
ACCOUNT RULES. [APPENDIX. 

Thp form shall be bonn.d in books containing 100 forms 
each, tUld they shall be numbel'ed before t.he book is brought 
into li S . [See Rule 9l below.] ' 
Municipal Form XXXVI- C) Municipal Form XXXVI-

Mi . Receipt. t \ Mis. Receipt. 
, .1 

No. ............ () , .. , ............ .. MUNICII.>ALITY. 

R E F.IY.EIl from .......... ..... .. ......... ( ) No. . .... .... ... Dated ...... .. ... .. ... . 
ou aocount of ... ..... ........ .. .... _.... ' . ,\ 

\ R ECI!:IVEIl f1·om ....................... .. .. 
... ............ ... ...... .. .......... ........... ( ) 
...... ...... ....... ..... .......... .. ...... .. ... t ,: the Sllm of rnpees .. .. . : ............ .. 

Rupees (in 'oords) ...... ...... .. .. ....... ~. ) ........... ..... .. .. ....... .. .. : ........... .. 

............. .. .. ... ......... ..... .... ............ ( 1 on account of. .... ..... ...... .. .. .. .... . 

........ ............... .... ... .... ..... .......... ( \ • r _.' ' .. ..... .. , .. , ., . .... >+ ... . . .... r ' O . ..... , •••• 

J." (Figures) &S. A. P . ( I ..... ..... .... ... ... ......... n Rs. A.P • 

VU8·Chai,·man.. (~ 
Dat6d ......... .. .... ......... .... ... (J Vice·Chail·man. 

A eparate receipt book in the same form hal be u ed 
for nn . head of revenue, the receipts on account of whi h 
are numerou. [See also Rul e 6. ] 

LICENSE AND RECEIPTil . 

n. .Alllicen e and receipt forms shall be bound in coun­
tel'foil book. Each book shall contain 100 forms, and no 
book hall be brought into u. e until' all the form and 
counterfoil. have been consecutively numbered. Tbenumbers 
. hall, if po ibJe, be printed. -;-

Only one book for eaeh purpose for which a separate 
book i reqllired shall be given out b'y the Vice-Chairman 
or eCl'etary at a time, and until the book thus i sued ha been 
u ed up, no new book shall be given out. 

The receipt and is. ue of alllicen e and ro~eipt form hall 
be recorded in a took-book (Form G of App Ddis: A of 
the e role may be u ed), and on no account hall 100 e 
unnumbered liceD e or receipt forms be kept in the office. 

ThCEIPT ON AOOOUNT OF MUNIOIPAL Po N il , FII:HltlKI.'l, 
RKN'l' OF MUNICIPAL BUILDINGS, LAND, &0. 

9i. ~ parate recri ter in Form XXXVII (. ee page 3~3) 
. finll h op ned to ho\v tb detail of each OUl'Ct' from 
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which }JeriodicRI municipal revenue is derived, for ,wbich there 
is a fixed montLly, quarte rly, half-yenrly or a.nnual demand, 
As, however, the sources of revenue ano the circumstances are 
very varied, the form may be modified, with .the approval of 
the Examiuer of Local Accounts, to meet locnl requirements; 
but, except as provided in Rule 99, the principle of showing 
the collections in monthly columns should be retained, unless 
the num ber of leases is very small. 

93. The register shall show aU demands due arranged 
in serial order-(l ) on expired leases of the previous year; 
(2) on unexpired Jeilses of the previous year; (3) on leases 
~ranted fo r the current year. 

The entries under ( 1) lind (2) shall be taken frum the 
register of the previous year. In the formAr case the de­
mand due will appear in columns 8 and 10, and in the latter 
in columns 8, 9 and 10. The Accountant shall fill up the 
current year's registe r in resped of these demands in the 
manner indicated above. nnd lay it with the register for the 
previous year before the Vice-Chairman , who, after com pur­
inp: the entries, shall place hi s ini tials in column 12. 

In respect of (3), wheu the agreement with the lessee 
has been silZ:noo and the security deposit p:~id, the Accoun~ 
aut shall .£ill up columns 1 to 11 and post the amount in the 
deposit ledger. 

He shall then lay the agreement;.s, Lhe register, the deposit 
leBger and the chalans (or the Cashier's cash-book) before 
the Vice-Chairm:m, who sball-

(a) Gompa l'e the entries in columns 1 to 7 with the 
a,l!rcements. 

(I.) See by refercnce to the chalans (or the Cashier's 
cush-book) tbut the deposits (column 11) have 
uctun!ly bcen paid. . 

(c ) Place his inilial u,gain st the entries in the deposit 
ledger and in col l1mn 12 of the register. 

XD1"£. _ II'hen all the 1_ art! for om yMr only. tb . &mOUnt t-Id .... IIeCUrit,. 
de .. _lt way be CTOdIIoOd dll"t<:t to "Kent " ... 0<1 be Included In Ibe II"OII"'-'.e total 01 
tbio O<>ilect lon. In col"",,,. 1d. 20, t 4 . nd f$. 

9*. When all;:: Ihe nccount.;;. il r!'e:lrs as wei! II ... cu rrent, 
ba\'6 been posted and checked by tb~ Vice-Cbuirman, 
column 10 of the register sLmll be totalled anJ signed by 
him. 

95. The payments made in :'Ialisfllction of the dmnand 
"hall be l)()steJ in the coll1mll fo'· the month in which t·lle 



360 [APPK IllX. 

money is cJ;'edited in the Accountant's ea h-book, e.g., a pay­
ment credited in June on acoount of May will appear in 
the column for June and not for May. The entrie shall be 
made by the Accountant from the chalans.( or the Gashier's 
cash-book, if detail are not shown in the chalan ), and 
when all the receipt~ have been posted, they shall be totalled 
and agreed with the credit for the month ill thl) abstract 
register_ of receipts. . 

96. When the monthly posting of the receipt· 1m heen 
completed, the register shall be laid before th Vice-

hairman, who hall compare the total for. the month with 
the ab tract register of receipts and, a ' fa:- as possible, the 
detail of the credit with the chalan or the Casbier's cash­
book. He hall also carefully compare tbe credits with the 
particular of tbe demand and take the n('\ces_ ary action for 
the recovery or settlement of the outstandings. 

97. The security deposi t which usually amount. to .one­
fourth of the annual rental will ordinarily be taken in 
ati faction of the demand for the last three month of the 

year io which the lease expires, and shall he tran .Jerred by 
adju tment from "Depo it " to "Rent" and entered in 
tbe regi ter in the colomn for March . ucb cred it. in the 
regi ter may be made in red ink to distin&uish them from 
ca h payments mad e uuring thfl same montb. 

98. If any part of the dero it ba been taken a a fin 
for non-fulfilment of cOlltraet, the balance may be taken 
in 'Part satisfaetion of the Jemallu d Llring the last three 
months of the year; and if on the 3 "t M~u'ch the uepo it 
·or balance of deposit will more than covel' the demand, t,he 
balance will be refunded in cash to the Ie see. BLlt in no ca e 
may any u'm be "emoved from ueposit anu tran feneu to 
another head except undel' the ol'Jer of the Vic -Ohai l'man, 
who hall at the time initial the uebit maue in the deposit 
1 dger. 

99. When the number of uemands j ery la"g and 
bill are i ued for their recovery a in the co. e of I'ent, of 
Municipal land and hou e , the y tem pre cribed for rate 
-col1 ction in Appendix A may be auopteJ with light modi­
fications of the forlo of bill and collection regi t L' • 

, 100. For income for which th re i no fix d demand, 
.e.g., daily market f el'4 &c'" ( (hdly coller.tion regi ter r-Ihall 
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be kept showing (1) date, 11(2) f"om wLom received, (3) 
. amount received, and (4) daily total , with any further par­
ticulars required, and when Lhe circumstances admit of it, 
'receipts in Form XXXVI with counterfoils should be given 
for each collection. . 

MISOELLANEOUS SUBSCRIPTION Rl£GISTER. 

101. Whenever a Municipality undertakes the col1ec­
tion of voluntary subscriptions to be devoted to a specific 
purpose, such as the erection of a town hall or market, the 
subscription book or books to be sent round with the appeal 
for subscriptions shall be in Form XXXVIlI. Tbe books 
shall be numbered, an(1 a list of them shall be kept which 
shall be initialled by the Vice-Ohairman. 

Form XXXVIII. 

Miscellaneous uusC1'iption Rf'gislel'. 

"- . -0 Q "C -. 
Do%'ATJON -.:> ~ ... OR SUB· 

UC'l'tfJ'AND INn. 
.,; .5 ::. I g " 'E ~ SCRIYTJOS PItOloIlSED. !. -'" :;: I :§ s $ ~-~ ,!, 

" -- -;;;!i - "Os..; '" 0" REMARK ..5 f ~ I 3 
" -" .. § E§~ 

., "' - " ".,, No.mo f 
:; 

" 3'2 g "0 
~ a "C'" ~~ C = ~'O ~ 

-.Q 
S£ ~ ~ ,., ~ -" 'au < ~.-... 0 E.- ... ------ --

~ 4 10 11 

If eparate receipts are givell to ubscribers . for their 
contribution, eparate books of Form XXXVI pre cl"ibed 
in the e rule for the g rallt of miscellaneous r~ceipt hall 
be urnught into u e. . 

102. At the end of each month or quarter the amounts 
(wb ther paid up Ot· 1Iot) sbown iu the sub cription books 
(Ii'orm XXXVIII) -hall be totall I, and the tota.l po-tea 
into an ab tmct in Form XX IX. TLe ab tract hall be 
<:hecked and igned b tLe Vice-Chairman or ecretary. 
Tbe offic r who ie'n tb ab tl'llct ehall at the arne time 
snti fy bim. elf th t tep ar bein (T taken to r ali e tbe pro­
mi cd _ I1b, ("J"irtion~. 
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Form XXXIX. 
Abstmct of subsr.ription pl'omi ed and ,·er.eived fOl' till' 

pm'pose oj: ........ Ul) to ...... ...... 190 ..... . 

I Amount. 
Amount of 

DETAILS. Names Of subscribers, ~romi.ee 
au scription 

1 2 H 4 
~ 
" Hs. 

Total 8ubscriptions promised up to •• Tot,,], brought forward 

Deduct realizations as per nbatrnct 
registers .. .. .. 

---
ToW lmreallzed ballUlce .. 

- --
Detail of lInrcaliz. d balnllce e 

Name. of 8ubacribcr8 ., .. 
--- ------

Total carried over .. .. Total ullI"calizod b"lanee 

DI PE SARY VB CRIP'l'lON HKGl TER. 

1 3. The register for th l·ecoru of donat.ion and ub-
cription fot' a charitable di pen ary sball be kept by th 

Managin!1 Committee in Form XL. Column 10 or 11, 
a the a may be, of the Regi ter hall be filled in by th 
Medi<!al Officer or the ecretary of the Managing ommittee 
wher the money i , ent to the Municipal Office or r mitted 
to the' Trea ury. epamte rt'ceipt neeJ not b gmnteu to 
the dOllor or sub criber , unless they specially a k for th m . .. 

Form XL 
uiJscription R egislel· . 

.. 2 0 ": O UTSTAND I NO . 
is.8 '" ..,-c 
'OJ 'Si 

., 
..: c 

C::I ~ '" 

~ " '2 8'" 0- t: CC 
~ .... -- 8 ZO < < 

1 /2 3 
, 5 . 

1---
10 1~ 6 7 11 

1--;---\--- ,---,--

. I· I 
I· . 

I' 
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104. All cMh t;eceipts ot Municipal hospitals. and dis­
pensaries in class 11 B hall be depo!!ited in the Treasury 
to the credit of the Municipnl Fund, and all charges hall 
be drawn from that Fund. But for each institution vested 
in the Commissioners, a subsidiary balanced account shall 
be kept in FOl'm XLA, in which shall be Cl'edited (a) aU 
endowments, funds, aud oontr'ibutions received by the Com­
missioners on its behalf, and (b) all sums allotted in the 
budget estimates for its establishment and maintenance 
which are chargeable to the ,general revenues of the Muni­
cipal Fuhd, and in which ull expenditure incul'l'ed shall be 
charged. The balance of this account, which shall be' 
struck at the close of each month, shall not be appropriated 
to any object other than the establishment aud maintenance 
of the institution to which it belongs. I. I 

A copy of the mouthly <:tatement of accounts in Form 
:X;Xll of the rules for the management of hospitals and di -
pell aries, which is prepared by the Managiug Committee, 
hall be sent to the Municipal Office for comparison with th~ 

balanced account I,ept by the Oommbsioners. 

Form XLA. 
I f / R ' l f I I/oopit"l 

rJ CCOllllt l! t.ne . pcnpts am pa,lJments l! tlte Di,pe, .. a,'Y. 

RECEIPTS. PAYMENTS. 

~,. 
Bnll\Dce 

Total Total 
11 I, .. 
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104A, For Hospitals und Dispensaries in class IlA, a 
·separate banking account is allowed a the Treasury. All 
receipts of these institutions will qe paid into the Treasllry 
,direct by the Managing Committee, and all payments on 
'liccount of them will also be paid by the Committee direct 
without the intervention ot' the Municipal Office, -either from 
the illlp l'est in the hands of the Medica.l Officer or by cheque:> 
·drawn by the Secretary or President upon the TreasUl'Y, 
The income fwm endowments and investments will, however, 
be realizea by the Municipality and l'emi tteu to the Tl'ea~ury 
fOt: credit to the account of the Dispensary Fun~d,' an in­
iimation being at the same time sent to the Managing 
Committee. 

Before the 5th of the following month, t he Managing 
'ommittee will furnish t.he 1\1' unici pal Office ,with ·an account 

'howing all the receipt'l and charges of the Diepensal'y 
Fund, and a memorandum reconciliug the c osing balance 
of the account with that shown at credit of the Fund in 
t he pass-book. On receipt of this account the tran sactions 
will be incorporated in the accounts of the Municipality 
under the proper heads. 

The credits shown in tlte accounts of the 10mmittee on 
~ccount of contributions paid hy the Municipality ~hou ld 
be taken under tlte head" Advances" to which the cor­
responding payments in the Municipal accounts, should also 
be debited. 

MISCRLLANI((}US BILL REGISTER (suggested) . 

105. When the number of miscellaneous bills fo:' the 
record of whicb forms have not been prescribed or ugge ted 
in these rules, is large, it is recommended that Form XLI 
honld be utili ed . The Vice-Chairman or eCl'etary lall 

initial the regi. tel' when he signs the biBs pl'eviou to th iI' 
bing i ned and again when the amount are reali 'ed , 
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Forpl XLI. 

Registm' of Miscellaneous Bills . 

3 .: 
.t> ~ [nltl"l. of ':ro whom Initials - ~ 

mado over Date of renl· of Vi ce· 0 "'" Vice· Chair· R£)URK .. 
~ 

..; 
man. for colloc· isatlon . Chair· 

" § tiOIl . ma n . .t> 
" <> 

<i a 8 t: 0 ... 
:l S c!l d 

~ :0: Z -OIl 

;I~ 
-- _ .-

~ 1\ 6 7 S 9 LO 

I I . 
\ 

I 

I \ ._-
~ 

106. The following form might be adopted for miseella-· 
neon bill :-

Miscellaneous Bill Form XLII. 

• \ a1ll 11 ••• . .. . .. [Jr . 

To the M.unicipal Commi ion \' of' ..... . ..... . 

~ 
1:'ART ICU LA I{~. Amount. 

, 
• 1 2 3 

• '. 

----- --- --
Total .. 

Dated . .' . ... . . . ...... ... .. ... . .. ltIO .• .. 
Bill No .... ... ..... . r";ce-C'hai1'man QIr ecretar,lJ' 

107. 
01' 10 , 

PUBLIC "ORK ·. 

EstimGltes. 

Exe pt in ca e of emergency 01' to prevent damag 
110 \vork hall b put in· hand until a prop 1'1)" 

• 
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. detailed estimate has been prepared and sanctioned. All 
e Limates for new works and repairs, the amount of which is 
R . 500 or more, shall be sanctioned by the Commissioners 
at a meeting and signed by the presiding .officel'. 

107 A. In the CR e of the following c]as es of estimates 
or projects, the anction of the Commissioners shaH he 
provisional only, and subject to the confirmation and approval 
~f the authority indicated :-

(a) All pl'ojects for new work .. , I . 
the estimated co t of ~ SllDction of the Local 
which exceeds Rs. 5,000,1 Government in .the 

. (b) All projects fOl' works which Municipal Depart-
may affect 0 1' al ter the I ment to be obtained 
course of any ,river which I through the Oom­
is navigable at any tim~ 1 missioner of the 
of the year or on either I Division" all~ tlu: 
bank of VI' hich there is any I Sanitary Bo(trd" 
public embankment. [omi ttec! by Notifi-

(c) All project for embanked I cation No. 29l8-M, 
roads pa sing throughJ dated 28th Augnst 
country ubject to fl oods 1900.J 
or irrigated from canals. 

The anction of the Commi sioners to an estimate for an 
ori~inal work which for m part of a contemplated cherne, 
although such estimate may in itself be within the limit up 
to which the Commi sioners can sanction, shall be subject ,to 
the confirmation and approval of the ame authority as the 
e tim ate fo r the whole scheme wouht be, and no such esti­
mate for a part of a cheme shall be !!anctioned ul1]e s the 
nature :md approximate cost of the entire cherne is fully et 
forth in the report of the estimate. 

When the anction of the autbority indicated i. l' ceived, 
the provi ional anction of the Commi iouer hall be con­
firmed by a r.e olution to be formally recorded in their pro­
ceeding , and the execution of the wo rk may thereafter be 
proceeded with in accordance with any provi ion that may 
be made for it in the budget of the year. 

10 . A l'evi ed estimate ball be p repared when an es­
timate; likely to be exce d dither from the rate being 

. fou nd in ufficient or fl'\)1TI any oth r can , and it shall be 
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submitted for the approval of the authority whos~ sanction 
would be necessary if , it Vverb an original estimate. 

109. To facilitate the pl"eparation of estimates, a sche­
dule of rates of each kind of work commonly executed 8hall 
be kept up. This schedule shall be passed by the Commi.s­
sioners at a meeting and kept corrected up to date so as to be 

. a trustworthy record of the rates at which work is actually 
being done. 

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

A g1'eements . 

111. For Elvery work given out on COil tract. all ngree­
lllellt on stamped paper shall be taken and executed in 
accordance with section 37 of the Bengal Municipal Act. 

Cnntractm's' Bills. 

112. Payments for works given out on contract for which 
running accounts are kept shall be made in Form XLIII 
(lee page...385) . On the completion or cessation of the work, 
the contractor shall be required to submit his bill for final ad­
justment of his claims, and when a final settlement is made 
with a contr~ctor, he shall add ill his own handwriting that the 
payment is in full settlement of all demands. As a farther 
safeguard, final bills may be printed on yellow paper to distin­
gui h them from bills for payment. on account .. 

113. When contractors or suppliers arA paid up at once 
on completion of the Iwork or uppJies, Form XLIV (see 
page 382) 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. 

Completion Certificate. 

114. When a work is completEld a completion oertificate 
(igned by the Vice-Chairman, ecretary, or a Ward Com­
mi sion~r and certifying that the work has been sati factorily 
completed) hall ·be uumitted along with the final bill; and in 
the ab enoe of uch 0. ertificate no contractor should be 
finally paid up. 
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Meas~t1'ement Boo/C. 
115, The measllrement'book Form XLV (see page 387) 

i the basi, of all aCCOlints of quantities, whether of work 
dope by ,daily labour or by the piece '01' by contract 01' of 
IllAterials received, which have ·to be counted or measured. 
From the measurement book all quantities shoul,1 be clearly 
traceable into the documents on which payments are made, 
lind It reference to the voucher on which the quantities are en­
tered for payment as well · as the date of enti'y should be 
given by endorsement on the original entries, Th meaSl1l'e­
ment book shall accompany the bills to the Municipal office, 
and no contract certificate or bill should be passed without 
crossing off the connec'ted entry in the measurement book. 
The document on wbieh payment is made should invariably 
bear a reference to the number and page _of the hook in 
which tile detailed measmements are reco rded. 

