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'GOvernment, and the same beadings sball, except as pro
vided in Rules 61 and 75, be·used in all accounts prepared 
or issued by a Municipality. 

BUDGET ESTIMATE. r 
[The regulations regarding the prepa,atton and sanetl'on 

of tile Budget Esttmate are contained In s!'c/t'ons 
7:1 to 76 of the Act). 

10. The estimate shall be prepared in English in ap
pended Form No. I by the Accountant of the Municipality. 
The receipts shall be estimated in detail, but the totals 
only 6)f the estimated expenditure shall be enterf"d 10 the 
body of the Budget Estimate against the several headings. 

The expenditure chargeable to loans ..,hall be di<;tin
guished from that chargeable to revenue, and the balance 
shall be subdivided thus:-

Opening balance of loan funds 
Appropriation of loan funds 

... 

Closing balance of loan funds ••• 

Opening balance of revenue fURds ••• 
AppropriatIOn from revenue 

Closing balance of revenue funds 

Rs. A. P. 

ParticU!lars regarding the appropriation of loan funds 
shall Le taken from the AppropriatioR Register Form 
XXII A, prescribed in Rule SIA. 

I I. The budget shall be accompanied bv a schedule in 
Form IA for each major head, in which shall be entered 
full detatls of the estimated expenditure under that head 
in the Budget Estimate. 
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FORM No. I(A). 

DBT.6.ILED ITEJUI Number Rate of. Monthly Annual 01' of monthly aggregate. lLltlount, RBIUUs. 
EXPEliDlTUKB. persona. pay. 

1 B a , G 6 

I 
Ro. 

I 
RB. 

I 
Ra. 

I 
12. In preparing the budget, what is expected to be 

paid during the year shall be provided for and not the 
liability likely to be incurred or to fall oue within the year. 
An existing liabilities, which cannot be liquidated before 
the CQmmencement of the year for which the budget is 
being prepared, must also be ascertained and provided 
for. 

13. In the form bf Budget Estimate and the quarterly 
and annual accounts to be prepared for publication, an 
sums received by the Municipal Commissioners are treated 
as forming one General MUnicipal Fund, but in appropri

ating the funds at their disposal, the Commi~sioners must 
conform to the special provisions of the Bengal Municipal 
Act, which direct that after the payment in each case of 
the proportionate share to be fixed by the Commissioners 
in meeling of the cost of collection and supervision and of 
the keeping and audit of accounts, the net receipts on 

account of the ,water and lighting rates, as also of fees 
for the cleansing of private privies and cess-pools, sho.lI 
be spent only on the purposes of Parts VII, VIII and IX 
of the Act, respectively; and, to give effect to these pro
visions of the law, a separate account showing the receipt, 
charges and balance on account of each of these rates, 

&c., shall be prepared in Form II, as given below:-



FORM n. 
SUbsIdiary Account of special rates ( Rate.) 

Month i Reeeipts .2~~;s, Pmpor. I B.HA~ C B. 

and I fr(l)n t.e . reco tlOlUlte .Tear. rare. n 'nes of ,h,11'(> of Total D'n>et eharg~, fint.~., antI ret. t>lp t s. charges. 
&.c. penlll hes. I 

I 2 3 I 4 1--5- "':"'- - 6-

-----
~ 

Propor tiOll':'l t(> 
sharp fl f C'OI"t I n t l:' l"Pst , 
of ('(l llt'c! lOn on caprtfJ Tota l 
and 'lipt 1 I Outlay. I ('har~. 

'Ib l t/n. I 

I 

_ 7 -r 8 1- 9 __ 10 

ltl! \tAI!1I:8. 

D.ob.t. ('n ',lit. 

-- -
11 12 

--------
I 

I I 

I 

I 
The credit balance of each of these accounts mu st be carned fOf" ard and not appropriated 

for genera! purposes, but if there is a continuous debit balan ce, it may be cleared by adding the 
deficit to the receipts as a contribution from the general fund . The direct receipts and charges \\'in 
be transcribed from the monthly accounts, but proportionate shares of cost of collection, and super. 
vision and of the keeping and audit of accounts will be estimated and entered in this account 
without disturbing the classification in the consolidated accounts of the Municipal Fun_d .. For 

example, if a propvrtionate share of the cost of colledion is to be charged against the water.rate, 

-
!!. 

-



it will be entered in column 7 of the ftatement, but the full cost of collectien muc:t continue to be
shown in Forms XI II and XVIII under the head" A 2 -Collettion of taxe!>," and not proponioncifely 
under that head and" C (-Water-supply." The Sdme rule applies to the proportionate distril:1\l... 

lion of the receipts to die credit of the subsidiary funds. 

CASH fER'S CASH-BOOK. 

14. The Cashier shall keep a cash-bock In Form III, 10 which he shall enter all sums received 
by him on account of the Municipality. 'l 

I Jlll«'elJa whom LCc.ount lJate. nffitl8 "ull. r~u't'd 

FORM III. 

CU8:>IFICA110 ' OF R ECEJrTS J' \~ 11",\ tOJ \I'\I\8'!'~ ARB 'ECE~SAR'\. 'fut&! I"" 
Tot&! of J'emltted I = each to tre& ... 

---1- - ---- 1'tA-IR. 8~r'" = 
I cbalan =: 

, -R--:-~-I - 1-0---1-1-1 -'-2-: - -1-3-1--1"-1 1Ii 
-, R8 ... p Rs. l. p. 1 Ro. t . P. Ro. A. P. Ro. A. P as A. P. Ro A. P I R., . A. P &s .... p.1 Ro. A. P. 

I !\ Uln Iopr "f II "rom I'" "hat 

I(an~ . _ ___ I 
.\ - I 

I 
-I 

t 3 6 

J I ! ~ ---- ----'-------_. ... 

-
~ 

""!!" 
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J 5. The fntrles- shall ve in full detail of nadles- a~ 

particulars, except in regard to collections, for whjch 

separate registers are prescribed, but as regards tax 

'tbllections made by sarkars, only the daily fl Total ar

('"ars" 'and" Total current" need be shown. The detailed , . 
beaJints for c1assific<!tion of the receipts should be ac-

'cor4in~ to the sources of income and the requirertlents 

of the 'Municipality. 1£ the number of receipts is too 

varied to admit of a separate column being provided for .. 
each head, ooe column may be allotted to miscellaneous 

r.eceipts, and these entries, with a description of the same, 

will be transierred to the Accountant's Cash-book, and be 

cIas:lified in the Abstract Register of Receipt~. 

16. When a remittanc-e is to be made to the treasury, 

1\ line shall be drawn acros!> the Regi~ter, and the variolJ'\ 

money columns shall be totalled. The addition of the 

entries III the column" Total of each item " will give the 

total of the remittallce, and the subsidIary cash columns 

"lll show the totals of the various heads of revenue. If 

any money is received after the remittance for the day has 

bc:en made to the treasury, it shall be entered below the 

total thus struck, but the date in column I l>hall be the 

actual date of receipt and not of remittance. 

17. As an alternatIve procedure the Cashier's C~sh

book may be kept in Form m eA), and the detail~ of the 

classification to be show~ in the payment side worked out 

in a separate abstract. 



10rum 
Date. I m .. ,oel 

M1, 

RECEIPTS. 

I From .. hom 

-- -~.oo 
8 

---!----

FORM Jll(A) 

Amoun~·1 On what 
account. Total. 

I 

• 5 
I--
I 6 

I --_._. 

PAT!IlJlIITS. 
.. 

I 
Number I Amount. 

Date. of Detmla of 
chaian. Lhalan 

of l'ILCh Total. 

I 
head. 

I 
. ----

I 7 8 9 10 11 

1-

I 
- - - -

JS. Any revenue paid direct into the treasury, either by servants of the Municipality who ate 
authorised to collect or by other persons, will not be entered by the Cashier in his Cash-book, as 
he need keep a record only of the money which passes through his hands. Each servant who 
collects miscellaneous sources of income and remits money to the treasury shall keep a cash account 
in such detail as is necessary j but if the collections he makes of are recorded consecutively in onf! 
of the prescribed registers, and he can prepare his chalan direct from the register, no further account 
is required. For example, if a clerk is appointed to collect the horse and carriage tax, aDd remit. 
his collections direct to the treasury instead of through the Cashier I he can prepare: bis chalilD 110m 
Form XXIII without keeping a separate cash account. 

,... 

i 
'-
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19. The Vice-Chairman or Secretary shan,' once at 
Jeast iJ) every week, exam~ne the Cashier's Cash-book, 
together with the Pass-book so as tQ satisfy himself that 
aU money received bas really been remitted to the trealtUry 
without delay, and that the Cashier does not retain in hand 
sums of money in excess of the security which he may have 
given, and that he always remits to the treasury the wh~le 
and not part of the day's receipt., ; and he shall initial the 
Cash-book in token of having made this examination. He 
shall further once at least in every fortnight t'xamir e the 
Cashier's or the Accountant's Cash-book with all the subsi. 
diary forms (other than rate-bill fl.lrms) and registers in which 
receipts are given or collections recorded) with the view 
(If testing whether all sums received are actually brought 
to account. 

TANSACTIONS WITH TREASURY. 

20. All sums received on account of the Municipal 
Fund shall he paid into a treasury. 

21. All moneys received on account of the Municipality 
shall he remitted intact to the treasury as often as can be 
conveniently m.lllaged, and shall on no account be appro
priated towards expenditure. 

22. All mone.v~ paid into the treasury to the credit of 
the 'Municipal Fund whether by servants of the Municipality 
or others, shall be accompanied by a chalan in the appen
ded 'Porm No IV. 

If the remittances to the treasury are all made through 
the Cashier, the- chalan !>hall be in duplicate) and the forms 
sh~ll be bound in books. The !>e-cond part shall be re
moved from the book and retamed by the trea!>ury office, 
and the original or counter foil shall be receipted by the 
treasury officials and brought back to the Municipal office 
hy the servant sent with the remittance. 
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When rClDitta.nc~1 are made by mOl'e than one omcer 
or by a person not in the erupl'by of the Commissioners, 
the chalans shall be in triplicate. The first part shall be 
retained by the treasury office, the second part shall be 
sent to the office of the Munkipality whenever the Pass
book is returned (Rule 24), and the third' part shall be 
delivered to the person paying in the money. 

23. The details of each remittance classified according 
to the different heads of revenue will appear in the 

Cashier's Ca~h-book, Form m or Form m(A), payment 
side. The chalans for remitt1inces by the Cashier shall 
therefore record onlv the name of the Municipality on 
account of which the money is sent to the trf"asury, and 
details of the notes and coins of which the remittance is , 
composed. 

