of such advice shall be forwarded
to the accounts section, who shall then record the details of disconnection in the consumer
persona! ledger. Steps should be taken in the meanwhile to collect the dues from the
consumer.

TGt METER READ!]UG

PLANNING AND PBOGHAMME OF METER HEADING

The planning for meter reading shall be done by AE atleast every quanter. The meter
reading pnognamme shall be prepared in triplicate by AE, of which one copy shall be

forwarded to the meter reader and one copy shall be forwarded to the accounts section'

SUPPLY OF METER READING CARDS

Superintendent of the accounts section, shall on receiving copy of such programme, pick-up

therelevant'Meter Fleading Cards'which shall be in form BA-15 [a card similar to that of

consumer's meten reading card) and hand over the relevant cands to the meter readers

every evening in respect of next day's programme,

METEB BEADING PROCEDURE

Meter readers shalt then proceed to read the meters in accordance with the programme.

The meter readings shall be reconded on

METEB HEADING CABD fForm RA- 1 5) available with the meter readen

CoNSUMEHS METEH CAHD [Form BA-14] available with the consumen.

in the presence of consumer. The consumer's meter card shall be returned to the

consumer. Whene during the course of meter-reading it is found that meten is not

working or where the meter is not accessible for some reason or other [such as locked

house), the meter neader shall write on the meter reading card as "METER NOT WOFIKING"

or -tUEtgR NOT ACCESSIBLE", as the case may be. The cards shall be returned to the

Superintendent every evening.

a.
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1 BILLING PEHIOD

2

Billing process shall commence:

[a] ln case of consumer whose billing is based on quantity of water consurred [hereinafuer
called metered consumers) immediately aften meten neading.

tbl ln case of others at billing intervals as may be prescribed by the Authority.

BILLING PROCESS

ln case of metered consumers, the concerned Superintendent, on receipt of completed
meter reading cards, shall distribute them to the concerned Clerks for billing. The
completed bill in tniplicatefFormRA-16)except fon the details of anrears shall be forwai'ded
to the Clerk-iir-charge of CONSUMER PEBSONAL LEDGEB ICPLJ [Fonm BA-24.J The Clerk-
in-change of CPL shall, after updating the ledger and noting the details of anrears on the bills,
return the completed bills to the Superintendent. The Superintendent who shail be
nesponsible fon the accuracy in billing shall, arrange to despatch,'send bills Iin duplicateJ
to the consumers.

ln case of other consumers, the billing clerk shall bill the consumer at prescnibad billing
intervals and in case of local bodies. billing of mainLenance charges shall be based on
"Register of Maintenance Charges", which shall be in Form RA-35. [which shall contain
inter-alia all elements to arrive bill value and its basisJ. Fonward the bill [Form RA-16J in

triplicate to the Clerk-in-charge of CPL, who shall aften updating consumer pensonal
ledgen and detailing arnears on bill return the completed bills to the Superintendent, as
aforesaid who shall send the bills in duplicate to the consumers. An abstract of Form
BA-35 shall be sent to the respective circle. region and Head Office on monthly basis,
showing scheme-wise expenditure, in similan form.

3 BILLING OF TAX COLLECTED BY THE LOCAL BODIES

Water, Sewer tax chargeable by the local bodies and due to the Authority in a particulan
accounting period shall be billed in accordance with the terms of statuEe or agree!'nent
between the Local Bodies and the Authority

4 BILLING FOH MAINTENANCE

Details of all maintenance work undentaken from the distribution main upto the metering
point shall be reported by AE to the accounts section in R & M ADVICE [Form HA-11).
Accounts section shall then bill the consumen in the next billing period, by noting rmarking

on the Remarks column of METEFI HEADING CARD [Fonm HA- 1 5).

5 BILLING ADJUSTMENT VOUCHEH

On receipt of consumer complaints relating to billing, the concerned AE shallaften verif ying

the facts, issue an adjustment voucher in form HA- l7 in duplicate to the consumer after
effecting necessary adjustment in the Consumer Personal Ledger [Form HA-24J.

6 BILLING CEHTIFICATE

ln between billing cycles if the consumers represent that the bills have been lost and or
not received then upon such request, two copies of 'Billing Certificate' in Form RA- 18
shall be issued to such consumers. ln no case duplicate bill shall be issued.

"4-

!E1



I

TEt COLLEGTIOil

AUTHOBITY FOH COLLECTION

Bevenue shall be collected only at the authorised collection centre of the section/sub-
division, as the case may be, by persons specified to do such acts namely, cashien / Bill

Collector.

MODE OF COLLECTION

The collection shall only be either by cash in person on by demand draftsicheques either in

penson and/or by post or by Money Order. ln addition, in case of consumers othen than
Domestic and Non-lnstitutional non-domestic on a selective basis cheques may be accepted
in penson or by post

COLLECTION PBOCEDURE

Flevenue shall be collected as afonesaid along with the following save in case of receipt by

money order.

copy of the bill sent to the consumer [Form BA-16J or

certificate of billing [Fonm HA-18] and/or

Billing adiustment vouchen [Form RA-17)'

However, for all revenue collected, receipt shall be pnepared in Form RA- 19 and shall be

handed over to the consumers when they come in person'

The cheques/demand drafts received by mail shall be ryu!9d through Superintendent along

with the bill or certificate of billing where nelevant to Cashier/Bill Collector. The Cashier/

Bill collector shall obtain the billicertificate of billing from the supenintendent related to
neceipt of money order. This shall be necessary to facilitate pneparation of receipt as

stated above.

where the payment for the bill is receivec aften maximum period prescnibed by the

Authority, by cash, the cashieriBill collector shall nonmally accept the remittance including

the quanlum of fines and penalties leviable at that time as ascertained and recorded by the

billing clerk on the bill.

where the payment for bill is received by cheques/Demand Drafts in penson/by post and

by money orden, the Cashier/Bill Collector snali ensule that the quantum of penalties and

fines is caused to be included in the Merer Fleading Card to enable it being billed in the next

cycle.

ACGOUilTING PROCEDUBES

TAt GEIUEEAL
HECEIPT PBOCEDUBES

A receipt
til in Fonm RA- l9 for all revenue collections

(iil in Form HA-2O for all other collections'

shallbe issued by the cashier/Billcollector for all cash/cheque/demand drafts collections'

A revenue stamp shall be affixed and duly signed on all receipts exceeding twenty rupees'

The receipt shall then be handed over toihe pa.ty/consumer tendening cash'chequei demand

draft.

,l
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1 MISCELLANEOUS RECEIPTS

Money received towards
sale of application fonms and

estimate fee

shall be accounted as Miscellaneous lncome-Others [Account Code 7299),

2 HECEIPT OF DEPOSIT FOH ESTIMATED COST

Money received against Form BA-5 shall be accounted as follows;
Deposit for cost of connection 2761 to 2779
Centage Charges 651 1

Supervision Charges 6513
SpecialDeposits [Refundablel 2741 to 2756
- and against Form BA-1O as follows :

Finalsettlement 2761 to 2779
Centage charges 651 1

DEPOSIT WOHK HEGISTEB (Form BA-7)

The relevant accounts section shall

1. On receiving Fonm BA-5

3

F

T.

2. On receiving Form BA-9
along with MA-7

3. On receiving Form HA- 1O
after final payment/receipt

open up a folio and shall enten detrails of estimated
cost of connection. including applicable centage and
supervision changes

record the details of actual cost of connection

update the folio

4

5

METER TESTING CHABGES

Money received towards meter testing charges along with Form HA.3 shall be accounted
under the head "Meter Testing Charges from domestic gonsumers/non-domestic

consumers,'industrial consumers" [Account Code 61121621216412 as applicable).

THANSFEH OF DEPOSITS TO RESERVE

ln relation to the accounting pclicy on 'treatrnent for deposits for wonk' [Refer Chapter ll

para 3) the sub-division shall periodicatly report to the division, details of work completed
in Form HA-29. The division in turn shall consolidate the same in Form BA-29 and forward
them to the Head Office. The H=ad Office shall, on receiving such Fonm RA-e9, record the
details in DEPOSIT WORK RESEBVE BEGISTER in Fonm eA-27 as follows :

r in column 5A the total of actual cost of connection which are less than one lakh

rupees in each case.
r in column 5J, the actual ccst of c:nnection which are greater than or equal to one

lakh rupees in each case.

The Head Office in aCdition, shall pass journal entries crediting "Fleserve for Deposit
Wopk" (Account Code 21 15) and debiting appropriate Deposit Work Account [Code

"761-27791.
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TRANSFER OF RESERVE TO INCOME

Head Office shall thereafter
* total up each column of 'deposit work resenve negister' fForm HA-27]
* divide each column by the number of years specified in it [i.e. the number of yers

for which reserve shall be carried over), This would be the amount to be credited
to apppopriate income account by debiting the reserve fon deposit wonk [account
code 21 151 by a iournal entry.

* transfer the balance [i.e. totalminus amount transfemed to incomeJ in Nth' column
of old register to '[N- 1J th' column of new register viz., amount in 6 year column of
the old register to 5 year column in tha new negister and so on-

DEPOSIT WORK ON BEHALF OF OTHERS

Where the deposit work is undertaken on behalf of the party and hence have to be handed

over to him on completion, the details of Assets to be handed over (including the cost of
assets) shall be peported by the Division to Head Office in Form RA-36. immediately on

completion of work as mentioned in works and fixed assets accounting manual fVolume lV

Chapter lll B Para 4).

Head Office shall upon receipt of details of completed Deposit Works of Others in Form
HA-36 pass the journal entry by debiting appropniate deposit account and crediting
appropriate capital wonk-in-progress account fAccount Codes ' 111 to 1189. as

applicablel.

tct BlLuluG AluD GoLLEGTIOIU
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1 CoNSUMER PERSONAL LEDGER [CPL]

The relevant accounts section shall

1, on receiPt of Form HA-12

2. on receipt of bill fForm HA-16)in
tniPlicate

3. on receiPt of money

4. on dishonour of cheques

5. on neceiPt of write-off order
Form RA-26

6. on receiPt of Disconnection
Advice HA-13

7. on receipt of Billing Adiustment
Voucher [Form BA-17]

open up a folio

update CPL with charges

update CPL with collection

update CPL with details of dishonour

Write off balances in GPL to the extent
authoPised

Flecord the fact in CPL and close the same
after adjusting for final dues.

update CPL with + /- adiustment amount
only.

2 ANALYS]S

The relevant accounts section shall periodically analyse the aforesaid CPL to funnish on a

monthly basis information detailed in Form RA-25. The Division shall cause to ensure

monthly collection of the same from sub-divisions for conqolidation purposes and reporting

of the same to Head Office for necessary accounting. Such information flow from section

to Sub-division to Division and thereafter as aforesaid shall be in t'he same Fonm RA-25,

.r-
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3 BECEIPT OF CHEOUES/DD'S

Cheques/Demand Drafts received shall be propenly recorded in the cheque register in

Form HA-21 before forwarding to the Cashier [for receipt preparation) and thereafter for
banking purposes to ensure control.

GHANTS AND SUBVENSIONS

Grants and subvensions received shall be properly accounted under appropriate account
head fcodes 7241 to 72451.

4

5 CASH VEBIFICATION

.t'

:-

r

The Superintendent shall verify the cash on hand with reference to the grand total of the

cash scroll fFonm BA-22]. He shall cross-verify the grand total with reference to tha

total of receipts issued.

Where cash on hand is found to be in excess or deficit. then the receipt book shall be

verified with reference to the paid bills/billing adiustment voucherrbilling certificate as the

case may be. The surplus/deficit still unresolved shall be necorded in a SURPLUS DEFICIT

HEGISTEB which shallbe in Form RA-23, Sunplus,Deficit of cash shall be adjusted in

accordance with the rules of the Authority [Hefer Cash & Bank Manual).

After. verification of cash, as pep aforesaid procedure, the Superintendent shall collect from

the cashier the paid bills. and distribute the same to the concerned Ledgen Clerks.

The collection centre shall forwand the cash, cheque/DD's along with the collection summary

in Form BA-34 [in duplicate) to the sub-division for banking purposes.

ACCOUNTING IN SUB-DIVISION

The sub-division shall acknowledge the receipt of cash, cheques/DD's in the duplicate oopy

of such collection summany. Such receipts shalt be accounted in the cash book in control

account-collection faccount code-92 1 1 ).

ACCOUNTING OF DIHECT COLLECTION

The procedure outlined in the preceding paragraph shatl be adopted in the case of direct

collection by sub-division themselves as well.

RETURNTDISHONOUR OF CHEOUES

ln case any cheque is returned or dishonouned for any reason, the sub-division shall arrange

to send back such cheques where relevant to the section collection centre. where from

it was initially neceived. after acccunting in the cash bcsk [Account Code 921 1).

The concerned collection centre shall note the details of cheque returned in the remarks

column of Consumer personal Ledger and then shall once again write the details of billing

and charges of the relevant bill, under charges column'

6

7

a

-r..
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IDt DEETOBE

1 FEATIJRE OF ACCOUNTING

Accounting for debtors shall be done at Head Office. The division shall aocount the receipts
as collections in the cash book. However, all necords and registers shall be maintained at
the sub-division/section.

2 MAINTENANCE OF CONSUMER PERSONAL LEDGER

The Consumer PensonalLedgen shall be updated based on bills naised and neceipt, by the
Section / Sub-division.

3 HEAD OFF]CE ACCOUNTING

Head Office shall on receipt of Demand, Collection, Balance Form BA-25 shall pass the
jounnal entry.

r Debiting Sundry Debtors [account codes tlh ll- | lt l$] and cnediting appropriate

income codes [account codes 6111 to 6423) innespect of billing.

r Debiting Control Account - Collection account code 92 1 1J and crediting appropriate

Sundny Debtors faccount codes 1411-1416Jand Penalties and Fines necovened

faccount code7211) to the extent of amount spacified in charges and Penalties

and Fines colunrn resPectivelY.

r Debiring Sundry Debrons Account fAccount Code 1411'14161 and crediting

ControiAccount - collection [Code 9211) in respect of cheques dishonouned.

tn specific, all the jounnal entries to be passed at HeaC Office, including the above. have

been detaited and summarised in the Final Accounts Manual, and shall, if need be, referred
accordingly

4 BECONCILIATION OF CONSUMER PERSONAL LEDGER

The balances in the consumer personal ledger shall be periodically extracted and shall be

neconciled with the balance as per general ledger account codewise. in onder to check the
accuracy of accounting at Head Office as well as divisional/sub-divisional level.

5 ACCOUNTING FOB PROV]SIONS

The provision for doubtful debtors shall be made at the Head Office as per the norms
prescribed by the Boand. The relevant iournal entry shall be passed at Head Office under

the instruction of pnoper authority as prescribed by the Board.

6 WBITE-OFF ACCOUNTING

The write-off instnuction [Form HA-26) shall be issued only by a personiofficial authonised

hy the Boand. Such write-off shall be as per the ncrms prescribed by the Authority.
The authorised penson shall periodically review the position of bad and doubtful debts
details of which shall bs pericCically sent by the Divisicns Sub-divisions for further action to
[:e taken.

*a

'-'-
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UPDATING CONSUMEB PERSONAL LEDGEB WITH WHITE.OFF

The DivisioniSub-division, on receipt of write off order in form FIA-26 shall Bnter in the

"on"rr". 
personal ledger the details of write offs. To that extent. the balance in the

consumers' account shall be reduced.

PROVIS]ON FOH UNBILLED INCOME

At the year end, all sub-divisions shall send the value of water supplied/sewage disposed

for which bills are yet to be raised [such details to be obtained fnom sections and

consolidated) in Form BA-37, to the Division, where the same shall be consolidated fon the

entipe Division in similar form and sent to the Head Office'

GHAPTER UI

ABEAS OF INTEHNAL CONTROL

lnternal Control measune pertaining to the nevenue accounting including connection/

disconnection pnocedure, shall primarily coven the

i) Authorisation of work-order fon new connection

ii) Billing, and

iii) Collection

CONTHOL ON WORK

Controlover the authorisation of work order is most important as it involves capital cost.

It is therefore essential that in no case the estimate advice [Form RA-s) be forwarded by

the cashier after receiving cash/cheque/DD to the AEE but the party personally hands it
over to the AEE along with original cash receipt [which shall be retunned immediately to the

party after noting 
"na 

verifying the receipt particulans). Similarly, excess of cost of

connection oven the estimated deposit shall be paid to the cashien buu in no case the advice

fForm BA-1O) be fonwarded by the cashien to AEE. lnsteaC the party shall personally

handoven such advice atong with original recaipL [wirich shall be returned immadiately after
noting the receipt particulars on the adviceJ. ln absence of any pre-audit, this procedure

shatl ensure that no work-order is issued without receiving the estimated deposit or no

connection is effecUed without receiving the differential cost dua fnom the party'

ISSUE OF MATERIALS

lssue of materials to AE in connection with a wonk onder shall be authorised by AEE with
reference to the work order and technical needs. Material requisition [indent) in excess

of the estimate shall property be justified by the AE concerned, which shall be checked

personally by the AEE concerned.

1

2

I

3
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FINAL DUES

Computation of f inal dues on the completion advice [Form RA- 1O] shall be verified by the
Supervisor, before forwarding it to AEE concerned,

CONTHOL OVEB BILLING

Control over billing includes control over meter reading. The jurisdiction of meter readers
shall fnequently be changed. ln addition, the following control shall be obsenved:

iJ billing is done by a person other than meter neader, ledger clerk [he shall atleast
be not responsible for maintenance of ledgers of the account to be billed) and
Cashier.

iil Cashier/Bill Collector shall not have any access to the CPL.

iii) The computation of bills shall be verified by the Supenvisor, before issue to the
consumer.

ivJ Time lag between meten reading and billing being constantly monitoped.
v) Again, time lag between billing and entry in the ledger being constantly monitored.

GENEBAL

i) Number of persons handling CashiCheques/DD' s shall be restricted.
iil The responsibilities shall be clearly defined.
iii) Gashien/Bill Gollecton shall not open any incoming mail.
iv) There shall be a register for noting the details of incoming mails and the contents.
vJ Cashien/Bill Collecton shal! tender propen security or shall extend a fidelity bond or

otherwise as the Board may prescribe fnom time to time.
vi) Superintendent shall physically verify the cash at the end of the day with the total

as per cash scnoll.

vii) There shall be periodic surprise cash counts.
viii) Cash/Cheques/DD' s collected shall be paid immediately into the non-operative

account.
ix) Bank pay-in-slips shall normally be made by a person other than Cashien/Bill

Collector.
xJ Payments into bank shall normally be made by a person other than who is

responsible for preparing bank pay-in-slips.
xiJ Bank accounts shall be regularly reconciled with the books.
xii] There shall be periodic review of outstanding balance in the Consumer Pensonal

Ledgen.

xiiiJ Proper security arrangements and insurance shall be effected to cover cash on
hand at premises. The adequacy of such insurance shall be periodically reviewed.

5

(:
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INFOBMATION SYSTEM

The fonms summarised in the following Table shall form part of the lnfonmation System
fnom the Divisions to the Head Office Flegion and Circle Offices.

SI,
No.

Description of Form Form No, Periodicity

r''

Yt

1. Demand, Collection, Balance

2. Water/Sewer connection work order lssue Report

3. WaterlSewer connection work completion Beport

4. Connectionsstatistics

5. Status of Meter Reading/Billing etc.

6. Age Analysis of Sundry Debtors

7, Bad and Doubtful Debts report

B Abstract of Begister of maintenance charges

9. Statement of completed Deposit wonk of others

I O, Details of unbilled lncome at the year end

HA 25

BA 28

RA 29

BA 30

HA 31

BA 32

RA 33

RA 35

BA 36

RA 37

Monthly

Monthly

Monthly

Monthly

Monthly

Ouarterly

Monthly

Monthly

Monthly

Annual

r
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FONMS AIIID FOEil|ATA

Sl. No. TITLE

1, Application for connection
2. Application for re-connection
3. Application for meter testing
4. Application for disconnection
5. Provisional aPProval notice
6. Water/Sewer connection work order
7. Deposit Work Begister
8. Deposit Flegister
9, Waterlsewer connection completion advice

1O. Water/Sewer connection completion notice

11. Flepair and maintenance advice

12. Connection Onder
13, Disconnection Advice
14. Consumer's meter cand

15. Meten Beading Card
16. Bill
17. Billing Adiustment Voucher
18, Certificate of Billing
19. FleceiPt fFlevenue]
2O. RecerPt (Others)
21, Gheque Flegister
22. Bevenue Collection Scroll
23.. SurPlus/DeficitBegisten
24. Gonsumen Personal Ledger [CPL)
25. Demand Collection balance

26. Write-off Order
27. Deposit Wonk Beserve Begisten

28. Waten/Sewer connection work onder issue report
29. Works ComPletion RePort
3O. Connection Statistics
31. Status of meter readinglbilling etc'
3,2. Age Analysis of SundrY Debtors
33. Bad and Doubtful Debts report
34. Collection SummarY
35. Flegister of Maintenance Charges

36. Statement of completed Deposit Work of Others

97. Details of unbilled income at the year end

No

RA1
HA2
RA3
BA4
HA5
HA6
RA7
HA8
BAg
RA 10
RA 11

RA 12
RA 13
RA 14
RA 15
BA 16
BA 17
BA 18
RA 19
BA 20
BA 21
BA 22
BA 23
RA 24
BA 25
BA 26
aA 27
BA 28
BA 29
BA 30
RA 31
RA 32
RA 33
RA 34
BA 35
BA 36
RA 37

F'
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FOHM BA 1

Befen Chapter lV tAl Para 1

KERATA WATEF AUTIIORITY

APPLIcATIoN FOR HEf, PERMANENT, CASUAL NEW CONNECTION

1.

2.

3.

4.

Name :

Address :

House No:

a) Name:

Details of Licenced Plumben
for lnternal Pipe laying.

b) Address:

c) Licence No:
5. Consumen category: DOMESTIC/NON OOMESTIC'

INOUSTBIAL /PANCHAYAT /
MUNICIPALITY/
coBPoRATION/

6. Division

Sub-Division

7, Other Particulars

lhere by agree to the rules and conditions of Authority
for connection.

Date Signature.

F

Date 

-

APPBOV AL OF LOCAL BODY

Above application may be consilered
Subject to

Sis'natuffil
of Local Body

INTIMATION TO THE APPLICANT

Kindly pay estimate fee of Bs.

to the Cashien and submit this application to the undersigned along with receipt.

Date Assistant Executive Engineer

1.

2.
3.
4.

Estimate Fee : Rs.

Estimated Deposit Rs

SpecialDeposit Rs.

FinalPayment Bs.
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FORM HA.z

Befer Chapter lV (A) Pana 13

!f

.i-

KERATA WATER AUTHORITY

No

APPLICATION FOH SEWER / WATEB BECONNECTION

DOMESTIC/NON DOMESTIC/INDUSTHIAL/PANCHAYATiMUNICIPALITY COBPOHATION

1. Name :

2. Address :

3. HouseNo:

4. Details of Previous Connection

5. Details of Licenced Plumber for lnternal pipe laying

a) Name

b) Address

c] Licence Number

6. Division

Sub-Division

7. Othen Particulars

I here by agree to the rules and conditions of the Autho-
nity for connection.

Oate Signature

NTIMATION TO THE APPLICANT

Kindly pay estimate fee of Bs
to the undersigned along with receipt.

to the cashien and submit this application

ASST. EXECUTIVE ENGINEEBDate

FOB OFFICE USE ONLY
1. Estimate Fee of Bs.
2. Estimated Deposit Bs.
3. Special Deposit Fls.

4. FinalPayment Rs.

Beceipt No
Beceipt No.
Beceipt No.
Receipt No.

dr.
dr.
dr.
dr.
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FOBM BA.3

Flefer Chapten lV tAl Para 14

.{

,:

KERALA WATER AUTHONITY

Number:

APPLICATION FOH METER TESTING

1. Name Consumer Class:

2. Address

3. Meter Number

4. Consumer Number

5. Division

Sub Division

6. Meter testing feepaid Fls.___

7. Fleason fon request

8. Other Panticulans

Date
Signature of

Applicant
l*

Fonwarded to AE

Date

FOR OFFICE USE ONLY

for meter testing

ffi

Fleserve Meter No fixed on

with neading

Date ASST: ENGINEEH

T-ffiMiNffi
Meter tested and found workingrsgher neasons

Date ---
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FOBM HA.4

[Befer Chapter lV (B) Para 2J

T

KEPALA WATEB AUTHORITY

Number--
APPLICATION FOB OISCONNECTION

2. Address

g. Consumer Meten

4. Consumen CIass

5. Division

6. Reasons for Bequest----

7. Other Particulars

Date ffiE
INT]MATION TO THE APPLICANT

Kindly pay Disconnection fee of Fls.-to the
Cashier & submit this application to the undersigned along

with receipt.

Date---
Paid vide Beceipt No.

Asst: Executive Engineer

Dr.

Dat

FOR OFFICE USE ONLY

Forwarded to AE for effecting disconnection

Asst: Executive Engineen

Disconnection effected on

Assistant Engineerhala
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FORM HA.s

(Flefer Chapter lV [A] Para 3 to 6J

IOBIGINAL / DUPLICATE) Party

THIPLICATE-File copy

KEBALA WATEB AUTHOBITY

PHOVIS]ONAL APPBOVAL NOTICE

Name........ ...... Date

Address -...............

With reference to your application number... ..... dt. .... .. for permanent/
casual watee/sewep connection, you are requested to remit to this office during office
hours on any working day, the following estimated amount. Latest by..... .....along with
both the copies of this notice failing which the approval shall stand cancelled.

:f-

f

Bs. Ps.

1. Material Cost

2. Labour for laying & jointing pipes & fittings
3. Cutting & making good

4. Masonry work

5. Erecting charges

TOTAL

6. Centage charges

7, TOTAL

8. Length of Line mts.

9.

10.

12. Deposit IHefundable]
13. Total amount to be remitted

Please note that this is only as estimate and that actual cost of pipe laying will be
charged to you and necessary adjustments will be made on completion of wonk.

Yours, faithfully

ASSISTANT EXECUTIVE ENGINEEB

FOH OFFICE USE ONLY

Beceipt No.
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FOHM B4.6

Flefer Chapter lV tAl Para 6

OBIGINAL TO AE
DUPLICATE TO ACCOUNTS SECTION
TnIpTIcaTE To LIcENcED PLUMBEH
OUADBUPLICATE TO PARTY

s-

!p

t-

KEBALA WATEB AUTHONITY

WATEB i SEWER CONNECTION WOHK ORDEB

No

Address

House No.

Application No.. Dated

It is informed that above application for permanent / casua
water/sewer connection is approved and the work may be
executed accordingly.

