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Preface

The Karnataka Public Financial Management Accountability Sh@@¢ by the World Bank
paved the way for reforms in the PRI setup in Karnataka. While significant reforms were
brought about in the Zill&?anchayats and GranRanchayatsTalukPanchayats were not
covered In order to address this, thé&3rengthening of Fnancial Management and
Accountability ofTaluk Panchayats projectwas taken up under an IDF Grant. As part of the
reform exercisethe Governmentof Karnataka felt the need for having an Accounts Manual
specifically for TP accounting to bring greater clarity and transparenitye functioning of

the TP.The TP Accounts Manual has been prepared to address the above. fdesl
Accounts Manual has ke prepared by NCR Consultants Limited (NCRCL) in association
with Karnataka Institute of Public Auditors (KIPA).

The Accounts Manual has been desigmedsidering the complianceequirementsunder
the Karnataka Panchayat Raj At993, Karnataka PanchayRaj TalukPanchayats (Finance
& Accounts) Rules, 2006 and the Model Panchayat Accounting SiidfeAS prescribed by
the Ministry of Panchayati Ra{zovernmentof India. TheAccounts Manual takes into
account theKhajane I(Treasurycomputerization) envonment and the capabilitiesf the
TP Accountpersonnel The Accounts Manualas beerpreparedafter aground level study
of the currentaccounting processes followed e TPsand the inherent gaps. The manual
incorporakesall the practical requirements for accountitrg@nsactionsat the TPs.

This Accounts Manual spells out the accounting policies, accounting procéssesaction

flow and the responsibilities of accounts staff of the TP with respect to different
transacdions. The formats of all therescribeddocuments andregisters are given in this
manual. Suitable illustrations have been given wherever necessary to make the reader
understand the accounting process and help him to account all the transactions of the TP
correctly.

The Accounts Manual serves as a guide to the TP accounts personnel. It also provides the
basic functionality requirements fro the Khajane Il PRI module. Timanual is also a useful
guide to the TP auditor.

Complete implementation of the T&counts manual, being dependent on the Khajane I
rollout, is expected to happen over the next couple of years. It will also require certain
changes to the relevant statutes which will become clear once the Khajane Il rollout is
completed. Hence, it isriperative that manual will have to undergo a limited revision in the
coming years based on the actual implementation scenario.

Finance DepartmentGovernmentof Karnataka
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Chapter 1: Introduction

1.1 About This Manual

This manual covers the accounting policies for TP accounting, chart of accounts, accounting
processesgocuments and registers to be maintained and internal controls & checks. It also
provides a quick reference to the relevant statutory provisions affecting TP accounting.

Chapter2 gives an overview of the TP Accounting system. The sources and utilization
funds by the TP, the system of accounting followed and the nature of registers and
documents maintained at TPs are explain€tapter3 spells out the accounting policies to

be followed for recording the receipts & expenditure of the TP. All signifisacbunting
policies with respect to accounting period, accounts compilation and book closure
procedures are given her€hapter 4deals with Chart of Accounts of the TP. The structure
and coding of the head of accounts as per the MPAS has been explaredThe linking
between the existing Heads of Account with the MPAS Heads of Account is also addressed in
this chapter.Chapter5 explains the key processes that are undertaken by the TP. Each
process has been explained lucidly and illustrations are gwesrever necessary for better
understanding of the user.

Chapter 6 deals with the Accounts Compilation process of the TP. The manner of
preparation of Monthly/Annual accounts of the TP, timelines for preparation and
presentation of TP Accounts have beewvered exhaustively in this chapter. A section on
Bank Reconciliation Statement (BRS) is also given in this ch&apter 7 gives an
exhaustive list along with description of all the documents and registers to be maintained at
the TP.

Annexes have éen given at the end of the Manual. Annex referenees given in the
relevant sections of the ManuaAnnex 1provides the statutory provisions that govern the
TPs.Annex 2deals with the Chart of Accounts for the TP. The business process charts
related toFinance and Accounting activities of the & given inAnnex 3 The formats of
various registers and forms are giverAnnex 4. Annex provides the formats for Financial
Statementsprescribed in this manuafnnex 6deals with budget documes and format for
the TPLink DocumentThe provisionselatingto counter signature of bills is given Bnnex

7 and Annex 8providesa comparison ofregistersmaintained under the earlier system of
accounting andhose prescribedin this manual Annex 9provides an easy referencer for
preparation and submission of TP Monthly Accouriscounting matrix irAnnex 10gives
an illustrative list of accounting TP transactions.
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Note: This manual has been prepared under the overall legislativendveork of the
statutes that govern the TPsThe discussions in the subsequent chapters cover|the
accounting treatment and records to be maintained. Procedures governing the functipon of
the TP accounts department as prescribed under taious statutes have not been
discussed in this manual. The reader is advised to refer to the relevant statutes for further
information on procedural aspects.
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Chapter2: Overview of TP Accounting

2.1 Accounting system in TP vésvis ZP and GP

In Karnataka, while the GPs operate as truly autonomous bodies, the ZP and TP continue to
function as extended arms of the RDPR. This style of operation is also reflected in the
system of accounting followed. The accounts preparation and presentation atthevel is
similar to what is followed at the ZP which is the system of accounting followed by the State
Government. But for the GPs the accounting system followed is double entry, accrual based.
The TPs prepare Monthly and Annual Financial Statementsanaits them to the ZP CAO

in the formats prescribed in the KPRTP (F&A) Rules, within the time limits prescribed in the
Rules.

2.2 Important Statutory Provisions governing TP

Thefunctioning of aTP isgoverned by various statutes and rul@e statuteghat govern
the TPs in the areas of finance, accounts and audit are given below:
1. Karnataka Panchayat Raj Act, 1993
Karnataka Panchayat Raj TaRdnchayat (Finance & Accounts) RUBE)6;
Karnataka Finance CodE958;
Karnatakal'reasuryCode 1963;
Manual of Contingent Expendituyd 958;
Karnataka Budget Manual;
Karnataka Transparency in Public Procurement Act, 1999;
KPWD Accounts CodeDepartmental Code;
Karnataka Stat€adre and Recruitment Rules
10.TP Business Conduct Rules, 1999;
11.ZP & TP Due Recovétyles;
12.Rules for Salaries and Allowances;
13.Sitting Fee of Members;
14.Rules for Stamp Duty.

© NGk wDd

2.3Inflow of Funds to the TP

Inflow of funds at the TP level is the form ofreleasedor various schemes announced in
the budget document othe StateGovernmentand certain central scheme grants given by
the CentralGovernment Budgetary releases to the TRse made through thereasury

! Annex1 shows the list of provisions governing TPs underAd®Bnd KPRTP (F&A) Rules
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channel which accounts farearly 95% of the total fundef the TP The central scheme
grants arereleasedvia the kanking chanal. The banking channel funds are routed through
the ZPs by the State or Centabvernment

In addition, the TP also has inflows frasther sources such as grants from surcharge on

stamp duty andown sources of revenue like rent, sale of scrap etc. @Hands arealso
operated through theTreasurychannel.

2.4 Outflow of Funds from the TP

Outflow of funds from the TP is towards expenditure under schemes covered by budgetary
releases through th&reasurychannel and also under central schemes through the banking
channel. The outflow or utilisation of fundshrough the Treasurychannelis either for
expenses by the Line Departmentsderthe Talukevel Schemes or for the expenses by the

TP itself.The exenditure is incurred by presenting bills to the Tallieasuryoffice. The
expenses incurred by the Line Departments are recorded in the TP books even though the
actual expenditure is by thedrawing officers of thelLine Departments. This is a
distinguishig feature in the TP accountimgechanism. Under the banking channel, the TP
incurs expenditure by drawing cheques on the scheme bank accounts.

The expenditure incurred at the line department level is only throughTtreasurychannel

whereas the TP own eenditure is through theTreasuryas well aghrough the banking
channel.

2.5Current System of recording Transactions

The accounting system in TP is currently undergoing a transition to the Model Panchayat
Accounting System prescribed by the Ministry ohéreyati RajThe transactions at the TP

are recorded in various registers and boeksich serve as the primary recordBhe onus of
recording and preparation of the accounting records rests with the Assistant Accounts
Officer of the TP. His assisted by Accounts Assistait performing his dutiesThe present
system of recordings completely manual apart from the limited use of spreadsheets in
preparing the Monthly and Annud&lccounts

The registergurrentlymaintained at the TP can henderstoodfrom the perspective oflow

of funds i.e. starting from the release of fundfom the State Governmentup to the
accounts compilationTable 1shows the important registers maintained against different
types of transactions.
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Tablel: Registers maintainedinder the earliersystem of accounting

Treasuryreleases; Line Department Release Watch Registatlotment Register
Treasuryeleases; TP expenditure Grant Register

Receipts BankingChannel SchemeCash Book

Own source receipts ReceiptdRegister& Remittance Register
Expenditureg Line Department Allotment Register

Expenditureg Own funds General Cash Book

Expenditureg banking channel Scheme Cash book, BeneficiBaymentsRegister

Apart from the above registers for recording fund movements, the TPs also maintain other
registers as prescribed under relevant rules and cer@introl Registers for their internal
control purposes such as:
1 DC Bill Register
Cheque Register
Stamps Register
Inward Register
Outward Register
Works Register
Asset Register
DDR Register
TTR Registe@ontrol Register for Releases
TreasuryTransaction Token Register
GP Funds release Register (Drinking Water)

= =4 4 4 45 8 -5 45 -2 -9

“This is an indicative list based on study of few TPs. The type of register and the nomenclature varies from one
TP to another in the current setup.
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Chapter3: Accounting Policies

3.1 Introduction

1 O02dzyiAy3a t2ft A0ASa NS RSTAYSR |a GiGKS alLls
applying those principles adopted by the organization in the preparation and presentation

2F TAYLl YOALI ¢ Insttulelr of Ehagered Adcabntants of India. All significant
accounting policies adopted in the preparation and presentatiorfirdncial statements

shallbe disclosed as notes to accounts in the Financial Statemetth® 61Ps Any change in

the accountingpolicy along with the reasons for changing shall be suitably disclosed in the
Financial Statements of the TP.

3.2Need for Accounting Policy

Accounting policies are needed to ensure consistency and comparability of the financial
statements. They enforcdiscipline in recording and accounting of transactions and also act
as a reference material in the recording of the financial transactions at the TP level. The
accounting policies prescribed in this manual shall be used for recording and accounting of
transactions.

3.3 Accounting Policies of the Taluk Panchayat

The accounting policies for the TP have been listed by the nature of transactions of the TPs.
This policy document prescribes:

a) The recognition for various transactions through theasurychannel; and

b) The accounting treatment for transactions through the banking channel.

The process and registersquired for accountingTP transactionare given in detail in the
Chapter5- Accounting Processes.

i. System of Accounting

For Treasurytransactions, the system of accounting to be followed in TPs shalh be
recording ofreceipts and expenditureof releases based on the system a€counting
followed by the Stat€&sovernment For banking transactions, the system of accounting shall
be doubk entry, cash based accounting.
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ii. Financial Year
The financial year shall be twelve months beginning from thefApril and ending with the
31 of March of the subsequent year.

iii. TalukPanchayat Fund Accourits
Thefund accounts of each TP with tieeasurare classified as Fund I, Fund Il and Fund Il1.

TP Fund:ITP Fund | shall account for all receipts and expenditure of Central Plan and
Centrally Sponsored Schemes including the State ShareplaarCentral Grants and grants

dzy RSNJ CAY Il YOS /2YYA&aaArz2yQa NBteAXdgh gyoRd-asA 2y a o
a %4800-1095-n n € @

The balances in this Fund shall be carried forward to the next financial year and shall be
available fowtilizationin the subsequent years.

TP Fund IITP Fund Il shall account for all receipts and expenditure in respect Qéatall
Pan schemes and dNon-Plan assistance received from Sta@®vernment The Fund shall
havethe 12RA 3A G O2-BSI0N6-A né&pnny

Balances under Fund Il as at the end of March of each year are written back to the
Consolidated Fundf the State at theend of the Financial Yeaand are not available for
expenditure in the next financial year

TP Fund Ill: TP Fundll shall account for all receipts and expenditure in respect of own
funds of Taluk Panchayats under Tax/Non tax revenue, Earnest Mon@siBeBecurity
deposits, Additional Stamp duty amdher receipts of thelTaluk Panchayats. The Fund shall
havethe 12RA 3A (G O2-BEI0AN7-A né&Pnny

Balances undeall the three lands as at the end of March of each year shall be checked by
Audit durirg Certification of Accounts and any write back to the Consolidated Fund shall be
based on the findings of Audit.

iv. TalukPanchayat Receipts

Budgetary Releasethrough the Treasurychannel

Budgetary releases from theteffe Governmentshall be recognized as receipts on the
LINBaSy il A2 yRcipt aniiféSittance Ghaia® @ahe locallreasuryfor credit

to the TP Fund I/Il account.

As per GO No. FD 07 ZPA 2003 daféﬂéptember 2004

10
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Banking Channel receipts
Receipts through the banking channel suctCaatralScheme grantshall be recognised as
receipts of the TP on receipt attualfundsfrom the ZP

Own Sourceeceipts

Own source revenue received in cash/cheque/DD shall be deposited into the Fund account
of the TP in thélreasuryby the nextworkingday. Such revenues@ilaccounted as receipts

on deposit of the csh/cheque/DD to the TRURd Il account in th@reasury

Own source revenues like rent on staff quarters recovered out of salaries shall be accounted
as and when the salary expenditure is accounted.

Disposal oAAssets shall be treated as owaurce receipts of the TP.

Demand Collection & BalanceDemand is not recognized in accounts until actual receipt
date is due The demand shalbe recognisedn the DCB Registers per the terms of the
contract If the demand is for rent from staff quarterthien demand shalbe recognised at
the month end. If the rent is receivable from commercisiadlishments then demand shall
be recognised as per the terms of the rent agreement.

Surcharge on Stamp duty repts

Surcharge on stamp duty receipts are recognized as receipts on the presentation of the
t | & ROt andRemittance Challan to the localTreasuryfor credit to the TP Fund IlI
account.

Interest receipts

Interest on monies in scheme bank accourtalkbe recognized as receipts on actual credit
of interest by the bankThe interest receipts shall be treated @seipts under the particular
scheme

v. Expenditure

Salary

The salary expenditure shall be recognisedapproval of thesalary billand itspresentation
to the Treasury for paymenSalary expenditure shall be recorded at gross amount.

Advancesifany, LJr AR G2 adlFF akKhftf o6S NBO23IyAl SR

bills shall be recognized as receipts as and whenctireespondimg salary expenditure is
recognized.

11
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Procurement of goods

Expenditure on procurement of goods shall be charged to the appropriate heads of account
depending on whether the expenditure is of a revenue or capital nature. The expenditure is
recognized on receipt of goods and passing of the bill for payment.

Publicworks

The works carried out by the TP could be revenue or capital in nafdoeks expenditure
bills are recognized as revenue/capital expenditure on presentation of the bills to the
Treasuryfor payment. Rvenue expenditure shall baccounted as expendite under the
respective Major Head starting from 2_. Gapital expenditure shall beaccounted as
expenditureunder therespectiveMajor Head starting from 4 _.

In case of capital works, on completion of work and payment of the finath®llasset shall
berecorded in theAsset Register maintained at the TP.

If the works are undertaken under Central Schemes (banking channel), the expenditure shall
be recognized as and when bills are passed for payment.

AC advancesAbstract Contingent aédnces while paid out are accounted as expenditure.
Any excess pay outs/refunds on submission of NDC bills are adjusted against the same head
of account under which the original advance was accounted.

Earnest Money DepositReceipts oEarnest Money Depdsshall be accounted as receipts
on deposit of the cash/cheque/DD to the TP fund Il account in Theasuryor the
respective central scheme bank accoufdr release of the EMD, the payment shall be
recognized on presentation of the bill to tAeeasuryor on issue of cheque in case of bank
transactions.The Earnest Money Deposit forfeitedhall be accountedas receipts under
Other Receipts andhall be suitably reorded in the Deposit Register.

Security deposit: Security deposits/retention monies deducted out of running bills of
contractors are recognized under Civil Deposits as and when the corresponding works
expenditure is recognized. Refunds of security deposits are accounted as payments under
Civil Depositsas and when the payment to the contractor is madg&ecurity Deposit
forfeited shallbe accounted as other receipts astiall be suitably recorded in the Deposit
Register.

Statutory deductions¢ Treasurychannel Deductions as well as remittances of stayt
dueslike TDS, VAT, Royalty, CBiRJd WWCwhich are paiddirectly by the Treasury and
charged to the respective heads in th&reasury as and when deductions are
made/remitted. Such deductions are accounted under the respective payable heads as and
when deductions are made. Remittance of such deductions is accounted on receipt of

12
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confirmation of remittance from the Treasuryebessary deduction registers for monitoring
the deductions and remittances as prescribed shall be maintained.

Statutory deductions¢ Banking channelAll deductionsand remittance of such deductions
made through the banking channel are accounted under the respeBay@bleHeads of
Account on deduction

Expenditure on services

Expenditure on services rendered to the TP may be of the nature of legal fees, data entry
charges etc. Expenditure on servidesrecognized on passing of bills for payment. The
recognition of deposits and deductions shall be the same as for public works.

Beneficiary payments

Beneficiary payments under various schemes are recognized as expenditure as and when
the bills are presented to th@reasuryfor payment {Treasurychannel) or on approval of
payment(banking channel).

Bank charges
Bank charges shalle accounted as expenditure under the appropriate head as and when
the charges are debited by the bank in the scheme bank account.

Fixed Assets accounting

Expenditure on goods, works and services of a capital nature shall be charged to the
respective expediture heads in TP accounts as and wipaid. For goods procured of a
capital nature, an entry shall be made in the fixed asset register on receipt of the goods.
Expenditure on works of a capital nature shall be recognized as a fixed asset on completion
of the workas duly certified. An entry shall be made in the fixed asset register for the total
amount spent onthe asses which belong to the TR apital Expenditure in the nature of
contribution to Societies are not recorded in the Fixed Asset register.

vi. Loans andAdvances

Advances are accounted as and when paid out. Advances to employees like salary advances
FNB | O02dzy i SR dzy RSNJ W[ 2l ya G2 tlIyOKIF&Fd SYL
dzy RS NJ W/ A ¢Redovely Bf @hpjoyeé adgndces framlaries shall be accounted as

receipts under loans to Panchayat employees as and when the corresponding salary is paid

out.

Recovery of other advances from amounts paid towards works/goods/other payments shall

be accounted as receipts under Civil Adws@as and when sucadvances are received
back

13
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Loans given to coperative societies are in the nature of scheme expenditure and are
accounted under the corresponding Major Heads under 2425, 4425 and 6425.

vii. Transactions of line departments

Onward budgetary releases by the TP to line departments at the Taluk level shall not be
recognized as expenditure of the TP at the time of release. Expenditure against such
releases are incurred at the line departments and accounted there. Such expenstialie

be recordedin the TP accountbasedon monthly Treasury schedules after reconciliation
and verificationby the line departments.