24 With thf" remittances shall be sent the Pass-book 
of Municipality Upon receIpt of the money by the 
treasury, both sides of the Pas,,-book shall be written up 
to date by the Trf'asury Accountant, the entries shall be 
initialled by the treasl1ry officer, and the book returned at 
once to the Municipal office. [See Rule 58.) 

25. The Pass·book will be supplied gratis by the trea
sury. It is not a Municipal account book, but is simply a 
copy of the account kept in the treasury of the money 
paid in and taken out by the Municipality, and must there
fore always be written up only by the Treasut'y Estab
lishment, by whom the original account is kept 

26 No entries or marks shall, under any circums
tances, be made in the Pass-book by anyone connected 
with or working. in the MunicIpal office. At the close of 
each month the balance in the Pass-book shall be struck, 
the amount written!in words, and signed by the treasury 

officer. 



PAyMENT t)ROt!:RS ANIi pAv"I!:NT OF CLAIMS. 

27 Claims against a Municipality shall ordinarily be 
discharged by cheques drawn upon the Municipal banker • 

.!a8. The Commissioners may authorise the advance to 
the Vice-ChairmanJ Secretary, Accountant, or Cashier of 
the Municipality of a specified sum of money as an imprest 
to m«"et petty expenditure. Similar advances may also be 
made to schools, dispensaries or other Municipal institu_ 
tions. Provided that without the sanction of the Comis
sioner of the Division, the amollnl of anyone advance 
shall not exceed Rs. 100. 

Payments exceeding Rs. 20 shall not ordinarily be made 
from the imprest. 

29. The impre!>t shall be recouped as often as is neces
sary in the manner prescribed in Rules 4 I to 43 below. 

30. EVE"ry bill or other claim for payment shall be 
presented in the tirst instance to the Accountant, who 
shall check and examine it, and, if it be found correct and 
ID order, initial it in token of correctness and submIt it 
for orders to the Chairman or Vice·Chairman. If pay
ment of the bill so presented is to be made, a payment 
order shall be endor!led on the document, that is to say, 
on the bill presented by the person who prefers the 
claim. The payment order shall, except as otherwise 
provided in rule 73, run as follows :-" Pay (Rs. ) 
Rs. only," the amount being written in w(\rds 
as well as in figures, and the order shall be signed by the 
Chairman or Vice-Chairman, if the amount to be paid does 
not exceed Rs. 500. If both the Chairman and Vice
Chairman be absent, or be unable to sign, no order for 
payment shall be made on the bill. Orders for the pay
ment of a sum of money in excess of Rs. 500 shall be 
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l.iigned both by the Chairmap and Vice-Chairman, GI' by 
the Chairman or Vice-Ch~ir~an and another Cammis
sioner. 

31. If the bill is to be paid out of the imprest, the 
Vice-ChaIrman shall before signing the payment order, 
see the bIll stamped with the words CI Pdid in cash II in 
conspicuous type, and shall then make it over to the 
Accountant or Cashier for payment. If the bill is to be 
paid by cheque, it 1'hall be made over to the Accountant 

or Cashier, and shall be stamped II Paid by cheque No. 
" in conspicuous type. In the latter case 

the amount shall be entered, as soon as the cheque is 
signed, in the appropriate column of the Cash-book of the 
Municipality (Form No. Xl). 

32. Every payment made either in cash or by cheque 
shall be covered by a receipt, stamped, if necessary, signed 
by the person to whom the money is due, and to whom 
it has actually been paid. A receIpt signed by another 
person or by a Municipal employee is invahd. 

33. All claims which are preferred and accepted should 
be paid at the earliest possible date. If a bill is pre_eat. 
ed and payment is not made within a mouth of its pn-
5eIltation, or If the claim is contested, it sh~lI be ~pt~rc>d 

in a register in Form Vas given below:-
FO~M V. 
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This register and the R~ister o( Worh (tcule I2QJ are 
required for ascertaining the. unpaid demands for which 
provision has to be made in the next year's budget (see 
Rule I z), and at the close olf the year the unpaid amounts 
shan be shown in the column "Balance" and be carried 
forward to the Regi<;ter of the next year. To enSure a 
complete record of the liabilities in cases where bills may 
not have been prt-sented, all orders (or :.upplies or works 
other than those for which formal agreements have been 
-taken, and particulars of which are entered in the Register 

of Works (see Rules III and 120), shall be entered in an 
order lJook in Form VI. 

FORM VI. 

Order Book. 

~ g No. 

t 

No. 

MURIClpahlyof MUnIopa1ity of 

To Q To 

(Pa.r~iCIl18"" of orru.·rsforsllppl"", "r c~ (PartJclllara of ot-ru..rsforBuppbesor 
execution of wOlk •• j R executIOn of "Ot-Ks.) 

.Dated tke 
Voc(J·C1UJ.rman. 

Order complet~d on t< 

BIll Received on ~ 
It •. A. P. ~ 

~ Amount of bill 

Payment made on voucher No_ dated 

R 
~-; 

lWance carried to ~I.ter 01 unJllt.ld ~; 
b11la. /, 

>.. Dated th" 



a 

34. The sdlary bill of the Municipal Establi~hment shall be drawn in Form No. VII. 
FORM No. VII. 

_---_________ MUNICIPALlTY. 

Dlpartment Salary Btll lor the month 0/--------------
The Municipal Commlsstoners of Dr. 

Names. Poet. Pay. 

! s 

Ro. A.I p. B.s. 

Total 

FID.,.. 

4 

Other 
Income-tax. I deductions, 

dany. 

5 6 

Net 
amount 
payable. 

7 

A. I P. i Rs. \ A. P.\Ita. \ A.I p.1 Ro· I A. I p. 

"'1-1-'-1-1-1-1-1- -I-~I-I-I-l--
------~----~---~--~ 

SignatIll9 01 
paJ'ee. 

8 

.. Certified that al\ salaries drawn on former bills, with the exception of those detailed below 
(whereof the total has been refunded by deduction from this bill), have been disbursed to the proper 
persons, and that their receipts have been taken and filed in the office, with receipt stamps duly 
defaced, for every payment in excess .)f Rs. 20. II 

" Certified that all service books have been fully written up to date. 
D.le Y ice-Cluzirtlla •• 

(N..B.-Bmp1"Yk _hie to write should mate tbftr mark and ehould be,.;d ill the ~ of the VI~ or b,1OJ11e ~wotleer.) 

4"'" 

M -;t' 
-
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35. If a Provident Fund has been opened, the headings 
of the establishment bill may conveniently be in the 
following or some similar form; but the <..ertliicates pres

cribed in the preceding rule shall not be changed -

---- -- - --:1,.1 

'§~-g .; 
""oeS 
:§~ 

Name c:=;.s 
ofappomt a ~ ~?: 

ment. C :"§3 

~ i I~~~ 
2 q ,.." I 5 

1'1t0\ IDE~ r FUND 

---- (--

IH I II I I fl 
I II 

I I I I 
NOT] lhl total ()f Ol( hill \, iiI 1)( tht-> )01Ut tota,] of {oiumn'i 4 llnd 11 Tl'.i' 

ftJIIOllut«((ohwIllH (mtllllllllllt p \lIhl) ,,,dlh{ t!l"Ihll1t.,tdllltlll 'Inllj(lpnlotH~ 
Tllt tol.nll f au- ]'10\ ItIt III IIlHH ",J \\ II llJ I lrwm 12" dl lu H Wlnt d til thl SUVln,!", 
nOUh In IIlht:>qUt tilll\\n III fa\0111 (I tlH })O!:ttBU\.8ter Iud thl 1lllOnlt'tax Nlio1l.11ll 
tolmnll7 \\,11 ht paul bv dltqllo to \II( l llildOl of thl IIl,tIltt 

36. Every Mun1clpill employe shall give a receipt in 
the appropriate column of the form for the sum paid to 
him, and shall, in the c,,"se of sums exceedIng R!>. 20, affix 
a receipt stamp before "Ignmg. The cost of such receipt 

stamp mu~t be bornp by the person who receives the 
money, and not by the Munic.ipahty. 

\ 

37. One bill, whether Eor establishment or other 
charges, shall ordlOarily only contain detaIls of charges to 
be taken against one of the budget heads If in any case 
a bill be presented which contains charges against more 
than one head, th!' Accountant shall enface in red ink on 
the bIll ltseH, above the payment order, the detaIls of the 
apportionment of the charges. These details shall be also 
shown In the Cash-book (Form No. XI) in the column 
" Head of account 10 Abstract Register". 

18 All bills and vouchers that have been paid shall be 
numbered consecwtively for the year 10 order of paJ ment 



shall bestarnped (I paid II or "cancelled," and shan be 
pasted in a guard-book. 

Sub-vouchers for pa.yments made out ot the office imp
rest shall be filed separately, and shall be attached to the 
voucher for recoupment, a meniOrandum refc::rring to this 
voucher being placed in the guard-book. 

IMPREST ACCOUNT. 

39. Whenever the Municipal Commissioners shall 
decide that an imprest is to be granted to the Vice-Chair
man, Secretary, or other officer for the payment of petty 
charges, the following procedure shall be adopted :-

On first receiving or taking charge of the permanent 
advance, the holders shall sign and file an acknowledg~ 

ment in these terms :-" ( acknowledge to have in my pos
seision a permanent advance of Rupees (Rs. 

), which sum is due from me to the Muni
cipality. and I am personally liccountable for the amount." 

A similar acknowledgment shall also be given by the 
holder 011 the first working day of each year. 

The permanent advance, when first drawn, shall be 
charged in the Cash-hook to the head" AdvClnces," and 
shall he debited to the holder's account in the Advancp. 

Ledger. 

There will be no further entries in tht" ledger account 
until the advance is finally repaid. If the amount ori

ginally fixed for the permanent advance is subsequently 
increased or decreased by the Municipal Commissioners, 
the original advance shall be repaid and a fresh adv.ance 
drawn. 

40. Till! Chairman or other holder shall make pay
ments from his permanent advance from time to time as 

may be required, and for each payment he shall obtain aftd 



bold a bill receipted by the payee, or, in tbe case or petty office expense, a written detalted slate
ment of the sums spent. 

These bills or statements shall be numbered consecutively, enfaced or stamped "Paid in cash, " 
and entered in the expenditure columns of the permanent advance account (Form VIII), the classl. 
fication of the charges being carefully entered in the columns provided for the purpose. 

FORM VIII. 
Permanent Advallre Account. 

BXPENDITURE. RBCOlJPlIlIK'P oP TaB PlIJIXA,o 
l<BKr ADV.LKCB. 

i .6 CL.l88IYICATIOl< OP BA.CH SUB-VOUCHBB 8HOWING BRAD OB Voucher Amount. iil BB.A.D8 TO BB DIIBIrBD AND A.1I0UKTS. No. 
"Of m&enption of en! IDltiUal 

DAn. J-5 charge. ..,,j 

-II --;--. 7~~~~-
ad_ 

g~ holda-. 
ai 
:s> ~~ ~ -

1 I S 4 13 14 11 

I B.s. I I I I I I I I Ba. 