Asst: Executive Engineer

Bemarks....
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FOHM BA-7

f0hapter lV (A] Para 6, I & 1 1l

KERALA WATEB AUTHOPITY

DEPOSIT WOBK REG]STEB

Sub DivisionDivision

Work Order

Name

Number

Date of commenoement-

Balance Due From Panty

Estimated Cost---_._

Estimated Cent

Completion

Balance Due to Party

Paid vide VR No

BEGEIPT No. AMOUNTDATEAMOUNTParticulars REFOate

MATEHIAL

LABOUB

CENTAGE

TOTAL

TOTAL

Fleceived vide Beceipt Dt Dr.
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FOBM HA-8

[Refer Chapter lV [A) Para 6J

r$' u

KERALA WATER AUTHORITY

DEPOSIT BEGISTEH

ACCOUNT CODE:-TYPE OF-DEPOSIT

Name o
.aJ
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FOBM RA-g

[Befer Chapter lV tA] Para 7]

IORIGINAL DUPLICATE) Accounts

TRIPLICATE-F|le Copy

s

-t

.d*

KEBALA WATEB AUTHORTTY

Water / Sewer Connection Completion advice

Work order No............ .....Date....

Consumer No............
It is informed that above work-order issued by the Assistant

Executive Engineer on............

and the cost of labour works to Bs

ffi

t-
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FOBM HA-1O IORIGINAL / DUPLICATEJ PATTY

(Flefen Ghapten lV tAl Para B, 1 l) THIPLICATE FILE COPY

KERALA WATER AUTHOBITY

WATER / SEWER CONNECTION WOHK COMPLET]ON NOTICE

s

Address.......

Work order Number...........

Consumer Number.....

Flefenence numben.....

This has reference to your application No...............dated..... in connection
with penmanent / casuat water / sewer connection and your subsequent deposit of

Rs.....................vide receipt number..................fon connection. The wonk now stands

completed and the actual cost of connection amounts to 8s..................is detailed below

including the amount due from/to you.

Sl. No. Actual cost Amount

1. Material

2. Labour for laying and ioining pipes and fittings

3. Cutting and making good

4. Masonary work

5. Erection charges

6. TOTAL

7. Centage charges

8. TOTAL GOST OF CONNEGTION

9. Length of Line

10.

11.
1?.. Estimated dePosit made

13. Balance due fnom You

14. Balance due to You

The balance may be nemitted / collected from this office on any working day, latest

by...............a1on9 with both copies of this advice.

SUPEBVISOR ASST. EXE. ENGINEEB EXE. ENGINEEB

FOR OFFICE USE ONLY
t--

Paid Rs..... Vide receipt No. ..Dated
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FORM RA-1 1

[Refer Chapten lV tD] Para 4l

OBIGINAL ACCOUNTS

OUPLICATE FILE COPY

lE

Division....

Name...

Address....

XERALA WATEB AUTHORITV

.,.....Sub Division.....
R E M ADV]CE

No

House No"......

.Con. No............r.1:....
Domestic i Non - Domestic / lndustrial / Local Body /

;;l Particulars Amount

al

Material Ouantity Bate

Labour

Total

Centage Charges

Amount to be Billed

r
Billing Clerk Supdt Assistant Engineer
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FOBM HA-12

Flefer Chapter lV tA) Para 12

ORIGINAL TO AE

DUPLICATE TO ACCOUNTS SECTION

ls

KERATA WATEB AUTHOBITY

CONNECTION OBDER

water supply may be effected to sri/smt/Miss......-.

Flef

and consumer No.-.....-

bearing work order No

Asst. Executive Engineer

ri'

Date

ts-



FOHM HA. 13
[Refer Ghapter lV [B] Para 4)

Flef :

Ir is

Original To AE
Duplicate To consumer
Triplicate To Accounts Section

b

KERALA WATEH AUTHORITY

DISGONNECTION ADVICE

informed that disconnection of water supply may be effected to the consumer.

Name........

Address....

For the following neasons

*

Date Asst. Executive Engineer

*

Approval of local body
(whereven applicable)

Date: Signature and Seal of local body

r



FORM RA 14

fRefen Chapter lV tA) Para 12
Chapter lV (C) Para 3

v
KERALA WATEB AUTHOBITY

CONSUMER'S METEFI CABD

Addness.... lnitial Readin9............

+

T

rl,

Date of Connection

FBEE ALLOWANCE/MONTH............K1/P.M

!ee
tu:o
EEP(f.li ucc,

Water Works lnspectoP

Wor* Supdt,

l-
q,
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rro
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tr
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c
o
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+,
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o

I

E' ASSISTANT ENGINEEB



FORM 8A.15
[Befer Chapter lV [A) Para 12

Chapter lV ICJ Para 3

tE-
KERALA WATEB AUTHOB]TY

METEH BEADING CARO

House No,...........

Meter Number.....

lnitial Beading............

!r

t-

Date of Connection Fnee allowance...............KL/P.M
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V.

Assistant Engineer



FOBM RA 16

fRefen Chapter lV tD) Para 2)

KERALA WATEB AUTHOHITY

BILL No.

Original To Party
Duplicate To Party
Triplicate Office Copy

Date:

il*

E-

Meter No..................

Address....
Consumer Class Domestic / Non - Domestic / lndustrial / Local Body
Consumer Number

IT
Free Allowance per month
Period of Billing From

I Present Beading

Previous Reading

Ouantity Consumed

Free allowance, if anY

Chargeable Gluantity

II METEB NOT WOBKING
ffi
Period for which average Billing is done

Average Chargeable GluantitY

DETAILS OF AMOUNT TO BE BEMITTED

-KL

KL
KL
KL

- 

KL

Fls. Ps.

a

Water Charges @ /KL

Service Gharges @ /month
Water Tax @

Sewer Charges @ /month

Sewer Tax @

Maintenance Charges

Other Changes

Total Bill

Arrears Due [period to............. """"")
Total Charges Due

Penalty & Fine

Amount To be Bemitted

V.
Eilt-insTftrk' Gfisep eidl *eashieF]itiiTtr-oilAuEor AsElst#t Ensinaen
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FOBM HA.17
[Befer Chapten ]V tD) Para 5]

KERALA WATER AUTHORITY

BILLING ADJUSTMENT VOUCHEB

Consumer No

Original to Consumer
Duplicate to Consumer
Triplicate Office Copy

Dt:

No:

'g^-

d.

Name

Address

Bill No" Ref:

DOMEST|e / NON.DOMESTIC / INOUSTBIAL / LOCAL BODY

1. Guantity Billed actual i average

2. Euantity to be Billed actual / average

3. Excess / Under charge Oty.

DETAILS OF AMOUNT TO BE REMITTED

Cashier
milcoiiector

AMOUNT B]LLED CORBECT BLLING
Water Charges

Service Charges

Tax

Sewer Charges

Sewer Tax

Maintenance Changes

Other Charges

ADJUSTMENT

to Flemitted

Amears [Period-To-J

Penalties & Fines

\r.
Clerk Supt. Asst. Exe Engineen
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Water /KL

FOHM HA.18
[Flefer Chapter lV[D) Para 6)

Address

t1l
t2)
t3)

KEBALA:WATER AUTHOHITY
4€r

CERTIFICATE OF BILLINC

Original To Consumer
Duplicate To Consumer

Date:
Flef; No.

Name Consumer No.

Period of Billing From To

Domestic / Non-Domestic / lndustrial / Local Body

Bill No. lssued Bef:- Dt 

-
t4) Free Allowance

Previous reading

Guantity consumed KL

il

t5l Changeable Quantity -KLKL

Meter Not Wonking / Meter Not Accessible

Peniod fon which avePage billing is done-
Average chargeable quantity

DETAILS OF AMOUNT TO BE BEMITTED

Ps.

m.

m.

i
Amount to be remitted

Ledgen Clerk Supt: CashientBill Collector Asst. Exe. Engineen
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Refer Chapter V (A) Para 1

Original To Consumer
Duplicate Qffice Copy

KEHALA WATEB AUTHOBITY

BECEIPT No:..................

'6-

!t-

v

[For Water / Sewer I Maintenance charges onlyJ

Beceived with thanks from sri'lsmt'/Miss""""""

Consumer No............ ... Flupees.. (ln words..

..........) in cash / by cheque/

Demand Dreft No...-........ drawn on""""""

bank......... branch towards water / sewen I maintenance

charges against bill No. [s].............

Bevenue
Stamp

Date Cashier
Bill Collector

Y.
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Refer Chapter V IAJ Para 1

Original To Party
Duplicate Office Copy

KEHALA WATEB AUTHOBITY

RECEIPT

No..................

--F

.I'

Beceived with thanks from M/s' I Sri. / Smt' / Miss""""'

Bupaes...... ......in words:...... .-..,......""'

in cash / by cheque / Demand Draft No'... 'drawn on""""""

"""""""'8ank"""""' ""Branch

towards....

Flevenue

Stamp

t
Cashien

Y
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FORM BA- 21

fRefer Chapter V [C) Para 3J

rJ

FOLIO:

KEBALA WATEH AUTHOBITY

CHEOUE REGISTEH

Particulars of
Bemittance

Bank Cheque
D.D.

No.
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FORM HA-22
Befer Chapter V (C) Para [5)

*lq,J q) \it )

KEBALA WATEB AUTHOBITY

HEVENUE COLLECTION SCBOLL

S!. No. BemarksReceipt Number AmountBillBef.Consumer NumberName

vGFiiieAf tEupe*,-'^te-iliiEtt Cashier / Bill Collector
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[Bafer Chapter V [C) Para 5l

\t.. KERALA WATER AUTHOHITY

SUBPLUS/DEFICIT OF CASH COLLECTION REGISTEH
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FORM BA E4
[Befer Chapter lV (D)

Paragraph 2)
Consumer No.

Name
Address

Opening Beading

!ll

,, 
11g[+t;fr|*el;sl i

KERALA WATEB AUTHOHITY

CONSUMER PEHSONAL LEDGER

Date of Connection :

(t)

Meter Number

Consumer Class

Bomestic /Non-Domestic/lndustry
Panchayat /Municipality/Gorporation
Free Allowance
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Balance
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FOHM HA.25
(Refer Chapter V [C) Para 2)

* s ,t

Original
Duplicate
Triplicate

Ouadruplicate

f r,,

Division/Gircle
Begion/Head Office
FM & CAO in advance
of monthly accounts
File Copy

KEHALA WATEH AUTHOHITY

Sub-Division:.....'...-.... ..'." Division:""""""'

DEMAND COLLECTION BALANCE

Period : From....... To""""""

Domestic

Non-Domestic

lndustrial

Panchayat

Municipality

Corporation

TOTAL

Details of other charges by billing fAccount Code wiseJ

1l

2)

3l
4)

Superintendent/
Divisional Accountant
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FOBM HA.26
(Befer Chapter V (D) Para 6)

Originalto H.O.

Duplicate to H.O.

Triplicate to Sub Division/Section

€
KERALA WATER AUTHOHITY

WRITE OFF ORDEB

Board Approval No............

Division..... Sub-Division..............

rI, '

Sl. No, Consumer number
Account

Code AmountConsumer class Name

-\

".1

Date ;
A
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[Hefer Chapter V [Bl Para 5]
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KEBALA WATEH AUTHOBITY

DEPOSIT WORK HESEHVE HEGISTER
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FORM BA-28

[Hefer Chapter - Vll Para 2)

Sl. No,

Original l
Duplicate ) to H. O.

Tniplicate to Division

17

d

KERALA WATER AUTHORITY

WATER

=ffitr 
coNNEcrloN woRK - oRDEB lssuE REPoHT

Sub Division.............. """ Division"""""""

Period From........ To""""""

Work Order No. Estimated Cost

Executive Engineer

\r.

t

Date Asst. Executive Engineer
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FORM BA,29
[Refer Chapter Vll Pana 3J

Original to Division / H0 account
Duplicate to Division / HO
Triplicate File Copy

$,

KEBALA WATEB AUTHOHITY

WATEB SEWER WOBKS COMPLETION HEPORT

Sub Division.............. ....i.... Division.....

Peniod from......... To............

ACTUAL COST OF CONNECTION

Less than one lakh rupees Greater than one lakh rupees
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KERALA WATEH AUTHORITY

CONNECTIONS STATISTICS

Water

Original J Division/Cincle/Region/
Duplicate J Head Office
Triplicate File CoPy
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FOBM HA.3O

[Refer Chapter Vll Pana 4)

Consumer Class

Domestic

Non-Domestic

lndustrial

Panchayat

Municipality
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Total
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FORM BA-31
[Refer Chapten Vll Para 5J

Original to Division/Circle/Region HO
Duplicate to Division/HO
'Triplicate File Copy

,7_

+

KERALA WATER AUTHOBITY

STATUS OF METER READING / BILLING ETC.

Sub Division.............. Division.....

'|.. Total Number of connection

2. Number of Meters Read

3. Bills not raised at the end of previous period in respect
of Meters Read

4. Number of Bills Raised

5. Number of Bills to be raised [2+ 3-4)

6. Number of Accounts not up Dated in respect of Bills raised

7. Number of Bills not issued to consumer as at the end of
previous periods

8. Numben of Bills issued to the consumer

9. Number of Bills to be issued to the consumer t4+7-81

1O. Maximum Time lag between previous Meter reading &
current period
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Date.



FORM RA-32
Refer Chapten Vll Para [6)

Original to Division/Circle region HO
Duplicate to Division/HO
Triplicate HO Accounts5

KERALA WATEH AUTHORITY

AGE ANALYSIS OF SUNDRY DEBTORS
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Befer Chapter Vll Para 7

Original Board Copy
Duplicate H. O.

Triplicate H. O.

Ouadruplicate Fleturn to Div/Sub-Division-v

KERALA WATEB AUTHOHITY

Bad and doubtful debts report period as on--

Div

sl.
No

Sub Divis

Name of the
consumer

Consu-
mer

Number

Brief reason
for calling Bad

Action
taken

thereof

Amount
outstan-

ding

Amount
approved
by the
Board to
write off

Remarks

Executive Engineer
Asst. Executive Engineer
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FORM RA-34
[Refer Chapter V ICJ Para 5

Original to Sub Division

Duplicate fon acknowledgement
*a

+

KERALA WATEB AUTHOHITY

Division..... Sub Division......-..'...-

GOLLECTION SUMMARY

Ref:........................Date......-....

Section / Collection Centne......

Total revenue collections for the day is Fls.

[Fleceipt Nos. From. to........"."'
remitted as follows.

x 100 :
x50-
X20=
x10-
x5:
x2,
x'le

Coins -
Cheques & D. D's (As Per
statement attached)

TOTAL

fln wordsJ
Kindly acknewledge the receipt in the duplicate copy.

$perTnteiffit Cashieri bill Collecton

Reoeived Rs........................[ln words

in cash & Rs........................t1n words
by Cheques I D. Ds.

Date Cashier (Sub Division)

u

I"

l
)

\ Accounted in cash book folio.. .r.ro.or.ri.ro.ro.o
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Junion Superintendent/
Dlvlsional Accountant

Asst: Executive Englneer/
Executive Engineer

FORM HA.35

fBefer Chapter lV [D) Para 2J

Claimable fnom Local
Bodles:

Name of LocalBodY

KEBALA WATER AUTHOFITY

HEGIETER OF MAINTENANOE CHABGES

Schgme:......i...........................i....,.. Month:...'...........'....."."'.'.

Basis of Bllllng Amount Bill No & Date
Rs.

{
l/

Rs.Be,Bs, Rs.

and Amount

sl.
No.

Panticulars of qxpenditure
with referenoe of voucher
No., etc,

Basls of
allocetion

Total

Bs. Bs. Rs, Bs.

Total

Total



FOBM 8A.36
[Refen Chapter V (B) Pana 7l

Originalto Head Office
Duplicate to Circle/Begion Office
Triplicate as File Copy

+
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\"

KEHALA WATEB AUTHOBITY

TRIVANDRUM

Statement of completed deposit works of others

Division..... ...Loc Code........................Sub Division. .....Loc Gode............."."

Work........ ... W. O. No........ ... Name of Panty.... '.'.....'..""'

Hefenence. """""'!"'

[Account code to which the deposit was originally credited etc.J

Sl. No. Account Code
Amount Bemarks

\

Glassification



ORM HA-37

[Befer Chapter V IDJ Para 8J

Sl Consumen

No. Class

H,

KEHALA WATER AUTHOHITY

DETAILS OF UNBILLED INCOME AT THE YEAR END

Division / Sub Division:
Location code:

Total

Superintendent / Divisional Account

,{I f (

Water
Charges

1. Domestic

2 Non-Domestic

3. lndustrial

4. Panchayat

5. Municipality

6. Corporation

TOTAL

Details of other changes [Account code wiseJ

1.

2.

3.

4.

Service
Charges

waterl="*". lr"*",
Tax lcn".g" I r"*tl

L",nr"n"n"" I other
| 

"h".n"" 
I cn"rg""

ll

Assistant Exe: Engineer / Exe: Engineer
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INTHODUCTION

ACCOUNTING POLIGIES

OPEBATING SYSTEM AND PBOCEDUBES

Estimation and Tendening for Capital Expenditure

Execution of Schemes / Works

ACCOUNTING PROCEDUHES

Estimation and Tendering

Execution of Scheme / Work

Accounting at Head Office

INFOHMATION SYSTEM

INTEBNAL CONTROL MEASUHES

FORMS AND FOHMATS

Page No

1

1

7

7

I
10

10

11

'14

,IB

1S

20

a)

b)

IV

a)

bl

cJ

V

VI

rll



b

,ifiRfHUR E
".r' 

lnternal Ati'.1iirir i
t:' JalA Btr.t',,;nt Kgfala Wa..er f..i;.i:ririi',

Thiri.lvananl hat:, r r:r;;-r't-i!i5 J . i

tt-

Authority

Board

H.O.

c.E.

Dy C.E

S.E.

E.E.

A.E.E.

AE.
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D.A.
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J.S.

Kerala Water Authority

Boand of Kerala Waten AuthoritY

Office of the Managing Director

Chief Engineer

Deputy Chief Engineer

Superintending Engineer

Executive Engineer

Assistant Executive Engineer

Assistant Engineer

Divisional Office [Accounts Section)

Divisional Accountant

Senior Superintendent

Junior Superintendent

+
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1.1

1

2

CHAPTER 1

ITTRODUGTIOIII

OBJECTIVE

The objective of the manual shall be to establish consistent and effective policies and

procedures in order to ensure uniform practices throughout the Authority. The policies

and procedures specified in this manual shall be followed unless specific exemption is

otherwise granted by the Authority'

SCOPE

This manual covers operating systems and procedures and accounting thereof nelated to
capitalexpenditure on schemesrworks, acquisitionl creation of fixed assets etc.

DEVIATION

Deviation shall not normally be permitted unless backed by a iustifiable request f;r
deviation cleanly outlining the following :

* Nature of deviation
I The reason for deviation
t The time span fon which deviation is required

t The procedure that would be followed if deviation is approved

Such requests shall be submitted to Head Office which shall then evaluate the necessity

theneof and accordingly either approve or reiect the same

USAGE ANO CUSTODY

This manual shall be issued to and used only by those persons the Authority may deem fit
and accordingly authorise, Any such person so authorised shall pleserve the copy unden

his,her confidential cusody. Upon tnansfer relocation retirement etc., any such person

shall be obliged to Peturn the copy to the Authority'

CHPTER II

AGCOUiITIilG POLICIES

B]SCLOSUBE AT HISTORICAL COST

The Fixed Assets of the Authority shall be necorded in Books of Account at Historical cost,

and so disclosed in annual accounts, Revaluation of assets shall not be penmissible to
restate asset cost at its replacementlcurrent cost value, unless felt necessary and

accordingly approved by the Board explicitly each time, However, net depreciation to be

charged io lncome and Expenditure Account in such cases shall, not include depreciation

on in-cremental cost aEtributed to such revaluation. Furthermone, in case of revaluation.

suitable disclosune in the annual accounts by way of a footnote shall be necessary,

I

I
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1.2

2

Such explicit approval as aforesaid shallnot be necessary in situations. Outlined in paragraph
3.1 2, wherein the asset shall be necorded and depreciated theneafter according to the
policy stated in such paragraph.

INVESTIGATION AND PLANNING tIP] EXPENDITURE ON PHOJECTS

ldentificationrsurvey/Feasibility expenditure incurned for a proiect shall be accumulated in

Account Head provided for the purpose [Account Code 1821). ln case such pnoiect is

sanctioned or rejected the related lP expenditure so accumulated shall be capitalised
appropriately or charged to revenue fAccount Code 3192J nespectively,

COST OF CAPITAL ASSETS

Cost of capital asset shal! include all "ACTUAL COSTS" incurred to prepare the asset fon

use subjeci to the exceptions and the bases of determining such costs recommended in

paragnaphs 3.10 to 3.12. Such actual cost shall include to the extent applicable all
m"t"-ri"i costs, labour costs, contnactors charges, othen direct expenses and proiect

overheads changeable to capital

Actual cost cf an asset may exceed the 'true value' of the asset at the time of commissi-

oning of the asset. Long delays in completing a project, errors of iudgement in purchase

etc,-may lead to the Aulhority incurring an excessive cost. No adjustment shall be made

in such cases and full cast of th3 as3sb shall be accounted for as the cost of the asset.

similarly, there may be situations where the Authonity could acquire,'construct an asseb at

an actual cost lower than its value. Factons such as quantity rebates earned on large

purchases, purchasing in an auction, in house construction to eliminate Gontnactor's profits

etc.. may result in a lower cost of the asset as compared to its value or as companed to
its purcliase price under normal circumstances ln such cases also no adiustment shall be

made to the "actual cost" of the asset.

Some losses may be involved in execution of capital proiects for example imecoverable

advances to contnactors. loss of assets or damage to assets at construction stage and

shortage observed upon physical verification of stores at construction dlvisions' No part

of any loss shall be capltalised and included in the cost of assets.

Some income may be eanned by the Authonity during the course of a capital proiect for

examble, interest on advances to contractors, rentals recovered from contnactors for
use of Authority Gluartens/equipments, sale of scnap etc. No income shall be capitalised

and reduced from the cost of any asset. Even in cases whene the income is identifiable to
one or more specific assets, no capitalisation of such income shall be done'

However, in certain cases, the cost accounted for in respect of an asset may be

subsequently increased or decreased for reasons such as:

Conrection of errors in bill passing

Comection of errors in cost allocation

Conrection of errors in accounting

Granting an escalation claims of suppliers/contractors

Diffenence between a provision made fon bills not passed by the time of closure of a
project and the f inal amount for which the bill is subsequently passed.

Rebate granted by supplier.

2,1

3
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3.1

3.2

3.3

3.5
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3.4

3.6
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.L,
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3.7

3.8

3.9

3.10

3.11

All subsequent incnease or decrease in capital expenditure as aforesaid. shall
be indentified to relevant assets and the cost accounted fon earlien for that asset shall be
changed accondingly.

Any subsequent increase or decrease in the proiect ovenheads expenses chergeable to
capital shall be charged to capital if done within the year.

Exceptional situations nef erred to in panagraph 3.1 shall be as detailed heneinaf ter in
paragnaph 3.1O to 3.1 2.

An asset received as donaLion shall be acccunted at its fain manket value. The fair market
value shall be debited as the cost of the asset and credited to "Donated Capital Assets
Account" fAccount Code 2O22J. Donated assets which are subject to centain conditions
shall neventheless be treated as fixed assets but be disclosed by way of a foot note
indicating value of such assets Assets receiveC as grant shall also be accounted for in
the same manner as donated assets.

Lease premium payable on acquiring lease nights for assets shall be treated as the cost of
leasehold assets. Depreciation shall be charged on such cost in the manner pnescribed
for Depreciation on Leasehold Assets. Periodic rentals payable on leasehold assets shall
charged to revenue expenditure in the year in which the rentals accrue. lf the Authority
acquires leasehold rights for an asset with no or negligible lease premium, the fair market
value of the asset shall be determined and the amount required so state the asset at its
fair market value shall be debit to the asset and credited to an account "Fleserve for
leasehold Assets" (Acccunt Code 2116J. The fair market value of the leasehold assets
shall be depreciated over the lease period. Simultaneously, extinguishment of a
pPoportionate amount of neserve set up in the books shall also be effected. By the end of
the lease period the liability in accounts would have been fully extinguished and a provision
for depneciation equal to the amount of fair market value booked as cost would have been
created. On retunning the assets to lessor, the provision shall be set off against the
amount of cost of the asset so as to close the two accounts.

Fixed Assets taken oven from the Public Health Engineering Department TPHED) by the
Authority upon its formation or if similarly fnom any Local Body after such formation or in
future shall be stated as pep charL of accounts classification at the value to be assessed
for the purpose and depreciated theneafter oven the remaining useful life. if any, of such
assets estimated for the purpose. The value assessed for such assets shall be debited to
relevant category of Fixed AsseEs and credited to the Account Head.

"Net value of assets taken over" fAccount Code 2A11] Notwithstanding anything to the
contrary contained hereinbefore/hereinafter to this paragraph, the treatment of cost/
depreciation etc, nelating to assets taken oven by the Authority upon its fonmation shall be
in accordance with the terms outlined in this paragraph.

3.13 ln accondance with the aforesaid norms describing "actual cost":

A. LAND AND LAND RIGHTS

Cost of Land and Land Rights [Account Code 1O11) shall include:
Acquisition price of land including land survey expenses.
Compensation paid for the same, if any.
Cost of usufructs surrendered by the seller fsuch as tnees'crop on acquired landJ.

Registration changes including stamp duty, Legal charges, etc.
Land Acquisition expenses

-;s
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ln case of Leasehold Land [Account Code 1O 12) such cost shall include:

Lease premium payable/paid on fain market value where no or negligible lease
premium is payable in accordance with such policy as stated in paragraph 3.11.

Cost of Development Expenditure on Land [Account Code 1O13, 1O141shall includ:

Cost of clearing usufructs, if any.
Cost of site development including levelling changes, filling etc.
Cost of demoftshing useless stl.uctures on acquired land as reduced by sale
proceeds arising out of sale of scrap theneof.
Cost of land scaping, gandening and any of such like improvements to such land.

B. CrVrL WOBKS IEXCLUDING BU|LDINGS]

cost of civilworks {can only be constructed and no acquiredJ shall include:
All material cost [refer paragnaph 3.141.
All labour and contract charges [refen paragraph g.1E]
Allproject overheads frefer paragraph 3.16].