With regard to central schemes operated through the banking channel, implemented by the
line departments, though the aual spending is by the LD DDOs, the funds lying in such
bank accounts form part of the scheme funds of the TP. Onward releases to the LD DDOs
are accounted as transfers from one bank account of the TP to another in the books of
account of the TP. The eampditure is accounted only when the money is actually paid out of
the LD DDO bank account.

viii. Transfer entries
Transfer entries are made whenever an amount has to be adjusted between two or more
heads of accountSuch transfer entries are accounted as artewthe Transfer Entry Slip is:

1 proposedby the EO andcceptedby the Treasuryin the case off reasuryheads) or

1 prepared by the AAO arapprovedby the EQin the case of banking channel).

ix. Cash and bank Management

A cash book shall be maintained fall ashand bank transactiondy each DDOEntries in
the cash book shalbe made on adaily basisand the cash book shall be closed on all
working daysA separate cash book shall be maintained for each bank accountréasury
transactions a registerto record receipt of cheques froffireasuryand payment to parties
shall be maintained. The register shall be maintained on a daily basis.

x. Bank Reconciliation
A monthly bank reconciliation statement feachbank account shall be prepared. The Bank
Recondiation Statement shall form part of the Monthly and Annual Accowifthie TP

xi. Accounts closure

The TP shall reconcile all bank accounts and its fund balance$ne#dburybefore closing of
accounts for the year. Closing balances of cash and bank accounts and Fineadiiry
balance shall be carried forward to the next year as opening balances. Lapsing of balances in
Fund Il of theTreasuryshall be recognized in the TBcaunts by reducing the amounts from

the correponding grant heads of account.

14
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Chapter4: Chart of Accounts

4 .1 Introduction

A chart of accounts is a listing of all the account heggkrated ina TalukPanchayatEach

accountis denoted by an account name and a reference number. The account name is
1Y26y IAGoutfSS R X | yR (GKS NBTSNEB yOSUNRHRDESNI A &
The chart of accounts groups accounts of a similar nature into groups angreups at

different levels (major heads, minor heads aBdhemeheads with accompanying codeg).

provides uniformity in accounting and reporting financial transactions. A common
understanding and usage of the account heads facilitates not only a comparison over
different time periods, but also comparison across Tdakchayats.

4.2 Earlier Structure

In the earlier system of accounting and reportindpdre is noseparatechart of accounts
prescribed for T® as such. TPs use tlhesasuryScheme Codes in the Link Documeéltie
earlier structure of the heads of account is &iér classification with a 18igit code. This
structureis followed by theTreasuryand the TPs. Starting from the FY 24Pl new codes
have been introduced in the Link Document to bring them in line thighModel Accounting
System for Panchayats ®AS3. The structure of the earlidreads of account is shown below
in Table2.

Table2: Coding Structure of th@reasuryHeads of Account

4 digits Function Major Head

2 digits Subfunction Submajor head
3 digits Programme Minor Head

1 digit Scheme Subhead

2 digits Subscheme/Activity Detailed head
3 digits Object of expenditure Object head

4 3MPAS Heads of Account

The Model Accounting System for Panchayats (MPAS) prescribed by C&AG in 2008 is a
simple yet robust accounting system for PRIs. The coding structure prescribed in MPAS
comprisesof all-digit codefor the head of accountasshown inTable3 below.

16



Taluk Panchayat Accounts Manual

Table3: Coding Structure under the MPAS

4 digits Functions Major Head
3 digits Programme Minor Head
2 digits Schemesiead Detailed Had
2 digits Object of expenditure Object Head

[llustration 1: MPASclassification

Toaccountfor construction of housesnder the Central Schemedira AwazY ojanaunder|
the MPAS, the head of account will 2216102-14-23. The explanation of the codi
structure isgiven below.

—

g

2216 Rural HousindMajor Head
102 Construction of Housg®linor Head
14 Indira AwazYojanaSchemég
23 Major Works(Object Head)

4.4 Chart of Accounts for Taluk Panchayat

The MPAS reporting requires the TP to present the accounts as per the MPAS structure only
up to the Minor Head and Scheme Code level. However, the TP Accounts Manual has
incorporated the entire MPAS coding structure for preparation and presentation of TP
Accounts.

Coding StructureThe chart of accounts coding structure proposed for TRlakchayats is a
4-tier, 11digit coding structureas shown irHgure 1.

HEADS OF ACCOUNNI Digits

Major Head Minor Head SENSE Object Head
Head

1 2 3 4 5 6 7 8 9 10 11

First digit in Major Head:
0 or 1¢ Revenue Receipts
Major Head 2 or 3- Revenue Expenditure
(4 digits) 4 or 5¢ Capital Expenditure
6 or 7¢ Loans andhdvances
Next three digits indicate functions.

17
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Minor Head Programme
(3 digits) g
SchemeHead Schemes
(2 digits)
Object Head . .
(2 digits) Object of expenditure

Figurel: Chart of Accounts for TP

Note: All the heads of accounts shall have andldit code irrespective of whether all the
O2RS& FINB ySOSaalNER 2Nl y2idd ¢KS GASNER PBKAOK

First TiercMajor Head (4 digits The major headsepresent the function®f the PRIsThe

first digit in the major code indicates whether it is a Revenue Head, Re\Expanditure

Head, CapitaExpenditureHead or Loan Head. If the first digit is O or 1 the head of account
shall be a Revenue Head, 2 or 3 shall be Revérpendture, 4 or 5 Capital Expenditure

and 6 or 7 shall be Loans and Advances. The other three digits represent the various
functions of PRI.

For example2202 means Revenue expenditure head under the function Education, 0403
means Revenue receipt under thenfttion Animal Husbandry, Dairying and Poultry. The list
of all Major Heads applicable for TP accounting is givémitex2 Chart of Accounts

Note: All grants received by the TP from the Central/Statevernmens are in the form of
Grantsin-aid and hene shall be accounted under the Major Head 1601.

Second Tieg Minor Head (3 digits; The minor head represents the programmes or units
of expenditure.

Third Tier ¢ Scheme Head (2 digits§ This tier with a 2 djit code represents the
Central/State Govenment Schemes. For example, Scheme Code 19 represents Sarva
Shikshabhiyan Scheme of the Cent@bvernment

Note:
The MPAS currently provides for codes 11 to 22 for various Central Schemes. It prescribes
alphanumeric codes for State Schemes. However, the logic for coding has not been
explained. To avoid confusioall the State Schemes have been covehenin code 256 99
in this manual

Fourth Tier ¢ Object Head (2 digits)¢ Object Head represents the nature of expenditure.
Object heads are applicable for Expenditure Heads of Account only. Headebject Code

18
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for all ReceiptHeads of Account shall be 00. Téarlier object codes being 3 digit codes
have been converted to 2 digit codes. The mappinghefrevisedobject codes with the
earlierobject codes is given ifiable4 below.

Table4: Mapping ofrevisedobject codes tcearlier object codes

01

02
03
04

05
06
07
08

09
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26

Salaries

Wages
Overtime Allowance
Pensionary charges

Honoraria
Medical treatment
Travel Expenses
Office Expenses

Rent, Rates and Taxes

Audit Fee

Printing

Other Administrative Expense
Supplies and Materials
Petrol/Diesel

Advertising and Publicity
Other Contractual Services
Grants-in -aid

Contributions

Subsidies

Share of taxes / duties

Motor Vehicles/hiring charges
Machinery and Equipment
Major Works

Write off / losses

Deduct recoveries
Maintenance

001
002
003
011
004
014
020

250
251

021
041
051
052
234
071

015
221
195

101
104
106

180

139

364
200

19

Consolidated Salaries
Pay of Officers

Pay of Staff
Dearness Allowance
Interim Relief

Other Allowances
Medical Allowance

Pensionary charges
Pension and Retirement Benefits

Reimbursement of Medical Expenses
TravelExpenses

General Expenses

Telephone Expenses

Diet Expenses

Building Expenses

Subsidy Expenses
Materials and Supplies
Transport Expenses

Grantsin-Aid
Contribution
Subsidies

Machinery and Equipment

Major Works

Deductc Recoveries
Maintenance
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Revised RevisedObject Heads Earlier EarlierObject Heads
Object Object
Code Codes
27 Scholarships and Incentives 117 Scholarship and incentives
28 Financial Assistance/Relief 100 Financial Assistance/Relief
29 Repairs and Carriages 182 Repairs and carriages
30 Loans 394 Loans
31 Minor Works 140 Minor Works
80 Other Expenditure 059 Other Expenses

Note:

1. As per the MPAS structure, the object codes are from 01 to 26 and 80. Howe\

er for

accurate reporting of TP expenditure these are not sufficiel@nce object codes from 27
to 31 have been includeth Table 4.
2. There are some object heads (02, 03, 05, 10, 11, 15, 16, 20, 21 and 24) in the MPAS
which are not currently used for TP accounting. Such heads have been included in order to
conform to the MPAS structure.
lllustration 2: Revised chart of accounts
To record an office expenditure @fentral Scheme, Sar@&hikshaAbhiyan (SSA) the head pf
account shall b&€202101-19-08. The breakup of the Head of Account is givenTable5
below:
Table5: Breakup of Head of Accouni{Central Schems)
Code Brealup Head of Account Nomenclature
2202 Major Head Education
101 Minor Head Primary Education
19 Scheme Head SarvaShiksha\bhiyan
08 Object Head Office Expenses
lllustration 3: Revised chart of accounts
To record an expenditurtowards printing under &tate Scheme, the head of account shall

be 2202102-27-11. Thebreakup of the Head of Account is givenTiable6 below:

Table6: Breakup of Heads of Accoun{State Schems)

Code Brealup Head of Account Nomenclature

2202 Major Head Education

102 Minor Head Secondargducation
27 SchemeHead Grants in Aid

11 Object Head Printing expenses

20
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The Chart of Accounts structure proposed in this manual has been mapped with the heads
of account useckarlierup tothe SchemeHead. This mapping is givenAnnex6, Format Ill

of TP Link Documentn practice, the Composite Cod@9(digits) shall be suffixed with the
Object Code (2 digit) depending on the nature of expenditure incuketiex6, Format Ill

of TP Link Documenalso provides a mapping of the proposed chart of accounts to the
Treasunlink Codes for easy reference.

21
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Chapter5: Accounting Processes

5.1 Introduction

This chapter coversll the business processes involving financial transactions in a TP.
Thirteen key processes have been identifidthis chaptediscusseshe processes from the
accounting perspective and covers thdetailed activities under each proces3he
responsibility to perform theactivitiesis also laid out under each proce§he accounting
proceseshave beenprescribedkeeping in mind the Khajareenvironment

This chapter is the crux of the entire accounts manuat asvers all the activities thatP
accountspersonnel hae to perform aspart of their accounts functionThemaintenance of
relevant registers and documentsnder each processhas been separately covered in
Chapter¢7 Documentsand Registers

5.2 Accounting Processes

This section coverthe TP processes with respect to accounting function. The activities that
have to beperformed at the TP levelinder each procesare explained in detail in this
section. The explanatioof the processess dealt infive parts which are
1. Introduction to the process;
Activities under the process;
Flow of transactions in various registers;
Accounting Treatment of the transaction;
Regponsibility matrix for the activities under the process;
Checklist of key items to be checked while accounting;
lllustrations for the accounting treatment, where required; and
Khajane Il functionality \Aa-vis current seup

© NOoO A~ WD

Annex3 contains detailed flowcharts of each process discussed in this sectlug. pActure
of the accounting processes identified is giveFigure2 below.
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FUND | FUND II FUND 11l Non Treasury
g CSS/CPS State Schemes Own Sources Central Grants
i)
§—
£
Treasury VRSN flieastn Banking
Taluk Panchayat
Treasury Treasury Treasury Banking
FUND | FUND II FUND Il Non-Treasury
(n .
= CSSICPS State Schemes Own Expenditure Central Schemes
o
=
3 Pee Cew
o
Own Expenditure Line Department
CCCINCCE
TPOL( TPO2 |TPO9

— Channel/Flow of Funds

O Accounting Process
E Nature of Funds

Accounts
Compilation

Figure2: Overview of TP Accounting Processes

The above figure shows thdifferent channes of funds movement.The list of business
proceseshas been given ifable7 below.
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Table7: List of Business Process

TRO1
TRO2
TRO3
TRO4
TROS
TRO6
TRO7
TRO8
TRO9
TR10
TR11
TR12
TR13

Budget Preparation

Preparation of TP Link Document

Fund Releasdsy State toTaluk Panchayat

Action Plan Preparation and Approval

Receipts and Expenditure of Central Scheme Grants (Banking Channel)
Receipts and Expenditure of Surcharge on StBuly
Rent Receipts

Other Receipts

Expenditure on Salaries

Expenditure on Works/Goods/Services
Expenditureg Line Departments

Beneficiary Payments

Accounts Compilation

Processes T#®1 to TP-12 havebeen discussed in the Sect®h 2.1 t05.2.12.Certain other
transactions of the TRelated to the key processes have been covered un8ection
5.2.13TP 13 has been dealt with in detail@hapter6 Accounts Compilation.
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5.2.1. Accounting Process T Budget Preparation

Though each TP prepares its budget, the TP budget ultimatefges into the budget of the
Sate. In the true sense, there is no separate budget document of the TP. Budget estimates
are preparedat the TP level and consolidated upwards. The TP budget exercise covers not
only the TP but also the line departments at the Taluk level.

The process of budget preparatitegins in the monthsfoAugustand September when the
Sate plan outlays are finedled and communicated to offices down the line. District Plan
outlays under different schemes are also indicated by the District Planning Division in the
Planning Departmenafter a consultative procesd his sets the ball rolling on the budget
preparationexercise at the taluk level.

Budget Preparation process

The process for preparation of budget estimatess been shown in the form of a Process
Flow diagram irAnnex 3 Chart 1Activitieswith respect to Budget Preparation processe
explained below:

a) Preparation of Shelf of Projectshe Planning Officer (PO) shall ask the concerned
heads of the Line Departments to provide the list of works/details of expenditure
proposed under different schemes along with the financial estimates. Similarly, the
PO shall prepara list of worksbther expenditure proposed out of any untied grants
availableto the TP. The PO shall prepare a consolidated docunierdonsultation
with the AAO and EQalled the Shelf of Projects (SoP) based on the information
IAQGSY o0& GKS [ AyS 5Sislonmiedifafes The tSkelf 8o A G K
Projects shall be prepared the formatgiven inAnnex6, Shelf of ProjectThe Shelf
of Projectsshallbe approved by th& PGeneral BodyThe approved Shelf of Projects
becomes the basis for preparation of the Plan budgstineates

b) Consolidated budget proposalEstimates for salary and establishment expenses
shall be prepared based on the approved Appendix B. Based on the approved Shelf
of Projects and AppendR;the AAO shall prepare the consolidated budgetposal
of the TP. The budgedroposalsshall be prepared in théormat givenin Annex 6,
Annual Budget

c) Approval of budget proposals The budget proposals of the TP along with tinelf
of Projectsshall ke placed before the TP Finanéayditand PlanningCommittee and
then forwarded to the General Body for final approvdhe approved budget
proposals are sent to the ZP. At the ZP level, discussions are held and changes to the
TP budget proposals, if any are made. The TP budget proposals are consolidated a
the ZP level and sent to tHenanceDepartmentof the State.

d) Approval of State BudgetThese budget proposals undergo multiple rounds of
discussion and iterations at various levels. The final proposals are included in the
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State Budget and approved byettState Legislature. At approval of the budget, a
division wise Link Document is released by the S&tgernment

Budget preparation calendar

Table 8 shows the calendar of activities leading up to the preparatad the budget
proposals by the TP and submission to the ZP.

Table8: Timeline for preparation of TP Budget Proposals

Intimation inviting project proposals for the coming year frc December31®  Planning Officer
various Linddepartments

Submission of proposals January10" Line department
Officers

Preparation of TP's own works list January 10 Planning Officer

Preparation of Belf of Projects January 18 Planning Officer

Preparation of TP budgeroposals January 18 Asst. Accounts
Officer

Approval of Shelf of Projects & Budget estimates by the TI January 20 TP General Body

Body
Submission of the TP Budgptoposalsalongwith SoP to the January 25th  ExecutiveOfficer

ZP
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5.2.2. Accounting Process T82: Preparation off PLink Document

The TP Link Document gives the TP wise allocation under various heads. The TP Link
Document is a breakdown of the approved Budget of the State and hence gives a clear
indication of theactual approved allocations available as against the budget proposals
prepared by the TP in process-OUP. The process flow for preparation of TP Link Document

is given inAnnex 3Chart 2

Preparation of the TP Link Document

a) Alongwith the division wise ZBnk Documenteach ZP also receives a TP Link Document
from the FD showing the proportionate budget allocation to the TPs in thatTZ&ZP shall
convene a meeting of the EOs of the TPs and Dis&idialuk level officers of the line
departments to discus& finalize the Taluk wise allocations under each head of account.
The original Shelf of Projectsd budget proposal document arevisited and individual
items are prioritized to suit the availablell@ation. This exercise gives the revised
allocations for each TP. The TP wise allocationise TP Link document are revised and the
final TP Link Document is generated fréthajane Il by the ZP CAlhe entire exercise is
completed in the first week ofApril so that the TP Link Document is available for
expenditure out of the first quarter release$he TP Link Documefdrmats aregiven in
Annex 6, Formats k Ill of TP Link Document

b) The TP LinBocument is circulated to all EO offices and liepatments coming within
the ZP by theP CAO.
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5.2.3. Accounting Process T83: FundReleasedy State to TalukPanchayat

Majority of the fund inflow to the TP are through releases from Treasury The releases
are made quarterly and thegre intimated to the TPs by way of a release order from the
Finance Departmenof the State The releases of funds from tHgtate Governmentto the

TP are based on the TP Link Document.

When thereleases are madey the StateGovernmentthe TP getintimation of the release
through a Release Order. Based on the Release QtderTPdraws the releases from the
Consolidated Fund of the State atakes creditinto its Fund account with th&reasury
After the releasds takento credit of theTRQ Burd Accountit is available for utilization by
the TP or for onwardelease to the Line Departments at the Taluk level.

Process for Fund Releashyg State to TalukPanchayat

Theprocess fo receipt of releases from thet@e Governmentdepends orthe allocation of
funds, ie,F2NJ GKS ¢t Q& 2fdr\itilizAtBrL iy YieRLAing BepdtmehtsDhe
process flowof Fund releasess given inAnnex 3 Chart 3. With regard to releases for TP
own expenditure, a receipt of the Release Order, the Aoots Assistant generates a

t 1 28S5S5Qa NS$OrSvawiig thé furkl§ from the Consolidated Fund of the State. He
also genertes a Remittance Challdor credit of the releases to the TP Fund Account with
the Treasury The details of the Challans drawn shall be mentioned inTileasuryRelease
(TR) Registdformat given inAnnex4, FormNo. TPH).

