: it eyt
.
O S ' il
[ Yad
: \_lo i
v -

SIND EMPLOYEES' SGCIAL
SECURITY INSTITUTIBN .
B N

| N
e

£y 7 ._': !

- CODE OF STAFF INSTRUCTIONS

FINANCE & ACCOUNTS DEPARTMENT




P e S AN | L B e O T T Y

PREFACE

The codal instructions governing internal working of various
sections of the Social Security Institution were drafted by foreign
experts in 1966 i.e. before the inception of Social Security Scehme
(1st March, 1967). Ever since then, radical changes have taken place
in Social Security legislation (Ordinance, Rules and Regulations)
which have rendered the codal instructions obsolete. Further,
creation of some new &epartments and field offices in the Sind
Employees” Social Security Institution have also warranted necessary
amendments, alterations and additions to the Code.

A departmental committee was, therefore, constituted to go
throush various portions of the Code and suggest amendments after
joint deliberations. The committee scrutinised each and every
part of the Code and submitted its recommendations. Later, the
amendments wera scanned by the respective heads of departments.
As a result of these concerted efforts, the Code of Staff Instructions
has been revised for the first time during the past two decades.

The present book is the approved version of the revised Code of
Staff Instructions. It deals with the working of Finance & Account
Departments. It is hoped that with the revision of the Code, the
working of the Institution would become smoother as chances of
lapses, duplication, confusion, etc. now stand obviated.

BRIG (RTD) S. M. BAQAR NAQVI
Commissioner

5th January, 1985

T



STAFF INSTRUCTIONS
FINANCE DEPARTMENT.

T A) INTRODUCTION
B) PYMENTS AND RECEIPTS

1— Payments ‘ (Paras 11029 )
! 2— Receipts ' . (~ 30 to40 )
_' , 3—Control of Cash (« 411045 )
: 4— Duties of Cashier ¢ (7 46 t054 )
:
- C) ANNUAL REVIEW OF NEEDS (» 55t060°)

. D) INVESTMENT OF FUNDS OF THE INSTITUTION (761 to 73/
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421~ STAFF INSTRUCTION OF FINANCE

A-INTRODUCTI!IGN:

The Finance and of the Institution is mainly responsible for:

r

(1) Preparation of budget of the Institution for each financial

-year
(2) Investment of Funds of the Institution.

(3) Regulation of receipts and payments of the Institution

PART -1 .

B- PAYMENTS AND RECEIPTS
1) PAYMENTS:

The duties of Finance & Accounts Department are to make
payments after the relevant payments have been pre-audited. This
Department is further required to record the payments in the rele-

vant accounts.

1. a) The arrangements for authorising and making payments
are explained in following paragraphs.

The small payments i.e. payments not more than Rs. 50/-
will normally be made from petty cash maintained by the concerned
official of Head Office, Local Directorates, Medical Circles Hos
nitals, etc. All payments other than those mentioned above will be

quthorised by means of payments vouchers.



2. PAYMENT VOUCHER: g o i wiiRe

A payment voucher;

a) contains written authority for the payment to be made.

b) Serves as an action-sheet to record performance of prore-
dural steps relevant to pre-payment check by internal
audit, payment and accounting

c) acts as a receipt on which the recipient of a payment will
acknowledge having received the payment and

d) Serves as the posting medium for the entries to be made
by the Accounts Department.

Two types of payment vouchers will be used as under:-
L
a) Form F-1 to authorise payment for goods purchased
involving cash transactions. Form F-2 to authorise all
payments relating to purchases and services etc. where no
cash transaction is involved.

3. Payment vouchers will be completed in duplicate by means
of carbon paper and both copies will be passed on to the Audit
Officer who will examine the propesed payment and sign the pay-
ment voucher if he satisfies that the proposed payment is in order

in all respects. He will then pass both the copies to the Cashier for
action.

4. The Cashier[ Assistant (Accounts) stationed at the Head
Office or local Directorate or Medical Circle or Hospital (as the
case may be) will be) will act on payment voucher only if the Audit
Officer has signed the voucher.

§. Paymentin Cash.

If payment is made in cash, the cashier Account Assis-
tant (as the case Imay be) will require the payee 10 acknowledgs

receipt by signing both copies of the payment vouchers by means
of carbon paper in the space provided:

In the case of payments authorised on forms F-1 he will:

a) enter the payment in the 'Cash’ column of his Cash
Book.

b) give a reference in his Cash Book to the payment vou-
cher.

¢) complete the space on the payment voucher which
gives a references 1o the entry in the Cash Book.

d) sign in the space for the signature of th cashier. ‘

e) retain the top copy of the payment voucher as his
voucher for the entry in the Cash Book, and

f) pass the duplicate copy of the payment voucher to
tha Accounts Officer to serve as the posting medium
for the entries to be made.

6. PAYMENTBY CHEQUE:

If payment is made by cheque which will be conﬁned' to
the payments authorised on payment voucher {F-2) the _Cash1er!
Assistant (as the case may be) will prepare the cheque for sngrfature.
Cheques prepared at Head Office will be signed by the D:rec:cor
Finance exclusively upto Rs. 1,000/- whereas cheques exceeding
this amount will be signed jointly by the Direcicr Finante a.n.d
Vice Commissioner at Head Office. In the absence of the Vice
Commissioner at Head Office the cheques will be signed by the
Commissioner himself. In case, Director Finance is or:| leave, the
cheques will be signed by of an officer who is authorised for the

purpose. J
In case of field offices, the following procedure will be followed

for signing the cheques:—
;4 DlPEC‘TﬂF-‘%ﬁ\TF:

i)  Cheques upto Rs. 1,000/- will exclusively be signed
by local Director.
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I ¥Cheques exceeding the amount of Rs+1,000/- will.be s .,
signed jointly by the-~Loca!.D_irector:ﬂnd_fAccounts;;., L

Officer concerned.
iii)  Cheques exceeding Rs. 5,000/- will be jdintlylsigned
- ° by Local Director, Deputy Director and Accounts
Officer concerned.

2. MEDICAL CIRCLES AND HOSPITALS:

1) Cheques up to the limit of Rs, 1,000/- will be signed
exclusively by S.M.O. in charge of the Circle and

Medical Superintendent_ ot the Hospital (as the case
may be), and

AND

1) Cheques exceeding the amount of Rs. 1,000/- will be
signed jointly by Senior Medical Officer incharge or
Medical Superintendent of the Hospital (as the case
may be) and Accounts Officer concerned.

After signature on the cheque by concerned officer(s) if the
cheque is handed-over 1o the Payee or representative of the payee the
space on the payment voucher for the signature of the payee, ac-
knwoledging will be completed the cheque will be sent by post to
the payee, the serial number of the the cheque will be entered in the
appropriate space on the Payment voucher in both the cases,

7. The Cashier will:

a) enter the payment in the “bank column”of his Cash
Book", :

b) give a reference in his Cash Bookto the payment vou-
cher.

c}  complete the space on the payment voucher which

gives a reference to the entry in the Cash Boogk.

]
?

v sign in the space for his signature, e &
-elj retain the top copy of the payment voucher as his
voucher for the entry in the Cash Book

",

f) pass the duplicate copy to the Accounts' Ofﬁquf/
Accountis Department to serve as the posting media
for the entries to be made in the ledgers, and

g) carryout daily balancing of Cash Book-s at the enr._i of
working day and put up the same to Director Medical

supdt (as the case may be) concerned and Audit Offi

' r their Signature. )
8. Al pcgyggn_ts“of cash benefit including payment of death

grant and disablement gratuity will be authorised t{y Incharge Bene-
fit Section referably Social Security Officer, Berefit), on iorm l.3~5.
These payment are made by Social Security Officir (Be:nefu] at field
pay offices of the Instiu_uion and Cashier at the Local Directorates.

When a form B-5 is given to the Social Security Oficer (Benefit)
or, he will hold it until the payee or any one of the pi?vee nam'ed
th;ereon, presents himself to receive payment. The Social Security
Officer. (Benefit),and Cashier will then:—

(a) request the payee to produce the ldentity card, .
(b) Satisfy himself, by comparing the identifying details on

the card with those on the B-5 that the person presenting * °

himself is the proper payee; (if any doubt arises, tp-signa-
ture or thumb-print of the payee on his Ide'ntltl card
will be compared with a signatur e(or thumb-print),

(c) obtain the signature (or thumn-print} of the pav-ee in the
appropriate space on the B-5 to ackr-.owledge n?ce:pft; o

(d) pay the amount due if the authority to pa.y is stll! va:; 3

(e) enter the amount paid on Form F-7 “Cashier’s Daily Re-
cord of Payment of Cash Benefits”, and

(f) retain the B-5 until the F-7 is totalled and completed at

tho ond of the dayv.
w12 8N 01 109 08y
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,;authority “for’ the payment of cash benefit whethter it
~may be death grant/disablement gratiuity lapse after period of one
‘year. Any authorltywhlchthe Cashqer;’So"la! Secunty Officer (Bene-

fit) still holds at the explratlon of vear from the date of authorisation

will be returned by him to the Benefit Section as lapsed for cancella-
tion.

11. PAYMENT TO AN AUTHORISED AGENT:

Provision exists in the staff instructions under “‘Benefit
Code" whereby a Cash Benefit payee who is unable because of his
illness or infirmity to cail at the Directorate, or any concerned Pay
Office of the Directorate to reiceve the payment may authorise an
agent to do so on his behalf. He will do so by completing form

B-18 and signing the for or if he is unable to write,expressing his thu
mbprint.

12. When the agent calls at the Directorate or any Pay Office
of the concerned Directorate to receive payment, he will bring with,
him the form B-18 duly completed by payee and also the identity
card of the payee. The Social Security Officer (Benefit)/Cashier will;

a) satisfy himself, by comparing the identifying details
on the identity card with those on the B-5 that the
identity card relates to the beneficiary entitled to
receive the payment;

b) examine form B-18 presented by the agent and
satsify himself by comparison of the signatures (or,
thumb-prints) on the B-18 and the identity card, that
the B-18 has been completed by the beneficiary en-
titled to recieve the payment;

c) obtain the signature (or thumb-print) of the agent

in the appropriate space on the B-5 to acknowledge
receipt;

11
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e) enter the amount paid on Form F-7; "Cashmrs
. Daily Record of payments of Cash Beneﬁt.':’ > i
f) complete the details reqmred by Form F-7 rega
" reference to the B-5 etc, and
q) 'ritl:: the B-5 and the B-18 until the form F-7 is

completed at the end of the day.

13. CODE NUMBER OF BENEFITS'

For convenience of analysis the cash beneﬁts provided in
the Ordinance will be given the following Code Numbers:

Benefit.

o ‘r.lumber Bickness benefxt.
2 Injury benefit. :

3 Maternity benefit.

4 Death grant. .

5 Total disablement pension.
6 Partial Disablement pension.
7-. Disablement gratuity.

8 \Widow's Pension. .

9 Needy Widower's Pension.
10 Child Pens'tor{.
11 Parent’s Pension.

14. USE OF FORM F-7

When the Cashier enters on Form F-7 the amount of : pay-
t of cash benefit, he will take one horizontal line fo eac ‘pavn
:E:t entering the amount paid in the “Total’ hcolg:dn a‘:;d aos;o ﬂ; .
‘ i ~ording to the e No .
ropriate analysis column acc
g:aerﬁaci?arieneﬂt as indicated on the B-5 and completing the other
details required by the F-7 relating to the payment.

12
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rriibisza) U add up the.amount columns of.the .F-7, carrying for-

ward the totals from one sheet to another if more -

than one siieet has been used during the day;
b) check that the cross-total of the analysis columns of

the last sheet used agrees with the total of the “To-
tal” column. -

c) enter the total of the “Total” column in the “Cash”
column of the “payments” side of his Cash Book,

thus recording in one figure the total payments of

cash benefits during the day;

d) complete and sign the certificate at | at the foot of
the last sheet used during the day; and

e)  pass to the internal Audit Officer both copies of the
F-7 or F-7's used during the day, together with all
the B-5s for vouching the payments, and any B-18's
authorising payment to an agent of the beneficiary.

15. LATE PAYMENT LISTS:

When the internal Audit Officer has completed his action
on the F-7 which was passed to him by the Cashier/Social Security
Officer (Benefit) (as the case may be) at the end of theday he will
return the same to the Cashier/Social Security Officer (B) all (B-5's)
and B-18's (if any) which had been passed to him with the F-7's.

The cashier will file the B-18's and completed B-5's i.e. B-5's
where all the payments authorised on them have been made, as
shown by th signatures or thumb-prints of the payees. Any B-5's
where one or more of the payments authorised on them have not
been will be placed with the fresh B-5's received from the Benefit

Section for payment action, when the remaining payee or payees
cail.
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16_ In case of late

payments of .cash benefit authorised by

i ion, _ ier wi t payment could
lncharge‘,ggngil,t,éec‘ tion, the cashier, wil!“see‘oi‘?h;;}‘h':ég 15 case
oiph ¥ "R A 3 £ hours. \ ca
conveniently be made to the payee during woridnd,

e )
o hial 34
: i to_the
payment_is_made, 10

worker, n sepefate F-7,is fequirec. 10,58,
prepared but this payment would be -included in the p;ymen_tlsl
summarized on form F-7 on the next day. T1.1e samfa procedure wi

be followed for getting it audited as mentioned in the foregoing

para.