C. BUILDINGS

lf any building is punchased "actual cost" of such building shall include:

acquisition pnice

compensation paid for same, if any
Cost of obtaining easement nights [eg. tenancy rightsJ.
Begistration charges including stamp duty, legal charges, etc,
Cost of improvements to render the building usable [including all material/labour
costs and expenses chargeable to such activity).
Cost of any othep expenses to render the building usable [eg, any architect's fee
paid for the purposel.

lf any building is constructerl "actual cost" of such building shall include'

cost of such conitruction including all materiat/labour costs and all expenses
charageable allocable for the purpose.

cost of survey and sanctions/permits easement rights etc,, as may be necessary.
Anchitect's Fees

D. PLANT AND MACHINEHY

Cost of Plant and Machineny shall includ e:

Cost of all capital equipments and spares punchased and used for the punpose
including customs duty thereon in case of imported equipments/spares.
All expenses incumed in bringing the equipments and spares to site and til,
commissioning thereof including port charges/clearing charges, if applicablel
inland freight, equipment storage/trarrsit insurance till commissioning, etc.
All matenial costs consumed in capital works/schemes (refen paragnaph 3.14).
All labour and contnact changes [refer paragraph 3.15].
Allproject overheads [refer paragraph 3.16].

\
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E. MAINS AND NETWOHKS

Cost of Mains and Networks shallinclude:

All material costs (refer paragraph 3'141'

All labour and contract changes [refer paragraph g'15]'

All proiect overheads frefer paragraph 3.16).

F. ROADS. BBIDGES AND CULVEBTS

Cost of Boads, Bridges and Culvents shall cornprise of cost components as specified in

paragraPh [El of this ParagraPh'

G. VEHICLES

Cost of vehicles shall include:

Purchase Price

Begistration charges

Fabrication charges in addition, if applicable'

H.FUHNITUHES,FIXTUHES.OFFICEEOUIPMENTSEOTHEHS

Cost of such assets shall include:

Purchase Price

lnstallation charges in addition. if applicable'

3.14 MATEBIAL COSTS

Material cost shalt be defined to include cost of all items of stores, spares, capital

equipments and consumabtes, consumed on any capital works/schemes' The mode of
p.i"ing such materials hava beae dealt with in "Vol. 11", "Materials Accounting Manual."

3.15 LABOUA ANO CONTBACT CHARGES

Alilabcur anJ contnact charges incurred on capital works/schemes shall be included as

part of actual cost relating to such capital works'

3.16 PROJECT OVERHEADS

proiect overhead [towards salaries etc,. and Administrative chargesJ shall be charged to
cost of assets on such basis as the Authority may deem fit.

4 POINT OF CAPITALISATION

An asset shatl be capitalised when it is first commissioned [i. e. put to use). The conclusive

evidence of such commissioning shall, being a technical matter, be settled by a proiect
completion centificate or any other certificate as th8 case may be, issued to suoh effact
Oy tne relevant technical authority competent to do such acts as the Authority may from
time to time determine. All costs incurred upto such point of time appropriately reokonad

in accordance with paragraph 3 above. shallbe the value when capitalised as aforesaid.

J

-.!
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5 IMPROVEMENTS

Any majon altenations. impnovements, nanovations, etc., in any yean to existing assets

invllving sizeable expenditure and nesulting in extending the useful estimated life by much

and/or lncreasing capacity of such assets, shall be capitalised in such year. Cost of existing

assets, shall be capitalised in such yean. Cost of existing assets destroyed if any during

such improvements shall be tneated as assets written off in accordance with policy as per

paragraph 8. However. rearpangement/relocation expenditure in this pPocess or othenwise

shall not be capitalised and treated as part of revenue.

6 DEPRECIATION

6.1 Atleast Ninety [9OJ percent of the cost of an asset fother than leasehold assets] shall be

depreciated on an annual basis, on a straight-line method over the estimated useful life of

the asset. Such useful life shall be as the Authonity may have to adopt eithen on its own/

statutrorily/Covernment prescribed years or otherwise as may be applicable. ln adopting

such useful life, the balance useful life remaining in case of functionally homogeneous and

integrated gnoup of assets shall be applicable to individual assets constituting such group.

ln case of leasehold assets. 1OO:/o of cost of such assets shallbe depreciated, over the

lease period [excluding any future renewal period] or estimated useful adopted whicheven

is Iess.

Such afonesaid depreciation shall cease to be charged eithel fnom the time when 9Ox/

1OO% of such cost of assets as the case may be has already been depreciated or the

asset becomes defunct and cannot be used, whichever is earlien'

6.2

6.3

GAIN OB LOSS ON SALE OF ASSETS

Gain or loss arising on account of sale of an asset in any year shall be treated as a revenue

item and accordingly accounted in such year. Such gain if any shall to the extent of accu-

mulated decrepiation be reckoned as revenue and excess if any treatcd as part of Capital

Reserve. ln case of sale of such assets the extent of cost of such assets and accumu-

lated depreciation thereon shall be reversed'

WRITE-OFF

Write-of f of any asset shall have prior concurrence of the Board of the Authority except in

case of all small and low value assets each costing Bs. 5,OOO/- or less and not consti-

tuting an item of proiect expenditure. However, such exception shall exclude:

- assets created by service connections

- furnitures, fixtures and office equipments

r\

7

B

INTEREST CAPITALISATION\ I

lnterest paid/payable, on borrowed f unds earmarked for acquisition/creation of asseets and

so utilised. shall upto the time of ccmmissioning of assets be capitalised accordingly'
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GHAPTEB III

OPEBATITG SYSTEMS AilD PROGEDURES

IAI ESTIMATIOil A TEilDERIITG FOR CAPITAL EXPEITDITURE

I INVESTIGATION. PLANNING AND DESIGN [lPD)

Usually prior to embarking on any capital expenditure (ie. projectJ the lnvestigation and
Planning Division (lPDl shall undertake examining the feasibility of such activity and upon
evaluating the technical necessity for such capital works/schemes shallaccordingly through
proper channels submit a detailed evaluated proposa! for obtaining the Board Approval
sanctioning such activities and duly pnovided for in the Annual Budget. Such proposals
shall inter-alia state the equipments nequined, materials necessary, cost of labour and
contractors assistance sought, and the extent of other expenses that are required to be

incurred and the time span within which the proiect would be commissioned. Such
sanctions if accorded shall outline the extent approved and or the vaniance to such pro-
posals sanctioned. The copies of the proposal and the budget sanction therefor shall be

fonwarded to amongst others the Division to undertake such capital worksischemes. ln

addition, if such proposals ane generated during the year, the same procedure shall be

followed seeking additional budget sanctions.

2 OTHEB DIVISIONS

Similarly, any Division desirous of undertaking capital work shall follow the pnocedure

aforesaid in paragraPh. I

The Head Office (HOJ shall forwand the sanctioned pnoposals along with the details of ex-
penses incurred by lP division fwhich HO shall cause to obtain if not available already) to EE

of the concerned Division. Upon such neceipt of sanctioned proposals, the same shall be

forwarded by the Executive Engineer IEEJ of the Division via the Divisional Office (Accounts
Sectionl tD.O. tA.S.ll to the concerned subdivision'section as the case may be to enable

opening up of a folio folios in the WOHK REGISTEH which shall be in form FA 1.

The Divisional Off ice [EEJ shall take necessary steps to cause to execute the work, in this
regard, the EE shall in consultation either with sub-divisioni section on higher authorities

[if asked or otherwiseJ as may be necessary, arrange to issue tendens or obtain competitive
quotation based on quantum of work criteria as the Authority may from time to time
determine. Such tenden forms shall be sold against receipt of m:ney theref or and forwarded
to D. O (A. S.l fcn accounting and enabling to be recorded in Tenden Forms Sales Register

in Fonm FA 2.

ln case of such tenders EE shall, if any eapnest mlney deposit is collectable. ensure receipc

of the same and forward such cheques,'DDs as the case may be to D. O. tA. S.J who shall

account accordingly and record all such receipts in Flegister of Earnest Money Deposit in

form FA 3.

The evaluation of tender terms shall thereafter be undertaken and the details of flnal

verdict choosing the supplieri contractor as the case may be shall be neconded in the Tender

Begister [Form FA 4]. Any Tender, Earnest money Deposit repayable to the tenderers

rejected shatl wr=n due be paid as per procedure therefor.

T
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EE shall then award such contnacts accordingly to the contractons/suppliers as the case
may be and an aJnegmsnt to such effec! detailing the terms and conditions shall be duly
entered into. Upon such awanding and prior to commencemant of wonk, the EE shall cause
to obtain if required as par contract any secunity deposit and/or banklguaranteBasthe case

may be, such instructions shall be forwarded to D. O. (A S.l fon accounting/reconding.

B. EXECUTIOIU OF SGHEMES/WOFKS

ELEMENTS ANO COST THEREOF

MATERIAL

The Division shall appnove the cost of materials including equipment cost/purchase cost
euc., incurred on any scheme'work with reference to the MASA statement. Measurement

Books fto be maintained in such form as the Authority may deem fitJ etc., in accordance

with the terms of schemes/work sanctioned. However, details of materials received at
site [as recorded in MA-6/MA- 14 of materials accounting records) shall be analysed

further in terms of relating to utility of such receipts to assets, classified as peP chart of

accounts, the detaits of which shall be forwarded on a mcnthly basis tall the scheme/work

is compteted work orderwise to D. O [A.SJ through Sub Divisions. Details of materials
returned to stopes or transferred to other work or to other units, the balance of stock
lying at site on completion of work/schemes shallbe analysed further in terms of relating
jr"h m"t"rials to the assets classified as per chart of accounts, the details of which shall

be forwarded, work orderwise to D. o [A. s) through sub-Divisions.

ln cases where any Account Bendering Unit [ABU's] other than Divisions engaged in

operations procure any asset [e. g. furnitunes and fixtunes, computen or air-conditioneP

etc., by say Circle Office, Region Office or Head Office etc.) the details of such asset

acquired including cost therefon shall be verified approved with reference to purchase order/

terms of contract etc, and duly forwarded to respective Accounts section fon payment/

accounting.

LABOUH

The Section/Sub-Division Division shall cause to ensure that labour resource utilised fon

purposes of capital works'schemes are used for the purpose. The mode of payments to

"r"h 
l"borrers and accounting thereof (including fon CLB, HB and others) shall be as

detailed in Vol. Vl "Pensonnet Cost Accou;rting Maiual". However, the abstnact of such

;65;. 
"h".g5 

at mlnthly intervals shall be consclidated wgnk orderwise and forwarded

to Divisionlvide Form No.pA 24). The Division [EE] shall approve the same, upon satisfying

himself about the veracity of figures contained thenein and forward it thereafter to D. O'

tA.S.) for necessarY accounting.

CONTRACTOB ASSISTANCE

The Division shall be uluimately responsible for the supervising'controlling contractors,

monitoring the progress of work and maintaining their accounts. However' the sub-divi-

sion acting under ihe jurisdiction of the Division shall monitor such acts on a day to day

basis.

Contractors shall be requisitioned in any of the following manner:

;r.

j

JT"'
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1.1.1

,

1.1.2

1.2

1.2.1

1.3

1.3.1
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E.

1.3.2

1.3.3

Material-cum-labour Basis

Laboun contracts alone

Others

in accordance with the procedure specified in paragraph 4 to 6 of Section A.

The EE shall if neoessapy and in accordance with the tenms of contract entered into provide
such assistance to the contractor as may be required in the form of any or of advance
payment, secured advance fagainst value of materials evidenced to be neceived at site and
priced either at 75oI or such other rate as the Authority may from time to time detenmine)
and matenials issued on a cost recoverable basis. Any such claims preferred by the con-
tractor shallbe approved by EE and forwarded to D.O (A.S.) Sub-Division for necessary
action as the case may be

The EE shall cause to obtain at the prescribed intervals or as may be deemed fit the Bills
of the Contnacton [runninglfina!). Such Bills shall inter-alia contain in substance the details
as set out in moeule, vide Form FA 9. The EE AEE shall verify such Bills with reference to
Measunement Books, MASA and othen records information as may be deemed necessary
and approve if found conrect. The said bills shall then be forwanded to D.O. [A S.) for
necessary recording /accounting/ payment.

J.

1.4 OTHEB DIRECT ELEMENTS

The EE shall verify all other direct capital activity and expenses thereof and so identifiable
duly approve the same and forward to D.O. [A.S.) for recording/accounting. Such type of
expenses for example shallbe Stamp Duty on Land purchase, Architects Fees on Buildings,
Cost of easem8nt rights and the like.

2 MONTHLY REPORTING ON CWIP

3

The Division shall send every month to Head Office, Circle and Begion Offices work order-
wise the physical progress repont along with Abstract of work register Form FA 1 1.

coMMtsstoNtNG fl.E.PUTTING TO USE)

The EE shall cause to ensure that after suitably venifying whether any works/scheme/
asset is technically usable completion certificate is issued therefor, a copy of which shall
be sent amongst others to D.O. (A.g.l, Region and Circle Offices. Furthermore, on
commissioning the asset,'works/scheme as the case may be [i.e. putting it to useJ, the EE

shall cause to issue a corrmissicning certificate evidencing that such assets can be
capitalised. The distribution of such centificate shall inter-alia be as aforesaid in the case
of completion certificicate Such csrtificate shall contain in substance, as per Form FA
12 or in any other form as may be deemed fit.

DEPOSIT WORKS

The procedures to be adopted for Deposit Works shall follow the procedures fon
- materials as mentioned in Materials Accounting ManualfVolume ll),
- issue of Work Order, maintenance of Work Flegister (FA-U, Abstract of Work

Register (FA-ll) as mentioned in this manual.

as shall be maintained for Authority's own works. However, cn completion of such wonks
and handing over of the assets created to the Depositor, the expenses reccrded against
this in the Work Begister (FA-llshall be abstracted in "Statement of Completed Depcsit
Works of Others" in form No.BA 36 [Refer Revenue Accounting Manual-Volume lllJ.

4
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DETA]LS OF MAINTENANCE WORK GONTRACT CHARGES

Details of contract charges for maintenance work shall be recorded in HEGISTER OF

MAINTENANCE CONTRACT CHAHGES [FormFA-19] under nelevant column of account

codewise classification of Repairs and Maintenance Expenses on check measuring mainte-
nance contract wonks. Monthly abstract of the same showing account codewise totals of

R&M conpacr charges shallbe sent to D.O [A.S] by the Sub-Divisions. The D.O. [A'SJ shall

consolidate the same and send it to Head Office alongwith monthly accounts.

GHAPTEB IU

AGCOUNTIilG PBOCEDURES

A. ESTITVIATIOil A TENDERIilG

-b.

-.r-

T

'{

I

2

3

On neceipt of sanctioned proposal, the D. O. [A.S.) shall necord the estimate details in
,Wonk Register' fForm FA 1J and arrange to send such sanctioned proposals to the
concenned Sub-Division/Section. Also the details of expenses incurred by lnvestigation
planning and Design flPDJ shall be appnopriately recorded in the 'Work Register' (in Form

FA 1).

The D. O. (A. S.J shall account the receipt on sale of tender forms in the receipt side of

cash book under the head "sale of Tender Forms" fAccount Code 7291). Details of such

receipts shall be recorded in 'Tender Forms Sales Register' [Form FA 2]'

TheD.O. tA.S.l onreceiptof cash/chequesrDDsinrespectof Tenderdeposit' shallaccount

the same in the receipt side of the Cash Book under the head "EMD of Con5ractors/

Suppliers" [Account bode 27g1t27g2, as the case may be) and necord such detai]s in

in Form FA 3. Upon receipt of advice from EE, after duly recording in the Tender Register

in Fonm FA 4, the details of tendens rejected and accordingly when EMD is nepaid to the

reiected party such repayments shall be accounted in the payment side of the cash Book

under the same neao. beiails of such nepayments shall be recorded in "Begister of Earnest

Money Deposit" (Form FA 3)'

The D. O. tA. S.J on receipt of any Security Deposit shall account such receipts in the

receipt side of cash book unden the head "security Deposit from Contractors'? (Account

Code p7Z1) anJ record the datails in the "REGISTER OF SECUHITY DEPOSITS" in Fonm FA 5.

Details of any bank guarantees or other non-cash securities shall be recorded in BEGISTER

OF SECURITIES/BANK GUARANTEES in form FA 6

Upon receipt of advice from EE to release such security, the D. O. [A. S,) shall duly account

f or the security deposit when paid in the payment side of the cash book under the relevant

aforesaid head of account and updat,e Form FA 5 or FA 6 as the case may be.

4
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1.1

1.1.1

1.1.2

1.3

1.3.1

1.3.2

1t

B. EXECUTIOIU OF SGHEME/WOFK

ELEMENTS AND COST THEREOF

MATEBIALS

D. O. [A. S.J shall in respect of materials received at site fanalysed as per asseb classi-
ficationJ record the details in Wonk Begister [WlP Register) fForm FA-1) approprlately
under materials column. On completion of schemelwork, the balance of materials at site
(analysed as per asset classification) shallbe adjusted in the Wonk Begister [Form FA-1)'
appropriately under the materials column. Similarly, details of materials returned to stores
or transferred to other works or to other units shall also be adiutsted.

The relevant eccounts section shall upon receipt of duly verified and approved details of
asset procured by Account, Rendering Units IAHU'sJ (Such as purchase of Funniture eto.)
Shall account such transaction under the head "Control Account-Capital Expenditure

[OthersJ" fAccount Code 9219J. Details of such purchase shall be forwarded to Head

Office in "DETAILS OF ASSET PURCHASED" [in form FA 7) on a monthly basis.

1.2 LABOUR CHABGES

D. O. tA. S.) on receipt of abstract of labour charges work orderwise [in form PA 24J duly
approved by EE shall cause to record such cost in relevant wonk order in WOHK REGISTEB

in fonm FA 1 by appoptioning to individual heads on an advalorem basis fpreferably on the
basis of material cost. lf not on estimated cost of work order or otherwise) as may be

deemed fit under the circumstances.

CONTHACTOB ASSISTANCE

D. O. [A. S.J upon receipt of approved Advice from EE in respect of materials issued to
contractons shall follow the procedure prescribed in Material Accounting Manual.

Similarly all payments made in the ntaure of Advance payments secured advances. duly

approved by EE shall - be accounted in the payment side of Cash Book under the head
"Advances to Contractors" (Account Code 1661) Where such payment is effected by

the Sub-Division, the details shall be furhished to D. O. (A. S.) with clear reference, after-
accounting in the cash book as aforesaid.

ln either case D. 0. [A.S.J shall update the 'CONTRACTORS BEGISTEB' in form FA I under
appropriate column earmarked for such transactions.

D.O. [A. S.) upon receipt of approved bills [which shall inter-alia set out details as in module
FA 9) update the Contractons Register FA I in the columns earmarked for the purpose as
recoveries and amount payable. Details of recoveries shall be accounted in the Cash Book
as follows:

a On the paym3nt side under the head "Sundry Creditors-Contractors".
[Account Code 2811Jthe total of all recoveries.

On the receipt side, under the relevant account head as follows:ti
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PARTICI.JLABS tJt{DER THE HEAD AC0ITAIT CODE1r

s.

[a] Becovery of advmce paymenb,
secuned advance and material cost.

tb} i) Recovery for non-std.
consumption

ai) Recovery for unused and
unreturned materials issued
oniginally on Cost Recoverable
basis.

I To the extent of agreed rate
* To the extenu of difference,

if any, beEween pnedetermined
issue rate and agreed rate

* To the extent of difference,
if any, between market rate
and pne-determined issue rate

* To the extent of sales'pur-
chase tax recoveries

I To the extent of storage
charges

iiil Recovery for unused and uln-
returned materials issued
otherwise than on Gost reco-
verable basis

* To the extent of pre-deter-
rnined issue rate

To uhe extent of difference,
if any, between prederermined
issue rate and mar*et rate

To the extenf of sales/pur-
chase tax recoveries

t To the exlent of storage
charges

"Advances payable to Contpactor" 166 1

'Other Miscellaneous income" 7499

Advances to contracroP 1661

Control Account-Capital Expenditune-
Materials [in case of capital worksJ 9212

'Consumption of stores 3111 to
itemsi Tools & Spares; 3139 [as
Consumables" [in case of revenue worksJapplicable)

"Other Miscellaneous income 7299

'8.T. on matenials issued to
contractors 2833

6512

'ControJ Account-capital expendlture-
Materials [in case of capitalworks] 9212
"Consumption of stores 3-1'l'l to
items; Tools & Spares: 3139 [as
consumables" [in case of appli-
revenue works! cableJ

'Other Miscellaneous income- Tpgg

S.T on materials issue to contractot s PBBB

"Storage Changes"

.I

t

I

"Suorage Charges" 65 12
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[c] Flecoveny of Security DePosit

td) Fletention of MoneY

Ie) l.T.D.S.

tfl Hire Charges

tgl Flent

(hl Elecricity

13

'Security Deposit from Contractor-
['and upto date Form FA 5]

"Betention Money from Contractons/
Suppliers" (and record in Register of
Retention Money [Form FA 1O]

"TDS from Contractors'

"Other Miscellaneous lncome"

"Rent Pecovered"

"Electricity charges recovered
from Contractors"

"Penalty & Fines recovered"

"lnterest recoverable from
Contractor"

2721

2724
2f321

7299

7212

7213,
.*

+.i*

ti) Water Charges "Water Charges recovered from
Contractors" 7215

7211til Penalty & Fine

(kl lnterest on loans & Advances
7121

The D.O. [A.S J shall white disbursing tha net payable amount as per bill, account the same

in the payment side of cash book under the head "sundry Creditors-Contractors" [Account
CoOe ig t 1). Details of such payments shatl be recorded in the ConFactors Flegister FA B

Where the Sub-Division disbures such payment, in shall inform details of same to D:O,

[A.S.J to facilitate updating of contnactors Begister FA 8.

D.O. [A.S.) shall upon receipt of any such aforesaid bill from the Contractor Pecord the
details in the wonk Register FA I under appropriate columns earmarked fon the purposes.

asset classification-wise [including in case of Plant and Machinery, where such detai]s

shall be iCentified over individual components or apportioned on an advaloram basis as may
be deemed fit, if not so identifiable).

OTHEB DIBECT ELEMENTS

D.O. tA.S.l shall upon receipt of other capital expenses payable (such as architect fee etc.J

duly passed by Executive Engineer appropriately record such details in work Register in

Form FA 1: Asset classification-wise such payments when made by Division on Sub-
Division shall be accounted in payment side of cash book under ths head "Control Account-
Capital Expenditure-Others" Account Code 9212).

MONTHLY ABSTHACT OF WOBK REGISTEH [WlP LEDGEH) [WH]

The D. O. tA. S.l shall on a monthly basis, extract the abstract of the "\ y'R" and forward to
Head Office, Circle and Region Offices in form FA 11, work orderwise and also consolidate
in similar form for individual schemes. Furthermore, on receipt of Commissioning

Certificate [Form FA 12) rhe D O. tA.S] shall forward to Head Of fice the details of such
works,scheme to be capitalised as "Capital Work Cost Analysis" in Form FA 1 3. Cane shall
be taken to ensure that in the month in which Form FA 13 is forwarded to Head Office
the said details therein shall also be appropriately included in Fonm FA 1 1 to be submitted
for that month.

1.3.3

1.3.4

-€
1.4

1.4.1

1.5

1.5 1
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Whera any capital expenditune is incunred by an unit [hereinafter ca;led proiect unit: such

as machanicat' division) on behalf of other unit [heneinafter called banefitting unitJ, the
proiict unit shall send a copy of wonk negister in Form FA 1 to the benefitting unit. Also.

hUstract of work register in Form FA 11 shal! be sent to the benafitting unit, apart from
Head office clearly indicating therein "loA - capital Expenditure".

capital work-in-progpess [Account codes from 1 1 1 1 to 1 189, as the case may bel

Control Account-Capitat Expenditure [Materiats Account Code 9212J-to the extent

of material component as per aforesaid form

Sundry Creditons-GonEractors [Account Code 28111 to theextentof contract

charges as Per aforesaid form

Casual Labour Wages fAccount Codes 3351, 3352&3359/ -J to the extent of Labour

Charges aB are summarised in such form'

Conrrol Account - Capital Expenditure [OuhersJ [Account Code 9219) - to the extent

of such changes. specified in the aforesaid form'

$

q-

{

1 5.8

1,6

2

3

The benefitting unit shalltransfen nBcBssany funds to the pnoiect unit for the samB.

These shall be aecounted under the head'lOA - Gapital Expenditure-Others" fAccount Code

912e).

IPD EXPENSES

Details of lpD Expenses shall be identified and recorded in IPD REGISTER [Form FA-2O)

workwise and summary of the same shall be furnished to Head Office monthly in similar

fonm workwise.

ACCOUNTING FOR MAINTENANCE WOBK GONTHACT CHARGES

At the time of payment of contractors' bill, record in the cash book as follows:

PAYMENT SIDE : Under the head Sundry Creditors-Contractors' [Account Code 281 1J

with gross amount of bill.

REGEIPT SIDE : under the relevant heaj of recoveries as mentioned in paragraph

1.3.2 of ChaPter lV-B.

SALE OF ASSET

The unit receiving amounts against sale of any asset shall account the same in the receipt

siol ot rhe Cash Boor unoer ine Haaa 'loA-other Liabilities' [Account Gode 9143[ deposit

"u"t 
p.o""eds in Non-operative account and send the panticulars of the sale in Form FA

16 to the Head Office.

C. AGGOUiITIiIG AT HEAO OFFIGE

1 WONK-N-PHOGHESS.ACCOUNTING

t.1 upon receipt of 'Abstract of work Flegister' [Form FA 1 1] from the Divisions' Head of fice

shall Pass the following entry:

Dr.

Gn.

Cr.

Cr.

Cr.