CKS tFe&SSQa wSOSALI |t 2 yspresérited € théTke&suryaftery A G 0 |y
signature of the EOThe TR register shall be submitted to theeasuryand the Treasury

aKFff SYR2NARS (GKS ¢w NBIAAGSNI AT ff GKS Sy
to be correct. After endorsement and receipt 9fK St Rec&pfafitithe remittance

chdlan, the Treasurycredits the releases to the TP Fund Account.

With regard to allocations meant for utilization by the Line Departments, thgé&@rates
andissues a Release Order to each of the Line Departments mentioning the amount being
released undeeach Head of Account for that department.

Treasury Release (TRRegister:The TR register records all the releases credited by the
Treasuryto the TP funds. This is a control registetreck the releases made from the State
Government This registeshows all the releases received by the TReasurytoken wise
and contains the endorsement of th&reasuryfor each release credited to the TP Fund
Account.
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Flow of accounting entries for recording Fund Releases

Receipt of Release

Order \
Treasury Release register \

Receipts side of RET

register \

CRP Statement (Credit

- \

Receipts & Payments
Account

Figure3: Flow of accounting entries for Funeleases

Accounting Treatmentor Fund Releaseom State to TalukPanchayat

Amounts remitted to the TP Fund Account are entered inTheasury Releagd R)Register
after thet | @ S S Q dandRSnittiicéctinllan are generatedhll the funds received from
the Treasuryare in the form of Granin-aid and hence sl be treated as revenue under the
Head of Account major head 1601 and minor head 101 (if it is a C&uxarnmentgrant);
and minor head 102 (if it is a Sta@overnmentgrant). While recording the receipt of
releases, lte breakdown of theExpenditure Heaslof Accountsagainstwhich thereleases
shall be utilisedshall also be mentionedThe format of theTreasuryReleaseRegister is
given inAnnex4 FormNo. TP14.

The TP shall also maintainReceipts & Expenditure Trackifegister(RE) wherein all

releases received are recorded agaittst respectiveExpenditure Heads of Account. The

Receipts & Expenditur@rackingRegister shall contaia separate pagdéor each head of

Account. For example, separate foBofor Primary education(2202101-27) and for

secondary educatiorf2202102-27) shall be maintainedRSf S a Sa ¥ atifgatiant Q& 2 4
(untied grants)shall be enteredagainst the ldad of Account 2515102-27. The allocation

dzy RSNJ I LI NOAOdzt  NJ I SFR 2F 1 002dzyi Ay (GKS Oc
side of theREWWS AA a0 SNI F 3+ Ayad GKS NBf SIRERegRtdiR SN ¢ |
updated when expenditure is incurred under that Head of Account which is explained later

in this manual. The format of thReceipts & Expenditure TrackiRggister is given iAnnex

4 FormNo. TPZ.

Activity-Responsibility Matrix
The activities along with responsibilities described above are summarizZeabla9 below.
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Table9: Activities for Receipt€ Fund Releasesom State to TP

Drawalof releases and credit CTS3 and Accounts Assistant Executive
to TP Fund Remittancechallan  Assistant Accounts Officer
(Yellow) Officer
Accounting the receipts 1. TreasunyRelease Accounts Assistant NA
Register Assistant Accounts
2. RET Register Officer
Release Order to Line 1. Release Order  Accounts Assistant Executive
Departments Assistant Accounts Officer
Officer

Checklistffor Fund Releases
t NBLI N GA2Y |y R 3Sy S NB)ank Remittdnte Chdllah Srlideiafteds

1)
2)
3)
4)

5)
6)

receipt of Releas®rder

Receipt and Expenditure Heads of Account are clearly recorded in the TR Register as so
the fund is received

Entries to be made in the correckgenditure Heads of Accouirtthe Receipts & Expenditure
Tracking (RET) Register

Release Orddor onward releaseto Line @partments are authorised by EO

Timely release of onward Release Order to Line Departments

¢KS NBtSIFrasS ftt20FGA2y G2 | St RBandRa&mitthnoe 2

7y

Challan matches with the actual release order

The followinglllustration will explain the accounting of fund releases from State to Taluk
Panchayat.

lllustration 4: Receiptsg Fund Releases
A release of Rs.2,50,0006 made by the Stat&overnmentto the TP. The release is made

under the following Heads of Account:

1 2202102-27-08 - Education Department Rs. 1,00,000
1 2210101-27-08 - Health & Family Welfare Rs. 1,00,000
1 2515102-27-23- Panchayat Raj programmedRs. 50,000

31



The accounting treatment is as follows:

TreasuryRelease Register
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Details of Receipt

Date Release Ordel Remitta | Head of | Amount | Particulars of Release Date of
No. and Date nce Account of Expenditu| Amount onward
Challan Release | re Head of  (Rs.) release to
# Account Line
Departme
nt
1 2 3 4 5 6 7 8
<Date of 1601- 2,50,000 2202102
102-27- 27-08 1,00,000
Release order
<<Date>> &GO 00
reference> 2210101
27-08 1,00,000
2515102
27-23 50,000

Receipts &xpenditure Trackingregister (Receipts side)

Expenditue Head of Account2202-102-27-08 (utilisation by EducationDepartment) Folio #

Receipts
Date Release Order Particulars Amount (Rs.)
1 2 3
<<date>> <RO Reference> 1,00,000
Total 1, 00,000
ExpenditureHead of Account: 221:001-27-08 (utilisation by Health Department) Folio#
Receipts
Date Release Order Particulars Amount (Rs.)
1 2 3
<<date>> <RO Reference> 1,00,000
Total 1, 00,000
ExpenditureHead of Account: 251802-27-23 (for own utilization of TP) Folio#
Receipts
Date Release Order Particulars Amount (Rs.)
1 2 3
<<date>> <RO Reference> 50,000
Total 50,000
Khajane Il visa-vis currentsetup
9 Automated transfer ofeleasedrom StateGovernmento TP
f {2adSYy o6FaSR 3ASYySNI A2y 2F LI &SSQa NBOSA LI

32



Taluk Panchayat Accounts Manual

System based generation of release orders (S&tgernmentas well as TP);
Recording of receipt of fund releases inthe2 a4 SY 2y LINBASY Gl GA2Y
and remittance challan by the TP;

System generated entries ifireasuryRelease Register an@eceipts & Expenditur
TrackingRegister

[§2)

33



Taluk Panchayat Accounts Manual

5.2.4. Accounting Process T®: Action Plan Preparation andpproval

No expenditureexcept salary expenditurean be incurredunless it is supported by an
approved action plan. The TP prepares action plans for expenditure under untied grants,
grants under central schemes, surcharge on stamp duty receipts and own sources receipts.
For unted grants, the action plan is prepared on receipt of the TP Link Document. For
Central Schemes and receipts of Surcharge on Stamp Dtygdtion plan is prepared for
each releaseAction plars are approved by the TBtandingCommitteeon FinanceAudit &
Planningand finally by the TP General Bodyhe process flow of this process is given in
Annex3 Chart 4

Process for preparatiomnd approvalof Action Plars
The Executive Officer of the TP initiates the Action Plan preparation prioctss following
cases:
1 For untied grantg on receipt of the TP link document;
1 For grants under Central Scheme®n receipt of the release order or on receipt of
the grants;
1 For receipts of surcharge on stamp dwtyhen the TP body decides to utilise the
fundsreceived from the Registrar of Stamps
1 For own sources receipts On periodic basis as and when sufficient funds are
available

Note: For expenditure under other state schemes, action plans are prepared by the
respective implementation officers (line dagments).

The Planning Officer in the TalBlanchayat prepares the Action Plan from the list of works
mentioned in the Belf of Projects The action plan is approved by the EO and placed before
the Standing Committee on Financ&udit and Planningfor approval. On approval, the
Action Plan is further approved by the General Body of the TP. The approved action plan is
sent to the ZP by the EO fecrutiny The ZPscrutinisesthe action planand returns the

same to the EO aftesbtaining necessary affications The format of Action Plan is given in
Annex6, Action Plan

The sequence of activities leading up the preparation of the Action Plan must happen in a
time bound manner to ensure that the works are completed on time. The calendar for
preparaion of action plan for releases through the TP Link Documengiigen inTable 10.

The Action Plan for utilising grants from banking channel shall be prepared by the TP within
45 days from the receipt of release order/funds. In all other cases, action gblal be
prepared within 45 days from the date when decision to utilise the money is made.
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Tablel0: Timeline for preparation of Action Plafor releases through the TP Link Document)

Preparation of Action Plans by Line Bament 15" April  Officers of Line Depts.
Preparation of Action Plans by TP 15" April  Planning Officeof TP
Preparationof Action Plans by consolidating the 30" April  PlanningOfficer of TP

departmental Action Plans by TP

Approval of Action Plans by titanding Committee and 15" May

TP General Body
Submission of Action Plans to ZP

Activity-Responsibility Matrix

31 May

TPStanding Committee
andGeneral Body
TP Executive Officer

The activities along with responsibilities discussed above are summariZetlell below.

Tablell: Activities for Preparation and Approval of Action Plans

Preparation of Action Plan

Action Plan

Approval of Action Minutes of meeting
Plan

Final Approval Minutes of meeting
Submission of

Approved Action

Planto ZP

Planning Officer NA

NA

NA

Executive
Officer
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NA Finance, Audit
& Planning
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NA TP General
Body
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5.2.5. Accounting Process T¥5: Receipts and Expenditure of Central Scheme Grants
(Banking Channel)

TheCentral SSheme grants are transferred to the TPs through the concerneddgh the
allocations under central plaachemes and centrally sponsored schemes are indicated in
the Link Document, the funds flow to the TP through the banking channel. The expenditure
under such schemes is also through the banking channel against approved action plans as
indicated earlier.The process flowfor receipts and expenditure under banking channel is
given inAnnex3 Chart 5

Process foreceipt and expenditure throughhe bankingchannel

The fundsarereleasedby theZPandcredited to the Scheme Bank Account of the TP. The TP
receives intimation of the release/credit of the grants from the EBr utilisation ofthe
scheme grantsthe TP shall preparan Action Plan which shall be lme with the Scheme
Guidelines issued by the Centfabvernment The process for preparatioand approval of
action plans is shown in 0 earlier.The processfor schemeexpenditureis explained in
detail inTRO9, TP10 and THL2.

Procedure for opening and closing of bank accounts under different schemes

The opening of bank accounts for thenral Schemes is intimated in the guidelines of the
Central Schemes. The bank accounts are opened by the TP EO as per the scheme guidelines
and the bank account details are intimated to the EPsome cases like tidGNREGA the
CentralGovernmentopens the Bank Account on behalf of the TP and intimates th&@HeP.

RDPR has issued a GAEP 02 AFN (2) 2000, whitsdirected the TPs tchave only one

bank account foone Scheme.

Closure of inactive account8ankaccounts which are inactive can be closed by the TP EO
based on the advice received from:

1. AG during the course of Audit

2. ZP CEOI/CAO or

3. Suomoto.

The amounwithdrawn after closure shalle converted into a BmandDraft in the name of

the concernedZP CEQIt could also be deposited under the new scheme of the Central
Government eg., the 1% Finance Commission grants can be taken to th8 Ekance
Commission grants after the approval from the ZP CEO. Howtege are inactive bank
accounts which are not closed due to some technical problems like incompletion of works
undertaken, etc.,
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Flow of accounting entriesfor recording eceipts & expenditure through the Banking
Channel

Receipt of Release Order/

Intimation of credit \

Scheme Cash Book

Scheme Income Ledger \

CRP Statement (Credit side)

.

Receipts & Payments Account

Figure4: Flow of accounting entriesf receipts through Banking Channel

Receipt of bills from

Contractors/Suppliers \
Generation of Bank Payment voucher \

Entry in the Scheme Cash Book

(Payments side) \

Entry in the Scheme

Expenditure Ledger \

CRP Statement (Debit Side)

.

Receipts & Payments Account of
TP

Figure5: Flow of accounting entries of expenditure through Banking Channel

Accounting treatmentfor receipt and expenditure throughthe banking channel

For every Central Scheme the TP shall maintain a separate cash book called the Scheme
Cash BookRReceipts of scheme grangkall be entered on the Weeeipt<xside of theScheme

Cash Boolon receipt ofintimation of release from the ZP. The release intimation shall be

the supportingdocumentfor recordng the receipt. On the same lines, any other receipts

ddz0K Fa olyl AyiSNBald 62y a0KSYS TdofRéiv akKl
Scheme Cash Bookhe format of the Scheme Cash Book is givé\nimex4 FormNo. TR22.
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A Scheme Ledger shall also be maintained to record all incomes and expenditure against
individual Heads of Account for that schenide expenditure major Heaof Account shall

be 2515102-<<Scheme Code><object code>>The grant receipts shall be accounted
under the Head of Account 16d01-<<Scheme Code>00, whereasnterest received on
Scheme grants lying in the Bank Accquhtiny shall beaccounted under the Head049
101-<<Scheme Codes09.

For all scheme receipts, in addition to the entry in the Scheme Cash Book, a corresponding
SYGNEB A& Yiedk3CriBige of iihk Soncéfied Income Head of Account in the

Scheme LedgeAll scheme expenditure including expenses like bank charges (for which no
OKSIljdzS A& AadaadzsSRu akKlrff o6S SyYyidSNBR 2y GKS
actual payment mentioning thappropriateObject Code. An entry shall also be mada the

Weébit (DrXside of theconcerned Head of Account of tlscheme Ledgemheformat of the

Scheme Ledger givenin Annex4 FormNo. TP 3 & 24.

The Sheme Cash Book shall be closed on a daily basis to ensure good control over the
movement of funds and a monthly reconciliation statement for each Scheme Cash Book
shall be prepared. The Reconciliation statement shall be a part of the TP Monthly Accounts.
The bank reconciliation procedure is discussed in detail umedr3.

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetlel2 below.

Tablel2: Activities for Receiptand Expenditure under Central Schemes (Banking Channel)

Receipt of funds  1.Scheme Cash Accounts Assistant Executive
Book Assistant Accounts Officer  Officer
2.Scheme Ledger

Recording of 1.Scheme Cash Accounts Assistant Executive

Expenses Book Assistant Accounts Officer  Officer
2.Scheme Ledger

Bank reconciliation 1.Bank Statement Assistant NA Executive
2.Bank Accounts Officer
Reconciliation Officer
Statement

Checklistfor Banking Receipts &xpenditureaccounting

1) Grantsreceived through banking channel atepositedin a Bank accourgpecifically
opened fora particular Scheme

2) The receipt of funds is recorded in the Scheme Cash book and again in the relevant
Scheme Income ledgers
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3) Expenditureowards work is made as per the approved Actpdan and the Scheme
Guidelines

4) All the expenditure made are recorded in the Scheme Cash Book and in the Schemg
Expenditure Ledgers

5) Advances given if any, are recorded in the Advances Register and regulargreub
6) Unutilised amounts at the end of the year/scheme are refuridadied forward as per
the scheme/sanctioning authority

The followinglllustration will explain the accounting of receipts and expenditure under
Central Schemes (Banking Channel)

lllustration 5: Receipts under banking channel

Funds received fmo the Central Scheme towards Nirmal Bharat Abhiydsi&,00,006/ An
amount of Rs. 2,500 is received as interest from the bank to be part of the scheme funds as
per scheme guidelines. Expenditure of Rs. 65,000 is made towards works under the scheme
as per an approved action plan.

The receipt entries inlie Scheme Cash Book would be:
Name of the Scheme: Nirmal Bharat Abhiyan

Scheme Code: 17

Name of the Bank:  State Bank of Mysore

Bank Account NumbeiXXXXX

Receipts
Scheme HoA Instrument
Date Receipts Particulars of Receipt No. Amount
1 2 3 4 5
<<date>> 1601-101-17-00 GO# 2012/KA/NRHM/TPO0O0| 354621 1,00,000
<<date>> 0049101-17-00 Interest from SB Account 2,500
Total XXXXX

The entry in the Scheme Ledger for the receipt would be:
Scheme Ledgetncome
Nirmal Bharat Abhiyan
Name of theTP:<< Name>>
1601-101-17-00-Grants in aid

Cr
Date Particulars Reference Amount (Rs.)

4 5 6 7
<<date>> Grants Received GO# 2012/KA/NRHM/TP001 1,00000
1,00,000
Balance b/d 1,00,000
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Nirmal Bharat Abhiyan
Name of the TR<< Name>>
0049101-17-00-Interestfrom SB Account

Cr
Date Particulars Reference Amount (Rs.)
4 5 6 7
<<date>> Bank Interest 2,500
2,500
Balance b/d 2,500
The payment entry for expenditure in the Scheme Cash Book would be:
Name of the Scheme: NirmalBharat Abhiyan
Scheme Code: 17
Name of the Bank: State Bank of Mysore
Bank Account NumbepXXXXX
Payments
Date Vch No. Object code Particulars ofExpenses | Cheque # | Amount
6 7 8 9 10 11
<<date>> | <<VVch no>> | 2515102-17-23 | Works Expenditure 879618 65,000
Total XXXXX
The expenditure entry in the Scheme Ledger would be:
Scheme LedgeExpenditure
17- Nirmal Bharat Abhiyan
Name of the TP : <<Name>>
2515102-17-23- Works
Dr
Date Particulars Reference Amount (Rs.)
1 2 3 4
<<date>> Paid toMr. xxxx Vch No. xx 65,000
65,000
<<last day of month>>| Balance b/d 65,000

Khajane Il visa-vis current setup

1 Enties for receiptand payment voucherare recordedin the system instead ohanual
entry;

1 Scheme Cash booknd Scheme Ledger entries are automated once receipts
payments are entered,;

1 Electronic bank reconciliation.
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Funds transferred by the TP to Line Departments for Expenditure

At present, the TP expenditure through the banking channel is done by thesdP No
Central Scheme operated through the banking channel is routed down to the Line
Department by the TP for incurring expenditure on its beHaltase the funds are routed

to the Line Department by the TR future, the following section guideshe user in
accounting and mairtining documents to record thigansactions.

Process for recording and presenting expenditure made by Line Department

A separate cash book shall be opened by the TP EO for recording all the transactions made
throughthe ly S 5SLI NI YSyidiQa .Fyl ! O002dzyide ' GKS
Scheme Bank account to the DDO Bank Account, a Fund Transfer voucher shall be generated
for accounting such transfelhe expenditure made through the DBank account shall be
reflected in the TABooks and not in the Line Department bookssubsidiary Cash Book

shall be maintained by the DDO of the Line Department tds@cord all his transactions
pertaining to the Schemé he opening and closing balances in Bi2O Bank Accoushall

also bea part ofthe TP Receipts & Payments Accourtie DDO of the Line Department

shall prepare avonthly Statement of Expenditure, showing the opening balance, receipts
and expenditure during the month and closing balance, alongwith the BanknBikation
Statement.

Accounting treatmentfor recording expenditure incurred by the Line Departments

1. At the time of transfer of funds from the TP Scheme bank account to the DDO bank
account, an entry shall be made on the payments side of tR&chemeCash Book
operated by the EO and a corresponding receipt entry shall be made in the Scheme Cash
book of the DDO maintained at the TP on the receipts sibl@s entry is similar to the
contra entry made under the double entry systefihe LD DDO on receipt such funds
into his bank account shall make an entry on the receipts side of the Scheme Cash Book.