I I 
~-- ---~-- ---- -~- .. ~ --- .-

"I. The permanent advance may be recouped whenever necessary, and it must always be rd
couped on the last working day of the month. 

,... 
5: 
..., 
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·1« plGCed .... e of ~o .. pmeot is as follo~ 
The Chairman or other Officer holding the advance 

shall corn parI'! the sub-vouchers with the entries in the per. 
mane.t advance account; he shall deface them by itamping 
them 1/ cancelled," 80 that they cannot be used again. 
He shall total and initial the column "Amount of 
sub. voucher" in the permanent advance account, and also 
the amounts in the classification columns, the cross total 
of which should agree with the total of the column 
1/ Amount of sub-voucher," and shall rule a red ink line 
across the page. 

42. The voucher for recoupmf"nt shall then be drawn 
out in Form No IX, and it shall be enfclced with the usual 
payment order in the form prescribed in Rule 30. The 
Chatrman shall draw out a cheque In his own favour for 
the amoun,t, and initial the entries in the recoupment 

• columns. 

FORM No. IX. 

Voucncr oj Recoupment of Cha,rman's Pe,manent 
Advance Acc(lunt. 

No. of voucher 

Dated 

Number of sub-vouchei'S covered by this recoupment 
Being expenditure incurred from to 

Amount of this recoupment voucher 

Received contents and certified that I have compared 
the entries in the permanent advance account with the 
sub-vouchers, and have cancelled the latter. so that they 

ca.nnot be used again. 
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Classification of the charges tttverttllJy tIm vouche,. 

H1U.D8 011 AcCOUJI&,. I A.lIlouat. 

I I 

Total 

43. The recoupment shall always be in full of expen
diture from the la!>t re!..oupment to date, 50 that the 
balance in hand after recQul'ment will always be the full 
amount oC the advance. 

44. The serial number of the sub-vouchers shall 
always recommence with No. I after edeh recoupment. 

CHE!.lUES. 

45. Cheques drawn on a treasury shall be in Form 
N". X annexed. Cheque.books, containing 100 cheques 
each, will be provided by the officer in charge of the 
treasury Each book should bear a number whIch should 
be repeated upon each cheque contamed III It, together 
with the consecutive number of the cheque form, and the 
drawing officer should notify to the tredsury upon which 
he draws the number of the cheque.book which he from 
time to time bnngs mto use. OutSIde the book there 
should be instructions to keep It under lock and key in the 
personal custody of the drawing officer, who, when relieved 
should take a receipt for the correct nlimber of cheques 
made over to the rehevmg officer, a specimen of whose 
signature should at the same time be forwarded to tbe 
treasury concerned. 

46. On receipt of a cheque-book from the treasury J 

the officer to whom the duty of signing cheques is allotted, 
shall count the cheques, and shall I;,ecord on the back Elf 
.the cheque.book that "This cheque. book contams 
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forms." The cheque-book shaU remain in the custody of 
the officer who usually signs the cheques. 

47. The cheque-bonk in use may be made over to 
the Accountant or Cashier whent.vPr required, but it shall 
be returned before the office is closed for the day. The 
officer in whose custody it is to remain shall satisfy 
himself periodically that all unused cheques are in the book, 
and that none have been surreptitiously extracted. 

48. No cheques shall ordinarily be signed unless 
required for immediate delivery to the person to whom 
the money is to be paid. The practl€t: of retaining signed 
dleques in the office should not be permitted, except 
under very exceptional circumstances, which should be 

recorded. 

49. Every cheque shal1 be drawn in English in 
favour of the person to whom the money is actually to be 
paid, and no cheque shall be drawn In favour of one 
person for payment to a third party The sole exceptions 
permitted to this rule are III the case of a cheque iSl>ued
(0) for a sum of money distributable as payor wages 
among a number of MUniCipal employes, and Co) for 11 

sum of money due to a person residing outside the district 
in which the treasury is situated with which the Munici
pality banks. In ~uch cases the cheque shall be drawn in 
favour of the C!'alrman, Vice-Chairman, or Secretary, who 
will in case (a) endorse the cheque to a named individual 
by whom thp actual distribution is to be carried out, and in 
case Co) cash the cheque himself and forward the !lum by 
half notes and stamps in registered covers, or hy money

orders to the payee. 

~o The amount of every cheque drawn shall be 

written in words as well as in figures, both on the cheque 
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itte1f Ind on tbe counterfoitJ and the countetfoit shafl be 
initialled by the person who signs the cheque. 

S!. All cheques drawn for a sum, whether exceE:ding 
Rs. 20 or not, shill! bear a stamp o( the value of one anna, 
and this receipt stamp shall be affixed before the cheque 
is signed. The cost of the stamp is payable by the muni. 
cipality which issues the cheque and not by the person in 
whose favour the cheque is drawn. 

Vide NotifIcation No 101 T.-M •• d&ted2oth Tune 1900. 

52. Cheques shall be .. igned either by the Chairman 
or Vice.Chairman. They may also be sIgned bv the 
Secretary if the Municipal Commissioners so dIrect; but in 
that case a copy of the resolution empowering the 
Secretary to sign cheques shall be sent to the Accou'lt
ant General, Bengal, and also to the treasury where 
the account is kept 

52A.-The Commi .. sioner of the Division may, in the 
case of any Municipality where, owing to his orders on a 
budget having on a previous occasion been disregarded, 
he considers it necessary, issue an order directing lhllt 
such Municipality shall not present to the treasury any 
cheque for payment (of establishment or any other 
specified charges) WIthout previously obtaining the coun
tersignature thereon of the Magistrate or the Subdlvi .. ional 
Officer (according as the cheque is presented to a district 
or to a subdivisional treasury); and in such a case the 
treasury officer shall not make payment unless the cheque 
is so countersigned. A copy of any such order passed by 
the Commissioner shall be sent by him to the Accountant
General, Bengal, and through the Magistrate to the trea
sury officer. 

VoM Nottllcatlon No. S.~M •• dated 8th lI'ebl'llt.rY 1898. 

53. If a Municipality, situated in a subdivision and 
banking at a sub.trea~ury, requires money to be paid at the 
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district treasury, a cheque may be drawn for the amount 
upon the sub treasury, with a request that an order may be 
issued for the payment of the amount from the district 
treasury, or vice Vl:rsa. 

CANCELLATION OF CHEQUES. 

54. When a signed cheque is cancelled, it !.h.t11 be 
enfaced or stamped "cancelled" by the ChaIrman, and 
shall be de~troyed by the Government auditor a .. 'loon as 
the accounts for the month in which the cheque was drawn 
have been audIted. 

The fact of cancellation shall be noted in red ink 
under the initials of the drawer of the cheque upon the 
counterfoil, and al<;o acro<;s the pass;ng ordt'r which ha!o 
been enfaced upon the voucher. 

CORRECTION OF THE CASH BOOK AND ABSTRACT 

REGISTER WHEN CHEQUES ARF CANCELLED. 

55. If the cht'que is cancelled before the ca'lh trans· 
actions of the month in which it was issued have bee'n 
totalled, the entry in the cash bnok and al!>o in the Ab<;tract 
Register shall be struck out in red ink under the initials 
of the Chairman or Vice-Chairman. 

IF, however, the Abstract Register has been totalled, 
the dmount of the cheque bhall be credited in the Cash· 
bO(l)k as a miscellaneous receipt, and if the correction is 
made in the year in which the cheque wac; is'lued, "deduct 
entries" shaII also be made 10 the Adju<;tment Register 
under that head and the head of expendIture to which it 
was originally charged. 

56. Cheques are current for thrc>e months only. 
After the t'xpiration of that period. payment will be 
refu!oed at the treasury, and the per'lon in whose favour 
the cheque was drawn will therefore have to bring It back 
to be re-dated. No fre&h cheque should be issued. the 

1/ 



Jap,ed ch~que&baU simply be re.dated and the alterat,io'n 
initiaUc:d by the Chairman or official whose duty i~ 'would 
be to sign the cheque. A note of the fact of re.dating 
shall be entered in the Cash.book against the original 

t.ransaction and upon the counterfoil of the cheque itself. 

The alteration will in no way affect the accounts, :and no 
r.rther entries shall be made. 

CASH-aOOK. 

57. The Cash-book of the Municipality shall be kept 
in English in Form No. XI by the Municipal Accountant. 
It shall be a substantially bound volume containing a 
sufficient number of pages to cOlltain at least one year's 
transactions. It shall be care fully paged before being 

brought into use . 
FORM No. XI. 

DR. 

Dux 
0., RJol CIiU'T • 

• 1'hill coluDI n h. lULt."ud t:'d t l ) ~h()w ~ny n~("('·~~lI.ry partit·ula}.,. other than 
.. h t.·ad 'Ir 'U.·(~OH nt " . 

CR. 

Sll. As soon as the Pass.huok is received back froTt\J 
the trea!\ury (see Rule 24) the Account3nt shall compare 
and verify the entries in the pass-hook with the duplicate 
chalans and with the Cashier's Cash-b~ok to ensure that 
all remittances have been duly brought to account in the 
treasury, and the Accountant will then write up tae rec~ipt 
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side or his Cash-book (Form No. XI) (rom the ch'Ollans aad 
tbie CO'lhler's Cash-book. 

In writing up his Cash-book the Accountant shall 
transcribe the totals only undl:!r the various account head. 
ings in the Ca~hit:r'" Cash-book into his Cash-book, but at 
the same time he shall prove the compilation of the 
account and test the accuracy of the amount and the 
clas~lfication of the items forming the totals by referring 
to all the forms and registers in \\hith n:ceipts are given 
or collections recorded. All miscellaneous receipt and 
license-book counterfoils l>hall thus be checked daily by 
the Accountant, but the collectIon!! of Munidpal taxes 
should be compared only with the sarkar's collection 
registers, after they have been duly receipted by the tax
daroga and without scrutJJ1ising the counterfoils of the bills. 

59. The pa) ment ~ide of the Ca!>h-book shall be 
posted from the details of the vouchers and the cheques 
drawn. The amount of each cheque shall be entered as 
50011 as the cheque is signed (see Rule 4~)' 

60. The Cash-book shall be balanced at the close of 
every month, and !>igned by tht" Chalrmdn, Vice-Chairman 
or Secretary in token of tht' correctness of every entry 
made therein. The balance brought out shdll be stated 
both in words and figures, and shall be agreed with the ba· 
lance shown in the Pass-book of the Municipality, thus;-

Balance as per Cash book 
Add cheques drawn, but not yet ca"hed

R'I. A. P. 
No. 
No. 

Balance as per Pa~s.book 

Rs. A. P. 

