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\ VAL LOCAL AUDIT OFFICER'S HAND Bocj;?S PART “I—

\‘F
oy

§$‘ . “INSTRUCTIONS FOR THE LOCAL AUDIT OF STORE ACCOUNTS,
?

Th -

1. Agencies by which Local Audit is copducted.

%™ . The audit of store accounts is conducted locally By N. L. A. O. acting
“#°  »under the orders of the Controller of Naval Accounts. It is organised
under two categories, viz :— .

(a) Audit by Local Audit Staff.

4 " The Local Audit will be carried out by the N. L. A. O. with the
5 sia assistance of the requisite staff placed at the disposal by ‘the
;} . Controller of Naval Accounts,

1 (b) Review of Local Audit by a Superior Service Officer.

This review is carried out in accordance with the rules laid down
in Appendix II to the Office Manual Part I and any other sub-
sidiary orders issued by the M. A, G. or the C. N. A. from time

to time. -
2. System of accounting and audit arrangements.

The system of accounting adopted by several categories of vessels
and formations is outlined in para 3, Appendix ‘B’ Section 1. The
accounts generally maintained by the vessels and formations, the period
Zor which they are to be prepared, and audit arrangements are shown in

Annexure 1. .
3. Scope of Local Audit.

The audit of numerical store accounts will in general be carried out

to the extent prescribed from time to time by the M., A. G. The normal

= extent of Local Audit is as laid down in para. 18 (VI), Chapter 14 of

Military Audit Code (Reprint-1942), Chapter II of Office Manual, Part
VII, and late M. A. G., India, memo. No. 7096/R of 26]240, and 31/5'40.

-

4. (i) General Rules for the conduct of Loecal Audit.

The detailed instructions for the audit of store accounts maintained
by vessels and formations are given in appendices ‘A, B and C. The
following principles, however, apply in \general to the Local audit of all
store- accounts. It should:be seen— :

. (a) that thé accouritmg' rocedure followed by wvessels and for-
mations does not differ from that prescribed by the rules. _

(b) that all receipts anid issues of stores by vessels and formations
and transfer of stores bet--een formations and |or vessels have

) been duly accounted for in the store ledger and returns, ete.,

e o s - of.the parties concerned. .. .. . % :

. (c) that stores issued for_ consumptiion or use do not exceed the

=~ scales authorised in regulations, etc. S et il e

= em e Lo i i £ - _

. (d) that all losses 'and damages are dealt with under the orders

of the C. F. A. in accordance with R. I. N. (I) 1|Sj47, paras. 12 °

and 13 'or-13A:F. R, R.'P. N. and 373 et seq. ibid in the case ~

of base stock. T R




,E:?'?;, t"the balances of stores, shown in store ledger, etc., do not - &= ¥
SR axteec authorised limits and that suitable action is taken for ¥
o7 i-}gh&d;sposal of surplus or unauthorised stores.

PR 5 3 ) lie, book:. ances; “the accounts- have: been- certified. as G
. ;3'1%5 ﬁym‘fg “been physically Vi%?iﬁed'”by the store officers concerned

- - on the dates ‘specified-in--the respective accounting forms anc
relevant rules. :

(i) Duties and responsibilities of the N. L. A. O.

(a) The responsibility of the N. L. A. O. is inseparable fronx that

'/ of his staff ; final responsibility for: the -efficient. conduct of

. Local audit, therefore, rests always with “the N. L. A. O.- In

., .addition to the specific duties laid upon ‘him the N. L. A. 0. 1s °

" .. expected: to. conduet a;general- and: intelligent:- review of the

audit work of his staft and te apply’ surprise-  test ' checks
_periadically. -y B it

. N.B.—Appendix I to the Office Manual, Part I, laying down the duties
s = officer-in-charge of sections. and superintendents applies' equally
- to-the local audit officers and: superintendents. of E. A. groups.

(b) In respect of miscellarieous accounting formations such as
W. T. stations, mine sweeping organisations, War Watching
stations, etc., the N. L. A. O. should see particularly that all

aceounts and.ledgers. prescribed for . such formations are 2
actually maintained by them and are produced’ for audit. gﬁ‘k
(c)- During his periodical visits the N. L. A, O: will hy personal B

inspection and supervision satisfy himself that the stationary -
Local Audit staff under his jurisdiction are carrying out:

duties efficiently. He will examine the objection statements - ‘
jssued and see that they are correct and properly worded andg ’%g’
will verify by test check that corrections made in ‘the accounts

"as a result of the objection. raised: have- been: properiy: carried |

% * . ont: He will, take: up all oustanding objections: and points of |
- ‘ﬁancontroversial nature: which have been held  over. for his. -
€2 \ serutiny: and orders: and proceed with,_t}_le:;r.settlement in per-

sonal consultation with the Commanding Officer concerned.
. He .will initial the office  copy of the @b ectmq:_Statemenft; }?_n
' record in the stationary Local Auditors Office in token ob 3
g '_-'"'-‘hpﬁ_i?g; scrutinised and finally” approved of the oBjectiomn state-
ment. wwd e : ety oL o i
(d) The N. L. A. O. will act as a Local adviser: to:the Naval Officer-
. in-Charge and other @. B N. Administrative officers at the port
- 4. sonroatters. affecting store’, accounting: - He: may ‘offer' unofficial
'7 "-_.',"‘i - E’SSiStance‘ o pay—que‘stibﬁsi.a}km i s mis TR ::il'_'l‘.r'—:-.r.l_l T }
B s ppignizs o nrumls Sdepeprel vl 1oziogsy Il dnild .
. :5: Duties of the: Stationary-Local Auditor = ¢ :
' ed-- f1 = o e ARt Gdg v apts e fain K
The _stationary local auditor will_perferm. in the- first instance all the‘r}}‘
duties prescribed for the N. L. A. O. in regard to the Local Audit of the *°
store act ‘%t Objection S*atements, re-audits, and- correspondence of ;
_a routine -nature will be dealt -with ‘and-signed by him: - He will submit i
__ dispesaldiopcgoirespondmea ot AR A0 nt, natire; for. the:appxoval of ¢
rtheelNa I, <O ((He will b‘?iﬁ&eiﬂ;s}rb. nafice of the N. L As c'ff ing his &
| posiodir il iRt ail; objections of; importance moticed duripg sthe .. course
0f}]18'dll g " SR L o ;
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rdinate to_ them MEZ. ﬁ.’s(,lettem m&

P

es_subo Contxdhers-affice o)
R. P*N Instructmn«-: and R. P. N. Orders in order to énsufeé that they are -

' cerrectly applied in audJ,t'.thr’tdhim purpose they will hold monthly
.gonferegce Pvl‘)r;lth their Supcnntendeqts and Senior fAud:tors and. The
] fr'¢the confetence” wilF bg!recorded” in “ REview lﬁg‘iifgr ?*which
;Winlb'e éﬂ‘ étion by’ ‘Superior * Service” _Gﬂi&i'k_’c“dmng “their
official WAasPts ldbubtful points cérmected” with the interpretation ‘or
applicability ‘of rules, mstructmns, etc. w111 be refm'red to the Controller

for orders.

7 Audit of Accounts of . Vessels! ufdbt orders: o teuue the. Locab’ Audit
Tea
The audit of the accounts of’a vessel under orders to l‘eave the local
audit area of one N. L. A. O. for that of another shoulld irrvariably be
given priority and it should be seen that the local audit. of sueh a vessel
_is in current state before the Vessel’s departure. The local audit of all
‘accounts received from the Vessel; will be completed and all' objections
‘(including' those already audited) should as far as pessible be settled
before the: vessel leaves the port. A special report showing the exact
state of the wvessels' account and' the: period- up to- which the accounts
have been audited will be sent with the following documents by the
N. L. A. O; auditing the accounts to-the N. I.. A. O. under whose audit
area. the- vessel has moved :—

L Extracts from obJectmn statements of items which could not be
settled. .

IL. Vouchers. or items of stores which- were not possible to link
before: the vessels’ departure or whose adjustment was promised
- by the Commanding Officer ete., i tHe- subsequent accounts,

III. List showing names of accounts. and. ledgers. last audited.

IV. Certified- list of balances of last audited permanent and con-
sumable stores accounts of L. N. D. vessels.

V. List of closing balances of last audited v1ctualhng account of
vessels.

V1. Closing: balances of store aceounts last audited on board the

ships, vide Nate to. pava.’ 262,. Military Audit Code.

Note : —For determining, the particular office by wl’uch the. audit of the
; store accounts. of’ a vessel: is to: be carried
Wil ba, obseeved out, the ﬁ)llowmg principle

“ The local audit officer in- whose zone the vessel is Based on. the last
day of quarter, half year or year, as the case may be, is resporn-
sible” for the audit of the  quarterly, half: Yearly: or' annual

__.accounts of the vassel e

8. (o) Audit En_facement

~All- accounts, reglsters documents. and’ vauc:hezs etc., wiuch are

auchted will be enfaced “ Aucfited ”, “linked ", “test checked ” “Objected
tendent‘s ‘and’ the Auditors will affix their dated: initials and. des;gnatmns

q

.

TH o« Remarked on” as the case may be. The N. L. A. O,, the Superin-.
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to each of these accounts in token of their having conducted that part
of the examination, audit, scrutiny, or test check for . which they are
personally responsible. All marks and initials must be small and neat,
car€ being taken to avoid the obliteration of figures and other deta;ls
entered in the accounts, registers, vouchers, etc.

(b) Results of Audtt -r 0t gt

On the completion of the audit, the auditor concerned will append
a certificate to the office copy of the objeciion statement issued on the
. accounts of each vessel or formation on the lines indicated below $—

AUDIT CERTIFICATE

1. Name of Unit, Vessel and Formation.
2. Period of Audit.

3. Month’s accounts selected for audit.
4. Date of audit.

DRI BUERE...... . o s M 8 AT B s

-(i) the following accounts which are required to be aud:ted
have been audited to the extent and in accordance with
the instructions for the N. L. A. Os. and other orders
issued from time to time.

Name of ledger or account No. of Vols. Initials of auditor.

(ii) All documents and vouchers, etc., audited, test checked or
scrutinised have been enfaced, aud:ted' ‘Ob]ected 107
Test checked ’, ‘ Test linked ’ or ¢ Remarked on "as the case
may be and initialled.

(iii) Items including office notes outstanding on previous
objection statements have been dealt with and the objec-
tion register has been completed up-to-date. The relative
registers, etc,, have been completed and linked vouchers
and other documents, ete; have been properly ﬁled

Accounts audited by each auditor and his dated signature.

....................