2. The expenditure incurred at the Line Department shall be entered into the Scheme Cash
Book (maintained at the Line Department) by the DDO as and wieshank payment
voucher is raisedTheTP EO shall also make a corresponeimigy in Scheme Cash book
of the DDO maintained at the TPOand the concerned Scheme Expenditure ledger
accountmaintainedin TP.The Head of Account for recording the expenditurada by
the Line Department shall be the same that is used for recording TP expenditure.
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Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZedlel 3 below
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Tablel3: Activities for Receipts and Expenditure under Central Schemes (Banking Channel)

Receipt of release from
ZP to TP Scheme Bank /

Transfer from TP Schem
Bank A/c to DDO Schem
Bank A/c

Expenditure incurred at
LD

Expenditure classificatior
& reconciliation with
bank passbook

Scheme Cash Book of TP
the receipt side

Scheme Cash Book of TP
(Payments Side), Scheme
Cash Book of Line Dept
maintained by the TP
(Receipts Side)

Scheme Cash Book of DD
on the receipts side

Bank Payment voucher

Scheme cash book of the
DDO

SchemeCash Book of Line
Deptmaintained at the TP
(paymentsSide)

Bank Reconciliation
Satementand Monthly
Statement of Expenditure

Credit side of
concerned Scheme
Income Ledger of TP

NA

Scheme Cash Book

Concernedscheme
Expenditure Ledger
of the TP

NA

TP Accounts
Staff

TP Accourd
staff

LD Accounts
Staff

Entered by DDO
of the Line
Department

TP Accounts
Staff

DDO of the
concerned Line
Department

The following lllustration will explain the accounting of expenditure made by Line
Department under Central Schemes (Banking Channel)

lllustration 6: Expenditure of TP Central Scheme funds by Line Departments
Rs.5,00,006/was received undetCentral Scheme XXX ABC TP. Out of that amount
Rs.2,00,000/was transferred to Education Department by the TP ol fril 2013 as per
Scheme guidelines. The DDO utilised Rs.1,00,@06@/ards purchase of Black boards for

Primary Schools.
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Step 1:Transfer of funds from TP to Education Department

ABCTaluk Panchayat

FundsTransfer Voucher
Transfer from:TP XXXA/c # 900135212, SBM Transfer to:Education Dept. A/c # 900978721, SBN
From FundXXX To FundXXX
Voucher No: FT 001/1314 Date : 0f' April 2013
SINo Particulars of Transfer Amount Transferred (Rs)
1 3 4
1. Transfer of Scheme grants to Educati@partment 2,00,000
Total 2,00,000

Cheque no. and date:

Narration: Transfer of grants to Education Department as per guidelines (Contra)

Prepared by Approved by

Step 2 Entryat the ABC TP facheme Cash Boe&f TP andScheme Cash &ducation
Departmentmaintained at ABC TP

Scheme Cash Book (ABC TP)
Name of the Scheme: XXX
Scheme Code: XX
Name of the Bank: State Bank of Mysore
Bank Account Numbe©00135212

Payments
Date Vch No. Object code Particulars ofExpenses | Cheque # | Amount
6 7 8 9 10 11
Fund transfer to
<<date>> | FT001/1314 | 1601-101-19-00 | Education Dept 2,00,000
Total 2,00,000

Scheme Cash Book (Education Departmengintained at ABC TP
Name of the Scheme: XXX
Scheme Code: XX
Name of the Bank:  State Bank oMysore
Bank Account Number900978721

Receipts
Date Scheme HoAReceipts | Particulars of Receipt Instrument No. | Amount
1 2 3 4 5

Fundstransferred from
900135212 Bank account
01-04-2013 | 1601-101-19-00 vide vch # FT 001/1314 2,00,000

Total 2,00,000
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Step 3 Entryat the Education Department iBcheme Cash Bo¢Bubsidiary Cash Book)

Name of the Scheme: XXX

Scheme Code: XX

Name of the Bank:  State Bank of Mysore
Bank Account Number900978721

Receipts
Scheme HoA Instrument
Date Receipts Particulars of Receipt No. Amount
1 2 3 4 5
01-04-2013 1601-101-19-00 Funds received from ABC T 2,00,000
Total 2,00,000

Step 4 Entry in the Schem€ash book of the Education department (Subsidiary Cash Book)

Name of the Scheme: XXX

Scheme Code: XX

Name of the Bank: State Bank of Mysore
Bank Account Numbe©00978721

Payments
Date Vch No. Object code Particulars ofExpenses | Cheque # | Amount
6 7 8 9 10 11
<<date>> | 003/1314 2515102-xx-31 Purchase of Black board 1,00,000
Total 1,00,000

Step5: Entry in the SchemExpenditure Ledger maintained bye TP on expenditure
incurred by Education Department

Scheme LedgeExpenditure
XXX XX

Name of the TP: ABC TP
2515102-xx-31- Materials & Supplies

Dr
Date Particulars Reference Amount (Rs.)
1 2 3 4
<<date>> Paidtowards purchase of Black Boards Vch No003/1314 1,00,000
1,00,000
<<last day of | Balance b/d 1,00,000
month>>
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Khajane Il visa-vis current setup

T

Same set of ries (transfer to LD by T&nhd expenditure by LD) give effect to entries
the TP books as well as the Cash Book of the LD DDO.

Electronic bank Reconciliation of the BBheme Cash boadhkaintained at the TP by th
LD account staff; and

Scheme Ledger entries are automated onceelgts and payments are entered.

@D
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5.2.6. Accounting Process T86: Receipts and Expenditure of Surcharge on Stamp Duty

Surcharge on Stamp duty is treatemnilar to¢ t Q a so@r@ yhcomend samajor source

of Fund llireceiptsfor the TP.The process for receipt of surcharge on stamp duty is similar
to the receipt of budgetary releases throudheasurydiscussed in FB1. Utilization is made
against approved action plan through tAgeasurychannel. The process flow is given in
Annex3 Chart 6

Procesdor receipts and expenditure of surcharge on stamp duty

This process beginwith the receipt of release order from the Registrar of Stamps. The
registrar uploads the share of stamp duty in tleeasuryand release order is generated
automatically in the systemOn receipt of therelease order the Accounts Assistant
ISYSNI G§Sa I+t -8fé Sraming tN&i@sAradithe CoHneofidated Fund of the

State. He also generates a Remittance ChaNatiqw) for credit of the releases to the TP

Fund Il Account with th&reasurg ¢KS tl&SSQa wSOSALW Ifz2y3a
is presented to theTreasuryl F G SNJ | LILINRE @ £ & hy NBOSALII 27
Remittance Challan, th€reasurycredits the releases to the TP Fund Il Account against the

Heads of Account mentioned.

To utilise the money the TP shall prepare an Action Btaper the guidelines for spending
and get it approvedThe process for preparation and approval of actiomglas shown in
TRO4 earlier.Theprocess foexpenditureis explained in detail ifR10.

Flow of accounting entriesfor recording eceipts & expenditure of Surcharge on Stamp
Duty

The accounting entries flow for receipt of surcharge on Stamp Duty is similar to that of
Figure 3given inSection 5.2.&nd accounting entries flow for recording expenditure is the
same as given iRigure 8yiven inSection 5.2.10

Accounting treatment

Surcharge on stamp duty remitted to the TP Fund Il Account is entered ifréasury
Release Register after thel & S S Q dandR8nittardcéclinllan are generateddn receipt
of releases, the TP shall account the same inTdeasuryRelease Registemnder the Major
Head 0030 and Minor Head 901.

Theamount received as surcharge on stamp dshall beaganSy 4 SNSR 2y (KS W
side of theRETRegistermentioningthe release ordeunder the Head 2518020 Wt | @ YSy i &
side of the RETRegister is updated when expenditure is imed under that Head of

Account.
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Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetlel4 below.

Tablel4: Activities forReceipts and Expenditure of Surcharge on Stamp Duty

Receipt of funds 1. Treasury Release Accounts Assistant NA
Register Assistant Accounts Officer
2. Receipts &
Expenditure Tracking
Register
Action Plan 1. Action Plan Planning Executive Officer TP Body
preparation Officer/Assista
nt Accounts
Officer
Expenditure 1. Receipts & Accounts Assistant NA
accounting Expenditure Tracking Assistant Accounts Officer
Register

The following Illustration will explain theentire flow of accounting treatment for receipts
and expenditure of surcharge on stamp duty

Note: Documentation and Verification process for receipt of Stamp Duty is similar to that of
Fund Releaseadiscussed in detaih Section 5.2.3

lllustration 7: Receipt and Expenditure of surcharge on stamp duty

Receipt of surcharge on stamp duty Rs.1,00,060Mm the Registrar of Stamps intimated via
Release Order No. RO/2012/KA0D®213. An expenditure of R$K5,000 is incurred against
approved action plan.

Receipt entry inTreasuryRelease Register
Treasury Release Register
Name of TP: <<name>>

Details of Receipt

Date | Release Ordel Remitt Head of Amount Particulars of Date of
No. and Date| ance Account of Release onward
Challan Release | Expenditu| Amount | release
# re Head of| (Rs.) to Line
Account Departm
ent
1 2 3 4 5 6 7 8
<<date ROR012/KAO 0030901- 1,00,000| 2515102 | 1,00,000 NA
. 09, 00-00 27-23
15/09/2012
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Entry in theRETregister:

Name of the TP: <<Name>>
Expenditure Had of Account: 251802-27-23

Taluk Panchayat Accounts Manual

Receipts
Date Release Order Particulars Amount Released
1 2 3
<<date>> RO/2012/KA00213 1,00,000
Total 1,00,000
Entry in RETregister for expenditure
Name ofTP: <<name>>
Expenditure Head of Account: 25182-27-23
Payments
Date Voucher # Particulars of Expenditure Amount Total
(Rs.)
4 5 6 7 8
25-05-13 | DC Bill #6768 | Paid to Ramanna for asphalt of roac 65,000
Total 65,000
Khajane Il visa-vis current setup
1 Automated transfer ofeleasedrom Registrar of Stamp® TR
1{eadtdSY olFaSR 3ISYSNIXaGAaAzy 2F LI &SSQa NBO
! Recordng ¥ NBOSALINL 2F FdzyR NBfSFrasSa Ay (K

and remittance challan by the TP;

TrackingRegister

1 System generated entries ifireasuryRelease Register andeceipts & Expenditure
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5.2.7. Accounting Process T#7: Rent Receipts

Rent receipts to the TP are by way of letting out properties owned by the TP. Properties
owned by the TPare Staff quarters and commerciastablishmentdike shops The staff
guarters are let out toGovernmentemployees and rent receivable are deductedrfr their
salaries. The commerciaktablishmentsare let out to outsiders and the rent receipts are
receivedthrough cash/cheques.

The activities undertaken by the TifPthis processegirs with ascertaining theamount of
rent receivable and recording ithe collectionof rent from the employees or from others
periodically is the next activityAfter collection the TP staff shall recofte receiptsunder
the appropriate head of accounts and remit thent receipts to theTreasury The process
flow is given irAnnex3 Chart 7

Process for recording Rent receipts

The rent receivable from thdenants shall be determined periodically from the rent
agreement. The rent receivable shall be entered in Ef@B register (format givan Annex

5 Monthly & Annual Accouns Format$ against the names of the individual tenan®/ith

regard to staff quarters the monthly rent amount is deducted from the salaries of
employees during the monthly salary processing cycle in HRMS. The amount so deducted
shall beadjusted against the TP rental receipts by ffreasuryat the time of disbursement

of salary.The DCB shall be updated with the amounts deducted against the respective staff
names.

In cases of rent from commercial establishments let oatreeipt of rent from the tenant

the TP staff shall issue an acknowledgmdainjat given inAnnex4 Form No. TP03 and
record the receiptThe receipthallbe in the form of cash or cheques. A remittance challan
is generated from Khajane Il antiet cash/chejue receivedis deposited into theBank
account of theTreasunyy the TP along with the challan. On deposit, Fusnd 11l accounf

the TP is credited by th€reasury The TP staff shall ensure that all rents due are collected
regularly and duly depositeinto the TP account. The DCB shall be updated as and when
collections are made by the TP.
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Flow ofaccounting entriedor recording rent receipts

Receipt of Release Order \
Collection & Remittance register \

Receipts side of RET register \
CRP Statement (Credit side) \

Receipts & Payments Account

Figure6: Flow of accountingentries for recording TP Reneceipts

Accounting treatment of rent receipts

The rent receipts i@ TP own funds and hence shadl accounted in th@ PFUND III of the
Treasury The accounting heafdr rent receipts shall be 051502-42-00.Rentalreceiptsare

first recorded in the Collection and Remittance Register. The format of Collection and
Remittance register is given Annex4 FormNo. TP1B. On deposit of such amounts to the
Treasury the challan number and datef deposit shall be mentionedgainstthe receipt
entry in the Collection and Remittance Register.

The rent received by the TP shall be utilised as and when the TP body decides to utilise it. At
the time of utilisation an entry in the RET Register shall be made from the Collection &
Remittance Register for the amount approved for utilisation as per the Actionupider

the appropriate expenditure heads having major and minor head 2815

DCB RegistefFor the purpose of tracking reméceivables TP shall maintain a DCB register
in the format prescribedThe DCB register will have a folio for edmhant. Any balances
due from the previous yeahallbe entered as Opening Balance in the Balance column.

The demand for rent from staff quarters arisasthe month end Consequenyl a demand
entry shall be made at the month end by the TP. The collection entry shall be made on
deductions of rent amountfom the salaries of employees.

With regard to rent from commercial establishments, demand for rent arises periodically in

accordarce with the terms of the rental agreemenA separate folio shall be created for
each tenant in the DCB registehs and when demand is raised, the amount shall be
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recorded inthe5 / . NXB 3 A & G SNJ dzy R EolleciibKsSnadé SHallybe yeeofdleda A R S
undSNJ G KS W/ 2dstnf OhedegeifedQ aA RS

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetll5 below.

Tablel5: Activities for Rent Receipts

Opening of new 1. DCB Register Assistant Executive NA
tenant folio Accounts Officer
Officer
Recording of Receipt 1. Salary register First division Accounts NA
¢ Staff quarters (generated in HRMS) Assistant Assistant
2. DCB Register (establishme
3. Collection & nt staff)
remittance Register
4. Receipts &
Expenditure Tracking
Register
Recording of Receipt 1. DCB Register Accounts Assistant NA
¢ Rent from outsiders 2. Collection & Assistant Accounts
remittance register Officer
3. Receipts &
Expenditure Tracking
register
Issuing 1. Acknowledgment Accounts NA NA
acknowledgement on Receipts Assistant
rent receipt
Remittance of rent 1.t @ SSQ& NX Accounts Assistant
receipts toTreasury 2. Collection & Assistant Accounts
remittance register Officer
Month end entry for 1. RET register Accounts Assistant
consolidated rent Assistant Accounts
Officer
Reconciliation of rent 1. Treasury Assistant NA Executive
receipts with Reconciliation Statemeni Accounts Officer
TreasuryPlus/Minus Officer
Memorandum

Checklistfor Rent Receiptsiccounting

1) Rent s collected promptly as agreed in the rental agreement

2) The DCB is updated and maintained properly in respect of Rent

3) Acknowledgements have been issued for all rent receipts

4) Collections are promptly deposited to Treasury Bank account

5) With regard to staff quarters, the monthly rent amount is deducted from the salaries of
employees during the monthly salary processing cycle in HRMS
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6) Rent receipts are accounted in the CollectioR&mittance Registamder the correct
Head of Account
7) Receipt has been credited to TP Fund 11l

The following lllustration will explain theentire flow of accounting treatment for rent
receipts

[llustration 8: Accountingfor rent receipts

Monthly rent receivable from A an employee, Rs.50Dkduction from salary could not be
made for the month of JulyHe paid Rs.500/on 16thAugustfor which receipt # TP01/712
was issued. The amount of Rs. BO€ollected is deposited to the Treasury account on
17" August An amount of Rs.500fvas deducted from his salary on®3August.

The following shalbe the entriesto be made inTPbooks.

Step 1: Demand entry in the DCB Register
Name of the Tenant: Mr. A
Nature of Property:  Staff Quarters

Employee ID: KA/656 Folio No: 15
Demand Collection Balance
Write offs/
Current | permissions | Initials of Current
Month Date Month to Write off AAO Date Month
1 2 3 4 5 6 7 8
July 31-07 500 500
August 31-08 500

Step2: Deduction of Rs. 500 from August salary
1. Entry in Collection & Remittance Register

Collection & Remittance Register
Name of TP: << name>>

Date |Receipt Head of| Particulars Particulars of Receipts | Amo | Mode |Cheque Drawn| Initials
No. |Account| of Remitter Rent | Licence Service Other | unt No. & | on |ofthe
Fees | Fees Fees (RS) Date EO
1 2 3 3 4 5 6 7 8 9 10 11 12
31-08 |SalaryP| 0515 Mr. A 500 500 | Salary
ay Bill #102-42 Dedn
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2. Entry in DCRegister
Name of the Tenant: Mr. A

Nature of Property:  Staff Quarters
Employee ID: KA/656 Folio No: 15
Demand Collecton Balance

Write offs/
Current | permissions | Initials of Current
Month Date Month to Write off AAO Date Month
1 2 3 4 5 6 7 8

July <<date>> 500 500
August 16-08 500 0
August <<date>> 500 31-08 500 0

Step 3: Collection of Rs. 500 from Mr. A
1. Entry in Collection & Remittance Register

Collection &Remittance Register
Name of TP: << name>>

Date |Receipt Head of| Particulars Particulars of Receipts | Amou| Mode |Cheque Drawn Initia
No. |Account  of Rent | Licence Service Other| Mt No.&  on s of
Remitter Fees | Fees Fees (RS.) Date the
EO
1 2 3 3 4 5 6 7 8 9 10 11 12
16-08 |TP01/7|0515 Mr. A 500 500 Cheque 056201
12 10242 dt. 10" |Corpn
Sep Bank
31-08 |Salanf| 0515 Mr. A 500 500 Salary
ay Bill #102-42 Dedn
Step 4: Remittance afent received to the Treasury
Remittance Details
Deposited to Deposited on Treasury/Bank Initials of the Executive
Account Officer
13 14 15 16
Treasury Fund 11l | 17-08 3625412546
TreasuryAdjustment on 3% August

Khajane Il visa-vis current setup
9 System based generation of Remittance challans;
1 Recordingof remittance of rent in the system on generation of remittance challan b

the TP;
1 System generated remittance entries in CollectionRémittance Register.
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5.2.8. Accounting Process T88: Other Receipts

Other receipts of the TP are receipts from sale of scdigposal of fixed assetsale of
timber, receipt of interest from savings bamccountetc. The money received under this
process does not account for a significant source of receipts. The activities undertaken by
the TP under this process include the receipts of sale, deposit of money Tre¢lasuryand

the accounting entries to be made the relevant registersThe process flow is given in
Annex 3Chart 8

Processes undertaken by the TP

This process for accounting othexceipts begins when the receipts are receivey the TP.