12 falAttheyearend,proiectoverhearlsftowardssalariesetc.andadministrativecharges
etc.J shall be i.!""i"*"a to.'n"venue expenstr€ transferred pending Allocation"

IAccounr coa" r'r-ij-r'J-;;- d"biring ii-"nJ uv crediting "Transfer of Bevenue expenses

io GapitatWork-in:p'r;t""i" [A""o'nt coa"s 3911 & 5911]'

(b) lnterest expenses, if not directly. identifiable shall be- apportioned and transfered to

.Revenue 
"rp"nJ""'ir"n"t".r"-a 

p#i";;ii"""iion'[Account code 1191Jbv]passing

the following iournal entry:

15

Dr
.Flevenue expenses transfe*ed pending allocation' [Account Gode 1 1 91]'

Dr. "Transfer of Bevenue

Code 4911)'
expenditure to Capital work-in-prograss" [Account

:F t.3
such detaits shall be recorded in .Flegister of lnterest pending Allocation' (Form FA 14)'

lnrespectofabstractofworkregister,FormFAllmarked..loA.CapitalExpenditure''
litl tir"-Ji"g iourn"i"n"ttu" passed in addition

IN THE BOOKS OF PBOJECT UNIT

Dr. I0A-Capital Expenditure-Others [Account Code 9129)

Cr. Capital work-in-progress !l:i?1T-Codes 
1 1 1 1 to 1 189' as the case mav bel'

N T# BooKS oF BENEFITTTNG uNlr

Dr. Capital work-in-progress (Account,Codes 111'l to 1189' as the case may be)

Gr. loA-Gapit"r expJno]i""-Otrt"ts fAccount Code 9129)'

Head office upon receipt of Absract of lpD Begister [Form FA-zO) shall pass the following

iournal entries:

a) ln the books of concerned IPD Divisions

i) Dr' - lPD Expenses [AccountCode 1821)

cn - rraisie]r'o'i-nru"nre - 
ixpenoiture to Priliminarv Prolect Expenses [Account

code 3g 12) to trre extenl of expenditure incurred on IPD work for the month

ii) Dr' - lnter-office Account-lPD Expenses [Account code 9124]'

Cr..lPDExpense(AccountcodelE2lJtotheextentofcumulativelPDExpenses.
incurred on Proiects approved and execution taken up'

iii)Dr.-lnvestigationandPlanningExpenses[AccountcodeSl9SJ'
Gr. - IPD Expenses [Account "oo" 

t821)t'o the extent of cumulative IPD expenses

becoming infructous d*; abandoning of such works'

bl ln the books of concerned divisions taking up works

Dr. - Gontnol Account - capital Expenditure - others [Account code 9219)'

cr - lnter-office Account-lpo Expenses t1"":_rn!_:ode-91241 to the extent of cumu-

lating lpD expBnses in"r..JJon proiects approved and execution6 taken up [y

the division'

suchamountshallalsobeintimatedtotheDivision-takinguptheworkfornecessaryup'
datins of work iffi#iwrF n;giri".r-ii;., FA-1) undLr 'orher charges'cotumn,

$.
1;4

J
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2

2.1

2.2

5

3

CAPITALISATION

On receipt of 'Capital Wonk Cost Analysis' [Fonm FA 13) from the Divisions, the Head

office shall aggregate cost including pnoject overheads/interast allocated (gathened from

Flegister of intenest pending allocafion Form FA 14) and such amount shall be transf erned

to Fixed Assets Account by passing the following iournal entry:

Dr. Fixed Asset Aecount (Account Codes 1O1 1 to 1O89, as the case may be)

Cr. Capital wonk-in-progress [Account Codes 11'lr1 to 1 189, as the case may beJ

Cn. Revenue exps;rses tnansferned panding allocation fAccount Code 1191)'

.Begisten of intenest pending Allocation' shallbe manked suitabJy, fon such transfer'

The detairs of assets capitarised shail be necordac in 'FIXED ASSETS REGlsrEFl' (as per

Form FA 15).

H.o'shalluponreceiptofFormFA-T,passthefollowingjournalentry:

Dr. - Fixed Asset Aecount [Account codes 1011 to 1089) as the case may be'

cr. - control Account - capital Expenditune - others [Account code 92191 to the extent

of amounts sPecified in such form'

DEPRECIATION

Depreciation in accordance with the policy shall be computed and recorded assetwise in

the ,Asset Registe.i'[in*io., rn r s). rnL total of such depreciation [asset classification-

wise) snafl Ue aggregated ond the following entry shallbe passed:

Dr.Depreciationcharge[AccountcodesSl12toSlBgasthecasemaybe)
cr. Depreciation Beserve (Account codes 2212 to 2289 as the case may beJ'

LEASEHOLD ASSETS

ln respect of leasehold assets acquired with no or negligible lease premium, the fair market

value of premium notionattv credited to the account head "Reserve for leasehold assets"

ia"""r"ic;oe a I 16iJ;fi be adiusted against the depreciation changed on these assets

Accordingly, the following entry shall be passed every year end'

Dr.RaservefonLeaseholdAssetfAccountCode2116)
Cr.DepreciationCharge[AccountCodeSl12toSlEgaSthecasemaybeJ,

SALE OF ASSET

uoon sale of asset, the .Asset Beglster' (in Form FA 15) shall be appropriately updaued

ffi';h" f"llo*ing journalenries shall be passed:

iJ Dr Depreciation Beserve fAccount codes 2212 to 2289' as the case may be]'

Cr.FixedAsset[AccountCodeslolltolo8g,asthecasemaybe}.
to th3 exte:lL of accumulated depreciation on such asset'

ii) Dn. lntter-Office Account [Account Code 9143)

Dr.LossonSaleofFixedAssetsfAccountCodeSS4'l]

- to the extent of such loss

1-

4
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Cr. Profit on Sale of Fixed Assets [Account Code 72211.
Profit realised upto the extent of Accumulated depreciation provided.

Cr. CapitalBeserve [Account Code 2111) Pnofit exceeding accumulated depreciation

Cr. Fixed Asset (Account Codes 1O1 1 to 1OBg, as the case may be)

to the extent of written down value of such asset.

SCBAPPING OF ASSET

Upon scrapping of an asset. in accondance with the norms of the Authcrity, the units shall

send the parriculars in "PABTICULARS OF SCRAPPED ASSET" in F orm FA 16 to Head

office based on which the 'Asset Regisuer' fFonm FA 15) shall be apprcp,'ialely updated and

the following journal enEry shall be paseed:

i) Dr. Depneciation Beserve [Account Codes 2212 to 2289, as the case may beJ

Cr. FixedAssetsfAccountCodes 1011to 1O89, asthecase may beJ

to the extent of accumulated Depreciation on such asset'

ii) Dr. Assets written of f [Account Code 5411 to 5489 as the case may be]

Dn. Reserve for leasehold assets fAccount Code 2116).

cr. Fixed Assets [Account Codes 1O11 to 1089, as the case may be)

to the extent of written down value.

and the Flegister of Damaged Scrapped Asset Form FA 17 shall be updated accordingly.

TBANSFER OF ASSET

ln respect of ransfer of assets from one unit to another, the 'ASSET TRANSFER NOTE'
in Form FA 1B prapared by the tnansferor unit shall be duly aubhorised and two copies

forwarded Eo transferee uniE. The transferee unib upon transfeP of an asset from one

unit Eo another, fonward a copy of such note Form FA 1B to Head Of f ice based on which

the 'Asset Registen' [Fonm FA 15) shall be appropniately updated and the following iournal
entry shall be Passed:

i} IN THE BOOKS OF TRANSFEBOR UNIT

Or. lnter Office Account - Capital Expenditura & Fixed Assets [Account Codes g 121 to
9123, as the case may be)

cr. Fixed Assets [Account codes 1o11 to 1089, as the case may beJ.

iil lN THE BOOKS OF TRANSFEHEE UNIT

Dr. Fixed Assets [Account Coda 1O11 to 1089, as the case may be]'

Cr. lnrer-Office Account - Capital Expenditune & Fixed Assets (Account Codes 9'121 to
9123, as the case may be).

ACCOUNTING FOR MAINTENANCE CONTHACT CHABGES

Head Office shalt upon receipt of ABSTRACT OF MAINTENANCE CONTBACT CHARGES

til; FA-f st alongwith monthly account pass the following journal entry:

Dr. Maintenance expenses . Repairs and Maintenance : Water Supplylsewage (Account
Code 3211 to 3229 as apPlicable).

Cr. Sundry Creditors - Conmactors [Account Code 28 1 1].

tF

7

{
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GHAPTEE V

IITIFORMATIOIII SYSTEM

The forms summarised in the following Table shall form part of the information system

fnom the Divisions, to the Circle Office, Region Office and the Head Office'

S.No. Description of Form Form No. Periodicity

:l-

1 Details of Assets Purchased

2 Abstract cf Work Begister

3 CapitalWork Gost AnalYsis

FA7

FA 11

FA 13

FA 16

FA 19

FA 20

Monthly or as and when
purchased

Monthly

On completion of work
along with comPletion
certificate in Form FA 12

Monthly or on such scr-
apping or damage.

Monthly

Monthly

4

5

6

Particulars of Scrapped/Damaged
Assets

Abstract of Register of Maintenance
Contract charges

Abstract of IPD Register

.7

-n,
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16
17

18

19

1

2

3

4
5

6

7

I

I

10

11

12

13

14

15

19

CHAPTER UI

IIUTER]UAL GO]UTROL MEASURES

Budget sanction fon Capital Expenditure shall be approved by the Board.

Approved budgets shall be communicated to tha relevant divisions and variations from the
budgets shall be constantly monitored.

There shall be written authorisation for incurring Capital Expenditure fon items includeo
in the Budget.

Authority for incurring Gapital Expenditure shall be restricted to competent officers.

All capital work shall be constantly monitored to ensure that amount spent does not
exceed the authorised Budget.

Supplemental authorisations shall de required for expenditures exceeding original
authorisations.
Appointment of contractors etc. shall be done by authorised persons only, after verifying
about the competence, capacity and other factors of contractor.

Completion of work shall be physically verified by competent officials as regards to its
standards, completeness etc., who shall so certif y the same in Form FA 'l 1.

There shall be written authority for scrapping or selling of any fixed assets; such authority
shallbe restricted to few competent officials.

procedure for tnansfer of assets from one location to another shall be in accordance with
the established proqedure in force prescribed by the Authonity.

All transactions regarding sale of an asset, scrapping of an asset or transfen of an asset
from one location to another shall be intimated to Head Office, who shall update the Fixed

Asset Begister immediatelY.

Competent official shallperiodically ensure that all expenses whether revenue or capital is
properly allocated to respective works and approtioned in accordance with the Authority's
accounting PolicY.

Capital Work Cost Analysis (Form FA 13) shall be properly verified by a competent official
before sending to Head Office.

Fixed Asset Begister [Form FA 15J shall be properly updated and the individual balance

shall be tallied with balance in the General Ledger'

There shall be a recond, listing all title deeds. security (including the securities lodged by

biddens and contractors) of propenties'

Such Secunities. title deeds shall be kept in proper custody'

Fixed Assets shall be aJequately insured; value and type of insurance shall be pnoperly

decided'authorised by a competent official'

Fixed Assets shall be physically verified periodically

Report on such verification shall set out details of irregularities, conditions of fixed assets,
damaged obsolete assets etc.

Damaged/Obsolete assets, after propen approval, shall be remeved from Asset Registen

and financial records.

Fixed Asset shall be written off only on pnoper authorisation of Board of the Authority.

201

2',|
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Sl. No.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10,

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

FORMA & FOBMATS

Particulars

Work Register

Tender Forms Sales Register

Begister of Emd

Tender Begister

Register of Security Oeposits

Register of Security/Bank Guarantees

Details of Asset Purchased

Contractor Begister

Bill Module

Retention Money Begister

Absract of Work Order Register

Work Completion / Gommissioning Crtificate

Capital Work Cost Analysis

Register of lnterest Pending Allocation

Asset Begister

Particulars of Scrapped / Damaged Assets

Register of Damaged / Screpped Assets

Assats Tnansfen Note

Begister of Maintenance Contract eharges

IPO Hegister

Form No.

FA1

FA2

FA3

FA4

FA5

FA6

FA7

FA8

FAg

FA 10

FA 11

FA 12

FA 13

FA 14

FA 15

FA 16

FA 17

FA 18

FA 19

FA 20

'r.



fl,?,,7,,"{tr,

FOHM FA 1

[Befer Chapter lll tA] Para 3)

.l

KEBALA WATER. AUTHORITY

WOBK BEGISTEH [W IP BEGISTER]

Classification
Account Code

ESTIMATE

Scheme :

Work Work Order

Date of Commencement
ComPletion

Date
Gum

Total
Beinarks

Months
Cum

M O N THtN)MONTH
Total 2 To[N-1

Beference
[such as)
BillNo./

VH No.Etc,)
Particulars



:/,

FOBM FA 2
[Refer Chapter lll A Para 4l

Sub-Division

Sl. No.

,t ri

KEBALA WATEB AUTHOBITY

TENDEB FOBMS SALES HEGISTEB

11 ,q

Division

Location Code 

-

To whom sold BemarksAmount

P.Bs.

Receipt
No. & DateNo. of forms soldTender No,



I

E

l*

st.
No,

Name of work

FORM FA 3
[Refer Chapter lV tA) Para 3)

BEGISTEH OF EABNEST MONEY DEPOSIT

Name of Contract..............

Mode of receipt Nature of
amount received Amount

RsDateVn. No.

Now



t_l

FORM FA 4
(Refer Chapter lll (Al Para dl

Name of Work

,)

KEHALA WATER AUTHOBITY Division / Sub-Division

TENDER BEGISTEB Location Code

Total No. of
tendens received :

(
tt[',il

Signature of
Bidders/

Tenderer

Estimated amount
of the Contract : Bs.

Name of
Tenderen

Whether registered contnac-
tor or not and if registered,
the senial No. in the Flegister
of Contractors or SOR
Beference

Date :

Tender
Percentage

Amount of
Deposits

Becommendations
of the Executive

Engineer

Orders of the
authority compe-
tent [if higher
than EEJ to accept
tender



a=

FOBM FA 5
[Refer Chapter lV tA] Pana 4 &
Chapter lV tBl Para 1.3.2)

Name of Contractor :

Address :

Work Order
Fleference

BEGISTEH OF SECURITY DEPOSITS

Receipt of Security Deposit Payment of Security Deposit

Vr Bill No. & Amount Date Vr. No. Amount
BsDate Bs.

SI
No

Balancer
Bemarks

No.

B

E\
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FOBM FA 6
IRefer Chapter lV (A] Para 4)

KEBALA WATEB AUTHOHITY

BEGISTEB OF SECUBITIES / BANK GUARANTEES

Division / Sub-Division :

Location Code :

Release Particulans

Beleaseby
ofsl.

No.

Date of
Fleceipt

Nature

Security

Purpose
viz. Earnest

of
Security

Beference
to

Contract/
Work Order

Sanction
No. & Date

Acknowledge-
ment by

Contractor/
Supplier

lssued Security I o-orn, leerioo of
lnthe I I or

name of I t". 
lcurrencv Date
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FOBM FA B
(Hefer Chapter lV (B) Para 1.3.1)

id d;

Name

Address

KEBALA WATEB AUTHORITY

Sub Div.... Div............

CONTRACTOB BEGISTER

a
)z(f

uJtf

Balance

.Jao
CJ

@
EoIJ
@

t,ooo
L?

dgoEr
A@

+t
E
=o
E

a=
8ib
Lsob

E
JoFo6€
gil

or:
PhEtr

ia
;li

Date Sanc-
tion
Bef.
w.o.
No.

E''6
CL

o
C)co

iE,

co
-9
!,o
L
J
o
(Da

t,oo
c)

l,
(D

E
oF

EMAdvance Paid w.o.
Bef. No.

a
o
F

t

ol:
9b
oE
tto
<rL

t6l8t-l6l'Elo)lD
I@

l>

EOoo
3E
0)'t
U'C

oo
E' - (r,
t-ho)o g'i
5tg
PpE
=bP

c
.9{J>Chr
0,F+r=
&=

.a:.eLt,]f6
8B

CII E

VB
No.
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FBOM FA 7
[Refen Chapter lV (B) Para 1.1.2J

i 4'., ir' 11

Original : Head Office
Duplicate : File Copy

KEHALA WATER AUTHORITY

otv...........

DETAILS OF ASSET PUBCHASED

MONTH....

sl.
No.

Commissioning
Date

Amount
Account

Code
HemarksScheme

Bef
W.o
Bef.

PartyDate

Asset Classification
(Component-wise in case of

Plant & Machinery)



,,/ ttn *,,{

FORM FA g
(Refer Chapter lV B
Paragnaph 1.3.21

KEBALA WATEB AUTHOBITY

B]LL MODULE

Name of the Oontractor
Description of the work
Work Orden No.
Estimate No. & Date

Date of Commencement
Date of Completion
Agreement No. & Date
Estimate Amount Bs.

Bill No.
with reference
to the work
Date

e

PART I. ACCOUNT OF WORK EXECUTED

sr.
No.

As pen Estimate
per agreement

No. Unit Descri-
ption of
work
done on

Reference to
Measurement
Book

Ouantities of work
done or supplies
made

Value'at agPeement
rate of work done
or supplies made

Bemarks

Rate Number,
Gluantity
or
Weight

Bate Numben,
Gluantity supplies

made Upto
Date

Since
last
bill

on Book
No.

Page

No.

Upto
Date

Since
Weight last biI

Rs. P Bs. P Bs. P Bs, P

s1 I 2 3 4 5 6 7 I I

Upto date amount of work done as above
Less; Gross value of work done upto previous bill
Value of work covered by this bill
Deduction as per Part lll
Net amount payable

Signature

Designation

Date



,'{_

PABT II. CERTIFICATE

Certified that the detailed measurements were made by me on....... .............and
are recorded on page Nos.........................of measurement book No............ and that the
work done upto date has been executed satisfactorily in accordance with drawings and specifica-
tions including authorised additions and alterations thereof .

The value of work done uptodate is 8s............ .....which is in confirmity with the
terms of the contractops agreement No...............dated... .....and that the bill as claimed
above represents a comect account of contractors' claims and liability.

Signature.

Designation

Date:

Flemarks of lnspecting Officer [s]

(i) Nature of inspection

(ii) Results of inspection

Signature :

Designation

Date:

Signature :

Designation

Date ;

,t!

Checked the calculations and verified the rates against the contract schedule, quantities against
estimate pnovision and receipts and issues of materials against estimate.

a

Clerk. Divisional Accountant.



\ Particulars

1. Advance upto the Month

2, Advances Beceived

CV No. Oate

PART III

STATEMENT OF BECOVERIES

ANNEXUBE . A . ADVANCE PAYMENTS

Amount

Amount
Bs.

Rs.

Total

3. Amount Flecovered

4. Balance to be Adiusted

={.\.

SL
No

Particulars

Annexure D Hire Charges & Other Flecoveries

Gurrent Period

1

2

g

4

5

6

Hire charges

Flent

Electricity

Water charges

Penalties and fines

lnterest on loans and advances

7299

7?12

7218

7215

7211

7121

Signature

Designation

Date
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KEBALA WATEB AUTHOBITY

PABT III.STATEMENT HECOVEBIES

of IFoBM FA 9)

ANNEXUBE B - MATERIAL COST RECOVEBABLE

Eclccl
9r,rt,)
co

.L>o
dB

6

]J
EC.-(l,
AEoboo
I'L(oo,(f,<

Eco
F6
-E'tro
E+o-

Loo.oaz,o+).uc
O.o|'iD 9o!
c,tr

Since issues Balance on hand

wirh
Section/

Sub-
Division

13

SI,

No.

Description of
Matenials

U'
.e
tr
f

=b5
cL.o
.DE
@+,

Value as
pen rate
in Co]. 4
Bs. P.

Transfe-
rred/

Fleturned

EEed
IJ

-o+6
3Eu

cl

1 2 43 5 1211g

I

I

Signature
Designation
Date
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ANNEXUBE_C

SECUBED ADVANCES ON MATEHIALS BBOUGHT BY THE CONTBACTOR TO THE SITE

Hs. Fls. Fls.

Signature :

Date :

c
€e
.s.g
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o
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o
trt
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PART III

STATEMENT OF HECOVERIES

ANNEXUHE E. SECUHITY DEPOSIT RECOVEHABLE Amount

Work done upto this bill

Security deposit recoverable at..........'.....................%

Security Deposit alreadY
recovered through

Bill No.

Bill No.

Amount to be recovered through this bill

Signature:
Designation :

Date:

Annexure F - lncome Tax Becoverable Amount

Wonk done upto this bill

E

Already deducted through
Bill No

Bill No.

& Date.
& Date.

Account to be recovered through this bill

Signature :

Designation
Date:

Annexure G - Fletention Money Amount

Work done upto this bill

Betention Money recoverable 4t...............................9/"

Already deducted through
Bill No.

Bill No.

Amount to be recovered through this bill

Signature .

Designation:
Date:
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FOBM FA 10
(Refen Chapter lV B Para 1.3.21

rl
,9

i (t,

sl.
No.

Name & Addcess
of Contracton

Contrac-
tor re-
ference

Work
Order

Number Bill No.

Date

| 
"r*ot-* 

- -I VH No.

I Date

Amount
of work
Comple-
ted

Amount
retained
on depo-
sited

KEHALA WATEB AUTHORITY

RETENTION MONEY BEGISTEH

Details of Retention Details of Belease

Vr. No
Amount

Paid

o(,
c
@

o
tr)Date

Sanc-
tion
Bef:
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FOBM FA 1 1

[Befer Chapter lV [B) Para 1.5

Original : Head Office
Duplicate : Circle/Flegion
Triplicate : File Gopy

Scheme

Scheme Code

Name of Work

Work Order No.

KERALA WATEH AUTHORITY

ABSTHACT OF WORK REGISTEB

Month

Total for
the month

Cum Total
upto the
Monthlo""o,n,code l.?'Jt18i"",l,ru | 

Uru:iL3?' l'ault:'s'| 
Lebour l*U;Classification

Date :

EXECUTIVE ENGINEER



FOHM FA 12
Befer Chapter lll B Para 3
Chapter lV B Para 1.5

Original: DO [AS)
Ouplicate: Circle/Flegion

Triplicate: File Copy

s KERALA WATEB AUTHOBITY

Division......

WORK COMPLETION / COMMISSIONING CEBTIFICATE

No:..................

Name of Work

W. O. Fleference........

Commencement.........
Completion

Commissioning..........
Date of

'r
Estimated
cost Beasons

Material

Lobour

Contract Charges

Other Direct
Expense

TOTAL

CEBTIFICATE
Certified that work has been completed and commissioned in accordance with contract

and plans in a satisfactory manner.

-+-.t

EE/SE/CE

ISignatureJ

(as the case may be SITE INCHARGE

ISignatureJ

VarianceActual Gost



FORM FA 13
(Refer Chapter 1O-B Para 1.5)

Scheme/Work

Asset Classification

Flemarks :

Date :

Use seperate sheets where necessary

rl

KERALA WATER AUTHORITY

Division :

Location Code :

CAPITAL WORK COST ANALYSIS

Original Head Office
Duplicate Circle/Region
Triplicate File CoPY

Total

I

1 {,1' 9(l

Date of completion

Location....

sl.
No

Account
Code

Detailed Specifica-
tion of Materials/

Assets
8tv

Total
Cost

For Head Office Use

Share Debit lnterest

Executive Engineer
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FOBM FA 14

[Hefee Chapten lV tC) Para 1,2 (b) ]

KEFALA WATEB AUTHORITY

BEG]STER OF INTEHEST PENDING ALLOCATION Year

w. o.
Number

Year of

cement
Particulars

Value
of wonk
Comple.

ted

Civil
WorksTotal Buildings

I Plant
and

Machi-
nery

Mains
&

Net
Work

Boads Brid-
ges E

Culverts.

Bs Bs. Fls. Fls. Rs. Bs Fls,

(
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FORM FA 15
(Refer Chapter lV (C) Para 2 & 3)

Broad Classification : (Viz: Plant & Machinery
Component (Viz: Pump & Motors Etc.'J

KERALA WATEB AUTHOBITY

ASSET HEGISTEB *

Etc.l Asset Classification : [Elect. Equip: Water Supply Etc ]
Account Code............

SI,

No

Oate of
Commi-
ssioning

Location
1 o'li, of 9O'li, of

cost

Estima-
ted

useful
iife

Annual
charge of
depreci-

ation

Depreciation

Nit Nil
BemarksCost cost 1

ear

WORef
WIFEeI- Glty.'

JV
Bef

2

* Note : This shall be maintained asset classif ication-wise [i.e. account code wise) and component wise. wherever required.

'1



FOBM FA - 15

[Befer Chapter lV [C Para 6J

Oniginal
Duplicate
Triplicate

Head Office
Authorising Offioial
File

;\ KEBALA WATER AUTHORITY TRIVANDBUM

PARTICULARS OF SCBAPPED/OAMAGE/DSOLD ASSETS

Location

1. Asset Classification

2. Asset Gode

3. Particulars of Asset

4, W O.IWIP BEf :

5 Date of Commencement

6. Cost

7, Present condition/
Brief Particulars

8. Particulare of ReceiPt

Date Authorised Signatory

Location Code

Executive EngineerrL/

1. Asset Flegister

2. Cost

3. Accum, Dep.

4. WDV

5, TR. JV. No.:

TO BE FILLED BY HEAD OFFICE

Folio

Date

JV No. Oate:
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FORM FA 17

[Refer Chapter lV Para 6l

KERALA WATER AUTHOBITY

TRIVANDBUM

HEGISTEB OF DAMAGED/SCBAPPED ASSETS

c
o,
a

sl.
No.

Value
Dis-

posed

Profit/ 
|

Loss I

Bnief Reasons
for Damage/Sc-
nap Also Appro-

val No.

Mode
of

Dispo-
sal

WDV
I lo""rr.

I "o"' I 
o"oGommi- Damage

Scrapssioning

Date ofDate of
I

Details of Asset I r"""dffiilai-'- | 
Loca-

scrap-ped I tion
I

I w.o. Ret
I AssetI r"s.
I net.

I



FORM FA 18

[Flefer Chapten lV ParaT)
Original

Duplicate
Triplicate

Guadruplicate

Transferee
Head Office
Transferor
Competent Officer

-*\

KEBALA WATER AUTHOHITY

TRIVANDBUM

ASSET TBANSFEB NOTE

Y

1. Particulars of Asset

2. AssetClassification

3. Account Code

4. W.O./WIP Hef

5. Transfer From

6. Transfen To

7. Brief Beasons for Request

Date: Signature of
Transferor Unit

The above transfer is authorised

Signature, Seal of
Authorising Official

TO BE FILED BY TRANSFEREE

1. W.O./WIP Ref
2. Date of Commissioning
3. Cost fln Bs.) in Form FA 12
4 Mode of Transfer

}}:'

TO BE FILLED BY HEAD OFFICE

1. Cost in Fls.
2. Accum. Dep. Fls.

3. WDW Rs.

JV No. Dt.
Transfer JV No. Dt.
lnitial



FOBM FA 19
(Befer Chapter lll - B Para 5J

Division

Particulars

{"f ((,

KERALA WATEB AUTHOBITY

BEGISTEB OF MAINTENANCE CONTBACT CHABGES

Account Code

i, r){\

Month

Location Code.

Location Code.

SI

No.
Bill Bef Remarks

3211 t
3221

s212t I eZtAt
3222 | Saag

3214t
3224 3216 3217 t

3226
3219t
3229

3215t
3e25
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FORM FA 20
fRefer Chapter 10 - B Pana 1.61

rj

KERALA WATER AUTHORITY

IPD HEGISTER

()q 6

Month:

Locaticn Code.........

Location Code.........

sl.
No.