Non:.-When a cheque has \lOOn ~811(pllpd (>1" nul, ~5). ,t Wlll. of coa_. not !.Nt 
ent<l1'Pd In ~e b.t ,,1 ch IjUt .. dlU .. II hut 1I0t Lllsh.od. 
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ABST~ct t{EG1STER. OF RECEIPT AND EXPENDlTlJ.RE • . 
, 61. ' AU' tbe entries on the rereipt side of the J:ash-

\ 
book (Form No. XI) shall be posted by the AccoQlltant, 
(me by one, direct from the Cash ·book into the Abstract 
Register of Receipts (Form No. XII), and all the entries 
on the payment side of the Cash-book sha II be similarly 
posted into the Abstract Register of Expenditure (Form 
No, XIII). 

When transactions under any head are very numerous 
it will be best to open two or more columns with the same 
heading, and headings uRder which there can nl) transac
tions may be omitted. This will save space in the Re
gister. 

Cuh tranlll<'honl 

Total cae" trnlJ!lIIt I JOns 

d ( Add 
A luatment ( D"d'H" 

l\et !{llal 

Cash Irwutlchon. 

Tol.! C&IIh lra.nsnct4ona 

A'll\l.hll~llt ( Add ... 
l. Dl·tlll~t . • 

Net tutul 

FORM XII. 
----- -~~~-====== 

Jil'AlJ8 oJl ItELhll'T A81N 
13udgt' t l'orm. 

- - ----------

\- ---- -- -- --

1 _____ -

\ I 

-
~ 

-~----

FORM XIII. 

--- ----~-

-- - - - - -- -- --

(('toll tot&1 
carried over to 
uut pace.) 

(CI'08I tote.l 
carnoo over "' 
next !H'«8.) 

--------- - ------~~----~~--~------
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6~. The Abstract Registels shall be kept in E\tglish, 
and shall be posted as often as may be conven~nt,.t-but ill'!: 
no cage ldter than tf'n days after the close of the month to 
which the account relates. 

63 The cash transactions in the Abstract Registers 
shall be totalled every month, and the grand totals of the 
different heads of receipts and expenditure must neces
sarily be equal to, and shall be compared by the VIce
Chairman or Secret"ry, with the totals of receipts and 
payments in the Cash-book (Form No. XI) He shall 
initial the Abstract Registers in token of having made 
this comparison. 

The adjustments represent the totals appearing in the 
Register of Adjustments described below. 

ADJUSTMENT. 

6~. For the record of transactions other than car-h, 
a register of adjustments shall be opened in (Form 
No. XIV). 

FORM XIV. 

Non.-AB an t.d,uatment lonnot afleet thp balancp of the account. the !let I.otala 
of the recelpt bead8 and the payment beudl W\I.t al_,. acree. 
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65. Tne cbilf a"djustmepts are·-
(I) Rectification of errors in classification. , 
(.2) the adju'ltment of a bill again'it an advlnce. 
(3) The charge to a head of expenditure h; 

credit to depo-ats of a sum due on a con
tractor's bill which sum is retained as 8. 

security deposit. 
(4) Adjustments due to refunds income or re

coveries of expenditure. 

These transactions shall be entered, item by item, in 
the Register of Adjustments, whence the totals pass into 
the Abstract Registers of ReceIpts and Expenditure; but 
before the postings are made in the Ab"tract Kegisters, 
the net total of the receipt heads shall be agreed with 
the net total of the payment heads. 

6($. The methods or entry in the Register of Adjust
ments are as follows:-

In case (I) the adjustment shall be made by entering 
the amouut in the space for" Add entries" the column for 
the head to which the amount is to be added, and again 
in red ink in thp space for" Deduct entries" In the column 
for the head from which the amount is to be deducted. 
Both entries will be mad~ on the receipt c;ide if the l\mount 
is to be transferred from one head of receipt to another, 
and both will be made on the expenditure side if the 
amount is to be transferred from one head of expenditure 
to another. 

In the case (2) the adju~tment shall be made by enter. 
ing the amount in the space for "Add entries" in the 
column of the expenditure side for the head to which 
charges on acconnt of the partkular expenditure incurred 
are to be taken, and on the receipt side in the space for 
,. Add ent.ries" under the head "Advances recovered." 
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n ~orresponolOg entry must,. of course, be m'ade OIl ~ 
receipt or credit side of the Advance Ledger,' Form No, 
XV, o~ the person by whom the expenditure was incurred, 
afld to whom the amount adJu!oted was originally advanced. 

In case (3) the adjustment shall be made by entering 
the amount on the expenditure side in the space for IC Add 
entries" in the column for the head to which the balance 
of the charges of the bill from which the deduction has 
been made has been tdken, and on the receipt side in the 
!opaces for" Add entries" under ., Deposits received." 

In case (.4-) an adju'ltment shall be made only when the 
income was originally received or the exp(>nditure incurred 
in the same year in which the refund or recovery is made. 
When income is refunded, the refund shall be charged to 
the major head or expenditure corresponding to the major 
head of receipt to which it wa'> originally credited, or, if 
there be no such head, to .. Miscellaneous.' The IImount 

shall then be deducted in the Adjustment Register from 
both the hecld of receipt to VI- hich it was originally credited 
and the head of expenditure to which the refund is 
charged. When expenditure is recovered, the amount 
shall be credited to the major head of receipt corre!'pond. 
jng to the major head of expenditure to which it was 
originally charged, or, if there be no such head, to " Mis
cellaneous." The- amount shall then be deducted in the 
Adjustment Regi ... ter from both tht> head of expenditure 
to whIch it was originally charged and the head of receipt 
to which the recovery IS credited. 

67· Adjuc;tmt'nts made l>y deduction in the Abstract 
Registers shall always be written in red ink. 

ADVANCES. 

68. All moneys advanced to contractor!.' or to the. 
Chairman, Vice-Chairman, Municipal Commissioners or 



other individuals under whole personal superintelld~nce a 
work is being executed, ali sums paid without nroper 
vouchers, the amount of the imprest, and any othh ad
vance ., that may be made shaIl, in the first instan~e, b'e 
charged to the head "Advances" and entered in the 
Advance Ledger (Form No. XV). A separate aocount 
shall be opened in this ledger for each person to whom an 
advance has been given, and this account 5ha11 be credited 
with the amount of any repayments that may be rrade. 

FoRM XV. 
Advance Ledger. 

DR. Name. CR, 
-- __ ___ . __ . _______ . __ --=-:~"7'===~=,.,_-== 

ADVA-NCB8 MADE. AIlVANCES RRCO\' IUntII OR AnJ UBTI<II. 

----~------- --~-- N111J1h~1' of 
-= c 0 lu'm in Pass. 
~ ';: !:I: hook if rt'. 

:i e ..... Tot.al. ~ ~ • .! eovereri in ellsh, .... Total. 
&. _ ~a ~ ~~ or nnmhm' of § i toi 0 i :-= 0 - vonchr~ r irS 

~ r:" "". ~ 1$] ac!l ll "t .. d by ~ 
~ ... '" ~!l work bill.. ~ 
-1--; S -.- -5-'7 --7---8--1--9- -10--il--\-- -1----1---\------
-- - .. - -.- , .. -.. ---'.,-.- .-, ~ , .. ,---,.-.--.---.. - ---... ~--,---~---

69 Advances for works to be carried out depart
ment<tlly should not be for the full san ctioned cost of the 
work, but should be restricted to the amount actually 
necessary to meet immediate payments; and, as this 
is exhausted, it can be recouped by submitting detailed 
bills for the expenditure incurred. 

70. In the case of advances made to contractors or 
others for the execution of works, the account shall be 
credited with the actual value of the work done upon receipt 
of detailed bills and proper vouchers for the expenditure 
incurred out of the advance , These adju~tments shall be 
carried through the Adjustment Kegister in the mann.er 
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prescribed in Rules 64 to 66. ~efore the order for Ad. 
justment is made, the bills and vouchers put forward in 
support of the expenditure shall be paso;ed by the Chair
man or Vice-Chairman, or both, in the ~ame manner as 
other bills are passed The passing order shall run 
thus :-" Passed for Rupees Adju'it by credit to 
advance account of , and debit to " 

71. The different accounts In the Advance ledger 
shall "be balanced quarterly and signed by tho Vice
Chairman or Secretary. The officer who sIgns the ac
counts shali at the same timt> sati<:fy himc;elf that steps 
are being taken to recover or adju~t advance., which have 
been out .. tanding for more than three months. At the 
close of every quarter a list in Form XV (A) shall bp. 
prepared of outstanding advances. 

PHP;I' of I 
AdVI1Ut.c 
h-dgt'r 

Namf'. 

f OInt XV (A). 

Amount 

- -,----------
1 2 

- - - ---
HI )lun kM UllUtl old out 

.,t:mdm~ ordt 1"N of ( tuurlllon 
'Hit} noh' of mn twtwu 

t.uJ~t'u 

" ----

__ ~ __________ J ... 
DI'PO"If'> 

All sums of money receIved by way of s("curity 
deposit from contractors or othc'r<;, and all bume; received 
which are not the properly of the MunICIpality, and have 
been placed with th~ Municipal authofltle~ for a tel14~orary 
purpose only, shall be credited to the head" Deposits 
received" in the Ab.,tract Rtgister of ReceIpts (Form 
No. XlI), and shall be entered on the credit .. ide of the 
Deposit Ledger (Form No XVI). As in the Advance 
Ledger, a s"parate ac<.Ount shall b(' opened for each 
depositor. and the accounts shall b(' bllanced quart erly 
and signed by th,:: Vice Chairman or Secretary. 
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fORM XVI. 

Depojic Ledger. 

Name CR. 

\ 
I".: ------i-'I~~~\'t~(!'~'~!"1 1 I r:'~~~~~~ 

• 
~ I!r,~ ~ Total. I ~ III u"h. 01 ::: Total I at <I~PO'I-~ ~ _ ... ~ n\11l\lWI' nf toO \ • lOl'8 f"lt>dlt 

~ ~ I § ~ ~ ~,:: \ ~1::II:::t ,~~nbl ~ \ It::';~~~~~. 

~ I 2 I" ~, : , r. I tl I: ~"~:'~ ~-; -1:-1 1l 

~----- 1 __ -- - I-__ L ----
Ilts 1 It, RH. Rs. Rs. 

I 
I 

I I I 
73 It sometimes happens that deductions (usually IJ 

per cent. of the total amount of the bil1,,) are made from 

the bills of contrdcton, a'o security for the due performance 

of work In the future. I II such cases the bil1~ shall be 

pas,ed by the Chairlllan or Vice-Chairman, or both, for 

the' full amount due on the bill, but ollly the net amount 

paid slull be enterc·d in the C\sh-book (Form No. XI). 