The TP staff shaissue acknowledgemeniformat given inAnnex 4 Form No. TP0O3 of
money receivedand record the receipts. A remittance challan is generated in the Khajane II
system and the receipt of money (either in cash, cheque or DD) shall be deposited in the
Bank Account of th&reasury On deposit, the Fund Il Account of the TP is credited. All the
receipts from other sources shall be recorded and deposited toTireasuryas early as
possible.

In case of Interest received from amounts lying in the Scheme Bank Account only an
accounting entry in the Scheme Cash Book of the TP shall be made based on the entries in
the Bank Pass Sheet.

Disposal of Assets of the TP shall be approved by the TP committee on Finance Audit
Planningbefore they are disposed arslich receiptshallbe deposited to the Treasury.

Flow ofaccounting entriedor recording other TP receipts
The accounting entries flow for recording the other TP receipts is exactly the same as given
in Figure6 of Section 5.2.7

Accounting treatment ofOther Receipts

Theother receipts ae TP own funds and hence shadl accounted in th& PFUND IlI of the
Treasury The accounting heatbr other receipts shall be 053502-46-00/0515102-47-
00/0515102-48-00 based on the nature of receipt3hereceipts are first recorded in the
Collection and Remittance Register. The format of Collection and Remittance register is
given inAnnex4 Form No. TP13 The AccountsAssistant shall deposit the money/cheque
received from the tenants into th&reasurywithin one working dg. The remittance details

shall be entered by him in the Collection & Remittance regisi@re EO shall verify the
entries made along with the challan and cheque details and attest his signature in the
remittance details.
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The TP AAO shakconcile the receipts under the Monthly Plus/Minus Memorandum with
the Collection & Remittance register at the mbnend and any discrepancy shak
reported to theTreasuryby the EO.

The other receipts of the TP shall be utilised as and when thmdydecides to utilise it. At

the time of utilisation an entry in the RET Register shall be made from the Collection &
Remittance Register for the amount approved for utilisation as per the Actionuplder

the appropriate expenditure heads having magord minor head 251302

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetl#l6 below.

Tablel6: Activities for Other Receipts

Issuing 1. Acknowledgment Accounts NA NA
acknowledgement Receipts Assistant
on receiptof
money
Recording of 1. Collection & Accounts Assistant NA
Receipts remittance register Assistant AccountOfficer

2. Receipts &

Expenditure Tracking

register
Remittanceof 1.t @SS Q& N.Accounts  Assistant NA
receipts to 2. Collection & Assistant Accounts Officer
Treasury remittance register

Documents and Verification process for Other Receipts

1) Acknowledgements are serially numbered and issuedliaeceipts
2) The monies collected (either in cash, cheque or DD) are deposited in the Bank Account

of the Treasury (Fund I11) within the next working day
3) Receipts entries are made in the Collection & remittance register under the correct

Head of Account
4) Assets have been properly listed before sale/disposal and approval for sale is obtained
5) Asset register suitably updated to reflect disposal

The following Illustration will explain theentire flow of accounting treatment for other
receipts
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lllustration 9: Accountingfor other Receipts
TP sold timber to Mr. Z amounting to R&@Y- on 25" August 2012. He paid vide cheque
numbered 567890 drawn on SBM Bank. An acknowledgement, #TP/01713 for the receipt of

money was issued to Mr. Z.
The steps for accounting the entries are given below.

Step 1: Entry in the Collection & Remittance Register receipt of money and remittance

to Treasury
Collection & Remittance Register
Name of TP<<name>>
Date |Receipt Head ol Particulars Particulars of Receipts | Amount| Mode |Cheque Drawn |Initial

No. |Accoun of Remitter Rent| Licence Service Other (Rs)) No.& | on s of

t Fees Fees Fees Date the

EO

1 2 3 3 4 5 6 7 8 9 10 11 12

16-08 TP01/0 /0515 | Sale of 5,000 5,000 |Cheque 557890/
1713 |102-42- [timber to Mr. 2508
00 2012 |SBM

Remittance Details

Deposited to Deposited on Treasury/Bank Accour,  Initials of the Executive

Officer
13 14 15 16

Treasury 26-08-12 <<seal>>

Khajane Il visa-vis current setup

1 System based generati@f Remittance challans;

1 Recordingof remittance of other receipts in the system on generation of remittance
challan by the TP;

1 System generated remittance entries in Collections & Remittance Register
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5.2.9 Accounting Process T89: Expenditure on Salaries

Salaryis one of the major expenditures incurred by the THse TP EO is the Drawing and
Disbursing Officer for salaries of TP personnel. Salaries of line department staff are
processed by the respective line departments. Monthly payroll cyclisputetised by
means ofHRMSsoftwareimplemented at the State leveThe process flow is given Annex

3 Chart 9

Process for salary expenditure

Monthly payroll data in the form cdttendance Jeave information and other information for

TP employees is entereihto the HRMS software HRMS generates themonthly
consolidatedpay bill. The monthly SalaryRegisteris generatedrom the HRMSand other
supporting documents$o ensure that all the deductions includimgcome taxadvances and

staff rent are properly daulated. The monthly pay bill iverified andapproved. After
approval, the monthly payroll data is uploaded into Khajar(eHdnually or automatedior

the purpose of generation of the salary bill. The salary bill is generated by the TP from
Khajane Il ad presented to theTreasuryfor payment. The TreasuryOfficer issues an
acknowledgement to the TP for the salary bill presented.

On presentation of the salary bithe TreasuryOfficerissues the salary cheques to all the
TPs for disbursemendf salaries toemployees All Treasuryinter-head adjustments for
salary deductions shall be effected automatically in Khajane Il. Remittances to external
agencies such as Income Tax, KGID etc. are remitted by theTs¢atguryand necessary
entries arepassed in Khajane II. For deductions which are to be remitted to external
agencies at the TP level, such as court recoveriesl tbasuryOfficer issues a cheque to the

TP to be paid to the respective agency.

Though the remittance of income tax deducted out of salaries is made centrally by the State
Government the actual filing of DS returns is the responsibility of the TP EO. It is the
responsibility of the EO to check the monthly deductions and remittatetails from the
Treasuryrecords.

UnadjustedAdvances

The unadjusted advances arise in the case of transfer of TP staff. On transfer, the reason for
non-adjustment of advances shall be clearly mentioned in the Advances Register in all the
appropriate fdios in which the advance entries are recorded and closed.
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Flow ofaccounting entriedor recording expenditure on Salaries

Generation of Paybill from
HRMS
‘ Entry in the Bill Register \

‘ Generation of DC bill \
Expenditure side of RET
Register
CRP Statement (Debit Side) \

Receipts & Payments Account

Figure7: Flow of accountilg entries for recording salaryxpenditure

Accounting treatment of salary expenditure

The accounting treatment of salary expenditure begins with the generation of the
consolidated monthly Pay Bitlom the HRMS system. Theonthly pay billshows thegross
earnings andleductiorstowardsrent for staff quarters, income tax and other deductiofts.

is the responsibility of the AAO to ensure that the deductions made are coMecessary
entries for accounting of gross salary and deductions arginated at the time of
generation of the &lary Bill after upload of HRMS data into Khajandnlla Khajane |l
environment, the actuaéntry into the TP books of accountgassed on the preparation of
the cheque for payment by th&€reasuryOfficer.

The gross amount is recorded as expenditurelemthe Salary Head of Account and all
deductionsadjustable to the TP funds to be remitted by the TP to any external ageacy
accounted under the respective Heads of Account under 7@&U33, 8658 as appropriate.
Remittances to external agencieg the TP, if any are adjusted against the Heads of Account
under 8443 on actual remittance.

Thegrosssalaryexpenditureshall be recorded in theERregister on the payment siden
receipt of acknowledgement from th€reasuryon the Salary Bill generaddrom Khajane II.

Corresponding entries shall be made in ta&yabledfRegister for the deductions effected.

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetlsl7 below.
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Tablel7: Activities for Ependiture onSalaries

Entry of monthly 1. Pay Bill Establishment  Assistant NA
payroll data into 2. Attendance Staff Accounts
HRMS records Officer
Generation of pay 1. Consolidated Pay Accounts Assistant NA
bill Bill Assistant Accounts
Officer

Upload of Accounts Assistant NA
consolidated pay bill Assistant Accounts
into Khajane Il Officer
Generation of Salaryl. SalanyBill Assistant NA Executive
Bill from Khajane II Accounts Officer Officer
Accounting of salary1l. Receipts & Accounts Assistant NA
expenditure Expenditure Assistant Accounts

Tracking register Officer

2. Advances register

Filing of eTDS 1. ETDS returns Assistant NA Executive
returns 2. Deductions Accounts Officer Officer

statement from
Treasury

Checklistfor Salary expenditureaccounting

1)

2)
3)

4)

5)
6)

7)
8)

9)

Monthly Pay Bills are prepared correctly indicating the salary expenditure Head of
Accountwise.

Separate pay bills are prepared for Permanent @rchporary establishments

Claims i.e. gross amount, deductions and net amounts shown in the bills are
arithmetically correct

In respect of officia for whom Conveyance AllowariEexed Travelling Allowances is
drawn, required certificates are furnished byetDrawing Officer in the bills

Salary of employees are paid to the individual bank accounts of the employees
With respect to pay bills in which annual increments of employees are claimed, an
Increment Certificate is attached to such bills

Salarydeductions towards various recoveries are watched through Advances Regi
and recovery schedules prepared for each type of recovery effected

Statutory deductions are made in respect of employees liable to pay it, based on t
income

All claims relatig to terminal benefits of the employees if any, drawn are supporte(
sanction orders / authorization of the competent authority and its computatiof
correct

ster
heir

i by
nis

The following lllustration will explain theentire flow of accounting treatment for salary
expenditure
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lllustration 10: Accountingfor salary payments
Salary payment of MrA Rs. 40,000/6f which Rs. ®00 is given as festival advance for the
month of August 2012. Incom&ax deduction of Rs.500 and B80 towards KGID is

deducted. Salary was paid to Mr. B Rs. 24,000vhich Rs. 400 was deducted for Income
Tax and KGID Rs. 500.

Taluk Panchayat Accounts Manual

Step 1: Generation of salary Paybill for the month of August 2012

SI No. | Name | Design| Basic| DA HRA | Any | Advan| Gross| KGID| PF |Incom| Gross Net
of the | ation Pay other ces | salary | premi e Tax | recov| salary
emplo allowa (4+5+6/ um ery | (9-14)
yee nces +7) (9+10

+11)
Rs. Rs. Rs. | Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs.
1 2 3 4 5 6 7 13 8 9 10 11 12 14
1 Mr. A | XXX | 15,000/ 10,000 5,000 0| 5,000/ 30,000 500/ 3,000/ 500| 4,000 31,000
2 Mr.B | XXX | 13,000 7,000 4,000 0 0| 24,0000 500/ 2,000 400|2,900 21,100
Step 2: Entries in the Advances Register
Register of Advances
Taluk Panchayat: <<name>>
Head of Account: 762004-00-00 Folio # 123
Payments Receipts/Refund
Date of DC
Particulars | bill/Bank | Amount Details of Initials
payment . Date of . Amount
of Advance | Payment paid Remittance of EO
of . Refund (Rs.)
paid Voucher (Rs.) of refund
Advance 4
1 2 3 4 5 6 7 8
Festival 123 5,000
Advance
31-08 | paid to Mr.
12 A
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Step 3: Entry in cheque movement register

Receipt of salary cheque from thEreasury& issue of salary cheque to employees
Cheque Movement Register

Name of the TaluRanchayat:.<<hame>>

Cheque Receipt Details Cheque Paid out Details
Sl. No| Cheque Amount | Initials | Payable Reference Paid on | Initials | Initials
No. & Date (Rs.) of AAO to Details ofthe | ofthe
Payee EO
1 2 3 4 5 6 7 8 9
1 123678, 31,000 DC Bill 01-09-
31-08-2012 Mr. A | #.. 2012
2 123679, 21,100 DC Bill 01-09
31-08-2012 Mr.B | #.. 2012

Step 5: Entry in thdRETregister on the payments side
RET Register

Name of the TaluRanchayat.<<name>>
ExpenditureHead of Account: 220202-23-01

Payments Folio No. 14
Date Particulars of Expenditure Amount Total
4 5 6 7
31-08-2012 | DC Bill¥ __ forSalaryfor August 2012 30,000
30,000
Expenditure Head dkccount: 2215102-27-01 Folio No. 15
Payments
Date Particulars of Expenditure Amount Total
4 5 6 7
31-08-2012 | DC Bill Salary # for August 2012 24,000
24,000

Note: In theRETregister PF, KGID and Income Tax deductions are not recorded. Only the
gross salary is accounted as all statutory deductions are deducted and paid Tietseiry

Khajane Il visa-vis current setup

1 Processing of salary bill after upload of HRMS data,;

1 System based generation of salary bill;

1 Payment of salaries to employee bank accounts directlyregsury
i System generated payment entriesRETRegister and Advances Register in two stages
i.e. origination of accounting entry on generation of salary bill and passing of entry on
preparation of cheque.
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5.2.10 Accounting Process THD: Expenditure on Works/Goods/Services

The expenditure on works/goods/servicese incurredat the TPout of untied grants,
Central Schemgrants through the hnking channel and K S ot sQuice revenueThe
expenditure incurred is governed by tKk&'PP Actn case of procurement not attracting the
provisions of KTPP Act, 1998e orders of Government issuddom time to time shall be
applicable.As per prescribed Government ordéne open market purchase limit has been
raised from Rs500/- to Rs.5,000/- and obtaining quotations for procurements exceeding
Rs.5,000 but not exceeding Rs. 1,00,000e process flow for this process is giveAimex

3 Chart10.

SanctionedAction Plan is a preequisite for undertaking any expenditure related to
Works/Goods/Services procurement at the TP. The expendghead be incurredonly after
the Action Plansg approved by the TP Body.

In case of expenditure from thlbudgetary releasesthe expenditureis recognised on the
presentation ofDC bills along witlvorks bills to theTreasuryfor payment. For expenditure
from Central Scheme grantgperated through e banking channelthe expenditureis
recognizedvhen the bills are presented to it for payment.

Process for recording expenditure on Goods/Works/ Services

In case of works contraché contractor shall deposit thEMD moneywherever applicable,

to the TP. The EMD shall be in the form of Account Payee DD only. The EMD received shall
be deposited into theTreasuryappropriate Scheme Bank accounity generating a
remittance challanThe process for collection of EMD is similatite process for collection

of own urce receiptsas explained irSections.2.8- AccountingTreatment of Own Source
Receipts.

All works shall be accompanied by an estimate and it should be technically sanctioned and
approval shall be obtained. Before amding the contracfor worksthe EO shall ensure that
1 procurement procedures prescribed under the KTPP Rules and Government iSrders
followed
1 Work order stipulates the commencement date and expected date of completion
1 Mode of getting the work executeid decided by the competent authority

In case of Servicethe EO shall ensure that:
1 Appropriate selection method is adopteshd deviations properly explained
1 Weightage to both technical and financial aspects are given as necessary
9 Officials working ithe Government or its undertakings are not hired
1 Proper TOR and RFP have been prepared and evaluated
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On commencement of workhe contractor prepares running bills as and when the works
are executed On receipt of a bill, an entry is made in the Bill Regisecording the bill
particulars. The format of the Bill Register is giver\imex 4 Form No. TPL6. The works

shall be verified and approved by the Engineering department and then by tHiellB®@ing

the due procedures as prescribedfter verificationof bills by EQvith relevant documents

like approved Action Plan, Sanction Order, Measurement booktat bill is approved for
payment. The appropriate deductions are made (such as mobilization advance, security
deposit, statutory deductions and so oifhe details of the works executed shall be entered

in the Works Registefformat given inAnnex 4 FormNo. TP30Q. The entry in the Works
Register ensures effective tracking of the different works undertaken by the TP.

At the time of payment, ®C bil(for Treasurypayment) orBank Payment¥oucher(for bank
payment)shall be generatedAl the deductions irludingstatutory deductions such as TDS
and VAT shall be deducteahd shown in the DC bill/Bank Paymevibucher The bill
prepared shall be countersigned by the CAO of theAfier countersignaturethe bills shall
be presented to theTreasuryand the pgment cheque is obtainedn the case of bank
payments, a cheque is prepared and signed by the EOTHasuryBank cheque is handed
over to the contractor/supplier and acknowledgement taken.

All Treasuryinter-head adjustments for deductions shall befested automatically in
Khajane Il. Remittances to external agencies such as Income Tax, KVAT etc. are remitted by
the StateTreasuryand necessary entries are passed in Khajane Il. For deductions which are
to be adjusted/repaid by the TP, such as advances and deposits, the necessary adjustment
happens in the Fund Il balance of the TP.

Though the remittance of inene tax deducted oubf salaries, works and other services
received aremade centrally by the Stat&overnment the actual filing of DS returns is

the responsibility of the TP EO. It is the responsibility of the EO to check the monthly
deductions and remittance details fnothe Treasuryrecords.

With regard to expenditure incurred through the banking channel, all deductions are
adjusted to the respective heads of account in the books of the TP itself. Separate Bank
Payment Vouchers and chequsball beprepared for remitthg such deductions to the
respective authorities.

After completion of worksas per the terms of agreementhe security deosit shall be
refunded to the ontractor as explained itfgection5.2.13- OtherTPTransactions

A similar procedure is followeaif expenditure on procurement of goods/services. Certain

deductions applicable for works bills may not be relevant for procurgnté goods and
services.
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Flow of Accounting Entries for recording Expenditure on Works/Goods/Services

Receipt of Work Bills
‘ Entry in the Bill Register \

‘ Generation of DC bill \
Expenditure side of RET
Register
CRP Statement (Debit Side) \

Receipts & Payments Account

Figure8: Flow of accounting entries to record expenditure on Works/Goods/Services
Accounting treatment for expenditure on Works/goods/services

a. Accounting of EMD received

The EMD receiveftom the supplier/contractorshallbe acknowledged by issuing a Receipt

to the payee Annex 4Form No. TRO2). The details of the receihallbe entered in the
Collection & Remittance register under the Deposits Received column mentioning the date
of deposit, Cheque/DD No. alongwith the rppeulars of the payee. As and when the
remittance is made to th@reasuryBank, an entry in the Remittance side of the register
shallbe made.

For EMD remitted into the Fund Il account of the TP with Tmeasury the amount
remitted is accounted undehe Head of Account 844B801/10200-00 on generation of the
Remittance Challan.

For remittance of the EMD into the banlkhet EMD received shall be recorded onthe
receipts side of thescheme Cash Boakentioning theHeadof Account8443101/102-00-

00, the particulars of payee, date of deposit, cheque/DD No. and deposit received. A
simultaneous entryghallbe madein the Deposit registefformat given inAnnex4 Form TP

26) mentioning the date of receipgmount received, Head of Account credited amature

of deposit.