Name of Work
Cumulative
Expenditure i

at the month
begining

Cumulative
Expenditure
Abandoned

Works

Cumulative
Expenditure
Approved

Works

Remarks
Expenditure I cumulative I continuing I

for the I Expenditure I works imonth I upto the I Cumulative l

I month end 
I 

ExRenditure 
1

1 2 tHs.J
4

IBs.) IRs.) tBs.)
7

IBs.) I
3 5 6 I

Note : Cumulative expenditure under column No. (61 only need to be camied forwand to the next month.
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Authority

Board

H.O.

D.A,

Cashier

Kerala Waten Authority

Board of Kerala Water AuthoritY

Office of the Finance Manager and Chief
Accounts Officer

Divisional Accountant

Authorised Person handling cash
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CHAPTER I

OBJECTIVE

The obiecuive of the manual is to establish consistent and effective policies and procedures
in onder to ensure unifonm practices throughout the Authority. The policies and procedunes
specified in the manual shall be followed unless specific exemption is otherwise gpanted by
the Authonity.

SCOPE

This manual covers operating systems and procedures and accounting thereof related to
Cash'Bank receipts and paymanbs including abstracting of m:nuhly neceipts and payments

1

2

E

E

3 DEVIATION

1

Deviation shall not normally be permitted u,rless backed by a iustifiable request for deviation
clearly outlining the following :

Nature of Deviation
I Beason for Deviation
* Time span for which deviation is required
I The procedures that would be followed if deviation is approved.

Such request shall be submiuued thnough propep channels to the Haad Of fice which shall
then evaluate the necessity thereof and accordingly either approve or reject the same.

USAGE & CUSTODY

This manual shallbe issued to and used only by thcse peisons the Authonity may deem fit
and accordingly authorise. Any such person so authorised shall pneserve the copy under
hisiher confidential custody. Upcn transfer/relocation/retrenchment etc, such penson

shall be obliged to return the copy to the Authority.

CHAPTER II

OPEBATIIUG SYSTEMS A]IID PROCEDURES

TAt GEIUEBAL

ISSUE OF BECEIPT BOOKS

Receipt books [Form CB 1 & CB 2) shall be issued only to the authorised Division/Sub-
divisions/Sections, which tn tunn shall issue such books only to the authorised cashigriBill
collector. Details of issue of such books shall be recorded in Beceipt Book, Stock Begister
in form CB 34 Bill collector shall be issued receipt book relating to revenue collections
only (i.eJ CB 1 only.

4



2

2 CUSTODY OF CHEOUE BOOKS

Cheque books shall be issued only to the Authonised Officer of the Head Office/Division/
Sub-division, who shall be responsible for the custody of cheques.

CASH DEAL]NG PERSON

Only authorised persons shall be allowed to deal with cash on behalf of the Authority; such
authorised person shall include resenve persons who shall act as Cashier/Bill Collector in
the absence of Cashier/Bill Collecton.

BESTRICTION OF ACCESS TO CASH BOOK

Only authorised persons shall have access to the cash book; staff dealing with the cash or
writing cash book shall not have access to any other registers ledgers,

VOUCHEHS TO SUPPOHT PAYMENTS

Cashier shall not make any payment without a voucher in Form CB 3, which are duly
passed by an appropriate Officer in aecondance with the powers delegated by the Authority.

RECEIPTS

A receipt [form CB 1 or CB 2) shall be issued by the CashierlBill Collector for all cash/
cheque/Demand Drafti Money Orden receipts.

CANCELLED/SPOILED BECEIPTSTCHEOUES

All cancelled/spoiled receipts on cheques shall not be destnoyed but shall be clipped with
copy of receipt or counter foil of cheques as the case may be.

CASH BOOK

Cash Book in form CB I shall be maintained au all Account Rendering Units (ARUs) and
Sub-divisions.

ED

FORWABDING OF CHEOUES/DO HECEIVED BY MAIL

Details of all cheques/DD's contained in mail shall be recorded in Mail lnward Register; the
cheques/DD's shallbe crossed, if not already crossed. The details of chequesi DDs shall
be recorded in CHEGUE BEGISTEB in form CB 4 and shall be forwarded to the Cashier
through Superintendent for receipt prepanation and thereafter for banking puPposes.

BEVENUE RECEIPT PBEPABATION

Bill collector shall prepare raceipt in Fonm CB 1 in respecE of receipt of water/sewer

"h".g"" 
etc. along with duplicate copy of bills/certificate of Billing and/or Billing adjustrnent

voucher.

RECEIPT PBEPARATION

Cashier shall prepare receipt in Form CB 2 in respect of all other receipts. Such receipt
shall contain complete details of receipts, with all nelevant details to facilitate accounting.

Qashier shall clarify all doubts before issuing receipts.

3

4

5.F
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3

4 SUPPOBTING PAPERS WITH BECEIPT

Cashien/Bill Collector shall accept cash only with requisite supponting documents, whereven.
required, [For e.g. receipt of waten/sewer charges. shall be collected only "along with dupli-
cate copy of bill certificate of billing and/or billing adiustment vouchenJ,

OETAILING OF RECEIPT

ln case of revenue collection. Cashien/Bill Collector shall record the details of revenue

collections in Revenue Collection Scroll (Form CB 5). Nature of receipt and the details of
adiustment [such as TDSJ in case of all other receipts shall be written with reference to
the supporting documents in the receipts and payments scroll [Form CB 6). Where there
are no supporiing documents for receipts fsuch as for sale of application forms), Cashier

shall record appropriate details in the cash receipt and in the Beceipts and Payments scroll.

5.

9?,

v

TCI PAYMEIITS

1 ATTESTING THE SIGNATUHE OF CLAIMANT

The bill submitted by the claimant shall contain signature and official seal wherever'

refuired: such signaiure shall be attested by an official auEhorised by the Authority.

Such bills shall be forwarded to the Superintendent/Divisional Accountant [D. A ) of the

accounts section.

PREPARATION OF VOUCHEHS

The Superintendent/D. A. shall on receipt of such bills. prepare a voucher in form CB 3

containing details of Gnoss amount adiustments and hence net amount of payment with
relevant account codes. such bills shall be entered in 'Bil! passing and payment register'

[Form CB-35) and sent to the appnopriate authority alongwith necessary supporting

documents for aPProval.

PASSING OF-VOUCHEHS

Such vouchers along with bill shall then be sent depending upon value of voucher through
proper channets to the relevant competent person so empowered by the Board to pass

such vouchers for necessary verification and approval.

CHEOUEi DD PAYMENTS

Where the payment to be made exceeds Fls. 2,5OO/- or where the claimant desines for
cheque payment or where the payment has to be made by a Demand Draft such passed

vouchers along with bills shall be forwarded to the SuperintendentiD. A. concerned. Other
vouchers atong with bills shall be forwarded to the cashier for making payment.

CHEOUE PREPARATION

The Superintendent/D.A. on receipt of passed vouchers for an amounE exceeding Rs

2,5OO/- where the claimant has desired cheque payment, shall prepare a cheque duly

crossed and shall record the details of cheque issued in the CHEOUE ISSUE HEGISTEB

which shall be in Form CB L

2

3

4

5
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6 CHEOUE SIGNING

Such cheques along with passed vouchers and the cheque issue register shall be forwarded
to the authorised signatory, empowerad by the Board of the Authority to sign such
cheques.

The authorised signatory, after verifying that the bill is duly passed and that the cheque is
prepared fon an amount not exceeding the amount passed shall sign the chegues and also
the cheque issue negister fform CB 9] as a record of having signed the cheques. The
authorised signatory shall after cnossing all cheques, if not already crossed, forward the
passed vouchen with bills, the signed cheques along with cheque issue register (Form CB 9l
to the cashier for making payment. The cashier shall acknowledge the receipE of signed
cheques, by signing in the cheque issue register.

€,

->

7 PROCEOUBE FOB OBTAINING D,O.

10

The Superintendent on receipE of passed vouchers, in respect of payments to be made by

a Demand Draft, shall prepare a cheque favouring 'Bank' duly crossed and necord the details
in cheque issue register. Such cheques shall be forwarded to the authorised signatory for
the purpose who shall thereafter. forward to the cashier as stated in paragraph 6 above.

Where Demand Drafts cdnnot be so obtained fon any reason ffor e.g. amount wiuh tneasury.
which does not issue Demand Draft), the passed vouchers shall be fot'warded to the
cashier by the passing authopity. ln either case, cashier shall arrange to obtain Demand

Draft thcough the person-in-change of banking by handing oven to him cheque'necessary
cash for obtaining Demand Draft. The cashier shall get the acknowledgement of cheque/

cash handed over to such aforesaid person in the Banking Flegister [in form CB 1O). The
person handing over the demand dnaft shall ensupe that same is acknowledged by the
Cashier in the Banking Begister [Form CB 1O].

DISBURSEMENT TO CLAIMANT ONLY

payments shall be made only to the Claimanu on to his representative with a proper

auihorisation. which shall be verified by the competent official authonised by the Board.

FIECEIPT FROM PAYEE

Cashier shall make the payment aften

obtaining receipt from the party or where party does not have his own receipt, a

receipt shall be obtained in the voucher and

verifying the signature in the receipt with signature in the bill on authorisation
which has been venified by the competent official.

Cashier shall insist for a revenue stamp on all receipts exceeding Rs. 2O; where such

stamp is noE af fixed, revenue stamp shall be affixed by the cashier and the cost of revenue

stamp shall be recovered from the party.

PAYMENTS BY MAIL

Where the cheques/D.Ds are to be senE by posu. they shall be, aften accounting in the
Cash Book, forwarded to the Supenintendent D.A., who shail arrange to mail them along

with a covering letter in Form CB 1 1, SuperintendenttD.A. shall mail any such letten
through mailing clerk, if any, or through head of the divisionlsub-division section who shall

verif y

I

I
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I whether all cheques/D Ds are properly crossed+ whether mail is addnessed to right person.

Detaits shall be recorded in Outwand Mail Begister and then shall be despatched.

11 HECEIPT FOB PAYMENT BY MAIL

Superintedent/D.A. shall constantly moniton whether receipts [whether proper receipt of
the payee or perforated receipt in the covering letter) are received promptly in respect of
allpayments by post He shall constantly send reminders to the parties, who do not send
receipts and shall endavour to obtain such receipts. Such receipts, wherever obtained
shall be clipped along wiuh relevent voucher.

12 DEFACING

Cashier shall deface all the supporting documents with voucher by marking it with rubber
stamp as'PAID ON .......... by Cash/Cheque No. ..... of .....................'
or by crossing all the supporting documents.

13 NUMBERING VOUCHEB

Cashier shall numben the vouchen serially, in respect of all payments made and shall
record such details in receipts and payment scroll [Fonm CB 6).

14 ACCOUNTING

D.A./Superintendent shall cause to record the details of all the payments made with relevant
account code and the vouchen numben in the cash book properly.

15 VERIFICATION

The SuperintendentiD.A shall at the end of the day verify all vouchers with the entny in the
Fleceipts and Payments Scroll. He shall in addition verify that all the appnopriate registers
wherever required are updated more particulaPlFin case of capitalpayment/repayments.

tDt TEMPOBARY ADUAIUGEIIMPBEST

TEMPOBABY ADVANCE/IMPREST CLAIM

Eligible officials shall lodge a claim for Temporary Advance/lmpnest in TEMPORARY

ADVANCE IMPREST CLAIM SETTLEMENT in form CB 12 with the Superintendent/D.A.
This shall in addition be accompanied with suppot'ting bills for expenditure incurred in case
of recoupment of imprest or settlement of Temporary Advance/lmprest.

PASSTNG OF TEMPORAHY ADVANCEiIMPREST

D.A./Superintendent shall, after verifying the geniuneness of claim prima-facie, arithmetical
accuracy, nature of expenditure stated in Temporary Advance/lmprest Claim settlement
[Form CB 12] and forward such form CB 121 along with supporting bills, in case of
sebtlemsnt/re-ccupment, to the passing officer, who is authorised by the Board to
approve the voucher, The lmprest Claim/Settlement Form No, CB 1e and the supporting

ff
1

2
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6

bills whenever attached shall be appnoved for payment by the Passing Officer by signing

on the form and shall be forwarded thaneafter to the cashier for payment.

tEt BAIUK|nIG

AUTHOHITY

All Banking transactions shall be operated by the officials authorised by the Boand for the
puppose. Such officials shall be responsible for all banking and related [for eg. custody of
cheque books etc.J transactions.

CHEGUE RECEIPTS/ISSUES

Allreceipts of cheque whethen by post or in person or from sections/collection centers

shall be entered in the 'Cheque Register'(form CB 4l and shall be fonwarded to the cashier,

whene relevant for preparation of receipt and subsequenu banking purposes. Similarly,

details of all cheques issued shall be recorded in cheque issue register [Form CB 9]. Cashier

"n"rr 
record the details of all such cheques received/payments made in receipts and

p"yr"nt" scroll. [Form CB 6] to facilitate subsequent accounting in cash book.

PHEPABING PAY-IN-SLIPS

ldeally Bank pay-in-slips shall be pnepared by a person otheP than cashier and the person

doing'banking. This shall be verified by the D.A'/Superintendent.

TBANSACTING

ldeally person other than cashier and the person responsible for preparation of bank pay-

;;-"li;r shall do banking. He shall be given the amount of cash to be banked and all the

"n"qr"" 
with pay in slips that requires to be banked. Necessary cashrcheque for obtaining

of demana Draft,with1rawal of cash shall be given to him. Details of cash/cheque so

;il;J over ro him for banking shall be gor acknowledged in Banking Begister in Form cB 1o.

6i"i J"r"on shall after pansacting, handover all the acknowledged Pay'in-slips to the

6rpl.i"tl"dent who shall acknowledge the fact in the Banking Register. ln case of cash

*iihar"*"1/DD's male, the p3nsrn dcing banking shall handover the cash/DD to the

"""ni"., 
who shall acknowledge the reeeipt in the Banking Flegister [Form CB 1O]

RESTBICTION ON DEPOSIT INTO DBAWING ACCOUNT

Division/sub-division shall deposit in the drawing account only such receipts which are

authorised by the Board Lo be so deposited: other receipts be banked only in non-operative

account.

CONTBOL REGISTER-NON OPEHATIVE ACCOUNT

Division,sub-division shallmaintain a'CoNTBOL HEGISTEB'-NON OPEHATING ACCOUNT',in

form Cts 14 wherein the details of deposits into non-operative account shall be recorded'

Also, the details of transfers effected to the Head office shall be reoorded, based on

advices recevied from bank.

1
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7

7 CHEOUE DISHONOUR/HETUHN

Sub-divisions shall arrange to send back the returned/dishonounedcheques to thesection/s
Collection centers where relevant where from it was initially received, along with a CHEOUE
BETUHN NOTE in form CB 15. Division/Sub-divisions shall update the cash book rn respecr
of all cheques retunned/dishonoured by accounting them in payment side of the cash book
under the relevant account heads.

TFI FUIUD TRAIUSFER

1 FUND BEOUISITION

The Sub-division shall initiate a nequisition for all its fund requirements which shatt aften
careful scrutiny be consolidated into one by the Divisions and shall be sent to Head Office
(in such form as may be prescribed by the AuthorityJ for necessary action.

2 EFFECTING THANSFEH

Head Office (Finance Wing) shall verify for the eligibility of fund and FM & CAO may
authorise the transfer of fund if etigible depending upon the availability of funds. The banks
shall be advised to transfer the funds to the units in 'Fund Transfer Advice' form CB 2g
and a copy of the same shall be forwanded to the requesting unit for necessary followup,
The'Fund Transfer Register' in form CB 3O shall be updated immediatety. Also, 'Budget
Control Flegister' in form CB 31 shall be updated.

3 NON.OPERATIVE ACCOUNT

Chellans prescnibed by the Authority shall be used by the Units in nespect of deposit of
funds into non-openative account. A copy of such challan for each transfer along with the
schedule of transfens effected during the month, shall be sent by the units to the Heacl
Office along with monthly Accounts.

Head Office shall on receipt of such Schedule, record the details of tnansfers effected in
Non-operative Tnansfen Begister in form CB 32. Details of funds tnansferred [i.e. utilised)
shall also be recorded in that register and hence the balance shall be ascertained.

4 INTEH UNIT PAYMENT

ln nespect of fund transfemed between the units towards transfer of material, Capital
Assets, Liability, income and expenditure or otherwise, the transferor unit shall prepare 6
payment slip in form CB 33 in triplicate and send two copies to the transferee unit on
effecting such transfer; and onB copy to Head Office (Finance Wing) along with monthly
accounts. The transferee Unit shall upon receipt of funds, aoknowledge one copy of tha
said Payment slip (Form cB 33) and return the same to tho transferor unit.

q
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GHAPTER.III

ACGOUIIITIIIG PBOCEOUBES

TAt GETERAT

BEVENUE COLLEET]ON SCROLL

Cashier/Bill Collector shall record the details of nevenue collections in the FEVENUE

COLLECTION SCBOLL in form CB 5.

BECEIPTS AND PAYMENTS SCBOLL

Cashier shall necord the details of othen coltections/payments in the BECETPTS AND

PAYMENTS SCROLL in the form CB 6. All payments/peceipts shallbe recorded in the scroll
in the sequence of receipts and payments; and the vouchers shall be numbened accordingly.

3 GASH VEBIFICATION

SuperintendentiDivisional Accountant shall verify the cash on hand with reference to the
. Gnand total of revenue collection scroll(Form CB 51,

* Balance in the receipts and payment scroll [Form CB 6].

He shall cross verify the individual entries in the scroll with copies of receipts and paid

vouchers.

SLJRPLUS/DEFICIT OF CASH

Where cash is found to be in excess or deficit, then the scroll shall be venified with
individual copy of receipt and payment voucher. The Surplus Deficit still unresolved shall

be recorded in a SUBPLUS DEFICIT HEGISTEB which shall be in form CB 17. such Surplus

or Deficit of cash shall be adjusted in accordance with the nules of the Authonity.

DETAILS IN CASH BOOK

Cash Book in form CB g shall contain upto date receipts and payments detailing the nature

of transactions. account codes of the transactions. amount under cash/relevant bank

column and the vou:her number/receipt number, whene nelevant.

6 OBDEB OF ENTB]ES

Entry in the cash book shall be recorded serially, receipt number-wise/voucher number-

wise, where relevant

ADJUSTMENTS

All adiustments of receipts and payment fsuch as adiusting advances made before making

f inal payment etc J shall be made by reconding the details of adjustments in the paymBnts

and reclipt side oi cash book respectively, coprespondingly the other side shall contain the

gross amount of receiptlFayment.

1
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For eg. adiustment of advance payment to contnactor [say Rs. 1OO) from the final bill

[say Rs. 22O before making adjustmentJ shall be recorded in the Cash Book as follows:

r Amount of gross bill i.e., final bill amount without making any adiustment [Fls. 22O
here) shall be recorded in the payment side of cash book (Though actual payment
would be Fls 12O only i.e, Rs.22O-Bs. 1OO).

. Amount adjusted as advance payment (of Hs. 100 here) shall be recorded in the
receipt side of Cash book.

CAPITAL RECEIPTS/ PAYMENTS

Divisional Accountantisuperintendent shall cause to record the details of receiptsi
payments of capitat nature [i.e., transactions bearing account codes upto 2999J in addition'

in appropriate registers, prescribed for the purpose. An illustrative list of registers not

covered in other manuals is given below :

i) OTHER DEPOSIT BEGISTER in form CB 18.
iil BEGISTER OF DEPOSITS MADE in form CB 19.
iii] REGISTER OF LOANS AND ADVANCES in form CB 20.
ivJ SALES TAX BEGISTER in form CB 21'
v) BEGISTER OF ITDS in form CB e2.
vi) OTHEB CLAIMS BEGISTEB in form GB 23.
vii) INVESTMENT BEGISTEB in form CB 24 at Head Office'

I

.!r-
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1

(Bt HEGEIPTS

BEVENUE COLLECT]ONS

The Sub-division shall recond in the receipt side of Cash Book, all revenue. collection [based

on collection Summary-Form CB 7) unO.Jin" n""J'Contnol Account-Collection" [Account

code 921 1J.

tn respect of revenue colleetions effected through collection accounts with Banks' the

same shalt be accounted based on the 
"".off 

ii.*ii"a by the respective 91nk' in the receipb

side of 'COLLECTTON BANK BOOK' fF;; 
'CB-gA under the head 'Conrol AccounE-

Collections Account'code 921 1J'

OTHER COLLECTIONS

All other receipts shall be accounted in the receipt side of .Cash 
Book' serially number-wise'

in cash column in case of cash collection and relevant bank column in case of relevanE

"n"qr"loo 
collections and shall contain appropniate account codes'

UPDATING HEGISTEBS

Divisional Accountant/Superintendent shall ensure that allregisters wherever relevant are

.,pJ"t"O for all receipts, mone parEicularly in case of capital receipts'

POST RECONCILIATION ENTBY

Any interest [other than interest on specific depositsJ eredited by Bank' shellbe accounted

in the receipt side oi cash book under the drawing bank eccount column'

2

3

'r 4
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TGI PAYMEilTS

1 PHIMARY BECORDING OF PAYMENT

Cashier shall on receipt of passed payment vouchers pay the cash to the claimant or his
auuhorised reppesentative. Details of such payments shall be recorded in RECEIPTS &
PAYMENT SCROLL in Form CB 6.

in the cash column in case of cash payments
in the cheque column in case of chequelD.D. payments.

He shallserially number the voucher in the sequence of payments.

2 ACCOUNT]NG IN CASH BOOK

All payments shall be entered in the cash book serially, voucher number-wise

in the cash colum in case of cash payments
in the drawing bank account column in case of cheque/DD paymenrs.

All transanction shall bean account codes as stated in the voucher-

3 UPDATING REGISTEBS

Divisional Accountant/Superintendent shall ensure that all pegisters wherever relevant are
updated, more particularly in case of payments of capital in nature.

POST RECONCILIATION ENTRIES

Details of cheques dishonoured/bank charges Commission after ascertaining the same,
shallbe accounted in the payment side of cash book under relevant bank column unden the
appropriate account head.

5 ENTBIES IN THE HEG]STER OF MAINTENANCE CHABGES IFOBM-BA 35)

All maintenance related expenses, as and when incurred, shall be entered in respective
folio for the schemes under the concerned Account Heads (three digit codes).

TDI IMFREST

1 PAYMENT TO CLAIMANT

Cashier shall make the payment to the claimant on receipt of passed payment vouchers
alongwith TEMPOBABY ADVANCE/IMPBEST CLAIM/SETTLEMENT in form CB 12.

REGOUPMENT OF IMPBEST

Becoupmenu of impresb shall be accounted in the payment side of cash book, detailing rhe
the expenditure specified in the imprest claim, account code-wise.

OTHEH IMPREST PAYMENT

Any other payment of imprest (whether temporary ot permsnentJ shall be accounted in the
payment side of cash book unden the head "'lmprest account balances" [account code
15321 or appropriate Temporary Advanee csde.

4
-4
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3
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ADJUSTMENT/SETTLEMENT OF TEMPORABY ADVANCE/IMPBEST

Any adjustment/settlement of imprest shall be accounted in the cash book.
* By showing in the payment side of cash book. the amount of expenditure specified

in the Temponary Advance/lmprest claim/settlement fform cB 1a).

t By showing the amount of Temporary Advance/lmprest adiusted/settled in the
receipt side of cash book unden the accoutt head "lmprest account balances',
(account code 1532! or appropriate Temporary Advance code.

IMPHEST HEGISTEB

Divisional Accountantysuperintendent shall cause to recond the details of such imprest
payment and its subsequent adjustment/settlement in the IMPBEST REGISTEH in form
CB 13. Any recoupment shall be recorded appropriatety against the originat imprest
details and the recoupment shall be entered in the imprest register along wiih balance of
impnest.

TEMPORAHY ADVANCE REGISTER

Details of Temporary Advances made and settled shall be recorded in 'Begister of Loans
and Advances' in form CB 2O.

(EI BAilKITUG

5

-q

-1t

6

1 RECEIPT OF CHEGUE/DD

Accounting section shall cause to ensure that all receipts of cheques/DD recorded in
cheque register [Form CB 4) are properly recorded in the receipt side of Cash Book under
relevant bank column-in the non-operative account column in case of all non-operative
receipts: and in the drawing account column in cese of others. All neceipts termed by the
Board of the Authority as non-operative receipts shall only be deposited in non-operative
bank account.

2 PAYMENT BY CHEOUEIDD

3

Similarly, all payments by cheque. recorded in cheque issue register [Form CB 9) shall be
recorded in the payment side of cash book under drawing account column.

NON-OPEHATIVE ACCOUNT

Transfer from non-operative account to Head Office shall be recorded in the payment side
of cash book in non-operative bank column under the head "lOA-Bank non-openative
account" (Account code 9134). Similarly. Head Of fice shall account such receipts, under
the same head in the receipt side of cash book.

4 CASH bBAWAL/DEPOSIT

Any withdnawal of cash shall be shown in the payment side of cash book tn the drawing
account column and in the receipt side of cash book in the cash column. Similanly, deposit
of fund into bank shall be shown in tha payment side of cash book in the cash oolumn and in
the receipt side of cash book in the relevanb bank column.

lE-
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5 CHEOUES DISHONOURED/HETUBNED

Cheques retunned/dishonoured shall be accounted in the payment side of cash book in the
relevant bank column under the account head in which it had initially booked,

6 BANK BECONCILIATION

Bank Reconciliations shall be done on a monthly basis. Such reconciliations shall be based
on bank statement [s)/pass book. Such neconciliation shall compnise of tracing of entries
in the cash book vis-a-vis bank statement/pass book in respect of

fa) cheques issued for which bank has not debited.

tb) cheques deposited. for which bank has not given credit.

(c) amount credited by bank but not recorded in cash book.

td) amount debited by bank [such as for dishonour of cheques) but not recorded in cash
book.

(e) amount credited by bank as interest but not recorded in cash book and

(fl amount debited by bank as interest/bank charges/commission etc. details of which are
not recorded in the cash book.

Such reconciliation shall be prepared in fonm CB 25, by a penson other than cashieriperson
doing banking.

7 POST RECONCILIATION ENTBIES

Cash book shallbe rectified properly in respect of transaction in para 6 [c), [d), [e) and (f)
as follows:

* Details of amount credited by bank be ascertained and accounted in the receipt side

of the cash book.
r Details of cheques dishonoured but not recorded in the Cash Book shall be rectified

by showing in the payments side of cash book.

* Details of interest credited shall be recorded in the neceipt side of cash book.

. Deteils of interest d bited,'charges cornmission debited shall be recorded in the
payment side of cash book.

Such reconciliation in form CB 25 and post-reconciliation entnies shall be venified by D.A./

Superintendent.