116, The entries in the measurement book should, if 
po ible, be made in ink; but when this is not possible, and 
the entries have to be made in ' pencil, the pencil entl'ies 
should Dot be inked over but left untouched, The" contents 
or area" 'bould, h oweve~, be invariably inked in, 

117, To enahle the overseer or othel' officer in chnrO'e 
of works to submit his measurement book with th9 bills ~r 
accounts to the Municipal office, it will be ' necessarv to 
pl'ovide two or more books for his use, The meawre;neut 
book after they are completed must be returned to the 
Municipal offi,ce for record. 

Muster Roll. -;--

118, When work is done by daily labour through de-
artmental agency, the basis of the account will be the 

rno tel' roll, and when payments are not made daily the rnu ter 
roll must be a nominal one, i,e" the nam .. s of the labollrers 
mn t be entered in it. This shall be kept in Form XLVI 
(see page 388), The nominal muster roll is th& initial recol'd 
of' the labour employed each day on a work, and must be 
written up daily by the ubordinate deputed for the purpo e 
each morning before the labourer begin work. , 

119, When VO sible, an extract from the measurement 
book bould b endor d on the mu. t r roll, and the quantity 

'of work turned out s1rt:>nld he ompared with th cost of the 
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labout employed, so as to !latford sati factory evidence that 
the outturn of work, gives a sufficient return for the money 
spent. . Any deficiency in thi~ respeot should be noticed by 
the' paymg officer. . . ,. . .. ... '. " 

". HEGISTE.R Of WORKS: 

120. The register of works shall contain a record of every 
original work or repair estimated to cost more than Rs. 200, 
showing the expenditure incurred in comparison with the 
estimate, and the aneal' due on accounts for which paJ·t-pay­
ments have been made. W hen the work is estimated to co t 
under Rs. 2,500 the record of outlay need not be kept by sub­
heads, and Form XLVII will , be used. But a J'ecord should 
'he kept by sub-heads, and Form XLVII (A) lIsed when the 
outlay is estimated to cost not less than Rs. 2f 500 ; provided 
that sub-hflads under Rs. 200 need not be seIfaratel)t detailed 
in the ·register. 

STOCK AND S 'L'ORE' ACCOUNTS. 
. . 

. 1'21. For stock and s.tore accounts, registAJ's shall be ~ept 
in Form X LVIII with any add itional det..'l.ils 01' col um.J;lS 
which. may .be found requisite. '. 

A Elpnrate set of pages shall be assigned to each de-
cription of stock or tools and plant .. 'The figures entered in 

toe column " Balance" shall be certified to half-yearly by the 
Yice-Uhairman or Secretary as representing articles fou nd 
by actual counting or measurement, and if any excess or de£.­
eiency' be fouud, the i'~gis ter shall be correCted.' accordini'tly. 

122. When the re L a large balan~ of stores for llse by 
the' Engineering Department, registers of 'daily receipts and 
issue with inner columns fo r each kind of' sto'res may be kept 
instead of' Form XL Vll1. The e registers should be balanced 
monthly in a separate ,abstract and a half-yearly retum , how­
ing the I'ece ipt~ and i sue month ~y month and . the ba~ance 
should be . prepared for s~ock-takmg. The d~lly 'regIsters, 
the monthly abstl'flct and half- early retu rn may be in Public 
Works Departm nt Form 9, 12 and 13. . , . 

12:3. A separate' aocount should be kept of t~ole tempo­
tinily Jen.t to contract.or . or in use'by M Uilicipal subotainate . 
When , ~o .longer required they will be re~eived back. by 
the store-keeper and tr nsferred to .the, account· o~ art)(~l~ . 
in store. . 

" .... ~ . 
0, 'SMH 
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124'. lp stock-Laking it is not necessary that count of 
everything should be made at the same time. The stock-tak­
ing may be arranged so as to go on gradually in the mau\ler 
most convenient to the officers concerr,ed. Tbe date ' on 
whioh each item of stores was actually counted should be 
enOOI'ed in the stock and store-regi ter or the half-yearly 
bala~ced return. 

RECOHD OF SEItVICE. 

125. A service-book in Form No. XLIX, printed . in 
. English and the vernacular, shall be s pplieJ at his own cost 
to every employe holding a substantive appointmeut on the 
permauent establi hment of a Municipality. . 

It shall be kept in cu tody of the Ohairman or Vice­
Chairman, whose signature, as well as that of the employe 
on the first page, shall be attested every five years. . . 

The service-book is a contemporary reoord of the em­
ploye's official life, including leave of every description, every 
period of suspension from employment and every other in­
terruption of service, with full details of its duration. .Every 
entry relating thereto shall be written across th page, and 
a tested by the Chairman, or Vice-Chairman, ur the :;5ecretary. 

126. The Chairman or Vice-Chairman is primarily respon­
sible that every necessary entry is made, especially in regard 
to leave or suspension, but it is also the duty of each 
employe to reminu the Chairman, Vice-Chairman, or ecre­
tary when any entry i necessary, and to see that his own 
ervice-book is properly written up and attested. Service­

books shall be introduced and kepi- up, whether rules 
for the grant of pensions and gratuities have been framed 
or not. 

PENSIONS AND GRATUITIES. 

127. Before any pension or gratuity authori ed by ru es 
framed nnder ection 47 and approved by Government under 
section 59 of the Bengal Municipal Act is anctioned, a 
report shall be made to the Accountant-General, specify­
ing the grounds on which the pension or gratuity is to be 
awarded, accompanied by the applicant's service-book and 
a full statement of hi service a shown therein and in other 
.available ~ecord. T~~ ~ccoun~a~t-General will then report 
what pen Ion or gratUlty 1 ndlDlsslble under the rules. . 
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APPBNDIX.] ACCOUNT BULBS. 871 

lMunioipal Form No 1- Budget Bstlmate.] 
Budget E8timate of prob"ble Receipts and E:ependiture of 

the ... ..... . ........ . 

-
HUDS o~ RWKl PT. 

. 
, -

I 

Probable balance at commencement of year 
(A).-Municlpal rates and taxes-

t.-Tax on houses and lands _. __ 
Arrear collections for tho previous year _ . 
Collections for the current year .. 

Total 

2.-Talt on animals and vehleles _. 
On.nlmalo .. .. 
On vehicles .. .. 
Cart registration fees .. 

- Total 

3.-Ta.x on professions and t .... de.-
4.-Tolls-

On ferries .. 
On bridgel 

5.-Water·rate-

Total 

.. 

.. .. .. .. 

.. 

AlTear collections for the previous year . . 

" ~...:. .. . 
0 0 ... : 

s~ 
"'~ .h .. " r:l'" 

2 

Ro. 

Oollections for the current year ...• 

Total 
O. -Lighting-rate-

Arrear collections for the previous year _ • 
Collections for the current year 

Total 

7.-LatrlIlOofees-
Arrear collections for the previous year .. 
Collecilonl for the current year .• 

Total 

S.-TalI: on penone-
Arrear collectionl for the previous ye.r .. 
Oollectlonl for tbe current year . • 

Total 

\I.-Warrant feee. ac. ,. 
\ 

8 S...:.. ..- .. 
il1 .20. s gei iJJ :. """ ' -118 "8§ ~ 'Su • 

§~- ... 
ca ~i ~ad~ g.s! 

~f)~o :1i13~ 
E].!! ~~il~ "~8 <~~ -CI ~ l ... -

3 4 5 

u •. RI , Re. 

. 



a71 AOOOVNT RULES. 

~~. 
• 1 1;0 

... : 
BEADS OF R EOEIPTS. .,8 

.... -.. ~ 
~~ 
"' I» 1_1:.1 _ _ 

i· 2 

---l-
Rs. 

(B).-Reallsatlon under:Spcclal Acts-
I. - Pounds· ., 
2.-Backney carriages 
3. -Vaccination fee. 
'--Jute warehouse fees 
5. - Petroleum fees. " 
G.-Foes on musical processions •• I 

(O).-Rcveoue derived from municlpalpropcrtyand [I 

powers apart from taxation-
I.-Reot of lands, houses, serals, dllk bunga· 

low, &c . . 
2.-Sale·proceoos of lands and proouce of lands, I 

&c. , 
8.-donservancy rocelpta (other than taxes and ' 

rates). ' 
4:.-Pee. and revenue from educational lostl· I 

tutions. 
S.-Fees and revenue from medical institution. 
6.- Do. do. do. marketaandslaught. 

er hou8C8. 
7.- Fees and revenue from tramways 
&-Burnlng·ghat and burial·grounds 
9.'-Other foos •. 

IO.-Flnes under 1tlunlcipal and other Acts 
ll .-tnterest on Inve.tmenta-

.. I 

(a) For general purpose. .. 
CP) For educatlonnl purpoles .• 
~c) For m~lcal purposes 

Total i_ 
(D).-Granta and contribution 

apeelal purp0ae8-
I .-From Government-

fer general and 1 ' 

For ceneral purpoees 
" educational purposes 
" medical purpotle8 

'.I.-From Local Funds-'­
For genoral purposes 
" educational purpo ..... 
.. moolcal purposea 

i.-From other sourcel­
For general pu'~ 
" educatlenal purpoaes 
" medical purpoee 

!rota! 

" . 

'rotal 

Total 

lAPPKNOIL . 

.§a~ Is'! .. 

1 '1~ ... co 
.!I 80 Ji~" "'j . ·s· g S!'§I»-\ 

!!~e ~a-:l~ is! <1 ... _ 

;; 1»] 'd .. ., : :&.s-
" :5 " !~~~ " .. ~ 
~ 'a ~EII» 
~ ---- ---

8 

n •. . R • . 



APPBNDIX.J ACCOUNT Bt1t.BS. 8 

- , Ii 

" .eS~ .2"d ~ ~1~ . :ii! .... .,80 i~ :. 
I . .. . 

~ 0° Co!~ : 
... : -.sa -~ .... i~5i HSADS 0'" RO:CKIPTa. 3~ lir::' g s ... : .. r s .... =., a';:' ] :-~ l~ ~ Jil • ~!l 

. ~I» <:Boa ~~ u .... 
~ -. ------

I 
1 2 3 

I~ 
~ 

---I-
Ra. Rs RIO. 

(B).-MisoeUaneous-
I.-Recoveries on BCCollnt of services rendered - '!~ I 

:to private individual. .. ., ! I 
2. -Otherttemll ' .. ., .. 

-, (F).-ElI:traordinary and Debt-
I.-Sale. proceeds of Governmeut Aoouritios &Ild 

wtthdrawale from Savings Bank .. 
2.-L<lI>.ns .• .. . . .. 

From Government--
I Raised in the open market .. .. 

Total " J 
,/ I 

S.-Realisations of sinking fund for repay· t ! ment of loans --., .. .. I 4.-Advancea .. .. .. .. : 5.- Deposits .. .. .. .. I . --- --- i---
Totsl receipts .. .. 

--1---- -, Grand Total .. , 
I -----_.- -------

Municipality for the year ending 31st Marclt 190 

HI!lADS OF EXPENDITURE. 

1 
I 

(A). -Goneral Admim,.tratlon and, col' 
loctlon charges-

I.-General Adminlstratton- I 
Offioe oBtabll.hment and , oon· 

tlngencles . • •. 1 
Honomry M~trate's oetab· 

lishment an contlngenCios 
Ooet of audit f •• • • 
Contribution towards establlsh­
mont in officoa of aoooun and 
treasury .• 

ToW 

Estimate 
for ned 

yoar. 

;l 

Rs. 

I 
I 
I 

J 
Actual ell:· Actual ex· 

pendtture penditure Banctlooed 
for Diue estimate for the months of for curren~ year last 

completed. current year. 
year . . 

-_.-
8 4 

Rs. Re. Ra. 

I 
.. 



374 ACOOUNT BULBS. 

HuDl! OJ' EXPl!:I<DITURE. 

(~~General Administration and col· 
lectioll cb&rlre-

2.- Collection 01 taltes (including 
establishment, purchases of 
account book and paper)­

E.tablishment for collectfon of 
taltes .• •• .. 

Other charges on &ccount of 
taltes •• 

Total 

B.-Collection of tolis on roade and 
ferries •. 

,,-Survey of land 
6.-Refunda •• .. 
B.-Pensions and gratultie8 

(B)-Public aafety-
I .-Fire (establishment, purchaBe 

of fire engines, buck~ta, re­
pair., &e.) 

2.- Lighting (eotablishment, llur­
chBSe of lampe and oU, reo 
paJra, &c.) 

a.- ·polioe (purchaoe of clothing, 
lanterno, <te., repairB to out. 
post., &c.) 

4.-Reward. for destruction of wild 
anlmru. and SDakes 

(".-Publlc health and convenienc 
1.- Water·oupply-

CApital outlay .. 
Eotablishment, &c. 
Repal.ra, .. .. .. 
Construction and repair'; of 

wella and tanks 

Total 

2.-Dralnag_ 
Capital outlay 
PlBtablishment, &~. 
Repairll .. 

Total 

3.-Con.&ervancy-
Public latrine. •• 
Prlyate prh1es and _poola .. 
Rood watering • . 
Road c1eanlnlr 

Total 

Eat/mate 
for next 

year. 

2 

Rs. 

Actual elf­
penditure 

for the 
year last 

completed. 

s 

Rs. 

l&PPBlfDIX. 

Aotual ex' 
pendlture 
for nine 

month, of 
current 
year. 

Rs. 

Sanctioned 
estimate 

for CUJTeDt 
year. 

5 

hi. 



APPBNpIX.] ACCOUNT RULBS, 

HEADS 0'>' EUENDITURE. 

. .. ~~ .... 

1 

(C.)-Public he~lth and couvenience-
4.-Hospitals and dispenaaries"­

Oharges to be met from the 
General fund .. 

Charges to be met from endow. 
ment.. and special receipts .. 

Total 

5.-Vaccination 
6.-Jllarkets and slaughter.houses • 
7 -Pounds.. .. .. 
S.-De.k bungalows and serals •• 
9.-Arboriculture, public gardens 

and experimental cultivation 
IO.-Public Works (0.)­

Establishment (b) •• 
Buildings (e) (new works) .. 

Ditto (reJlQir.) 
Roads (new works) 

Do. (repairs) 
Stores (tools and plant) (c) •• 

Total 

(D).-Public Instruction­
I .-School. and Colleges 
2.- Contributions .. 
S -Libraries, museums, &c. 

(B).-Contributions for general 
poses (d) .. 

(F).- Miacellaneous­
I.-Interest on 1011ns­

Previous year 

pur-

Actual px· 
E8timate penditure 
for next for the 

year. year last 
completed. 

---
2 3 

- - --
Rs. Rs. 

Actual ex· 
pendlture Sanctioned 
for nine estimate 

months of for current 
current year. 
year . 

-----
4 5 

Rs Rs. 

~t Ourrent year 
Total 1\,,----__ --'------'-----'-----'---_ 

II 

• In fnrms XIII, XVIII and XIX the charges should be shown under the one head 
" Hospitals and Dispensaries ... 

(a) Under tbese heads [(A)I.-General Administration and (C)10.-Puhllc Works] 
OIlly such general ch..,.ges are to be shown lUI cannot be properly shown under any of tbe 
other heads. Wbenever establishment i~ employed or work s are constructed for a parti­
cular PI1J1lO8e, tbe oharge sbould be shown lwd r the head to which that item belongs, 
IIDd Dot UDder these head.. • 

(b) If tho Public Works oatablishment be emp yed partly UPOD works connected 
With any of the otber benda, the share of the chara'es debitable to those beads should 
be Ibown uoder those heads and Dot UDder this beaC!. 

(t) OOllt of building. erected or stores used for special works, tog., for water.works, 
lboUIa be charged to those works; cost of such buildings or stores only will be shown 
here .. properly CIUlnot be shown under any otber bead 

(d) Conltribution ,bould be c19Ji1lil\ed according to the object for which they are 
made, e.p., for acbools under D.-Public Instruction, .&c., a contribution Dot made for 
lUll' partlC\llar purpose or for a purpoee for wblcb no £ep&rote head is provided should. 
be otiarged under tbla head, 

t 



~u~ 8ULBS. 

HUlls 0 " EXPENIl/T-II1"., 
Eetlmate 
for next 

year. 

Actual ~x· 
penditure 

for the 
year last 

completed. 

[APPENDIX. 

Actual eJ[· I -­
penditure Sanctioned 
for nine estimate 

months 'of ' for cunent 
,,,,unent year. 
ye~r. 

-------------�--~~I----I·--.!....... 

(Fl. -M iscellaneous-
2.-Actual cost of work done for 

private IIldlvlduals 

Rs. 

3.-0ther ltems-
. Prlllting charges, &c. ,. I 
Law charges 
Provident Fund 
Miscellaneous 

l'otal 

(G~ - E:rtraordillary and debt 
I.-Investments " 

. In aecurities (other than 
Sinking Fund) . . 

In Sulllgs Bank .. 
2.-Payments to SlIlking Fund 
3.-Repayment of Loans 
4.-Advances 
5.-Deposlts 

Total 

for 

, ,- - -

Ro. Rs . R •. 

Total Expenditurc . . i 
Probable surplus at the eno of thc year I' I ' 

Orand Total 1------c !--~I---



[Municipal Form No. IV.] ,/T 

ORIGINAL U.l:U.LAN, No ...•.. 
" 

Ohdlan of money to the .• . Bank or' 

. Tre1UUry, dated ............ 190 .. 

By:whom I . On what 
bTOnght. account. Amount. 

'.. ToW R~. ,-:-.. ,-
-.. ,\ ,; I _ . _ . ___ ' _ _ _ 

No~e8 a~ ~n back I .. 
~ ~ 

Silver and Copper 

Total Rs. 

Trecuurel·. 
Examined and entered 

MlHl'~OIPALOFFICE, } _ Accountant. 

Oat,a ." .. ... ..... 190 .. . 
- Cashier. ( 

" 

[Mllnicipal Form No. IY.] 

DUPLICATE CH4LAN, No .. ..... 

, Okalan of money to tkq .• , '" Bank or 
T,·eaBul·.IJ, dated ... 190 ... 

By whom 
brought, 

On what I 
account. i Amount. 

- - .1-
.1 
. '1 -

Total Rs. • 

Notes as on back ... 

Silver and Copper 

T otal R8. 

T'TIeasurer. 
Examined and entered 

MmoICIPAL OFFICE, • . } Accountatlt. 

DatedJ .. .... .. ....... .. .• 190 •... 
, . Cashier. 

[Municipal Form IV.] 

TRIPLICATE CJIALAN, No· ... 

Ohalan of money to tke ...... Bank or 

Treasur.lJ, dated ......... 190· ... 

By whom 
brought. 

On what 
account. Amount. 

1- '­
Total Rs. '--I I 

I 

Notes as on back 

SII ver and Copper 

Total Rs. 

Treasurer. 
Examined and ente~ 

D::~~~~~~~ .. ~.~~~:~ J Accou~tam. 
(la,hilf'. 

~ 
." 

~ o · .... 
!'4 
~ 

§ 
c: 
~ 
--\III 
o 
t"' 

~ 

CA 
-01 
~ 



ACOOUN'f BULBe. [APPENDIX. 