The TP shall return the EMD money received from the unsuccessful bidders instead of
depositing themoney into the Treasury account/Scheme Bank Account.
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For refund of EMD through th&reasurychannel, the accounting entry is passed on
generation of the DC bill for refund of deposit. For refund of EMD through the Banking
Channel,an entry shallbe made in the Scheme Cash book under the payments sid
generation of the Bank Payment Vouchénother entry shallbe made in the Deposit
Regster in the Adjustment/Payment side mentioning the amount paid out or deducted
against tle Head of Account 844B01/10200-00. In case the payment is made Byeasury
Cheque an entry shale made in the Cheque Movement register and for payment niade
Bark cheques an entry shdle made in the Cheque Outward register.

The deposits received from the employee of the TP shall be accounted in the same manner
as EMD receipts.

b. Accounting of expenditure incurred

For expenditure incurred through th&€reasurychannel, the gross amount is recorded as
expenditure underthe major head 251802 in the RETRegister and all deductions
adjustable to the TP funds or to be remitted/refunded by the TP to any external agency are
accounted under the respectivmajor heads 8443, 8658 as appropriate in theayables
Register Deductions not adjustable to the TP funds like Income tax, KVAT etc. are not
reflected in theTP accounts and are accounteddaremitted at the State leveHowever,

the amount of deduction made is captd in the RET register.

Remittances and refunds to external agencies by the TP, if amy shown on the
Remittanceside of the Payables registagainst the Heads of Account under 8443, 8658 on
actual remittance.

For expenditure incurred through the Being channel, the net amount paid is recorded in

the Scheme Cash Book (mentioning the deductions made) and the gross amount is recorded
in the Scheme Expenditure Ledger under thajor head2515. All deductions are accounted
under the respedve Heads ofAccount under 84438658 as appropriate in thBayables
Register. Remittances and refunds to external agencies by the TP are recorded in the
Scheme Cash Book éaymens sideand are adjusted against theajor headunder 8443,

8658 in thePayabledfkegisteron actual remittance/refund.

The expenditure incurredn respect of utility services like telephone charges, electricity
charges, water charges etc., shall be recorded in the Utility Watch register (format given in
Annex 4 Form No. TP29 and in the RET registefhe utility watch register shall have a
separate folio for each of the utilities e.g., Telephone charges shall have a separate folio,
Electricity charges shall have a separate folio. The reason for having a Utility Watch register
is to ensure that all the utility expenditure are adequately tracked and paid in time.
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The statutory deduction§TDS, VATBhall be deducted by th&reasuryand the net amount
shall bepaid through alreasurycheque After receipt of theTreasuryCheque a entryshall
be made in the Cheque MovemeRegister for recording the receipt of the cheque and the
delivery of the cheque to the payed-or bank payments,he cheque issued to the
contractors/suppliers/service providers and to the Statutory authorigball be entered in
the Cheque Outward Register.

Works/goods procured could be either revenue or capital in nature. If the works/goods
procured are capital in nature then on completion of the work or procurement, such goods
or works shall be entered in ¢hrelevant Asset registeafter certification by the Engineering
department. The formats for the Asset Registers are givelnimex5 - Monthly & Annual
AccountFormats (FormatsV, VI, Vibf MPAS)

The TP might also incur an expenditure of a capital nature which involves grants in aid to
Societies and other implementing agencies. Such grants thougltagital expendituredo

not result in creation of a fixed asséir the TPand hence no entrys made in the FA
register.

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetl#l8 below.

Tablel8: Activities for Ependiture on Works/Goods/Services:

Receipt of 1. Acknowledgement of Assistant NA Executive
EMD/Security deposit Cheques received Accounts Officer
and remittance to 2. Collection & Officer

Treasury/Bank Account Remittance Register
3. Scheme Cash Book
4. Deposit Register

Returning the 1. Scheme Cash Book Assistant NA Executive
EMD/Security Deposit 2. Cheque Movement  Accounts Officer

Register Officer

3. Cheque Outward

Register

4. Deposit Register
Accounting expenditure 1. RET Register Accounts Assistant  NA
on 2.Scheme Cash Book Assistant Accounts
works/goods/services 3. Scheme Ledger Officer

(Expenditure) Account
Payment to 1.Cheque Movement  Accounts Assistant  NA
contractors/service Register Assistant Accounts
providers/suppliers 2.Cheque Outward Officer

Register

Statutory deduction anc 1. Deposit register Accounts Assistant
remittance Assistant Accounts
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Officer
Utilities payment by TFT 1. Utility Watch register Accounts  Assistant ~ NA
2. RET register Assistant Accounts
3. Cheque Movement Officer
register

Checklistfor Procurement of Works/Goods/Services

1)
2)
3)
4)
5)
6)

7)
8)

9)

All supporting documents such as approved Action Plan, Sanction Order, Measufement

book etc. are available for every payment

Bills have been verified and approved by competent authorities and updated i
Register

All the Utility bill details are entered in the Utility Watch Register and the paym
made to various utilities are updated regularly

n Bill

ents

Arithmetical accuracy of claims with regard to quantity, rate and amount claimed is

checked

In case of running bills sectyrideposits are deducted from the bills and deposited

correctly to the Treasury/bank account

EO has prepared a DC bill/Bank Payment Voucher enclosing the work bills
treasury for payment

For all payments the statutory and other deductions have beewle

The EO has issued cheque of the concerned bank account for payment made t
banking channels

Cheque Movement/Outward Register is updated with Cheque details

10) The final bill of the work is supported by the completion report

to the

nrough

The following lllustration will explain the entire accounting treatment foreceipts,
remittance and payment of EMD/Security Deposits

lllustration 11: Accounting for EMD/Security Deposit

An EMD of Rs.5,000is received fromcontractor Avide Account Payee Demand draft
123456, by the TP for public works on-@®2012. The contract provides for deduction of
5% of bill amount as security deposit. The contractor has submitted a bill of Rs.1,0@000/
15-10-2012 which was approved for paymeifithe work was completed and on-30-2012
and Security deposit was refunded to the contractor vide a Cheque # 654321.

The accounting entries for recording the transactions are as follows:
Step 1: Issue of Acknowledgement for receipt of EMD cheque or DD
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Step 2: Recording of receipts of EMD in the Collection & Remittance Register

Collection and Remittance Register
Name of the TaluRanchayat.<<name>>

Date |[Receipt Head of | Particulars|  Particulars of Receipts | Amoun| Mode |Cheque Drawn |Initia
No. | Account of Remitter| pantl Licen Servic Other | t(RS.) No.& | on |Isof
ce |eFees Fees Date the
Fees EO
1 2 3 4 5 6 7 8 9 10 11 12 13
30-08 123 8443101- EMD 5,000 |DD 123456
00-00 received ,dt 30
from A 08
2012 |SBM

Remittance Details

Deposited to Deposited on Treasury/Bank Accour Initials of the Executive
Officer
14 15 16 17
Treasury 01-09-12 <<seal>>

In case of EMD received for works under Central Schemes the entlié® in the Scheme
Cash Book as below:

Scheme Cash Book

Name of the TP: <<name>>
Name of the Scheme: SSA
Scheme Code: 19
Name of the Bank: SBM
Bank Account Number: 123476765
Receipts
Date Scheme HoAReceipts | Particulars of Receipt Instrument No. | Amount
1 2 3 4 5
01-09-12 | 8443101-00-00 EMD received from A 123456 5,000
Step 4: Entry in the Deposit register on receipt of EMD
Register of Deposits
Name of TP: <<name>>
Head of Account: 8443102-00-00 Folio # 123
Receipts/Deductions
Date of Particulars of Qate of Remlttgnce Amount Received
Receipt Receipts remittance to details (Rs))
TreasuryBank
1 2 3 4 5
01-09-2012 EMD from A 02-09-2012 Ch no. 123456 | 5,000
1510-2012 Security deposit 16-10-2012 DC Bill #2231 | 5,000
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Entries for returning the EMD and Security Deposit to Mr. A
Step5: Entry in the Deposit Register on return of the EMD and Security Deposit to Mr. A

Register of Deposits

Name of the TP: <<name>>
Head of Account: 8443101-00-00 Folio # 123
Receipts/Deductions Payments
Date of Remitta ..
Date Particul | remittance nce Amount | Date of . DC Amou | Initia
of . . Bill/Bank nt Is of
: ars of to details & Receive| paymen .
Receip Receipts| Treasury/Ba d(Rs.) t Payment | paid EO
t nk ' Voucher #| (Rs.)
1 2 3 4 5 6 7 8 9
01-09- | EMD 02-09-2012 | Chno. | 5,000 30-11- DC Bill # 10,000
2012 | from A 123456 2012 2454
1510- | Security | 16102012 | DC Bill #/ 5,000
2012 | deposit 2231

Step 6 Entry in the Scheme Cash Book on the Payments side

Scheme Cash Book

Name of the TP: <<name>>
Name of the Scheme: SSA
Scheme Code: 19
Name of the Bank: SBM
Bank Account Number: 123476765
Payments
Vch.
Date No. Object Code Particulars of Expenses Cheque No. | Amount
6 7 8 9 10 11
Return of EMD an8ecurity
8443101 Deposit to A 654321 10,000

Step 7: Btry in the Cheque movement or Cheque Movement registéréasurycheque)

Cheque Movement Register
Name of the TP : <<name>>

Cheque Receipt details Cheque Paid out details
Cheque
Sl | No. & Initials | Payable Reference Initials | Initials
No. | date | Amount | of AAO to Details* Paid on | of Payee| of EO
1 2 3 4 5 6 7 8 9
EMD/Security
Deposit 30-11-
1 | 654321 10,000 Mr. A returned 2012
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Cheque Outward RegisteBénk cheque)
Name of the TP : <<name>>

Initials of |Initials of
SI No. ChequeNo. & Date Drawn on |Amount |Reference Nalssued on EO Payee

1 2 3 4 5 6 7 8
1 654321,3011-12 SBM 10,000 30-11-12 Mr. A

The followinglllustration will explain the entire accounting treatment for expenditure on
works/goods/services.

lllustration 12: Accounting for expenditure on works/goods/servicestreasurychannel
Mr. B performed construction as per the contract with TP for Rs. 1,25,000. His bill was paid
duly. A TDS deductiarf Rs. 12,500 was made from the bill amount.

The accounting entries will be as follows:
Step 1: Entry in th&RETregister on the payment side
RET Register

Name of TP&<name>>
ExpenditureHead of Account: 2515101-23-27

Payments
Date Particularsof Expenditure Amount Total
4 5 6 7
<<date>> Paid to Mr. B as per DC Bill #2215 125,000
Less: TD® 10% 12,500
Net Paid 112,500

Step2: Entry in thePayables register

Payables Register
Name of TP&<name>>

Head of Account: 865801-40 Folio #
Deductions Remittance
Cheque

Date of Particulars of Voucher Amount Date of No. & Amount Initials

Deduction Deduction # Deducted(Rs.) Remittance| date | Remitted(Rs.) of EO
1 2 3 4 5 6 7 8
TDS deducted fron DC Bill # 12,500
<<date>> Mr. B 2215
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Step 3 Entry in the Cheque Movement register

Cheque Movement Register
Name of TP: <<name>>

Cheque Receipt details Cheque Paid out details
Cheque Initial
No. & Initials | Payable Reference Initials of | s of
Date date | Amount | of AAO to Details | Paidon | Payee EO
1 2 3 4 5 6 7 8 9
DC Bill 30-10-
<<date>>| 687651 112500 Mr. B #2215 2012

lllustration 13: Accounting for expenditure on works/goods/servicesbankingchannel

Mr. C performed construction as per the contract with TP for Rs. 1,00,000. Hid BBlwas

paid duly. A TDS deduction of Rs. 2,000 and VAT of Rs.4,000 and a Security deposit of Rs.
5,000 was deducted from the bill amount.

Step 1: Btry in the SchemeCash book

Scheme Cash Book

Name of the TP: <<name>>
Name of the Scheme: SSA
Scheme Code: 19
Name of the Bank: SBM
Bank Account Number: 123476765
Payments
Date | Vch. No. | Object Code Particulars of Expenses Cheque No. | Amount
6 7 8 9 10 11
DCBiIll Paid to Mr. Bowards works bill nd.23
2215 2515101-2327 | Gross; Rs. 1,00,000
Deductions:

8658101-00-40 | TDS Rs. 2,000
8658101-00-41 | VAT Rs. 4,000
8443101-00-00 | Security Deposit Rs. 5,000
Net amount 564362 89,000

DC Bill Remittance of TDS deducted i
2215 8658101-00-40 | Billno 123on works executed 564363 2,000
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Step 2:Entry in the Scheme Ledger (Expenditure) Account

Scheme Ledger Expenditure

19- Sarva Shiksha Abhiyan
Name of the TR<<name>>
Dr 2515102-19-23 Cr
Date Particulars Reference | Amount | Date | Particulars Amount
1 2 3 4 5 6 7
30-10- Expenditure on Works DC Bill 1,00,000
2012 #2215
Step 3: Btry in Payablegegisteron deduction and payment of TD& VAT
1) On deduction of TDS
Payables Register
Name of TalulPanchayat: <<name>>
Head of Account: 8658101-40-00 Folio # 126
Deductions Remittance
Initials
Date of | Particulars of P:?:Ent S\rgoutntd Date of |Cheque No. & smo'ijtntj of EO
Deduction| Deduction y educted’ pemittance date emitte
Voucher4 (Rs.) (Rs.)
1 2 3 4 5 6 7 8
30-10-12 |IT deducted 2,000 02-11-12 536756 2,000
on bill #2215
2) On deduction and payment of VAT
Name of TalulPanchayat: <<name>>
Head of Account: 8658101-41-00 Folio # 127
Deductions Remittance
Initials
Date of | Particulars of Bank | Amount Date of |Cheque No. & Amqunt :
: ) Payment| Deducted : Remitted | Of EO
Deduction| Deduction Remittance date
Voucher4  (Rs.) (Rs.)
1 2 3 4 5 6 7 8
30-10-12 |VAT deductel 4,000 02-11-12 536757 4,000
on bill # 221¢
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Step4: Entry inDepositregister on deductiorof Security Deposit
Register of Deposits

Name of TalulPanchayat: <<pame>>
Head of Account: 8443102-00-00 Folio # 128
Receipts/Deductions Payments
Date of [Remittance DC
i i Initials
Date of | Particulars of remittan | - details AmOl.mt Date of | Bill/Bank Amqunt
) . ceto Receivec paid | of EO
Receipt Receipts payment, Payment
Treasury (Rs.) (Rs.)
Voucher #
/Bank
1 2 3 4 5 6 7 8 9
Security 02-11-12 DC bill 5,000
Deposit #2215
deducted on bil
30-10-12# 2215
Step 5 Entry in the Cheque outward register
Cheque Outward Register
Name of the TRx<name>>
Cheque No. | Drawn Reference Initials | Initials of
Date & Date on Amount No Issued on | of EO | Payee
1 2 3 6 7 8 9 10
01-11- | 564362,30 DC Bill
2012 | 1012 SBM 112500 #2215 30-10-12 Mr. B
01-11- | 563363,30
2012 | 102012 SBM 12,500 DC Bill 08-11-12 NA

Khajane Il visa-vis current setup

1 System based generation of DC bill;
1 System generateghaymententries inRET RegisteRegister of Advances, Register| of
Deposits and Payables register in two stages i.e. origination of accounting entry on
generation of bill and passing of entry on preparation of cheque.
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5.2.11 Accounting Process THL: Expendituréy Line Departments

The expendure made by Line Departments is outlmidgetary releaseseceived from the
TP.The Line Department expenditure includes both plan and-plam expenditure. The
expenditure incurred by the line departments taluk level schemeis recorded in the TP
books and the corresponding vouchers are also maintained in theThe TP EO is the
countersigning authority for all line department expenditure apart from salariése
process flow is given iinnex 3Chart 11

The line department incur expenditure after the releases are made by th©mRpproval

of bills, the line department officer generatesTaeasunybill from Khajane Il. Allon-salary

bills are sent to the TP for counter signature by the BO.bills reeived for counter
signature are tracked by entering them into a Countersignature Register at the TP. The
format of Countersignature Register is giverAimex 4Form No. TPL9. Bills received after
countersignature igpresented by the line department to th@&reasuryfor payment. The
Treasuryprepares and issues the payment chequeshe line department officers.

On a monthly basis, the accawsnstaff of the line departmenshall reconcilehis records

with the expenditure figures recorded by the TP (basedh® TreasurySchedules received).
After reconciliation, e line departmentofficers shallprepare a monthly Statement of
Expenditure covering all payments made during the month. The Statement of Expenditure
along with the monthly reconciliation statement shall be submitted to the TP EO. The
Statement of Expenditure shall be prepared in the format gimelnnex 4FormNo. TP11.

Flow of accounting entries for recording expenditunecurred byLine Departments

Raising DC bill by Line

Department \

Preparation of Statement of

Expenditure & Submission to TP \

Entry in TP RET register on

Payments side \
CRP Statement (Debit side) \

TP Receipts & Payments Account

Figure9: Flow of acountingentries for recording expenditure incurred by Lind®epartments
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Accounting treatmentof the expenditure of line departments

On receipt of the monthlyTreasury Schedules by the TP]lI @ahe expenditure of Line
Departmentsshall be recorded(manual/automated)in the RETregister on the payments
side underthe appropriate Heads of account mentioning the date, DC bill number and the
amount paid.E.g: education department expenditurghallbe recorded in theRETregister
under the major head 2202.

Note: The banking channel transactions of the Line Departments for TP Schemes are
discussed irBection 5.2.®xtensively.

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZedlel9 below

Tablel9: Activities for Expenditure by Line Departments

Generation ofTreasury 1. Treasury Bill Line dept. NA Head of Dept.
bill at line department Accountant
Countersignature of 1. Counter signature Assistant NA Executive
non salary bills register Accounts Officer
Officer
Accounting expenditure 1. Receipts & Accounts Assistant NA
of line departments Expenditure Tracking Assistant Accounts
register Officer
Reconciliation of 1. Treasury Line Assistant NA
expenditure records Reconciliation department  Accounts
and Treasury Statement accountant  Officer
Plus/Minus
memorandum

Checklist forExpenditure of Line Departments

1) All Non Salary Treasury bills have beeantersigned by TP EO

2) The TP EO has actually exercised the checks before countersigning the bills

3) Regular updation of Counter Signature Register

4) On receipt of the monthly Treasury Schedules, payments side of the RET Register is
updated with the details oLine Department expenditure. This is recorded correctly
under the appropriate Heads of account (till the object code level)

5) Statutory deductions, as applicable, have been deducted from the bill amount and have
been deposited to the concerned authoritythout delay.

The followinglllustration will explain the entire accounting treatment for expenditure by
line department
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lllustration 14: Accounting for line department expenditure
Education department incurrecexpenditure of Rs.2,50,000/ towards scholarships to
Primary School students as recorded in DC Bill # 345 of28ugust 2012.

The accounting entry in thRETRegister will be as follows:

RET Register

Name of the TP: <<name>>
Head of Account: 2202101-27-27
Payments
Date Vch # Particulars of Expenditure Amount Total
4 5 6 7
26-08-2012 DC Bill #345 2,50,000

2,50,000

The above entry shall be made tne TP after receipt of th@reasuryschedules.