IFI FUIUDS TRAilSFER

1 INTER OFFICE ACCOUNT

lnrer Office Accounb (lOA) shall be operated for all reeeipte and Bayments beEween

Divisionsi Sub-divisions and Head Of fice, An IOA Register in Form CB- 16 shall be msin'
tained for all such transactions.

.-a

ga
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2 DBAWING ACCOUN]

Any transfer of fund from Head Office to Division/Sub-division and from Division to Sub-
division in the drawing account shall be accounted in the Cash Book fBeceipt side in case
of Division/Sub-divisions and payment side in case of Head Office) under the the head IOA

Cash/Bank drawing account/treasury account [Account codes 91311913219133 as the
case may be).

'Fund Transfer Registen' (fonm CB 30) and 'Budget Control Begister' fform CB 31]
shall in addition be updated by the Head Office [Finance Wing) on tnansfenring funds to
units.

NON.OPEBATIVE ACCOUNT

Transfen of fund from Sub-division/Divisions to Head Office through Non-operative Bank

account shall be accounted rn the cash book [payment side in the Divisions/Sub-divisions

book and receipt side in the Head Office books) under the head IOA - Banks Non operative

[Account Code 9134J.

ln addition, units shall update 'Control Register-Non-operative Account' fForm CB 14) and

Head Office [Finance Wing) shall update Non-operative Transfer Hegister [form CB 32]
based on schedule of transfer along with a copy of challan received from the units in

respect of transfers into non-operative account.

Details of funds tranferred from collectlon accounts with Banks to the non-operative

account shall be recorded in the payment side of collections bank book fform CB-8A) and

correspondingly in the receipt side of the cash book [Form CB-8) unden non-operative

column.

OTHEB ACCOUNTS

Any receiptipayments relating to material transfer/Fixed asset transferiliability transfer/

transfer of expenditure or income incumed between the Divisions/Sub-divisions shall be

accounted in the cash book fin the receipt side where received and in the payment side

where paid) under the appropriste inter off ice account [account codes 91 1 1 to 91 1 3'

9121 to 91 23, I 141 to 9143 as the case may be)'

The ARUs shall submit the details of cash and other transactions with other offices

[including sub-divisions in case of divisions) on a month]y basis to Head Office alongwith

monrhly accounrs in Form CB-3B. The Head Office shall peniodically reconcile the details

receivei from ABUs and take necessary action on issues arising therefrom.

4

5
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GHAPTEE - IU

MOilTHLY ABSTRAGT

1 MONTHLY ABSTRACT OF CASH BOOK

The sub-division shallsend on a monthly basis on abstract of cash book in form CB-27 and

Abstract of coltection bank book in Form CB-27A [containing account code-wise summary
of cash tpansactionJ to the Division, which in turn shall consolidate such abstract along

with its own abstract into one and shall send the same to the Head Office.

2 PROCEDUHE FOR PBEPARATION

Such "monthly abstract of cash book:' and ,'abstpact of collection bank book shall be pne-

pared as follows:

r Separate abstract sheet [in form CB 28) shall be used for each account code

operated in the cashbook, separately for receipts and payment.

* Write the refenence of vouchen number/receipt number and the amount in the
relevant column of the abstract sent bearing the same account code.

* Complete the process for all the entries in the cash book for the month,

' Total up each abstnact sheet.
* Write up the total in each abstrsct sheet. against the relevant account code of

the monthly abstract of cash book in the appnopniate column.
* Write the details of opening balance, cash deposited into, withdrawal from bank

and the closing balance.

' Total uP the abstract.
* ln case, total of receipts side and the payment side does not tally, any error in the

above process shall be ascertained and rectified'

B lf the ABUs commit any mistakes/errors in the monthly accounts and the same is noticed

after submission of monthly accounts to Head Office, they shall report such mistakes/

errors togethen with necessary particulars as specified in Form CB-37 to the Head Office'

who shall take necessary rectification action by passing iounnal entries. as may be

!lecessary.

f,T

"t



r

iJ Number of persons handling cash/cheques/DDs shall be restnicted.
iil The responsibilities shall be clearly defined,

iii) Duties shall be divided between recording and custody.
ivJ There shall be periodic cash verification with neference to cash book by the

Superintendent/DA.
v) There shall be periodic surprise cash count.

viJ All payments into bank shall be made at the earliest oppot"tunity.

viiJ Bules regarding the size of cash floats shall be clearly spelt out.

viiil Proper security arrangements and insurance shall be effected to cover cash on hand

at pnemises. Adequacy of such insunance shall be periodically reviewed.

2 CONTBOL OVER HECEIPTS

15

CHAPTER U

IIUTERIUAT COIIITROL MEAAUEES

Cashier/Bill Collector shall not open any incoming mail.

There shall be a register for noting the details of incoming mails and the contents.

All Cheqr-les/DDs shall be crossed, if not already crossed.

Superintendent/Divisionat Accountant shall ensune that details of cheques/DDs

received are caused to be recorded in the cheque register and receipts in appropriate

form is issued for the same.

3 CONTROL OVER PAYMENTS

il No payments shallbe made without a voucher which shall be duly passed by an

officer authorised by the Authority,

safeguards shall additionally be ensured so that payments-cannot be made twice;

for eg. by marking all extra copies of bills "" 
"eXign COPY", by marking all paid

vouchers 8s "PAID".

Cheques shall be issued to and shall be in the custody of persons authorised by the

AuthoritY.
All cheques payments shallbe recorded in cheque issue register.

All cheque payments exceeding Rs. 2,5OO/- and othen cheques were required shall be

crossed.
All such cheques shall be despatched soon to caution against intenception'

iil

viJ

1 GENERAL

il
ii)

iii)
iv)

iii)

,71
3.

iv)
v)

-.:.1 '
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4 BANKING

i) Bank pay-in-stips shalt be prepared by a person other than cashier and the person

doing banking.

ii) Banking shall normally be done by a person other than one who is responsible fon
preparing bank pay-in-slips and the cashier.

Details of Cash/Cheques, DDs handed over to the person doing banking shall be

recorded in the BANKING BEGISTEB fForm CB 1O] and got acknowledged from him.

Person doing banking shattensure that Superintendent,D.A. acknowledges the cash/
DDs handed over to him, by signing in the Banking Begister.

Bank accounts shall be regularly reconciled with books in form CB 25, by a person

other than person doing banking and cashier.

Special care shall be taken in identifying long standing unpresented cheques, cheques
not deposited, stop payments, dishonours etc.

iiil

vJ

vi)

iv)

b
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S.No.

LIST OF FOBME

TITLE

Beceipt - Revenue Collection

Receipt - Othens
Vouchen

Cheque Register
Flevenue Collection Scroll

Beceipts and Payments Scroll

Collection SummanY

Cash Book

Cotlection Bank Book

Cheque lssue Flegister

Banking Flegister

Covering Letter for PaYment

lmprest Claim Settlement

lmprest Register
Control Begister - Non-Operative Acccount

Cheque Beturn Note

lO A Begister
Surplus/Def icit Begister

Deposit Register

Deposit Made Begister

Register of Loans and Advances

Sales Tax Flegister

Flegister of ITDS

Gtaims Begister

lnvestment Begister

Bank Beconciliation

MonthlY Abstract of Cash Book

Abstract of Collection Bank Book

Abstract Sheet

Fund Transfer Advice

Fund Transfer Register

Budget Control Register

Non-OPerative Transfer Begister

Payment Advice

Stock Flegister of Blank Fleconds & Forms

Bill Passing and PaYment Register

fUontfrty Details of lnter-Off ice Transactions

Advice for Correction of Mistakes in 
.

Monthly Accounts'Atready Submitted to Head Office

FORM.No

-lr
T

1.

2.
3.
4.
5.
6.
7.

B.

8A.
9.

10
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
264.
27.
2tJ.
29.
30.
31.
32.
33.
84.
35.
36.

d

cBi
cB2
cB3
CB4
CB5
cB6
CB7
CBE
CB BA
CB9
CB 10
CB X1

CB 12

'cB 1g
CB 14
CB 15
cB 16
cB 17
CB 18
CB 19
cB 2@

cB 2t1

cB 22
CB E3
cB 24
cB 25
cB 27
CB 27A
cB 28
CB 2.9

CB 30
cB 311

CB 32
CB 33
CB 34
cB 35
.CB 36
CB 37

.tr-
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originalto consumer
Duplicate Office CopyFOBM CB.1

Refer ChaPten ll [A) Para 1

Chapten ll (B) Para 2

Consumer

KERALA WATEB AUTHOHITY

HECEIPT

[Fon Water I Sewer / Maintenance charges only)

Rupees fln words

in cash/by chequei

Demand Draft No. drawn on

branch towards water / sewer maintenance
bank

charges against bill No. (s).-

Flevenue

Stamp CASHIER

BILL COLLECTOH

No.--
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,tl ''.I
rJ lr1.

FOBM CB-2

Ref Chapter ll (A) Para 1

Ghapter !l [Bl Para 3

Originalto PaPt

Duplicate Office Copy

4
t

KEHALA WATER AUTHORITY

BECEIPT No.-

Fleceived with thanks from M/s./Sri./Smt./

Bupees--in words-

in cash / by cheque / Demand Draft No: _ drawn on

Bank-- Branch

towards

Flevenue

Stamp

CashierDate



FORM CB 3

Flefer Chapten ll [A) Para 5
Chapter ll [C) Pana 2

Bef:

KERALA WATEH AUTHOBITY

VOUCHEH

Please pay

Fls.

"r

fln words

J towands bill

as follows:

Sl No.
Details Account

Code
Amount

[Account Head-wise]

PAYMENT SIDE

TOTAL

BECEPT SIDE ADJUSTMENTS

TOTAL ADJUSTMENTS

NET AMOUNT PAYABLE

g

Tt

-sUpenrlrTENogtw CASHIER -pTssrrue

OFFICEH

R-EEIVER
Flevenue
Stamp

SCROLL HEF- 0ASH BOOK FOLIO-'>:
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foBM cB-4
lFefen Chapter ll [B) Para 1)

1l !{' 1

KERALA WATER AUTHOBITY

CHEOUE HEGISTEH Folio :

ciz
-a

@a,
@o

lnward
MailBef.

Particulars of
remittance

Amount lnitials of

Name &
Address

Purpose of
Bemittance D. D,

No.
J
l-
-9cl
o

Lo
IJ
o:-0)

.qErCJo-o=otD

ooc
+6ots
3'E "tE E.EEBs.

r;
o.
fa
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KERALA WATER AUTHORITY

BEVENUE COLLECTION SCBOLL

FORM CB.5
Refer Chapter lll IAJ Para 1

Sl. No.

Date

Flemanks

a

Beceipt Number
Amount

Bs.Bill RefConsumer NumberName

EHIFIED BY SUFEBINTENDENT CASHIEH / BILL C CTCB
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FOBM CB-6
Refer Chapter ll [B) Para 5

Sub Division

KEBALA WATEB AUTHOBITY

Division

Receipts & Payments Scroll

Cash

Fleceipt Payment

I'(L'6 ci
8z(r

C.o
-c(Jo
ez

o
5qci
Ez
cl

Date

Cheques

Beceipt Payment

Account
Code

sl.
No.

Name
ails of

Beceipt
Bemarks

DATE
SUPEBINTENOENT/ D. A.

r"{



FORM CB-7
Flefer Chapter ll IBJ Para 1

0n words)

s-upenlrurelvDetrtr

\

Original to $rb Oivision
Duplicate for Acknowledgement

KEBALA WATEB AUTHORITY

-n- Division..... .........Sub Division.....

COLLECTION SUMMARY

Ref:........................Data...........

Section / Colleotion Centre......

Total revenue collection for the day is F|s""""""

(Beceipt Nos. from. """""""'to""""""" """"""""')
remitted as follows:

x 1OO -
x50=
x20
x 1O r
>(5
x2:
x1=

Coins

Cheques & 0. D's

[As pen statement
attached]

TOTAL

-x

:

Kindly acknowledge the receipt in the duplicate copy

cffi
,:

Received Rs............ .......fln words

in cash 8s............ ..........fln words
by cheques & D. D's

DATE CASHTER tSUB-DtVl

-\r

Accounted in cash book folio..
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FOBM CB.8
[Hefer Ghapter ll [A)
Panagraph 8)

r{ ,y,

KERALA WATEB AUTHOHITY

Division :............... Sub-Division:.............

CASH BOOK

PAYMENT

BANK

L)
a(,
o
C-F
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FL

39
83o<

I(,
L0)+,o.c93cq)c,o>oz'E<

c,z
Eo
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RECEIPT

BANK
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FORM CB-BA
[Bef: Chapter lll B
Para 1 and Chapter
lll F Para 3)

Date

Name and address

of Collecting Bank :

Account No. :

-n. KEBALA WATEH AUTHOBI]Y

COLLECTION BANK BOOK

PAYMENTS
Account code : "Contra" [Transfen to

Non-openative account)

Amount

Fls. Ps.

t

)a

BECEIPTS

Account Code : 9211

Amount

Fls. Ps.

Fund Transfer
Beference

DateScroll
Fleference
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KEBALA WATEB AUTHORITY

CHEOUE ISSUE HEGISTER

d.

FOBM CB.g
Refer Chapter ll (C) Para 5

Division.

ctz
ct)

q)
.Joo

(t)
J
L
(o

Eo(f

ob
l,'=
ou,
E8

Lo
+,oc
.9
U)

b6
OU'

EEo+
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o
o
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Rs. Fls.
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FOBM CB 10
Refer Chapter ll [E) Para 4

KERALA WATEB AUTHOHITY

BANK]NG HEGISTEB

4, i
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ot-
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ct
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fo
E

+,
tr
fo
E

ciz
ci
ci

D.D.

anrfotroz ciz

of
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Or-
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EH

BE

Deposits

No. of
Chequer

D.D.

.t,
-Fc
HEE
c-OC:

"oE b- +rE
3

a
IZL
(o

Eo(r

o
+,oo

Amount
of Cheq-
ue/D.D.

Bs.

Cash

Bs



FORM CB 11

Flefen Chapter ll [C] Para 1O

KERALA WATEB AUTHORITY

Date

To

Dear Sir [sJ,

Please find enclosed chequeslDemand Drafts Nos..""""'

dated........ ...............drawn of ..........'..

Branch...... .......-..fon Rupees""'

fin wonds... """""""']
towards as follows:-

Bill No. Particulans Amount Rs.

1.
2.
3
4.

Total

Kindly acknowledge the receipt of the above by sending us the perforated portion of this letter
duly signed.

Yours faithfullY,

t............... .......)

Beceived the sum of Rs........ ...fln words

..by cheque / Demand

Dnaft No............ ........ drawn on.......... bank.........

branch towards....

from Kerala Waten AuthoritY..

Ref

r

ui

Bevenue
Stamp

SIGNATUHE ISEAL)
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KERALA WATER AUTHOHITY

TEMPOBABY ADVANCE / IMPREST / CLAIM SETTLEMENT

First Claim / Flecoupment / Settlement

,,1'

$,t i{

FOHM CB-12
Flefer Chapter Il [D) Para 1

Division.

Name.

Sl. No.

Previous Claim/Claim Preferned/Settlement fon Designation
Flef. No, for Bs. Bs.

Account Code

Brief reasons for claim

Account Head
Particulars

Amount
BillNo.

Beceipts Payment
Bs.Fls

Opening Balance

Closing Balance

Total

DATE SIGNATUBE

FOR OFFICE USE ONLY

SI Please pay Bs.-

SUPEHINTENDENT

Passed for

CASHIEB PASSING OFFICEH
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FOHM C8.13
Flefer Chapter lll (DJ Para 5

i,f

Division

KERALA WATEH AUTHOHITY

IMPREST HEGISTEB

| 4 | 5 l6 173 Ble 10

E
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FORM CE..14

Flefen Chapter ll IEJ Para 6

?tl (/ iJ

Date

KERALA WATER AUTHORITY

Division..... Sub: Division...............

CONTROL BEGISTER - NON - OPEHATIVE ACCOUNT

Particulars

Lo
.P
.9o
ED C'ocEP
cDo
.= o)tEo
cI

C)!
dP
Oc-
-tr_ fC)=.p*EPclr--
f3
de
Eo<E

l-o'lt
E

82't
E

-v
L
o

tD

Cash Total

Bs. Fls.

o
]J
(I,o

Cheques & DD's

Particulars of Deposit

No. of
Cheques/
DD.

Amount

Bs,

I
,g
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c
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.EEOE

o@rD6o_E(of
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FOBM C8.15
fufer Chapter ll [E) Pana 7

'J

Date

Division..

Party

KEHALA WATEH AUTHOBITY

CHEOUE HETUHN NOTE

sl.
No.

ReceipttHef. ISuch
as Collection

Summary
referencel

Cheque
Account

Code (to be
filled up by
Supdt. of
SectionJ

Amount
Flemarks

No.

Rs

Beference
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FORM GB 16
Befer Chapter lll IFJ Para 1

*)I\l ,r

KEHALA WATEB AUTHORITY
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Name of I O A............. .............Account Code'
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Bank AdvicelNo.

Amount paid
with reference
to Voucher No.
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with reference to
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Balance

Rs.
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ParticularsDate
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Befer Chapter lll [A) Para 4
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KEBALA WATEB AUTHOBITY

SURPLUS/DEFICIT OF CASH COLLECTION HEGISTER
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FORM CB 18
Refer Chapter lll [Al Para I

KEBALA WATEB AUTHOBITY

OTHER DEPOSIT REGISTEB

Type of Deposit Account code...........

sr.
Flef.i(Such as

Consumer
No. etc.J

Receipt
Number

AmounE

in Fls.

Cheque

DD No.

Amount

Bs.

I
.gr,
sName

No. ate
Date

Sanction
Bef

lnitial
of Clerk

PaymenL

Vr. No.
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FOHM CB-19
Befer Chapter lll [A) Para 7

KEBALA WATER AUTHOBITY

DEPOSIT MADE BEGISTEH

Type of Deposit Account Code:........

sl.
No

Name
Sanction

Flef,
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Voucher
No.

Date

Amount
in Fls.
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FORM CB-2O
Refer Chapter lll [A) Para I

KEBALA WATEB AUTHOB]TY

REGISTEH OF LOANS/ADVANCES

Type of Loan/Advances- Account Code:

Name i

Addness :

Approval No. :

lnterest : Bate--"/n Simple

Compound

Terms of Repayment

Date
| 

", 
*o.

l-v*-

Balance outstanding

lnitials of Supt

Amount
paid WRT

VR. No.
Rs.

Amount
received
WRT CB.

No. Bs.
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KEBALA WATER AUTHORITY

Division..... ............Sub-Division..

SALES TAX REGISTER
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FOBM CB 21
Flefer Chapter lll [A) Para B
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of Bill/
Receipt
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FOBM CB-22
Befen ChaPter lll [A) Para I
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Refer GhaPter tll IAJ Pana B
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FOHM CB 24
Be,fer Chapter lll [AJ Para I
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KEBALA WATEB AUTHORITY

INVESTMENT REG]STEB

Nature of lnvestment.............

Government/Company Name........

Special instructions.......'......

TERMS OF INVESTMENT: INTEREST '.......%OTHE8"""""""""
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Vr. No.
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FOBM C8.25
Refer Chapter lll (E) Para 6

Particulars
as per

KERALA WATEB AUTHOBITY

Sub: Division.............. Division...-.

No............

Date............,..r... r....r

BANK HECONCTLIATION STATEMENT

AS ON......

NAME OF BANKITBEASUHY..

Amount Rs. Amount Bs.

pass

Amount deposited but

ve

not creditecl bY as per llst A'.

not as per

Amount credited bY

as per Iist'C'
but not accounted ln Cash Book

Cheques issued but not presented tor payment as per list'D'.

Transfer from
book as per list'E',

non-operative account not recorded in cash

lnterest credited bY

POST BECONCILTATION ENTBIES ON...........

gALANCE AS PER CASH BOOK

')
FFeFarffi Verified by
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FOHM CB-25 [Contd.)

Date

Date of
transfer

lssued to

LIST 'E'

LIST 'A

Amount Date of subsequent
payment

Date of subsequent
entry in Cash Book

Bs..L

Fleceived from

Total

Deposit
Date of Chequer'D. D

Amount Date of subsequent
creditFls.

LIST 'B'

Date of
entry of
Cash book

Particulars ChequeiD D. No.
Amount Date of subsequent

depositFls.

Total

LIST 'C'

Date of
credit Bank advice No. Details as given by bank Amount Date of adiustment

in CashBs.

Total

LIST 'D'

Cheque
No.

Total

Amount
Rs.Oetails as given by bankBank advice number

Total
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FORM CB-27
Fkfer Chapter lV Para 1

KEHALA WATER AUTHOBITY

MONTHLY ABSTHACT

[oF CASH BOOK]

BECEIPTS PAYMENTS

Account
Code

Head of Account

Opening Balance

Cash
Non

Operative
Bank

Fls.

Drawing
Account

Non
Operative
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Fls.

Drawing
Account

I
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L
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I
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Closing Balance
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[Refer Chapter lV Para 1]

KEHALA WATEB AUTHORITY

ABSTRACT OF COLLECTION BANK BOOK

.iF

Account Code

921 1
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F

TOTAL

Receipt Payment
(Transfer to NOP A/C)

Head of Account

Amount Amount
Rs p. Fls. p.

Opening Balance
Control Account
Collections

Fund transfer to
Non-operative
Account

Closing Balance
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KEFIALA WATEH AUTHOHITY

ABSTHACT SHEET

FIECEIPT 1 PAYMENT

No........................MONTH......... .............'YEAB-.........'....

ACCOUNT CODE.......'

Sl. No.
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Bank TreasuryVoucher No./

Receipt No Drawing
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Original to Bank
Duplicate to Transferee
Triplicate File

7t KEHALA WATER AUTHORITY

TBIVANDHUM

FUNO THANSFEH ADVICE

To

.....[Bankl

Dear Sir [s]

Kindly tnansfer a sum of RuPees

;;;;;;;;; ;;; ;;;;;;,;.;;;,^lrrom 
our account number""

Name of the Bank :

Addness of the bank branch :

Account Number :

Name of the Unit :

Type of Transfer : TT/MT/..'.....................[specify)
Kindly ensure immediate credit to our unit.

ME C].E-HR

(in words.......

No.

.. to the bank

Youns faithfully,

AUTHOHISED SIGNATORY
WITH SEAL

CLASSIFICATION TONLY IN DUPLTCATE & TRIPLICATE COPY)

'ts.

Sl. No
Total

Rs
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I Flefenence 
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Capital

Fls.
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FOHM C8.31
Flefer Chapter ll [F) Para 2

KEBALA WATEB AUTHOBITY

THIVANORUM

BUDGET CONTROL REGISTEB
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Budget Revised

Budget

Location Code:........
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FORM CB 32
Refen Chapter ll fFJ Para 3
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KEBALA WATER AUTHORITY

TBIVANDBUM

NON.OPEHATIVE TBANSFER BEGISTER

Location Name lnitials

UtIL
@

Eotf
Date

Balance
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Iincluding
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Reference

[incl. for fund
utilised)
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Original to Transferee
Duplicate Back to Transferor
Triplicate H. O.
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KEHALA WATEB AUTHORITY

THIVANDBUM

PAYMENT ADVICE
No.

Refenence

Paying Location
Receiving Location
Particulars of PaYment

Made of Payment

Amount (Bs.)

ln Words

Cheque i DD / TT /MT

Code
Code
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clerK/nA; Affi
Seal

t Only in Duplicate
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KEBALA WATEB AUTHOBITY

STOCK REGISTEH OF BLANK BECORDS / FOBMS
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Section
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FOBM C8.35
(Refer Chapter ll'C Para 2

KEBALA WATEB AUTHORITY

BILL PASSING AND PAYMENT REGISTER

Division..... " Location Code""""'

Sub-Division.............. ... Location Code."."."

Name of Party :

Sl. No. Date oJ purchasei
expenses

Particulars Bill No. &
Date

Amount of Amount Voucher
Bill Passed for No. & Date

Amount
Paid

Balance
payable
if any

Rs. P.
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if any
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FORM CB-36
ff,efer Chapter lll [F)
paragraph 5J

KEBALA WATEH AUTHOHITY

MONTHLY DETAILS OF INTEH-OFFICE TBANSACTIONS

Division/Circle/Flegion

Location Code

AmountName of office with
which the transaction
took place

Account code under which
Accounted /to be accoun-
ted [.) by Head office

st.
No.

Particulars of transactions
including whether paid/issued/
received

[t) lndicate "' for items to be accounted by Head Office]

Divisional Accountant/

Accounts Officer/
Finance Officer

Flemarks
Fls. P.

Executive Engineer/

Superintending Engineer/

Chief Engineer.



r{{(J \,1 "t

FORM C8.37
,$lefer Ghapter lV
Paragraph 3J

KEBALA WATEB AUTHOBITY

Advice fon conrection of mistakes in monthy Accounts
already submitted to Head Office

Account Code
Month of Accounts

As accounted Correct Code

Division/
Circle/
Begion/
Location Code

lndicate
Column/Form

No.
Remarkssl.

No.

Amount
Particulars

Divrsional Aocountant/
Accounts Officer/
Finance Officer

Bs. P

Executive Engineen/
Superintending Engineen/
Chief Engineer
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GNIAPTEE. 1

OBJECTIVE

The objective of the manual shall be to establish congistent and effective policies and

proeedures to ensure uniform practices thPoughout the Authority. The polleies and

procedunes specified in this manual shall be followed unless specific exemption is otherwlse
granted by the AuthoritY.

SCOPE

This manual covers the openating systems and procedures and accounting thereof related

to Personnel cost. considered relevant.

DEVIATION

Deviation shalt not normally be permitted unless backed by a iustifiable request for deviation

cleanly outlining the following-
I nature of deviation

' the reason for deviation
r the time span for which deviation is required
r the procedune that would be followed. if deviation is approved.

Such request shallbe submitted to the Head Office which shall thsn evaluate the necessity

theneof and accordingly either approve or reject the same.

USAGE AND CUSTODY

This manual shall be issued to and used only by those persons the Authority may deem

fit and accordingly authorise. Any such person so authorised, shall pPeserve the copy
under his/her confidential custody. Upon transfer/relocation/retirement. etc,. any such
person shall be obliged to return the copy to the Authority.

GIIEI]IiTr]I

SALARIES, WAGES AND BONUS

Liability towards salaries. wages and bonus. if any, shall be provided for in the period in
which such charges accrue.

INTEHEST ON GENERAL PBOVIOENT FUND

Liability towqrds interest on General Provident Fund maintained with the Authority shall be
recognised at the end of every financial year and accounted accordlngly.