17. PAYMENT FROM PETTY CASH:

No payment on account of cash bene‘ﬁt will be reqfai:ced‘
to be made out of petty cash limit held by th? Directorate., everfb‘:;
a small amount less than Rs. 50/- except this procet{ure dESC’;l .
in the preceding paragraphs. However arrangement‘s will b-elrréa e :,r
the Directorate toaliow adequate advances to Cas!rer!Soma ecuri :
Officer (B) according to the requirements from m:*hlc the payments 0
cash benefit will be arranged in case of emergencies.

18. PETTY CASH ADVANCE (GENERAL).

For day to day expenditure upto the Ii[nit of Rs.c§0;;=
the petty cash advance will be authorised tf:a each Dn::er:torat;,b tr:h Z
and Hospital etc. This Petty Cash advanc_e will be admm.:sterg by ;
Adminiétration Department. The Petty Cash'holder W.l“ adminis e:
Petty Ca-sh on the “Standing Imprest System’. Tr.ie su:tab_le amoun
of advance which may cover about four weeks will be paid to Petty

Cash holder on payment voucher (F-2).

19. The Petty Cash holder will authorise (withou_t fm.'mality)
and make small payments as necessary out of his standing tmpres:c.
He will obtain receipts for the payments in all cases except when this
is impracticable (e.g. in connection wi.th the purchase of postage
stamps) and will record the payme_nts u? a Petty Cash I?ook . nuhm-
bering and filling the vouchers and inserting the appropriate voucher
number opposite each entry in the Petty Cash Book.

14
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20, At the end of each month’ S s Ice | th
. ch month or earlier if the balance
: € bal
tmprest becomes inconvemently low, the' Petty Cash ::;Idecr"fw';:
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take his Petty Cash B .
ook and vou e .
recoupment of advanae chers to the Incharge concerned for

21. RECEIPTS:

: eposit into the Institution”
! Y are payable, wheth

i i » Whether at Head

ocal Dlregtorate. This will be done at the post-opening stg;jc;i

the cheques ;

o hangz?i?;eo ’;‘ce'“d_ by post, and by the Cashier if the cheques

the bank on whij ? (.Jﬁ'ce- (The effect of crossing a cheque is that

_ N wWhich.it is drawn will not Pay the amount of the chequ
e

he amount to a bank account; if a par-

ticular ba i i
nk account is named in the crossing the credit will be made

only to the account named).
22. Ia respect

of eve amo H
or in cash, the cashier % unt received, whether by cheque

will sign a form of receipt as detailed below:-

1) Form F-4:. Receipt for SQcial Securi
received timeously:
Receipt for Social Securi
received late; and

Receipt for al| other types of income,

ty Contributions

2) Form F-5:-
_ ty Contributions

3) Form F6:-

. 23. Form F-4 will be used
i.e. not later‘than last dateof the
Contribution for the previous mo
exceeding 45 days as the Institt
shown for the extension,

for remittances received timeously
month in respect of Social Security
nth or Within a such expenses not

'tion may allow on good L
ay z2llow on good Cause being

15
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7" These remittances should dccompany the employers’s contribu-

tion schedule (Form C-1) showing how the amount of remittance has
been arrived at. The contribution schedule will be passed with the

. o = g =

remittarice to the Cashier who will;

a) check the amount of remittance corresponds with the
amount shown as due on the contribution schedule (C-1j that a
remittance for the amount shown as due has been received

b) complete the tabular statement on form F-4,

c¢) pass the contribution schedule to the contribution section.

d) enter the amount of the remittance on Form F-8 (in dup-
licate) ““Cashier’s Daily Record of Contributions received
Timeously",

e} Complete parts | and Il of the F-4,

f)  pass both copies of the F-4 to the Accounts Officer who
will countersign both copies and pass these back to the
Cashier.

g) send to the employer, or hand over to the representative
the top copy of the F-4 and

h) retain the duplicate copy of the F-4 until- the F-8 is total-
led and completed at the end of the day.

24, Form F-5 will be used for Social Security Contribution
received late i.e. after the last date of month" following that for
which the contribution are due or after such time as mentioned in
pare 34 above. The ordinance (Section-23 (1) ) and the schedule to
the contribution rule provides that where payment of contribution
is received late, the amount payable shall be increased by %% for
each day from the day following the last day on which contirbution
may be paid without increase to the date of payment. The calcula-
tion or check of this increase is the responsibility of the Contribu-
tion Section. The Cashier will merely accept and record the amount
of the remittance actually received by him.

25. When a remittance is received late the contribution sche-
dule (Form C-1) showing how the amount of the remittance has

16



been made up will be passed, with the remittance, to the cashier,
who will;-

a) check that the amount of the remittance corresponds
with the amount shown as due on the contribution
schedule, and note on the schedule that a remittance
for the amount shown as due has been received no-
ting the date of receipt, ‘

b) complete the tabular statement of Form F-5.,

c) if it shou'd happen that the amount remitted in res-
pect of the increase under the ordinance and the
contributions rules for late payment does not appear
to be the correct amount, or if no addition has been
made in respect of the late payment, the Cashier will

o hevertheless note in the tabular statement the actual
amount of the remittance received. and also note on
the last page of the contribution schedule the actual
amount of the remittance received and the date of
receipt; :

d) pass the contribution schedule to the Contribution

' Section, )

e} enter the amount of the remittance on the “Receipts”
side of his Cash Book -(not on Form F-8, which is to
be used only for contributions received timeously),

fl  complete parts | and || of the F-5,

g) pass al' *krzc zcpias of the F-5 to the Accounts Offi-
ceis, who will countersign all three copeis and pass
these back to the cashier, :

h) send to the employer or hand over to his representa-
tive the top copy of the F-5,

i)  pass to the Audit Officer the second and third copies

of the-F-5,and '

17
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j)  retain, as his voucher for the entry i.n the Cash book,
the third copy of the F-5 when itis pass_ed bat_:k tf’
him by the Audit Officer with the Audit Officer’s
Certificate in part-111 of the F-5 duly completed.

26 ; Zarm F-6 will be used for all types of incorne other than
social security contributions. The cashier will;

a) enter the amount received on the “Receipts” side of
the Cash Book,as to this see paragraph 38 below,

k) complete parts-l and Il of the F-6,

¢l pass all three copies of the F-6 to the A?counts
Officer, who will countersign all three copies and
pass them back to the Cashier,

d) send or hand to the payer the top copy of the F-8,

e) pass to the Audit Officer the second and third copies
of the F-6,and

f)  retain as his voucher for the entry in the Cash Book
the third copy of the F-6 when it is passed bac.k t:)
him by the Audit Officer with the Audit Officer’s
Certificate in part-111 of the F-6 duly signed.

27. In the case of remittancesacknowledgedon Forms F-5 a:nd
F.6 the Cashier will, as stated above, enter the amount of the rer[utt-
ance on the “'Receipts” side of his Cash Book. It should bg spemal!v
noted, however, that he will enter the amount of tl:\e ren".nttaf}ce in
the “Cash’’ column, whether or not the remittance IS r's‘.-cewed in the
form of a cheque. The reason for debiting thfz “*Cash colum'n and
not the “Bank’’ column when a cheque is received B'I:?d plaﬁ:ed in the
Cashier’s safe is to ensure that the balance of tht.a Cash columr_m
of the cash book will at any time correspond w:sth the amount 1:1
e custody of the cashier, whether such amount is made up of ca: :
or cheques, or both. It follows that if for any rea.sor: a remlttancg ;)t
the Institution is paid directly into the Institution’s Bank, the debi

L o e A MR o T N R s e s St %a.ﬁ_.ﬁmﬂ\_“ =



+in the Cashier's Cash Bookwould in that case be made in the “Bork

L

column, and when a cheque or a b

mn, ad atch of cheque is paid b
ca-shler into the Institution’s bank, a transfer of the amofm invzht'zg
will be made from the “cash’ column to the “Bank” column

28. USE OF FORM F-8.

f \f\éhen 1o Shlis ostats on Form F-8, ia duplicate by means
?io::rrec::r;if:ge:f r::e a;nm;nt ofla remittance in respect of contribu-
Ously, he will take one horizontal [j
i : ; al line
rem:ttance, entering the details required by the form for each

butioif. wwhl;:;:l :-?Tj ogfice hash been closed for the receipt of contri-
; _Will ‘be one hour before the ti :
leave, the cashier will; ¢ time when the stafi -

a)  add up the ariount columns of the F-8, 'carrying for-
u;.;ard the totals from one sheet to another if more
than one sheet has been used during the day

b) |f any entries have had to be made in the column for
Iarn-ount of any increases imposed under Section 26
(which refers to iricreases payable by an employe
who h:as failed to observe prescribed rules of zafr ;
or hygiene) the cashier will check that the cross-tc;tg
of the two analysis columns of the last sheet agri
with the total of the “Total” column, G

c) enter, in the “cash” column of the “Receipts’ sid
of his Cash Book, the tota of the “Total” column o?:
;he'F-S, thus rec9rding in one figure the total receipts
luring the day in respect of contributions received
timeously, see in this connection paragraph 38 above
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d) complete and sign the certificate at 1 at the foot of
the Ias; sheet of the F-8, or F-8's used during the'day-

e) Enas§ to the Audit Officer both top and duplicate
topies of the F-8 or F-g' completed during the day

together with the dupl; i
: plicate copies of th
F-4 Vouching the entries; S
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f)  retain as his voucher. for his entries on the F-8 the -
duplicate copies of the F-4's when they are passed

/ " back to him by the Audit Officer.
" 30. CONTROL OF CASH: -~ - R

Each office of th Institution will contain &t least one
safe, the key of which will be held by the cashier. The cashier will
all times cariy the key on his person. The key will not be left in the
office, even in a locked drawe:. This instruction regarding keys of
office safe will be maintained even though at some time the safe
may be empty or the contents unimportant, since at no time should
it be possible for unauthorised persons to have access either to the

keys or to the locks of safes.

e
31. Any safe which is small enough to be removed from the
office by burglars will be bolted to the floor.

32. The amount of cash or other valuable property retained in
safe, particularly overnight, will be the minimum possible. Cash
surplus to immediate requirements wil! be deposited in the bank.

33. Spare keys of safes to which resort can be had in case of
need, will be deposited with the Head of the office at sub-ordinate offjces
and Director Finance at Head Office. The spare key (s) will be released to
the Cashier when a written complaint about original key lost is submitted
by him to the above concerned Officer.

A. When any large amount of cash is being transported from the
bank to the office (for example, for the monthly payment of salaries)

the danger of attack and selizure of thiz cash must be borne in mind.
The Cashier will bring the cash by car or taxi, accompanied by at least
one other person in addition to the driver. To circumvent the possibility
of a planned attack the time of the visit to the bank to collect the cash
should be varied, and the car or taxi should not always take the same

route between bank and office.

20




35. DUTIES OF CASHIER: -

/ In order to avoid errcrs and to facilitate balancing and che{:king,
all entries in the Cash Book should be neat and clear, Corrections should

not be made in the Cash Book (nor in any other book of accounts) by
erasure. Any wrong entry should be ruled out by means of a single line’

drawn through the erroneous figure and the correct entry should be made
immediately above it so that both the erroneous entry and the correct

entry are clearly legible. Such alterations should be initialled by- the
officers making them.

36. Entries in the Cash Book stiould show on the receipts side the
consecutive number of the éntry, the date the receipt, from whom the
money has been received, the serial number of the form of receipt issued
(F-5 or F-6), the type-of remittance (cheque or cash) and the amount.

37. On the payments side there should be shown, in each case the
consecutive number of the entry, the date on which the payment was

made, the name of the payee, the serial number of the payment voucher
(F-1, F-2) the serial number of the cheque, and the amount.

\/38. CHECK OF CASH BALANCE:

At the close of business each day the cashier, after completing
forms F-7 and F-8 for the day, enter the day’s totals in his Cash Book,
bring down the balance of the “‘Cash” and “Bank” columns of his cash
book, and will check that the amount in the safe, whether repr'esented
by cheques or cash, corresponds with the balance of the “Cash” column
of the Cash Book,see in this connection paragraph38.

If satisifed as to this he will lock up the safe for the night. If,
however, any discrepency
safe and the balance of the “Cash’ column of the Cash Book the reason
for the discrepancy must be found as a matter of urgency, if necessary
the entries in the Cash Book and on the forms F-7 and F-8 will have to
be checked in detail by the cashier, including the arithectical operations.
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is found to exist between the amount in the

L
5

39. s-lf'h 3tl_"shc.:ul_d hapen that, notwith T:s‘t_an:t:lifig the _,r_ndu._st ‘_ca[g"full
se of the discrepancy cannot be _ascgrtalned, the lscre_:pancy
4. If it occurs at the Head Office tc the Director Finance
field office to the Incharge concerned of

check, the cau
will be reported. I
Department, Of if it occurs at a
the field office.

40. Any consequent investigation that may be regar_c{ed asd ne:essary

‘41 be dea't with the Cash Book will, however, be adu,is'fe at once,
=¥ av such investigation, by means of an Accounting Transfer
pendlng ‘ J:urm F-9) which will have the effect of transferring the
»:\;L:irtlt‘:;f the discrepancy to a “Losses and Overpayments Suspense

Account” or as the case may require. : ]

i i ill rule 2 diagonal
41. When the ;ashter balances his cash book he will ru g

“ line from the last entry on the side with the fewer entries down the

column to the line which contains the total, so that entry can be made

after balancing.