Supermtendent’s dated Slgnature.. ety
9. Obgecmon Statementr e - R

“Detailed mstructmns with regard :to’ the'ra §ing ;
audxt ob]ectmns as the result of the local audit® of"sfb
.app B, Section.L, of. -(Axmy):L.asAy Osi- Harrd’f
; would be comphed, with. i,.Itefris; wtuch are pen
catmi: _of- cred.lts etc., in the:subs um&acc%& -‘*should be
“moved- from the Register of objectiond’ iditPr ister)
5 -through Memqr 4 hcklers‘.w NSy
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ii) the proced%é adopted in m_gﬁn _thé accounts. is__no# in

: “—“ ~ conformity with that authorised 'in rules or stending orders.
11 The N'L’A 67 tbiifj&l?o ‘submit to the C. N. A. the foilowing reports -
- .3 T ueaOR the prescribed; proformas— . IR P
(i) Programime of Local Audit to be carried out by the Local
o sinsi | Audit; officesduring the quarter;ending. (Quarterly). . - .
~u4 (jf)'The tmonthly ‘¢ompletion report of. inspection and review by
5 the N. L. A. O. . - # 2

(iii) 'The quarterly programme of inspection|review of Cash)|
Stores accounts to be carried out-by the N..L. A. O. during
quarter ending. ' ¥

(iv) The monthly Local Audit Completion report in respect of
local audit office. showing the names of units and forma-
tions whose Stores accounts have been audited during the
month of— - :

In addition to the above reports the N. L. A. O. will furnish
.. - . monthly Progress Report—P. A. F. (C. M. A.)—331 to reach
o the C. N. A. on the 8th of each month. :

Financial Advice

o To enable the C. N. A. to bring to the notice of the administrative
authorities unnecessary and avoidable expenditure of public money or
stores and to indicate to those authorities the directions in which
economies can be effected, N. L. A, Os. will occasionally carry out an

= intelligent review of consumptioln of siores issued on an ‘as required ’

b basis in vessels and formations, losses of stores, transfer of large quan-

tities of stores between vessels ‘and formations, abnormal stocking of

articles, etc. If they find that issues or stocks have been abnormal, that
maximum . quantities allowed have been drawn as a matter of course
and recurring and heavy losses have been incurred, they should enquire
personally (without entering into correspondence with vessels and
forma‘ions) into the reasons for the issues and losses, take up the matter
*  with the authorities concerned and point out ways and means of
*  effecting economy and preventing such losses. Items of financial
advice will not be included in objection staterments but after they have
been discussed with the authorities concerned they will be sent to the
Group Officer concerned in the Main Office for such further action on
“them as he may consider necessary. e , =

13. Registers, Reports and Returns

List of reports and returns to be rendered and registers and books
of regulations to be maintained by N. L. A. Os. are given in Appendices
E. F., and G. The Superintendent will be personally responsible for
seeing from time to time that reports and returns are submitted on
due dates, the registers are kept up.to-date and the books of regulations
are duly corrected. Lists or reports and returns and the registers will

- ke inspected monthly by the N. L. A. O. or at the time of his periodical
visits in the case of outstations.

14. Linking

= The linking of vouchers (relating to transfer between Naval Units
or Formations as well as those relating to local and central purchases)

4

L =3

3
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into ‘the -Store Ledger .and returns of -the consignees .constitutes :one of
the most important functions of local audit staff. The N, L..A. O. will
watch that there has been no undue delay in the test linking of such
vouchers in the ‘consignees’’]edgers.

The wvouchers for test checking by Lacal Audit Staff will be selected
personally by the N, L. A. O. on the lines indicated in Annexure I to
Appendix A, Section 1. L. A. O’s H. B."1942 and to‘the extent prescriked
in:the M. A..G’s orders.

The Superintendent will also check 25% of the vouchers ‘or items of
Rs. 500 or over in walue.and will affix his .dated -initials .against such

items in the ledgers, etc.
The N. ‘L. .A. - 0. will :check personally -a numbher .of vouchers test
linked by his staff as also some of ‘them not.linkéd -by them. - :

 The N. L. A. O. will ensure that proper action to enforce credit in
store -accounts, etc., for store :shown on -the-wouchers:is .talen.

‘15. Copies of vouchers and bills will be received in the Store
Section of the main office from the Material and other sections on the
20th of the month following that to which they relate (and from Bill
section fortnightly).with top schedules, etc., and filed 'in separate guard
files, one for each ship. Sometime before the audit of .a ship or forma-
tion is taken up the N. L. A. O. will obtain the file from the Store
section (which will forward it with a forwarding memo. showing the
number of vouchers and schedules :contained in the file) and acknow-
ledge the .xeceipt of the file. The extent and method of selection of

the N. L. A. O. for linking, etc., are laid down in ‘the late

wvouchers b I :
M. A. G., India, No. 7458|R, dated 19th March 1942 (see Appendix B;

Section VTI).

S
- s

p y Lo
=1 3 oLl s
T eyl Tem oo
R LT T T

L EEIE
o0 erivly

s ~

iati e ?Eramsaiad

W ‘...x.:,}’.? S e

Cx.




ANNEXURE 1

'___'7 ‘ﬁ’“

:_ (SR~ SCf .
@ " List of Accounts mz?tamed by Vessel and Formatzons
- - -~ A T 3
+ % _ .. L Regular Vesselsand ni’-i’ ﬁ’m wialer Cenitral Sfore keeping system :—
i e Af,f ~ o ity 3
S_Q T ces e -» qﬁthv.bo—' S Ty u.;*-: 1. o TR
2 & . =9 SR o U AT Perfod :3-—
5 Nam: of the Account | _of By whom submitted
B o PR ey Y 8 - Account -
° e Ty = T eineceiiess o - 2 SR S T B S ST T
1. Victualling accounts ... Moanthly C. 0.
g : .2_.'Clothmgaoc0ums A - Quarterly . ,. "
3. Parmanzat stors ledgcrs ; Annual v ]
™ 4. Consumabls store ledgers % -
5. Mess traps accounts C. O. Ward 5 5
room, Warrant officers imple-
. mznts & Mz=ss Utensils etc. Audited locally
" 6. Medical and Surgical & X-Ray = - ?ﬁpb°a‘$§2;
equipment ledger. they visit
7. Expense book of drug& &, medl- - . post,
cines.
8. [Exp:nse of med:cal com_forts - o
LA 9. W. T. Warrant - =
-4 10. Nanl Armament store ledger Closed and rendered . on.
- 7 change of accounting
3 ) officer.
-l > IT1. Regular Vessels axd R. P, N. Establishment whose accoants are maintained by B. 5. O.—
i. V.ctualling accounts .. Monthly B. S. 0.
- 2. General consumable accounts Half yearly -
Fuel Accounts | Half yearly -
- 4. Parmanent Naval Store Accounts Yearly .
Mess traps accounts of C. O., Ward Annual C. 0.
Room and Ships Company. .
6. M:=dical and Su,rglcal equipment o P
leiger.
7. Expenss book of drugs and medi- i .
t cines. )
8. Naval Armament store ledger,
closzd and rcndered on change
? of officzrs.
g III. Accounts Maintiised in the base—
1. Victualling Stock Ledger Quarterly B. 8.0,
* 2 Clothing Smck account ... .- » »
; N.P.T. O.
3. RO L. accounts o Holf ycgrly
g : .., Annual B. 5,0, -
« 4. D.,ad Stock ledger 1

_,_,,r.——————'—"/ 7

.
»
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“Bases in case
"~ Vessels at o

APPENDIX ‘A °
. Audit of Victualling Accounts

These accounts contain transactions relating to rations of R: P. N.
Personnel in H. M. P. Ships and formations.

Audit Requirements

In the audit of Victualling accounts the following points are to be
seen.

(1) That the account is rendered monthly on form R. P. N. 213 by *

the 10th of the following month.

(2) That the names and ranks of the following are shown on the
front page of the account:—

(a) Commanding Officer.

(b) Supply Officer. _ \

(c) Officer directly responsible for keeping the accounts (R. LI'N.
F. O. 176 A of 47).

(3) That it contains the certificate of muster by the accounting
officer, the Commanding officer’s certificate and the certificate of credit
to Goyetnment of cash recoveries on the last-page of the account.
\/(é.)gﬂThat the certificate to the effect that wastages charged off are
reasonable (with reasons for wastages) is enclosed on the ictualling

account by the C, O. (para. 207 F. R. R. P. N. in excess of 3}
should normally be viéwed as unreasonable and dealt™ wi Is—‘a—ra%_

undzr normal rules vide para. 13 part IIT R. P. N’ - Victualling Direetive.

(5) That the denomination of quantity issHown in line one of
R.P. N 213
(6) That the opening balances shown in the account agree with the
clors’.(i}g, balances’ of the last audited accou 7
A e

nt. =
: . - e
Receipts -

(7) That the receipts of stores have been correctly shown wéth

' those appearing in the vouchers or bills on which. the stores are

obtained. ‘ )
(8) That all articles of R. P, A, S. C. Supp]y are indented for, issued

- and accounted for according to the measures adopted in Stock Book Rate
List, i.e.,, by weight, volume or number. , caalis sidy 2

L TGEE, Y 3w
2o o

- .(9) Actual receipts of fresh provisions are entéred: e
on p‘ag)e 9 and the total receipts for the month arét'f%#ﬂynsfefrd
page 9 to line 15, page 2 to.8. Rt

"“MPE-IO) That-all-'vouchers foptstdres. .obtaihedr durjng-,th -~ monih - haves

been included in the account, +-. ol
] -~ ” e k. . i

_C2(11).Tha iced copieg of.vouchers bills are
—-(11) Tba&o%%i‘orﬁsf’:ec%m‘ “‘R. N:na?éﬁ“ 7
=4ons for linkings, the

C o T e e

a

r

-

the quantities. fntak the. yicraling £ =

L
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establishments is accoun for "in the account and in case of sea going

:ghips the .packing material is finaHy struck off charge at ine z
‘—(13) That the total receipts including the opening—balances - are
-{‘:-o_ﬂ‘e":t- - 3 2 . R o o .-‘"—',_" - )
" e " -‘Ration Sirength Er "
(14) That the number of rations shown in the account agrees with
that appearing in the Gang way Victuallihg and check sheets and that
the -entries -in -the latter are -supportec- by copies of .relevant ‘Genforms.

(15) That the result of quarterly muster of ratings carried out in
accordance with Regulations R. P. N. Article 850 and R. I. N. F. O. 551|46
is-endors?ed in the days ‘summary of Gang way—Victualling Book ’.

Issues

(16) That the nubmer of ¢‘Standard’, ‘vegetarian’ and ‘boys’
rations are shown separately. ;

(17) That the total issues to men do not exceed the total entitlement
worked out according to the scale laid down in R. P. N. 1. 49 of 1949,
reproduced as Appendix ‘D’.

(18) That in case of R. P. N. Shores Establishments the type of fuel
and the scale of issue is as laid down by a station Board and published

in station orders.
(19) That .issues made to other ships or formations are supported
by receipts of the consignee.

(20) That the extra issues made to the Medical Officers of the ship
are supported by receipt from the Medical Officer and in accordance
with provision of para. 195 et. seq. F. R. R. P. N.

(21) That brzad where available is issued at not more than 12 ozs.
per ration. )

(22) That tinned fish is only to be issued to the ships proceeding to
the sea.

(23) That when live sheep or goat are supplied for meat ration th-=
outturn of meat is shown in the account is not less than 50% of the live
weight at the time of killing.