The amount deducted <IS ~ecunty shall be brought url0n 

.the Municipal accounts and into thl Ledger of Depoc;its 

(Form No XVI) through the medium of the Adjustment 

Register in the manner described lD Rules f)S and 66. 
Th!:' payment order shall run thus:-

Passed for Rupees Pay Rupees 

by chequl" ;lind adjust Rupees by debit to 

and cre-dit to deposit account of 

74. At the close of every quarter a li .. t of outstanding 
l!eposits shall be prepared in Form XVI (A). 
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FORM XVt (A). 

I 

I 
Rt'mark, upon old ouhtand 

Amount. mg Ol'dt iii of elliLltlnan, 
and now of H.llJ llctwn taken. 

I-----B----I--s-~ • --

Name of depositor 

-- --1-;8~-

QUARfERLY AND Ar--NlJAL ACCOUNT. 

75 At the c1o~e ot every month the tota!.. under the 
variolls hearh of account recorded 111 the Abstract Regis
ters (Forms !\os XII and XIII) ..,hall bp entered in EnglJ"h 
by the Accountant in the "eparate Regi<;ters (Forms Nos. 
XVII and XVIII) against the corresponding heads under 
the appropriate month. 

If it is desired to show the expendIture in greate r 
detail than according to the prescribed budget heads, 
additional detailed hf'ad.., may be inserted in the Re-gi~ter 
of Expendlturf', and the particulars of the charges to be 

posted under these hp ad:5 can be obtained from the Cash. 
book or vouchers 

These two Registers form the quarterly statement reo 
quired under sectIOn 71 of the Act, to be prepared im· 
medIately after the close of e..tLh quarter. 

FORM Xvii. 



F~aM XVIII. 

76. A~ ~oon ao; pos~iblc after the dose of the year, 
and not later than the 15th Apr:l foilowing, the totals of 
the rf'ceipts and expenditure of the year, as worked out 
in the la.,t colunln~ of the Registers (Forms Nos. XVII 
and XVIII) !o>haJl be posted in English by the Accountant 
int~ the annual account (Form No. XIX). 

MUNICIPAL FORM XIX. 

Annual account of tlze 
year endulg 

Mzmiclpallty for tI,e 

- -----.------ -----
RECTI1'TS. DlSDunSE:>I E~TS. 

-.!- - - -

2 ----------~1~\'" LHt:l~'" '" I"" },;.tIn ... tt.jAC ..... _I •• lit .. lAy Balan"" 1Il hnnd .. t tilt· dose 'CllLtrt It,!, 

of I .... t yea. I \ I I A ctnal. 
v_ ••.• /t \ - - - - - It!. A. P. R •. " y.\ pins or .... ~ 1«'. , A<t,,"1, 

l"""d. ""B.tlll1"IPI~ct" .. 1s. ~:~I"O' _~~"., 
:.:t r.~l"jnh ---I " - / I......'..'!'" I 

R •. A. p. RiI. A. ,. 

GR41<P - - - - - -1 CloSIng halanre -(- - - - -1- -
~ __ I _"'" __ .-.!...fl_'_R_AN_·D_Tl_'T_"_L_-,--_ 

N.B.-Th,· 0llt'nml' ""rt cl"'1"1< h"I"nc,'" of thIs 1l000l1nt nllut IIjCl'I'e wIth the 
0pt'1lI11K Rnd r1o.mf( t..hmw. ,.1 til" C""h book (l'OIW XI) lor th~ months 01 Apnl 
IUldMvch. 
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Memorandum of liaBilitIes and claims. 

Liabilitle!>-
Balance of loans. 
Less amoullt made over to sinking funds. 

Net balance of loans. 
Depo!>its. 

Claims-
Advances recoverable. 

Net amount of debt. 

M em01'andum of i,west1llcnts 
._--- --------

l>tSCJlptlon of St.'CUIItwS. l\ 01l1IJ1uJ umonnt"!. Purp""'" for ,,11I~h held. 

8 

77. A copy of tim. account !.hall be "cnt lIot later 
than the 30th April following to the Magi!.trate of the 
dlstriLl in "hich the Municipality i!> situated. 

78. To enable the Magl'>tratt. to make the prescribed 
comparison between the estimates and the actual ref'eipt~ 
and expenditure of the Municipality, the amounts by 
which the actual figures fall short of or exceed the estim
ated figures shall be shown in two separate columns 
provided for the purpo~e within the body of Form 
No. XIX. 

AUDIT. 

78A. The accounts of the Municipality shall be ex
amined and audited by tht Examiner of Local Accounts 
in Bengal as far as possible, not less often than once in 
twelve months. 

78B. In auditing the accounts, the Examiner shall see 
that they ha"e been kept and are presented in proper 

form; that the partil-ular items oC receipt and expenditure 
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are stated in sufficient detail: and that the paymenh are 
supported by adequate vouchers and authority. H:! shall 
examine whetht>r a\l sums received, or which ought to have 
been received, and brought il)to account, and also wheth er 
the expenditure is in all cases such as might lawfully be 
made. He shall also reduce such payments and charges 
as are exorbitant j and shall surcharge moneys not duly 
accounted for, or lost by negli~ence, upon the person who 
ought to account for the same, or whose negligence or 
improper concluct has caused the loss j and shall rli~allow 
and strike out such payments as are not authorised by law 
or competent authority. He shall also a~certain the total 
unpaid liabilities of the Municipality, and also whetl~r 
these can be met out of the Municipal fund when falling 
due. 

78C. The reports of such examination shall be 
forwar de d by the Accour.lant.Gent>ral, Bengal, to the 
Chairman of the Municipality, and copies to the Com
missioner of the Divi~ion, and the Magistrate of the 
District. The Chairman shall be bound to remedy any 
ddects or irregularities that may be pointed out by the 
Accountant-General or the Examiner, and within three 
months of the date of the receipt of the report he shall 
submit a statement giving particulars of the action taken 
thereon, to the Magistrate of the Di~tr;ct, who shall for
ward the same, with his remarks, to the Accountant
General through the Commissioner of the DiviSIOn . 

. 10 .. mended by NohflcatlOn No. 253:11 ., dat<,d 1711. Janu"" I\IO~. 

REGISTER OF SECURITY DEPOSITS OTHER THAN CASH. 

97. Security deposited ill cash shall be entered at 
once in the Cash-book of the Municipality and tbe Dt!po!>it 
Ledger, and paid into the treasury like revenue. All 
other (orms o( security, such a~ Government paper, bODJs 
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f or landed property, and the like, shall be recorded in a 
regl'itcr in Form No. XX. ' When the security is surren
dered, tht" deposilor shall give a receipt 111 tht" column 
provided for the purpose ;--

FORM No XX. 
Register of Secunty Deposits other tllar. Cash . .. 

RIlCRIPTS. ])1 91'08A 1 "4. 

~I;! I ~E~ -,Flt'~ ~ I~ ~; I 
:: ';:'0 :..cs _ E-:o _ Ii: ... c ;:j 

nat.. 0..: ~ 1: ~.;!: = ])11t<. 0 ..: I':;,: '" ! Ic.s,.!; E ItK'IURJ(1I" 

E.@ in ;-=1 5 !1! E~ I ~ E 2~ E I~! ~.! 
;:I1I'l ~ ~Zll.o c..... r'II'l I C";:::=1I .. 0 ~~~ .... 