Municipal Form No.4 rc.) 

Numbers of 
:-Ootes. Amount. Numbers of 

Notes. Amount. Numbers of 
Notes. Amount. 

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

. 
{Municipal Form No.X. 

Treasury Cheque.] 

No ......... " ...... .. . 

Date 

A mount Rs . ....... : .... .. ..... .... .. . 

CJtai1'man, Vice-Chair­
man or Secretary. 

,. 

..... .... ..... MUNIOIPALITY. 

Dated .. " .. , tl!e ...... 190 .. .. ... 

To l 'BE OFFICER IN 
CHARGE OF 
............ TREASURY. -. 

P ay to .......... ..... or Bearer, 

sum of R upees ...... .... ...... .. 

. ................. Municipal Fund. 

(Receipt stamp.) 

Chairman, Vice-Chair­
man or Secretary. 



[Municipal Form No. XXIII.-Oarriage and Animal Tax Register.] 

Re~ter of the Tax on Oarriages aud on Horses, -and other AJilimals kept or used in the ordinary 
course of business within the Municip;dity of ...... ... ... ..... ............. .. ... ....... , levied under Act III of 
1384, Sections 13l- 141, during the half-year ending .. .... .... .... ........... .............. 190 

-~ 

TO WHOM. GRANTED. I 
PARTICULARS OF EAOH LICENSE • . -

.,; 
CARRIAO BS. c:: -;g I Four·wheelod, drawn by Namo of '" " licenae. ;::: Four.wheeled dmwn by l one borse or by .. pair 'l'wo·wheeled. • , ... 

0 two borses. of ponies under 13 .. Name. Residence . band •• 
~. [,. .8 

I , a 

~ 
r :f " No. Amount. Amount. No. Amonnt. Z 

1----- -
.1 2 3 4 5 6 8 9 10 

I 
-

Rs. I A. P. Rs. A . p as. A. P. 

• i 
I I " 

, . I 
.' f i ~ 

I 

I 
" 

.' , 
I 

I .. 
I 

,." 

I 
~ 

,- • 
«, I ., 

... :. . , 
, .. , . 

~ :: 
~ 
t::I 
M 
~J 

§ 
d 

~ 
~ 
t'" 
I!': 
!Jl 

~ .... 
CC 



." 

Hone •• 

PARTIOULARS OF EAOH LIOENSE. 

UORSI:8 AND ANIMALS: 

Ponies uuder 13 
hands, mule., 
and donkey" 

Elephant.. 

I 

Oamels. Arrear •. Total. 

.. 
C .. 
" " " 
'0 

I BaoVOUT ON TO 
CA8RIr.n's 

O,SU·IIOOK. 

Date. .. " " ~e ~ 
~o .( 

RElfARKS. 

So. I Amount. I No. I Amount. I N0' I~' I~I Amount. 

11 12 13 14 I 15 IG J7 I 18 19 ~I 
.' w 

21 22 28 I ' 2~ 

' •• , •• , •. , " • .1 •• ,., """ '··1 1"' 1--1· 
! I II 
1 ! . I 
I ' 

. I I 
-) 

--------- --------- '------I------ I--~--:--------------~ 

.\ 

0) 
or. o 

,-, 
;. 
." 
." 
!Ia 
:;c 
S 
~ 



[Jlun1clpCll Forin No. ~XIV.-Carr1age and Animal License.] ••• No .••• •• 

LICENSE FOR CARRIAGBS, HOR$S, ANn OTHER ANIMALS. 
UlIDl!8 S£C1IOW I~S 01' ACT III (B.O.) OF 1884. 

Por the hall-year e~ding. : .. • . . . .. ••• •.. •••• . • 100 •• .(} •. . 

. I'M y" .. icipal CommwwMr. jor .•.. . • . . .. . . • . .. .. ......... . .. 
lurebv grant _10 ....... . .................. .. . . . . ........ . .. .... .. . 
r<liding at No • .. .. ...... ... ....... .. . ...... .. ....... .. ....... . . . ... 
in • . ..... ......... thu lic.".. to k.ep within .. .. .... .... ... ... .. .. .. 
;; ............. . .. . ..... the ""cUrmonttoned carriay" and animal. :-

I Rate. , ~o;:.~t 
-'- I . \--~ 

I Us. Rs, AlP. 
(·whoeled e&r"1llBtI; drawn by two borses, @ I 
4-wheeled ~Itto, drawn by one horse, or I 

I a pair of ponies under IS hands, @ • • . 
Q 2. wheeled CIIrrlage, @ •• 

No. Description 0 carriage, &c 

Horse, @ • • .. 

:, :' 1' ~J~;:~' """ .. 
I . Penal~les 
, Arrears 

_.l..-_: __ Total Rs, .. I I- n-
This license Is to cease on tho ...... 100 . 

• M UNICIPAL OFFlCB, t Received payment, 

2'lu .. .......... . : ..... 190 ... . r 1'i<:.-Oliairman. 
q. B.-ThIs licenso 10' grantod without prejudice to the rigbts of the 

~mmisalOllor to proceed for any penalties already Incurred . 

[Hun,ictpal Form No. XXIV.-Carrtage and Animal Llcenae.J 

No, .. .. . • LICENSE FOR CARRIAGES, HORSES, Al." D OTHER ANIMALS. 
UNDER SECTION 13S OF ACT III (~.C . ) OF 1884. 

For the half· year ending .. ................ . ... 190 .. -9 .. . 
Tlu Municipal Co"""iI.ion .. ·• for ••.••.•• , . .• 

4u .by IImnt unto .............. .. .. .................... .. 

in ..... . .. . . . tIn' hcenst to keep 'l:oitl.in • .. . ... . ...... •.. ••. .. .. ! 
,·.,idiny at No, ....... . .... .. ..... . ... : ............ .. ........ H .. .. 

1;_\ ° •••• •• •••• • . • O • ••••••• • • the undennentioned carriaga and a.n.imal. :-

:. I AmOUI\t , 1 • 
~ : received. 

Description of C1UTiage, &0, IRate. of tax 

l ~ - ) . -- IRsl R8·

I
Ar 

~ 4·wheeled carriage, drawn by two horses, @ I 
~ 4·wheeled ditw. drawn by one borse, or 

. ,. a 1'"lr of ponies under 13 hands, @ . , I ' I '-

! 
2. wheeled carriage, @ .. .. , 

(I 

Horse, @ .. . . 
Pony under 13 bands, @ 
Mulo, @ 
Donk~y, @ 
Elepbant, @ 
Camel,@ 
POMlties 
Arrears 

' ,' 

'rotal as. .. I 
This license ill te cease on • ••.•••• . ••• •• •• 190 . .. 

I
·' . 

-. --;-'-

. M UNICIPAL O"YICE, } Received payment, 

nt the .... ..... ......... 100.. . Vict-Chairm<l". m N.D.-This license is !franted without prejudice to the rights of the '01,1. Commissioners to proceed for any penaltie8 already Incurred. 

~ 

'" :: z 
!:j .... 
~ 

L-J 

= c:: 
t" 
t!II 
?' 

~ 
00 

' ~ 



382 AOOOUNT amBS. [APPPDl • 

Munioipal Form No. xxv. 
[ApPLICATION FOR CARRIAGE & ANIMAL LI01l:NSE.] . 

J)ESCRIPTION IN WRITING l'e/ erred to in 8action 133 of Act III 
0/ 1884 (8. 0.) 

" 
Tax on Carriages and Animals. 

, .. bI) 

~.E.~ t.i: .,-
'tl: ;; 

.g~ C.S .,Q.,Q . 

~ c.'tl'tl a! .. 
'" Q ., .... 'B '" Description of articles. Rate per ,, 8. RBMARKS. 

~ S-C:a balf·year. ..c 
00 

"::' 8. ~ ... . -
~.~~ -~..: .s·c co 
~ 2 g~ ~1ll~ 
3..-_ 

1 2 3 4 5 
- - - - -lts. A. P. Rs. A. P . 

'.w''''''' ~-. d~~ I by two borses .. . 

4.wbeeled carriage drawn . 
by one horse or a pair of oc 
ponies under 13 hands ... 

2-wheeled carriage ... 
Horse ... .. , 

Pony under 13 hands, mule 
or donkey ... ... 

Elephant .. . 

Camel ... .. . 
" 

----I- --
I Total ... 

Being under ection 133 of A.ct III of 1884 (B. C.) requir­
ed to fill up in writing, sign, date, and return the above 

chednle the office of the Municipal Commi .ioners, Town 
of ................... . .... , within the fir t month of the present 
half-year, I declare the above to be a true tatement of every 
carriage, horse and every other animal in my possession of 
the kind ;pecified in the fifth chedule of the Aot, liable to 
the tax under the above quoted ection. 

The .................. ..... 190 ... J 
To THE CHAIRMAN OF THE MUNICIPALITY. 



APPBNDIX.J AOOO{JN1' RCLBS. 88& 

The tax unuel' section 133 of Act III of 1884 (B.O.) 
shall not be imposeq upon-

(a) Horses or ponies belonging to officers doing regi­
mental duty at the rate of one animal for each 
offic·er. 

(b) Animals exempt from any municipal tax under 
section 25 of the Indian Volunteers Act, 1869. 

(c) Oarriages or animals belonging to Government or 
to the Municipal Commissioners, or for keeping 
which, for the execution of their duty, and 
allowance is made by the GoVel'llmellt, or by the 
Oommissioners to any of their officers. 

(d) Animals used by, or exclusively for the purpose of,. 
any regiment. 

(e) Horses or ponies used by police-officers at the rate­
of not more than one for each officer. 

(,f) Carriages, the wheels of which do not exeeed 24 ' 
inches in diameter. 

(g) Carriages or an imals kept for sale by any bona fide· 
dealer in such carriages or animals and not used 
for any other purposes. 

Munioipa.l Form No. XXXVII. 
Register of R ents for which t.here is a jitced demand. 

PARTIOULARS OF THE LEASE. DEMAND. SEOURI', Y DRPOSI'I'. " ~ 
"Ci"~ 'el = ' .., 

" .; ~ .... ..£ = .; ~ . §.B .; .; " .. .8 ., .s, "" ~ " -d 
'ell 8,"' :! " ., ..... .3~ "" ~ '! s ~ 

.. ~ ""= iii!!. " .., 
" 'eli .s " .. = ..c:I .., 
'" 'el 'el ""13 s.g '" CJ .!!l .. .; o , .. = :3 ~ "d -g " ;;~ -... '0 " il.<l, 

~ 3- II ..,,, 
3 ~ ~oo ;: 13 of ~~ c'" 0 _Q 

i ... 
"I» ,,; 

~ = zcl/l:U .. " ~ 0 

I!:... l~ 
z III Eo< Z ~ ... 

- -- 6'1-7 
~ . 

I 2 3 4 5 8 9 10 11 12 
- ,-

Rs.j£. p, '"It RB. A. P, Ra. A. P. 

," 
~ 

; . 
" . 

. 4 I 
.... f. 

r 
.~ " . 

..... 

'-: i . 



~. 

l-

.....• ,. ""'." ... :'"- ,~. 
.... .;:,~, ••• ~.,,, ;C:" .:::."1/, ..... ::-

ACCOUNT RULKS. [ APPENDIX. 

COLLECTIOIfS SHSWtlltt AMOUNT AI'D "'OK8&. or ORAL,AN. 

April, M~y. · I June. 
.. , .. 

• 

~. <i g 
~ .. - ] 
~ 

1 . " ... ..; 

'S 'S § 'S . § 
0 0 

.; .; - ~ ~ S 
Z ~. Z ~ 

'S 
July, . Augult, Sept. 

'S -
'tl 

~I 
s:i j 

.... 
<l , 

<l'" 

" .; ".8 
SO) .<l sj "il 

c.> ... " ... 
-§ '0 <l 
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Ro. A. P. 
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Total of collec· 
tion Bod remis· 

sions. 

gO 
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I P. Rs. I A-

I 
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I: 
f 
1 

It 
--~--"- .. 

i ..!i 
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81 

Rs. A. 1', 
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. ..... ~ .. ~ ,,~ .. . 
•. < 
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Munioipa.l Form No. XLIII. 
CON'L'RA.OT OERTIFWA'l'!j;. 

Number of this certificate. 
Name of work. 
Nam(1 of ontractor . 
Authority for work. 

]g . ] Po" ::8- A ~IOUNT. REMARKS. 
:>-" :> ,; " ..... ~ -g :r~ h~ 

-:---- I·( ln the case 
Q);:: ~ 

;::l '~ ~~ ~6:t 
;:!::3 Q !?;~ ~ .., .. .., :g ~ h.s gJ:;3 S 
CY CY 

I tems. Hllto. 
Up tQ 
date. 

u>cc 
lJ\8 t eel" 
t ificltk 

of supplies 
the name of 
the receiving 

offi cers should 
be enterod 

here. ) 

) I 8 ~ 5 . 8 

Cont1'aot01·. 

Rs. A . p . Rs. A. P. Rs. A. 1'. 

Tot..1 valuo of work done 
or SUppU08 mado to 
date .. .. 

noduct vallie of work or 
Burpltes . hown Qn las t 
certi ficste . . 

Net value of work dOlle 
or suppli es made since 
last certificate 

EUl'lFIED that the nace. 8ary detailed measurement.s have 
b en taken by me on the . ....... ... . ..... . t9 ... , and are record-
(>(\ lit rag ....... .. of my measUI:ement book No ..... . . 

OA'l'F.D TRl<: ..••••••••••..• 

('"ef'see?' 01' f!flicer in olta1'ge of tlte !Dork. 
CER1'lFIlllD that t e for going clnim is correct ~lDd that the 

work has been ati fact.orily completed . 

I············· ·· ·,·· · 
Vice-Clta;,'man, ecreta1'Y 01' lVa1'd 

0, BMH 

ommis ioner. 
5 

.. 



" 

Total value of work done 
A mOllnt of previous pay ments from last 

cert ificate No .......... of 

H . 

Payment 
now made {

By cash .. . 
"cbeq u No .. . . 
" value ~f stock 

"uppheu . .. 

R eceIved R. . ( ) ... 
abov , on ac oun t of' thi ~ wo rk . 

Balance 

Dated the ..... .... .. .. . .. .... . .. . 1 9 . . . 

Witn.es es j ........ : ........ . 
1 .................. . 

Contracto1·. 



Bill f01' WQ1'k tl(}n~ 01' Stock .• upplied when. payment is made in 
full on tlte completion of tIle joh. 

N.B.-This (orm must not be uoed for payments on ncconnt, or for settlement of 
running accounts. 

1 
Reference t o 

N"mo. • . me.::~~;!ee~ts 
petty eon· l\O me of work or or " arn e of Quantity. 
tractol or ~pplle . officer recoiv. 

Am ount. Rate. 

slIppl1er. ing the 
sllpplles 

rts • . P. 

Total .. \--
------~~--~--~--~-------~------~---

arne of officer 

DoaignaUon 

Dato of first entry 

Date of last entry 

(Signature.) 

D e i,qnati()n of officer prepa1·i11g the bill. 

Municipal Form No. XLV. 
llIeawrement Book. 

Particulars. No. 
L. B. H 

___________ Contents 
or nrea. 

Length. Breadth. Height. 

5 6 

N.B.-This portion aho ld be printed m. as a title Jl&i' • 

, 
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Munioipal Form No. ~LVI. 
Name of w01,k •.... .•.•...... ... Nominal Muste1' Roll. 