(24) That the issue of ice is covered by the sanction of the N. 0.
incharge or the F. O. C. R. P. N.

(25) That in case of issue of tinned supplies of U. S. A. manufac*ure
the following additional guantity is allowed :— )
(i) Tinned Milk U. S. A. 25%.

(26) That the free issue of soap yellow is made at the scale of
12 ozs. per rating per month and is in accordance with the instructions

contained in R. I. N. F. O. 669|46. :

(27) That_substitutes jssued are strictly in accordance with thos:
-1aid down-in R.-P. N. L 49 of 1849. 5 s :

~_ (28) That under issues have not been adjusted bjr over ‘issues in sub-
sequent month. :



Payment Issues
(29) That the purhcases of ‘Rationed ’ commodi‘ies are restricted in

the case of following individuals to the limits laid down for the civil ”
population of that area :— T b
(a) Families and Servants of officers and warrant officers entitled o

to draw rations” on payment under R. I. N. I. No. 14 of 1943,
(b) Civilians employed by Defence Services and families of rat-
ings authorised to draw rations on payment under. R. I. N.
I. No. 13 of 1943, 5
(30) That only articles authorised to be issued on payment are so ¥

issued.
(31) That the payment issues are only made to the entitled persons.

(32) That the monetary limits laid down in R. I. N. I. 172 of 47 are
complied with. .
(33) That the issuc on payment of Sugar in the case of officers and *
ratings is restricted to the limits laid in R. I. N. F. O. 657 of 47.
) (34) That the money due on account of payment issues are correctly
recovered and credited to Government. c
(35) That the iterns which have been drawn solely for issues on pay-
ment to ward room Mess are charged off as payment issues to the Mess
and no remains of these articles are shown in the account.
(36) That payment issues to R. P. N. ratings and their families are
restricted to the monetary limits laid down in para. 12 of R. I. N. Instruc-
tion 172 of 47, A
(37) That the payment. issues to the entitled ecivilian personnel are
restricted to the standard items of I. T. Basic Scale and do not exc-ed
the quantity of limits laid down in para. 14 of R. L. N. I. 172 of 47.

a

i

Surveys

' (38) That articles condemned as unfit for human consumption are
duly supported by Survey Reports and also by the certificate of the .

v~  Medical Officer. It will further be ensured that the procedure laid down
in Section 6 Part I of Victualling Directive is followed.

(39) That articles are not condemned as soon as received from con-
tractors or other vessels as they are to be properly inspected at the time . .
of receipt, " g )

(40) That the reasons for loss of stores charged off are not repeated
every time as reasonable and the loss statement_s are duly approved by

the C. F. A. in terms of R. I. N. 1. 1>|S of 47. ] ) .
(41) That when tinned Provisions or other provisions  are '
condemned within the warranty period, action'is taken to obtain a re- -
fund of its cos: from traders or R. P. A: S! C. as the case may be.. @&
_ (42) That no provisions are sold or taken out of the ship except for
-z Suryey vide pafa. 206 . R.R.P. N. = _; . -~ "~ & lma el ot e
=, '(43) That the remains as per account and as per ‘muster in line 59 -
“and 60 of the account .rgapectively tally and differences found ‘on- muster-
are explained regularised under normal rules:’ - - ° .. . TEEFS
717 (44) That ‘the balances-of - fresh provisions o the last:day “are
bnormal i.e., not more than those that can- ‘rea"sq%m‘bly be préserved wi
= heing: deteriobated  rmpis: oo s Tl L sk % ST
: _-:: (45) That necessary adjustments promised in the previous’ objecti
-~ statements have been ecarritd out. ' ; B i

4
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= ¢ INSTRUCTIONS-—LOCAL AUDIT -0F “NAVAL - SToRES—SECTION 1.
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in Part I of these

% In addition-to the General Instructions contained h
' instructions, the points menioned in the following paragraphs should be
"~ specially borne in mind in auditing the several accounts. A brief but
concise description of the various °Sytems .of accounting’ of stores

L] received and issued have also been ‘given herein. ;

R Respon;ibility for the maintenance of accounts

The various officers commanding Vessels Bases and Formations

entrusted with the Naval Stores are responsible for the upkeep of all

2 accounts and maintenance of record connected with the receipts and

issues of stores in ledgers and returns except that in the case of Non-self

] accounting hips. and the establishmants and bases in which Nava] Stores

| C accounting officers are not borne, the B. S. O. to which they are attached
= is responsible for the main‘enance of their accounts.

| " 3. Method of Accounting

| (a) Ships——Slopps.——Under the centralized system of Naval
Store-Keepmg. ]
All Other ships.—Their accounts will be maintained by the B. S. O.
under the R. P. N. Naval Store Accoun’ing directive,
B _ ' (b) Establishments.—All Establishments under an independent
& ~ -command in which Naval Store Accounting officers are borne
I in the complement are placed on the central sys'em of Store
Keeping system as laid down in B. R. 4.
(& (c) The Naval Store accounts of all Establishments and Bases in
| which Naval Store Accounting officers are not borne in the
complemen: are maintained by the B.S. O. of the Base to
which tha Establishment is attached. :

Sectron II

5 Audit of Accounts of Vessels under the Central Store Keeping system.

Para 1.—The Naval Stores carried in these Vessels comprise poer-
manent stores, consumable stores, Mess traps (C. Os. Ward Room,
Warrant officers and Mess Utensils accounts for ships companies) Medical
X-ray equipment and medical comforts. These accounts are maintained
by the Cen'ral store officer. 5 5 : :

i o Para 2. (i) Permanent Stores are those which may be expected to
last for an indefinite period until worn out broken or lost. Certain other
s*ores of an attractive or expensive character are also dealt with as
Permanent stores. The limits for each cat=gory of stores are. published

¥ in Warrants (for.each Department e.g., Executive, Engineering, Gunnery

“ WIT and Torpedo) prepared by the N. S. O. Karachi with r=ference to
B. R.-368, B. R.-347 and B. R.-374 and approved By F. 0. C R _P. 1IN,

(ii) In auditing these accounts the following points will be seen :—

- T4 (a) “That-the le&g'er'sf are maintained on-form S. 153 and the Gen-ral
s - Instructions printed on S. 155 A and.B are followed by the
Supply Officer. .

-

a4
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(b) That the opening balances are correctly carried over from the
dead ledgers or the completed ledgers folios.

(c¢) That the final closing balances at the end of tha period under
audit are correct. This will be ensured by costing all entries.
The last audited closing balances on the ledger will be initiall:d
and da‘ed in red ink of coloured pencil by the auditor and an
additional initial will be affixed by the auditor concerned against
evzry alteration to such balances." = _

(d) That the vouchers supporting the supply or return of s'ores
]};avlg l;een arranged in the order prescribed in Article 167 of

(e) That the quantities of articlzs received as per N. S. O’s.
Demands return Noles, Contractors’ bills and Transfer Notes
have been correctly accounted for under receipts.

(f) That the stores raturned to N. S. O. or Bases as unserviceable
are supported by .Survey Reports and that the Nos. and dates
of the latter are quoted in the ledgers and that Survey reports
are signed by proper authority and are otherwise in order.

(g) That the transfer of stores from one ship to another are sup-
ported by Transfer Vouchers on S. 549 and that the Nos. and
dates of the latter are quoted in the ledger. '

(h) That the losses of important stores at sea, etc., are supported
by lag extracts and the sanctioned loss statements exist for
all losses excep? losses due to enemy action in which case
checks will be confined to see that the cortificate by the O. C.
to that effect exists (para. 52 A. accounts Manual War refers),
the provisions of R.I.N.I 1|S of 47 are fully complied with,
losses are not written off as a maiter of course and a full en-
quiry as to the causes, - responsibility and remedial action
has been made specially in_case of important losses with due
regard to para. 709 R. R. L N. Vol. II. (R. P. N. V. R. Officers

" do not exercise any financial powers for the write off of losses).
It will also be seen that losses due to theft are not struck off
l=dger charge pending approval of F. O. C. R. P. N. Important
and serious cases of losses will be reported to the C. N. A. for
inclusion in the monthly report on general state of accoun's.
It should be seen .that the value in all loss statems=nts is veri-
fied by the Local Audit Staff [Vide R. I. N. (1.) 1|S of 1947].

(i) That the stores held on ledger charge in excess of the auiho-
riszd limits are either returned to N. S. O. or sanction for their

reten'ion is obtained from the F. O. C. R. P. N. :
() That the Packing Materials are being brought on ledger charge.

Note—Issue -entries exhibited in -the ledger will be trared from the ledgers
.into the vouchers and not from the vouchers to the. Igad_ge__r: e

" \./\-f-a"'L"amumabIe Storea... i S e
able stores -are-thg erally' ¢ or 3

-are-

o oo REETTY il Jaigin
. " “(a) That the ledgers.are maintained-on ;
S (a) instructions” printed on S-155 (a) -and ;

0 " adeounting officer. y T

et b

)--ace followed by the

Y . T

and—the - general -
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-(h) wTil?t;t the prmnsious’ bﬁ para 2 (b): to (g) above are comphed

!
s o :.u—v-l-s T—y*_,‘v s damrga

(c) “That the ' acrount is mamintained | in JERR
:Para 1{c), .(e), () and - (i) of Sec Laas
‘Store Accountmg directive. . L g

(d) That the demands-are- reasonable taklng the preyious sanction-
: ed. Es’ablishment or the first outfit as a guide :to control the
=i egpenditure of stora on ‘as’ required basis vide paras.-2 (iii) (b)
' and 8: (b)- Section I, Pnrt ‘II of ‘the directivd.

Ao |

(e) ‘That the Packlng Ma‘'erial is accounted for in form 'S-151,
4. Other Accounts

The followmg accounts are also maintained by these ships and
detail=d instructions for the audit of the same are given in Sec’ion III
of these instructions:—

(i) Mess Traps account commanding officers—R. P. N. 34,
(ii) Mess Traps account Ward Room—R. P. N. 35.
(iii) Mess Traps account Warrant officers—R. P, N. 35.

(iv) Implemen‘s and Mess Utensils etc., for the use of the ships
Companies—R. P. N. 36.

(v) Medical|Surgical, and X-Ray equipment Ledger—P.AF.A. 1224
(vi) Expense Book of Drugs & Medicines—P. A. F. A. 1227,
(vii) Gunners Naval Armament Store Ledger—P. A . F. A. 474.

5. Stock Taking.

It will be seen that the stock taking has been under taken as shown
below :— '

(a) That the half yearly s‘ock taking of Naval Store on permanent
loan to the various department of the ship as also furniture
etc., in the offices and Messes have been completed by the
custodians of Stores. The furniture is however mustered on
change of occupant. It is also to be sezn that the deficiencies
if any are supported by loss statement on P, A. F. A 498 and
surpluses are brought on ledger charge.

(b) That the Naval Stores other than those mentioned in para. 5 (a)
ante are mustered at least once a year and on change of
accounting officers and that the differences disclosed are
recorded in the stock taking Books S-147.

It will also be seen that differences not accepted as normal and
r-asonable are reported to F. O. C, R. P. N. on S-148 and a reference to
the effect is being made against all such differences.