~  42. HANDING OVER CHARGE OF CASHIER:
¢ 2

When one cashier hands over to another, ‘the incoming and
outgoing cashiers will together count a!nd agree the amou;’: oafm(;a::;
cheques, etc. being handed over, and satisfy themselves that hi o
corresponds with the balance shown ‘in the cash book. The f:as Ragha
then be ruled off and the balance brought down: A certificete w i
inserted in the cash book at that point, and will be signed by botfl c'ashlirs;
detailing the cash, cheques etc, handed over taken over and certifying tha
they agree with the balance of the cash book.

C- ANNUAL REVIEW OF NEEDS (Estimates):

43. A complete review of the needs of the Institution for
supplies ‘of all kinds will be made once a .ye.ar, so that necessary
provisions can be included in the financial estimates. In accc_:rdanf:e
with Rule—7 of the Financial and Accounting Rules, the financial
estimates must. be submitted to Government not later than'_Z}(]th
April of each year. It will thus be necessary for the annual review of
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needs to be carried out réhd'co'zribl_étéa Hﬁuﬁﬁ"égﬂié'rf 6 as to allow
Department o carry out the work of -
these costs between the sub-heads of

time for Finance & Accounts

expenditure under which the fi

for consideration and on ward
date,

nancial provision must be made, and
transmission to the Govt. within due:

ANNUAL BUDGET ESTIMATES.

44. The Finance Department shall, before such date

and such manner as may be prescribed, draw up
estimates for the ensuring year in respect of

a) Administrative Expenditure,
b) Medical Care Expenditure, and

¢) Income from S.S. Contribution and
other sources, -

57. The following time-table shall be observed
for the budget estimates:—

Last date of
) completion.
— Receipt of budget estimates
from sub-ordinate offices
- to Head Office. March 30

— Consolidation of budget after
discussion wiih Heads of Field

Offices. ~ April 30

— Finalisation of the budget of Head
Office after discussion with
Departmental Heads. May 07

— Submission of budget estimates
to Finance sub-Committee. May 22

— Submission of budget estimates
to the Governing Body along with
recommendation of Finance sub-
Committee, June 07

— Approval of budget by the Governing
Body. June 29

-_‘i'rT] ?{! n_’_)fl".!"

ot :;I.::.enMedical Wing of the Institution whereas the reﬁuiréﬁ;ents relat-

§
()
7
-]

./ :45..After .constitution - of  the Medical Circle, the' require-
.té in respect of medicines and medical_supplies are assessed

ing to stationary, liveries and. other items are to be assessed by
Agminfstration Department for Head Office, as well field offices.

46. As stated in previous paragraph the requirements in res-
ect of stationary, liveries and other consumable and non-consum-
p L

" able items is worked out by Administration Department, Head Office
‘a

d the same in form of price are forwarded to the Finance' Depart-
3 nt Head Office alongwith justification for consideration afwd
'mzlusion in the proposed budget of the Institution for the ensuring
in |

financial year.

47. Similarly, the Medical (Purchase) De[?haf:tment, HO \.ml:
take action for finalization of the required medicires and !11edn:;at
supplies purchase. For this t_hey have to call for the reqm'rems;n
from the field circles and consolidated the same at' Head-Ofﬂce (f or
placing the orders on quarterly basis to the var|0l:ls circlis :tt:
approval by Purchase Committee as to the rates and flrmslj T e orId
budgetory allotation required for_the pI..Il'chaSE of medtcm;sg art'
medical supply will be forwarded to the Finance & Accou.nts -epa :
ment for inclusion in the budget estimates for the ensuing finance

ial wear.
D— INVESTMENT OF FUNDS OF THE INSTITUTION

48. | pccording to Rule 6 of Finance and
Accﬁfﬁting F?ule_s, 1966, any surplus income of
the Institution alongwith the amount of map-
datory ‘Reserve’ (as defined under Rule 5 o “
Finance & Accounting Rules) shall be investe
in such type of investment as the Governing

Body may determine. :

PURCHASING COMMITTEE & TENDERS:

49. As provided in the Procurement of Supplies T_lnd”i;rl?pelr;te\,;
Regulations, which will hereinafter t?e referred to a;tdeof ini:'?{'[ng
Regulations”, supplies will be acqu:‘red by the met ;an g
tenders, except that purchases costing not more ;



" “miay bé made’olit of Patty Cash If the sup ., in the opinion of the

B fCorh'fﬁiﬁi'éherf"hré likely to cost Rs. 5,000/= or more, public tender 3
* “will be invited, but for supplies likely to cost less than Rs. 5,000/- 3
" but more than Rs_ 50/- invitation to tneder may be restricted to not 2

fewer than three suppliers.

While inviting the zenders. it will be kept in vicw that a |

seven days period will be prescribed for purchases less than

Rs. 25,000/- and -exceeding this limit, the period will be 21 days as

per Procurement & Purchases Regulations.

50. The issue, receipt and opening of tenders will be carried
out, under the above mentioned Regulations by a Purchasing
Committee consisting of the Vice Commissioner as Chairman, the
Head of the Finance & Account Department and one cther meinber
to be nominated by the Commissioner in relation to the type of
supplies to be purchased. For example?when pharmaceutical products
or other medicai sunplies to be purchased, the Senior Medical Officer

T Tt ol LT AL RS
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concerned would probably be nominated/associated. In case of medical _

supplies the Medical Adviser will be the Chairman of the Purchages
committee.

51. The Medical Departmant in the case of medical supplies
and the Administration Department in the case of all other supplies
will prepare for the Purchasing Committee a schedule of the items to
be supplies, with specifications.

52. The Administration Department will also prepare, for the
Purchasing Committee, the conditions of tender which, in addition
to the matters to be ingluded as laid down in Regulation—5¢b) of
the Supplies Regulations, will require the tenders received to remain
valid for a period not exceeding one month.

53. Tenders received will have the marking required
Regulation 7(b} of the Supplies Regulations displayed prominently
on the outside of the envelope. The post-openers will leave all such
letters unopened and will pass them (unopened] to the Chairman
of the Purchasing Committee, who will retain them under lock and
key until the time of the meeting of the Purchasing Committee at
which the tenders are to be opened.
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EXAMINATION OF TENDERS:

. 54.When the meeting at which the tencfers are 10 rbe opet?:d

k_. lace ‘the Chairman will note, for jthe minutes of tt?e me;ﬂg;
% 95 ptl t:lumber of envelopes containing tenders receu.:ed. f:
t‘;?“;?ni; that sealing of the envelopes is intact the Chairman will

1 el li!ES ()H[! h one T d \/ numaoer B i } nuUme ichl
en a \”” u b_ tnem 17 Ll

i v 1 s Y ] T

ODEH lhe

order.

55. The tenders will be checked by the Pprc’hasF Committe':ﬁ
thmeti;:aily in detail i.e. the additions and multiplications, and wi
ar

be signed as evidence of such check.

: . A

56. The Committee will examine and compare the price 0;
tenders and will recommend to the Commissioner the ac;\ceptar:\,ebzt
Gl is wi es

ffer. This will usually be the cheapest,
he most advantageous O \ :
Ff for any reason the Committee decide to recommend acceptaqce o
i i r

la tender other than the cheapest e.g. on cons;deta_tlons of qushtyec;t
wecause there might be some douwt about the ability of the cheap

i i ing will
tender to deliver the goods in time, the minutes of the meeting

was,
state the reason Of reasons why the cheapest tender or tenders

or were, rejjected.
PLACING OF ORDERS:

§7. When the Commissioner has approved the a‘ccep;anf:mi:
a tender a contract will be drawn up in accorlt::lan;: \;mhatssecmecj
iate, the contract wi or (
accepted. Where appropriate, ) : |
i i Institution to issue partid :
eriod, thus allowing the : “
‘t}hraughout the duration of the contract, as prc;w:;i‘edc ;::ract
jon i lations. A copy of the
tion 6 of the Supplies Regu of
Ler?:ltl? ;her signature by or on behalf of the Commissioner anfj fth:a
. i
supplier, will be passed to the Head of F & A. Department forin

mation and retention.
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-.* . UNFORESEEN REQUIREMENTS:

58. Any requirements not foreseen when the annual review

of supplies of the ensuing ycar took place will be referred to the

ourchasing Committee, who will consider, in the first place, whether
there is sufticient financial provision in the estimates as approved or
deemed to have been approved by Government/Governing Body.
If the purchasing Committee is satisfied that necessary financial
provision is available, they will deal with the requirements in accord-
ance with the principles and procedures described above relating to
the annual review and the placing of orders resulting therefore. In
the event of financial provision not being available, the Purchashing
Committee will consicer whether the nced for the particular require-
ments is sufficit;—antly great to justify an application to the Govern-
ning Body for approval.

59. For the purrose of convenience in regular working, all
forms used in the Institution will have a prefix and a serial No. for
example e.g. C—4 is the form on which Contribution Section of the
Directorate will notify to the Accounts Officer, arrears of Contribu-
tion due from an employer and the form F—2 is the voucher for
payment of all types of purchases.
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A). Appendix — |

staff' Instructions

to paras.
8) Introduction,

Accounting (Financial).
1) Duties of Accounts Officer. (01 to 26)
2) Book Keeping (Day to day payments

& receipts) W (27 to 42,
3) Use of particular Accounts between Head :

Office and field Offices. (43 to 57)
4) Losses and Overpayments. (58 to 84)
5) Social Security Contributions. (85 to 101)

6) End of the month Accounting Operations
at local field offices.
7) End of the months Accounting operations
. at Head Office.
8) Preparation of Annual Accounts.

9) External Audit

(102 to 112)

(113 to 130)
(131 to 144)

(150 to 16C)
(Accounting Stores)

(161 to 167)
(168 to 178)
(179 to 182)
(183 to 19C

1) Duties of store keeper

2) Receipt of stores

3) Issue of Stores

4) Receipt and issue of Medicines and
consumable Medical supplies at the
Dispensaries.

(F) Stock Takings:
(G) Accounting of payments relating 1o civil works. (203 to 207)

(H) Special features of maintenance of Account (208 to 223)

at the hospitals.

(1) Specimen of various forms.

(Control Accounts)=: '+ = i hefer’ence t

(191 to 202) .




ITRODUCTION
The Accounts Department of the Institution is ma'iniy concerned as under:-
1— Maintenance of Accounts.

2— Preparation of final accounts at the
end of each finacial year.

3— To get the Institution’s Accounts audited by
External Auditers as per mandatery provision.

4— To sE:bmit the final accounts alongwith External
Audit Reperis before the Governing Body.

5— Over all Technical Supervision of all accounts personnels.

AT TR e S B R N e gt e ik i i e N e

APPENDIX — 1.

Control Accounts to be maintained.

Indicates that subsidiary Accounts (see paragraph yare also
required to be maintained for the control Accounts maintained

below::

S. No: Name of Accounts.

1. X Cash Account.

2. X Local Office Current Accounts.

0 X Administrative Expenditure.

4. X, ~Medical Care Expenditure.=

5. o, & Social Security Contributions.

6. XKa Income from Investments.

! X, Any Other Income.

8. S Sirkness, Maternity & Deak Cont Exper-
perit Company Alc

g. K. Employers in Arrears Control Account.

10. X Sundry Debitors Account.

11. X Petty Cash Standing Imprest Account.

12. i Losses and Overpayments Suspense Ac-
count. ' '

13- - Bank Deposits Account.

14. X Other Investments Account.

15. — Medicines and Medical Supplies Purchase

] A/C.

16. By Capital Expenditure (Medical care) Ac-
count)

17. X. Consumption of medicines and medical

: supplies Account.

18. . X Capital Expenditure (@admn) Account.

19. - Sickness Maternity and Death grant
Branch Reserve Account.

20. a5 Employment Injury Branch Reserve Ac-

count.




21,
22,
23.

24,
25,

26.
27.

28.
20. |
30.
32.

33.
34,
35.

36.
37.
38.
39.
40."

41.
42.

43.

x X X

_...._,.,n_b___,__r _______

Medical Care Branch Reserve Account.
Sundry Creditors Account.

Other Losses Virrecaunble Over payments
Alc. TR ¢

Remittance in Transit Account.

Ciaims for unpaid contributions extin-
gushed Account.

Imperest Account.

Provident Fund Account of the emplo-
yees. :

Motor car/Cycle Advance Account.

Staff Loanees Account.

Staff Benaden Alc.

House Building Advance Account of the
emplcyees,

House Rent Advance Account.

C.P. Advance Account.

Other Losses & Irrecoveable Overpay-
ments Accounts.

Accounts Receivable Account.

Cash Surplus Suspense Account.
Rehabilitation Expenditure Account.
Income and Expenditure Account.
Investment Account.

Social Security Fund Account.
Pension/Gratuity reserve Account for
the employees of the Institutions.
Benevolent Fund Account of the emplo-
yees.
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1 Accounts offices with the assistance of Accounts Asstt. will keep
the financial accounts of the Institution other 1h.an th-e _::ash bo?ks,
which will be kept by the respective Cashiers the main dut;es are detailed

here under:—

BTING MFD A

C ACCOUNTS DEPARTMENT.

DUTIES OF ACCOUNTS OFFICER:

A. Duties of
Accounts Officer:

2

1) The Accounts Officer is supposed to
supervise the entire accoutns work of the accounts.

2) He will ensure that all books of
accounts are maintained properly
as per standing instructions and Accounts
Statement (F 16) is prepared.

3) He will ensure submission of Accounts
Statement (F-16) to Head Office on
monthly basis.

4) He will assist concerned officer incharge

in the preparation of annual/revised budget.

5) He shall act as a member of LOcal Purchase

Committee.