DATE. • 
.; 
~ I-'~~~~~~--~--

i ',,' ~ 1 2 S 4 5 6 1 8 9
1
10 ' 1 

~~~ I ~ ~ 
..; 
= 
" o 
8 
"'l 

-o 

19 

Grand total of tho M ustcr Roll .. , 

'edified that the above payment.s have bee made by me 
In person. 

ignature ... ...... ~ ................ . 
Designation of pa.!Jing C!fficer. 

Munioipal Form No. XLVII. 
REGISTER OF WORK • 

For accounts not to [Ie ke/it by sub-heads. 

Worlc c01/l'menced on ................. . 

Name of work 
authority. 

Estimate .. I R • . 
, 

Appropriation .. .. I RB. 

Voucher Total vIllue of Deduct un· Initlal8 of 
number. DATE. work done. pald amounts. Total chargo •. Vice·Ohalrman 

or Accountant. 

----
I 2 3 4 5 6 

ElCp4Indlture of prevtoua 

I I I year brought forward 
(It IIny) .. .. 

Work completed, completion report received on .......... .. 
, . Vice- Cltairma1'. 



Munioipal Form No. XLVII (A.) 
REGISTER 0 ·1<' ·W ORKS. • FOR ACCOUNTS 'ro BE KEP'r 

Name 0 W o'·k ..................... aut.hority ... . ..... ..... .... app1·opriation for tit 

W01·k commenced on .................... . 

I I' I I I 
'l'OTAL VALUE 

OF WORK 
nONE . 

I~I ~ I ~ I ~ I~I~ ~I~ ~ I ~ I~ ~ ..-.... .~§~§:;§ :::: Ol 

§ g ~ Voucher No. ~ " " Amount. Q ~ 0 ~ 0 a 0 ~ 0 0 
~ El Ii ~ & ~ & ~ & ~ " El " C!I -<I C!I -<I C!I -<I -

2 I 3 I 4 1 5 I 6 I 7 I 8 1 9 1 10 III I ~ 21 1S 114 
-

, 1 15 

Estimate No ..... .. . of . 
Rate. 

Expenditure of prevlons ycnr 
brought forward (If any.) 

Work completed, completion report received 011 .................... . 

1H" SUB-I:IEADS. 

~ 
'V 
'": 
;0: 
2; 
e year R s .......... .. . .... .. ~ 

BALANCE 
DUE TO CON· 

TRAC1'ORS. 

Amount. 

16 

. 

TOTAL 
CHARGES. 

Amount 

17 

. 

~~ 
p.~ 

"c;~~ 
d Ol 

Ol S.a 
~-ag 
..... .Q 0 
QUe:; -. ---

18 

· 
· . 

.. . 
~ 

" · , : 

L-J 

:a­n a o 
o 
iii 
Po! 

til 
o 
1:" 
I!'lI 
[JD 

Vice-Ohairman. ~ 
t.I> 
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Munioipal Form No. XL VIII. 
Stock and &01'e · Register of the •••. .. .•• ............ Municipality. 

lYame of a1·ticle .. ...... .......... . .... ... . 

RECEIVED. TSSUED. 1:. 
" ~ .: 

Dalo6. 

'0 '0 8 
... ~ "'~ .,; ~"" 1l0l " ... ,:: 

0:: S:n .. ~ ~; '" ~ iil 

Dat.e. 

, --
8 9 10 

-
1 2 3 I 4 

5 G 7 

'. 
I 
I 
I 

I 
I 

I f 
I 

.\ .... 
I ' 

I 
. 

. 
t It . 

Munioipal Form No. XLIX. 

SERVICE BOOK. 

1. Name. 
J Openi ng page.] 

2. Race. 
3. Residence. • 
4. Father's name and residence. 
5. Date of birth by the Ohristian era as ntlarly a 

a certained. 
6. Exact height by measurement. 
7. Pel' onal marks for identification.· 

~ ignature of officer whose service are 
tecorded.· 

!:l. iO'fJature of Chairman.· 

cRn be 

therein 

• N.B.-Thoae two Ignaturllal aud tJfe personal niarlu should be renewod or reo 
atteated .. t )~.aat overy five yo..,. .. 
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Second Page. 

~ 
-'===t 

Whcther sub- If IlOtilJg,hel'e Sir,o.turc of 
Rtn.ntivc, per- state sub- Acting Date of o cer whose 

Appointment. mA.nent, act-- stantlveap- Pay. allow- appolnt- services are 
lng, or tem- alloe. ment. horein re-
porary. polntment. corded. 

~ 

J I 2 3 4 
I 

5 6 7 

I 
I 

---

I 

I r 
I 

.1 
I 
I 

I I 
\ "'t . 

Third Page. 

Reason of ter- ,,'0 "0 C ~ bO 

~c~erce~c~ ~ ~na Ignnture and Date of ter- " " 
Cl o <::::CI 

mtna.tio n :1 ~ ~ ~ ..... ::::;:i 
des~ati o n miuntion ~~ r: rt.I 

[Buch as pro- E ~:g~ ~ punishment or of ho.irman of ap- motion , trans- oe:3 ceusure or re-
I' attesting poi n t- fer,dismissal. :,.B~ =:._ 0 (,) wR.rd or praise officer. ment. &o.} 2" = .§,~o ;:;~ of the officer. ..:<::'0 w 

~ 1 2 3 4 5 6 

--;- - I , 
. 

• 
------ - . 

FORlIf OF SIJ:CURITY BOND (RuLI~ 7). 

KNOW ALL MEN by these present that ............. .. 
and held and firmly bounli unto the hairman of the Muni-
cipal ommis ioner . of ................................. hereinafter 
referred to as " The ehc inna.n " in the 'um of R ............ . 
......... to be paid to the .............................. hi succe ors 
Ol' assign. or hi or their certain attorney, Ot' attorney for 
which payment w 11 n,nd truly to be made .1 bind myself 
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my heirs flxecutors administrators and "epl'e entatives fit'mly 
by these presents sealed with my seal dat d this ...... day of 
............ 190 .. . ... and I do hereby for myself heir'S executors 
administrators and representatives covenant with the Ohair­
man his successors and assigns that if any suit shall be 

. brought touching the subject-matter of this obligation or the 
condition hereunder written in any ourt snbject to the 
High Court of Judicature at Fort Wi)liam in Bengal other 
than the said High Court in its Ordinary Original OiviL 
Jnrisdiction the same may at the instance of the Ohairman 
be removed into tried' and determined by the said High Oonrt 
in its Extraordinary Original Civil Juri diction. 

Whereas the above bounden ........................ bas been 
appointed to and now holds and exercises the office of ...... 
.................. at ................................. and, bis duties at 
pre ent are as follows ........ .. .... ...... ..... .. ...... ~ .. .. ......... . 

AND WHEREAS the said ................................... is furthel' 
bound to keep true and faithful acco unts of bi S"uealings 
with all property and moneys which may come to his Lands 
or possession or und er hi. control such accounts to be in the 

, form and manner that may from time to time b~ p escribed 
by duly constituted authority and also to prepare and ubmit 
such returns and such accounts and other document as he 
may from time to time be called upon to do AND WHEREAS 

the aid ........ .... .. .... ... .................. has been called upon 
by the Uhairman in consideration of his said appointment 
to deliver to and deposit with and endorse over to the 

hairman Government secnrities to the extent of- R ......... . 
......... .. . and a he is not in a po ition to do thi at onC6 it 
has b~en arranged that he should monthly and every month 
pay to the Ohairman (by deduction from bis pay if the 

hait:man shall so think fit) the sum of R . .... .. .......... until 
he shall have paid the full sum of R ...................... and 
Governmen t securitie for Rs ......................... hall have 
been purcha ed delivered to deposited with aQd endorsed 
over to the Ohairman his succe or or a iallS for the purpose 
~f in part ecnring and indemnifying the Ohairman his suc­
ca ors and a sign again t all 10 injury or damage which 

• l1'hls will be modlftoo,iI the GQvollllmeut lIoollrWes IIro dotlOlilted.) 
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he or tuey mi.ght 01' may in aoy way soffer by re~son of the 
miilcond uct neglect default oversight or otherwise of the 
said ............... : ..................................................... .. 
...... . .................. .. or any person or persons acting under 
him or for whom he may be held respoo ible AND WHEREA 

the said .................................. has entered into the abOVE! 
. bond in the penal snm of Rs ................. : ..... . conditioned 
for the due performance by him of the dutiJls of the said 
office and of any other office to whic.h .he may be appointed 
at any time and of the duties apper taining thereto respective­
ly or which may be required of him and for the indemnity 
of the Chairman against lo~s injury or damage 'as aforesaid. 
Now 'l'HI£ OONDI'l'lON of the above written bond is such that 
'i f the said ........................ : ............. has whilst he has 
held the Raid office of ...... ................. as aforesaid alw'avs 
duly per(ol'med a.nd fulfi ll ed the duties of t,he said office a' d 
i.f he shall whil st he shall hold the said office VI' anv other 
office to wh ich he may be appointed or in which be 1;'a.y act 
always duly perforlll :tnd fnlfil all and every the , duties 
thereof a.nd further shall and will monthly and every month 
pay to the Chairman his ~ucces ors :tnd assigns by deductions 
from his pay or ot.herwi~e the sum of Rs ........................ . 
'Until he . lfall have paid the full sum of R s .................... .. 
~lDd Govel'l1menL securit,ies for Rs ......... . ......... shall have 
been purclla. ed delivered 0 1' dipo ited with 01' endorsed ovel' 
to the Ohairman his Stl ccesso rs and a-ssigns in manU4'lr afore­
said and "lIall al~o indemnify and save ,harmless tbe Chair­
man his ucce 'sons and a~signs and all and every the Oorpo­
ratiou Or pel' on or persons concerned of anc! froUl all and · 
every lo~s injury and damage which has been or shall or 
may nt allY times 01' time hereafter during the service or 
employment of the said .......................... in sullh office a 
afore 'aid 0 1' in any other office be sustained or suffered by 
the Chairm·a.n his sl1ccessors or 'assigns or any Corporation 0\' 

person or per,on ~ conc rned by or by reason of the act 
neglect failure miscondnct default disobedience omission or 
in olvency of the said ........... : .. .. ............................... . 
or of any per!'on or persons acting uoder him 01' for 

. whom be may be heJd re ponsible then this obligation 
shall be void and of ~10 effect otherwise the ame hall 
be and remain in full force and virtue p1'Ovided alwayS' 
llnd ·it i. h ally de aud gre d that the said urn 0( 
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Rs .... . ... .. •. ... .. . . . . • to be so gradually depo ited a afore aid 
or the Government Promis ory notes for Rs ... ... .. . . .. ..... . . 
to be 0 purchased and retained or delivered as aforesaid 
respectively or such other Government securit.y 01' securities 
to tbe same amount as the Chairman may consent from 
'time to time to accept and receive in lieu or in exchange 
for the same and the intere t thereof re pectivel.v l'lhall be 
and remain with the Chairman a such security to the 
Chairman as aforesaid with full power to the Ohairman his 
ucce ors or a igns as occasion shall require to appro­

priate the said money or to sell and dispose of thA said 
Government securities or a sufficient portion thereof with 
the interest thereof and to apply the proceeds tl;!ereof ill 
and toward the indemnity "as aforesaid of the Chairman or 
otherwise as aforesaid but neverthele s the intere t of the 
aid Government securities may in the meant.ime be paid 

over a the same shall be realized if the Chairman hall think 
fit to the said ............. . . .. .... .. .... ....... .... . And it i hereby 
la tly agreed that 'on the final termination of the service of 
the ' aid ............................ . .............. .... . the saia sum of 
Rs ... . ...... ......... 01' the said Govel'llJ1Jent Promis ory notes 
for R .. . ......... a. the case may be or any notes that may 
be substituted therefor and this Bond hall remain ith the 
Chairman for ......... .. ... calendar months a securit,y against 
any 10 s that may have heen incurred owing to the act 
neglect or default of the aid ..................................... .. 
or any other perSOll or persons a aforesaid and which may 
not have been discovered until after the termination Of his 
ervice and his li{l.bility hereunder shall continu nntil the 
xpiry of the said term of.. ....... calendar-month, . 

NOTIF,lCATlON. 

~o. 1313M.-l'he 1st Marclt 1899.-It j hereby IOti6ed 
for generallOformation that, in exercise of the powe1" eOll­
'erred on him by ection 82 of the Bengal Municipr,l Act, 
HI of 18 4, a amended up to November 1896, tb Lieute­
nant-Governor i pleased, in continnation of Rule 1 8f the 

•. Municipal Account RuJes, promulgated with Go ernment 
otification No. 5472M., dated tbe 13th December 1897, 
bieh appeared a.t page, 297 to 358, Pa t I of the Calcutta 
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Gazette of the 15th idem, to pre cribe the follo.wing addi­
tional form of.security bond for municipal employes who are 

. allowed to give security in landed property. 

E. N. BAKER, 

Oft.r;. Sery. to tlte Govt . of Bengal. 

FORM OF SECURITY BOND. 

(Rule 7.) 
KNOW ALL lIlEN by these pre ents that 

of 
son of . 
is held and firmly bound unto the CHAlItMAN OF THE 
MUNIC1PAL ()omnSSIONERS of' 

in the di . tl'ict of 
hereinafter referred to as the CHAIR~IAN in the sum of R. . 
to be paid to thfl CHAIIHfAN his successors or assigns or his 
or their certain attontey 01' attorneys for which payment 
well and truly to be made I bind myself my heirs executors 
administrators ;nd representative firmly by these pres .nts 
!;Anled with mv seal dated this 

. day or" . 190 and I do hereby for my heirs 
executor administrators nnd representatives covenant with 
the CElAIRMAN hi successors and assign that i r any suit shall 
be bl'ought touching the subject-matter of this obligatio ll or 
the condition hereunder written in any Court su bject to the 
High Court of" J lldicature at Fort William in Bengal other 
than the aid High Court in its Ordinary Original ivU 
Jlll'i diction the same may at the instance of' the CHAIRMAN 
his uccessor or a signs be removed into tried aud determin­
ed by the said High Court in it Extmordinary Original 
Civil J'tlri diction. 

WIIBREAS the above bounden 
ha been appointed to and now holds and exercises 
office ~f 

at 
and i dutie at pre ent are a follows 
arid W'ltRRlj;A the aid 
is urther bound to keep ti'ue and faithful accounts of 
d nlin(l; with !ill roper ',y and monllYs whioh may , 
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his hands Of pO es ion or under his control such accolhlt to 
be in the form and manner tbat may flom time to time be 
prescribed by duly con tituteJ authority and al 0 to prepare 
and submit such l'etu\'llS and snch accounts and othor docu­
ments a he may from time to time be called ~]Jon to do and 
wherea it was one of the cond iti ons of the employment of 
the ~aid 
as such as aforesaid that he the said 

should for the pu rpose of in part securing 
and indemnifying tbe CHAIRMAN his successors and as igns 
against all 10 injury and dmnage whi-ch he 01' they -might 
01' may in any way suffe r by reason of the misconduct neg­
lect default oversight 01' otherwise of the , aid , 01' 

:\Oy per'on or persons acting under him 01' for wh~m he ma;r 
be held responsible execute a forma] mortgage of the heredI­
tament and premi es in the sched ule hereto shortly de cl'ibed 
to ecure the payment ' by him to the CHAlRHAN of the 
urn of R. , 

And whereas he the said ha accordingly 
by formal mortgage of even date hcrewith granted conveyed 
and a igned unto the nHAI RlIIAN tbe hereditam ents and pre­
mises in the ~chedule hereto ~bortlv de, cribed to eCll l'p, the 
payment to the OHAIl{!lfAN subject t~ tbe condition iu ncb · 
Indenture contained of the said Slln of R s_ 

AND WHEREAS the 'aid 
ha entered into tbe above bon! ill tbe penal sum of 

Rs_ , conditioned for the due performance by him 
of th duties of tbe said office and of' allY otber,office to which 
he ma be appointed at any time and oUbe duties apper­
taining thereto respectively 01' whicb may be required of him 
and for the indemnity of tbe CHAlRlIfAN agaiu t 10 s injury 
and damage as aforesaid now tbe condition of tbe above writ­
ten bond i such that if the said 
ha whil t he ha held the aid office of a afore aid 

' alway doly performed and fulfilled the dutie' of the said 
office and i be ball whilst he shall hold the said , office or 
any other office tb which be may f,'om time to time be ap­
point dOt, in whicb he may act lway duly perform and ful­
fil all and ev~ry the dutie thereof and ball al 0 indemnify 
awl av h!ll'lnle tbe CHAIRJI1AN hi succe ors and ns-
ign aod all and every tbe Corpo~ation or person or persons 

cpncern d of and from an and every 10 s injury and damnge 
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which haR been or 'shall or may at any time hereafter doring 
the service or employment of the said 
in such office as aforesaid or in any other office be sustained 
or suffered by tpe CHAIRMAN hi successors, 01' assigns or any 
Corporation or person or persons concerned by or by reason ' 
of the act neglect failure misconduct default disobedience 
omission or insolvency of the said or of 
any perEDn or persons acting under him 01' for whom he may 
be held responsible then this obligation shall be void and of 
no effect otherwise the same shall be and remain in full force 
and virtue. 

Signed, &c. 
The Schedule above referred to. 

Tms INDE 'l'URE made the day of 190 
between 
of 
son of 
of 
of the one par t and the .Chairman of the Municipal Oom-
missioners of' in the district of hereinafter 
called the mortgagee of the other part. ' 

WHEREAS the ~aid 
on tho day of 190 entered into a bond 
with the mortgagee in the sum of Rs. to secure 
the due perform:wce by the said -

of hi~ duties as 
at and of the duties of 

any other office to which he may be appointed at any time. 
AND WHEREAt; it was one of the conditions of the em~ 

ploymeJ;lt of the said as such 
a afore aid that he the said 
hoold ex;ecute a formal mortgage of the hereditaments and 

premi es in the 'chedule hereto de cribed to secure t.he pay­
ment to the mortgagee of' the sum of Rs. 

Now 'I'HIS INDEN'l'URE witnes eth that in pursuance of- and 
fOI' effectuating the said conditiori and in consideration of 
tb premises he the said 

dorh bel'eby grant convey and as ign unto the 
mortjl;agee a.1l that and tho e the lands hereditaments and 
premL s in the said schedt,le hereto described together with 
their resp ctive appurt llR ce and all the estate right title 
and intere t what oev r of the aid · 
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. into out of or apoa 
the same premi as ('r any part thereof and* all deeds pattail. 
evidence and writings or othel' muniment of title whatso­
ever relating to the said hereditaments and premi es or any 
part thereof and now in the custody po*er or control of 
the said 

To HAVE AND TO BOLD the said lands and hereditaments 
and all and singular other the premises hereinbefore express­
ed to be hereby assured with their appurtenances (all which 
hereditaments and premi es are hereinafter referred to " a ' 
the aid mortgalTed premi e ") unto the mortgagee for ever 
freed and di charged from all claim and demands but sub­
j ct nevedheles to the pl'ovi 0 for redemption next herein­
after contained Provided always and it is hereby agreed and 
declared that if the aid his heirs executor 
administrators representatives or assigns or som~ or one of 
them shall at all times carry out and perform all and every 
the conditions set forth in the aiel bond .and on bis part to 
be performed and ob erveel th~n .and at any time not earlier 
than ix month afte,r a final adjustment of account between 
the said 

01' his representatives on the one part and the 
mortgag e 01' his repre, entative or hi 01' their ucc ors 
in office on the other part the mortgagee shall upon the 
request and at the co. ts and charge in all things of the said 

or hi representatives reoonvey 
the aid mortgaged premi es unto the said 

his heirs executors administrators representa­
tive or a signs or as be or they shall direct provided also 
and it is hereby further agreed and d~lared that it shall 
be lawful for the mortgagee at any time after the said 

shall have failed to carry out and perform any 
of the conditions et forth in the aid bond without any 
further con ent on his part to make sale and dispose of the 
aid mortgaged premi es or any part thereof !lither by pub­

lic auction 01' private contract and ither together or in 
parcels and either ,ubject or not subject to any special or 
other condition or stipulations relative tcr title or evidence 
of title or otherwise as may appear expedient and with full 
power to bny in the same or any part thereof at any auction 
and to re cind or vary the terms of any contract for sale 
and to ra- ell without being answerable for any loss occa-
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'oDed thereby and othenvise to act in relation to Euch ale 
1M' salis as may be deemed expedient nnd for th'e purposes. 
aforesaid or 'any of them to execute and do all such assur­
ances and , things as to the mortgagee shall , seem proper 
Provided nevertheless and it is hereby agreed and declared 
that upon any sale purporting to be made in pursuance of 
the aforesaid power in that behalf the purchaser or pur­
chasers shall not be bound to see or enquire whether any 
such failure as aforesaid ha happened or as to the nece sity 
or expediency 01' regularity of such sale and notwith tand­
ing any irregularity or impropriety whatsoeyer in any such 
sale the same shall as far as regards the safety and protec­
tion of the purcbaser or pu rchasers and whether he or tuey 
shall have bought with notice thereof or not be within the 
afore aid power of sale in that behalf and be valid and effec­
tual accordingly and the remedy of the said 
his heirs executors administrators repre 'entatives 01' assigns 
in respect of any impropriety or irregularity whatsoever in 
any 'such sale shall be in dama&es only and it is also agreed 
and declared that upon any such sale as afore, aid the receipt 
of the mortgagee for the purchase-money of the premises 
old shall effectually discharge the purchaser or purcha ers. 

therefrom and from being concerned to see to the applica­
tion 01' being answerable for any loss 01' misapplication or 
non-application thereof and it is further agreed and declared 
that the mortgagee shall by and out of thA monies which 
shall arise from any such sale as aforesaid in the first place 
reimburse himself or pay and di charge all the costs and ex­
pen es incurred in or about uch sale or otherwise in respect 
of the said premises and in the next place apply snch monies 
in or towards the payment or satisfaction of the said sum 
of Rs. and then hold the surplus if any in 
tl'Ust for the sale 
Provided also and it is hereby agreed and declared that the­
mortgagee shall not be answerable or accountable for any 
involuntary los es, which may happen in 01' about the exer­
cise of the aforesaid power aUfj trusts in any of them Pro­
vided also 'and it is hereby agreed and declared all the rights 
and , powers by the Indian Contract Act 1872 and by the 
Transfer of Property Act 1882 respectively conferred upon 
a mortgagee or pledg~e which are in any way applicable 
to a security of the nature of the e presents and which qo. 
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not in any way conflict with or re trict any of the power 
herein expressly set forth shall b rleenl ed a incorrl{)rat~d 
berein and as hereby empowering tbe mortgagee his suc­
cessors in office or assign ' to exerci e the said rights nnd 
powers or any of them and the said doth 
hereby for himself his heirs executors atlmini!<tl'atol' and 
repre entatives covenant with the mo tgagee JI.iS ncce sors 
in office and assign a. mention ed in ' ection 65 of the i'aid 
Act IV of 1882 and that the covenants mention d in that 
ection hall be con idered a embodied in and a forllJincr 

part of the e presents. I N WITNES whereof' the. alTIe partie'; 
to th e pre ents have hereunto affixed their hanrli' and seal. 
. the day and year before ¥ri tten. 

i£Tned sealed and deliveretl by the abovena met! l ~, 
, in ~ \ Seal. ) 

I ~ 
t he presence of • j 

The Schedule a1:>ove referred to. 

ApPENDIX A. 

P,'ocedtt1'e to be adopted b,l/ Mlmicipalities for the collection 
of the ta,'/) on persons ocwpying holdings, tlte /'ate on the 

annual value 0/ holdings, La t"ine mle, l'i gltting 
rate, and the wale1'-1'ale. 

GEN}<;UAL. 

1. In municipalities in wh ich the'e is f~ responsible 
paid ecretary, any dutie which are a 'signed to the Vice­
Chairman in the rules contain etl in this Appendix may, 
under the written orders of' the Chai rman, be performed 
by the Secretary. 

2. The general principle of the folJowin~ rule i tha.t 
there shall be a Demand Register, in whioh all chang in the 
-demand are to be entcred and f rom which the bill are to 
be prepared , The bills, when written out, a.re to he entered 
in a Bill Register in which the satisfaction of the bills by 
collection or remis ion i .. to be po ted, and the total of the 
bills i sued as shown , in 'this RegiQter must agr e with the 
t otal of the demand for the same qU:ll'ter in the Demand 



~1 

Register. For each officer entrusted with the. collection 
of biBs a.n account or ledger is to be kept, in which he will 
~ debited with the demand for the quarter as shown in the 
Demand and Bill Registt:ll·!!, and credited with the coilec tiolls 
and remissions. These aocount are to be closed !lnd 
balanced monthly, and the totals of the several accounts are 
to be brought together in tile form of a progress statement 
to show the state of the entire collections. . 

The rules for carrying out the principles indicated 
above allow of alternative methods to meet the requirements 
of the largest and malle t municipalities. If there· 
sufficient establ ishment, it is de irable to keep the Assessment 
Department distinct from the Co.llection Department. Tp.e 
formet·, which might be placed in charge of the Bead Clerk, 
~hould keep the Deinaud and Mutation Registers and 
I,repare the bills and progress statement~, and the latter 
.,L0111d deaf with tbEl collection and post tbe settlement of 
the bill in the Bill Register. But if the same officer is in 
charge of the Collection and Assessment Department.s, the 
Demand and Bill Regi ters may be combined ( ee Rule 13), 
and the RAmi sion Hegister may, if convenient, be combined 
with the sllrkar's ledger ( ee Rules 27 and 49). The Vice­
Ch:rirman "hall apportion ·the dnties betwf'en the H ead Clerk 
Ot· Accountant and the Tnx-Daroga, so n to distribute the 
work evenly" and to keep, if possible, a cross check on the 
account of the Collection Depurtmeut. The sarkars who 
are employed in the actual work of collection shall not, 
however, be allowed to prepare the bills or have access to the 
Bill Register (see Rule 40), anti the Accountant or Head 
Clerk hall in every ca e audit the cancelled bills, as provided 
in Rule 23, and check the progress statements (Ru)e 51). 

DIVISION Ojl· THE M UNlCIPAL AREA INTO CIROLES. 

3. The Municipality sLnll be divided into collecting 
circles by a calculation based on the area of ground to be 
traver ed and the number of bills to be delivered . Each 
circle shall be numbered, and 0 each ci rcle shall be appointed 
a sarkar. The I collecting circle hould be as compact as 
p088ible, and so arraoged as to distribute the work of tax­
collecting evenly among the sarkaI'. No collecting circle 
shall contain more houses than can be visited by one sarkar 
during the workipg days of a month . • 

0, BHM 26 
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4. The .. cir~les having been determined, and the asses­
ment list, or the valuation and ra tir,g Ii t prescribed by 
section 112 of the Act, havin g been publi hed, the regi tel'S 
of the municipal rate and taxes shall be opened. 

5. Whenever a Municipality levies a pouse-rate upon 
owner and also a rate or rate upon occupiers fo)' water, 
lighting, and latrines, a double set of' registers shall b*, 
open d, i.e., one set for owners and the other for occupiers. 
When two or more rates are chargeable to the occupier, 
they may be drawn on one bill ; and, if found convenient, 
the necessary additional columns may be in troduced in the 
forms and register , so aR to avoid keeping a sepal"ate set 
for eMh rate. If the names shown in the rating list for 
latrine or other special rates do not ,diffel" in more than 
5 per cent. of the cases from those shown in th~ assessment 
Ii t for hou e-rates, the Municipality may, with the previous . 
approval of the E xaminer of Local ACCOUTlts, maintain 
only one set of registers, the nam e of the occupier when 
different from that of the owner being entered in the 
regi Ler immediately below it. Where the names are 
identical or where the pecial rate i · recoverable from the 
owner, the Mnnicipality may is lle a combined bill for all 
rates. In other cases separate bill must be issued. ' . 

6. When the tax on pel' ons" and the rate on holding 
are both in force in the same municipality, duplication of 
the forms may be a.voided by making the division of the 
collecting eircles coi~cid ent with the wards in which each 
rate is imposeu. By this means there will he a complete 
diviEion of the two rates throughout the accounts, but it 
may be found preferable to keep a sepal'~te progress state­
ment, Form L, for each rate. 

7. The following is a list of the forms and regis~r 
which shall be kept :-

A or B.-Demand Registers, by circles. 
C.-Petition Regi tel'. (This may, if conveni"ent, be 

kept by circles.) . 
D.-Mutation Register, by circles. 
E.-Remi sion Regiiter, by circles. 

pensed with in certain cases. 
F.-Bill forms. 
G.-Stock-books. ' 

This may be dis­
(See Rule 27.) 
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H.- Bill Register, by circle. (Tbi may be combined 
wi.th the Demand Regi tor, Form 13-see Rule 13.) 

1.- arkars' Collection Regi teL's, by circle. 
J.-Transit Regi t.er, by circle. 
K.- al'kars' Ledger, by circles. 
Lr-):>rogress StatellHmt for entire demand . 
. M.- egister oJ Warrants iss ued . (This may, if con­