, te—The differences should be adjusted at once in anticipation of the
a 'prc-ﬁgl of th: C. 1f wlthln his financial ‘power gr the F. 0. C. R. P. N. (Autho-
hty Article 172 of B .

Sectwn I,

Local Audlt of Store AMmg Establishments and for-
mations (Launches, Boats, Tugs and crafts etc).
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Establishment and formations

) stablishments include training school such as Bahadur,
Dilawar, HimalayagzGpmaery School (A|C School), Torpedo School, and
Signa! School etc.,[Ng' “e%the term ‘ Formation’ will be held to comprise
motor boats, launches=and crafts, etc.

2. Store Accounting

The authorised limits up to which Naval stores will be held on
charge by each Establishment and Formatfion will be found in Govern-
ment letters issued from time to time on their behalf. The accounts of
these Establishment and Formations are main‘ained by respsctive depart-
ments of the Vessels and on annaal basis for Pérmanent stores and on

Tne training establ

half yearly basis for consumable stores connected with deck, engine

room, Torpedo and Guinery expendible stores under Non-central S ore-

Keeping System. The audit of p('—‘rmanent store account is conducted
by the local audit staff except, *“Gunners’ Naval Armament S‘ore ledg-
ers’ which are closed and rendered to N. L. A. O. on change of Account-
ing officer while consumable store accounts are rendered half yearly for

sudit. A list of the accounts is given below :—

(a)” Permanent Store Accounts.—
/7
(i) General Permanent Store Accounts—R. P. N. 7.

(ii) Engineer’s—R. P. N. 9.
(iii)  Wireless Telegraphy Warrants-— Warrants.
(iv) Gunnery Permanent Store Accounts—R. P. N. 7.
(v) Mine Sweeping—R. P. N. 7.
(vi) Diving—R. P. N. 7.
(vii) Medical, Srugical and X-Ray equipment ledger—P. A. F. A. 1224,
(viii) Expense Book of Drugs and Medicines—P. A. F. A. 1227.
(ix) Mess Trap Accounts C. O.—R. P. N. 34.
(x) Mess Trade Accounts Ward Room—R. P. IN. 35.
(xi) Mess Trap Accounts Warrant Officers—R. P. N. 35.
Implements and Mess utensils etc. for the use of ships
Coys—R. P. N. 36.
(xiii) Gunner’s Naval Armament Store ledger—S-474.
(tpf Consumable 'St_ore_ Accounts—R. P. N. 181.
" - 3. Audit’ Requirements by b
" (a). Permanent Storé Accounts—The audit requirements stated in
paras. 2"and 5 of section II of this dppendix will also.bg looked
for.. In case of Mess Trap Accounts, it will, however. be seen
further that the articles of china and glass and o her. articles

(xii)

indicated- by an osterisk broken, logt, réndered. unserviceable

or expended are not charged off in excess of the. definite mongy:-

? allowance, notified in R. P. N. Order annually. - ~.7 " %
: (b) Consumable Store accounts~~The audit requirements stated
50 int in paxa.3.ofSection I :of this Appendix will apply to these
accounts ;150'. “i¥3 ndigus Doy ety ’33:-:":} -.;Jv:::‘_.{.;.'f:l—. e
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4, Stock fokingl, .= . ¢ : 5 . ez fo p v &g ;

It will be séén “that ¢ Declaration - of Survey® in respect of all
permanent stores is recorded annually and on change of accdunting
officer by the Surveying Officer and countersigned’ by the Ccmmanding
Officer. S e W eme @ . %o, e : .

5. In the case of mess trap account and mess utensils accounts ~which
are closed and rendered annually to the C. N. A, it will be seen that
articles of mess traps and mess utensils are not held in excess of the
authorised scale. . .~ ._

s

Section IV. .

Instructions for the audit of Naval Stores Account under the R. I. N.
Naval Store Accounting directive. .

The following are the important pc‘)ints to be observed in the audit
of the Naval Store Account prepared in accordance with the directive.

That the B. S. O. maintains the accounts for:—
(i) Bases. Departments of the base including dead stock.

(ii) Establishments—in which no officers are borne for Naval Store
accounting duties.

(iii) H. M. P. Ships—Except those in which a supply officer is
borne in the complement.

(iv) Costal Force Craft—With the exception of those crafts
attached to coastal force bases or Base ship where an officer
is borne for Naval Store Accounting duty.

Permanent Stores Accounts—S. 1099.

It will be seen in the audit of the permanent Naval Stores accounts
maintained by the B. S. O,, R. P. N.—

(i) That the Permanent Loan List S. 1099 are maintained in the
manner indicated in para. I b, d, e, f, & i of section I Part 11
of the Directive.

(ii) That the entries are made in S. 1099 only where there is a
change in the quantities held on board and that in other cases
the demands are supported by Receipted Survey Notes (S. 331
or Loss Statements P. A. F. A.-498 sanctioned by the C. I. A.
in accordance with the rules in R. I. N. I. 1[S. of 47).

(iii) That the quantities held on board are within the authorised
Establishment and where this is exceeded they are supported
by the previous sanction of Government of Pakistan or that in
exceptional cases the demands (S. 1 34D) bear an endorsement
to the effect that this sanction has been or will be applied for,

~ the sanction being watched in audit.

(iv) That musters are taken— Y

AD
(a) Half yearly. : y /r\

(b) On transfer of O. i|c Stores. /{)/ )

; : L)

(c) On de-store or closing down a ship or Establishment, Jﬁ[ . 3?
: \:_—;'

F /" 3 \3 /'/



(d) On release of a ship from Naval Service. .
(e) On transfer of an establishment from one locality to
another.
(f) On transfer of a ship or formation to Royal Navy.
(v) That a test check of the stores is carried out by the B. S. O.
as frequently as possible.

Consumable Stores Account S. 151.

(i) That the Accounts are maintained in form S. 151 in the manner
detailed in para. 1, b, c, e, f, & i of Section I, Part II of the Directive.

(ii) That the demands are reasonable, taking the previous ex-
penditure, sanctioned establishments or first outfit as a guide to control
the expenditure of stores on as required basis vide para. 2 (iii) B. & 8b
Section I part II of the Directive, ’

(iii) That Packing Material is accounted for in form S. 151 and
disposed off in the manner detailed in para. I (h) Section I Part II of
the Directive. :

General.

(i) That the Demands and Supply Notes are made out in the manner
indicated in Paras. 2, 3, 9, and 16 of Section I Part II of the Directive.

(ii) That the Survey Reports are prepared in the manner indicated
and for the kind of stores mentioned in paras. V and XII of Section I
Part II of the Directive.

(iii) That a transfer certificate is completed : —

(a) On transfer of the officer Incharge Stores.

(b) On transfer of Supply Officer and disposed off in the manner
prescribed in Article 709 R. R. P. N. and para. 10 (11) of
Section I Part II of the Directive.

(iv) That the procedure detailed in the following paras. of the
Directive is carried out on the undermentioned events|or for certain
Departments and crafts.

(a) Permanent transfer of a-ship—Para. 1 (g) of Section 1 Part II.

(b) Destoring or ¢losing down of g ship or Establishment—Para. 12
of Section 1 Part II. :

(c) I13e-£—.'-toring of a ship or Establishment Para. 13 of Section 1
art II.
(d) Ships requisitioned—Para. 14 Section I Part IT.. 2y
(e) Shjpsl?rriving from abroad without accounts—Para. 15 Section I
) X Part - __'. - " .‘_.:‘.__ 7. l_ :

_ - (f) Ships released from Naval Service—Para. 16_Section I Part. II.
(g) New Construction Vessels-¥Para 17 Section I Part.II.. =i
(h) On transfer of Establishments-Para 18 Section I Part I, -

(i) For departments of Base—-Pq;"g";i:(p)‘_‘_of:szjg:, o AR NS

(i) For landing crafts—Part IV. A ANEEE
"t (K) I};'01"‘ swlrlips,fci‘_aﬁé"_ahd ‘Establishments™ in ‘operational are
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Goverament duty and that there has been no misuse of Petrol’
would suffice the audit requirements till such time as the

; administrative authorities take necessary action to install or -
repair Milometers.

'-’)’
Section VI,
Local Audit of Miscellaneous Accounts and deccuments maintained i
by Establishment and Formations. _ i
1. The various accounts and documents which will be dealt with in = !
this section are given below :— i
] (a) Service Books.
(b) Service documents.. ;
(c) Leave Sheets of Ratings.
(d) History Sheets of daily hired labour. o
(e) Railway Warrants and Credit Notes, concession vouchers -
(Forms D and E) and book of forms—2012 Z. :
) B PG (L B2 ] ; :
2. The audit of the documents mentioned in para. 1 ante will be con-
ducted in the manner indicated below :— ’
A Service Books. :
: s
10% of the current Service Books of the Civilian Establishment will 4
be subjected to test check within each period of approximately 12 months.
The test check will consist in seeing : — . )
I. That the Service Books are being'niaintained in respect. of all > ¢
Civiiian Establishment and that they have been duly attested. :

II. That the Service books are kept in safe custody by the O.C.
o III. That necessary attestation which falls due after every five years,
: %1askbeen effected, vide foot note on the first page of the service
sook.

IV. That the fixation of initial pay as recorded in the service books
is correct and that the period allowed to count for increment
of pay is correct ; 7 L ]

V. That all entries relating to leave, promotion, and punishment -etc,
have becn signed by the individual and countersigned by the |
officer-in-charge. s

VI. That no leave in excess of that earned by an individual under ihe <
conditions of service is sanctioned. - ' i B J

VII. That the annual serviéé_" vu}fiﬁ-cétiér; is being carried out.

| 2 2. The Service Bool : of individuals who are within a year or. two of - n
these superannuation should normally be selected for test check within -
the percentage prescribed in para 2-A (I) above.:-- -5 ¢ aiei . .

... 3. In order. to_ensure covering all the ground systematically,. a. comp-
lete record will be kept of all Service Books test checked each year. The
Service Books actually checked.will be endorsed with a not& to this effect, i = |
dated and initialled by the ‘ Testing official (s) -E?hfemec!".:;‘-;l:‘; i

4.
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: iy cmictions for Local “Audit of P, O. L. and Daily’ ‘Runni'ng'chpungﬁ.?‘;{_'-:.
! - _ptStaff Cars and Motor Lorries with H. M. P.” Establishments and for- -
matior_1§. : 2 N - =T e = o
" The insti hctionila:id down in Rules for the maintenance and hire

6f motor lorries and, electric trucks attached to Naval Store Depot,
H.-M. P.'N. Dockyakd, Karachi, will apply in their -entirety in this case
likewise. B : S . .

;. A summary of the - special points, which the local audit Staff is
expected to keep in view at the time of audit - of these  accounts, is
however given below for their guidance :—

(a) That the sanction of the Government of Pakistan exists for
all vehicles—the property of state or hired from private sour-
ces, held on charge, and a board of officers is assembled as
and when any lorry etc, is condemned and the replacement
thereof is approved by the Government of Pakistan.