6) He will keep the cheque book
under his custody at Circle
Office (where cashier is
not posted) and prepare/issue
cheques.

7) Any other Accounts werk specifically
assigned to him by the officer incharge
or Head Office.

B. Dutiesof
Accounts Assistant:

2. Accounts Assistant is to perform the
following duties:-

1) He is required to prepare payment
vauchers/transfer vouchers (F-9 &
F-2) & debit/credits notes.

2) He is required to maintain all books
of Accounts (including cash book at
Circle Officer) under the supervision
of Accounts Officer.

3) He will assist the Accounts Officer
for preparation of F-16and Annual/
Revised Budget.

" . » SO

2. POSTING MEDIA: e

whether at the Head Office or at field office
the cashier. They will make their entries
g media” which will be passed to them.

~ Accounts Officer
will work indepen_dently t_)f
from various types of ""postin

3. The posting media wili be as under:—

&
.

in respect of payments in cash or by cheque -

i a) the original copy of each payment voucher (Form F-1,

f‘ or F-2) or

: b) form F-7 (Cashier's daily record of payments of cash
benefits),

: 2) in respect of the receipt of cash or cheques -

f c) the second copy of each form of Receipt (Form F-5 or

F-6) or:

d) Form F-8 (Cashier's daily record of contribution received

timeously);

M e

3) in respect of entries where no cash or cheque, is either paid

or received -

e) From F-9 (Authority for Accounting Transfers) see

paragr_aphs 4.7
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4. ACCOUNTING TRANSFERS: |
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- In addition to recording payments and receipts, it will frequently 3
be necessary to make entries in the accounts which do not relate to either i
payments or receipts. Example of entries of this type in connection with'}

which no money passes, are:—

a)  entries necessary to transfer an amount from cne eccourt ¥

to another (hence the term “accounting transfers” by
which such operations are usually refferred to};

b) debits made in an employer’s account to record amounts -§

due but not paid in respect of contributions (the ccires-
ponding credit will be to a Contribution.Account);

c) entries giving effect to the depreciations of fixed assets
(debit Depreciation Account, credit the asset Account);

d) entries establishing, increasing or decreasing the Reserves
which, in accordance with the Ordinance and the Financial
and Accounting Rules, the Institution is required to
establish and maintain; etc.

5: The entries of this type that will require to be authorised are
dealt with in the later sections of part-1l of these Staff Instructions
relating to F & A Department, where the book keeping oper==icnz t©c L
carried out by the Accounts Officer to give effect to them are explained
fully. (The facility of making entries of this type some of them of great
importance with in the double-entry system of ‘book keeping, represents
one of the advantages of that system as compared with systems of book
keeping by single entry).

6. FORM F-9
Entries of the type referred to in paragraph 4 and 5 which

do not relate to either payments or receipts, will be authorised on a
Form F-9, “Authority for Accounting Transfer.” The amounts to be

29
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Wi ¥ia and credited and the accOURTS I WAL, B tabias ssctio of
Tr et ode by theAccountSUfﬁcerwdleStated n the tabular sec i
:?1 b‘; r:: and the authority for them will be given by the signature, of the
e 10
Head of th :
this form at 2 field Directora

b

. The principal use of
. A Department at the Head Office. rincig 2

b eizee 7 te will be in connection with debits against
in respect of contributions due but unpaid example (b) of

ers .
emploVE™ 4 and suthorisation by the local ‘Director rather than an
‘gf?gerp;f the F & A Department will therefore be appropriate.
ic

7. After the completion of Part-|, the form will be passed todthfzf
4 al- Audit Gfficer, who will examine the proposed transfer and, |
a roves, will sign the certificate in part-1l of the form and pass it
:s tfmipAccohnts Officer for ﬁction..

8. Instructions regarding the use of the forms mentioned 1;
aragrap'ah 3 upto the point when they are referred to the Accoun
%fﬁcer are contained in the following paragraphs:—

a) Payment vouchers (Forms F-1 and F-2) - paragraphs2—14
of Finance Code of Finance Code

») Form F-7 (Cashiers Daily Record of Payments of Cash
Benefits) - paragraphs 15—23 of Finance Code

¢) Forms of Receipt (Forms F-5 and F-6) paragraphs 31—-38
of finance. e

d) Form F-8 (Cashier's Daily Record of Contributions rece-
ived timeously) - paragraphs 39 to 40.0of Finance.

e) Form F-9 (Authority for Accounting Transfers) - para-
graps 4 to 7. of Accounts Code

9., When an Accounts Officer receives any of the posting me::
referred to in the previous paragraph, he will check that él;;a forrr‘;\f =
been signed, in the appropriate space on the form, t:fv an : m::ccounts
Internal Audit Department. If it has not been so signed the
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. foice,_r_. will refer it to, me_:app,ropriate officer for examination and MII

- make no accounting entries there from, until it has been returned to him
duly signed as required.

10. DOUBLE ENTRY BOOK KEEPING:

summarised as follows: —

al  for every debit there must be a corresponding credit and

vice versa but these corresponding debits or credits can
Citen be made in one total figure;

b) it follows from (a) that at any time the aggregate debits
in the books must equal the aggregate credits, and the
failure of the books to “balance” in this way indicates
automatically that one or iore mistakes in either the
entries or the arithmetical operations of balancing must
have been made;

¢l in view of (b) each Accounts Officer must saiisfy himself,
at the end of each day that his book do in fact balance,
and if they do not, he must @ a matter of urgency,dis-
cover and correct the mistake or mistakes, if necessary
by checking all of his entries and arithmetical operations
since the previous balance was checked;

d) itshould, howerver, be noted, in connection with (C),
that because of the possibility of compensating errors, a
correct amount posted to the wrong account, omissions
of entries altogether, and other kinds of mistakes, the fact
that the books balance does not necessarily prove that
they are correct in every respect;

31
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balances of individual accounts - an accountis s'aid.to have
a “‘debit balance” when the entries on th? d?blt side a_dd
‘up to more than the entries on the credit side, and vice
versa - differ in their nature; |

debit balances represent either expenses or assets,

credit balances represent either income or liabilities;

f) in grouping the balances of the various accounts fo;
presentation of periodical statement.s, balantjes whic
represent expenses or income will be mclude.d in Income
and Expenditure accounts, while balances which represent

11. GENERAL LEDGER AND SUBSIDIARY LEDGERS:

The Accounts Officer's posting from the media listed in para-

* graph 3" will make the double entry of the transaction in the General

Ledger. In all cases except accounting transfers one side of the double
entry will be in the Cash Account and he will therefore, open a Cash
Account in the General Ledger, with “Cash” and “’Bank” columns.

12. This will duplicate the cash book kept by the Cashier but
the duplication will be justified for the following reasons:—

1) It will enable the Accounts Officer at any time to test that
the accounts as a whole are in balance without any need to
trouble the cashier to extract the balance of the cash book.

2) The Cash Account kept by the Accounts Officer will serve. as
a check, on the correctness of the cash book by tfxe cash:e;;
and will be a deterrant against any fraud by the cashier throug
manipulation of the cash book.

13. It will be convenient to arrange that many of the__ a_ccou:t:
kept in the General Ledger are “‘total” accounts, cg Admlmzzstlr;
Expenses Account, Medical Care Account or Er_nptoyers in arrears e
account, and where and when the Accounts Officer makes the au:uprlcu:l.5 .
entry in a “total” account it will be nec?ssary, for future analysi
other purposes, also to record how the total is made up.

inc
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VST The Accounts Ofﬁoéi’fivill,"thére.fore,vin addition, make entries -3

in a “Subsidiary Ledger” which rha\,'r"'l_}e ruled with analysis columns, as
in the case of the cash benefits (Subsidiary) Ledger, or consist of accounts

of individual employers as in the case of the Employers in Arears (Sub-
sidiary) Ledger. i

14, NEED FOR AGREEMENT BETWEEN ACCOUNTS OFFICER’S
RECORDS AND CASHIER’S CASH BOOK:

It will be obvious that the Accounts Officer’s cash account will
act as a check on the correctness of bank and cash columns of the Cashier’s
cash book, and vice versa. It will be the duty of the Audit Officer to
see that balances of the cash and bank columns of the cash account as
recorded by the Accounts Officer agree exactly with the corresponding
balances of the cash'and bank column< of the cash book as kept by the
cashier. If any difference is found to exist the cause of the difference
must be ascertained as a matter of urgéncy and the mistake or mistakes
must be corrected before any further transactions are recorded;

15. DAILY BALANCING BY ACCOUNTS OFFICER:

At the end of cach day the Accounts Officer may take out
a Trial Balance of the General Ledger, which is a list of the balances of
every account in the General Ledger - debit balances in one column and
credit balances in another column, and must satisfy himself that it balance.
1T 1t does not balance, he must, as a matter urgency, discover the mistake

or mistakes he has made and make necessary correction or corrections
before he makes any fresh entries.

16. MONTHLY ACCOUNTS STATEMENTS:

Up to this point the accounting action described in paragraphs
1 to 15 will -be applicable both in the local offices and in the Head
quarter's Office. At the end of the month, however, action in the local/
fizld office and in the Head office will differ. Each field office will prepare
a monthly Accounts statement (Form F-16) which will be submitted to
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T ount by account, of the figures for the mor ch _
?:cthe General Ledger. When received by the Head Office. The F-16 will

. T3 T 7. i . = 3 e s Negss L
15th of the following month. This wil be 2 siatemen.

the month which have been posted

" e the means by which the transactions of the iocél'/ﬁéld__'@fji_;g's'q_ré incor-

gt flinign oy et Ho SR
' porated in the accounts of the Instltutlor_la?whple. . e

16A. when this has been done, the Head Office Accounts Officer
will then be in 2 position to group the balances of the different ac:::ou‘ms
and thus prepare an Income and expenditure Account- for the Institution
as a whole, relating to the month, year or other p.erlod, and a Balance
Sheet (that is a statement of Assests and Liabilities) as at the end .

the period.

17. ACCOUNTING INSTRUCTIONS:
' 2
Paragraphs 11 to 16A give a very brief genera! outline of the
accounting operations which Accounts Officer will be reguired to perform.
Detailed instructions regarding the entries to be made for every sort of

transaction, preparation at local field offices of the monthly_accounts
statement (Form F-16), the incorporation of the local field offices state-

ments in the Head Office books of accounts and, finally, the preparation
of Income and Expenditure Account and Balances Sheets, are contained
in the later sections of Accounting code of staff instructions.

18. MANNER IN WHICH ENTRIES ARE TO BE MADE:

In order to avoid errors and to facilitate balancing and checking,
all entries in the books of account should be neat and clean. Correction
should not be made by erasure. Any wrong entry should be ruled out
by means of a single line drawn through the erron_eous figure and the
correct entry should be made immediately above it so that both .the
erroneous entry and the correct entry are clearly legible. Such alterations
should be initialled by the Ofﬂcers_making them. .

19. The Accounts Officer will number consecutively in the co!umfl
headed “No. of entry” the entries which he malkes on the debit or credit
side of each account in the General Ledger or in a Sut:idiary ledger. He
will theninsert the date, which will be date of receipt, the date of payment
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“or the date of authorisation in the case of an accotnting transfer. A few
words to identify the item will then be inserted in the “Description”

column, and in the “Reference” column a reference will be given to the

serial number of the posting media from which the entry was made.

The amount will be entered in the “Amount” column and, in order to

effect the double entry, also in.the cash account or in tha case of a transfer

the other account or accounts involved. Finally, a reference will be inser-

ted, in the space provided for the purpose on the posting media, to the

Code No. of the Account (s) see paragraph 24 and the folio and No. cf

entry where the item has been posted, and the Accounts Officer will
sign the posting media in the space provided.

20. SEQUENCE OF POSTING MEDIA:

In all cases where the Accounts Officer should receive every
posting medium in a series consecutively numbered (for example, forms
of receipt) he will satisfy himself that there are no gaps in the sequence of
posting media received. He will thus be assured that none of the forms
has been with held from him by accident or design, or has gone astray in
transit, a circumstance that would, in the case of cash transactions, cause

a discrepancy between the Accounts Officers.records and the Cashiers
cash book see paragraph 14.

21. When the Accounts Officer has completed the posting and
nas signed the posting media he will file the copy of the posting media
which he has to retain in serial number order, for future reference or for
aroduction to the Auditors internal or external, if required.

7/~ 22. SEGREGATION OF CASHIER AND ACCOUNTS OFFICER:
\

As far as practicable the cashier and the Accounts Officer

~ill work in complete iindpendence of each other. The Accounts Officer °

~ill not be allowed any access to the cash book nor will the cashier be
illowed any access to the books of Accounts for which accounts officer
s responsible. Any difference that may arise between the cash book and
‘he Accounts Officer records will he dealt with by the lncharge of Local

ield Office or the Head of the Finance or Account Department at the
iead Office.
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. in actual use for entries it will be -
hen a cash book is not in 2 uSE
V;_:r‘s locked safe. Similarly, the books and records kep__t by the
: locked safe or locked cupboard when
d particularly when the room occupied by the Ac;:c:unts ;
ed either during business hours or when business

kept in cas

not in actual use, an
Officer is left unatterd

ceases at the end of the day.

24. NUMBERING OF ACCOUNTS:

For convenience of reference accounts may be T-umbered.

ame number wili be given to an account, e.g. Administrative Exp_en-

The‘;‘o 5) whether it is kept at a Local field office or at Head Office.
ses -

25. ACCOUNTS TO BE KEPT:

b - - a - y
Appendix—| of the these staff instructions contains a list of

he accounts. The Accounts which are started are “total” accounts the
the . ; b !
ntries of which are required to be repeated in subsidiary ledger, as ex
-

plained in paragraph 13.