___ ~ ~_ ~ ~ ____ ~ -1~_ ~_.-!~ rJl _:: ____ _ _ 

~~~ -3-~i:: -"- __ 7 __ -rl!~~~!'1 ~=~~_ 
GOVrmNMI'.NT 5/' CURll Y REG''>l ~R. 

80. All Governmellt !>ecuntl{,!> wlnc.h shall bt=come, 

by purchase or othenvl"e, th(' <;ole propt'rty of a M uni

clpallty, .. hall be accounted for in form No. XXI. They 

sh<tll not IJt written off tlll~ form unlc .. s dhpo~ed of 

ab:.olutely by sale or otherwl'i <> , e.g, Government s('curitit'5 

m e rt' ly m Ide over to the Accountant-lrt!!lt-ral for safe 
cu .. tody under the rule<; contatlH'd in Ch<ipter I I of ~he 

Civil .\cc. utlnt Cud ~ ... In" lI o t be IVritten off chi .. account. 

FOR:-.t i\o . XXI. 
Reg-/lter oj &ovd'llment Securi"er 

llEC'h1 ~T!!. 
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LOAN REGlS'l'ER. 

8,. The transactions in .-egard to any loan colttracted 
by a Municipality shall be recorded in Form No. XXU. 

FORM No, XXI!.-LoAN REGISTE«. 

Account of loan of Rs. 
per 

, ·,.ecei'l.,t!d from 

Cor"wl nONS OF LOA!II. 

, as 

To bear interest at per cent) to be pdid hali-
yearly on , and to be repaid (by half-yearly 

instalments of Rs. in addition to accruing interes t) 

or (within years) or (in equal instalments) or (by 
lIalr·y .... rly f R 'S' k' F d) -y~ .. I.,y payment!> 0 s. IOto a 10 Ing un • 

1'.UMENT, I P,,}mt'n t. ( _____________ lUlu tho 

SI"klllff I or Jllmclpal, or IIItcfL ... t 111'11.1, 
1t.eel>. pt, 

- ~~ - - - \ §~ \ 1--ij ~ I ~i ' RnA1U(S. 

nate, :: :; ~;; ~ .e :;~ :; ;;,:; :: ~;; ~ ~ .. "'" ~ 1- ... ~ - I":! 
o 0 ~... § ~ 5..c 0 .... ... 3" I w" 
S S §~ OJ 0: I iii" S gj .s g.3 -.: I -<" p;;; ~.... .".",.. <lI!" .... 

---.- -~- T;\ -~ -;;- -U'~71-SI-U- -wl-il, --.-t---:--::-\ fur . -;;;~. --~ir- -;;;r-! 
~ ---------

\Vhen a lOan IS rai!>ed in the open market und .. r the 

condition that a !>In\''ing fund i!> to be formt'u for it:. rt:

payment, the payments to the sluklllg fUlld, d!> they fall 

due, shall be made to the Commiltsioncr of the D!v/!>ioll 

and the Collector of the Distrilt, who shall holJ the f'lOds 

in trust for the redemption of the ptincipdl of the loan. 

On receipt of the money the trustees shall lodgl! it in the 

treasury for credit to a per"onal ledger account to be 

opened in their names, and as soon as a sufficient balance 

is available, they shall inve~t the same in' Government 

securities for retention in the custody of the Comptroller-



General under the rules in Chapter II of the Civil Account 
Codl" , When any loans or debentures fall due, the 
trustees sh.ill q:ahse the whole or a !>ufficlent portlOll of 
the securities held In their names, and apply the sale
proceed!> thereof, so far as they wIll extend, to satl!>fy 

&uch loans or debentures The lIltc::rcst accrulUg on the 
Illve::.tment::. sh ill be added to the balance of the tru"t 

account, until the sll1kll1g fund is complJetc. 
The transactIOns of the trust account l.hall be recorded 

ill a cash-bo:>k 111 Form No. I of the" Account Rules for 

the !{uldance of AdmllllsLrators of Tru"t Fund.,," Issued 
with Fmance Cm.ular No. 2, da~ed 23rd February 1886, 
whKh shall be kept by the trustees A!> soon as poso 
sll,le <irter the 31st March 111 each) ear, the trustee" ~hall 
forward to the Chairman of the MUlllclpal!ty an ab::.tract 
of the aCCf}unt 111 Form No. III of the 1 ru"t Fund Rules, 
and obtaIn from hlIn a written <1d.no\\ ledgment of the 
correctne~" of the ac(.Ount. The tru!>tels shall bnng to 
the notlle of Government any default 111 pa) ment to the 
sinking lund, IlllIlh I::. not IInmedl ttely renH.dted 

81A To watch the appropndtlOn of fund::. rabcd by 
loan to the purpo::.e!> for whll.h the loan hac; been tal'lll, .Ill 

AppropnatlOn Regl!>ter l.hall be kept III Form No XXlIA 

Form XXIIA-Approptzatzon RegISter of loan fUllih 

SanctIOned amount of loan 
Purpo!>es to whtch the loan IS to be applrul ..• 

Jtc U Iph u., "}llm,tI Ul 
tilt LOllll &t ~n""h I 

l"rlll \.\.jl 

\llOnnt .. 

J-A.[H n htlll UH _11("11 I 
111 th ItA. ~lI ... h j" 0) li."" 

"'1.'4. Illlt. J • 
l~ thill( 

"-mount H."( l' 
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The expenditure shall .b~ posted monthly from the 

Register of Works, and without the sanction of Govt!rR
ment previou~ly obtained, the balance shall not be appro

priate-d even temporarily to any object other than that for 

which the loan was raise-d . 

TAX UPON OCCUPIERS OF HOLDINGS OR RATE UPON 

THE ANNUAL VALUE OF HOLDINGS, LATRINE 

RATE, LIGHTING RATE AND WATER RATI·: . 
82. The procedure in connection with the above rate's 

will be found in Appendix A of these rules, which pro
vides for collection either from door to door, or at the 

Municipal office. 
One or other of th(,o;e systems !:>hail be adopted with 

such modifications as may be found nece<,o;ary, and as are 

approved by the Examiner of Local ACCllunt~. 

TAX ON CARRIAGES, AND ON HORSES AND 

OTHER ANIMALS. 

83. The register prt'<;cribed in section 139 of the Act 

for the C'xhibition of tht' amount of taxes re alised on ac
count of carriages and horses and other animals shall be 

maintained in Form No. xxm annexed. 
8+, As SCJn as a licen~e fee or tax has been paid. and 

n 1/ befote, the licen~e shall be prepared in Form No XXIV 
annexed; and wh t' n the necessary particulars have been 
posted in the Register (Form No. XXIII annexed), both 
Register and licell!>e 5.hall be placed before the Chairman, 
Vice.Chairman, Secretary or other licen~1I1g officer. who 

shall sign the license and initial the Regi~te r in the proper 
eolomn. 

NOTICE TO OWNERS OF CARRIAGE'S, AND OF HORSES 

AND Of HER ANIMAl.S (suggested). 
8S. Under section '33 of the Act, owners of carriages 

and hor"es, 'lnd other an:mal! liable to the tax are required 



to forward to the Commissioners statements in writing, cont:lining tlescriptions of the carriages 
and horses, and other animals for which they are bound to take out Iicensl"s. To facilitate this pro· 
cedure, a supply of printed ~tatements in Fcrm N o. XXV :lnnexed may be obtained and distrIbuted 
to the O"ners of vehicles which are taxable. These forms might with advantage be circulated by 
poc;t to the owners of the dlffert'nt carriages, horses, &c , for which taxes were paid durmg the 
preceding half-year. 

FEES ON THE REGISTRATION OF CARTS. 
86. Tin tickets shall be Issued to owners of carte; whIch have been registered. These tin 

ticket .. shall be of a different colour for each period 01 issue. Thf'v shall be of a ~ize sufficiently 
large tl) be eac;J\v di~tingUlshable, :lnd they shall bear con~ecutJve nunlbp's Licenses or receipts for 
the registr.ltton fee in (Form XXXVI) may be given 10 addItion to the tin tickets, if this iii found to 
be desirable. 

As sooo ac; the registratIOn fee and the price of the tin ticket have been paid by the owner of 
the cart, the necec;sary particulars shall oe entered in a regIster in Form No. XXVI, and the ticket 
.. hall be affixed to the cart by a !\1uOlcipal servant 

FORM XX\,I 

O"'~ER OF CARTS I I I I CO" of C"'RHn ro 
"nm t ~l/Alre~ I CAl'lflFR H C"so Rf"nlnrk-c "lT1rl 

1) ,t, \f I 'mll I I)('r of .... f'1 J tl 10f ' '\rt~ BOOK nf Ip (If propCII 
l't"loCh Ilt't of (n1~ 1 nlllhtl R"ltt' per f'f\ ... t of TrHn~f(>r H,du Total t1nmttv ftt"'t 

h Ittun I r, It'''' 1'\ ~I" I of I n (-art tl( kt t ft. (" ~(tllm mH'" ,*,ct!tJl 

I
t1"\d'nl ".ll1l1. I Ht,dt-ll(t tCltrl lrkt;>h ! 1 IJ ·r;nftre I-Hofttu·\<t I \(t \m( unt Da tf' 

I , 
--1- ----·-I ---I---I--~-- --J-- --, - ---; - -1'<-- --l-~ -,-];-;-- ---,-,-- - Jl-j3- -J;-------1----- -I -r--I- I 1--- -,- ------

R, • p R, , Ip Rs , p Rs .. p R. A Ip R. , p 
; 1 1 1 1 I I I 

...... 
;-
>( 

< 

'-' 
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87 A stock.book of the tin tickets rect>ived from the 
makers and issued under sections 142·147 of the Act shall 
be kept in Form No. XXVII. The VIce-Chairman or 
Secretary shall, at such intenais a~ shall seem advisablf', 
compare the balance of the tin tick~ts as brElu~ht out in 
the stock-book with the balance of uni:.sued tickets ac
tually in the office, and shdl1lnitial the Regl!>ter in token 
of comparison. 

A simIlar form should be used for carriage and palan. 
quin tickets. 

FORM XXVII. 

Stock ACGount of Cart Regtstry Tickets. 

=--'=-=-- ~~F( Y!PTJ --'"-=----== I ==-~~::I' -=---

-- --- ---I~ ;:llttltllLh of I ~ 1 Nttn~I-------
t 

--e I \ l( ~ I'" ''''''11\ d Baln.nee 
l\.' Ull Nuw <t::: t-hllllUlTl Toutl "0 dmwKtla IHI1UlIJi 

l)a,te, hm m htl It" &: 0 1 ... mouth :l"t 1I RI"'"'fARKS 
htl))ll ltol vPd. ::1:': I ~l C~( taT'v I ~ 'It~l I ~K 

o 0 I (". II Kl"l1t 1" I 

- ----~-~!-------~ ~ __ I _____ ,--
1 I ~ .; I I 'i \ I 7 I ~ I 't I j(I 

-- --- --- - - - - -- -- -

HACKNE. Y CARRIAGE LICENSE REGIS1 RH.. 

HACKNEY CARRIAGE DRIVLR'S RI!.GI:'TER. 

PALANQUIN LICENSE REGISTH .. 

PALANQUIN BEARER'S L[n.N~E REGISTCR. 

88. Fees on accl)unt of the above .. hall be rerOl ded 
in Registers Nos. XXVIII, XXIX, XXX dud XXXI, res
pectively. The rules regarding the custody, issue, and 
record of cart registration tickets shall apply, mutatis 
muiane/,s, to the plates issued under the Hac kney-Carriag(> 
Act to owners of hackney carriages, to drivers and to 
palanquin bearers. 



( lnvii ) 

- --- ----------='------
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FORM XXXI. 

Palanquin Bear;r's Llcenu Rt'Kister. 
- ~ -

Num.! Daw 
be!' of of 8e& .... , 'r nam .. , Hm.rer's 
JC6ItIYtJ, h""lllM! l't'"ldente 

1 ~\ 3 
\ 

4 

-I 
\ 

, 

I I 
I 

I 
----'-----'----

AMOUNT OP 
PilES PAID 

Alr.JaN CUI'l'~ut 

~ 6 

Initial. of 
, ICe· 

ChaIrman 
or Secreta! y 

\ 

7 

I 

I 
I 

I 

I 

Amount 
po.tOO III 
(~lI8hJttr's 

("""h· book 
nnd date. 

89. I he license::. granted to owners of hackney c-tr· 

riages, to hackney carriage dnver<;, to owner~ of palanquins 

and pdlclnquin bearer ... , shall be in FOllns Nos. XXXII, 
XXXll1, XXXJV and XXXV, respectively, 

FORM No. XXXII, 
MumulllLl Form No X)'XlI.-Hack. 

Ul y l l.LU1ltKt' Llumm.. 

No, 

100 ·0 , 

l!'fD ClASS CARRl H,E. 

8JII> d,tto d';tto. 

Name <If Owner-------

R., A. 

Pee 

Par. Table 

Tutal 

100 

ML"NICIPALITY. 

Nu. 

100 0 • 

2~1l CJ.~SS CARRIAGE. 

Ha(~IIf'!1 r(/rruz(lf' 7.'('('/18(, under 

8,"'.011 H 0./ Art II (B (' ) 'if 18(11. 

NlP1wol (l\\JI<:"I---- ___ _ 

Stand. St .. hl" or {,oeshtv-___ _ 

R"",dencp of O"nllr ____ _ 