GRATUITY AND PENSION

Provision for gratuity and pension liability accrued shall be made in the accounts of the
Authority, in such mannep as may be deemed appropriate by the Authority.

2
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1.1

'1.1.1

5

4 OTHER PERSONNEL COSTS

Certain othen pensonnel costs such as medlcal reimbursement' encashment of earned Jeave.

etc., rhe incidence and quantum of which cannot be estimated with certainity shall be
aecounted for as and when such payments are made.

INTEREST INGOME ON LOANS AND ADVANCES

lnterest income on loans and advances given to employees shall be treated as income ln the
period in which such interest accrues. whether due for recovery or not.

"rap1gg. 
ilt

OPEBATIIUG SVSTEMS AIIID PBOGEDURES

A. CATEGOPIES OF EMPLOYEES AIUD ESTABLISHMEilT SEGTIOTII

Employees in the Authority can be broadly classified to:

iJ Regulan cadre employees

iil othen cadre emPloYees

iii] Nominal'Muster Roll (NMBI employees

iv] Trainees/Apprentices

Establishment Section shallbe responsible for all personnel related activities such as
maintenance of allpersonnel records, perparation of pay bill and checking of claims made
by personnel with neference to the personnel records and Authonity's guidelines and rules
applicable from time to time.

B. ESTAELISHMENT PROGEOURES

HEGULAH CADBE AND OTHER CADBE

APPOINTMENT AND JOINING OUTY

On an.Appointment Order'[in such form and substance, the Authority may deem fitJ being

issued by the competent authority, a copy of such appointment orden shallbe fonwarded to
the office where the appointee is posted'

On joining duty, the employee shall ppepare a 'Joining Fleport' in Triplicate which shall

conlain Oetails such as Name and permanent address, family [dependentJ particulans,

frevious office of posting [in case of transfers), Appointment/Transfer Ordar Beference

[io., O"t" of retinquishment of charge Forenoon/Aftennoon [FN/AN) [in case of transfers),

O"i" ot reporring ifyArul and submit such report to the Head of the Office. Aften

necessary endorsement by the Head of the Office, such report shall be distributed as

follows :

1,st copy - Appointing/Tnansfering Authority

2nd copy - Betained in the Establishment Section

3nd coPY - EmPloYee ioining dutY.

1

2

1.1.2
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1.1.3 On the basis of the copy of appointment order and the joining report,'lncumbancy Flegister',
which shall contain details of name of the post, the name of the employee, period of
incumbancy, place of posting, refetence to appointment/transfer order, etc., shall be
updated. The progressive total of incumbants shall be checked with 'Sanctioned Strength
Register' which shall contain details of name of post, No. of posts sanctioned, sanction
No. and date etc to ensure that the total strength does not exceed the sanctioned
strength.

1.1.4 A 'service Book' [in such form the Authority may deem fit) shall be opened [for new
employees joining dutyl which shall contain Employee's particulars, pay necord, leave
record and major loans and advances availed by the employee and the movements thereof.
Such book being a confidential document, shall be under the custody of the Head of the
Off ice.

1.1.5 A service record [in such form as the - Authority may deem fit) shall be opened at Head
Office in case of new officers joined, which shall contain atleast the details set out for
"service Book".

1.2

1.2.1

1.2.2

1.3

Pay fixation, revision and increment

Pay fixation/revision, as may be necessary as per relevant nules applicable from time to
time, shall be authorised by the appnopriate authorities and the relevant orders raised for
pay fixation/revision etc, shall clearly specify the present pay, scale of pay, date of last
increment. date of promotion and post to which promoted [in case of promotions], pay
fixed/revised on the promoted post, etc.

'lncrement Contnol Flegister' [in Fonm No. PA 1) shall be maintained wherein the details of
increment shall be recorded and such register shall be updated as and when necessary.
such as on an employee joining,, transferred, promoted, etc.

Transfers, Promotions, Besignations, Dismissals, Betirement and Death.

Appropriate authority shall communicate orders of transfers, pnomotions, acceptance of
resignations, dismissals and netirement to the establishment section.

1.3.1 Transf ers

On transfer of an employee, a relieving order fin such fonm and substance, the Authority
may deem fitJ shall be prepared and signed by the appropriate authority copies whereof
shall be distnibuted to the transferee office, employee transferred, the transf erring
authority and a copy retained in the transferor office.

The fact of transfen shall be recorded in Pay Bill Register (maintained in Form No.PA 3J,
Service Book, lncrement Control Register and lncumbancy Begister, as may be necessary.
The following documents shall be sent to the transferee office:

Last Pay Certificate (in Form No. PA 2J

(prepared in tniplicate one copy whereof being for the transferee office, one Copy
for the Head Office alongwith the monthly accounts and one copy for the records
of the transferor officeJ.

Service Book of the transferred employee, if applicable.

GPF Pass Book, lnsunance premium deduction book, etc. (maintained as pen the
relevant rules).

,u-
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At the tnansfenee office, the transfenred employee shall submit copy of the relieving order,
jolning report/Certificate of Transfer of charge [in such form as may be deemed fit by the
Authority) as the case may be. Centificate of Transfer of Charge shall be prepared in
Triplicate by the employee which shall be given to the establishment section at the new
location who shall distribute the copies to transferor office, authority transferring the
employee, and retain one copy.

On issue of promotion orden, fin such fonm and substance as the Authority may deem fit) a
copy shall be sent to the office where the employee is wonking (in case of promotion-cum-
transfer, a copy of such order shall be sent to the new location alsoJ.

The details of promotion shall be recorded in Senvice Book, lncrement Control Flegister,
Pay Bill Register, lncumbancy Begister, etc,, as may be necessary.

On acceptance of resignation by the competent authority, the same shall be communiceted
to the concerned establishment section for updating the relevant pensonnel neconds

mentioned in paragraPh 1.3.2.

Retirement shall be communicated to the respective employee so as to proceed with
Superannuating the emPloYee.

Suspension and Dismissal orders shall be issued by the competent authorities after
following the necessary procedures, applicable from time to time, under the relevant rules
and such order copies shall be fonwanded to the establishment section concenned.

The Death Certificate Enquiry Certificate of Executive Engineer/SuccessioniHeirship
Certificate, etc., [as may be necessary under the re]evant rules, applicable from time to
timel shall'nave to be produced by the nominee/heirs of the deceased employee for claiming

the terminal benefits. 
L

2 NOMINAL MUSTER BOLL INMHJEMPLOYEES

procedures for engagement of NMB Employees in respect of issue of depantmental orden,

maintenance of personnel records including service book. increment control register, leave

register, etc., si'rall be governed by the rules and guidelines framed by the Authority fnom

time to time.

3 CASUAL LABOUB AND SEASONAL LABOUH ICLR/SLH)

The employment of CLB/SLH categories shall be guided by attendance depending on

availability of work, on day to day basis and sanction therefor'

4 TRAINEES/APPHENTICES

4.1 Engagement

Trainaes/Appnentices Shatl be basically engaged for providing training for fixed time periods

on fixed monthly stipend.

Flecord

Details of stipend paid shall be recorded in the "stipend FlegisteF" whlch shall be in Forrn

PA 28 separately for appnentices and tnainees.

'Ft.
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1.3.3

1.3.4

1.3.5
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1. LEAVE

A stipulated number of days under the different categopies of leave for different categories
of employees, shall be credited to Employees' leave records, as per the respective rules
applicable from time to time. Leave availed under different categories shall be set-off
against the respective categorres of leave.

The leave record in the Service Book and the Casual Leave Begister {in Form No PA 4l
shall be updated with leave earned, leave availed and the balance struck. Balance leave
shall be canried forward to the next year after confinming the related expiry clauses.

All leave applications [in such form as prescribed under the re]evant leave rules) shall be

forwarded to the appropriate authority through the establishment section where the
availability or otherwise of the leave under specific category of leave applied for shall be

checked for and confirmed. On neceipt of the sanctioned leave application, the establishment
secdion shall update the leave record in the service book/casual leave register, as the case
may be.

ln case of insufficiency of leave available or where leave is not sanctioned, either the same
be regularised later or the establishment section may defer the salary.

ATTENDANCE

Attendance Registen maintained [in such form and manner the Authority may deem f it )

shall inter-alia, contain the following information :

No. of days present
No. of days of leave under different categories (i. e., earned leave, leave with
half-pay, leave without pay, casual leaveJ

Total no. of working days for the period

lnitialsiSignature of the employee.

1.2

1.3

1,1

1.4

c.

3 EXTHA HOURS

3.1

2.1

4

3.2

All extra hours working shall have prior approval of the appropriate authorities in 'Extra
hours Authonisation Slip' [EAS) tin form No. PA 7), wherein the initial sanction and actual
extra hours worked shall be reconded, and confirmed by the supervisors responsible for the
work site. After such confirmation and necessary sanction, the EAS shall be sent to the
Establishment Section at monthly intervals along with the attendance particulars.

On receipt of such sanctioned EAS, 'Extra hours Begister' [in Form No. PA 8J shall be
updated, wherein a folio shall be maintained for each month and employeewise details
necorded.

PAY BILL PHEPABATION

On receipt of certificate details of attendance where applicable in such form as the
Authonity may deem fit, establishment section shall check the details provided in such
form with reference to leave applications/records, as may be necessary and thereafter
compute pay in the 'Pay Bill Register'in Form No. PA 3) and prepare 'Pay Bill' [in Form

4.1
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4,2

5.1

4.3

4.4

ti

No, PA 9l separately for each category of employees. The sources of information in
respect of components of gross pay shall be:

Service Book

lncrement Contnol Register

Head Office Orders in respect of allowances like Deanness Allowance, etc.

Deductiuons shall have to be made on account of various loans and edvances, funds, court
attachment, etc.

The sources of information for such deductions shall be :

subscription to General Provident Fund IGPF] at the percentage stipulated by the
Authority or as per letten of authonisation from the employee concerned

subscription to Family Benefit Scheme IFBSJ as pen rules applicable

ESI as per the Employees State lnsurance Act and related rules

LIC Premium, State lnsurance premium, CTO payments, etc., as per the letter of
authorisation from the employee concerned

repayment of loans and advances as per relevant rules andi or sanction orders. as

the case may be

court attachment - court directives

lncome-tax as per the provisions of the lncome-tax Act, 196 1.

Others (the documents and sources of information depends upon the nature of
deductionJ.

ln preparing the Pay Bill, the establishment section shall take note of the maximum
permissible deductions under the relevant rules.

The Pay Bill shall be authorised and passed for payment by the appropriate authorities
after applying such checks, as may be necessary.

CASUAL LABOUB ROLL

5

For casual labour employed as per rules in force fnom time to time, Casual Labour Floll

[in Form PA-p9) shall be prepared and the same shall be approved/authorised as may be

necessary.

PAY D]SBURSEMENT

After such authorisation of the appropriate authorities as mentioned in paragraph 4'3

hereinbefore, payment to the officers shall be made by cheque and others by cash.

normally on the 1st working day of the foltowing month or as per the directives of the

Authority under special circumstances, by the establishment section.

lf an employee is absent on the appoinUed day of pay disbunsement, such employee can

authorise in writing any other employee to collect the pay and give valid discharge thereof.

The disbursement shall be evidenced by the individual employees signing on nevenue stamp

in tfre Acquittance Begisten in the appropriate place earmarked fon the puPpose [Fonm No

PA 271.
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5.2

6

6.1

6.e

At the end of the appointed day for disbursement, if any salaries and wages remain unpaid,
the details of such salaries and wages shall be entered in 'unpaid salaries register' in
Form No, PA 1O) and such amount shall be deposited with the cashien. Thereafter, if any
disbursements of salanies and wages ape to be effected. such disbursements shall be
effected by the cashier after obtaining such identification, as may be necessary and
acquittance thereof in the Acquittance Flegister as mentioned in paragraph 5.1 heneinbefore,

PAYMENT OF OEDUCTIONS

Payment of deductions in respect of insurance premium, lncome-tax etc., to outside

Agencies shall be accompanied by such forms as prescribed by such agencies, containing
employee-wise deductions.

Deductions such as General Provident Fund [GPF) subscrtption, Flepayment of GPF advance'

Repayment of House Building Advance and interest thereon, Repayment of Conveyance

Purchase Advance and interest thereon, etc., shall be remitted to the Head Office through
non-operative account.

Bemittance of deductions effected whether through non operative account or to outside

agencies shallbe made before Sth of the month in which salary is due for payment.

Schedules for the above mentioned deductions shall be prepaned in forms as detailed

hereinafter and sent to the Head office at monthly intervals.

General Provident Fund Schedule (Recoveries) [Form No. PA 1 1)

General Provident Fund Schedule [Payment of Advances) fForm No' PA 12)

House Building Advance Schedule [Form No. PA 13)

Conveyance Punchase Advance Schedule fForm No. PA 14)

On receipt of Form Nos. PA 11, PA 12, PA 13 and PA 14, H.O. shall update the relevant

records maintained as per rules.

ARBEABS OF SALARIES AND WAOES

As and When arrears of salaries and wages need to be paid, a statement of computation

of arrears shall be pi'epared for individual employees which shall contain ;

i) Amount payable as per the revised scale of pay showing computation under each head

of gross earnings and deductions.
ii) Amount already paid to the employee as per 'Pay Bill Registen' under each head of gross

earning and deductions.
iiil Difference between til & tii) above on an item by item basis'

The difference as in [iii) above shall then be plotted in the Pay Bill and Pay Bill Begister and

thereafter the procedures mentioned in paragraph 5 hereinbefore shall be followed for
disbursement.

PART PAYMENT OF SALARIES

lf an employee is transfenred during a pay period, the tnansferor unit shall make payment

of salaries fon the period upto which the employee has worked in such unit and for the rest
of the period, the transferee unit shall pay the salary after collecting the necessary

service details of such transferred employee from the transferor unit, in case the
tnansferred employee opti fon such part payment of salaries.

6.3

6.4

7
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4.1

4.2

employee is eligible for the same

the No. of days leave as stated in the application are available for encashment, etc'

The establishment section shall thereafter forward such application to the appropriate
authority for approval. After such approval of the appropriate authority. the leave record.
in the service book shall be updated, encashment computed and payment effected to the
employee, following the procedures mentioned in Chapten - lll C panagraphs 4 and 5, to the
extent necessary.

4 CESSATION OF EMPLOYMENT

On cessation of employment, the establishment section [sJwhere the employee has worked
last before ceasing to be an employee shall cause to issue a'Liability Certificate' fin Form
No. PA 17)to the Head Office, as per relevant rules, alongwith the'Service Book'

On receipt of Fonm No. PA 17, Head Office shall prepare a 'Final Settlement Account.
fin Form No. PA 1 8) and obtain necessary sanction, for payment of f inal dues to the f ormen
employee concerned, from the appropriate authority. On obtaining necessary sanction
therefor, intimation shall be sent to the Of fice fnorn where the payment has to be effected
which shall make the payment and obtain necessany acknowledgement/acquittance from
the formen employee concenned as per relevant nules.

4.3 After due appnoval from the appropriate authorities, the leave which can be encashed shall
also be encashed and paid to the employee following the pnocedures mentioned in paragraph
3 above to the extent relevant. Any necoveries to be effected fnom such amount shall
also be effected.

The fact of cessabion of employment and paymant of terminal benefits shall be recorded in
the'Pay BillRegister', lncumbancy Registen, lncrement Control Begister and Service Book
which shall be marked 'Closed'.

Becurring payment of pension shall be made to the formen employees eligible for such
payment unden the relevant rules from such office as may be authorised by the Authority
to make such payments. ln order to ensure that psnsion is paid to the former employees
only till they are alive, a centificate i,e.. Life Certificete to the effect that the employee is
alive shall be obtained at periodic intervals, as may ba necessary under the relevant rulesl

E. LOAITIS AiID ADUAiICES

4.4

4.5

I LOANS AND AOVANCES NOT BEABING INTEREST

This category of Loans and Advances shall include:

Onam Advance

Other Festival Advance

GPF Advance [Refundable and Non-Refundable)

Pay Advance

Mosquito Net Advance, etc.
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12
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9 OVERTIME PAYMENTS

Along with the pay, extra hours payments where applicable shall also be made which shall
be computed with reference to the extra hours register, and passed for payment by the
appropriate authorities.

A'CasualLabour Begister'fin Form No. PA 24Jshall be maintained at the sub-divisions and
an abstract whereof shall be forwarded in similar form to the Division on a monthly basis,
for CLB and other [SLB) Wages.

At the year end [i.e. MarchJ, salaries and wages pertaining to Manch shall be reported to
Head Office [in Fonm No. PA 26).

MAINTENANCE OF HECOBOS FOH PHOVIDENT FUND, GBATUITY AND PENSION AT
HEAD OFFICE

The Head Office shall maintain relevant records and registers for Provident Fund, Gratuity

and Pension, as may be necessary under relevant rules'

ENTHIES lN ',REGISTEB OF MAINTENANCE CHARGES', (FOBM HA-351

All personne! related expenses incurred on maintenance shall be allocated to the individual

schemes on an appnopriate basis and enterad in the respective schemes under the Account

Heads fthree digit codes)

D. OTHEN PERSOIU]UEL PAYMETTTS

BONUS

ABU's shall send at the year end, the details of gross earnings (to mean Basic Salary +
DA only) and earnings eligible for bonus [as per the provisions of the Bonus Act) for each

of the Lmployees, in'Bonus Calculation Sheet' fForm PA 15), a copy of the same shall be

retained at the Unit.

Details of actual bonus shall be worked out in the same form PA 15 on declaring bonus and

thereaftep the procedures stipulated for regular paybill preparation and disbunsement

thereof in Ghapter lll C panagnaphs 4 and 5 shall be followed.

MEDICAL BEIMBUHSEMENT

Claims for Medical Reimbunsement [to be preferreC in such fonm as prescribed in the
relevant rulesl shall be supported bi such documents/vouchers as may be necessary

under the rules of the Authority. On receipt of such claims, the establishment section

shall ensure arithmetical accuracy of the claim and supporting, vouchers, edmissibility of

the ctaim including any limit thereof with refenence to the 'Medical Reimbursement

Register' fin Form lio.pA 1EJ to be maintained employee-wise and thereafter forward the

claim to the appropriate authorities for appnoval, After such approval by the appropriate

authopities, the amount of claim approved'shall be paid to the employee and appropriately

recorded in'MeCical Beimbursement Register'.

ENCASHMENT OF EARNED LEAVE

Application for encashment of earned leave [in such fonm as prescribed under the relevant

rulesJ shall be .ouU"J itt.oug\ th: e;Uabtishm3:lb section who shall ensure that the'

1

2

3.F
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PRIMARY RECOBDING OF PAYMENT

I

Cashier shallon neceipt of passed payment vouchers pay the cash to the claimant or his
authorised representative. Details of such payments shall be recorded in REQEIPTS &
PAYMENT SCBOLL in Form CB 6.

in the cash column in case of cash payments
in the cheque column in case of cheque/D.D. payments.

He shall serially number the voucher in the sequence of payments.

2 ACCOUNTING IN GASH BOOK

All payments shall be entered in the cash book serially, voucher number-wise
in the cash colum in case of cash payments
in the dnawing bank account column in case of cheque/DD payments.

All transanction shall bear account codes as stated in the voucher-

3 UPDATING REG]STERS

Divisional Accountant/Superintendent shall ensure that all registers wherever relevant are
updated, more particularly in case of payments of capital in nature.

4 POST RECONCILIATION ENTRIES

Details of cheques dishonoured/bank charges. CommissioB after ascertaining the satne,
shallbe accounted in the payment side of cash book under relevant bank column under the
appropriate account head.

ENTBIES lN THE HEGISTEB OF MAINTENANCE CHARGES IFOBM-RA 35]

All maintenance related expenses, as and when incurred, shall be entered in respective
folio for the schemes under the concerned Account Heads [thnee digit codesJ.

IDI IMPREBT

PAYMENT TO CLAIMANT

Cashier shall make the payment to the claimant on receipt of passed payment vouchers
alongwith TEMPORARY ADVANCE/IMPREST CLAIM/SETTLEMENT in form CB 12.

BECOUPMENT OF IMPREST

Becoupmenu of impnesu shall be accounted in the payment side of cash book, detailing the
the expenditure specified in the impnest claim, account code-wise.

OTHEB IMPBEST PAYMENT

Any other payment of imprest fwhethen temporary or permanentf shall be acoounted in the
payment side of cash book unrler the head "lmprest 

"ccouni 
balances" [account eode

1532J or appropriate Temporary Advance code.

5

*-

2

3

Jd.:
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An "Application for Tour Sanction and Advance". [Form PA 22) shall be made to the
appropriate suthority for the purpose of necessary sanction of toun and payment of
advance. through the establishment section where the particulars provided in such
application shall be checked. On receipt of approved application, the advance approved as
per rules in force, shall be paid and the details shall be entened in 'Tnavelling Allowance
Advance-cum-Bill Begister' [in Form PA 25).

On completion of the ioupney, the employee who had undentaken such journey shall submit
"Travelling Allowance Bill'[in Form No. PA 23) to the establishment section who shall check
the particulars as per applicable rules including adjustment of advance taken by the
employee and thereafter forward the same to the appropriate authority for approval.

After such approval, the employee concenned shall be paid or shall be asked to deposit the
net amount due to on due from such employee respectively The details of the bill also
shall be entened in the 'Travelling Allowance Advance-cum-Bill Flegister' [in Form No. PA 25.
and the details updated in the register.

GHAPTER . IU

.t

tt_-

*R

3.2

A. ACCOUTTITO AT ACGOUITT EETDENI]TO UilITg

1

1.1

1.2

PAYBILL AND BECOVERIES

Payment of salaries and wages shall be accounted for in the Cash Book as follows:

Payment Side: i) Under the head "Salaries of Employees, wages of NMH Employees

[Account Codes 331 1 to 3329, as the case may be) with the gross
amounts of salaries and wages paid.

ii) Under the head "Casual Labourers' wages" fAccount Codes 3351 to
3359, as the case may be) with the gnoss arfunu of such wages paid,

Receipt side iJ Under the head "statutory Employee deductions" [Account Codes 2421
to 2829, as the case may be) to the extent of such deductions;

ii) As mentioned in panagraph 6.2 hereinafter.

When deductions are deposited with outside agencies, such payments shall be accounted
for in the Cash Book as follows:

Payment Side: Under the heads "Family Benefit Scheme" or "lnsurance Premiums
deducted" or "Others" [Account Codes 2A?4,2825/2829, as the
case may be) to the extent of such deductions deposited with outside
agencies,

UNPAID SALABIES ANO WAGES

At the end of the appointed day of disbursement, if any salaries and wages remain unpaid,
such amounts shall be accounted for in the Cash Book as pen pnocedure mentioned in
paragraph 1.1 hereinbefore and in addition on the receipt side of the Cash Book under
the head "Employeas unpaid salaries,wiJ-.5" [Acc:urt C:de: 2F31412815, as the case
may beJ to the extent of "Net pay" of such unpaid salaries and wages.

2

2.1

!t-
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2.2 When such unpaid salaries and wages are paid subsequently, such payments shall be

accounted for in the Cash Book as follows:

Payment Side: Unden the head "Employees unpaid salariesi wages" fAccount Code 28141
28 15, as the case may be), with the net amount of pay.

3. BONUS

On Payment of Bonus, such payments shall be accounted for in the Cash Book as follows:

PaymentSide: Underthehead "Bonus" [AccountCode3318/3328,asthe casemaybe)
to the extent of such Payments.

4. MEDICAL REIMBUBSEMENT

Payment of Medical Beimbursement shall be accounted for in the Cash Book as follows:

Payment Side: Under the head "Medical Reimbursement - Permanent Employees;

Temporary Employees-NMR" [Account Code 333113341, as thecase
may be) to the extent of such amount paid.

5. FINAL SETTLEMENT

8.1 On final settlement being made and terminal benefits being paid, such payments shall be

accounted for in the Cash Book as follows:

payment side: Under the head "provision for Gratuity / Provision fon Pension" [Account

code 2942 or 2943 as the case may be) to the extent of such amount

p"ia. under the head GPF subscription/NMR PF subscription [Account

code 2822 or 2823, as the case may beJ to the extent of such amount

paid.

5.2 lf centain amounts are deducted towards Loans and Advances' and/or lnterest thereon

fnom the amount of gratuity p"io, 
"rcn 

deductions shall be accounted in the cash Book as

follows:

Payment Side:

Receipt Side.

6, LOANS AND ADVANGES

j:

Under the head "Provision for Gratuity/Provision for Pension" [Account
code 2942 l2g4g as the case may be) to the extent of such amounts

deducted.

,,Loans to Employees" or "Advances to Employees" fAccount codes 161 1

to tO 17 or igaf to 1649, as the case may beJ'

OR

',lnterest accrued on Loans to Employees" fAccount codes. 1625 to 1627

""1h" 
case may be] to the extent of such deductions made'

Whenloansandadvancesaredisbursed,suchdisbursementsshallbeaccountedforinthe
Cash Book as follows:

payment side: under the head "Loans to Employees;-Advances to Employees" [Account

Godes 161 1 to 1618; 
'iAql'to -1649' 

as the case may be) to the extent

of such advances Paid'

.F-

6.1
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7.1

7.2
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When recoveries are made through pay bill towards pnincipal amount of loans and advances
and interest thereon, such recoveries shall be accounted for in the Cash Book as follows:
Receipt Side: i) Under the head "Loans to Employees; Advances to Employees" [Account

Code 161 1 to 1618; 1641 to 1649, as the case may be) with the
amount of such recoveries towards principal amount of Loans and
Advances.

ii) Under the head "lnterest accrued on Loans to Employees" [Account
Code 1625 to 1628, as the case may be] to the extent of recoveries
nrade towards interest on loans.

THAVELLING ALLOWANCE ADVANCE AND BILL

When travelling allowance arJvance is paid, such payment shall be accounted for in the

Cash Book as follows:

Payment Side: Under the head "Advance for expense-Travelling" (Account Code 1651) to
the extent of such advance.

On receipt of bill, approval and settlement thereof, the transaction shall be accounted for
in the Cash Book as follows:

payment Side: Under the head "Travelling and Conveyance Expenses"(AccountCode 3511
to 3529, as the case may bef to the extent of net amount of the bill paid

FOR ADJUSTMENT OF ADVANCE

Fleceipt Side: Under the head "Advance for Expenses-Travelling" {Account Code 1651)
to the extent of advance adiusted against such bill.

Payment Side Under the head "Travelling and Conveyance expenses" [Account Code

3511 to 3529) to the extent of advance adjusted.