(b) c'll‘hat the following records are maintained and kept up-to-
ate.

I. Drivers Car Diary.—P.AF. (M. T. 4.
II. Duty Slips.—
III. Daily Running Account.—P.A F.Z-2212
I1V. Vehicle Log Book.—P.A F.Z-2197.

V. Amenity Trips  Register. —P.A.F.Z-2207,
VI. Vehicle Registéer—P.A F.Z-2186.

{(¢) That the vehicles are used solely on Government duty except
when hired out in which case the necessary recovery will be
watched as indicated in paras 17 and 18 of the Rules mentioned
in the first para above.

& (d) That P.O.L. drawn and expended as exhibited in the half
yearly accounts rendered by the establishments or forma-
tions concerned, with reference to the late C.N.A. Bombay
circular No. SR|451 dated 14|7|42, is properly accounted for in
¢ Drivers'’' ‘ Car Diary’ and ‘Daily Running Account’.

(e) That the petrol in tank ‘as shown in D.R. Accounts’ works
out correctly.

(f) That the average running per gallon of petrol falls within the

ﬁ%\ltés laid down from time to time in A. Is and Army Orders
(I A. O. No. 712( 1941 and 2036| 1941 and A. I. I. No. 190 of

1940). o
(g) That vehicles hired from private sources do not draw petrol
etc., at Government expense if such issue is not provided for
in the ¢agreement for hire . ‘
ileage run by vehicles which is exhibited in _the
) Lrﬁﬁg;lg}égr?‘instglled in the wehicles concern::—zd is transcribed
into ‘Drivers’ Car Diary and D. R. Account’.

—In case of vehicles with Milometers not in working order
Noteor l?aving no milometers at all, a certificate from the Com-
manding Officer, to the effect that ‘the running has been
carefully checked, the P. O. L. has been used for bona-fide
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L3033 S..- .+ .0 B. Service Documents of Ratings.
“'“'The check will be confineéd to a small percentage o be determined by
~the N. L. A. O. It will be s¢en that these documénts are kept up-tordate -
by g’osting all awards of good service, .good conduct, -or the grant of
proficiency pay etc... - ... ~i -2 S S e
< C. Leave Sheets of Ratings. -
It will be seen that men with éervice of less than 2 years are not grant-
ed any leave and that the concession of free passage is limited to one
Return paszage in a year. Accumulation of leave should be sanctioned =
by the F. O. C. R. P.'N. (vide paras 163-273 R. R. P. N. Volume Iy.

D. History Sheets of Labourers.

The History Sheets are kept in respect of daily hired labourers, in the

- Dockyard, Karachi. It will be seen that the leave is being regulated

with reference to late Government of India Defence Department letter
No. 230-N., dated 7th September 1940.

E. Dead Stock Returns.

! . This return will be checked in the rianner prescribed in para. 264,
; Military Audit Code. - .
]

. F.L.P.C. (T. P. T.) Books.

; L It will be seen that:—
- (a) Th2e books are kept in safe custody, and entered in P. A. F. Z.-
2012. .

(b) The cancelled T. P. T. forms are kept in the boslk ie, are not
€. removed. ki

(c) Cancellation is attested by an officer.

G. Railway Warrants, Credit Notes, Concesion Vouchers Forms—E. & D.
and Book of Forms—P. A. F. Z.-2119.

- The instructions relating to the checks to be applied are laid down

o in Appendix C, Army L. A. O’s Hand Book, but for the period of war,

the audit has been relaxed vide M. A. G.’s No. 7096|R., dated 26th Feb-

ruary, 1940. It will however, be seen that all books of forms are being

recorded in P. A. F. A. 2012 and kept in safe custody, vide India Army

Order No. 1171 of 1940 and the forms Books are being kept up-to-date
under the care and supervision of the officer-in-charge,

o Sectigy, V[I
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: " i original supply order (L. P. 0.) etc, to
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Office. The latter varifies that the stores have been brought
to account initials the ledger and endorses the supporting
vouchers accordingly and records the vouchers.

(if) Other Receipts : —Supply Note and Return Notes received
from the N. S. O. are linked in the same way as purchases
and recorded in the Local Audit office. :

2. The warious audit operations carried out during the audit of
numerical store account can be divided into three broad categories as

follows : —
(a) Verification of ‘Castings’ ‘Closing Book Balances’ and
opening Book Balances.

(b) ‘Linking’ on the receipt side of ‘Purchases’ and of ‘other
receipts’, and on the issue side linking of transfers outward.

(c) Audit of Final Receipts (surplus found on counting stocks
ete.,) and the audit of ‘Final issues’ i.e., issues for final con-
sumption or issues on payment or quantities charged off on
Loss Statements etc. -

The extent of audit in respect of the above audit operations is
detailed in the following paras.

3. Verification of ‘ Castings’ ‘Closing Book Balances’ and opening
Book Balances will be done hundred per cent.

4. ‘Linking’ receipt and issue transactions into the N. S. Os. Store
Ledgers will be carried out to the extent of 16-2|3 per cent, the percent-
age having reference, in general to the numbers of ‘vouchers’ as dis-
tinct from the numbers of ‘items’ in those vouchers. However in the
case of purchases, every particular item of Rs. 500}- invalue or over will
also be linked, over and above the 16-2|3 per cent of ‘vouchers’. FYor
the latter purpose it will be necessary for the Bill Section of the C. N. As.
Office in sending the original supﬂly orders (L..P.Os) to indicate speci-
fically either in the voucher or the forwardiiig memo all items which
are of a value of Rs. 500|- or over, so that all these items may be linked.

5. The audit of ‘ final receipts’ and ‘final issue’ [Para 2 (c)] above is

& restricted, in general, to 16-2{3 percent of the number of vouchers for a

month.
6. The vouchers to be test checked will be selected by the Dockyard
Local Audit Officer and his selection orders will be recorded by him in
writing. These orders must define the vouchers to be checked precisely
and definitely so that there can be no ambiguity either at the time of
test check or- later as to which particular vouchers cught to be linked
or have been linked. Typical possible methods of selecting the vouch-
ers chosen for “test check are indicated’ in Annexure to these’ instruc-
tions. - \ sme e bRy IDBAEENS - W s e ""t\?r R
7. When the tebt check is commenced, it is important that the Local
Audit staff should at once before taking up any other "worky test the
¢ castings’.:.of » the ledgers. .and initial the Book “Balances: so verified.
This should be done-in the following manner :— . Privhcti P e

+

—_The total of the issues will be struck and deducted;sfrom- the

-aggregaté total or receipts and the opening balance: in orde
- to werify the final closl%g_;b‘a]:ances at the end ‘of'éach mg;ﬂ':
- The accuracy of the intermediate closing balances*will not bé

verified.
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As an exception to the above rule, it should be seen, in the case cf
a receipt transaction linked into the ledger subsequent to the

i audit of the particular folio, that the closing balances struck

against the receipt item and against the next item are ccrrect.
. Should there be any discrepancy in these balances, or if cor-
a rections and erasures appear in subsequent balances, the final

closing balance of the folio should be fully checked,
8. The following subsidiary instructions should be noted :—

5 (a) The last balances in the ledgers should be initialled.

9 (b) It should be seen by a comparison of the Register Maintained
by the N. S. O. with the schedules referred to in para. 4 that
all issue vouchers wiz.,, demands and yard Issue Note for the
month have been forwarded to the Controller of Naval Acc-
ounts. ’

9. The loan register maintained by the N. S. O. will be audited
locally every quarter with reference to the Vouchers for loan issues in
the file maintained by Dockyard Local Audit Officer in accordance with
5 Appendix II, F. R. R. P. N,, M. A. G.’s memorandum No. 7556|R., dated

5th December 1940 and para. 249 Military AuZit Code.

-
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ANNEXURE
30 2 Typlcal possib'le' met}iods of selecting 16-2[3 per ‘cent. vouchers or
. -issue entries in ledgers for test linking. ~ St 27
et ‘ g ey " Receipt Vouchers. ;
" Select every 6th voucher on each schedule commencing from serial
No. 1 or 2 or 3. .
2. Select every alternate voucher commencing from any specified
serial No. of each schedule, till you get the required number viz., 1|6th
of the total nurnber of items in the schedule, if necessary, (to get 1|6th
of the total) on reaching the end of the schedule, re-start at the beginning.

3. Select the required number (1|6th of.the total) by _taking all
consecutive numbers commencing from a specified serial No. of the
schedule (and re-commencing at the beginning again, if necessary to
complete the total number required).

4. Select the first 2 (or 3 or 4 or 5) items, omit the next 2 (or 3 or
4 or 5) then select the next 2 (or 3 or 4 or 5) then select the next 2 (or 3
or 4 or 5) and so on till you get the required number.

5. Select the first 2 (or 3) omit the next 4 (or 6) then take the next
2 (or 3) and so on.

6. Select 1]12th of the total number of vouchers according to method
No. .1 above, and the remaining 1]12th according to method No. 2 above
etc. . &

Issue entries.

\)&Note :In the case of issues the test linking must in effect proceed
from the ledger to the wvoucher and not vice versa.

-

1. Select every 6th issue entry in the ledger account in each month
under audit, ccmmencing from the 1st (or 2nd or 3rd) entry.

9. Select one-sixth of the ledgers, to be specified by name or code
letter etc. by the Local Audit Officer, test link every issue entry through-
out the months under audit in those ledgers, and pass over all the re-
maining ledgers, as far as linking is concerned. ‘

Cieneral Notes :—

s -
Note 1:—The Selection should be made personally by the Dock-
yard Local Audit’ Officer and communicated confidentially to
the Superintendent, Local Audit Staff, before the Local Audit

Commences.

Note 2 :—It is essential that the method of selection should be
chosen arbitrarily, so that the particular method cannot
possibly be pre-determined by the store keeping staff (for the
Local Audit Staff. It is even desirable that occasionally the
same formula of selection should be adopted in two consecu-
tive visits (or months) so that the store kezping staff may
not argue. They did it this way last time, we, can, be sure
they would not foilow the same formula next time.’

Note 3 :—The above examples are not intended to be exhaustive.
The Dockyard Loecal Audit Officer may and should devise
other suitable formulae himself to suit the special condltions

of the accounts.




23
’ : APPENDIX ‘C".
Audit of Clothing Accounts.
h ACCOUNTING PROCEDURE.
> Base and Shore Establishments.—Form N. S. O. 189 (Clothing stock
ledger) is used for recording clothing receipts and issues. The ledger is

audited locally every quarter.
Ships carrying own clothing accounts.—Ships carrying their own
2 clotring account for receipts and issues of clothing on form R. P. N. II
which is closed quarterly and rendered with the duplicate copy of
clothing issue sheets (R. P. N. 210) for audit. .
Non-Self accounting ships—They draw their clothing requirements
from B. S. O. (Clething) and therefore, have nc clothing acecounts.

g these accounts that following points, in addition to the

° In auditin
General Instructions contained in Part I of N. L. A. Os. Hand Book, are
to be seen.