NumlH'f of Ho""'"'--_____ _ 

NumM of .,.,MIOn8 to carry ___ _ 

Th" hcensp to fx. 10 I"""" hll thfl 10tb 
s.,ptew!Jt.r 100 unl ..... 800Iler ''E'voked. 

MC~ICIPUITY, 1 
Dated 100 1"lc. C7.ol!'IftQlI. 
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FORM No. ~XXIll. 

Mnl\lr,pal Form X ... X~Xlll.-Htlc 
De,\' ("llrl"llU(t~ l)rl\t·r'li I~l(·tinbt... 

No. 

UII' 0 • 

lJrltJer------

IlI,l.d Hj() • 

lin. \('IPALITY. 

No. 

11)11 ,0 • 

Tlu't h("E'118(' IS 1ll'l'l h~ grant", ... l, lllulpr 

, ... ~tlOll 21 of A('t II (11 C.) of IH{lI, 1<' 

Hacknt-y f'nrrulKf" DI'I\'pr ____ _ 

Ag.' ____ 01 ________ _ 

Tills h(,<'I1"'-' (0 I .. ", (orCt' till thL' ~lth 
~~)k~::l:tt~1UUt~r 1\H.1 unll.'ti"i Iit.KlrtOl' l'U 

;1ft', ICII'A lIn, ) 

}j(fltd 100 .) V'N'-Cha1rmall. 

For~M No. XXXI\'. 

MUUH'lpni "\.("m Xo. XX~I\.
Pu,luwtum LIl'l'uo.,u. 

100 0 • 

PALANQn". 

}tame of ()wno'_ 

1110 

MI'N1l'II'ALI'rY. 

No, 

Ut., -0 • 

I'ALAXQl'l\ l_rn:Nfll~. 

(/tiller Sa'tulH ./11 (tf Af t J 1 (DJ'.j 
f~r 1'#11. 

~ IUtU' of 0\\ ll~r 

Rtand or 1..c)('2tfl f \' 

R<'HIII"lIet' of 0"".·1' _______ _ 

ThiN II","",· to h., III Co ...... tiJI th~ Sotl. 
fI"VIt-",I"'r WII 11111 .... "onn .. r rn\Ok~d. 

ML'''/UP.lUrT. 1. 
lJa/eJ 100 .) l'ic.,CI.airman, 



( Ixxx ) 

FORM No' xxxv. 
Mllnl<',pa\ FOlIO '1\0 X,,'" -

PBmnqul/I He'H'O"O l"L"n"", MrS[('IJ'ALI'l'Y. 

No. 

JJoal'e,' 

AU~la& 

1)(1tul 

1\)0' () • 

lW • 

11\0 0 • 

J 1111>. I,NU';(' IN htrd J/ (11 (fJlff'd lfllfh,' .,rI,o" \1 "I A<lll (II' ), r 
ll'tW to jJrIlN'IlqWU. 

rim. 1 ( mu to Iii tn fOtN' till tlIft 1'lth 
t-Jt ph lH1)t r IIlH \lnh ,-; t:o\oot\t r H \okt (1 

Jltt ,,(IrA llT\ ) 

Dated tfl(J .) 1 t(C (?tatr",rrll. 

MI!-,CELLANEOVS KECEIPTS. 

go For money releived by a Municipality on accounl 
of tht: tax upon occupiers of holdings, or rate upon the 
annual value of holding .. , latrine rate, lighting rate and 
water ratt', a form of rect:i!Jl has been prescr~bed in Ap
pendix A (Form F). For money received on account of 

I tax on carriages, horses and other animals, the license 
issued \\ ill be a sufficient receipt. 

For all other money rec('ived by th{' Munrcipality 
under tht" rules in this part, the Vlce·Chairman or Secre
tary shall give a receipt in Form No. XXXVI. Tht' total 
amooot received shall hf' written in words, both on the 
receipt itself and on the counterfoil ,the latter need only 
be initialled by the officer who sign<; the receipt, In the 
case of cart registration, If no license or re.ei J.>t is given 
the tin ticket will suffice. 

The forms shall be bound in books, containing 100 

forms each, and they shall be numbered before the book is 



brought into use. [See rule 01 below.] 

MunICIpal Pol'tU No. X'CXVI.-IKII ... 
aecelpt. ** 
No.-- ft 

RBCEIVED rrom----- M 
on account or !f 

U ---" 
M 

au.-rmf/)Qt"ds)---- " 

MuniCIpal Form No XXXV I.-M ... 
Rlollpt. 

--- lin r.lCIPALl'l'Y. 

No.--- JiMErI-__ _ 

RBCHIl'E!) from 

tho sum of MIJM't"-

-----------8a onll<'collntof ---" --------aa 
n.a. A. P. " u.s. A. P. 

1* 
f ,,.e 0/"""",,,,, " 

Dated--__ aU; 

'" A separate receipt book in the same form shall be used 
for any head of revenue, the receipts on account of which 
are numerous. [See also Rule 861 

LICENSES AND RECEIPT'" 

91. All lIcense and receipt forms shall be uOtlnd in 
counterfoll books. Each book shall contain 100 forms, 
and no book shall 'be brought into use untIl all the forms 
and counterfoils have been consecutively numbered. The 
numb~rs shall, if possible, be printed 

Only one book for each purpose for which a separate 
book is required shall be given out by the Vice-Chairman 
or Secretary at a time, and until the book thus issued has 
been used up, no new book shall be given out. 

The receipt and issue of all license and receipt forms 
shall be recorded in a stock.book (Form G of Appendix A 
of these rules may be used), and on no account shall loose 
unnumbered license or receipt forms be kept in the office. 

K 



RECEIPTS ON ACCOUNT OF MUNtclPAL POUNDS, 

FERRIES, RENT OF MUNICIPAL BUILDINGS, LAN~, &C. 

92. Separate registers in Form XXXVII sHall be 
opened to show the details of each source from which 

periodical Municipal revenue is derived, for which there is 
a fixed monthly, quarterly, half-yearly or annual demand. 

As, however, the iOources of revenue and the circumstances 

are very varied, the form may be modihed, with the ap-

, provsl of t,he Examiner of Local Accounts, to mel"t local 

requirements j but, except as pro\'ided in Rule 99, the 
principle of :-howing the collection.;; in monthly columns 
should be rl"tained, unles~ the number of leases is very 

small. 
93. The Register bhall ... how all <If'mands due, arranged 

in serial order-(I) Of! expirf'd leasf'<; of the previous yeu; 

(2) on unexpired lea Sf'» of the previou:o ) ear; (3) on leases 

granted for the current year. 

The entries under (I) and (2) shall be takf'n from the 

Register of the prl"vious year. In the former case, the 
demand due will appear in columns 8 and 10, and in the 

lattf!r in columns 8, 9 and 10. The Accountant shal1 til1 
up the current yf'ar's Register in respect of th('se demands 

in the manner indlcat('d above. and lay it with the Register 

for t~e previous year before the Vice.Chairman, who, after 
comparing the entries, shall place his initials in column 12. 

In respect of (3), when the agreement with the lessee 

bas been signed and the security deposit paid, the Accoant~ 
ant !'hall fill up columns 1 to II and post the amount III the 
Deposit Ledger. 

He shall then lay the agreements, the Register, thQ 
Depo~it Ledger and the Chalans (or the Cashier's Cash. 
book) before the Vice-Chairman, who shall-

(0) Compare the entries in columns r to 7 with 
the :\greements. 



(6) See by reference tQ the c:::halans (or the Can.e, 
Cash.book) that the deposits (column 11) have 
actu.uly been paid. 

(c) Place his initial ag<linst the entries in the Depo
Sit Ledger and In <-olumn 12 of the RE-gh,ter. 

NOTII.-When all th~ leases al"l' for olin ~ear only. tho amoullt loud a.6111lCUnty 
d~po,"t may be credIted dlred Itl " It~llt" alld bIIlllClud"d 10 tI", progr_lv., lotal of 
the collectIOns 10 columns 16. 20. 2~. lLlld 28. 

Q-!-. When dll the aU:.ount ... , arrear!> as well as current 
have been posted and checked by the Vice.Chairman, 

column 10 of the Register shall be totalled and signed 
by him. 

95. The payments made in satis(.tction o( the demand 
shall be posted in the column for the month in which the 
money is credIted in the Accountant':, Ca~h-book, e g., a 
payment cretlited in June on account of MclY will appear 
in the column for June and not for MolY. The entries 
sh~t be made by the Accountant from the chalam (or the 
Cashier's Ca"h-book, If detail" are not !>hown in the chal
ans), and \\hen all the receipts have been po~ted, they 
shall be totalled and agreed wIth the credIt for the month 
in the Ab:,tract Register of Receipts. 

96. When the monthly posting of the receipts lIas 
been completed, the Reghter ~hall be laid bdore the 
Vice-Chairman, who shall compare the total for the month 
with the Abstract Kegister of ReCclptll, and as (dr .5 

possible, the details of the cred,t.., wIth the t.halans or the 

Ca:.hier·s Cash-book. He shall abo t.arefully compare the 
credits with the partiLular .. uf the demand, and take the 
necessary action Cor the rf!{.overy or :,eltlement of the 
outstandings. 

97. The security depo .. it which usually amounts to 
one-fourth of the aooual rental will ordinarily be taken ill 
&atisfactlon of the demand for the last three months of 
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the year in wbich the lease elCpires, and shall lie traasfer
Ted by adjustment from "Deposits" to fI Rent n, and 
entered in the Register in the column for March. lSuch 
credits in the Register may be made in red ink to distin
guish them from cash payments made during the same 
month. 

98. If any part of the deposit ha<; been taken as a 
fiDe for non.fulfilment of contract, the balance may be 
taken in part satisfadion of the demand during thE' last 
three months of the year; and if on the 31st March the 
deposit or balance of deposit will more than cover the 
demand, the balance will be refunded in rash to the lessee. 
But in no case may any sum be removed from deposit and 
transferred to another head C'xcept under the orders of the 
Vice· Chairman, who shall at the time initial the debits 1 

made in the Deposit Ledger. 

99. When the number of demands is very large and 
bills are issued for their recovery as in the case of rents 
of M unicipallands and houses, the system prescribed for 
rate collection.:; in Appendix A may be adopted With slight 
modifications of the forms of bill and collectIOn registers. 

100. For income fer which there is no fixed demand, 
e.g., daily market fees, &c., a naily collection register shall 
be kept showing (I) date, (2) from whom received, (3) 
amount received, and (4) daily total, with any further 
particular>; required, and when the circumstances admit of 
it, receipts in Form XXXVI with counter{oils should be 
given for each collt:ction. 

M ISCELLA NEOUS SUBseR IP110N REGISTER. 

101. Whenever a MUnicipality undertakes the col
lection .of voluntary subscriptions to be df'voted to a 
specific purpose, such as the erection of a town.hall or 
market, the subscriptIOn book or book& to be sent round 



with the appeal for subsc:rip.tioDl~ shall be in Form.~~ •. 
XXXVJU. The books shall be numbeted, and a listC)f 
them shall be kept ~ which shall be initialled by the ViC~t 
Chairman:-

FORM No. XXXVIII. 

Miscellaneous Subscnption Register. 

IkmatiOfC or ~J 1 ~ 
si 

..w.criptio .. Out.tanding. .!I 'i-3 
prtnNiHd. ~ "6;; ~ ~, 'fi! ---- ~ .- .. 

&U.&.Jtllll. I'- ) 
",,<> 

8 
.. .§ 

Natne. IJ ~ ~ '3 = ~ . = . ]j g": 
~<>.! .... s~ ? ~"" ;a'S 'il'" -< 8 -< ... -< ---- ----I '~~_5_ II 7 8 _\l_:_~ __ l_l_ 

", 

If separate receipts are given to subscribers for their 
contributions, separate books of the Form No. XXXVI, 
prescribed in these rules for the grant of miscellaneous 
receipts, shall be brought into use. 

102. At the end of each month or quarter the 
amounts (whether paid up or not) shown in the sub&crip
tion books (Form No. XXXVIII) shall be totaJlf'd, and 