26. Most or al! of the accounts listed in A;?per_\dix-l will be reqmredf
at an early stage in the development of 'Ehe Institution, ai-though :m;e:r_
them may not be required at the beginning. Conversely, it may l.et ; 1_m
able as the Institution develops, to open ot’her accounts f1‘\0}1: :ezd %
Appendix-1 and that will be.done with the prior a!:provai .o ;t e i
the Finance & -Acccunts Department at Head Office. (It is av:ays © ol
to combine accounts at the end of a period'_tthan tC'l go ban 'o;el:duai
period and divide an account by making an"analysis ch the in E\nf !
entries. Consequently new accounts should be opened without hesitatio
if at any time this becomes necessary Of desirable).

2) BOOK-KEEPING ENTRIES IN RESPECT OF
DAY TO DAY PAYMENTS AND RECEIPTS:

27 This section of these staff instructions will deal with the ordml-
1@ recurring, day to day transactions which have to be recorded,
naiy € ing,

Olhre:r types of transaction of a special nature and the use of accounts in

which entries will be made only occasionally are dealt with in the following

section.
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" 28.. I As -s:t'éte&"in_ parag'ralph -3‘ the Accoﬁnté .O-f.%icer will po;t' p_a“}-d,_

ments from the duplicate copy of payment Voucher F-1 and F-2 or, 4

in respect of payments of cash benefit from form F-7 (Cashiers Daily |
Record of Payment of Cash Benefits) where he will post the total for the
day, paying no attention to individual items.

29.
paragraphs 11 to 13.

30. The credit entry in the General Ledger, in ail cases of payment
will be made on the credit side of the Cash Account in the cash column if
the payment was made in cash, and in the bank column if the payment
was made Ey cheque. The payment voucher will show in which form the®
payment was made. Payments of benefit, as shown on the F-7, will be

treated as having been made in cash unless the F-7 is noted specially that
a particular payment has been made by cheque.

31. The debit entry in the General ledger will be made as follows: —

i) as regards payments made in forms F-1 or F-2 in the debit

column of the account stated in the first column of part-|
of the form;

ii) as regard the total for the day shown on form F-7, in the
debit column of the cash benefits account.

32. If the account to be debited is one of the accounts starred in
Appendix-I to these staff instructions the Accounts Officer will, in addition
to making the debit in the General Ledger described in paragraph 31
above, make the required entry or entries in the subsidiary ledger relating
to the account which has been debited. In this way an analysis will be

obtained of the items debited in the General Ledger to “‘Total”” accounts
see paragraph 38 to 41 below.

He will make debit and credit entries in General Ledger see
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| Officer will post

o 3 : (2): the ACCOUnth 1 : [

: ted in paragrap, S > it F-6 or F-6, from

.. .33, As s:; » second copy of the forms of receipt F 5:} i
roculpts IO s Daily Reccrd of Social Security Contributio i

form F-8 (Cashiet's D2 8 he will post only the total for the

o form F
In_posting from TOfFE. item shown on the form F-8.

= <), S
tlmeouahf! ttention to the l”d'l\ﬂdua!

day, paying n°® "

case of posting payments, he will make debit and

3, 6 o eneral Ledger, as explained in paragraph 110 13.

credit entries in NIS G

il be made in the
i in the General Ledger wi r
e 9'}}8‘35:]“ Column. This will be the case even if ::-e
tion to this
i i of a cheque. The only ex_cep .
iy 4 lfn rt 1;:0:';256:1 the cheque is paid directly m;o thz
” ason for debiting the cash column an
g in the form of a

Cash Account, in the

o be where
~rule will w £
Institution’s bank account. The re . O
¢ the Bank column when the cashier recewg
g i Code
is given i h 38 of Finance
ue is given 1N paragrap ' 4
g 36. The credit entry in the General Ledger will be made as fo
- mployers
i) in the case of receipt posted from form F-5 to the Employ
i !
in Arrears Account. |
- ccount .
ii) in the case of receipts posted from form F-6, to the &
il : _
stated in part-l| of e To1mY;

i (0] '8, the totall or the
in "'[E cases Oi ch&lptS pOSted flom f rm i ; f :
Id Y Wi” be CIEdiIBd in one ngle, to the SOCla‘ Securtt\;‘

d l'

Contributions Account.

i)

37. Where the credit is to the social secur_hy contnbu?::: :"Z(;C:Junr::z

e in posting from a form F-B,‘the crec—ilt is to one O ‘off'cer
kil _dix-1 to these staff instructions, the Accounts O

i .p..ppen king the credit in the Journal described m.paragr aph

will, in addition to ma iate entry or entries in the subsidiary ledger

h has been credited. The purpose of 1':1"115 is
“iotal’”’ accounts in the

38 above, make the appropr

Z ount whic
relating to the acc ;
to obtain an analysis of the amount credited to

General Ledger - see paragraph 38 to 41 below.
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SUBSIDIARY LEDGERS: BYqyzoz

38. It will be realised that only the “total”
the double-entry system of book-keeping. The puroose of the su bsidiary
ledgers is only to repeat, in analvsed form, the amounts debited or
credited to the “total” accounts, in order to show, in as much detail as
is required, how the total figures are made up. Subsidiarv Ledgers would
not be reauired if it were practicable to use a General Ledger containing

hundred of accounts. In that case there would be no “total” accounts,
It is only because it is in convenient in practice to use General Ledger
containing more than thirty or forty accounts that the device of using
“total” accounts is adopted with the consequent necessity of providing
a means of analysing the figures which are thus debited as credited in total.

accounts form part of

39. At the same time, the use of subsidiary ledgers enables the
Accounts Officer to reduce the number of zzcounts in the General Ledger
and so. Moreover, many of the total accountsare required, as such (without

analysis), for month to month management purposes and for the final
settlement of accounts for the year.

40. A consequence ‘of the use of subsidiary ledgers s, howerver,
that it is essential to ensure that every subsidiary ledger is kept in exact
agreement with the “total’ account which it purpose to analyse. For
example, it is essential, in the accounts of @ Local Field Office, that
the total of the individual debit balances in the Employers in Arrears
Subsidiary Ledger should at any time agree exactly with the debit balance
of the Employers in Arrears Control Account.

41. It will, therefore, be the responsibility of the Accounts Officer
to ensure, as frequently as possible, but in-any case at least at the end of
each month, that this agreement exists. Where the subsidiary ledger "
consists, as in the case of the Employers in Arrears Subsidiary Ledger
referred to in the previous paragraph, of individual accounts with debit
and credit sides, the Accounts Officer will list the individual balances,
debit balances in one column and credit balance in another column,
and verfity that the difference between the total of the debit balances

T A, e

“jat thétotal of the credit -balance in another column, and verify that -
sat thertotal:

ifference between the total of the debit balances at the t?tai of the

s dlf e agrees with the balance of the Employers in Arrears

sty t gWi’tere in the subsidiary ledger, the ana!ysis is achieved

s Accfoue:]rt.ical ana'iysis columns, as in the case, for example, of the

pil i :_i tsvsuhsidiary ledger, the Accounts Officer will satisfy himself

s l::cnlfnlrivontat cross-total of the totals of the separate analysis columns
;:2;5 ﬁ;ith_ t;:e balance of the corresponding ‘“total” Account.

ACCOUNTING TRANSFERS:

42. It should be noted that what has br.:en stated abr_we ahc:;_:t
king e:{tries in subsidiary ledgers when posting from postmg‘rne ia
o to either payments of receipts applies equally where debits and
rEif;I_ltflg have to be posted from Authorities for Accounting Transfers
Tfr’eor‘m F-9). Where debits or credits have to be made frorr_1 aAF()::d::,;i
to any of the “Total accounts - that is, the accounts s_tarred in App e
to these staff instructions entries must also be majde in .the corres;:;s ang
subsidiary ledger, as explained above in connection with payme .

receipts.

3) USE OF PARTICULAR ACCOUNTS BETWEEN HEAD
OFFICE AND FIELD OFFICE:

43. Transactions between the Head Office an-d Local Fieidf{iffnce;

~iwe uansfer of money from a Local Field Oflee to Head Office r.at
?Iig versa, will be carried out through Head Office cu_rrf;to ?;‘c:zzr:‘d.
Head Office will open a Current Account for each. Local Fie . s
each Local Field Office will open a “Head Office Curr_ent_ a:cc:;.:-lt a;
These pairs of current accounts will contain t:rr.; ::;L\fegi:::‘itf::;! e
i different offices e.g., @ sum !
g?::: ‘fsrnt:)hiiead Office will be a debit in the ‘jH?ad ijlce C;Jlr:n;?;
Account” kept in the Local Field Office and a credit in the Loca :m
Office ‘B’ Currents Account” kept at the He‘ad Office. (;onsiquew_lt:
each pair of current accounts should be kept in exact cor'1 orm t\,fr -
each other except that a debit balance on Dng account will appea
credit balance on its pair as kept at the other office.

40

REHL g




", . /44.”"The transaction between Loca! -Field Office will be carried out 4
“throligh’ “Inter’ Office  Account " not irivolvirig+Head Office).”In the
‘'similar way "as ‘explained in paragraph 43 above. The ‘transactions made

by ‘the field offices with each other will be reconciled by official of con-
cerned field offices on.monthly basis on the basis of Debit/Credit notes

already issued so that no difficulty is faced at the time of preparation of
the final accounts at the year end by Head Office.

MEDICINES AND MEDICAL SUPPLIES:

45. It has been the experience of other countries which have
introduced schemes of social security similar to that expenditure on
medicines and other medical supplies has been high and difficult to

control. Accurate accounting is thereforz essential as an indispensable
basis for control.

. ;

46. Supplies of medicines etc, will usually be purchased in bulk z2nd
deliveries will be taken at irregular intervals. For this reason, it would be
misleading to treat expenditure on such supplies as ordinary recurring
expenditure (like e.g., salaries or rent) chargeable against the period in
which the expenditure took place. For accurate information regarding the
cost of medicines, etc., in one period as compared with another and the
trend of such cost over a longer period the important figure is the cost of
the medicines, etc., consumed in therespective periods,irrespective entirely
of the date of payment for any particular consignment. As cost of con-
sumption is the indispenasble figure for control purposes, it is worth
while to take some trouble to proviae wnis tigure.

47, The details of the accounting required are explained in following
paragraphs. It will be sufficient at this stage to say that payments for
medicines, etc., will be debited in the first place to the “Medicines and
Medical Supplies Purchase Account” and that cost of consumption will
be obtained irom returns based partly on the stock records of receipts
and issues ‘af the more expenditure individual items which will be main-

tained (in quantities only) on stock record cards in the dispensaries, and
partly on monthly stock takings.

41

48. The transac
at the local circle 0
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tions as to the accounting of giegtgrsr;esuwlibe made «h %
ffice where monthly consumption reports in ;esp;c: 3
dicines will pe received from all the d!.s?gnsafles_flfllllng under yt
of et f the circle. These statements Wil be casted properly and_
}urisdic,thn o ¢ up to the Audit Officer concerned for wlerfncathn. J.\_fter ,
v WI'“ . p'uthe F.)!\udit Officer concerned the posting of the expgnc!ature
verﬂca":‘: Ef medicines in the general ledger!subsidi'aw ledger will.be
in resp : . .

carried outin the following manner:—

i Medical care expenditure :

l - _ .

l Consumption of medicines. Debit.

i) Medicines and Medical s
supplies purchase account. redit.

ACCOUNTING AT THE DISPENSARIES:

49. As indicated in the previous paragraph, st_oF:k reco;:ds o:“tr;:

ot d issue of the items of medicines and‘medlca! supplies will b
I‘Ece'm_ i by item in qunatities only in the dispensaries. Thus, it will
?[b::i‘:-ine.ai1r::j‘an'|1nec\;r record on stock registers with its daily balancing.

50. Financial accounting at the dispensaries wili be reduc-:e.d to t;'l:
inimu-m possible. All that will be necessary qu be the prowsmn,'IT 2
i ding imprest for Petty cash payments. The title of account wi
s't:ntt:; gCash standing imprest account”. It is essential to allow se;f)a;:ate
i : i i h dispensary falling
i ting to requirement to eac
imprest advance accounting o ¢ i il Bl
i i iurisdication of the circle so
dmistratively under the jurisdication ot m
?outine and emergent expenditure including purchase of medicines.
51. All payments relating to a dispensary other than those thatcan .
be rnad;a at the petty cash will be authorised and made by the :n;ha;g:e
: -audit. This will include the
i concerned aftér usual pre-au it. T il
:Joa?;arlngxilifcé;c;;ies for which dispensary staff will either receive cheques

from the some local circle office or if they wish to have payment in cash

: ici rned.
will attend the circle office to receive payment from the official concerned
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. . _RESERVES:

- 52." Itis provided in the Ordinance (Section 29) and
ant? A?cOuntlng Rules (Rule 5) that the Insitution sha
maintain reserves in connection ‘
security, that is to say;

ll the Sickness, Maternity and Death Grant Branch;
u] - the Employment Injury Branch; and :
iii)  the Medical Care, etc. Branch :

by setting aside the amounts laid down
Rules for each of the reserves respectively

im‘53' f't Is provided in Rule-5(2) of the Rules that until the ex-
piration of the first three complete financial years after the establi
ment of the Institution the a estaolish-

: mounts to be set aside in each

: e year and
the trrne:_; at which this will be done will be such as the Governi
Body, with the approval of iy

the Government, wj i i
v, with . Will determine, Th
Provision gives the necessary flexibility in the early years 2

54, Thereafter, the amounts u
Reserves are to be maintaij
Rule-5(3), as follows:-

pto which the three respective
ned are set forth in (a) (b) and (c) of

[ - .
var - vickness, Maternity and Death Grant Branch

25% of the- average annual expenditure incurred by
the Branch in the last three financial years:

(b) Employment Injury Branch.
25% of the average annual expenditure incurred by
the Branch in respect of injury benefit and disable-
_ment.gratuity in the last three financial years plus
the. Present capital value, at the time, of all per;sions
arrising out of employment injury which have been
awarded either to Secured persons or their survivors
before the end of the previous financial year; anc:

43

in the Financinl
: Il establish and
with each of the branches of social

in the Financial and Accounting

-(c) Medical _@é_fe etc, Branch. R

capital expenditure, incurred ‘by the Branch’in the
last three financiai years. S SrE

55. The amount to be determined, under (b) of paragraph 54,
after the first three years in respect of the present capital value of
pensions, will be found by reference to the Regulations made under
Section-53, which give the formula to be applied for determination
of the present value oi pensions in order to fix the liability of an em-
ployer through whose wrongful act or omission the pension has

become payable.