= Clothing Stock Ledger— (R. P. N. 11 or N. S. O. 189)

1. That the account is signed by the Accountant, Officer and C. O.
and rendered in the proper form.
2. That the opening balances shown in the account agree with the
last audited closing balances.
- 3. That quarterly muster is carried
4 regularised under order of C. F. A.

4. That all vouchers for stores obtained during the quarter have
been included in the account and the quantities agree with those appear-

ing on the vouchers.

out and discrepancies, if any,

5. That the totzl receipts including the opening balances are correct.
] 6. That the issues (both payment and free) charged off in the cloth-
. ing stock ledger agree with those shown on the clothing issue sheets
R. P. N. 210. :
7. That in the case of ship the clothing issue sheets (in original) are
i received along with the account.

8. That the total issues on ‘each folio of the clothing issue sheets are
summarised and posted to the clothing ledgers.
9. That free issues, payment issues to men and jssues to officers are
shown in the separate clothing sheets and a notation is made on R.P.N.
210 regarding the months cash account wherein the total value of the
‘ transactions recorded in that sheet has been credited to the Government,
The credit so afforded will be verified in the cash accounts received in
Imprest Section. : : .
- 10. That the free issues shown on R. P. N. 210 will be checied with

™ the cntitlement Of the rating as per clothing History Sheets and . the

scales laid down in R. I N. I 6344.
e 10 (A). That thé date and place of initial free i b '
-7 issue and loan issues are posted on R. P. N. 166. e 1ssue glance, free
l 7 1. 'The payment issue rates shown on the R.P.N. 210 will be
. checkea with the payment issue rates promulgated in the R. P. N. F. O’

" published from time to time. Sl : =
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12. A cent. per cent. check will be excercised on the total quantity
of clothing issues on each R. P. N. 210 and the total value of the issues
shown therein. ; :

13. Payment issues to officers are only to be made by the ship and
Establishment in which the -officer is borne. If issues are required from
" any other ship Establishments an ex;l:la_nation is to be given why the
requirement could not be met from the proper source. ; TS

14, That the payment issue of cloth to officers is restricted to the
limit detailed in R. I. N. F. O. 630 of 1946. 2

15. That clothing material is only to be issued to ratings when
garments of the requisite size and pattern are mot available in the cloth-
ing store. .

16. That the payment issue of cloth to ratings is limited to 6 yards
of any one material per quarter per rating.

17. That payment issues of clothing are not made to ratings within
three months of releas except from legitimate replacement of items lost
or worn out. ’

18. That the usual departmental charges (at present 15%) are levied
on the payment issues made to officers.

19. That the issues of ready made garments to officer on payment
are only to be made in case of emergency on production of certificate’
fromdthe C. O. wherein the necessity for issue of such clothing is to be
stated.

20. That the payment issue of public clothing to ratings is not made.

921. That clothing issued on re-payment is paid for in cash at the

. time of purchase and no credit is allowed except in the case of Boys of
-H. M, P.'S. ‘Bahadur’ and ° Dilawar ’ in whose case recovery is to be
effected monthly in their pay accounts.

99 That a few items selected by the N. L. A. 0. in R. P. N. 210 are
linked with clothing issue chits which are to be consecutively numbered
throughout the quarter.

23. That R. P. N. 23 are made out in ink ‘or indelible pencil and are
signed both by the divisional officer and the supply officer in case of
issues to ratings.

24. That a register of receipts and issue of temporary loan clothing
is maintained and the loan issues are signed by the ratings.

95. That the clothing issued on loan is mustered quarterly or on
change of departmental officer. -

26. That a register of receipt of public clothing and personal clothing
recovered from discharged and deserted ratings is maintained and the
articies so recovered are disposed off in accordance with regulations In
R. 1. N. 1. 63 of 1944. :

97. That the other issues charged off in the stock ledger are sup-
ported by a transfer voucher or a survey report or a loss statement as
the case may be. :

28. That clothing articles charged off as surveyed are supported by
the original and quadruplicate copies of survey TIeports. 5. 331.  The
original copy after pairing with the quadruplicate copy will be schedul-
ed to the auditor of N. S. O. ‘

29. That in case of stores damaged, defective or decayed through
reason other than fair, wear and tear, a loss statement is prepared by
the C. O. and approved by the C. F. A. .
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. APPENDIX ‘D?*
Daily scale of rations admissible to all R. P. N. Ratings (including
boys) borne on the books of H. M. P. Ships and establishments.

< N.V Instruction No. 157]1946, as amended from time to time, and

R. I N. Instruction Nos. 3911944 ; 531945 ; 321947 and 39{1947 (as
N.

amended) hereby cease to apply to the R. P.

" 2. The scales of rations together with a table of suppiementry
substitutes now admissible are reproduced as an annexure 1o this
instruction.
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ANNEXURE.
 Articles Quantity Equivalents in ozs. (see NoteI) Quantity

in ozs. ; in ozs.

Breadettu[Rme{Bucu:t,’Flom 21
(See Notes 2 and 10).

Ghee (see note 3) 3 Oil cooking t 3
Sugar 21/4 %, a5 A
Tea 1/3 Coffee or Cocoa or Chosoolate 1,1
Salt (Rock or Refined) (See note 5) 1/2 Salt, Tablets ... Nos.24
Dhal (See Note 4) 3 Peas, dried 3
Meat Fresh (see Note 7) Ha 8 Meat tinned 5

or Poultry, Live wt. ... 11

or Poultry, dressed ... 5 §5]7

or Fish fresh 7

or Fish tinned (except sardines) 3

or Sardines 11/2

oreggs (see note 7), (for vegeta-
£ 7 . . rian (See note 8).

Condiments (see note 6) 34 7

Potatoes R g 4 Potatoes, dried 1
or Potatoes tinned ... 22/3
or Potatoes sweet
or Beans, dried
or Peas, dried
or Beans Harricot
or vagetables, tinned

or Dhal

NN = NN A

or Flour

—

Vegetables, Fresh (Other than gn- Vegetables, Dehydrated 1/2
jons or potatoes). .

= t or Beans, Haricot ... 1
or Vegetables, tinned
or Fruits, dried
or Fruits, fresh
or Fruits, tinned
or Dhal

or Peas, dried

NN NN A NN

or Baams, dried

e



- .7 4 A proportion of dal ration not,;céééﬁng 1 oz may be 1ssueu
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Articles Quantity Equivalents in ozs. (see note 1) Quantity
in ozs. in o7s.
Onions 2 Onions, Dehydrated 1/2
or Onions, spring green
or Gandel ...... } .
or Vegetables fresh ... 3
o S T, 2 2/5Milk fresh .. 6
or Skim Milk Powder 4/5
Fruit fresh ven v 3 Jam s -~ ot 2
or Cheese tinned 1/2
or Potatoes fresh (when locally 2
available.)
or Vegetable fresh 3
or Vegotable tinned ... 11/2
¥ Fuel “asi 5% Asactually required in accord-

ance with the size arnd des-
cription of galley, in the case
of H.M.P. Ships only In
the case of R.P.N. Shore
establishments the type of
fuel and scale of issve ic to
be aslaid down by N.H Q.

1. Equivalents are Issuable :—

(a) To ships and establishments either at their option or on the
authority of Senior Naval Officer present subject to availabi-
lity in R. P. A. S. C. or R. P. N. Stocks.

- : (b) For the purpose of turing over R. P. A. S. C. or R. B. N.

Stocks.

(c) By the R. P. A. S. C. at their option when unable to meet
~ demands for normal standard scale articles. )

2. The proportions of Bread|Atta|Rice|Biscuit|Flour to be taken up
are optional subject to the following conditions :—

(a) Bread when available is normally not to be issued at a scale
* . exceeding 12 ozs. ’ :

(b) Biscuits are only to be issued when bread is not available and
the Commanding Officer considers it - impracticable to issue

e .Att%{lRice!Flouf in lieu or for the purpese t:}
e | stocks, -’  :- e

=~ 3 1oz of margarine and 1 cz. Jam|Marmalade|Golden Syrup|Honey
_may be drawn in lieu of 1 oz. of Ghee. j

tﬁe form of dhal meal (basin).

-__turning over
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" 5. The basic salt raﬁon may be increased to a maximur
: um of
ounce per ration per day when considered necessary for the main?enaggqea
of .good health. The increased salt ration will ordinarily be admissible
ib;ihxgsegr 15th A:prél tanclla 15th dOctober orﬁy. Exceptional cases Wwhere
e required to be made outside t at i 3 3
. Headq?:. ixed. _ utside these gs will be referred to

A certificate showing : ‘
(2) the extra quantity authorised per ration,
(b) the period for which sanctioned, .
(c) reason for authorisation,

is to be signed by the Commanding Officer and the Medical Officer (if
R%I;r;el)n 1:;'et:ommendmg the extra issue and attached to the Victualling

6. The term “ condiments” comprises the following :(—

Chillies ... — w. [ green .
|
, or
Giner ... dried Not issuable by the R.P.AS.C. To be
. supplied and issued under R.P.N.
Turmeric _ ¥  arrangements.
Garlic
Coriander. See Cummin Seed
: Tamarind

J

_ Ships and establishments may draw in any proportion at their option
provided that the total quantity of all articles drawn does not exceed
the standard ration of § oz. per ration and provided that when condi-
ment powder is issued, the ingredients thereof cannot be drawn as addi-

tio;lal separate items.
On one day each week the following may be taken up in lieu of the
‘ condiments ’ ration :— . g

Vinegar % pint.
Mustard % oz.

Pepper gr_ound 1 oz i

7. Mutton or beef is to be issued at the discretion of Commanding
Officer of the ship or establishment. Poultry including ducks, etc., may
offered by the R. P. A. S. C. as an

be issued once weekly only, or when j
equivalent of fresh meat, ihe latter not being available. When dehydrated

meat is available from the R.P A S C,
t the scale of 6 ozs. dehydrated meat

fresh meat to meet an emergency a _ E 8 ¢
to 1 1b. fresh meat. Live sheeps or goats issued in lieu of fresh meat are
hips or establishments as fresh meat

to be accounted for by consuming s E ]
at 50 p-r cent. of live weight at time of killing. Fish fresh or eggs may

be issucd even when meat is procurable, provi
are demanded and that the scale of issue is assessed to cost not more
than the fresh meat ration. Such issues must not exceed 3 per ‘week.
Scale of issue of eggs will be decided :locally subject to the general

principle regarding cost. , .

it may be supplied in lieu of .

ded that such substitutes,

3
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The term “Poultry ” in the ration scale includes all types of domestic
feathered birds, but in authorising issues to ratings and hospitals, due
regard will be had to'cost, the cheaper and more common varieties only

" (chicken and ducks) will normally be issued. On Id day or any cther

day of national importance issue of turkey, geese and guinea fowl may
be authorised in that order at the discretion of the local Senior Naval
Officer, who will give due consideration to costs and availability.

8. Ratings who are accustomed to vegetarian food may take up daily
in lieu of meat : —

Milk fresh—16 ozs.
or

Milk tinned—S8 2|5 ozs.
or

(i) Ghee—% oz.
&

(ii) Vegetables—38 ozs.
or :

Cheese, tinned—3 1|3 ozs.