the total posted into an abstract in Form No. XXXIX. 
Tbe abstract aha.1I be checked and signed by the Vice .. 
Chairman or Secretary. The officer who signs the abstract 
shall at the same time satisfy himself that steps are being 
taken to realise the promised subscriptions. 
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FORM" No. XXXIX 
A is/filet Df SIlfstriptz'ons 1,,01ll;soll and ,«-ef'llo!l {fJr till' 

p",'prue of up to .190 I • . 
~ 

DETAILS. ~ ~ 
~ Natntl8 of subscriber.. tub-
a _ip. 

< ---------- ------~ --2-1 s • 
. _------- ----------

Total lubtlcriptiuns promised up 
to 

Deduct realil!l1tions as 1 per abo 
Btract registers 

Total un realised balance 

I>etllils of unrealieed balance ... 
Name8 of 8ub.crlbers ... 

Total carried over 

R •• 
Tutn.1 brought for .,ard ... 

Total unrealiscd balance ... 

DISI'ENSARY SVI:lSCRIPTION REGISTER. 
103. Th(" register for the record of donations and 

subscriptions for a charitable dispensary bhall be kept in . 
Form No. XL. The column" Date of remittance to Muni. 
cipal Office I, shall be filled in by the officer who makes 
the remittance. Separate receipts need not be given for 
these subscriptions and donations, unlt:'!>b donors or subs
cribers specially ask for them. 

FORM No. XL. 
Chll,il"ble Dispensary Su),scrlpilOJl Register. 

---- - - -
e,8 I I ] 

_o. 

j} '0 ::1:\ .o-

J OU'l'trl',l.IrnlifG. 'do. Cug 
S ~ d ~§ 
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r04.-All casb receipti 0t Municipal hospitaJ. and 
dh~pensaries shall be deposited in the treasury to lh. 
credit of the Municipal Fund, and, all charges shall be 
drawn from that Fund. But for each institution vested in 
the Commissioners, a subsidiary balanced account shall be 
kept in Form XLA, in which shall be credited (a) all en. 
dowments, funds, and contributions received by the Com 
missioners on its behalf, and (b) all !>ums allotted in the 
budget estimates for its establishment and maintenance 
which are chargeable to the general revenues of the Mu
nicipal Fund, and III which all expenditure incurred shan 
be charged. The balance of this aLcount, which shall be 
struck at the close of each month, shall not be appropriat
ed to any object other than the e:.tablishment and main
tenance- of the institution to which it belongs. 

A copy of the monthly statement of accounts in Form 
XXII of the rule~ for the manage-ment of ho;.pitals and 
dispe-nsaries, WlllLh 1<; prepared by the M,lIldglng Com
mittee, shall be M'nt to the MuniCipal Ofllce for comparison 
With the bJldlllcd dccount kept by the Cornmlb~iol1ers. 

FORM XLA. 

Account of the Reedpts and Payments of tlte 
= == 

Rill-Eli ra. PA l.lI[ElITS. 
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MrSCELLAMBOVS BILl,. REGISTER (t1It'rntd~~ .• 
lOS, When the number of miscenaneous bins, ror the 

reGord of which forms have not been prescribed air sug
gested in these rules, is large, it is recommended that 
Form No XU should be utilised. The Vice-Chairman or 
Secretary shall initial the Register when he !-igns t~e bills 
prevIous to their being is'Iued and again when the amounts 
are realised. 

FORM No XLL 
R~~i~ter of M/~cl!lIan/!ous Bills. 
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106. ~he follOWing form might be adopted for mis

cellaneou!> bills:-
MISGELLANE.OUS BILL FORM No. XLII. 

Name Dr. 
To the Municipal Comnllssioners of 

I 

---,,---1---------------- ----,-,..-. 

-~ 
----~----------- ---------~---~~ 
Dllted 

Total 

BI1INo. Vice-CI,.irman qr Sec,.~tll"', 



PUJ)LlC WS)RKS. 

Esli",alts. 
101- Except in cases of emergency or to prev~n~ 

damage or loss, no work shall be put in hand until a pro .. 
perly detailed estimate has been prepared and saflctioned. 
All estimates for new works and repairs, the amount of 
which is Rs. 500 or more, shall be sanctioned by the 
Commissioflers at a meeting and signed by the presiding 
officer. 

I07A. In the case of the foltowingc1asses of estimates 
or projects, the sanction of the Commis!>ioners shall be 
provisionrl only, and subject to the confirmation and ap· 
proval of the authority indicated :-

(a) All projects (or new works, J 
the e~timated cost of which 

exceeds Rs 5,000. 

(6) All projects for works which 

may affect or alter the course 
of any river which is na .... ig
able at any time of the year 

or on either bank of which I 
there is any public embank-
ment •.. ••• . .. 

(c) All projects for embanked 
roads passing through coun
try subject to floods or ir-
rigated from canals . J 

Sanction of the 
Local Govern. 
ment in the Mu
nicipal Depart. 
mpnt to be ob. 
tained lhrough 
the Commi"'l>ion. 
er of' he Divisil"n 
[and* the Sani· 
tary Board]. 

• The8e word. omitted by Notdlod.Jon No. 2918M .. dated th,' 28th August lllOO. 

The sanction of the Comn.i"sioners to an estimate (or 
an original work which forms part of a contemplAted 
f(:heme, althouth sue}, estimate may in itself be within the 
limit up to which the Commis~ioners can sanction, shan be 
subject to the confirmation and approval of the same 
authority as the estimate Cor the whole scheme would be. 

L 
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and no such estimate for a part of a icheme Mlatl ,e sanc. 
tioned unless the nature and approximate cost of the entire 
scheme is fully set forth in the report of the estim~te. 

When the sanction of the authority indicated is re
ceived, the provisional sanction of the Commissioners 
shall be confirmed by a re'lolution to be formally recorded 
in their proceedings, and the execution of the work may 
thereafter be proceeded with in accordance with any pro
vision that may be made for it in the budget of the year. 

108. A revised estimate shall be prepared when an es
timate is likelv to be pxceeded either from the rates being 
found insuffident or from any other cause, and it sha\.l be 
submitted for the approval of the authority whose sanction 
would be necessary If it were an ongi nal estimate. 

109. To facilitate the preparation of estimates, a 
schedule of rates of each kind of "ork commonly executed 
shall be kept ttp This schedule shall be passed by the 
Commissioners at a meeting and k~pt corrt'cted up to 
ollte so as to be a tru'lt\\ orthy record of the rates at which 
work is actually being done 

110 rhe estimates shall be filed in order of sanction 
and indexed. 

Agreements. 
I I I. For every work given out on contract an agree

ment on stamped paper shall be taken and executed in 
accordance ~ith section 37 of the Bengal Municipal Act. 

C01ttractor's Bills. 
tt2. Payments for work e;iven out on contract for 

\\ hich run ning accounts are kept shall be made in Form 
XLIII. On the completion or ('~ssatlOn of the work, the 
('on tractor shall be required to submit hie; ~i11 for flnal ad. 
ju:;tment of hi:; claims, and when a final settlement is 
made with a contractor, he !>hall add \0 his own handwriting 



( xci ) 

that the payment is in the full oettlement of all demaaads. 
As a further j,afeguard, final bills may be printed on yellow' 
paper to distinguish them from bills for payments on 
account. 

I) 3. When contractors or t'uppliers are paid up at 
once on completion of the work or supplie .. , Form No. 
XLIV may be used for the bill. In this form the accounts, 
of several works and, if necessary. of more than one 
payee, may be included. 

Cflmpletion Certificate. 
114. When a work is completerl. a completion certi. 

ficate (signed by the Vice.Chairman, Secretary, or a Ward 
Commissioner, and certifying that the work h4s been 
~atisfactorily completed) shall be submitted along with the 

final bill, and in the absence of such a certificate no con· 
tractor should be finally paid up. 

J/leosurement Book. 
J 15. The Measurement Book (Form XLV) is the basis 

of all accounts uf quantities, whether of wQrk done by 
daily labour or by the pirce or by contrll.ct, or of matt-rial., 
received which have to be counted or measuretl. From 
the Measurement Book all quantities should be clearly 
traceable into the documents on which payments are made 
and the rpft"rence to the voucher on which the quantities 
are entered for payment as well as the date of entry ~hould 
be given by endorsement on the original entries. Tht" 

Measurement Book shall accompany the bills to the Mu
nicipal office, and no contract certificate or bill should be 
passed without crossing off the connected entry in the 
Measurement Book. The document on which payment is 
made should invariably bear a refert'nce to the numbt"r 
and page of the book in which the detailed measurements 
are recorded. 



116. 1'he entHes in theM~'Sure;n:ent8iYOlc ' should, i1 
possib'e, be made i~ ink j bllt when thi~ is 'nl()l;posribJe and 
th,e entries have to be made in pencil, th'e pen'CiI 'efltrie, 
should not be inked over but left untouched. T},e" con
tentl or area:' should, however, be invariably inked in. 

117. To enable the overileer or other officer in charge 
ot works to submit his measurement book with the bills 
Or accounts 'to the Municipal office, it will be necessary to 
provide two or more hooks for his use. The 'measurement 
books after they are completed must be returned to the 
Mo'tlicipal office for record. 

Muste'r Roll. 
118. When work is done by daily labour tlitough 

departmental agency, the basis of the account wil1 be t~e 
muster 'roll, and when pilyments are not made daily, the 
muster roll must be a nominal one i .e., the names of the 
lalitourers must be entered in it. This shall be kept in 
Form XLVI. The nominal muster roll is the initial .record 
of the labour employed each day on a work, and must be 
written up daily by the subordinate deputed for the 
purpose each morning before the laboure'rs begin work. 

'u9. When pos~ible, an extract from ·the measure
ment book should be endorsed on the 'rtiusterroll, and 
the quantity of work turned out should be comp~red with 
the cost of the labour employed, so as to afford satisfac
tory evidence that the outturn of work gives a 'Sufficient 
return :for the money spent. Any deficie'ncyinthis 
respect should be noticed by the paying 'Officer. 

Register of Works. 
120. The Register of Works shall contain a recOl'd 

of every original work or repair estimated to cost more 
than Rs. 200, showing the expenditure incurred in com
parison with the estimate, and the arrears due on accounts 