yeni ent, be kept by circles.) 

THE DI<JMAND RJl;GIS1' Jl;RS. 

8. The Demand He rr istcl' sball be in Form A. 

Form A. 

C lIWLI<l No. 

D emand R egiste1' 0,/ the j01'l!:l0 190 

" § 
z 

2 I s 

l:jUBSEQU~N T REVI - .S 1-0 

Ay pt::r first 5ilION8 , 'C; 
demand. ' I~--;----I to. 5 

I 

j Futuro rnte. g ~ ~ 

as . ~ ai:: .;: ~ 0 

~ .= ... ~ ~ .J '" ~ :S ... P-.= ~ ~~~ QC ~ 

RKNAHKS. 

~ 5~ ;5B ~ & fD =- :§= 
~ I H I ~~ g H 11 ~; 
-4 -1-5--_-_-6_-_�--7---:~1~~-8--- 11---_9~:1~1~O~I----l-l __ 

I 
I 

I 

A separate volume shall be as igned to each collecti ng 
eirel. Oolumns 1 to 5 shall be filled up from the a es­
ment or rating list. Sufficient space shall be left between 
each name for posting revi io 1I. paces may also be left 
at the end of each street or mahalla {)r other convenient 
intel'val for the insertion of new holdin gs brought under 
assessment. 

9. Before the preparation of the bills is commenced, 
the Demand Register shall be totalled. This should be done', 
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if pos ible"at least a month before the beginning of the fi~8t 
quarter of the year from which tbe revised assessment will 
take effect. 1.'he totalling may, if it be found convenient, 
be made 'by so bdi visions, but these subsidiary totaJs must be 
carried forwa,rd or sommed on a separate page of the Demand 
Register: so as to arrive at the total of t'he circle. When 
tbe total has been struck, the Vice-Chairman, Secretary or a 
Commissioner appointed for the purpo~e shall cm'efully com­
pare the entries in columns 1 to 5· with tbe assessment or 
rating list, and with the orders of the Oommissioners ' of 
appeal, and hall sign the register in token of having made 
this comparison. 

10. A petitions against the rating list come in (see 
Roles 16 and 17 below), the number and daLe of each shall 
be noted in column fl, "Hemarks." Any re<\oction allowed 
after the Demand Register bas been written up, but before 
it Ita been totalled and the preparation of .tIle bills has com­
menced, shall ue entered in th e assessment list or rating ~LDd 
valuation list, Hl} d tbe entries in columns 4 !Ind 5 of the 
Demand Register shall be corrected, but all ubsequent 
alterations shall be noted in columns 6 to 8, witb referen.ce 
to t.he orders of reduction 01' enhallcement contained in tbe 
fil e of orders and the Mutation Register. 

11. The Vice-Obllirmun shall take care that the De-. 
mand -Registers are free from erasures, and no alteratioos 
sball be made in them except under tire in itials of the Yice­
Chairman or otber office r empowered to sign for bim. 

12. The total originally struck in tbe Demand Register 
shows the demand for the first quarter of the assessment. 
To arrive at tbe demand for the secon 'quarte r it is necessary 
to add the new and enhanced assessments mad e during the 
first quarter. which take effect from the sepond quarter, and 
)milarly to deduct vermnneot remissions or reduction in 

the demand. The calcnlation shown thus :-- . 
nS. 

Demand for fil1lt quarter of 8S per columo 5, Dem8nd Register ... . . 
Add new and enhanced IUiBe.smeots . . . . . . .. . 

Deduct reml8slons and reductloll8 

Demand for the second quartsr of 

Total 

and 80 on, from quarter to quarter, until the a sessment is 
revised. These entries' may be m:l.de ill contiI;lUation of the 
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original total struck in the Dema:nd Register, 01' they may 
be Doted in an abstract on the opening page. The total of 
all the circles may also, if desired, be brought into one view 
in a separate abstract. 

NOT E.-If the percentage on the valuation at which the rate.is levied Is 
changed under section 102 of the Act during the currency of the &ssessment' 
It w!1l be necel!sary to currect the Demand Register in ac(,ordance with section 
ga&.. Thie may be done by correcting the figures In colum". 4 and 5 or 7 e.nd 
8. Form A; or, If the .. Iteration Is fore"een by provldinj/ an additional column or 
or columns between 5 and 6; or by re.writlng the Demand Register. 

13. The Demand Register is the principal record of 
the Assessment Department, and the officer in charge of that 
department shall be responsible for seeing thai it is correctly 
prepared, and that all alterations therein are attested by the 
proper authority. When, however, the same officer controls 
the Collection and A~sessment Departments, the Demand 
Register may be kept in :Form B, which also serves the pltr­
poses of the Bill Register. 

Form B. 

CmeLl<; No. 
Demand and Bill Registe1' of tlte fa?' H!O 190 

1 )fl:lrAND [tEO hi I EN.. DtLL R EOJ8'l' F.R 

. 
" .3'tff 0 First quul'tor. 

" - ;~~ 
0 

~ § ].s~ ~ .. ~ Paid or remitted ::; 0; ;; C 
~o<1' - .. ~ 
c~ .. - '0 ~ ~ e~ . ,,- .<: .. .; .., " il " 8-'" .... 

" " 'S 
.. ,g .... ~ 

:110 -a ~ ... -0" ".- Remark. - rJ) 'U ~ 
,,8 " ~ .... .. ,0 

~$~': 
.!~ 

c 'S 
~ ] ..,- ~ Amollut. O .. te. .: 

" ~~ g :;;:;1:8. 
§ ~ 

.. 
" .E E .~ .8 :g ~ M e .. a s s z iii z -< 0- c>; < < 

P I 2 S I 4 5 I 6 
---, 

I s 9 I 10 11 to 25 

---

I , I I 

I 1 \ I , I 

Non.-Apy lloces'llU'Y parrlculars regarding remisllons can be entered in 
columu. 10, 15. 20 and 25. .. Remark .... or column. 8 and 9, may be subdivided 
110 aa to show remi •• 1 us sepa tely from paymedte. (See Rule HS below) Th~ 
~ Remark." columns may al.(> be l ed to reoord the receipt of notice of vacanoy·. • 
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14. The d ma.nd portion of tui Re lister (columns 1 to 5) 
shall be prepared in accordance with t e direction given in 
Rule 8 to 12 above, except that all oorrections will be made 
by altering the figures show.n in columns 4 and 5. If, how­
ev(>r, thi j found to be inconvenient, - a<;lditionnl columns 
(6 to 8, Form A) may be in erted to ijow the revisions. 

15. 'rhe Register will req uire to bl3 re-written annually 
during the la t quarter of each yea r. 0areful compari on 
mu t then be made of the entries relating to the a sessment, • 
column 1 to 5, in the old and !l ew register~,' and the total 
of th first quarter brought ouL by addition hall be proved 
with the figures arrived at by adding to, and deducting from, 
the demand of the la t qnarter of the previous year, the 
in crea e and decreases in the Mutation Regi tel'. The Vice­
Ohairman shall sign the Register in token that the agreement 
ha ' been made. The portion relflting to the settlement of tho 
demand will be written up in the same man-ner as the Bill 
R gi ·ter, Form H, as provided in H nles 38 and 39 below. 

PF.'l'I'l'lONS. 

16. Peti tion. against the a se sment should, if' pos ible. 
be pre ented in form of a uniform pattern. '1'h u. e of the 
form annexed to the~ e rul es is suggested for this r- urpo e. 

17. Petitions sha,!1 be registe red in Form U by mea!lS 
of which the progres made in dealing with petition. shall bf' 
watched. 

Form C. 
PETITION RIl:GISTEll. 

Regi.8ter oj Fetition /01' exe1/l,plioll /1 '0111 01 ' ?'eduction nf. ... 

.; 
z 

I ~ , ... p~ B OLDINOl'l. TO WIl 19 1f THP! 
PETITION RELAT ... .f.. :: ~~~ 

I ~ ~ .~;=~ 
. INo.ofli st pubJish. ~ -_ 

g od nn d er section I 3 ii 1. ~ 
1 11:l or Oil n t"i8 ' f ..0 t:) Q 

.:: tor of new nnd '0 ~ ~;; 3 
] . irn proved bOld . j ~.§ B :... ~ 
Jj 1ng8. a ~ J a.c ~ 

_' ~.2 _ 1---i-
8 I _41-_6 __ 1---,-0 '_7 _ 

L '., .. . . ' 1 · \ 

8 
i 

\I 
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CHANGES IN THE DEMAND. 

18. All permanent alte ations in tbe demalld, whether 
as increases by new assefJsments, or tbe enhancement of the 
('xi ting assessments, or as oem'eases by tbe cancellation or 
r eduction: of exi ting as essments, ball be recorded in the 
R gister of Mutations in Form D . 

. Form D . 

M UTATION REGI l'RR. 

11 egiste9' 0/ changes in the permanent demand made during the 
qlla?'ter ending. 

, 

i Number I Name EIo' YECl' ON D r-M ANn. 

.. of h old · and de- Inittf<ls 
Serial Date of SU1?dtvl' lng, if au y. SCIl ption I Remarks. of Vice· 

number. order. SlO n . I III De- of h old- + - Cbai!;-IJnRnd 
Re- lng. lucreal:iO DeCI'cA.se. man. 

g Ist.!". . 

-- - - - --- ------f---
1 2 S I 4 5 G 7 8 9 

--- --- 1-- --- --- - - - -----

I 

I 
HI. This" Register shall be written up from tbe orders 

pas ed by the rev isin g authority, and "hall he totalled at the 
clo. e of each qIHu·ter. The total of t.he increa e. shall then 
be added to the previous quarter's demand in tbe Demand 
Registel', lind from t.h e su m shall be deducted the total of 
the uecrea e 0 a~ to work out the demand of tbe en uing 
quarter (see Rule 12). 

20. As soo n as the rfwising order bas been pa. sed and 
regi tered, it sha.ll be mad e oyer to th e assessor or other 
offieer in cha l'ge of the Demand R egister, who ball correct 
the Jemand and shall give a cel'tificale on the ordel' to the 
follow~llg effect:-" Certified that the correction in tbe de­
mand tlirect.ed by th 'e order have been entered in the 
D mand R egist 1'.' The order . ha,ll then be placed in a 
file witb the other ord rs of the same quarter. 

21. As an alternative sy tem the details of the order 
may be entered 'in Fon D eitber in'tbe column" Remarks" 
or in Itn additiomd ('olnml1 to ' be opened between column [) 
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and 6. The corrections in the Deman!1 Register shall then 
be made with re-ference to the entries it the Mutation Re­
gister, each of which hall be initialled by the officer making 
the correction; and the certificate in the f01'1ll pre cl'ibed in 
Rule 20 above shall be given at tlie foot ,of the Mutation 
Register after it has been totalled. 

22. The altel'atioll in the demand to be entered in Form D ' 
will not be retro pective .' If oceasiol: for a retrospective 
addition to the demand arise~, as for ' iD!ltance by applying 
section 94 of the Municipal Act, it will be neces ary to issue 
a supplementary bill, and to correct the opening demand of 
the current qual·tel'; but in view of tbe inconvenience to which 
such changes give rise, it is desirable to defer all increases 
n the asse sment until tbe beginning of the next quarter. 

RE~lIS8ION OF BILLS, 

23. When the Bill Register for any qunrter has been 
closed, every bill entel'ed therein must be satisfied either by 
collection 01' remission or partly by each method. The man­
ner of dealing with the remissions shall be as follow.s :-

First. -If thtl demand bas been entirely remitte~, the 
order of remission, together with the receipts and counter­
foil , shall be placed before the Vice-Chairmau 01' tho officer 
in charge of the Assessment Department, who shall see that 
both the receipts and ('onnterfoils are stamped "Cancelled" 
in large type, and shall initial the former in token of having 
compared them with the orders. The receipts (with the 
bills attached, if they have not been served) shall then be 
removed from the counterfoil and be given to the Acoountant, 
toge her with the remission orders. T~ Accountant shall 
compat'e t\1e receipts with the orders, and after giving a 
certificate of agreement on the order, shall retain the bills 
in safe cu tody for scrlltiny and destruction by the Local 
Auditor. 

Secondly.-If the demand has been remitted in part 
only, the necessary corrections shall be made in the counter­
foil ann the receipt, and also in the bill, if it has not been 
issued, and shall be initialled by the Vice-Chairman, who 
shall al 0 initial the remis io order. If the two rates are 
drawn in one bin, and one of them is remitted in full, the 
remis ~on shall be attesf:ed by the Vice-Uhairman as if it were 
(1 pa.rtial remis ion of one rate. 
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24. After the orders have been compared by the 
Accountant or the Vice-Chairman with the cancelled or 
corrected bills, as provided above, the orders shall be ' made 
over to the Bill Registel' postfl r, who shall return them witl! a 
certificate that the necessary postings have been made in the 
Bill Register. The remissions shown in lists shall next be 
entered in the Remis;;ion Rell:ister or the sarkar's ledger 
(see Rules 26-27 ), and the list shall then be placed in a 
guard file. 

25. For remissions granted for one quarter or one 
holdinll: it is unnecessary to have a standard form of I'emission 
ord<lr, but the period for which the remission is granted shall 
always be clearly stated. If many remi~sion s are gmnted 
by one order, either as aJegal reduction 0 11 account of vacan­
cy, &c., or to clear the accounts of irrecoverable demands, the 
amounts to be remitted should be entered in the lists in 

. columns according to the quarter to which they belong, 
the headings being as shown below:-

Pa .. ; V IOU 8 YEA R. c..; t] RRF.NT YEAR. 

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

Old l>t ~D d 3rd 4th 1s t 2ud I Srd 4th 
arreKn. quarter. Gut\r ter . quarter. quar ter . quarter . qUA.1'ter Iqunrter . quarter 

I 

---} - - -2- --8 -1--4- --5-- ---6 - --7- i--8-- - -9 -- ---1---- 1
-

10 

• 
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The total of the lif.lts should be given both in words 
and figure when they ftre pas ed by the I.·evising authority. 

26. An index to the file of remission order shall be kept 
in the Remission Register, Form E. 

Form E. 

CIIIOLE No ..... ... .. 

Register of 1'emission orde1'S /01· ...... · ...... gmnted d1.l1·ing 
th e month of ............ · 

;, 
" ~ t PREVIOUS YEAR. CURReNT V": AR. :> d 

8_ "E E -~ 
o ~ 1---.-----,--- 1 ______ -,-_--,__ 0 a 

~ '0 ~ 1st \ 2nd I ~rrl 1 4th l,t I 2nd I 3rd I 4th ~] ~ ~ 6 quarter. quarter. quader. q,lRrtor. Qllartcr·
1

q uartor. quortor. quarter. 'EO 

-+-1 / -T-2 I 8~4' I 5 1 6 I 7 I 8 (0 1- 10 _ 11 ~ 
• -, 

1 

. ~ 

Thi form gives all the essential information, but the 
Uommi sioner maj', if they so desire, in ert additional columns 
to . how the names of the rate-payer, the number and locality 
of the holding, and the amnunt of tb'e original a essment, 
o that It complete record of the I'emi sions may remain in 

the Remi ' ion Regi ter in case the remission order are lost. 
At the clo e of ellch month the register shall be totall d and 
the tolK'll of each of the quart!'rly eolumns 3 to 11 shall he 
entered in the sarkar's ledger (Form K) [see Rule 49]. 
• 27. A an altel'Dat.ive )'Stem, a detailed record of tb 
remis ion ord rs may be kept in the ·ar4al·'. ledger (see 
Rule 49), and the Remi sion Register may be di pen ed with. 

BILLS AND BiLL FORMS. 

2. Bill for munici \-Jal rate. ball ordinarily he in three 
i,al'ts in Form F, the receipt portion beinO' printed in red 
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ink. 1'he sample form given below IS for the rate Oil 

holdings :-
Form F. 

No •... MUNlCIPALITY No . .. . MUNICfPALITy No . ... l\IUNICIPALITy 
OF ......... ...... . .. . ... OF ... ... ... ... .... .. ... OF ........... . . .. ... . .... . 

COUNTER~'O[L FORM R eceipt for mte on holdinfJ~ Bill due for "ate 01~ hold-
J)(,id to be .'liven to the ing8 under Melion 120 

No. . ... ..... "ate-puye:r !tll der section of A ct III (B. 0 .) of 
Rate on Holdings B ill. 119, A ct 111 (B . C.) of 1884. 

1884. (Name.) 
Collecting Circle ......... ... (Name.) 

Subdivision ........ .. .. . .. O;~~~'~'~f ·i;~i ciiD·g .. ~h~~n 
Numbe'r of holding on 

Valuation' Registe r .... 

Name Of owner 

Bill for ' tbe .. ... . . qua rter 
of 19 ... 

Rs. A. P. 

Amount ... 

Date of hill ........ . ..... .. 

h "te of service of hill .. 

Date of service of notice 
of demand ... ... .. ... . . 

OlVner of bold,ing sbown 
in tbe M lInicipal Regis-
t ers as K 0 . ... .. .. . in col . 
le<'ting Circle .. . 
and in tbe ........ .. ..... . 
.. . . ..... Subdivision .... ... . . 

.. . . ...... .. . . .. . .... .. DR. 
1'0 qnarterly instal ment 

of rat e on bold ings payab le 
in ad V"nco 011 tbe first day 
\O f the quarter on aCMunt 
of the ahove·mentioned 
bolding for the qua rter 
el id ing . .. .............. HI . .. 

Rs. A. P . 

in tbe l\llInicipal Regis. 
tel's aH No . ......... .in col-
lecting Circle .. .. ......... . 
and in tbe ....... ...... .. . 

. .Subdivision ..... .... . 
...... ... ... .... ..... DR • 

To qunrte rly instalment 
of rate of boldings pay­
able ill ndvance on the 
first day of tbe quarter­
on account of the above­
mentioned bolding for 
tbe q ua l·ter ending .... .. 

.. .... 19 . ... 
Rs . A. P. 

Df<te of service of wa r- A mou n t Amount 

rant .. ..... . . .. .... .. . ... .. . Received payment. 

Date t) f payment.. .... . . Da te of ervice of tbis 
bill ... ...... ............. .. 

Vice-Ohairrnan . 

X.B. - Thls bill should 
not Io e Accepted as a ra 
ceipt. On payment of the 
tax, th e separate receipt 

1 "if f-Ch"i,·man. printed in I'ed ink should 

I DATED AT . .. . . . ... "' 1 he demanded, " nd it should he .seen that it 
[N.B. -Tf t be rate is be~rs tbe same printed 

recovered frbm the OCClI- rite ... ..... .. . lfl. ... numhe rs a. the hill deli-
pi"r under the provision N.B.-This I'eeeipt will vered previously, . and 
of section 105, t be namo not he valid nnleRs Rig-ned that a sepf<rnte receipt is 
of tho occnpior J?'lUst also hy the l'nx Col ll·etor or ~iven for eOlch quarter's 
be stated.] CnRbier. tax. 

29. If the ci rcum ta nces of the municipality ' ad mit 
Of all !;Jill being served withal:/; leaving them with the 
rate-payers the th ird portion of F(}rm F may be dispensed 
with, and the second p.o rtion with t,lte alteration of the 
hending to " bill and ree ipt, &c.," may b n. ed hoth a the 
hill and the receipt. In thi s case th~ thil'd part , hall not 
he printed. 
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30. An estimate LehaH be made of the number of 
forms likely to be required for a year's consumption, anll 
the complete year's su.pply shall be consecutively numbered 
!lnd stitched in books, each containing 100 forms; Arrange­
ment ma.y be made with the Superil1tend~nt of G<?vernment 
Printing at ' Oalcutt..'l to supply the bill forms printed in 
En~lish or in the vernacular, or in both lan~l1ages . . 

31. The surplus forms, which will he very few in 
number, if proper care be taken in ma.kin~ tbe estimate 
~nd indents, shall be destroyed by the Vice.-Ohairma at the 
end of each year. , 

32. The Vice-Chairman or Secretary shall "keep the 
stock of bill forms in his personal custody, and under lock 
~nd key . On receipt of the forms from the press they shall 
be counted undel' the supervision of the Vict<-Chairman or 
Secret,ary, and on t.he fly-feaf or corner of eacb hook ball 
be noted the ' numbeJ' of fonns it contains, attested by the 
initial of the person who counte.d them. The bills shall 
then be entered in the stock register of bill forms. 

Date. 

Form G. 
Stocle R e.Qiste·f of !,ill /(J1'Ins (01' the ... ... ?',de. 

From whom 
Particular., i.", whether rccoioed or ------1 

received or issued. to whom 

Received " 
S.IADce .. 
JU'lLtd. 

ifecoi vcd .. 
Bala.nce •• 

ro.ued 
Receiv~d .. 
SalBDce .. 

issued. From, I To. 

- ._----. 
. . 

I REMARKS. 

33. All issues, whether to thp. bill-wciters or for the 
purpose of destruction of the surplus forms (Rule 31), shall 
be recorded in this register. Bill returned by the bill­
writers to the Tax-Daroga or Assessor will not be shewn in 
this register, but if any entire books of fOI'ms are unused, 
they should be returned into stock as a receipt. If the 
ba.lance becomes broken into two or more series, it will be 
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necessary to bracket the figures in columns 4 and .5, showing 
eaoh series separately. • 

34. To ensure that the bill-writers deliver buck all forms. 
which they have been entrusted to fill up, the Assessor or 
Ta~-Daroga sha~l prepare a sta~ement .in the following form 
whICh shaH be sIgned by the VlCE7Chauman :-

N umber of bills issued as per StuJk Register 
Add unusod bills issued in p:evious quarter (if any) 

• Total A 

Number of boldings or persol) assessed in circle 
Number of spoilt furms (if any) '" 
Number of bills, if any, see l~'lle 33, returned to stock 

Total B 
Balance A minus B consisting of hills 0 , """ to 

ASlu,or 01' Tax-Dm'oga. Vice-Olminnan. 

35. The bills forming the balance should either be 
cancelleJ or (except in the last quarter of the year) they 
may be left in the bill books aOlI be used for the next" 
quarter's tlemand. The latter course should be adopted only 
when the number of unused bills is large, and particular 
care must · be taken to record the balance correctly in the 
memurandum prescribed in the preceding mle. 

36. The bills shall be filled up from the Demand Re­
gister, Form A (or columns J tu 5, Form B). Before the 
bills are brought to be signed they should be compared with 
the Demand Register by some responsible officer, who shall 
record a certificate in the fly-leaf of each book as follows :­
"I hereby certify that I have examined this bill book 
and have a certained the correctness of the numbering 
anu oorrespondence of the sums and names in . the bills and 
l'eceipt and counterfoils, with the Demand Regi ter, and 
1 certify that the number of forms in thi book for the 
. , ..• . . .. rate for the ........................ q uarter of. .......... . 

Ilmount to ...... ..... . (in words) ." Thi certificate may be 
printed on the fly-leave of the bill books. 

37. Toe bill shall be signe r starn ped with a lac-8imile 
signature by the Chairman, Vice-Ohairma.n, Secretary, or the 
Commissioner for the ward to which the bills belong, and the 

' signing officer ~hall sa.tisfy himself that the comparison of 
the bills with the Dem nd Register nn been carefully made .. 



414 AOC6UN'l' UULE8. [A~PEimIX. 

If a fUNimile stamp be llsed, it slJall always be kept 
in the pel' onal cu t~cly of the officer wbose sianature it 
represent , and hall never be used except in his presence 
and actually in his sight. 

BILL REGlSTER, 
38. The Bill Register, Form H, shall be prepared f"om 

the signed bills. The form provides separate columns for 
noting payments and remi~sions, but if it is important to 
economise space, as when two rates are entered in the same 
regi tel', one column will suffice both for collections and 
.. emissions, the latter being p05ted in' red ink or with a 
distinguishing mark. -

Form H. 
C I RCLM ,No ...... . 

Registe1' 0/ Bills /01· .. ......... ./'01· the year ...... .. . 

" t;-d'1e :5 1ST Q UARTER. :;;:C2 

§~ 
s ~ ... 

~] 
·c • .2 .. ~ 

"'..'!! ,; B ow satisfi ed . 
~S:S ~ .9 ~ 0 

i " .::> 
i :s~ 

w_ 
",0 '0 I 

..= ~ ..,.'! 0 0", 0 
0'" Paid. Remitted . .; 

~ .c" '0 ..,~ .., ~ ! i'fl '" . '" > 'OS "8 
z: .. 

~ " j Amoullt. \ o ute. 
~Z ~ 8. ~ " 8 .... =' 
~.s~ f p cO " ... " Am ount. Uate, '" w Z Z '" < p: 

-- - ---4-1 -5- 1--6- - 7- - --
1 2 S 8 9 10 to 27. 28 

----- --- I --- --

I \ -, 
39. The colul'1lOS "Amount of bill" shall be totalhld 

and agreed with the uemand for the same quarter shown in 
the Deman~ Regi ter (see Rules 12 and ' 15), and until the 
agreement has been made and certified to by the sigllature 
of the Vice-Chairman or Secretary in both regi tel's, the 
bill ball not be issued for collection. ~<\s oon as the 
bill have been i sued, the demand for each ehcle should be 
~ntered in the sarkar's ledger, whence it will pass into the 
progres sta,teme~t. 

40. The satisfilCtion. Of the bills by payment or remiilsion ' 
'shall be posted daily in the Bill Registers, and the Vice-

I 
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Ohairman shall be personally re pon ible for seeing tbat the 
work ooes not fall into arrears. 'l'Tle collecting sarkars 
shall not be allowed to have access to these registers. 

ERVIOll! OF BILLS. 

41. When the Bill Rep;ister have been completed, ill 
accordance with Rule 39, the hill shall be made over to the 
Tax-darOD'a for collection. ubject to the gdneral control 
of the Tax-daroga, each sarkaI' shall be responsible for th 
collection and disposal of- the bills connected with the par­
ticular circle assigned to him. The Tax-daroga hall di tri­
bute the bills to the sa,rkars, and shall be responsible for 
eeing that tho sarkars do nOL retain in their po, e. sion any 

bills for a longer period than is nece 'sary for actual delivery 
and that aU receipts which have been removed from the 
countel'foils have been credited in the collection registers. 

42. The Tax.daroga shall commence the service of the 
bill on the fir. t day of the quarter by making over to each 
of the sarkars one or more hooks of his circl e for delivery 
to the rate-payers. If the tax be paid upon presentation of 
the bills, the sarkars shall ign the red receipt which he 
hall deliver to the tax-payer and shall note the date of pay­

ment in the counterfoil of the bill, and enter details of each 
pa~d bill in the 'daily register of collection, Form I. 

Form I. 
CmCLll: No . ...... 

SM·hr'.~ Daily Register of Collections on account of. ..... 

Norlm.-Column8 11 Mnd 16 may be omitted if th.t specification of .. tot&!. arrears" 
and" total ourrent" tl given below total of OIIch day'. collection. • 
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43. If the tax be not paid on llresentation of the bill, 
the sarko.r shall (if triplicate bills be used) separate the bill 
from the receipt and serve the bill in mll-nner presCl'ibed ~n 
section 356 of the Act He shall at the same time, when­
ever possible, mention the date when he will again demand 
payment The date of service shall be noted in the 
counterfoil. The receipt shall not be detached from the 
counterfoil, except on payment or remission in full of the 
dema-nd, and it shall be the duty of .the Tax-dal'Oga to bring 
to the notice of the Vice-Chairman any instance in which 
he may detect an infringement of the rule. . 

44. '1;he sarkar shall return to the Municipal office either 
every day or, if so permitted by the Vice-Chairman, every 
alternate day, and shall deliver to the Tax-daroga all the 
money he has collected, together with the D~ily . Register, 
Form ·1, and the bill books in his possession. 

'fh Tax-daroga or his lL£sistant shall check-the account by 
comparing tbe credits with the coullterfoils, amI after 
initialling the latter, he shall cursorily run through the books 
and see that there are no cou llterfoils from wbich the receipts 

• are mis ing, which have not been initialled by him or his 
assistant or by the officer attesting remissions. He shall then 
total the Register amI see that it corresponds with thA money 
gi n to him by the sarkar, and if all is in order, he sbltH 
initial the account in token of having received the money. If 
the ervice of the bills in the book or books in the possession 
of the sarkar has been completed, he shall· return them to 
the Tax-dal'og~and take away a f1'esb batch for service. 

45. Each batch of bills handed over to the sarkars ' for 
service shall he entered in a Transit R~ister in Form J. 

Form J . 
CIRCLW No ...... 

Transit Register. 

I ...... ... . .... I . I :~ la ~ i~ i~ i~~ n' ~'''r~ ~ . i 
~ a... . s;:; :; s-;;; ;; g a ~~ :s:s , "" '" 8 :I .. I ~ ~ :::~ ::J ='- " .. s.. ;::1- z~ tao.. .,. 
Q. Z at) ~- a :G~ \IJ z:a e -o°c 0 = -------- --------------- ---

I I ~ 8 4 b 6 I 7 8 I ~ 10 11 

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



J,PPPDJX. J AOOOUNT RULBS. 417 

When anears are due, the sarkar must take with him the 
· hooks for those quarters as weH as for the current quarter, 
bot 1\11 bill books taken away by the sarbrs sha.1l be entered 
in Form J, the sarkal's giving an acknowledgment of their 

· receipt and the 1'ax-daroga of· their return to him. 
46. If the sarbl' takes the Daily Register with him on 

his round, lie shn 1l be provided with two copies, which he 
shall use alternately, and he shall leave one copy in the office 
to enable the Tax-daroga to 'post his books. If, howeveJ', 
owing to the size of the Register or to there bein!Y more 
than one kind of tax, t,\te Register is inconveniently lar~e 
to carry, he may . take with him a note-hook in the ' 
following form:- . 

-
:0 Whether for ]~ 

Name. - lA.llt or rd~ House. Latrine. Water. 0 current a~ 0 year. 

" Z p.,a' . 
1 2 3 4 5 I 6 I 7 . 

Rs A. P. Rs. A. P. Rs. A. P. 

·I'j 

I I 
Tbe entries in this book shall be transcribed. into the 

Daily Oollection Register, and when filled up, it shall be 
'returned to the office for record. 

NOTE.-If the taxes are collected during the qUlU'ter in whi~h they are due, 
and there are no arrears, this form may be used in place of Form 1. 

47 . The entri t's ill the arkar's Daily Hegi tel' 5hftll be 
t d into the Bill' Uegi. tel' (see rule 40), and the Tax­

rogu sh;-lll po t the total receivEld from each sarkaI' into' 
•. bis Cai'h-hook, HS provided in Part I of the Account H.ules. 

48. The 1'a -d:lI'oga or Head Clerk shall then post the 
Snrkar's Led.,ers, Form K. one of which sLaIl be kept for 

· each circle of qollection. 
C. BMM 27 
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Form It. 
Sarka1"s Ledger. 

Cirole No .... . . 

PREVIOUS YSAR .. CURRENT YEAR. 

DATE. 

~ ~ ~ ~ ~ ~;l. t ~ 
f - ; ~ ~ ~ _ ~ ; 
~ ~ & .& ~ : & & & 
! <T § ] . ~ i 1 ~ ~ ~ 

"':"' ~---l---I_~-+-:-:-I~ I: I~~! : £:o<9 ! ~ '-I ~-~ 
Demand or bal"llce I I I II I from L'Ult montb-
Collectlons- I 