ACCOUNTING IN RESPECT OF RESERVES:

56. The amounts required to est3blish or maintain these
reserves can be “set aside” only out of surplus for depreciation of the
fixed assets and for any loan repayment that may be due under the
terms on which the loan was granted, any remaining surplus income
will be allocated to the establishment, at the end of the first year of
operation of the social security scheme of the three reserves, and, in
subsequent years to their maintenance, in so far as it may be neces:
sary to increase the amounts previously set aside. The accounting
arrangements are dealt with in paragraph 144 - 145

As per Rules, the reserves upto the maximum limit provi-

ded under Section-116 (a) (b) and (c) have to be maintained by the
Institution. In any case, the reserves of the Institution should not

exceed the maximum limits provided ‘above. The adjustment in

every year has therefore, to be made to bring the level of reserve
upto the percentage in respect of each Branch of account. However,
the Institution may suggest to the-Governing Body/Government for

suitable increase in the limits as provided in the Financial Accoun-

ting Rules.

57. "Setting aside’” the amounts required to establish or main-
tain these reserve does not, of course, by itself invest the amounts
set aside. Investment will be seprate operation, to be authorised by
means of a payment voucher (Form F-2).

44

25% of the average annual réxpef_;&itﬁ;e,: excluding :

ik A AT 5 R




[

it Fe

T e =

e : wEE Rl oata evey oatners
o muld), LOSSES AND OVER BAYMENTS: o5
<. ot RO T T L e LRIV iy o _.a._.?q
$UF g ong 8 erie .4 RHV S e
58. A loss means loss or.shortage of
property belonging to the Institut

of checking the contents of a safe

césh',_"chequ_s;s or ohter
ion, whether as certained as a result
. stock taking, cr otherwise.

59. An over payment means an
amount properly due whether by wa
payment of cash benefit or otherwise.

Y Payment in ‘excess of the
y of administrative expenses,

ACCOUNTING ACTION:

60. Whenever a loss- of ove
to be reported to the Incha
Officer concerned of the file
same has to be reported
Department and Head of the

TPayment comes to light it will have
rge, Local Field Office and Accounts
d office. In case of Head Office, the
to the Commissioner, Administration

Accounts Department. The Accounts
Officer concerned or Head of theAccountsDepartment as the case

may be, will there upon complete an Accounting Transfer Voucher
(Form F-9) in order to record the amount of the loss and over-
payments in the books of Accounts.

61. The Account to be debited will be Lossess and Overpay-
ments Suspense Account and the account to be credited will depend
upon the nature of the loss or overpayment.

62. In the case of a loss of cash, ch

eques or property the
account to be credited will be, as appropriate; '

1.  Cash.

Medicines and Medical Supplies Purchased.
3. Other Medical Care Capital expenditure.

4.  Capital Expenditure in respect of Administration.

106..In the case of an Overpayment the account to be credited
will be the account which otherwise would have been overcharged,

45
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- ” inistrati Cash Denefits etc.
“e.g., Medical Care, Administrative Expenses and as _ et

23aned rized fida(
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163. The object of r'ria'l‘cia‘ith]{é)e% ries as ‘directed in paragraph

60" to 63 is to ensure that the loss 'qr overpayment yv?!l _n?thbe

- ight of or suppressed, by _acciglem or dgngn,_‘.m.:t, on thg ot er
- ill be kept in view until it has been’ investigated and dealt
hénd' ?:T]nr by recovering the zmount lost or overnaid, or deciding
Ei:: i: 'is i:recovera-b[e and writing it off under proper authority.

“64. 1t is therefore, particularly importan:u that every _loss or
overpayment should be reported, as directed in paragraghﬂ.}BO-, z:t;
soon as it comes to light. This shpuI-d be done even thoug.[ :: e:::at
amount of the loss or overpayment is nc_)t- known f'“ the tlme.dp =
case an approximate amount should be .gwen, which can bﬁ a ]u? ecl
later when the exact amount is ascertained. The charge thus ratse.:"
by debiting the losses and overpayments suspense Zcf:ou:} w;
necessarily remain outstanding until properly cleared, an. int .IS:\:' y
attention will bedrawn to any loss or overpayment the investigation
and clearance ofwhichis being delayed.

RECOVERY:

65. Immediate steps will be taken to reg:over the amount of
the loss or overpayment in so far as this is possible. In t'he case of ari
cverpayment of cash benefit, Section-52 (1) of thf: m::rdmanc&;:1 emgor
wers the Institution to recover the amount overpa:d_, alth::;utf1 un :
the provision to Section-52 (1) recovery may b_e.wawedal.f ere:: s
no misrepresentation on the part of the beneficiary and if recovery
would cause under hardship.

*66. Where recovery is not waived the normal methocf of ?t;t;:
ning repayment, in a case of recurring paymerfts o.f beneflt,eudvﬂ :
to recover from subsequent payments of be'nflt, elth‘_er by r ucmi
these payments or discontinuing them entirely until the.;mm:;:
due has been recovered. In such cases the a{nou-nt not pai nrh be
amoﬁnt bywhich the benfit has been shon-gald ".":.'l“ be dealt with by
an Accounting Transfer Authority (F-9), which will:-
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(i  Debit cash beneﬂts. GiisA B9 loceiiies ; i AL:
- Credlt Lasses and Overpayments Suspense. g L HOSP[T : cieid o8 12 4900 agviL & ;
o ‘I Medicai Supenntendent! ¥ e Chairman.
67 Where repayment of the los or ov«rpayment is obtamed in ' Incharge of the Unit. '
cash the accounting will be, from the form of recelpt (F-6) as the : 1
posting medium:- 2. Specialist concerned !
in whose Department loss Member. :

—  Debit Cash Benefits, and over payment occurred. f
= Credit Lossess and Overpayr: 3 .

\erpa{hents B 3.  Audit Officer. Member.
Ny it 70. The appropriate committee will consider each loss or
overpayment, irrespective of whether recovery of the _amount loss
or overpaid is likely to be effected, under the following terms of

reference: —

69. To consider the circumstances in which each loss or over-
payments occured and the action to be taken thereon, a ““Losses and
Overpayments Committee” will be established. If the loss or over-

Payments occurs-at Head Office, Directorate, Circle and Hospital, ©
the Committee’ will consist of the:-

—

(1) To consider the circumstances in whicp the loss

I or overpayment occurred, and whether |_t_was the
result of dishonesty or was casued or facilitated by
negligence or carelessness on the part of any member
or members of the staff.

HEAD OFFICE:

1. Vice Commissioner. Chairman. f members
2. Director Administration. Member. [2) If so, to consider whether su?h memberlf med the
3. Director Audit. Member, af the sl Aeund be:mequirad to ks gon

4

The Head of the Department. concerned to be co-op-

amount of the loss or any part of it.
ted as a member.

(3) In the case of an overpayment tn concider whether

i i rt of the rec-
. there was misrepresentation on the pa
i ipient and, if not, whether repyament of the amount
1. Director Chairman overpaid would cause hardship.
; De.pl:lty g vt (4) To consider whether the occurrence disclose. any
il i e defect in the existing system of control and, if so,
: whether any changes in such system should be made,
CIRCLE: : g : ' w;hether in the section in which the loss or overpay-
E . ment occurred or in. any sections elsewhere in which
e Name e s Chairman. ' similar conditions or procedure exist.
2 Medieal Officer {Seniqr I'T'IOST) Member. }

3. Audit Officer. Member : (5) To report on these matters to the Commissioner.
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_71. For the convemence of the field local offices, the nowers
to deal with the cases of lossess & ‘overpayments upto some limits
will be delegate by the Commissioner to the Incharge Local Fieid
Office. Such cases will therefore be dealt with the local field offices
and recommendation of local Losses and overpayment committee

" in each matter (if not within the competency of field office concern-
ed) will be sent to Head Office for consideration and write off.

72. On receiving the report of the committee, the Commissio-

nor wiil take all necessary action thereon. This will include discipli-

nary action against any officer or officers found by the committee

to have been guilty of dishonesty, or of negligence or carelessness
whlch caused or facilitated the loss or overpayment.

73. Action by the Commissioner will also include giving
effect to any recommendations made by the Committee under
paragraph (4) of its terms of reference — see paragraph (70). Thus,
where the investigation under taken by the committee discloses any
defect in the existing system of control or suggested™ any action
which would be likely to prevent or reduce the likelihood of similar
losses or overpayments in the future, the Commissioner will give such
directions as will remedy the defect or otherwise put the Committee’s
recommendations into operation, and these directions will be applied
not only to the local office or section of Head Office in which the
loss or overpayment occurred, but also, if required, to any other
local office or section (or to all local offices or sect!ons! in which'
similar conditions or procedure exist.

RECOVERY OF LOSS OR OVERPAYMENT
IF RECOMMENDED BY COMMITTEE:

74. If any officer is to be required to repay the amount lost
or overpaid, or any part thereof, the amount thus to be recovered
will be transferred from Losses and Overpayments Suspense Account

and charged against him in a persanal account to be opended in the - |

Sundry Debtors Ledger. The Accounting Transfer Authority (F-9)
will give directions to the Accounts Officer concerned.

Debit Sundry Debtors. Account
Credit Losses and Overpayments Suspense. Account
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_:--bydeductlon from salary. : Lig-.__f ‘_rﬂ.__ -

The amount due wnll then be recovered either in cash or '

sl 2. "“{l-" D fE2 J.u) l:.

G merdose? nettal 1 ag

.75, If the amount is pald in cash, the accounting wull be from
the c0pv of the form of receipt (F-6) as the posting medium.

Debit cash
Credit Sundry Debtors. Account

76. If the amount due is recovered from salary otherwise pay-
able to the officer, the accountirg will be by means of an Account-
ing Transfer Authority (F-S).

*  Debit Administrative or Medical Care Expenses {_Hecurr-

ing). _
Credit Sundry Debtors Account.

77. In the case of overpayments, any amount 1o be recovered
from the person who received the overpayment will, similarly, be
debited against him by means of an Accounting. Transfer Authority
(F-9) in the Sundry Debtors Ledger (crediting Losses and Over-
payments Suspense). Repayment in cash will be dealt with as ‘m
paragraph 75 above, Recovery by deduction from, for example,
cash benefit, would give rise to an accounting transfer Ias in pariad~
graph 76. above, except that the account to be debiteEi wou
be cash benefit account instead of Admnmstratwe or Medical Care

~ EXpenses.

WRITE-OFF OF IRRECOVERABLE LOSSES AND
OVERPAYMENTS:

78. If:

(i) the Losses and Overpayments Committee recommend
that no part of the loss or overpayment should be
recovered, or,

(i) it becomes clear, in any case where recovery of the
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amount lost or overpaid is being pursued, that -y

further action to obtain recovery will be a wast. of = #72ah v

* time and effort.

he case will be submitted to the Commissioner or the authoriiy

o*whom such powers have been delegated for authorisation to
Vrite-off the amount lost or overpaid. ‘

79. Before he authorises write-off in cases covered by (i) of the
revious paragraph the Commissioner wil! satisfy himself that all
ecessary action has becn taken on the Committee's report— see
aragraphs 72and 73 Ifso satisfied, and, in cases under (ii) of the
revious paragraph, if he agrees that further action to obtain
‘covery would be a waste of time and effort, the Commissioner will
ithorise the write—off of the amount outstanding in respect of the
1se, on the Losses and Overpayments Suspense.

80. The JAccounts Officer concerned, at the Local Field
ffice of Head Office, as the case may be, will then, by means of an
:counting Transfer Authority (F-9):—

Debit. Claims for unpaid - contributions extinguished

ccount or Other Losses and Irrecoverable Overpayments
Account.