B. AGGOUIUTITTG AT HEAO OFFIGE

On receipt of Form No. PA 26 at the year end, the following entry shall be passed:

Dr. Salaries of Employees and Wages of NMR Employees fAccount Code 331 I to 8329, as
the case maY beJ

Dr. "Casual Labourer's Wages" [Account Code 3351 to 3359, as the case may be]

Cr. "statutory Employee deductions" (Account Code 2A21 to 2829, ss the case may be)

Cr. "Loans to Employees" (Account Code 16 1 1 to 1618, as the case may beJ

Cr. "lnterest accrued on Loans to Employees" [Account Code 1625 to 1628, as the case
may be)

Cr. Advances to Employees" [Account Code 1641 to 1649. as the case may be]
with the amounts specified against such codes.

Cr. Employee dues-Salaries and Wages" [Account Code 2816) with the amount of net
salaries and wages payable.

Since the Account Flendering Units [ARUsJ shall account the salaries and wages as
mentioned in Chapter lV A. paragraph 1, the above entry shallbe written back in April
Accounts of the following year.

1
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Provision for Bonus shatl be created at such percentage, as may be determined by the

Authority at the yean end based on Bonus calculation sheet [Form PA-15) received from
ABUs by passing the following enry:

Dr. Bonus- (Account Code 3318i 3328' as the case may be)

Cr. ,,provision for Bonus" fAccount Code 2941) to the extent of such amount determined

by the AuthoritY.

Such provision shall be written back in April Accounts of the following year since the

Account Rendering Units [ABUs) shall account the Bonus as mentioned in chapter lV-A'

paragraph 3.

lnteresg accrued for the year on loans to Employees calculated and entered in Form No'

PA 21 as mentioned in cLapter lll E. paragraph 2.3, shall be accumulated and accounted

for at the yeaP end by passing the following entny:

Dr. "lnterest accrued on loans to Employees" (Account Code 1625 or 1628' as the Case

may be)

cr. ,'lnterest recoverable from Employees" (Account code 7123)

with the amount of such intenest accrued'

lnterest accrued for the year on General Pnovident Fund; Provident Fund-NMR; etc', shall

be accounted for at the year end by passing the following entry:

Dr. lnterest on GPFllnterest on NMR-PF" [Account Code 429 114292' as the case may be)

cr. .,GPF deduction/NMB-PF deduction" (Account code 2822 ,2A23, as the case may beJ

to the extent of such interest accnled on General Provident Fund and Provident

Fund-NMR.

On receipt of copy of lasU pay cerEificate (Fonm PA-21 H.O' shall pass the following iournal

entries:

ln the books of transferor office:
Dr. lnter-of f ice account-other assets (Account code I 144J

cr. Loans to Employees [Account code 1611 to 1618)/lnterest accrued on loans to

Employees [Account code 1625 to 1628)/Advances to Employees fAccount code

1641 to f gadias the case may be, witn tfre amounts specified as recoverable from

the transfenred Employee in such form'
ln the books of transferee office:
Dr. Loans to Employees fAccount code 161 1 to l6 18]r lnberes; accnued on loans to

Emptoyees [Account tode 1625 to 1628),'Advances to Employees [Account code

1641 to 1649) as the case maY be.

Cr. lnter-office account-other assets (Account code 9144) with the amounEs specified as

recoverable from the transferred Employee in such form'

ln relation to accounting policy no. 3 (chapter llJ on Gnatuity and Pension, H.O. shall

determine the accrued liability on account of gratuity and psnsion for tha year and pass

the followang iournal entry at year end,

Dr. Gratuity of employees/NMR-employees [Account code 3381/8384) commuted/service/

family pension fAccount code 338 3 /3384/ 33BE J'

Gr. Provision for gnatuity [Account code 2942,f Provision for pension fAccount code

e943)as the case may be with the amount of such accnued liability'

.a
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CHAPTEB - V

;

1 lncumbancy Register, Sanctioned Strength Begister, lncrement Control Begister, Service
Book, Pay Bill Register etc., shall be updated regularly and shall be kept under custody of a

responsible official.

Loans and Advances shall be sanctioned within the budget limits.

Pay Bill Register and Pay Bill shall be checked by a person independent of the person
preparing the Pay Bill Begister/Pay Bill.

Attendance records shall be periodically verified by officers.

Unpaid salaries shall be subsequently paid only on proper identification and necessary
acquittance obtained. The unpaid Salaries Begister also shall be updated.

Unpaid salaries amount shall be verified by a responsible officen at the end of appointed day
of disbursement,

Verification of 'Register for Watching Becovery of Advances' shall be made before
preparation of PaY bill.

A responsible officer shall check the 'Tnavelling Allowance Advance-cum-Bill Begister' to
ensune that Advances have been adjusted properly and without delay. Such checking shall

also coven the Budget allocation viz-a-viz Actual Expenditure.

Checks shallbe carried out by a responsible official to ensure that engagement of labour/

temporary employees is within the sanctioned limits'

?.

a

4.

5.

6.

7.

8.

9.
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GHAPTER - UI

ffi

The forms contained in the Table below shall form part of the information system for
Account Bendering Units to Head Of fice:

S1. No. Description of Form Form No. Periodicity

1 Last Pay Certificate

GPF Schedule [Recoveries]

GPF Schedule (Payments)

Housa Building Advance Schedule

Motor Gonveyance Advance Schedule

Liability Certificate

PA2

PA 11

PA 12

PA 13

PA 14

PA 17

As and
when an
employee is
transfemed

Monthly

Monthly

Monthly

Monthly

As and
when an
employee
retines

2.

3.

4,

5.

6,

7 Salaries & Wages outstanding for March PA 26 Annual

s
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Sl. No.

1.

2.
3.
4.
5.
6.
7.
I
9.

10
11.
12.
13.
14.
15.
16.
17,
18.
19.
20.
21.
22.
23.
24.
25.
26.
27,

Descniption of Forms & Formats

lncrement control Register
Last pay certificate (LPCI

Pay Bill Flegisrer
Casual leave Register
Overtime Authorisation Slip
Overtime Begister
Pay Bill

Unpaid Salaries Begister
General Provident fund schedule [FlecoveriesJ
General Providedt fund schedule [Payment of Advances)
House Building Advance schedule
Motor conveyance advance schedule
Bonus calculation sheet
Medical Beimbursement Begister
Liability Certificate
Final settlement Account
Flegister for watching recovery of advances
Loan Application-Cum-Allotment Begister
Begister of House Building Advancei Motor Conveyance Advance
Application for Tour sanction advance
Travelling allowance bill
Work labour and othen charge analysis book

Travelling allowance Advance-Cum-Bill Register
Statement of Salaries I Wagee outstanding for March
Acquittance Begister
Stipend Flegister
Casual Labour Boll

Form No.

PA1
PA2
PA3
PA4
PA7
PA8
PAg
PA 10
PA 11

PA 12
PA 1g
PA 14
PA 15
PA 16
PA 17
PA 18
PA 19
PA 20
PA 21
PA 22
PA E3
PA 24
PA 25
PA 26
PA 27
PA 28
PA 29

f
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FORM No. PA-1
Befer Chapter lll B Para 1.2.2

1

KERALA WATER AUTHOHITY

INCREMENT CONTROL HEGISTEB

4 5 6

Division Sub Division :

Location Code :

7 B

lnitials of san-
ctioning

authority

(t)
.}4t-
o
Eo(f

I2 3 10

Enhanced
pay after
increment

Fls.

ciz
(t)

Employee's
Name and
Designation

Pay
Scale

Fls.

Date of Iast
increment

Present
Pay

RsFls.

Date of next
increment

Flate of
increment

I
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FORM No. PA-2
Befer Chapter lll B Para 1.3.1

KERALA WATEB AUTHOBITY

LAST PAY CERTIFICATE

Division/Sub-Division :

Location Code :

Sri/Smt.
Proceeding on

to ioin appointment of
Substantive appointment
Acting appointment, if anY

Substantive pay

Acting allowance

Other allowance [SPecifY) 1)

2l
3)
4)
5l

Natune and Date of commencement

of the present Ieave :

Flate of leave allowances :

Date upto which pay and allowances have been disbursed

Date of handing oven charge:

Nature and amount of Deductions/recoveries from Dav DeP month

To be remitted to Head Office:

Nature No. Rate of
recovery

GPF SubscriPtion
GPF Loan
House Loan*
Conveyance Loan*
* Spelif y the their recoveny is towards principal or interest

To be remitted to outside agencies :

Ltc
State lnsurance
lncome-Tax
Court Attachment

trt

r.

Balance to
be recovered

Data:

IFonenoon/Afternoon)

Balance

r

Othen amounts owed by/to the employee

Date of ioining dutY

at the new office

Signature and Designation of the
Officer granting the Certificate

Hs.

dn

IFonenoon/Afternoon)
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FOBM No. PA 3
Refer.Chapter lll B Para 1.3.1

lll.C Para 4.1

Name and Designation

Scale of pay

Date of Joining

Date of completion of Probation

Marital Status

Date of lncrement

Government ence occupied

Date Occupied I Date vacated

G.P.F. A/c. No.

F. B. S. No

Year

Rs

2

PAY BILL REGISTER

KERALA WATER AUTHORITY

Opening balance
as on lst MarchPrevious PBR No.

Service verified G. P. P. Credit

Honorarium drawn if anY

lnstalments

Advances
No. and

Date of bill
Amount

Rs. Ps

D.S

No.

Con-
vcyance
Allow'
anco

No.

Bonus

Rate
Ps.Rs.

G.P.F. Non-
Refundable

G. P. F.
Refundable

OnamAdvance
Festival Advance

House Building
MCA

Others

lnterim
D.A,

Ailoats
ol D.A.

CityCom-
pensstry
Allow-
ance

House
R ent

Allow-
ance

Rs. p.

Total
Dues

(Gross)

GPF
Subscri-

ption

Family
benefit
scheme

Leave GPF o
G
oq
5
o-

&Month

p'

Salary
tcBas

p.Rs.

Special
pay

p.Rs

3

Dearness
Allow-

ance
Sa

Fs. Rs. p.

advance

Rs. p. Rs' p. Rs, Rs. p. Rs, p.

el 10 I 11 I 12 I 13 I 14 I 15 116

lary

p.s.p.Rs. p. Rs. p, Fs. p. p

1 41516 7 | 8

Date of Drawa;

Officiating I TemPorarY

LIC/SLI/PLl No

lni
s. c.
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KERALA WATER AUTHORITY

!

(Form PA 3 Contd.)

Total recovery against
G.P.F. advance

Withdrawal during
the year

Contribution
recovered

during the
year

lnitials of
s. o/

Drawing
Officer

Balance B/F
on 31st March

lnitials of
s. o./

Drawing
Off icer

Drawal

Rs. p. Bs. p.

Total

Dete

Rs. p'

Payable

Rs p.

Fest,val
Advance

Rs, p.

cycre I ,o"- | on". I

Advance I quitonet I advance I
I advance I I

Rs. ,. 1 ,.. o.l ," o.l ,. p.

Not "9
G

c

ov
6
E
o
E

Balance
c/F

Number of lnstalments Recovered

1 2 3 4 5 6 7 I I 1011 12

Bill No.other I
Advancesl

Rs rl

Total
Deduct-

ions

Balance at
March

Contribution during
the Year

Total amount of
interest credited

Total at close
of the year P.B.R, No.

Family
benefit
scheme

Houso
Rent

Ltc/sLr/
PLI /

Piemium

Profe-
ssiona I

tax

House
Building
advance

Motor
GOnVOy-

ance
advance

Rs, p. Bs. p. Bs. p. Rs. p. Rs. p. Rs. p.

l2ol21t2215 16 17 I 18 231 24 I 25 I 26 I 27 1l
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FOBM No PA 4
Flefer Chapter lll C Para 1.2

Date
Eligible

Name and Designation of the employee:

KEHALA WATEH AUTHORITY

CASUAL LEAVE BEGISTEB

Balance

Divisioni Sub: Division
Location Gode

Yean :

lnitials
No. of Days

Remanks

Availed
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FOBM No. PA-7
Refer Chapter lll C Para 3.1

1. Signature of Authorising Authority

2. Flecommended bY:

KEBALA WATEB AUTHOBITY

EXTBAHOURS AUTHORISATION SLIP

Division/Sub-Division :

Location Code:

3

at)
J
a-(,
E
q,
tf,

-a
o=$6
tr-c
8p
$#

o
ttt

,o
.cc

14 I 15

-c
ats
L6
oE
-tro
(D-tr
L&,
lJ-

,IE

Actual extra hours

No. of hoursToFrom

ctz
U)

c
.9
{Joc
.9
ID
oo

g)
'o
0,

oo
tr6fiz

o
o
C-

=-yDLiuoZ=

lnitial Sanction

No. of hours

0,
&,
(o
o From To

e l1o2 l3 415 11 127 I6

Sanctroned bY:
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Division / Sub-Division
Location Code :

FOBM No, PA-8

[Refer Chapter lllC Para 3.2)
KERALA WATEB AUTHOBITY

EXTRA HOUBS BEGISTER

o
.v,
L
(E

Eo(r

o
EooI

o
alt

.g

.€c

F
ciP
.Jtrx
Bo
Eui<(r

F
ci
:si
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otf
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L
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c
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g€ EExJ@O
I,IJ G' O CL

4

c
.9
{Joc
.9aoo
3

:r,
o,o
.9q
Fb
tuz

2

ciz
a

10 I '.t1 12 't3II765,l
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FOBM No. PA-9
Befer Chapter lll C Para 4.1

KEHALA WATEB AUTHORITY

PAY BILL

Division Sub-Division :

Location Code

Month:

(t,
l4
L
(o

E
0,(r

letlot

El#l'r I - |ololclc-IHtslsclolF
gs. lFts.tBs.

It
Cotr
ooaoI

Bs. Bs. Fls.

-g.cl
o
o
tL
{Joz

Fls.

20l21l22l23l

o=l,E
Fcl69'E.
O.E
(J'i(r, -!o
(,Jo

0)o
E
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1f

oa
o
-co

oog
o
o
tro(J

cnc
E
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OE'I<

q
)e
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IJ

QE
-0)JL(,le

o
oco
E

tL
TLo

Rs.

tt
tLo

Bs.

6
T'oF

Fls.

=oo
CL
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o
Lo
t,o

Bs.

o9o
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0gtroo=o<
Bs.

ingEarn

Bs.
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Io
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tro
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Lo
TL

Bs.

Ee
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=o-<
Bs.
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E
o

I(Do
urotrc
o(D
93EO
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DL
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Ie
a
(r,

9oFc)
gs

-l-Ell(Dlo|uJlEIul.sl,ol>(l)lo
o. loalJ

ns. I ns.

c-
(o

C'a
.o
a
(D

m

Bs.

3

c
.o
+l
(0

.tg, 
g

o>oooE
'oEco
@*
oo
E
@Z

2

o
Z
a Fls.Rs.Fls.

51617 Bls 11 12 13114 15 16 1811s174

Approved by:
(Head of OfficeJ

I

I

Checked by;Prepaned by;
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FORM No. PA-1O
Befer Chapter lll C Para 5.2

Division /Sub-Division :

Location Code

KEHALA WATER AUTHORITY

UNPAID SALABIES BEGISTER

Employee's Name
and Designation

Peniod to which
unpaid salary

relates
Date of
Payment

lnitials of
Of ficer

Amount
Sl. No. Voucher Amount Flemarks

I

Bs. Rs. Bs.

1 2 3 54 617 I
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FOHM No. PA-1 1

Refer ChaPter lll C Pana 6.4

Division/Sub-Division
Location Code
Month :

KEHALA WATER AUTHORITY

GENEBAL PBOVIDENT FUND SCHEDULE (RECOVEHIES)

Details of Recoveny

c,z
6

.9
o
C-
og,
E'
o,
J

o
E.rrb
E€
o)ocah€
z. tD

.J
C3o
C)
C)

lt.
O-ooz

Salary/pay as
at 3 1st
March

Fls.

Bate of
Subscription suuscnip-l Berund 

"r l#:#t"llLl 
"[""t"X,tion lAdvancel of lt0+zl

Rs. I *". lrecovervl n".
ciz

12(,
Es

atv
L
(D

Eo(r

1254 617 8lsl10 12,l

trtr
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FOBM No. PA 12
Refer Chapter lll C Para 6.4

GPF Account
No.

fr,

KEBALA WATEH AUTHORITY

GENEBAL PROVIDENT FUND SCHEDULE IPAYMENT OF ADVANCEJ

Advances paid

,til[ h

l4
.o
+,.E

.e
o
]I
rcio)>E'.EoJ

ctz
a

Name of the
subscriber

Salary/pay as
on 31st

March
No. of instal-

ments of
recovery

Division/ Sub-Division
Location Code

Month :

Advance

Fleference
No. & Date

Befunda-
ble

Non-
ref undable

Bs.Bs.Fls.

10
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FOBM No. PA 13

'Refer Chapter lllG Para 6.4

il rr fl.

Division/ Dub-Division
Location Code

Month:
KEBALA WATEB AUTHORITY

HOUSE BUILDING ADVANCE SCHEDULE

ooc
(0

Eo

rF
Oc-tfo+
Loo
E6oo
.E'
.:i o
IJqc;
l-toza

e5
bE
qrc
E E')L.-gEzo

ctz
a

!
+,

Eeu
;tu9
5=sL-c
J

cl

!
.-,

Er:s
,p(DOc=tr
E3E
(J

Rs.

Iq,E
L.JcLc
3POr
=l 

(r,

-)(uo
E.;F
Rs.

o
.Jco>\
Eb
-se
oo
.sg
bt
ctzFls.

C'
.C
+,

Advance Paid
6o.-co@z
E ...(oE
o#.r
trI

I
l-o->otor-
C)r
PL
$o
Ello(o
(u
tD

vt

={Jr
oE s-
aJl, IcLc-rro=
g "ot
ol-

Month
and
Year

Amount

Amount of interest
recoverable as per

H. O. advice

Bs.

Total
amount

recoverable
[5+6]

Bs. Rs. Rs. Bs.

531 2 4 6 | 7 l8lellol 11 12 | 13114
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FOHM No. PA 14
Flafen Chapter lll C Pana 6.4

Division/Dub-Division :

Location Code :

Month :

KERALA WATER AUTHORITY

l+
:WHY alrcmEsUffi DvANcE sGHEflt

oo
tro
'o
(D

8e
Lc,o
E6oo
.E'
.eh
]Joci
l-
@za

eE
hE
0)c
EE"

EE-o

tOcLaJ
CLEo9DL
OLto
-)C'O
E';F
Rs.
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]JE.o>CL
-E O)

seooco
Et
ciz

o
.c
P

Advance Paid
6o.
-Eoaz
8 ...

EE
tD

I
L
0,->otorrOr
EL
$oc-oo(,
(u

EO

a
-trD
b -c-,|-,aJ+
CLC^
= Or-'
-EF(u L+
Dloo)

-tr.l-,

Eer:hPc=oo;rr
T E.E
ao

f
Ercp(IlO
c=E
E3E
a
cl

c;z
a

Month
and
Year

Amount

of interest
recoverable as per

H. O. advice

Total
amount

recoverable
[5+6]

Bs. Rs. Fls. Bs. Rs. Rs.Rs.

.i

1l 2 3 4 5 6 | 7 lBlsllolll 112 113 114
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FORM No. PA 15
Refer Chapter lllD Para 1

Originalto H. O.

Duplicate as File Copy

KEBALA WATER AUTHOBITY

BONUS CALCULATION SHEET FOR THE YEAH........

DivisionlSub-Division :
Location Code.........

Gross fBasic + DAI -OrgE3
6 E''E
FiE,T

Rs.

EE:
683<<E

Earnings Eligrole Flupees
sl.
No.

Name &
Designation Month Month

1211 Bs,l

1

2

3

4

5

Grand Total of Eligible Earnings

Provision for Bonus @ % J. V. No.

J. V. No.Actual Bonus @%

Month
I 10

Month
4

Month
5-B

Month Month
32

Diff. Between Provision and Actual
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fOHM No. PA 16

[Befer Chapten lll D Para 2)

Division/Sub-Division :

Location Code :

KEHALA WATEB AUTHOHTTY

MEDICAL REIMBURSEMENT BEGISTEH

Total Amount of eligibility for the year Rs.

Name and Designation :

fo the employee

Year :

.E e-(D==
o5-
-_o(r -s'=
E8EF

o
!
IJ

o
I
.o
lJ
c

E'6
o

Io
o)
{Joo

p
(l,
CL

E
E
c)

Bs.

tt
a-(oF
;i@.= .t
g-9oo(L

ciz
a

o
E

a
L
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@

E
o

(E

L
0)E
C))
o

Rs. Fls.

7 I I ,l o

t-o
.C'

o

l,
-cts=
(Dg
C]E

c
.o J4
+: '6!l rr

&€

oE
.!l 6
bE
O-+o

2 3 4 5 6



FORM No. PA 17

Flefen Chapter lll D Para 4.1
DivisioniSub-Division :

Location Code :

.t

KEBALA WATER AUTHORITY

LIABILITY CEBTIFICATE*

NON - LIABILITY CEBTIFICATE +

Certified that non liabilities * the following liabilities * to the Authority ane outstanding

against Shri

* The liabilities may be recovened from his/hen Death-Cum Retirement Gratuity and

cnedited to the head of Accounts indicated against each:

Sl. No. Nature of Liability Amount of Liability Head of Account to which
it is to be credited

[NameandDesignationoftheofficenaEthetimeofretirementl--l
whohasretiredfromserviceldiedwhileinsenviceon--*

.fr

21 4,l

Certified that no other liabilities to the Authority are outstanding against him/her.

I Place':

Date :

SIGNATUHE AND DESIGNATION OF

ISSUING AUTHOBITY

+ out whichever is not applicable.

rt

rt:



i

t

FOHM No. PA 18
Befer Chapter lll D Para 4.2

KEBALA WATER AUTHOBITY

FINAL SETTLEMENT ACCOUNT

1) Name and Addness of Employee

2) Name and Address of Nominee/Heir
[in case of deceased employee)

3) Amount of Gratuity and its computation

4l Amount of Pension/Family Pension and its computation :

5) Any other amount payable to the employee [specifyJ

Sub-Total tl)

6) Amount of Loans and Advance and interest thereon
to be recovered

7) Any other amount to be necovered [specify)

Sub-Total tlll

Net amount fl-|l)

Add:

Total amount

Amount
Rs.

u

8J Amount of Provident Fund including interest

f
Prepared By: Sanctioned By:
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FORM No. PA 19
Refer Chapten lll E Para 1

Division/Sub-Division :

Location Code :

KEBALA WATEH AUTHOB]TY

REGISTER FOR WATCHING RECOVEHIES OF............ .....ADVANCE

E'c
(o

ciZa
- .1,

(-@>o

Name of the
Employee

Amount of I

Fresh Advancel

Bsl

Flecoveries Balance to
be carried
forwand

Opening
Balance

Total Total
Designation

April..........March

Bs.Rs. Bs. Fls. Fls.
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FOHM No. PA 2O

Refer Chapter lll E Para 2.1

*tt $k

KERALA WATEH AUTHOBITY

LOAN APPLICATION.CUM.ALLOTMENT BEGISTEB

[separate rsgisters shall be maintained for each type of LoanJ

Type of Loan :

Year :

Budget Sanction : Fls.
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FOBM No. PA 21
Refen Chapter lll E Para 2.2

fi k t n

Broad Sheet No.

KEHALA WATEB AUTHOBITY

TRIVANDBUM

BEGISTEB OF HOUSE BUILDING ADVANCE

MOTOB CONVEYANCE ADVANCE
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Fls.
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FORM No. PA 22
Flefer Chapter lll E Para 3.1

Journey

Date

Signature of employee

KERALA WATER AUTHORITY

APPLICATION FOR TOUH SANCTION & ADVANCE

Division /Sub-Division
Location Code

Date:

Bemanks

Signature of authorising official

Date:

dt

*

1

2 Designation

Name

3

Amount of advance required5

Fls.

'evious advance
stment

Details of pr
pending adiur

Head Suarters

4 Punpose of
Journey

Period of StayPlaces

'L

6



fi.fi;F

FOBM PA 23
[Befer Chapter lll E Para 3.2)

Signature of Employee :

Date :

Journey approval Bef :

Division /Sub- Division..
Location Code.........

KEBALA WATEB AUTHOBITY

TBAVELLING ALLOWANCE BILL

Certified correct :

Approved fon payment :

f $
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FOBM No PA 24
Refen Chapter lll G Para 1O

Division
Sub Division

Location Code.........
Location Code.........

i l

Sl. No. Name of Employee

KEBALA WATEB AUTHOB]TY

TRIVANDRUM

CASUAL LABOUH REGISTEB

Name of work/
W.O. No.Categony

Flate/day No. of days
worked

Amount

Rs. Bs.
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FOBM No. PA 25
Flefer ChaPter lll E Para 3.1

Name

Division/Sub-Division :

Location Code :

KEHALA WATEB AUTHOBITY

TRAVELLING ALLOWANCE ADVANCE.CUM.BILL HEGISTEH
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FORM No. PA 26
Befer Chapter lll IDJ Para 11

Particulars

t,

Basic Salary
Dearness Altowance
lntenim D. A.
Arrears of D. A.
Gity CompensatorY Allowance
House Bent Allowance
Leave Salary IBemaining unPaid

during the year)

Subsistance and other allowances
Casual Labourer's Wages Ispecify]

Total I

il.
House Rent
Deduction
GPF Deductions
NMB-PF Deductions
Family Benefit Deductions
LIC Premium Deductions
Others
Loans & Advances
Becovered [sPecifYl

Total ll

Net Pay ll-llJ

JUNIOR SUPERINTENDENT/

DIVISIONAL ACCOUNTANT

Note : Use sepanate fonms for permanent
labourer's wages.

-..,KEHALA WATEB AUTHORITY

STATEMENT OF SALABIES.A. WAGES OUTSTANDING FOFI MARCH

Account Code

331r1 t3321
3,312t3e22
3313i3323
3314t33,24
33 t5/3325
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FOBM No. PA 27
[Hefer Chapter lll G Para 5l
Location code
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KEBALA WATEH AUTHOHITY

THIVANDHUM

Officd / Division / Sub-Division

ACOUITTANCE BEGISTER

Month.......

Bef. No. in unpaid
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FORM PA 28
fBefer Chapter lll B Para 4J
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KERALA WATEH AUTHOHITY

STIPEND REGISTER

TBAINEES/APPBENTICES *

Scheme Particulars

Sl. No.
AMT of Stipend

Bs.
Signature RemarksDiscipline/TradeName

* Strike off whichever is not applicable



FOBM PA 29
Fefer Chapter lll [C) Para 4.4)

' Certified that the above payments were made by me.
Disbursing Officer.

Division/Sub-Divisioni Section.'.....
Location code.........

KEBALA WATER AUTHOBITY

CASUAL LABOUR ROLL
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