~~~ 00 :: I . 
8rd 00 00/ 
4th 00 00 I 
&0_ •• . . l 

Total Uections duringl----1------- --1
1
- -,-- ----

the month.. .. I ----·-----·-1-Remi08ion8-
lit 
2nd 
3rd 

00 I I 
4th 
& c. 

Total remi8oions dur­
Ing the month 

I 

Total of collections , 

and remission. . '1 ___ -- --1-- ----;-- -- ----
Balance . . , 

NOTE.-By inserting a column .. number of ills" between colnmns 1 nnd 
2, Bnd similar columns in the Collection Bnd Remis_ion. Registers, tb~ actunl 
number of bills outst:mding, 1\8 well n 8 their vBlue, can be Bsctlrtained. 

49. Tbe entries under the heading ollections !lbull be 
611ed up from the tlaily total in the daily collection r~gi ter 
under the variou~ quarterly columns. The remi8sions mllY 
either be taken from the file of remi!! ion ord€'J's (ee Rule 
24) or, if a Remi sion Regi teri kept (ee Rule 26), from 
tbat regi t r. The sample form given above provide. for 
entry of the total of each da.y's remi ion accol'dinO' to the 
formel' method. hnt if the latter method i adopted, the 
form may b implified by r cording only the total of the 
Remi. sion Regi tel' for the month concerned, in one entry 
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in the various quarterly columni!, us it is unnecessary to show 
details of the reD;lission orders in the snrkar's ledger as well 
liS ill the Remis. iou Rflgister. 

50. The Sarlmrs' ledgers shetll be closed and balanced atthe 
end of each month, and the totals of tho collection and remis­
sion shall then be posted into the Progress Statement Form, L. 

NOTll. -If there is only one circle of collection, Form K may bo made to serve 
the pUl'polie of the Progress Statement. 

Form L. 
P1'og1'ess Statement. 

~======~~~-~~~-=-=-==~~=-=-=-====~==7 

DATE. 

D~mn])d 

Collootion-
Circle No.1 

nltto 2 
Uttto B 
&c. 

l'oml colleotlons of 
tho month .. 

Collections "P to the 
end ollnst mon th . • 

Grl\nd totnl of collec­
tiona.. I " 

Remls.;ons­
'I role No. I 
Ditto ' 2 

PUF.V fOC!:; YF.AR. CunRE~T YEAR, 

I 1- _ _________ _ 
I ! 

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

Ditto s 

Total &:mI8Slon8 ~~ --1-- ----\- ---------= 

,:::~,,;' ... ;; --I~+----r--- ~------

:~i~~;;, =--==1\,== =1= =\-~ -=~'\\--=~ ~ 
Balance.. .. -- - - ----1'--'1---. -- --!--

< ... _ ;:ce=:;c:c _ cae J 



uo AOOOUN'l' RULHS. lAPPRNDIX. 