Khajane Il visa-vis current setup
1 System based generation dfeasunybill;
1 System generated entries RETRegister from théreasurySchedules
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5.2.12 Accounting Process TE2: Beneficiary Payments

Beneficiary payments under various schemes amether area of expenditure of the TPs.

The beneficiary payments could be in the form of SC/ST Scholarships, Hostel Fee payment
for students, etc All beneficiary payments are made against approved action plans for the
scheme. The TPs reach out to the beficiaries directly or indirectly by routing the
beneficiary payments through other executing agencies like line departments, GPs, Co
operatives, NGOs and other institutionBirect payments to beneficiaries by the TP are
covered hereThe procesfiow of beneficiary payments igiven inAnnex 3Chart 12.

Process for recording beneficiary payments

The beneficiary payments can be made only to beneficiaries whose names have been
approved as per scheme guidelines. Beneficiary payments can be made by dhe GfRts

untied grants or Central/State Scheme grants.

The approved beneficiary list is the supporting document for any payment to beneficiaries.
The payment may be made either throughlreeasurycheque or through a cheque on the
scheme bank account.

Payments throughlreasury

On approval of the beneficiary list,2C billis generated from Khajane Il and approved by
the EO.The DC bill generated is presented to fheasuryfor payment. On presentation of
the DC bill the accounting entries are madéha TP books.

The process for beneficiary payments by line departments is similar to any other
expenditure and has been explained in section 5.2.Brocess for Expendituréy Line
Departmentsabove.

Payments through scheme bank account

On approval ofthe beneficiary list a Bank Payment Voucher shall be prepared for making
the payment to the concerned beneficiarieBayment shalbe made either by way of
cheque or Demand Draft only. The paymemiade shall be entered in the TP books after
the cheque oDD has been issdgo the concerned beneficiary.

Flow of accounting entries for recording Beneficiary Payments
The accounting entries flow for recording Beneficiary Paymisrgsnilar to thatof Figure8
given inSection 5.2.10.
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Accounting treatment forBeneficiaryPayments

For beneficiary payments made through tfesasurychannel, the expenditure is recorded

under the Head of Accourt515102-29-28 in the RETRegister. On receipt of the cheque

from the Treasuryan entry is madean the Cheque Movement Register for recording the
receipt and delivery of the cheque to the beneficiary.

For beneficiary payments made through the Banking channel, the amount paid is recorded
in the Scheme Cash Book and in the Scheme Expenditure Ledgerthaderajor head
2515101/102 On issue of cheques to the beneficiaridse details of the cheque issddo

them shall be entered in the Cheque Outward Register.

Note: Beneficiary payments made by the Line Departments through the banking channel is
explained inSection 5.2.5

Activity-Responsibility Matrix
The activities along with responsibilities discussed above are summariZetle20 below

Table20: Activities for BeneficiaryPayments

Approval of 1. Beneficiary list Executive NA TP General
beneficiarylist Officer Body
Generation of DC Bill 1. DC Bill Accounts Assistant NA
Assistant Accounts
Officer
Preparation of Bank 1. Bank Payment Accounts Assistant NA
Payment Voucher Voucher Assistant Accounts
Officer
Chequesigning 1. Beneficiary payment Executive NA NA
cheque Officer
Accounting 1. RET Register Accounts Assistant NA
beneficiary payments 2. Cheque Movement  Assistant Accounts
¢ Treasury Register Officer
Accounting 1. Scheme Cash Book Accounts Assistant NA
beneficiary payments 2. Schemd.edger Assistant Accounts
- Banking (Expenditure) Account Officer
3. Cheque Outward
Register

Checklistfor Beneficiary Payment#&ccounting

1) Every paymentis supported by an approved beneficiary list and an approved Action
Plan

2) All beneficiarypayments are duly acknowledged

3) Where cheques have been reissued/revalidated, necessary entries are made in the
books of account
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4) Correct accounting entry in the relevant scheme and head of account has been passed

5) In case of payment through Banking Chanaglpfficer other than the cheque signing
authority i.e., AAO/AA has verified the voucher before issue of cheque to beneficiary.
Entry updated correctly in the appropriate Scheme Cash Book, Scheme Expendit'ilre
Ledger and Cheque Outward Register

6) In case of pgment through Treasury ChanndEntry updated in the RET Register and
Cheque Movement Register

7)  Contributions from beneficiaries, if prescribed, have been recovered and properly
accounted for

The followinglllustration will explain the entire accountinggeatment for expenditure by
line expenditure

lllustration 15: Accounting for beneficiary paymentreasury channel

An amount of Rs. 50,000 is paid to a beneficiary under scheme XYZ throughe#sery
channel on 28) August 2012 vide DC BilB45.

The accounting entry in case of payment made will be irREéregister as follows:

Step 1: Entry in the RET register

RET Register

Name of the TP: <<name>>
Head of Account: 2515102-27-28
Payments
Date Particulars ofExpenditure Amount Total
4 5 6 7
DC Bill #84%;inancial Assistangeidunder
16-08-2012 XYZ scheme 50,000 50,000

Step 2:Entry in the Cheque Movement register

Cheque Movement Register

Cheque Receipt details Cheque Paid out details
Cheque Initials of | Payable| Reference Initials of | Initials
Date | No.& date | Amount AAO to Details | Paid on Payee | of AAO
1 2 3 4 5 6 7 8 9
687652dt.
dd-mm- DC Bill 2008
yyyy 50,000 Mr. B #845 2012
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lllustration 16. Accounting forbeneficiary payment banking channel
Assistance paid to beneficiary group through bank manager under SGSY amounting to Rs.
1,25,000¢ as recorded in Bank Payment Voucher # 845 dhdféAugust 2012.

Step 1:Entry in the Scheme Cash Book

Scheme Cash B&o
<<name>>
SGSY
13
SBM
XXXXXXXX

Name o fthe TP:
Name of the Scheme:
Scheme Code:

Name of the Bank:
Bank Account Number,

Payments

Vch.
Date No. Object Code | Particulars of Expenses

6 7 8 9
2515102-13-
00-28

Amount
11

Cheque No.
10

16-08-12 | 845 Financial assistance to SHG 564365, 1,25,000

Step 2:Entry in the Scheme Ledger (Expenditure) Account

Scheme Expenditure (Ledger) Account
Swarnajayanti Rozgar Yojana
Name of TP&<name>>
Dr 2515102-13-28 Cr

Date Particulars Reference | Amount Date Particulars| Amount
1 2 3 4 5 6 7
16-08- Financial assistance to

12 SHG

Vch no. 845

1,25,000

Step 3:Entry in cheque Outward Register

Cheque Outward Register
Name of the TP: <<name>>

Date of
issue

Initials

Sl Cheque No. Reference of Initials of

No.

& Date

Drawn on

No & date

Amount

AAO

Payee

1

2

3

7

6

9

10

2508
2012

564365 dt.
16-08-12

SBM A/c no.

XXXXX

Vch no. 845
dt. 16-08-
2012

1,25,000

Khajane Il visa-vis current setup
1 System based generation of DC bill/Bank Paynvenicher
1 System generatedaymententries inRETRegister, Scheme Cash Book, Scheme led

jer;
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5.2.13 Other Transactions of the &luk Panchayat

1. Accounting for AC/NDC bills

Ac advances when paid out are charged to the concerned expenditure head of account. The
process and accounting treatment is the same as explain&eation5.2.10¢ Expenditure

on Works/Goods/ServiceBurther an entry is made in the Register of Abstract Contingent
Bills for the purpose of tracking. The format of the Register is givénitex 4 Form No.

TPB.

The NDC bill submitted shall contain the actual expenditure incurred against the advances
made. If the expenditure incurred is in excess of advance given, excess expenditure is
accounted against the concerned expenditure Head of Account following the peroess
explained in theSection .10 ¢ Expenditure on Works/Goods/ServicesNhere the
expenditure incurred is less than the advances given, the amount refunded is treated as a
receipt and accounted against the concerned expenditure Head of Accountprobess
followed is similar to the process explained eton5.2.8¢ Other Receipts.

2. Payment of Advances

The advances can be made to employees, contractors and suppliers as per prescribed rules.
The advances paid shall be recorded in the Advances Register under the head of account
7610 for employee advances and 8550 for advances made to outsiders.

3. RecoveryRefund of Advances

Advances made are either recovered out of salariels/boir refunded by the party. All
advances recovered/received are recorded in the Advances Register under the Head of
Account 7610 or 8550 on the Receipts side.

4. Unadjusted Advances

Generally arise in the case of employee advance wherein he is transferred or deputed. In
such cases necessary entries are made in the respective folios for closing mentioning how
such advances have been treated. There is no accounting implication for uteadjus
advances since such advances have been accounted as expenditure when paid out

5. Receipt of deposits

Deposits areeither received(e.g: EMD)or deducted from billge.g: Security deposits). The
detailed procedure and accounting entries are explainedeurthe relevant processes for
expenditure. All deposits received/deducted shall be entered on the Deposits Register
under 8443101/102/103-00-00 Head of Account under theReceipts side of the Deposits
register.
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6. Refund of deposits

The procedure forefund of deposits is the same for other payments. As and when deposits
are refunded, the refund is recorded in the Deposits Register under the Head of Account
8443101/102/10300-00 on the Payments side.

7. Forfeiture of EMD or Security Deposits
Theforfeited EMD or Security Deposits shall be treatsdoavn source receipts of the TP. A
transfer entryin Annex 4,Form No. TPO4for transferring the forfeited amount from the
Deposit Head (8448) to Own Source Receipts (0515) shall be prepared and presented to the
TreasuryTwo entries shall be pass@dthe TP book$or recording the forfeiture of deposits
received viz.,

a. Entry in 2posits register to record the forfeiture in the respective folio;

b. Entry in Collection and Remittance register to take the forfeited deposit amount as

receipts of the TP.

8. Statutory deductions and remittances

All the Statutory deductions made on the TPsbiTreasury or Banking channel shall be
recorded in the Payables Registender the Head of Account 86881-40/41/42 on the
Receipts side. On remittance of such deductions to the respective authaitlesy by the
Treasury or by TP itselit shall berecorded in the Payables Register under the Head of
Account 8658L01-40/41/42 on the Payments side.

9. Transfer entries

Transfer entries shall be passed by the TP AAO with the approval of the EO. The transfer
entries are made to rectify mistakes in accountimgcount inter head transfers and for
NEO2NRAY3I F2NFSAGdAzZNE 2F RSLI2aAAGa o09a5k{ SOdzN
entry voucher shall be prepared to record the transfers/rectificatioh8.0O prepares the

voucher approved by EO and presentedth® Treasury. Upon acceptance by Treasury
necessary entrieshall bepassed in the TP boaoks

Ly OFasSa 6KSNB GKS ¢t GNIXyaFSNAR GKS {OKSYS
Transfer voucher (format given iinnex 4, FormNo. TP0J shall be used to record the

transfer. This voucher shall also be used to transfer the balance amount lying in the Scheme
Bank Account which has expired to a new Schehtés voucheshall be prepared by the

AAO and approved by the EO

10. Rectificationentries

Rectification entries shall be passed by the TP AAO with the approval of the EO. The
rectification entries could be due to incorrect posting of amounts to the appropriate heads
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of accounts, arithmetical errors and the like. The rectification estaee passed to rectify
the discrepancies found at the time of preparing the Reconciliation statements. All
rectification entries are passed as Transfer Entries in Khajane Il

11. Reversal of lapsed funds

The balance in the Fund Il account of the TP shall lapse at the end of the year if it remains
unutilised. The TP shall reconcile the fund balances withlteasuryat the end of the year

and approved by the EO. The funds lapsed shall be written bgcthe Treasuryafter
approval by the Accountant General, Karnataka (#&5)ts Account 8448  from the
Grants in-aid Head of Account 166102 by drawing a Remittance challan on the TP.

5.3 Counter Signature of Bills

5.3.1 Need and relevance of Counter Signature

Counter signature of bills is an internal control measure and has been prescribed under the
relevant statutory provisions. While on the one hand the counter signature ensures
expenditure within the allocation on the other hand it acts as a check on thprigty of

the expenditure. The relevant provisions of the KFC, MCE and other applicable statutes
relating to counter signature have been summarisedimex 7

With the computerisation of the Treasuries in Karnataka the control on budgetary
allocations las been well established. The role of the Counter signing officer as a checker on
the available allocations has become redundant. Howeverctierk on the propriety aspect

of the expenditure continues to be relevant.

In case of TPs, counter signatureegpenditure billds required in the following casés
a) All bills drawn by the TP EO to be counter signed by the CAO of the ZP
b) All bills drawn by the officers of the Line Department at the Taluk level (pertaining
to TP schemes) apart from salary bills shaltounter signed by the EO of the. TP

5.3.2 Important aspects to be checked while counter signing bills

The counter signing officer while counter signing bills presented to him by the drawing
officer shall verify the following:

1) Necessity and frequency ptirchases made or tours undertaken.

2) Sanction for the expenditure is obtained from the competent authority.

3) Required appropriation to meet the expenditure is available.

‘As per RDPR Circular NP 09 AFN 2009 dt.”l&anuary 2010
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Rates claimed are in order and economical.

Arithmetical accuracy of the clainpseferred.

Subvouchers in support of the expenditure are attached to the bills, wherever
required.

Money is drawn only when it is required for immediate disbursement or already paid
out of the permanent advance.

Moneys drawn on AC bills by the DDOs aremptly accounted and adjusted by
submission of NDC bills within specified time.

Claims, other than those of certain types of expenses payable within the prescribed
dates demanded by servicing agencies like Escoms, BSNL, Municipal/Panchayat
authorities, et are not paid without scrutiny of a higher authority of the department
concerned.

10) Some of the common aspects to be checked and countersigned in respect of

beneficiary related schemes are indicated below:

1 Selection of a beneficiary covered under the apmu\categoriespeople/land,
etc, of the scheme;

1 Fulfillment of the selection criteria by the selected leéiniary;

1 Selection of the beneficiary is approved by the competent authority as evidenced
from thelist of selected beneficiaries;

1 Extent of cash benéfsubsidy element/material component claimeds iin
accordance with the scheme;

1 Beneficiary now included has not availed such benefit previously,emund
this/similar scheme, earlier;

1 Compliance to other technical details, etc.
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Chapter6: Accounts Compilation

6.1 Introduction

Accounts Compilation means entire set of activities starting from checking of entries in
various registers for the month/year, reconciliation (treasury, bank, others), preparation of
TP CRP Stament and preparation of the required statements forming part of the
monthly/annual accountsThe compilation process is the most important function of the
Accounts department of the TRPom the view point of accountability and transparency
Accounts compilation covers all the activities related to accounts and financial transactions
of the TP.EO is the person responsible for accounts of the TP and he shall be assisted by
AAO of the TP and other Accounts stéffcountsare compilked at the TPon a monthly and
annual basis.

The Monthly/Annual accounts of the TP have to be prepared as per the MPAS formats
issued by the Comptroller and Auditor General of India since 2008. Hitherto TPs have been
preparing their monthly/annual accounts in the foats prescribed in the KPRTP (F&A)
Rules. For the year 20112, many TPs have prepared their annual accounts in the MPAS
formats. However, such annual accounts do not fully conform torépmrting formats of

the MPAS.

As explained in th€hapter2 - Overvew of TP Accountindgund flows in a TP are through
two channels of operations viz., Treasury and Bank which are very different in terms of their
nature and accounting implication. The current accounts compilation is a mix of:
a) Reporting under the Schemeskids of Account of the Link Document for Fund | and
Fund II;
b) Reporting receipts and payment out of Fund Il (no separate head of account
classification);
c) Reporting receipts and payments out of bank accounts (no separate head of account
classification).

6.2 Reporting Requirements as per MPAS

The information which is spread over multiple statements in the formats prescribed under
the KPRTPH&A) Rules has been included in a single statement in the MPAS foifrhats.
comparison between the KPRTP AF&Rules and MPAS formats is giverAirmex 8. In
addition, in the MPAS formats, information on receivables & payables and fixed assets
(movable and immovable) are also required to be given thus providing a comprehensive
view of the TP finances as comparedthe existing formats under thEPRTPR&A) Rules.
Reconciliation statements have also been made part of the annual accounts under the
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MPAS. The following are the additional formats prescribed under the MPAS as part of
annual accounts:
1 Consolidated absact
Reconciliation statements
Statement of receivable and payable
Register of immovable property
Register of movable property
Inventory register
Register of demand, collection and balance

= =4 =4 4 -4 -

6.3 Registers and Documents required for Taluk Panchayat Accountspation

The TP accountstaff maintainsthe registers mentioned in the KPRTP (F&A) Rules and
certain additional registers for the purpose of control. In order to suit the accounting system
prescribed, certain new registers have been prescribed in thisuala The manual has also
modified formats of the existing registers as necessary. Certain registers not relevant in the
present day context due to simplification have been left out. The registers prescribed have
been discussed in detail Thapter 7 Documents and Registers

The key registers based on which the accounts are compiled in a TP are:
1 TreasuryRelease Registerreceipt of grants during a period
1 Receipts & Expenditure TrackitBET)Registerc expenditure incurred during a
period head oficcount wise
1 Collection & Remittance Registepwn source receipts during a period
DCB Registayreceivables position as on a date
1 Scheme cash boakClosing balances of scheme bank accowfthe TP as well as
the LD DDOS
1 Scheme ledger Income and exenditure details under schemes
1 TreasuryFund Watch RegisterClosing balances of fund accounts of ffreasury

=

6.4 Monthly and Annual Accounts of Taluk Panchayat

The monthly accounts shall contain the following statements:

1. GonsolidatedReceipts andPayments(CRPBtatementof the TP

All the transactions of the TP for a period are summarized in thERIP StatemeniThe TP
CRP Statemens explained in detail under the THRP Statemersection. The format of the
TPCRP Statemems$ given inAnnex5 Monthly & Annual Accouns formats.
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2. TP Monthly Receipts and Payments AccoRbrmat | of MPAS)

The receipts and payments made by the TP by itselfyathe line departments during a
period is summarised in this statement Head of Account wise. JREStatementis the
badc document from which the Receipts and Payments account of the TP is prefdred.
figures against each Head of Account (apart from Bank balanc&raaguryFund balances)
are carried to the Receipts and/or Payments side of the Receipd Payments account
depending on the column in which they appear in theCRP Statementn addition to the
head of account wise receipts and payments, the statement shall also show the opening and
closing balances of all bank accounts dmdasuryFund accounts separately. The format of
the Receipts and Payments Account is giveimex 5 Monthly and Annual Accounts
Format |

Note:
1. The expenditure figures shown in the Receipts & Payments Account reflect the amount
that has actually been expendeaither by the TP or by the Line Departments. These figures

do not cover expenditure incurred but yet to be paid. Similarly, the receipts do not ¢over
revenues receivable and s the actual collections only.
2. The Receipts and Payments Account format prbecriby the MPAS has been revised to
include Banking channel transactioofsthe TP and LCa&so.