Credit, Losses and Overpayments Suspense A/C.
LOSSES OR SHORTAGES OF STORES, INCLUDING
MEDICINES AND MEDICAL SUPPL| ESETC:

81. The procedure described above will be appllied to losses
shortages of stores, including medicines and medical supplies. Any
1 losses or shortages will usually, but not necessarily, be brought
ight as a result of periodical stock taking — see paragraph— 60.
 amount to be taken as the amount of the loss or shortage will
he cost price of the goods concerned. '

82. Where, however, a loss or shortage not exceeding 5% of
axisting stuck is disclosed as a result of stock taking, the report

1e stock taking will state whether, in the opinion of the report- _
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ing officer, the loss or shortage can be regarded as due ‘to na?ur.aj :
causes such as, for example, evaporation — or, as being.within .
reasonable to Finance for loss as a result of issuing from bulk in small
quantities or any other convicing cause. '

83. In 2 case where tne reporting officer expresses the opinion
that the loss or shortage, not exceeding 5% of the exisitng stock,
can be so regarded, and if the officer incharge of the office or section
responsible for the custody, of the stores agrees, the latter officer
may, with the concurrence of the Audit Officer authorise any
necessary adjustment of the stores records without reporting the
loss or shortage as required under paragraph — 60

STATEMENT OF LOSSES AND OVERPAYMENTS
IN FINAL ACCOUNTS:

84. In view of the special importance that should be attached
to losses and overpayments, as representing wastage of funds entrust-
ed to the Institution by secured persons and employers, and as
irrecoverable losses and overpayments may indicate defects of
administration or control, any such irrecoverablelosses and over-
payments which have been accepted as such by tl}e Commissioner
or the authority concerned see paragraph — 79 will be shown as a
separate item in the relevant expenditure A/Cs. Any amounts not
yet accepted by the Commissioner. as irrecoverable losses or over-
payments will remain charged to the Losses and Overpayments Sus-
pense Account and will appear on the ‘Assets’ side of the Balance
Sheet.

5) SOCIAL SECURITY CONTRIBUTIONS IN ARREARS.
TIME LIMIT FOR PAYMENT OF CONTRIBUTIONS:

.85. In accordance with Rule-5 of the Social Security Contribu-
tions Rules, 1965, contributions must be paid by employers by the
end of the next month in respect of which the contributions are
due, or such extended period, not exceeding forty five days, as the
Institution may allow on good cause being shown for the extension.
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0, the extended period to be allowed by the “Inistitution will -bes
jetermined by the Commissioner, - : 5 4 it
86, 'Aé'explained in paragraphs 33 and 29-40 of Finance Code
>ashier will enter on from F-8 {Cashier's Daily Record of Contrib-
itions received timeously) aii remittances in respect of contributions
vhich he receive within the time-limits referred to in the previous
aragraph, and the Form F-8 totalled for each day, will form the

osting media from which the Accounts Officer will post the daily
otals of contributions received timeously,

CONTRIBUTIONS NOT REGEIVED TIMEOUSLY:

“87. It will be the responsibility of the Contribution Section
f the Local Directorate Office to check that contributions are
:crived timeously, and to notify the Accounts Officer concerned
1 form C—4, as soon as the time limit for the receipt of any
onth’s contributions from as employer has expired without the
ntribution having been paid. The form C—4 should be sent to
ccounts Sec. upto 7th of the ensuin of month.

88. The purpose of the action described in the previous para-
aph is to enable the outstanding debt to be debited against the
nployer in tha hogks of account. The accounting record thus made
il remain outstanding until the amount due has been either paid
* written off under proper authority, and this record, in addition
- providing the figure of contributions in arrears for monthly and
nual statements of account, will act as a check on the Contribu-
ons Section by ensuring that the debt due from each individual
ployer is kept in view and not forgotten, by accident or design.

89. It should be noted that action under paragraph 87 above
notify that an employer is in arrears will not be delayed until
¢ exact amount due canbe ascertained. A form C—4 will be sent
Contributions Section as soon as the time limit for payment of
: Contributions has elapsed, and, as provided in Part—I of the
4, the amount to be stated as due for the month will be:—
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The émount thus notified is the amount which will ‘be .

debited against the employer in the books of account as explained
in the previous paraaraph.

PENALTY FOR LATE PAYMENT:

90. A penalty is imposed by the Ordinance (Section—23 (1)
and Rule-6 of the Contributions Rules) on an employer who does

-not pay contributions timeously. This amounts to %% per day, calcu-

lated on the amount in arrears, for each day ag:ter the e;Epirv of the
time ‘limit stated in paragraph — 85 until payment is received,
subject to a maximum penalty of 50% of tt.ue amou-nt due. The
amount notified on the C—4 will exclude any mcn_aa'se in respect of
this penalty, which will be assessed and debited against the employer
later.

USE OF FORM C—4.

91. Form C—4 will be used by the Contributions Section not
only to notify to the Accounts Officer cases whe-re.payment of
contributions has not been made within the time_hmlt _referred to
in paragraph — 85, but also to notify any case En Whlf!h for. a:ny
reason Contribution Section find that any amount is due En addition
to the amount received when the employer submitted his month!y
payroll or contribution schedule (form C—1) Part—I of the For-rn. will
be used for contributions in arrears and part—I| for additional
amounts found to be due_.

ADDITIONAL CONTRIBUTIONS FOUND TO BE DUE:

92 . This will usually arise either out of the examination by
Contributions Section of the payroll of contribution schedule
submitted by the employer with his remittance for the month's
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contributions, or as a result of a periodical visit of Inspectmn to the
“employer's premises made by.one of the _social .security ofﬁcers
attached to Contributions Section.: In the latter case the officer will
submit a report to Contributions Section on the result of his inspec-
tion, and, in the former case also, a visit by an officer to confirm the
additional amount due will usually be required before Contributions
Section arrive at a determination of the additional amount due,
Part—Il of Form C—4 provides for a statement of the amounts found
to be due in either case in addition to the amounts already remitted
by the employer for the month or months in question. Part—Ii
will also be used to notify to the Accounts Officer the amount of

the penalty for late payment up to the date of the C—4 — see
paragraph — 90.

93. As explained in paragraphs — 33 to 40, the accounting in
respect of contributions received timeously and entered by the
cashier on his Daily Record of Contributions received timeously
(Form F—8) will be to post the total for the day as follows: —

Debit Cash.
Credit Social Security Contributions.

The subsidiary ledger relating to the Social Security
Contributions Account analysis the amounts credited as between:—

(i) ordinary contributions;
(i) increases imposed under Section—23(1) of the

Ordinance and Rule—S of the Contributions Rules
for late payment;

and where contributions are received, timeously no entry will be
made in any account relating to the individual employer.

EMPLOYERS IN ARREARS CONTROL ACCOUNT:

84, Debits will, however, be made to the Employers in Arrears

Control Account and to an individual account for the employer in
the related Employers in Arrears Subsidiary Ledger in respect of all
cases notified by Contributions Section on Form C—4, whether
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L 95 The postlng medaum for these deblts will be an Accounting

| Transfer Authority tForm F—9) which will be prepared by the Local
' Diréctofate Office's Accounts Officer frem the information notified

on either Part—1 or Parti—1i of the C—4, and signed by the Directcr.
Thne F—9 will give the following accounting instructions: —

Debit Employers in Arrears Control Account.
Credit Social Security Contributions Account.

When the F—9 has been signed, the Accounts Officer will
complete Part—!11 of the C—4, attached the F—9 to it and pass to the
Audit Officer the C—4 and the F—9 attached together.

96.0n :eceiving the F—9 and the C—4 back from the Audit
Officer with the F—9 duly signed by him in part—I| of the form,
the Accounts Officer will make the required entries in the Generfaul
Ledger and in the related subsidiary ledgers, viz, the employer:s. in
arrears ledger as regards the debit, and the social security contribu-
tions ledyer as regards the credit, and will duly complete the refe-r-
ence columns in Part—I| and also in part—1il of the F-9. He 1E-\nll
file the F=9 with the C—4 attached, as his voucher for the entires
in the Journal and the subsidiary ledgers.

97. In cases notified to the Accounts Officer in Part—| of the
C—4, Contributions Section will remind the employer regarding the
penalty for late payment, and in case notified in part—II of the C—a{,
Contributions Section will notify the employer regarding the addi-
tional amounts determined to be due from him and in each case will
request immediate payment.

- '08.When payment is received by the cashier in either of the
tw6 types of case referred to in the previous paragraph h(? will use
Form F--5 (Receipt for Social Security Contributions received late)
as the form of receipt to be issued to the Employer. This wi.H ensure
— (see Part—IV of the F=5) that from the duplicate of the F-5
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which will be passed to the Accounts Officer the latter will credit
the individual account of the employer in the Employers in Arrears
Ledger as well as the Emplovers in Arrears Control Account. Form
‘F— 4 must not be used as the form of receipt since in that case the
amount received would ba entered on Form F—8 (Cashier’s Daily
Record of Contributions received timeously) and not credited either
in the “total” or the individual employers account, but to the Social
Security Contributions Account.

99. It wil! be the responsibility of the Local Office Director to
exercise pressureon the employer to pay the amount due from him as
notified on the C-4, If, however, not with standing such pressure,
payment is not received, the Local Office Director will decide at
what point to take further action to obtain payment, including, in
the last resort for recovery of the amount due as arrears of land
revenues, under Section—23(2) of the Ordinance.

100. As a means towards discharging the responsibility laid on
him by paragraph 99, the Direcior will call for the Employers in
Arrears Ledger periodically, but no less frequently than once a
month, and will review the progress towards obtainina payment of
the amounts shown as due. It will be his responsibility to ensure that
action under paragraph — 99 continues to be taken and that no case
is allowed to become dormant while responsibility for recovery of
the amount outstanding remains with the Institution.

WRITE-OFF IRRECOVERABLE ARREARS:

101. Where the arrears on account of contributions have been
found irrecoverable because of the absence of the assets or other
reason recovery of the amount due or any part thereof is impossible
the amount found to be irrecovarable will be finally written-off
in the book by means of F—9 after such write-off has been approved
by the competant authority the entry in this regard will be;—

Debit claims for unpaid contributions
Credit employers in arrears control account.
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and the amount credited to the control account w//l
course, {sec paragraph — 42} also be credited to the account ,(k
individual employers account in arrerar ledgers.

6) END OF THE MONTH ACCOUNTING OPERATIO!
AT LOCAL FIELD OFFICE:

102. The following instructions deal with the action to be
at the end of each month at a Local Field Office, leading-up °
submission to Head Office of the Monthly Accounts—stateme
the Loca! Field Office on Form F—16.

TRIAL BALANCE:

103. The first step is to test the posting to the General L
by taking out a Trail Bzlance of the General Ledger. The balar
each account in the General Ledger will be ascertained and w.
down — debit balances in one column and credit balances i
other. (It is debit balance if the debit side of the account excee«
credit side, and vice versa). If the total of the debit balances i
equal to the total of the credit balances, a misiake or more tha
mistake must have been made in the posting of the ascertainm
the balances. The mistake or mistakes must be found by checkin
ascertainment of the balances, and, if necessary the posting «
the entries in the General Ledger. Until this has been done an
mistake or —izt=%zz have been corrected no further step ca
taken.

MONTHLY ACCOUNT STATEMENT (FORM F-16).

104. The next step is to complete Form F—16 entering the
the total amount debited and the total amount credited to
account during the month — that is, excluding the balance o
account at the begining of the month, if any, to the F—16 there
be attached schedules relating to certain of the “total” acco
giving such details regarding the composition of the total debi

total, dits as Head Office may require.
k = 58



105. In general it will be necessary to analyse total figures in all

- cases where the amount of a “total” eestimate for the budget has »

been -arrived - at by addmg separate estnmates for mdmdual mems,l ye
or where, for any other reason. Head Office desu’e tahave an ana!y-

sis. -For example, althOugh the |tem ”Admmlstratwe Expenses :
appears as a single-figure in the budget. Head Oi"hce will require. the X

total -figure-.of expenditure. to be ‘anaiysec! as between the. va_r_wug._ :

items e.g. salaries, rent and printing eie. taken into account when the
"total" budget fngu re for Admmlstrauve Expenses was arrived at. . .

106 No analysn; w1l! be requ:red in connectlon wlth the follow—

ing accounts unless Head Office ask for schedule which they may do

if- the balance of the “total” amount is quite unexpected!y Iarge or -

for some other special .reason:—
S.NO. - Name 6f Account.

% Cash

. Petty cash/;tandmg |mprest A/C.

- Imprests Account
Group Insurance premium deductions A/C.
‘Benevolent Fund. Account :

QA WN

However, subsidiary details of the analysis in respect of
following accounts shall be required by Head Office:

S.NO. Name of Account. - Bemar!cs.

Relevant monthly Bank recon-
ciliation statement in respect of
each account maintained by field
offize to be attached).

1. All Bank accounts.

2. Head Office Current Breakup and details of the amount
Aocount. |
3. Employers in arrears Individual break—up- _.of- the arrears
Account. against each employers to be
- submitted in the form of schedule.
59
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4, Sundry Debitors Individual bfeak-up to be s
Account. - in the schediife: -

5. Sundry Creditors ~=do=-
Account. s Eode o Ty

6. All advauces A/C. —do—

2. Suspense Account. —do—

8. C.P. Fund Account Individual monthly deduc

of the employees. to be shown in the schedule,

9. ‘Other Accounts (etc.) S
10. Administrative Individual break up of the exg
* Expenses A/C.
s [ 1 Medical Care —do—
Expense A/C.

107.When the Accounts Statement and the accompan
schedules have been completed the Accounts Officer will sign
certificate in Part—| on the back of the F—16 and pass the sam
the Audit Officer. ®

BANK RECOMNCILIATION STATEMENT.