*9. In shore establishments milk fresh is to be taken up for the milk
ration wherever possible. This also applied 1io seagoing ships when
alongside or in the basin. When milk tinned of U. S. A. manufacture
is issued an additional 25% is to be allowed. Skim powder is to be
issued only when milk tinned or fresh milk is not avail: ble.

' Boys classed as “boys” or “Seagoing Boys ” and apprentices under
18 years of age are to receive an additional ration 'of milk daily as
follows : — T 3

Milk Fresh—10 ozs.
or

Milk tinned—4 ozs.
10. Extra issue: of rations for small messes are admissible : —

(i) When separate messing arrangements are made for small
detachments of R. P. N. ratings, the following additional issues
of tinned provisions, fresh fish, vegetables, meat and fruit are to
be issued. . ,

‘For messes of 10 and below—2( per cent.

For messes of 11 to 20—10 per cent.

(ii) In H. M. P. Ships and Establishments where rations after
drawing have to be split up for cooking in more than one
galley the extra issues for each mess are to be a:sessed in
accordance with (i) above. .

. (iii) When the exira issue falls below one ration, a full ration is to

' " be issued. T '
_11. When dehydrated vegetables are issued in lieu of fresh vege-
tables, ascorbie-acid tablets.or. germinated beans|peas-dhall .are_also to.

12. The Commanding Officer may, at his discretion, direct % oz. tea -

and 2} ozs. sugar or one ounce lime juice|lemon juice and 1} ozs. sugar,
in addition to daily allowances, to be issued to such ratings as may be
much exposed during severe weather, or when irom circumstances
of sickness or climate or. for other causes, he may consider it desirable.



Such issues are to be made or a certificate signed by O. C. himself except

when issued for medical reasons, when the certificate will also bear the

mgnature of the Medical Officer.

13. When fresh fish is issued to ships and establishments let
_ with head.and tail and ungutted, an additional 25%_ by _ welghtccv’a!ri‘illb iee
added to cover cutting, gutting and ¢leaning.

When fresh fish is issued, either ungytted, without head and- ta11 or
gutted with head and tail, an extra issue Qf 123 per cent. by We1ght w111
be added. .

TABLE A. ‘

Supplementary Equivalents to the daily Ration Secale.

Article " Quantity Equivalents Quantity
in 0zS.. j in ozs.
Bread 12 ozs. Biscuit Shakarpara ... 8
Atta 21 ., Flour 81/2
Plus bakmg Powdcr 12 &
Atta 4, B Rice o 21
Shakarpara Biscuit 17
Bajra or Jowar 21
Briquitted Atta 21
Rice 21 ,, Atta 21
Shakarpara Bi.scuir. 17
B.ajra or Jowar 21
Briquitted Atta 21
Flour 2] .. Rice e 21
Jam ; 12
CHeese T 12
8

Meat Fresh 8 % Veal

Beef 8

Liver ) 6

Tongue 41/2

Sausages tinned 41/2

Kidney 41/2

Heart 41/2

Tail 14

M. and V. Ration 12 [See

) nots (1)}

313
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,' Article Quantity Equivalents Quntity
: A in ozs. - - in ozs.
O Milk Tinned 6 2/5
- = Milk Fresh 16
Ghi and 3/4
% 9 ) Vegetables ... 8
t‘ Fresh Fruit .., w3 Oz Jam 142
\ . Marmalade A 12
éf L : Honey 1 142
3 Ghi ok S 3
EN Golden Syrup 1 12
;! i Briquitied almonds and raisings 112
Groundnuts, with shells 3
Oil Hydrogenated .. 3
Oil Cooking v 3
- Lard 3
i Margarine ... 3
. B;';".er " -“J 2
k. o Jam t : 2
.; Cheese 2
H . Condiments ... S 3/4 Vingar or Sauces .., 3/4
i Pickles ... 3
! Herbs mixed - 3/8
“
i Chutney ., ey w5 i3
y Dhal o i 1 Peas, dried ... 3
..‘ . Beans, dried 3
g Peas (tinned) 41/2
F Q Beans (tinned) s e "4 12
F‘ 4 Oatmeal) .
k" 5 f._ g 3 . _ - Suji J.S‘ec’ Note (ii) T 3 .

“*JoTB ())—Above equivalents are authorised only when basic items or equivalent of normyal
-¥ stan fard ration scale are not available. : - .
o if). When M. and V. Ration is issued vegetables, potatoes and onions rations wil]

DO (1)}
b2 reduced-by 3/4 of the ration. - ) )
- (i) Not to be issued for more than 2 days jer week, and only in case of emergency.

l
s ¥ e (Authority :—Royal Pakistan Navy Instructions No. 49/49).




4 !

List of Reports and Returns due From N. L. A. 0. S. N. L. A. to Controller of Navai Accounts.

. APPENDIX ‘E’_ DU i (P,
No. Name of Return ' Authority Date of submission t0 (:I.N.Aq. 5
| Weekly Progress Report o M.A.}G.'s No. 1678 AN'G datde Every Friday.
. 7-1-3
2 Monthly Progress Report - 2nd Saturday of every month.
3 Monthly Report on the General State of Accounts ¢M.A Karachi No.G/319 dated Last working day of each month.
13-1-48, &
4 Monthly Certificate of Dak and maintenance of persona! Dairies ... Do. 2 e Do..
5 Meonthly Expenditure incurred in aid of civil power v Do. Do.
& Monthly Arrcars Report " C.M.A. Karachi No. G/718 dated 25th of each month.
13-7-48.
7 Monthly [nspection and Peview completion Report of the LA.O. CMA. Karachi No. G/301 dated  10th of the following month.
18-5-48.
g Monthly Audit completion Report of L.A, Office Do. Do.
9 Quarterly Locul Audit Programme of L.A. Office Do. 5 Jan. April, July and Oct.
10 Quarterly Programme of Tnspection and Review of store accounts of Do. Do.
_ the L.A.O. . ! '
11 Quarterly Statement showing letters addressed o M.A.G. but out- -C.M.A. Karachi No. G/319 dated Do.
standing for more than six month. 13-1-48. '
12 Quarterly Statement showing particulars of A grade clerks not Do. Do,
"~ employed as Supervisor.
Half Yearly
13 Half yearly demand for Establishment C.M.A.8 Karachi No. G/319 dated 15th April and Oct.
. . 13-1-48. ;
14 '

Information concerning L.A. for preparation Hall Yearly Report on  M.A.G. No. 160 AN/E dated 2-8-38 10th April and Oct.

the administration of the office.

A
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No, Name of Return Authority Date of submission to CN.A,
3 - - 4
15 FinancialadviteReport .. .. .. .. MG, No. 2986/AT/0/200 dated  15th July and I5th Jan,
i | o
i Yearly
16 qu:ement of Losses of cash over payments etc., written off by C.F.A. (IZ.M.A. Karachi No.G/599 dated 15th June.
: -6-48,
17 Ex-gratia ga}"mcnl in the appropriation Accounts of Defence Services Do. Do,
18 Inftuctious Expenditure exceeding Rs. 10,000 Do. Do,
19 Audit Certificate on the accounts of the Naw Do. =~ B
20 Indents for forms and stationery S e e Dec. every year,
" 21 Listof Dead Stock on charge Do.
22 Listof Book of Regulations on charge .. .. .. Do.

ee
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i APPENDIX *F’

List of Registers etc., to be maintained by the Naval Local Audit Oﬁ‘ic.ef's; { _.
including group Superintendents and Station Auditors—— "~ <"

5 . Registers —.
1. Attendance Register. : e 1
2. Inward Register of important letters. \ = -
3. Register of Secret and Condential documents. e
4. Despatch register with postage accourt. - ;
5. Register of specimen initials of Accountants and clerks serving under
the Naval Local Audit Officer. .
6. Casual leave Register.
7. Master Note Book.
8. Instructional order book.
9. Review Register.
10. Office Manuals, Parts I II and VIL

11. Register of ‘ Losses of stores’ which are required to be published
in Appropriation accounts of the Defence Services [P. A.F. (C.M. A)

341].
12. Efficiency Chart.
Lists
1. List-of books of Regulations on charge.
. 2. List of Dead stock articles.
8. List of Reports and Returns ‘Due in’ and ‘Due out’.
4. Visual Chart for watching progress of Local Audit.

o ]

Ry

O
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APPENDIX ‘ G*
List of Books of Regulations that are ordinarily required for use by
Naval Local Audit Officers, Group Supdts. and Resident Stationary Local
Audit Staff, in connection with Local Audit Work.

Essential books

1. Financial Regulations, Royal Pakistan Navy (F. R. R. P. N.)
2. Regulations for the R.P.N. Volume I. ) 4
3. Regulations for R. P. N. Volume II.
4. Military Account Ceode.
5. Military Audit Code.
6. Local Audit Officers Hand Book (Army). »
7. Naval Store Duties instructions (Pakistan).
8. B.R. 4. ’
: 9. B. R. 93.

10. Office Manuals, Parts I, II and VII.
\ 11. Rules for maintenance and hire of motor lorries electric trucks
etc, attached to Naval store Department H. M, P. N. Dockyard Karachi. )

12. Notes on prevention of frouds. *
13. Mechanical vehicle Regulations. ~,
14. Naval Local Audit Officers’ Hand Book. A

i

Other Books cF R ~

H
H

! 1. Regulations for the Army in Pakistan (Rules.)

i T -
T

P 2. Regulations for the Army in Pakistan (Instructions).
3. Passage Regulations.
‘ E 4. Scales of Rations and Supplies issued by the R. P. A. S. C.
] 5. Stock Book Rate List of Centrally purchased articles (R. P. A.S.C.).
- o 6. R. P. A. S. C. Regulations. '
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ANNEXURE TI 16 ¥ART I

Cory or LATE M. A. G. (Inp1a) New DELHI LETTER No. 7096R paTED 26|2]40

.. ASTAMENDED By HIs No. 7096|R DATED 31|5 ' : E
‘~ 7A. BoMBAY, " " : 'rm "'-'-’] |40 ADDRESSEDTO ?HEC “E

c

- Subject :—Suspenéion of certain normal items of Local Audit ande
Sk Inspection work during the War. - TR AR e

‘e

MEMORANDUM

Reference :—Paragraph 2 (b) of your memorandum No. C]|28,
dated the 1st November 1939 and item (d) of statement
‘E’ appended thereto.

Your suggestions regarding the suspension of certain items of
« Inspection” and ‘Local Audit work ’ connected with the accounts of
shins during the period of the presena war have been examined and the-
following decissions have been arrived at with the concurrence of the
 Director of Audit, Defence Services :— ? :

A. Inspection

1. Ccmnliné of the cash in hand & verifying  May be susp:nded. il
it with thz balance in the cash book. _&——-":—‘

2. Ss=cing that all public moneys received A reduced percentage check say 10 per cent.

have been accounted for in the ship’s cash should be carried out. :
book.