51. The entry nnder the heading" Demantl " will be the 
n.ggreO'ate of the circle demands of the mne quarters in th~ 
demand and bill registers and the sarkars' led gers. The 
figures to be posted as "collection, up' to the end of' the 
previous month," and "rem,issio.ns n p to the end of the 
,previDus mDnth " will be those shown as "Gnmd total of 
eollectiDns" and "Grand tDtal of remi sions" in the pro­
gt'ess statement Df the previous mcntb. The collectiDns of 
the month shall be verified by the Accountant with tl~ 
Ab tract Register of Receipt~, Form XII, and the Cushier's 
ell. la-book, Form III, and th'l remissions ,,,ith the relllLsiDn 
register or file of remission Drders. If any di cl~epllllcies are 
noticed, the accounts of the month must be r e-checked until 
the enol'S are detected and rectified. As soon as the correct­
ness of the progress statement has b en proved by the 
Accountant, he shall sign it and lay it bef9re the Vice-{!hair­
ma~, arid when it has been passed and signed by the Vice­
Ohairman, it shall be placed with the sarkars' ledgers before 
the next ol'dinary meeting of' the Municipal CDmmil"siDners. 

f)2. The progress ,statement represeuts he state of the 
collection accounts as a whole and sa rlmrs' ledger, Df' each 
circle separately, and they should be carefully scrutinized 
with a view to. the adDptiDn of measures fDr the collectioll or 
remission of arrears. 

53. 'I'he progress statements and sarkal's' ledgers show \ 
only the aggregate of the demand ul1dl:ll' each quarter. 
To obtain details of the unrealized bills reference must be 
made t.o the bill registe l's, and to ensure that these im I'ol'tant 
regi tel's al'e kept posted lip to. Jate It well as to prove 
the conectness of the accDunt, d act as a deterl'ent to 
the cDmmissiDn of' fraud, a comparisDn shall be made once 
" evel'Y six mDnths," 01' oftener if the Com mi siDnel'S desil'e 
itJ of the entire balance of bills in band and the blank space 
in the bill registe r. If any difference~ are found, tbey must 
be reconciled.immediately either by b acing the cause of the 
errol' or recovering from the tax-daroga or arlmrs a'ny 
deficiencies for which they are unable to account. If the 
scrutiny leads to. the dete.ction of any embezzlement, the 
filCts shall be immediately repol'tetl to the EXltll1inel' of' Loml 
(Accounts, in accordance with Rule 8, Part I of these rule;; 
as amended by notification No. 1550T. M., dated 12th 
September 1900.) 
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5-1. Every year, in the month of April, the Oomlnissioners 
hall suhmit. a copy of the Progre s Statement, Form L, 

for t,he mouth of March preceding, through the Magistrate 
to the Commis. iouel' of the Divi ion, and if thel'-e Ill'e 
oulstllndin~ .. extending further ,back thllll the first quarter or' 
tl1e previon. YAal', fnll exp'lllnation shall he given as to why 
these tJ~xe: have neither' been collected nor remitted, Ilnd the 
(Jonl1nis:ionel' of the Di vision shall forwaru these explana. 
tions to GOV6J'1lmellt with his remarks wit.h his u'nnualrerol't, 
on the wOl'king of mnnicipa1it.ies in the Division, 

55, The form of rem ission I'egi tel', daily collection 
l'egi, t,er', sarkars' ledgers alH1 progre"s st,utements cia. siry 
the out bll1dings for f'ach quarter sepllrately of the current 
und previou. years only, Except nnder very special circum­
~t;1I1ce. , taxa.tion shoul(1 never be allowed to fall into arre:u's 
extending over more than one complet,e year. If, however, 
1ll'l'ears of earliel' date than the pre\'ious year' still remain 
on the hooks, they shall lie consolidatfld into one account and 
he shown in the (:olllnll1 "Old Arrears " in the forms refen tI 
to ubove, At the same time a li~t slll\.l1 be IllIHle frolll the 
Bill Uegist.el' of all sneil bill!', the let.ter A beill~ placed 
u~ain . t the blauk space;., and fnt.ul'e realizations and I'emis­
ion,.; ~h:rll tben he noted ill the~e li~b', alld not in the original 

hill regi tel's, which will have been finally cleared. 

56, The form of Ii~t, lIlay he 'imilar tu tlrat. (lrese;'iheu 
for the Bill Register (Forlll H). T'he !'ame care lllust he 
taken to havtl the pa\'lllents ane! remissions ]losted in the. e 
list~, as in the hill registers (see H.llle 40), The con 6lidatioll 
of t,wo 01' mOl'e quarters' ollt;:tandings into one aocou nt, llIay 
also Qe made at any tim(' when more than 7:-' pel' cent, of the 
demand Ira been , ati sfi ell, but tIle separate li!'t of uncollected 
demand llIU t al wnys be prepared berol'e this i done, 

SEIWICIoJ 0]<' NOTIOR: OJ;' DEMAND AND DlST ltE S 'VAKRANTi, 

57. If the amount mentioned in the bill be not paid on 
pI'el'elltlition thereof IInde l' Uule 2, the notice of demand 
with a copy of the bill ann exed may be erved Itt once, nnd 
at tbe late t, it 81 all h served on the first day of the econd 
month of tIle quurtel' whe" the sarJul.l' ball ugnin tnke ronnd 
th UlHlelivered receipts, togeth r ~vith.the notice, ' of dema",1 
which, ball in the interval have been attn he(1 to the receipt 
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hy the ttlX-darogll. If the de'mund is then not paid, the 
notice of demand shall be left 'w it,h the lI~sessees. lind the 
undelivered receip t shall be returned to t.he tllx-daroga for 
the preparntion of distress warrnntE' ", ilh a note of the date 
on wbich the notices of demand were se l'v~d. When fifteen 
clays shall have elapsed lifter the delivery of a notice 'Of 
demand, the sarkaI' shall proceed with a WilITOnt of liistresl", 
nnd if tbe demand as weH as the fee prescribed by law for 
the. wurrant: expenses Le not then flati"sfied, he shall make an 
atta,chment of the default.er 's llroperty, preparing all inven­
tory of all goods lind chnttelfl ~o IIttnehe.d, I1nd proclaiming 
a notice of snle by beat of drum. " 

"'!if ARKANT DJ1:PARTUI<:N 'l'. 

58. The procedure prescribed in the preceding rule 
presupposes the ervice of the ""arrants by the sarkars. If 
there is a separate Warrant Depll rtlllent., tbe Lills transferred 
to that departm ent should be dedncted 'from the ualrllH'e of 
the sarkars' ledgers mid be trented as a separate drele 01· 

circle of collection, Elich WlIlTnnt sarkal' or bailiff flbn]) 
keep a collection registe r ill FOI'IlJ 1, and the progress of his 
work shnll be. reco rded in a ledger in Form K, the monthly 
totnls of which . hall be emhodied in the progress sLatement 
Form L, The remi ssiolls and eollections shall ei-ther uOIltinue, 
to be shown in the original bill regi~ters, or separate regi!l­
tel's may be opened for the W{trrant Departmellt, the letter 
W being entered in the original bill regi ·ter against all bills 

' trun felTed, The latter ('OIII'~H nerd he adopted only when 
t ere is a complete uivi Rion bftw (l (~ll t.lle Collection and War-
rant Department. -;-
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59. As warrants are issueJ they shall be recorded in a 
register in. Form M-

" 
REGIS'L'lm OF WARRANTS ISSUED. 

Form M. 

And tbe fees realized otherw ise tban by the seizure and sale of 
property, fOI' IV hi(~h a form of acco unt is prescribed in Form E 
(4tb Schedule of the Municipal Act), sball be recorded tberein. 

BILLS PAID AT OFFICR. 

60. In the event of unpaid bills, of which the counter­
foil and red receipt are in the cnsto!ly of the tax-daroga, 
being brought to tl:e M unici pal Office and th re satisfied, 
the tax-dal'oga should deal with the transaction precisely as 
the collecting sarkaI' does in ordinary coul·se. All collec­
tions thus made ~all be entereJ imm ediately in a form of 
col1ectioll account; and, on the retul'l1 of tbe sarkat·s, the 
entries shall be transferred to the re!'pective collection regis­
ters of the dl'cles to which they belong. 

6!. If payment of taxes is made at tbe office when the 
pl'escribed form of receipt has been taken by tbe .sarkaI' on' 
his rounds, It provi ional receipt for tho mon ey shall he given 
by the tax-daroga in It form of printe,l receipt bOl1l1ll in a 
book with COl1lltel'f'oil and erial1y numbered in print (Form 
XXXVI will serve if such receipts :11'e rare), and on return of 
the !'lLrkar, the tax-dlLI'O~11 . ball be I'e~pon ibl e for removing 
the fo 1'111 al receipt £"om tb bill book and noting the payment of 
the claim in the counterfoit The receipts shall tben either be 
sent to the rate-payer or be cancelled and attached to the 
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counterfoil of the provisional receipt. The I'isk lind trouble 
attelHllmt OIl thi procedure JOlty, however, be avoided if the 
Commis ionel's give notice undel' section 117 of the Act of 
tile hours on which the office will be open for the receipt of 
money. The sarka I',' should . then be rf'q,uired to attend the 
office during those hours, either befor!' or after their daily 
round~, and the Commissioners would \,~ under 110 obligation 
to ac~ept payments except when tbe s:lrkars were in atten-
dance. . 

COLLKC'l'lON 01<' TA XES AT THE MUNlCl1'AL OF¥ICF.. 

62. An altel'llative procedure is ~uggested, t.he distin(·tive 
feature of which con~ists in the l'efu~:l 1 to permit the !'arkars 
to collect any mOlley. Theil' dut.y wi ll he . tridly limited to 
serving the bill and notices of' dt'JO:md U pOll the as essees in 
the nmnner prescribed in the preceding rnles. Bnt each bill 
will contain a caution ngllinst the payment of any money to 
the server of the bill, lind a directioll to t.he ratA-payer to 
proceed to the municipal officn :lIHI pay the Ilmount of the 
bill there. 

63. At tl;Je end of each week the serving peon will bring 
back the bill-books and receipts to the municipal office 
with a certi6cate that every bill missing from tLe book llu 
~een properly served upon the as essee. 

64. The tax-daroga, ai-si~ted by a sufficient lJumber of 
Clerks, hould remain in the municipal office at a COl1llter 
during certain fixed hours of ellch day, and upon prt' ·entn.­
tion of a bill by a tnx:-payer, he should receive the amount 
and baud to the tax-paye1' the cOl'I'espond' g red receipt. 

65. The amonnt so received hontd he entered in a Daily 
Colledion Register, Frolll 1, olle such register being used 
fot' eHch kind of' rate or t.ax. A. epnrate regis te r 01' et of 
l'egi tel' , should, of course, be slI)lpJit'd to eac'b l't'ce·ving 
clMk. . . 

66. If this method of collection is ndopted, it will not 
he Ilece ary to ubdivide tire account. into circle of collec­
tion. Tire daily total" of tire v:ui'oll collection ]'('gil'tel·" cno 
he brought together ill an ah"tract ant! the gmnd totals 
trnn, cribed into FOI'1n K a one collt'etion Hccount. '1'he 
aCCO'lnts of the W31'rant sa I');; a 1'. or hailiffs may, however, 
b kept a. epal'ate cix-cles of collection in HccOI'lIIUlct! with 
Rule 58, but ordinarily of eacll wtll'l'ant arkar. 
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Form for P etitt'on of Objection against ASStUmelit 01' Valu­
ation under stction 113 qf the B engal Municipal Act, to 
be JYl'esented within one month /1'om tlte 'date of pltMica-
tion of tlte .l1.~sessment or Valuation I;ist . . 

[The petitioner is required to till up only col'lmns, ~o •• I to 7, the r eot are to be 
. filled up by tho Officer noted therein:] 

-: ~ ~ I~'~ .8 :.=: "0 1.1: • SUR·COllMIT· iI • CD"t;5Q) ...... 
,'s § 

TEf':'S ORDERS 1!3 ::l ".c " s8: .. ~ ... s: "" 'fAX . WITH RltoARD 
0 O'"C d~ • 

:E !!£ (I " s~ as .. ::f~ .-5 .... c" .,8 0" TO EAOU " 1 ii 8:E g .. 0 '" IO~ ROUSE • l :a .... ,," ---- i';, .. ,:! 
o!l '" ~ t:oi'1I:1 ,,- .: ! 8 I]" ~ I ~ 

., w:ce- '" " ... ". -.c =a t>.~ s~ C ~ Q" ] ~~ !l 5 .... ~'O e::E :a 
0 ;:E; 

i 
.... "" " :5 § &.g ~ :0 Q =~ _oCl " 

""'1: ~ ~C '_ '0 ·s :5 :0 .. 6.S , o;~ :5 / 'O~ ~il'~ IOtt>O e " o3CP.e~ & -.. ... 
I '" • ... 

" "~.:r~8 
.. "" c coO C I- ::; .... " ~~:5.g: " . .! .. .. -g . l 1li '0 o~ .8_ " .c1jj.s: 1 

I 
il "" ..... g t2- " ~ §:§ " ..!! .. a " ::lQ 

! g~ 6 :: I :: ~ ij..: ~8£~~ " .- .. S01;;s"~ 1 "" 1!3 ~l."IQ:;;; "'I " s" ~ ~" " ... " ::0: il '2 ill S " ., "E 8 
c.. !7i Z c.. <Ii (!) o ,0 -< < c: 

T 
- ---

8 / 4 V / G" S 9 1 10 11 12 IS 

- I--r-- - --,---- - - --
/ I: 1 

H. H. RISLEY, ' 

Secy. to the Govt. of Bmgal. 

No. 3ST.M., dated Darjeeling, tlle 28th May 1898 

Fl'om-H. H. RISLl<!V, ESQ., C.T.E., eey. to the Govt. of 
Bengal, M1lI1Pl. Dept. 

To-ThEl Aeeollnt,,'lIlt-General, Bengal. 
• 

Wl'l'H reference to the correspondence (>nding with JOur 
letter No. 35L.A., dated t1le :nth April 1898, I am directed 
to sny that the Lil:lutenant-Governor approves the draft in­
struction for the audit of Di trict Fund and municipal 
accounts, , ubmitted with your letter J o. 377 L.A., dated the 
22nd November 1 97, . Ibject to the modification uggested 
in th~ last pal'ngrnph of your letter of the 27th April. A 
copy of the instructions: Jl.ppl'oved i . wnvIlfded for your 
information. 
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MUNICIPAL ACCOU T~. 

P?'ocess of Attdit. 

1. Go carefully through the last !'eport, and give parti­
culars of all defects and omissions which have not Leen 
remedied. 

2. Uheck cheque-book with Accountant's cash-book, and 
at the same time see that these \'Ules ill rega I'd to the custody 
of the cheque-book and the issue of cheques are observed. 
(Tick off the comiterfoils of the cheques and the correspoud­
'iog entries in the casb-book). 

3. Check the payments appearing in t,he pass-book with 
the cash-book. (Tick entrie~ ill the p:l.s-book lind cro s­
tick the entries ill the cash-book in the column "Amollnt, of 
9heque," or if the cheque was drawll in a previous month, 
tick the entry in the memon ndurn of outst LIlding cheques 
of the preceding month). 

-4. Ubeck receipt side of pass-book with cash-book. 
5. See that the pass-book is written up on]y by the 

Treasury or Bank, and that it is punctually posted and 
balanced. 

6. Uheck the openin& balances of the cash-Look with 
the closing balances of the previous months. ' 

7. Check all totals, subsidial'Y totals, amounts brought 
forward, and balances in the cash-book. 

S. Prove the cash-book and nass-book balances for the 
last month of audit by adding to the former the value of 
the outstanding cheques shown in the memot'andum nt the 
foot thereof, and deducting the "alue- of any challans which 
have been credited in the cash-book, but do not appear in 
the pas -book. See that the outstanding cheques are brought 
forward from month to month until tlftly are cashed and 
ticked off from the list of the previous movth in the manner 
vrescl'ibed ill check 3 above, Eviden.ee of a . .cheque drawn 
during. the month being outstanding will appen.\' from the 
eutry in the cash-book having no cross-tick marl;:. Mention 

, uny cheques which . hav('\ been outstanding fOl' more than 
three months, and, if possible, ascertain the reasons for their 
non-encasbment. 

9. , _ Check the-payment side of the casb-book with the 
-"ouehers, and, as you go along, cbec-k advunces and repay. 
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"lonts of deposits into their respective ledgers. Chflok 
purchlt AS of tore anu dead and live- tock into the stock 
ILnd ~tore regi tel', 01' feedin~ and ligbting accounts, pllr­
chases of Government . secUl'ities into the security regi .~ ter j 

pnrcha es for oart re~istt-ation ticket anri hackney caI'I'illge 
plates into the J'egisteJ' fOJ' the same I charges for postage 
and receipt stn.mps into the respective accounts I charge 
fOJ' works into the regi tel' of works, and payment ot 
in talment and intere~t of loanrc! into the LOlln Register or 
Sinking Fund Account. ee tbat all classification are .. 
correct, arid that thE' vOlldlfHS are properly po., ed ; are for 
legitimate objects; are duly receipted by the payees; and 
are stam!Jed, cancelled and otherwi e in order. Prove the 
COrl'ectness of the income-tax and Provident Fund deJuc­
tions. Check the arithmetical acouracy of a percentage of 
the vouchers, to see that the totals and calculations are cor:' 
rectIy made. Mention all erroneous or irl'egular payments 
nnd give a list of all missing payees' receipts or vouchers, 

10. Check ostahlishment bills with acquittance-rolls. 
11. Check establishment bills with sanctioned scale and 

with order of Lhe Commission er of the Division or Govern­
ment. 

12. Check imprest account with the ub-vouchers and 
recoupment voucbers, proving the totals and classifitlation. 
A CUI'. ory inspection may be made of sub-vouchers for 
sums below Rs, 10, but it should be seen that all have been 
cancelled. 

13. Ch~ck both sides of the cash-book, item by item 
with the cash abstract register, fOl' one month ill three. 

14, Cbeck the totals of the cash abstract registe~s for the 
months fOl' which you have ·checked tha details, and compare 
the grand totals with the monthly totals of the cash-book. 

15, Check the adjustment regi ·ter with adjustment 
vonchers and tmnsaction relating to advances and deposits 
into the ledgers. 

16. Total the adjustment l'egi ·te r and trace the totals 
into the cash abstmct regis tel'S and work out the net totals 
in the lutter. 

17. TI'ace. the net total of the cn b abstract register into 
the monthly accounts, and total the latter. 
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18: Check tnonthly accounts with t e budget and the 
ptogressive quarterly totals, 

1~. Trace the yearly receipts mid payments from the 
lnonthly ' accounts into the annllal accou\lt. COmp!ll'e the 
tatter with the budget, original or revi ed, and note eXC6f1SeS 
of expenditUl"e or m:uked deficiencies in receipts. 

20. Check totals, bala1l0es, amouuts brought fot'wat'd, 
etc., in the cashier's cash book. ' , 

21. Check classification of remittances to the TreasUl'Y, 
It per payment side, of receipts other than taxes. • 

Note.-When Form It[ is used, the totnl1lng 'I f the inner money columns will 
sbow the clnssi6ention, 

, 22. Cbeck amounts shown as remitted to the Treasury 
wit,h corresponding entries in the receipt side of the Accocnt-
ant's cash-book, , 

~3. Cbeck counterfoils of licen es issued for caniages 
and animals with the corresponding entries in the carriage 
and tinimal tax register, and the daily or periodical totals in 
the latter. Compare also with the fil e of applicatiC'1l for 
licen es. 