3. Abstract of Demand Collection and Balance Regigtesrmat VIl of MPAS)

The DCB register contains the individual receivables of the TP. The abstract of this register
mentioning the amount receivable, received and outstanding shall be presented in the
Monthly Accounts of the TP. The format of the abstract DCB register is igivemex 5
Monthly & Annual Accountormat VII.

4. Statement of Receivables and Payables (Format IV of MPAS)

The statement of receivables and payables shows a summary of all the receivables that are
due to the TP and all the liabilities of the TP. Recedsmbbver revenue receivables as well

as advances and loans outstanding. Similarly, Payables could be on account of bills
outstanding, deposits received outstanding or payables outstanding. The source records for
Receivables of the TP are the DCB registdr/Advances Register and for Payables is the Bill
Register (bills received but not paid), Deposits register and Payables Register. The format of
the Statement of Receivables and Payables is giveAnnex 5 Monthly and Annual
Accounts Format IV

The Annubaccountsof the TP shall comprise of thiellowing statementsn addition to the
Monthly statements explained above.

88



Taluk Panchayat Accounts Manual

1. Consolidated Abstract Statement (Format Il of MPAS)

It shows thesummarizedbudget provision amount released, utilised and balancsease
left for utilisation month wise for the financial yeaThe abstract statement shalresent
the information under eaclHead of Accounfor Plan and No#Plan The format of the
Consolidated Abstract Statement is giveiiimex5 Monthly & Annual Acount Format Il

2. Banking andlreasuryReconciliation Statement (Format Il of MPAS)

The Bnking andTreasuryreconciliation statement for the year shdtrm part of the TP
Annual Accounts. The preparation of Bank Reconicihabtatement is explained i&ection
6.8 of this chapter TheTreasuryReconciliation Statement shall be preparesimparingthe
TreasurySchedules and the Registers of the TP. All the fund balances mentioned
TreasuryScheduleshallbe reconciled with the TP records. The diffezes (if any) shall b
addressed by the TP AAO before closing the fund balambestormat of the Reconciliatio
Statement is given iAnnex5 Monthly & Annual AccounfFormat IIl

3. Asset registers
a. Abstract of Register of Immoveable Property (format V ®PAS)¢ lists the

in the
e
n

immoveable assets like land held, buildings and other immoveable assets owned by
the TPalong withthe necessary information as prescribed by the MPAS. The format

of this register is given iAnnex5 Monthly & Annual Accountormat V.

b. Abstract of Register of Moveable Property (format VI of MPA3ists the moveable
assets like vehicles, furniture, office equipments and other moveable assets owned

by the TPalong withthe necessary information as prescribed by the MPAS.
format of this register is given linnex5 Monthly & Annual Accounformat VI

The

c. Abstract of Register of Inventory (format VII of MPA8)this register provides
details of materials and supplies ddby the TP. The format of the register is given in

Annex 5Monthly & Annual Accounformat VI

The asset registers shall be maintained from a view point of exercising control and only the

abstract of the asset registers shall be a part of the Annualuds of the TP.

Note: While this Accounts manuatloes not prescribe maintenance of accounts under
accrual based system, the formats of annual accounts ensure:

the

a) That the annual accounts provide complete information on the financial position of the

TP;
b) That the necessary information for switching overatoaccrual based accounting syste
is available.

m
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6.5Process of Accounts Compilation

The accounts compilation process has been shown in the form of a chart and givenex
3Chart 13

6.5.1 Monthly Accounts

The accounting transactions of the TP pertain to receipts of grants throughréssuryand
Banking channel, expenditure by the TP on its own through Treasuryand Banking
channels and also expenditure incurred by the Line Departments on taluk sehé&ithe¢he
transactions are recorded in the appropriategisters which arediscussed in detail in
Chapter 7. In addition to recording the transactions the TP accounts staff shall exercise
certain controls and checks on a daily basis to ensurectiieectness and completeness of
accounts.Section 6.7Qives a list of checklist that helps the TP Accounts staff in preparing TP
Monthly Accounts.

After the month has ended, the TP receives freasurySchedules from the Talukeasury
Office. ThéeTreasuy Schedules comprise of the following:
1 Plus and Minus memorandum;
Schedule of Receipts;
Schedule of Payments;
Remittance Challans;
Treasuryouchers;
Statement of fund balances.

= =4 4 4 A

On receipt of theTreasuryschedules, the TP checks the entries in its books with the
Treasuryschedules. The TP accounts staff shall also exercise certain month end controls and
checks. Any discrepancies in classification/amounts noticed are rectified by passing
rectification enties (iner head transfer entries). Therahsfer Entry voucher shall clearly
mention the heads of account from which the funds have to be adjusted and the correct
heads of account to which it is to be adjusted.

Similarly, the accounts staff of the line degment shall verify the entries in th&€reasury
schedules with the books of account and make corrections as approp&atalarly, for
banking channel transactions, they check their records with the bank statements and also
reconcile the closing bank balanc&n completion of the verificatioand reconciliationthe
corrected Monthly Statement of Expenditurand Bank Recailiation Statement ofDDO

Bank Accounts of the TdRily certified by the line department officer shall be submitted to
the TP EO.
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The TP shall obtain bank pass sheets for each of the scheme bank accounts from the bank.
On receipt of the bank pass sheetise entries shall be verified with the books of account,
any missing entries in books shall be passed and discoggmif any shall be corrected.

After verification of all entries for both th&reasuryas well as the banking channel, the TP
shall prepae reconciliation statemerg separately for each Fund/Bank Accourfhe
preparation of Reconciliation Statement is explained in a separate section in this chapter.

Note: In a Khajane Il environment, the scope and extent of reconciliation procedures are
expected to be significantly less since the data capture is at the point of transaction itself. All
entries in the TP books as well @seasuryrecords happen simultaneoysl There are no
separate sets of records to be reconciled unlike the current system.

After all verification and reconciliation, the EO of the TP shall certify the receipts and
payments for the month as per the books of the TP. On certification, the bafokscounts
are closed for the month.

On closure of books, the TP shall generate a mor@fy? StatemenfTheCRP Statemens

the basic output based on which the monthly/annual accounts are prepdresl explained

in detail in the subsequent sectioithe monthly accounts are generated and approved by
the EO. The monthly accounts so approved are placed before the Standing Committee on
Finance, Audiand PlanningThe monthly accounts are also sent to the CAO of the ZP.

The entire sequence of activities in the preparation of the monthly accounts of the TP shall
be done in a timébound mannerTable21 below gives the calendar of key activities in the
preparation of monthly accoustof the TP.

Table21: Timeline for preparation and submission of Monthly Accounts

Furnishingof Treasuryschedules 10" of followingmonth  TalukTreasuryOffice

Obtaining of bank statements 10" of followingmonth TP AAO & LD accounts
staff

Reconciliation by the Line Dept 15" of following month  Accountsstaff of Line Dept

Reconciliation of TP own transactions 15" of following month Assistant Accounts Office
Submission of Statement of Expenditure | 17" of following month Line Department Officer
line dept to the TP

Bank Reconciliation Statement for each  15"of following month TP Assistant Accounts

Scheme Officer & LD accounts sta
Generation of monthly CRP Statement 18" of following month  Assistant Accounts Office
Placing of monthly accounts before 20" of following Executive Officer
Standing Committee month®

Submission of Monthly Accounts to ZP C, 25" of following month Assistant Accounts Office

An easy reference Calendar showing the above dates is givemiex 9

°As per Rule 30(3) of the KPRTP(F&A) Rules, 2006
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6.5.2 Annual Accounts

The annual accounts compilation exercise involves certain additional activities apart from
the regular procedures for monthly accounts compilation. The annual accounts preparation
process shall be preceded by the fund balance®meiliation with theTreasuryand the TP
records. TheTP kind | and Il balances can be carried forward whereasTiRé-und Il
balance lapses at the year end. Lapsing of Fund Il balances happens when the balances are
reversed to the appropriate receipteads of account.

The balances in the Fund Il are blocked on the last day of the financial year Dyetsry

in order to prevent any further entries being made. On reconciliation and certification of the
closing fund balances by the EO, the Fund | Badd Il balances are carried forward as
opening fund balances to the next financial year and Fund Il balance shall be reversed by the
Treasuryautomatically.

For the purpose of generation of annual accounts, the TP AAO shall ensure that certain
controlsand checks & exercised as detailed in tigection 6.7-Compilation ChecklisThe

TP Annual Accounts shall be prepared by the EO and placed before the General Body within
the time prescribed. The approved annual accounts shall also be submitted to {GA@P

The timeline for preparation and submission of Annual Accounts of the TP is giVahlé

22 below.

Table22: Timeline for preparation and submission of Annual accounts

Reconciliation of fund balances with theeasury 15" April AssistantAccountsOfficer
Preparation of Monthly Accounts fédarch 18" April Assistant Accounts Office
Certification ofTreasuryFund balances 30" April Assistant Accounts Office
Reversal of Fund Il balances 5" May Treasury

Preparation of Annual Accounts 31" May’ Assistant Accounts Office
Approval of Annual Accounts by t&¢anding 30" Juné TPStanding Committee o1
Committee ornFinance Audit& Planningand TP Finance Audit& Planning
General Body andGeneral Body
Qubmission of Annual Accounts to ZP CAO 5™ July Executive Officer

®As per Rule 30(4) of the KPRTP(F&A) Rules, 2006
As per Section 250(3) of the KPR Act, 1993
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6.6 Consolidated Receipts & Payments Statement of Taluk Panchayat (TP Trial Balance)

A onsolidatedReceipts &Payments (CRRBtatementisa summary of all the transactioms$

a TPduring a periodclassified Head of Account wiseCRP Statemergnsures arithmetical
accuracyand gives an assurance that the underlying books of accounts are complete. The TP
CRP Statememiminates the need fiopreparation of Consolidated Abstract of Receipts and
Consolidated Abstract of Expenditure by bringing both the statements together.

Benefits of &Consolidated Receipts & Payments (CRP) Statement

1. It ensures arithmetical accuracy dueits self balancingpature;

2. All the fund balances, receipts and expenditure of the TP are readily known in a single
statement

3. CRP Statemenprovides a ready base for transition to double entry system of book
keepingat any future date;

4. Since the TERP Statememnly summaizes the transactions, all the data required for its
generation is already available in the Khajane 1l system.

¢tKS ¢tQa /wt {GFLGSYSyd Aa GKS SldaAaglrtSyda 27

of accountingThe concept of £RP Statemerfior the TP and its generation is shown in the
Figurel0 below.
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Over view of Accounts Compil ation
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TP CRP Statement

The receipts in the form of grants routed through thesasuryare entered in thelreasury
Release register which shall be carried to the receipts side o€ StatemeniThe own
source receipts are recorded in the Collection and Remittance register head of account wise
and the total receipts for a period shall be transferred to the Recespds of the CRP
Statement All the expenditure paid through th&reasurychannel is recorded in th&ET
register Head of Account wise. The total of the expenditure under a particular Head of
Account is carried to the Payments side of @RP Statement

The receipts and payments through the banking channel shall be recorded in the Scheme
income and expenditure ledgers and accordingly all the income account balances shall be
recorded in theCRP Statemenon the Receipts side and all the expenditure account
balances shall be recorded in the Payments side ofdR® Statement

Advances paid by the TP shall be recorded inRiEEregister Head of Account wise and
monthly balance from each Head of Account shall be posted in the Advances register. The
Advances register shall record the advances recovered back as well. The advances paid shall
be recorded on the payments side of tiRP Statemenand advances recovered shall be
recorded on the receipts side of tHeRP Statement

Deposits received from the outsiders coddd either Earnest Money Deposit/Civil deposits

The deposits received by the TP shall be deposited either td is@suryor to the Scheme

Bank account based on the nature of the Scheme and fund flow. The deposits received by
the TP through theTreasurychannel shall be recorded in the Collection and Remittance
register and deposits received through the banking chashall be recorded in the Scheme
cash book and later posted to the Scheme Ledger. The balances from the Collection and
Remittance register and Scheme ledger accounts shall be posted in the Deposits register.
The deposits paid out by the TP shall also lm®med in the Deposits Register. The deposits
received shall be recorded on the receipts side of @RP Statemeraind deposits paid back

shall be recorded on the payments side of BBP Statement

Fund Balance Watch Registekll the releasesf the TPunderdifferent FundgFund I, Fund

Il and Fund lllare tracked through thd=undBalance watch registekVhen a remittance
challan is drawn on th&reasuryto transfer funds from théreasuryaccount to the TP fund
Account, an entry on the Receipts sideder the appropriate Fund is made in this Register.
Similarly when anyills of the TP or Line Departments graid through theTreasuryan
entry under the appropriate Fund on the Payments sfi¢he Registers made.The format

of this register is givem Annex4 FormNo. TF28. The total of receipts and payments shall
be reconciled with theTreasurySchedules and the amounts shall be taken to @ieP
Statementfor compiling TP accounts.
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Correctposting from the registers antireasuryScheduleensurescorrect tallying othe CRP
Statement The Khajane Il system ensures that for every transaction accounted the self
balancing is ensured at the time of entry itselfhe total of debits equals the total of credits

for every entry passed thus providing dlited CRP StatemenAnnex10 gives the account
head(s) to be debited and account head(s) to be credited for every type of transaction
(Treasury as well as Banking chantefjng place in a TPAnnex 10provides the necessary
framework for migrating to complete double entry system of accounting in the future.

6.7 Compilation Checklist

Before the TP Accounts are prepared the TP Accounts Staff shall ensure the following checks
are made.

1 All the TPregisters have been updated and all entries are completed before TP CRP
Statement is generated

1 All Fund/Bank balances are tallied/reconciled with the corresponding Treasury/Bank
statements before TP CRP Statement is generated

1 Certified Statements of Expeitdre is obtained from all line departments

1 Figures in monthly/annual accounts with respect to line departments tally with the
certified Statements of Expenditure

6.8 Bank Reconciliation Statement

A periodicstatement which is prepared to reconcile tieosing balance of cash book (bank
column) with the closing balance of pass boak bank statement) is known asaBk
Reconciliation Satement (BRS). The process of preparation of the BRS is dadiek
Reconciliation.The preparation of BRS ensures a gaudrnal control system as it shows
reasons for mismatch between the balances in Cash Book and Bank Pass Book.

Advantages of preparing Bank Reconciliation Statement (BRS)

Bank Reconciliation is an integral part of any accounting system. BRS is prepiaeudtify

the differences between the closing balance of the bank account as on a particular date and
the closing balance as shown by the pass book (or bank statement). The following are the
advantages of preparing BRS.

a) Identification of errors Prepaation of BRS enables identification of errors in recording

transactions. It also brings to light errors that may have occurred while recording the
OGN yalr OdAz2y ;i GKS o6Fyl1SNRa SyR

96



Taluk Panchayat Accounts Manual

b) Disclosure of fraudBy preparing BRS any fraud, embezzlement, or thedt tgshier can
be identified

c) Wrong transaction recorded by BankCertainamounts may have been credit&tbited
to the TPbank account by the banker by mistake. BRS helps in identifying such gntries

d) For Auditing BRS is also a ketatement for theauditors whovouch for the correctness
of the closing bank balances

Preparation of Bank Reconciliation Statement

Bank reconciliation shall be done for each bank account independently. It shall be done
before closing the cash book for the month so tiaissing entries if any can be passed. A

BRS is always prepared as on a particular date. The steps for preparation of BRS are as given
below:

a) Check whether all entries in the amount column of the cash book are reflected in the
bank statement

b) Identify all entries which appear either only in the cash book or only in the bank
statement

c) For entries which are missing in the cash book obtain the necessary supporting
documents from the bank and pass entties

d) Correct any mistakes in the cash bpok

e) After all missig entries and corrective entries are passed calculate the closing bank
balance as per cash bgok

f) Prepare a bank reconciliation statement. The format of the bank reconciliation
statement is given later ithe Annex 5Reconciliation Statement;

g) Follow up wih the bank for any missing/erroneous entries in the bank statement and
get them corrected

Any unresolvedtems of the monthly BRShall be folleved up in the subsequent months

and closed at the earliest. The BRS drawn for the month of March shall not have any
unresolved or pending items. The format of the BRS is givedmirex 5 Reconciliation
Statement
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Following are the Bank Statement and TP Scheme Cash Book footith of May 2013.

BANK STATEMENT
Date Description Deposit Withdrawal Balance
2013 (Rs) (Rs) (Rs)
01 May Opening Balance 35,000
Cheque 1004 1,500 26,500
02 May Cheque 5201 3,000 23,500
05 May Cheque bounce 1333 2,000 21,500
Cheque bounce charges 100 21,400
15 May Cheque 5203 1,400 20,000
25 May Cheque 3333 5,000 25,000
28 May Salanytransfers 10,000 15,000
31 May Bank Interest 500 15,500
BANK ACCOUNT IN ABC TP BOOKS
Date Description Debit Credit Balance (Rs
2013 (Rs) (Rs)
01 May Opening Balance 35,000
Cheque 1004 1,500 26,500
01 May Cheque 5201 3,000 23,500
05 May Cheque 5202 1,500 22,000
13 May Cheque 5203 1,400 20,600
20 May Cheque 3333 5,000 25,600
26 May Salary transfers 10,000 15,600

Solution: The Bank Reconciliation Statement for the month of May 2®dB be as shown

below.
Bank Reconciliatiorstatement of ABC TP for the month of May 2013 With Bank
Amount (Rs.)

Balance as per Bank Book 15,600

A. Add

i) Cheques/ Cash credited directly into the bank but not taken into the 1,500

Bank Book

i) Bank interest not credited in Bank Book 500

B. Deduct

i) Cheque Dishonoured 100

i) Bank charges deducted from bank balance but not taken into Bank f 2,000
Adjusted closing balance as per Bank Book 15,500
Balance as per Bank statement 15,500

Mr AAA Mr XYZ
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Prepared By Executive Officer Approval

03 Jun 13 04 Jun 13

The AAO shall get the Scheme Bank Pass Book updftedstfor three times in a month
preferably at the beginning of the month, in the middle of the month and at the end of the
month. With the updated pass sheet AAO shall prepare the BRS for every aruhttinat

shall be countersigned by the EO. The EO shall go through the Scheme Cash Book and the
Pass book and satisfy himself about the veracity of the contents in the BRS. The BRS shall
form part of the TP Monthly Accounts Statements.

The EO shall obtaiklonthly BRS from the Line Departments to whom the Scheme grants

have been made. The DDO of the concerned Line Department shall be responsible to
prepare and submit the BRS in due time.

6.9 Preparation of Utilisation Certificates

As and when monthly/annuahccounts are compiled, the TP shall prepare and submit
Utilization Certificates for all Central Schemes as required by the scheme guidé&hmes.
period of coverage of the Utilisation Certificate is determined by the Scheme Guidelines.
The Utilisation Céificate prepared shall be sent to the ZP CAO within the time prescribed in
the scheme guidelineg.he format of the Utilisation Certificate is givenrAinnex 4 FornNo.

TP31

At the time of consolidation and generation of the Utilisation CertificatethatZP level, all

inter institutional transfers i.e., transfers from ZP to TP and/or GP shall be eliminated while
arriving at the actual expenditure so that the same expenditure is not booked twice.
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