3. Checking of furlough passage granted to May be suspended.
ratings.

“4. Checking the expense book of medical Check to the extent of 16 2/3% should be
comforts to see that all receipts hadve exersised particular  attention being
been accounted for an un-authorised devoted to more important and expensive
issues have notbeen made. stores.

5. (i) Checking the counterfoils of Railway May be suspended.
warrants and Credit notes.

(if) Verification of the entries in service A small percentage (to be determind at
books. . your discretion) of enlires in Service
Books should be selected periodically for

_ detailed check.

B. Local Audit of Store Accounts on board the Ships

1. Checking in full the closing balanccs The check by the C. N. A.s staff of the
with the authorised proportior. accuracy of the figures of authorised
- proportion shown by the exccutive
should be restricted to important and
expensive items only. The closing ba-
lances of such items shoufd be compared
with the authorised proportion checked
as stated to sec that stock is mot held
in excess of the authorised proportion.

2. Checking of receipts & issue vouchers Check to the extent of 1639 should te
to the extent of 25%. exercised. )

“

{\
Bl
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Para 2. In the cas: of items for which a percentage check has now
been provided, the basis and tire manner of selecting the percentage
: items vouchers elc., for audit, will be that laid down in paragranhs 5, 6
| etc., of the enclosed cop{ of the M. A. G.s circular No. 5548-AT|B dated
the 18/20th February. 1939. You should keep a strict watch over the « -
= results of the reduced audit specified above with a view to restore it to
» its former quantum, if necessary. :

i . 3. With the- suspension of the inspection of certain items of work
: and the curtailment of others, the residue of work may not possibly
! warrant a visit to the vessel by an officer for the purpose cf inspection.
If so, and provided the commander of the vessel agrees, the documents to
be inspected may be called for in your office for inspection. ’

1 4. Following the. general practice "on the Army side inspection
] should be conducted approximately once a year.

3 AR :

PART 1II

' Instructions for the inspection of Cash Accounts, Puglic Fund
Accounts etc. - .

(1) Arrangements for the conduct of inspection work.

The general rules laid down in ‘Preamble’ to the I. A, Os. Hand
, Book Part II (Army) where they are not at variance will be equally
§ applicable to the N. L., A, Os.

i A. Inspection of Cash Accounts by L. A. O.

(1) The Cash accounts and Public- Fund accounts etc.. maintained = :
by all Naval Officers, entrusted with Gavernment money are subjected C ey
to a check locally, at least once a year. The dates ‘of Inspection are fixed .
in consultation with the Base Accounting or other officer concerned. *

NoTte.—In the case of vessels not based on any port, the inspection is to be carried out by the
N.L.A.O. of the port where the vessles arrive for refit or otherwise.

. (2) The N. L. A. O. should personally carry out inspection and thus ,
keep himself in touch with the financial affairs of the officers who are _‘g
entrusted with the Public Funds. This work is very important and 5

- should be done tzfrhim personally. Ma—l";_hﬁ_ﬁmﬁgv to assist in r E

p utine work and a percentage of his work shou iewed by the "
ﬁ_ . L. A-O. on whom will rest the final responsibility for correctness of .

- Inspection work. ;

' 2. (3) Ordinarily one months accounts will pi :

. c}xicks. he agw“\\ 1

| i \ \ L | . | LT e!
‘ \ Wil be subject to a general
: ) b\ ou\stiul and abnormal items examined more closely. The
3selection of cne months’ accounts should be influenced by—.
: oG eneral. state. of. accounts and .the, particular type of irre-. ...
l) tgl:ﬁagﬁég as revealed b§z previous inspection reports, fmd
24 (_u' iitiny of the accounts since last inspection. :
H?ﬁf'-tThe tollowing guiding principles” will be kept in- view by the -
-1 ~A. 0. in writing the results of his inspection : — "~ t1 "th s
ki) - bservationsfare: written . up_“coneurrently .. with.. th€
g‘égg"ﬂ;ité?g‘;?nf - jnspection and the ‘points .-___ifa}sgd are. com_:%se ?i;d
i'fully descriptive. Particular care will . be; taken as -to . 1he
- language and tone of the inspection-report, "~ . ..nar o

¥ (1) a'.general 5C
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=77 - pn-an(ii)y sthat before -issue, .-tl_xse"-i_n;i)ection réportsis shown fo:thd

“ et AiLie ¢ manding Officer ‘concerned and points.of a‘controversial nat

: ﬂ—dlﬁeussedmﬁhhhnwiﬂxe—xtemsseﬁled;tgsmzmmt —of the’
0.V

T ST P e Cssion will be marked as such in the'report and ‘the'
F 757 then sign at the bottom of the report in"token "6513?

TS T agreed to theisame.. M T B
- “(iii) that the {air copy of the unsettled observations is sent to the
poe om <Gl O. conf rned for reply under a -confidential .cover; if-there

noif - ;018 any, matter 6f confidential nature. AR £ Sgmh- e

" 7(5) The N. L. A. Os. will always refer to the . ot oy in;: tﬂ;n
report on an Establjshr_nént or -Formation when 'insp ting its ac%gfmts,'.
with a view to seeing that all errors etc. previously brought to notice - '

“ are not repeated. 7 :
\@ﬁM@E& L '
inspected by a N. L. A. O. are reviewed by a

. The .accounts locally -
.éupfrngr service officer during his visits which are arranged for by the. . g
(2) Main Objects of lnspection. i

. The general rules laid down in Appendix II of Office Manual Part I 1
will apply mutatis mutandis in regard to review by Superior se&vice é

Officers of Local Audit and inspection carried out by the N. L. A. O.

.+ The main objects on which all efforts of the inspecting officers should
be concentrated during the course of inspection are :—

(i) To see that there is no breach of the canons of financial pro-
perties contemplated in F. Rgs. and to suggest- ways and
means which may help to reduce expenditure. Any devia-
tion from these rules will be reported to the C. N. A.

(ii) To ensure that Accounts are kept on the proper forms, and &
that the payments.made do not disclose any tendency on the :
part of accounting officers to incur expenditure on objects

I

o+
1

: other than those covered by Regulations or special authorities :
$ establishing a new system or practice. - The inspecting: officer %
@'. : will bring cases of irregularities to the notice of the C. N. A.

! (iil) To ensure the system of accounting is that prescribed. A

g to publie funds - have been

i) that all moneys relatin .
g S 0R i & ded for the purpose for which

duly accounted for and expen
" _they are intended.‘
(v) To afford every possible financial advice . to  the accounting
officers etc. and apprise them of the accounting prmcxples and
not simply criticise their omissions and short-comings.

(vi) ;To. avail .of. the,.opportunity of discussing personally all old
‘outstanding objections and cases, which it was difficult to settle
dhrough correspondence, with the accounting officers and settle

: ﬁcéordi_ngle on the spot and _ St

(vii) “To conduct a general and intelligent examination of the system

“under which the accounts are maintained to see that it does -

not render any frauds possible.

3,04 e APPSR R
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3. Accounts and Documents Inspected. : : ;
The cash accounts and other documents which the different account- -
ng officers are required to maintain as well as the extent of audit{ and

#73he detailed instructions relating to the cheecks to be applied are given
con-

gainst the respective cash accounts or other documents. In this
imtection, attention is also invited io para 8 of Military Audit Codle.

¥ 3 Cash Book

{i) The iustructions l2id down in Appendix XVII, FRR.PMN. and

other instructions will be kept in view at the time of insp&Ction. It will
Je seen ; —

(2) thatAhe Cash Book is maintained on form RP.N. 12 that the
€ntries therein are either written up in ink by the
concerned or initialled by him in each case and that the Cash
Boox is signed again at the end of each month in token of
verification of the cash in the chest. Full descriptions of each’

raceipt or payment shall be given in the coluran * Particulars *.

(b) That the cash in the treasure chest is counted and is found

to agran with the balance in Cash Book at 1he time of counting.
All entries in the Cash Book will be casted to ensure the
‘ correctness of tha balance as shown therein. .

(¢) ‘That the cash balance with accounting officer is within the
limit laid down in para 234, F.R.RP.N. -

' (d) That 21l cheques from the date of last visit to the date of

: inspection (with reference to {he list of cheques to. be obtained

. ky the NL.AO. direct from the disburseiment sdetion before

inspection) monev warrants and money received on behalf of

Covernment from all other sources are accounted for con-

currently.
NOTE.—Th: above check has be:n reduced to 10% only in respect of Cash Book for ships— ’
i.A.G.’s No. 7096/R data- 26240, "

(e) That all amounts relating to different Public Fund Accounts
have been credited to the Fund accounts concerned.

(f) Thgt no unauthorised advance or payment is made
person. 5 2
(g) That all payments are supported ‘by proper ac
uly stamped_L where necessary, and that separate
consecutive voucher numbers are assigned 1o
ments in the Cash Book. '

(h) It will be seen that the Aec uittance Rolls
completed in the anner pgescribe i g o

eatzaljd Pap gt “q

to any

quittances, |
monthly
the disburse-

e e TR T T e i s o

|
m{m. -y

\@ at Acquittance Rolls for exceptional payments e.g, under
rules 233 and 234, P and A Regulations, RP.N,, ordinarily
contained full reasons for the advances made vide para.-8 (i)
of the above mentioned. Instructions. )

(i) That the cash balances are certified by the C. O, as agreeing
with the book balances at the end of each month. Lo,

i Pay and Identity Books is being duly maintaine 7

(k). zﬁgglﬂ?ﬁf 25, "58 and 29 of the above mentioned Instructions.

(1) The cheque books are completed and properly kept and re-.
corded wvide para. 13 of the above mentioned Instructions.

B
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- . the purpose, i.e.,, the training of the ratings only. E

the Fine Fund is utilised only to promote the welfare of the labourers.
e .

I Y

These accounts will be examined to see that the amounts drawn
this account through the Cash and Lz=dger accounts are credited on t}
receipt side of these accounts and the funds are devoted exclusively to'

(1) maucanon -iraining srant. '5
1

he:
(iii) Gunnery Improvements Fund. . ‘ :
A check to the extent of 25% is exercisable under para. 18 IV (6)

of Military Audit Code but for the period of war this limit has beer®
reduced to 16-2|3%. Particular attention will, however, be paid to morg"
important and expensive stores vide (M. A. G. No. 7096|R, dated 26|2|40.%:

(iv) Boys Fund Account. ' j

In addition to the casting and looking for credits on account of "
amounts drawn through Cash Ledger account, these accounts will br..
inspectad to see that no amount is devoted to objects other than thor.
enumerated in para. 2, Appendix XVII, F.R.R. P. N. :

‘ (v) Medicél Comforts Expense Book. .

This book will be inspected to see that all receipts and issues are ir. 'L
order and being recorded regularly and the book is balanced according- §
ly; also that the Commanding Officer’s approval is given monthly. The }
check will be limited to 16-2{3% of the transactions (M. A. G’s Nc =
7096|R, dated 26|2[40). , .

(vi) Fine Fund Accounts.

It will be seen that necessary recoveries on account of fines inflictec.
on Docikyard workers of the R. P. N. as shown in the °‘Fine Register
have been madeand credited in the ‘Fine Fund’ Cash Book and thas