21. Check the totals of the above into the casbier's 
casb-book. 
, 25. ' Check the counterfoil receipts (it given) for cart 
regi t,ration fees with entries in cart re~istration register, 
also the daily or periodical totals of' the latter. Trace the 
totals into the cashier's .cash-book. ' . 

26. Check the totals and balance in the stock-book of 
cart re~istratioD tickets witb the cart registmtion register, 
and verify the balances with tb~ tickets actually in hand. 
See that the tickets are of' a kind that cannot be easily Crllln­
terfeited; that a different size and colour is used for each 
period of registration, and that the nnt'lsed tickets are de-
tToy:ed- to prevent their fraudulent u e. 

27. ~'or hackney carriage fees. hackney 'culTiage-drivers' 
fees, ' palanquin license fees, and palanquin-bearers' license 

' fees, adopt checks 23, 24, and 26. 
28. See ~hat the register of Govel'lllT:ent securities is 

. properly kept up, and check .receipt with the Accountant­
General's formal receipt and with the published list. For 



IIIle of securities, trace credi t in- the cnsb.book. See that 
the interc&t due on the investment!! is regularly r~alized and ' 
credi tetl to l ho pl'ope r !lccount. 

2u. See that the Loan llegisler i ~ properly kept up , that 
"' I 10H IIS received IU'O 6n ten;d in it (truce the co.rres pondin g­
c l"e\lits in t he mlsh-book), Ilnd t hat repay ments of principal 
llllU interest arc bei ng llIad e, 01' II sinking fu ud for med in 
8eem-Jance with the tenns of the loans. 

30 . If Ole si nki ng fllnd is vested in Tru stee! ( A ccount 
nu ll! 8 l ), see thut. tllC interest on the im'osted funds i ~ 
nuJed to the trust [lCleOl1 llt, and that an an ll ual Hck ll owledg~ 
ment of tllO ~ol"l'ectnes !l of the trust ltCCOllllt is given by 
the Uhai n llllil. ~, 

31. Report the amount of t he loons still outstanding. 
See that the npproprialioG reg ister of 10:ln funds is p rop erly 
kept up, and t hat 110 loan moner is i mproperly applied to ' 
a. purpose ot.her than that for wll ieh the loan Wil S raised . 

32. Check forward-bala nces. totals, etc., in the d is p ·ns,,\. 
ry subscr iption register, and check t he recei pts with th e 
cashier's cll sh-oook. 

30. R eport amount of dispcnsa ry subscript.ions remain': 
ing un rea lized. 

:14. Aud it the tl'T\st acco unt of et\ch hospital and dis-. 
pcnsa ry ,'egled in lhe \Jommissioners (Form X LA), and if 
the account shows a credit. balance. see t hnt the geneml fund 
of the mu nicipality iii able to !ned this liability, and Ill(1t 
the fu nds belongi ng to the hospital or dispcnsary a rc not 
bei ng misapplied. 

3.5. Ci~eck l'ealizat.i01~ s :lS !lOr miscellaneous ' subscr ir,tion 
register With the ca8hmr s e;as I-book. 

36. Oheck Hbstmct regbte r of misce llaneous subsc ri jJ­
lio ns, and report ilHiou nt outstanding. 

3 7. Check counterfoils of misoellaneous receipt for mtS 
ami lraJe licenses with entries in the cashier's ca;;h-book . 
Report t he balance of license fees unrealized with reference 
to any record li.ept of t he demand. 

38. See tlUlt a l:itock-hook iii kept of a ll liceuse aud 
receipt fo rms, nlld check the entries of recei pts and issue. 

39. Check all c redits in t he cash-book on account of 
,ie ()os i t..~ fIi) J recovery of uc.ivancf'.lS with the CO rl'es [lOndi n~ 
elluie!S in lile icdgtl rs. 



40. Cbeek totals and balnllc6!1 in adva nce and deposit 
lAdger RC9Qnnls, and see that no, debits or\credi~ nppel,r,in 
either, except such os have boon ticked off os checked with 
the cash-hook or vouchers. 

41. , lleport b:linnces outstand ing under advances nnd 
deposits. and prove tbe figu res by adding to, or deducting 
from, the aggl'egate opening balances, the debits and credits 
on 11060unt of advances nnd ueposits show n in 1,110 classified 
llooounts fo,r the period audited. ' 

42. Cbeck thu realizations shown in the miscellaneous 
bill register wi t.h tile ca~h ier's cash-book. 

43. See Umt no !.J ill is marked as paid in the nbl)ve 
register without :, tick mark from you in token of the check 
of the entry \.ith the cashier's cash-book. 

44. Ueport the Illno llut of mi sceJ[aneoulI bills outstanding. 
45. Cbeck fi nes realized as shown ill the statement to 

he called for from the Magistrate wi th the co rrespond ing 
cl'edits in the cash-book, 

46. If fines are not realizC'u by the !\1ngistmte, check 
cash-book with fine reg i .~tCl' and fine register with cllshier's 
cash-book. 

41. Oheck the cOlluterfoils of receipts given for vaccina­
tion fees witb the \,rtccinator's collection regis/,e rs, and the 
totals Of the Jatter into the cashicr '~ cilsh-book. 

48, See that t.he pound re~ister for pou nds farmed out 
is mai ntained in proper fOl'Ill, Compare the opening 
blll!lllC6S with tbe clo:;ing ualHn cc!< of the prev ious yeflr's 
liooouut., the particulars of tbe demand wi th the kabuliyats 
lind sale- lii!~s, and the deposits with the Df'posit Ledger, 
Report whether kahllliyats have been executed for nil til l( 
leases, lind whether they bave been registered. 

49 . . Check 10 per cent. of the realizations shown in th~ 
register with the entries in the ca:;hi er's cash-book, and the 
total, of the monthlv colu llllls with the cash ahstract 
register, 

50. See that no credits nre afforded in the pound register 
other than those ticked off by you as checked. 

51. Slate the oul'lt.:uuling hal r. nce of pound rents, 
• NOTK,_Wbeu P<"""d~ l<r$ uude r direc:t moullgenl"lIt, tb" ~"(Il1l1tcrfoi: ~p"'" 

,;"n by tb" pound,keel''l!r ror ti" .... and fuedil1J; eb'rgell ~i<J mu~\ b'l! compand 
wltb bis ",';lIter QOIiec:tiUII, alld tbe latter wltb the CII.ili"r', cask-book 'J'bi. 
~k m .. ,. lI"'l! reIItricted to the "';n' l*riIou of t OO oounlerfuil, ~nd tho qnMImtnt 
of tho coIlcatioo aocvunl. w wbicb tboy r$1.t.a with tbo en_h_book. 
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52. Make the above checks, Nos. 48 to 51, in regard to 
fef1'¥lS, i'ent of buildings or, any other municipal revenue, 
he demand of whioh is fixed beforehand. 

NOTE.-When bills are issued and tho demands recorded in tho roanulJr 
• 'iled in Rule 99 of the Acoount Rules, the chock will be as for rute collec· 
tlO,DS, for which see P08t. 

'53. See that a collection re~ister is kept for which tbere 
is no fixed uemand (vide Rule 100 of thA account Rult1s). 
Check the counterfoils of the receipts with the collection 
register and the totals of the latter with the cashier's cash­
books. 

54. Check in any way that mlly be feasible and efficient 
any other .receipts, such as school fees appearing in the cash­
book (except rate collections, for which see post ), baving 
['egard to tht1 general proc( d Ilre of check of m l1nici pal 
revenue described above. If any credits are found f'Or the 
sale of old stores, ' they should be checked witL the store 
register and account sales. 

55. See that the tax cashiet' never retains any money in 
hand when he make~ a remittance to the 'l'reasUl'y. 

56. Note what secut'ities are furnished by the municipal 
mployes, and see that they are entered in the "Regi tel' of 

Security Depo its other than cash." Inspect the security 
bonds and see that they are in order _ ' 

57. See that service-books are properly maintained. 
58. Check the postiugs of the Provident Fund ledgers 

for two months, and compare the total of the abstract of 
balances with the balance of the Savings Bank pass-book. 

59. For Public Works expenditure, see that proper esti­
mates are prepared and compare them with the sanctioned 

,Schedule ot' Rates (vide Account Rule 101:1); report 
whether stamped agreements executed in accordance with 
section 37 of the Act are taken f rom contractors for work 
or supplies, whether the contractors' bills are drawn in 
the prescribed forms, whether the quantities clJarged for 
are compw·.ed with the lllellsureulent-book hy the Account­
ant, wllOther fillal bills "are supported by completion certii­
eatail, and wheLher the ehat'ges for labour LLre suppoded by 
muster-roll. Check tb register of .w~rks with the budget. 
toe sauctioned e timate ' and the vouchers, and report· 
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her pa.yments to ('onh'actors are unduly delayed. The 
arithmetical accuracv of the calculations in th measurement­
book should also be 'tested by re-checking the product of thel 
certified measurements pertaining to at least a dozen bills. 

60. Audit the stock "and store ac~ounts by checking the 
opening balances with the closing balance-s of the previolls 
year, the receipts with the payment vouchers. or order-book, 
the issues with the acknowledgments and ~be to res sold witb 
the credits in t.he cash-book. See tbat the stock in haud is 
verified half-yearly, and that a stock list., signed by the 
Vice-Ohairman or Secrehu'y, is produced for check. 

61. • Check the register of unpltid bills and the order-book 
(For/Il~ V and VI), reporting any claims, the settlement of 
which is being unduly delayed. . 

62. Check the subsidiary account (Forlll J o. II) for 
each " of the special rates with the receipts aud \;harges 
shown in the classified monthly accounts. Report the ~Iebit 
or credit balance of the accounts, and, if there is a credit 
balance, see that it appears as a liability of the general fand 
in which it is merged and that the money is not bing 
misapplied . 
. 63. Append to your report a statement, in the follow ing 

form, of the liabilities existing at the close of the aud it. 

LIABILI'l'I EI:l. 

Deposits ... 

Unpaid claims- -;--
(a) For which bills have baen presented 
(b) For which no bills have been pre ellteu 
Balance of loans 

Balance of dispensary accolluts­

(a) Cash 
(b) Secul'ities 

Oredit balances of subsidial'Y 30co unts of special 
rates 

rota! -
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Deduct­

Cash balance-
(a) Bevenue Funds 
(b) Loan Funds 

Govemment a.nd other ~eellrjtjes 

Sinking Fund­

(a) Lnvest llH'nts 
(b) Ca. h 

Adnll1(:ps reC'ovc rabl in cash 

Total 

Net liabiliti es 

, 6-L See that the demand registe .. s for taxes have heen 
totalled and sign ed by the Clmirman 0 .. Vice-Chai .. man, and 
that there are no unattested co .... ections or ernsu .. tls. When 
a new asses mel,lt come' into fo .. ce, a eompari on of the 
:lsse ment Ii t and demand register should be made for o,ne 
ward in each ci .. cle. 

65. Check all additions to, or redllctiollR in, the demand, 
as ~hown in the mutation regi. ter or files of order. wit.h the 
demand register and see that the necessary corrections in the 
latter have been made. 

66. Uheck the totals of the mutation regi~ter with tht) 
additiolls and deductions in the abstract of the dem.and. 

67. Check the Lotal of the abo tract of the demand with 
the bill register total. and the opening dtlmand fOI each 
qua.rter in the Sarkar's ledgers. 

68. Check 10 per cen t. of the counterfoil of the bills, 
lip to a limit of 500, with the entries in the demand regi ter. 

69. In peet tb p'etition regist to see whether it ap-
pears to be correctly Kept, and report if there i any IIndu ~ 
delay in disposinO" of petitions. 

70. Check the file of orders of lists of remissions, after 
totalling them, with the remi ion regi ter. 

c. BKV ~8 



434 AOOOtTNT RULJIlS. 

. 71. Check D p<-'l' ceut., up to a limit ,of 500, of the 
pal'tiaIl'emissions with the counterfoils of the bills. . I 

72. Check tbe wholly remitted cancelled bills in full. 

73. Total the remission register, and trace the mOllthly 
tot~\ls into the sarkar's leu gel's. ' 

74. Check 10 per cent. of all the remissions, up to a 
lilliit of 50, into the bill registe r. 

75. Check 10 pel' cent., up to a · limit of 500, of: the 
counterfoils of paid bills with the bill registers and collection 
registers. . 

76. Obtain complete lists of the outstanding bills 'signed 
by the Vice-Chairman. Total 'them and comp;lre the entries 
with t.he uncleli vered recei "t5, noting allY discrepancies. If 
possible, a few entries in the li st should be compared at 
random with the blank spaces in the bi ll register. 

NOTE.-The verification will be made with reference to the demand up to 
the close of the last completed quarter, but the receipts and remissions io re, 
spect of this dOIDl\od most be audited up to the date 00 which tbe V'erification 
is mll.de. It may he furiher necessary to check some of tbe counterfoils of bills 
and collection registers for tbe current quarter t o g uard aginst defioiencies in 
tbe ACcouots for the period audited being made good from tbe current quarter's 
col ections. 

77. Oheck the totalling cf the bill registers for one 
ward in each circle for one quarter. 

78. Check the total:'! of the collection registers for one 
week in each quarter, and compare the totals of all the 
collection reg isters for one month in three with tha entries 
in the cashier's cash-book. 

79. heck the totalling and balances of the sarkal"s 
ledger. Compare the balances with the lists of undelivered 
receipts, nuting any excesses 01' deficieneies. 

80. Check tbe progress stat~ments with the returns for 
previous months, the slll'kar's ledgers, the abstract register 
of Tef!eipts, and the ca, h-book. Prove the totals and 
balances. 

81. Compare the balance of the progress statement for 
the lao t month of the audit with that shown in ' the audit 
certificate -by deducting the total coHectious and remissions 
from the sum of the quarterly demfl:.nds. 

82. Check 25 per cent. of the fees shown as reaJi7.ed in 
.the warrant register WIth the collection register. Report 
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whethfll' warrants are regularly issued and promptly dis­
Bosed of. 

83, Check the register of distraints with the collection 
registers. 

84. Report whether the system of outdoor or indoor 
collection is adopted, and whether arrangements made are 
s{!fficient, in ,your opinion, to prevent fraud. 

85. Check the recei pts, issue, and balances of rate bills 
. with the tock-book, Form G, and the memora.ndum referred 

to in Rule 34, A ppendix A, of the Account ltules. 
86. Report whether the transit register, Forlll J, is kept 

• up in the mariner prescribed. 

OALCUTTA, 

The 20tl Novembe1' 1897. 

J. A. R OHl!;RTSON, 

E.'I:aminer of L ocal Accounts. 

MODEL 'QUESTIONS FOR INSPECTING THE 
ACCOUNTS OF A MUNI CIPALITY. 

1. Has the last Aurlit Report b en laid before a meeting 
of the Commissioners, and what action has been tnken on it ? 

2. Has the report to the Magi trate required by nul e 55, 
Appendix A, been made? 

n. B as the Vice-Chairman dl':lwn up the instructions 
prescribed by Ru le 31, Appelldix A ? 

~. How many quarters' taxe are out.standing ? . 
5. 1 the Progres St.atcment Form L of Taxation rules 

written up to date? 

6. Taking the Progre s Register for one ci rcle, can the 
demand for any quarter be traced into the A bstl'act Form B ? 

7. Can the demand in that ab" ract be shown to be tbe 
previous demand plus new and impro vecl holdings, minus 
remi siom;, as expbine,d in that Ab tract Form? 

8. ITave the bills compo ing tbat demand been PQ ' t d 
in the Bill Register, Form H, and column 5 of that Regi ter ' 



436 MODKL QUKsrtO fI ,oh INBPBC'l'10 S OF AOCTS. l APPENDIX. 

tObtlled and .found to Ilgree with the uemanu entered ill the 
Abstract? 

9. Taking tile collectioll in 1'8 pect of the demand flO 

proyed, C:lll thOSH colleclion. maue Juring,. any quartet· as 
shown in the Progreso tatement be trllced back iuto Forms 
K and J ? 

10. Taking tbe collections mad", by one arbr, a shown 
in Forlll J, can the collections for a few days at, random Le 
traced into the sarkar's daily Account Form '1 ? 

11. Can tI le coll t'('tiolls of the Farka rs tor a fe\ days b(> 
traced into the tax-daroga's cash-hook, see Account Hule 13 ? 

12. How far dot's the tax-d a roga check the :urkar 's 
accounts as pre cribeu by Hule 44, A l>pendix A , ? unu La he 
more work to do than he can rea 'onably be expecteJ t.o 
perform? 

13. Is the checking of t he tax-daroga's (,ash-book, as 
pre cri beu in Rule 14 of the Aecount Rules, carried out? 

14. Taking the Daure tmced into the taxTdal'oaa's cash­
book (que tion 11 above), can the amounts be hown to have 
heen remitted to the Treasur)", and to have boon brought on 
to the municipal account's cash-book? 

15. Have securities bp-en tal,en from the municipal em­
ploye'? If 0 , of what kind in each case? WIlen and by 
whom was each last te -ted, anJ what was the result of tbat 
te ting ? 

-, 
Municipal Circular No. 11 T.-M. 

Dalyeelill!J, lite i\Oth May H!03 . 

.From - I •. P. HI HIU'::S, E :SQ., 

O.ll!!. S eCl'etal'!J to the (}ovel'nmenl (/ Bengal, 

To-ALL 'omil '!:HONIHIH 0 ' DIVISIONS . 

, 'JR, 

ht 'ontinuation of overnlllent 'i rcula .. No. 171'.- l., 
<.luted t.he 16th eptember 1902, in which your opinion was 

, 
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invited on 'the subject of a proposal to stimulate' municipal 
collections uy the grant of bOil uses to the tax-darogas and 

' accountant.s of lllunicil-'ulities! I am directed to say that, 
after considering the vari~us opinions expres ed in response 
to that Circular, the Lieutenant-Govemor approves of the 
procedure in force in the Presidency Division, uy which re­
wards ILnd punishmenis are regulated by the percentage 
of collections attained in each Municipality. 

2. The system in question was first tried in the Munici­
palities ill the Presidency Division ill 18B8 at the instance 
of the Hon'ble Mr. C. E'. Buckland, then Commissioner of 
the Division. An account of it is given in paragraph 5 
of bis Circular No. 21M., of the 8th July 1898, of which a 
copy is appended to this letter. It will be seen that no 
gmnt or bonus is allowed to the accountant of a munici­
pality, as the responsibility fOl' the actual work of collection 
does npt rest with him. 

3. I am direct.ed to recommend that these l'ules may be 
adopted experimentally, !lnd subject in each case to your 
sanction, by the municipalities in your Division. Until the 
scheme passes beyond the stage of. experiment, 1 am to 
sugge t that its working may be noted in your Annual 
Report on Municipal Administration. 

Ci,'cula1' No. 21M., dated Calcutta, the 8tlt Jul,lJ 1898. 

From-C. E. BUCKLAND, ESQ., Commissioner of the Presidency 
Division. 

To-All Magistrates. 

!or will be within your recollection that in my Circular 
No. 46M., dated the 3rd March 1898, certain instructions 
were issued with a view to the improvement of the collec· 
tions of the municipalities ill the Division. I regret to find 
from correspondence and from enquiries made on tour that the 
circular seems to have been diffeI' utIy understood in different 
offices: it also avpears to require amendment in orne 
re peets. I thi k that it will be a simpler and clearer 
cour e if, iu tead of recapitulating alllI cOlTecting the orders 
previously i sued, I now lny down the proced1;lre to be ., 
adopted in future. " 