108. The difference between the totals of the “Bank” colur
on the debit and credit sides of the Cash Account will at any t
indicate the balance which the Institution might expect to be stz
ing to the credit of the Institution at the Bank: This balance v
however, not necessarily correspond with the balarice as shown in
books of the bank. The Cash Account balance will be depleted ev

" time a cheque is drawn in favour of a payee, but the account k

by the bank will remain unaffected until the cheque is presen
to the bank for payment. Again, the bank may not give the Inst
tion credit at once for cheques paid in, but the cashier will h
taken credit for such transactioris when he transferred the chec
to the bank. ! '
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109. Because of these and other circumstances there will usually
be some divergence between the balance of the Cach account and
balance as shown by the books of the bank, and at the end of any

accounting period it is of great importance that any such divergence

should be thoroughlyinvestigated and the two balance, thus ““recon-
ciled” This duty will be performed by the Audit Officer concerned.

110. Because of these and other circumstances there will
usually be some divergence between the balance of tha Cash account
and balance as shown by the books of the bank, and at the end of
any accounting period it is of great importance that any such diverg-
ence should be thoroughly investigated and the two baiance, thus

“reconciled”. This duty will be performed by the Audit Officer
concerned. :

111, Arrangements will, therefore, be made that thestatement
of account rendered to the Institution by the Bank at the end of
each month should be sent direct to the Local Field Office Audit
Officer who will there upon prepare a bank reconciliation statements
in respect of all bank accounts and satisfy himself that it fully exp-
lain any difference between the balance of the Institution’s account
as given by the bank statement and the balance of the “Bank”
columns of the Cash Account.

PROMPT PREPARATION AND DESPATCH OF
MONTHLY ACCOUNTS STATEMENT (F—16).

112. In order to enable Head Office to prepare the consolidat-
ed monthly accounts statement relating to the month, the work of
preparing examining and submitting the monthly accounts statement
(F—16) should be so remained at each Local Field Office that the
statement in question is received at the Head Office within 15 days
at the most from the end of the month to which it relates.

7) END OF THE MONTH ACCOUNTING
OPERATIONS AT HEAD OFFICE:

113. The Accounts Officer concerned at the Head Office has to

deal not only with the transactions of the Head Office itself, but
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also with the transactions of the Institution as a whole, and |
therefore, incorporate in the Head Office books of accoun:
transactions of the Local Field Office, as reported on the F

as well as these o_:n‘ the Head Office itself.

114. During the month he (Accounts Officer concerned)
post to the General Ledger the current transactions of the |
Office. At the begirning of the new month he will start on a-
page for each account, leaving space for the "brought forw
balance from the previous month.

115. When each F—16 is received from a Local Field Offic:
(Accounts Officer concerned) will also post the tctal debits and
credits shown thereon direct to the accounts in the General Le
relating to the old month, not forgetting to post to the rele
subsidiary ledgers the details in the various schedules submi-

116. After completing the posting for all the local field of
he (Accounts Officer concerned) will rule off each account
ascertain the balance, inserting the figure in pencial at this stage
will then check the correctness of his posting by taking out a 1
Trial Balance. If it agrees, his next step will be to insert the bale
of each account in ink, and carry it forward to tke space he has
for it at the beginning or the transaction for the new month. He
then rule off the accounts as at the end of the month. =~

DISCREPANCY IN THE CURRENT ACCOUNTS:

117. When the Head Office Accounts Officer receives an F-
from a Local Field Office, he will first ascertain that the balance
the Head Office Current Account as shown on the F—16 agrec
amount with the balance of the Current Account with the partict
Local Field Office as shown in his own books (the one being,
course, a debit balance and the other a credit balance — see ps¢
grapﬁ — 43, If there is a discrepancy, the cause will have to
ascertained and any mistake corrected.

118. If the discrepancy is due to a remittance having been st
from o >f the two offices an not having been received by the ott
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offlce ~and therefore, not hauing been reco:ded by th( ff’ce the

matter will be adjusted by Head Office maklng an accountmg trans- _

fer of the amount of the dlscrepancy (by means of Form F~9)
debiting ‘Remittances in Transit’ Account and crediting the Local
Office Current Account. This will femove the discrepancy whether
the remittance has been made by the Local Fteld Office of Head
Office or Vice Versa.

COST OF CONSUMPTION OF MEDICINES AND
MEDICAL SUPPLIES:

119. In the beginning of the social security scheme, the cost
>f consumption of medicines and medical supplies used to be booked
sy the Head Office directly in the hooks of Head Office. On consti-
aution of the various medical circles in the Institution from october,
1974, the cost of consumption of medicines and medical supplies are
srepared casted and accounted for by each circle including hospital
it their level. No accounting involvemenii in respect of Head Office
herefore, presently exists except that figure in respect of cost of
:onsumption of medicines and medical supplies are reported by the
ield medical circles and hospitals in their monthly accounts
tatement (F=16) submitted to the Head Office for consolidation.

PROCEDURE FOR BOOKING OF COST OF CONSUMP-
TION AND MEDICAL SUPPLIES OF THE
DISPENSARIES:

120. On constitution of the medical circles, the medicines
ncluding medical supplies are distributed to each dispensary on the
jasis of its requirement (i.e. strength of the workers attached with
‘he dispensary). The record in respect of daily consumption of
nedicines and medical supplies is maintained by each dispensary in
he “daily consumption register.” At the end of the month, the
tore-keeper concerned used to draw-up a statement showing item-
vise consumption of medicines and medical supplies during the
-slevant month. The consumed items of medicines will be casted (on
‘he basis of its rates of purchase as shown in relevant invoice of the
irm) and total cost of consumption is arrived at, by the dispensary
.oncerned. This statement is forwarded to the medical circle con-
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cerned where it i ‘rutinised by the 5.M.0."s Office and finally

checked by the Auait Officer of the Circle. After it has been verified | %&g&:

and checked by the S. M 0. Office and Audlt Ofﬁcer concemed the
cost of consumption of medncmes ‘will be booked in’the books of

_accounts of the cu'cle through accountmg transfer voucher (F—9) as

under:—

Debit Medical care Expenses A/C consumption of
medicines

Credit Medicines and madical supplies purchase account.

PREPARATION OF TRIAL BALANCE AT
THE END OF EACH MONTH.

121. When all the posting of old months’ transaction to the
General lLedger is complete, the correctness gf the posting will be
tested by the Accounts Officer concerned by taking out a trial
balance. The trial balance which represent'the transactions of the
Head Office or Field Office (as the case may be), from the beginning
of the financial year to the end of the month will then be summeri-
sed for the information of the Senior Officers concerned for the
management of the affairs of the Institution. The similar information
will be prepared by the Account Department, Head Office, in case, it
is so desired by the Governing Body.

BRANCHES OF SOCIAL SECURITY:

122. The branches of Social Security referred to, in the Section
28(4) of the Ordinance are detailed in Rule—4(1) of the Social
Security (Financial and Accounting) Rules. They are:—

i) The Sickness, Maternity and Death Grant Branch;

ii) Employment Injury Branch; and
iii) The Medical Care Branch.
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'MONTHLY ACCOUNTS:

123. Rule—10 of the Financial and Accounting Rule prescribes
orm of anrual accounts to be submitted. The accounts to be
ired and submitted at the end of each month during the finan-
year. Thus, the following accounts will be prepared for the
Jse of giving in convenient form, a summary of the transaction
e Institution for the peirod in question:—

Analysed Expenditure Account for each of three Branches
an analysed administrative expenses account; an Income -
. and Expenditure Account.

Capital Ekpendture and Investment Account; and a
Balance Sheet showing the assets and liabilities of the
Institution at the end of the period.

The material for the preparation of these accounts will be
ined from the General Ledger and the relevant subsidiary led-

SICKNESS, MATERNITY AND DEATH GRANT
BRANCH EXPENDITURE ACCOUNT:

124. Sickness, Maternity and Death Grant Branch Expedntire
ount — from the Cash Benefits Subsidiary Ledger.

EMPLOYMENT INJURY BRANCH EXPENDITURE A/C.

125. Employment Injury Branch Expenditure Account — from
Cash Benefits Subsidiary Ledger.

MEDICAL CARE BRANCH EXPENDITURE ACCOUNT:

126. The subsidiary balances relating to this account will be
en, which will constitute the total expenditure relating to this

ount.
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ADMINIST .TIVE EXPENSES ACCOUNT:

127. The subsidary balance relating to this account will be
taken, which will constitute the total expenditure relating to this
account.’ ; ' \

128. Income and Expenditure Account — The Expenditure side
will show: —

i) the expenditure in total for each of the three
Branches; (as given in detail the Branch Accounts);

ii) the total of Administrative Expenses (as given in
detail in the Administrative Expenses Account);

(iii) Ci.aims for unpaid contributions extinguished;

iv] the balance of the account, representing surplus
income.

The Income Side will show:—

i) Ordinary Social Security Contribution (Article—
20(1);

ii) . Increases in contributions.for late payment, (Article—
23(1) Items (i), (ii) and (iii) will be obtained from the
Contributions (Subsidiary) Ledger; .

iii) Income from Investments and

iv) Any other income.

129. CAPITAL EXPENDITURE AND INVESTMENT
ACCOUNT: k' ,

These accounts will be shown on the debit side:—
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i)
ii)
i)

iv)

‘Investment Expenditure;
Medicines and Medical Supplies purchased;

Other Medicé! Care Capital Expenditure;

Capitel expenditure other than in respect of Medical
Care.

i30. BAILANCE SHEET:

The Assets side will show the debit balances not taken into
income and Expenditure Account. These will be grouped,

i)
ii)
iii)
iv)
v)

vi)
vii)
viii)
ix)
x)
xi)

1tly in descending order of liquidity, as follows:—

Cash

Bank Current Account Balances.

Bank Deposit Account Balances.
Contributions due from employers' in arrears.
Imprests — Suspense Account balances and
Remittances:

Any other Debtors.

Investments other than bank deposits;
Medicines and Medical Supplies etc; in hand (balance);
Office Furniture and Equipment;

Medi~~! Care Fryipment and Appliances;
Any real estate acquired (Accounts),

The liabilities side will show the credit balances not taken
y the Income and Expenditure Account. These will be grouped,
ghly in descending order or payability, as follows:

i)
ii)
iii)
iv)
v)
vi)

Any Creditors or Suspense Account credit balances;
Amount of each of the three Social Security; Branch,
Reserves; '

Amount of Bank Loan outstanding;

Government Loan — amount outstanding;

Balance of the Social Security Fund Account, incor-
porating the balance of the Income and Expenditure
Account. 67

: (
- (8) PREPAKATION OF ANNUAL ACCOUNTS:

131. The operations to be carried out at the end of the last
month of the financial year — which will result in the preparation of
the annual accounts — will be identical with those explained in pre-
vious ‘paragraphs 102—130 relating to the preparation of monthly
accounts except that in addition certain “end of year” adjustments
will require to be made. These are explained in the following para-
graphs:—

STANDING IMPRESTS:

132. At the close of business on the last day of the finaicial year
all _hoilders of standing imprests will be requested to repay to the
appropriate cashier, in cash, the unexpended balance of their
standing imprest. The cashier will give a receipt and debit amount
repaid in his cash book in the ordinary way. A fresh standing imprest
will be issued at the beginning of the new financial year.

133. The payment made during the month out of the standing
imprest will be debited, as is done at the end of any other month,
to the appropriate expenditure accounts, but on this occasion the
posting mediurn wili be an accounting transfer authority (form F—9)
by means of which the total of the payments made will be credited
to the Petty Cash Standing Imprests Account instead of to cash. The
unexpended balance of the standing imprest which has been repaid
will also be posted to the credit of the same account, the debit
being, of course, to cash Account, and the result will be that the
balance of the Petty Cash Standing Imprests no Account at the
field office will be extinguished. Thus, the credits notified to Head
Office on the F—16's for the month will, when posted, have the
effect of extinguishing the balance of the Petty Cash Standing
Imprests Account at Head Office. Thus, no amount representing
Petty Cash Imprests will appear on the Assets side of the Balance
Sheet at the end of the year.

134. The purpose of this repayment of the balance of all
standing imprests at the end of the year is to verify that the un-
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» provide an opporutnity of reviewing the suitability of the
1t of the standing imprest before it is renewed at the beginnin
year. ] : ;

»,

DEPRECIATION:

135. The rates of the depreciation to be charged on the fixed
. are laid down in Rule—9 of the Financial and Azccunting
, as under:—

Building. 5% per anrnum
Office furniture and :
equipment. 6% per annum

Medical equipment

10% per agnum
Motor Vehicles

20% per annum

ch other rates as the Government may from time to time
ve. Charges for depreciation will be made only at the end of
nancial year and the rates shown above will be applied by the
ght line"" method; that is, the given proportion of the cost price
e written off each year.

136. Where an asset is acquired in the course of a year a pro-

anate amount of the annual depreciation will be applied at the

»f the year according to the number of complete quarter-years
g which the asset has been in use.

137. The charge will be made by means of an accounting trans-
ithority (F=9) which will;

— Debit. Administrative expenses or Medical care expenditure
as the case may require.

AND

— Credit. Capital expenditure in respect of Administration or
Medical Care as the case may require.
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ded balance remains in the possession of the imprest 1older

138. It should e noted that expenditure on maintenance,
spare parts, repairs ¢..., must not be treated as addition to the value
of the asset and must not therefore be charged to a capital account.
The charge will be to Administrative Expenses on Medical Care
Expenditure as appropriate.

139. In the interest of simplicity, minor items of Capital expen-
diture — i.e. individual items costing iess than Rs. 160/200 having
utility for a shorter period will be treated as revenuzl {that is non-
capital) expenditure and debited tc either Administrative Expenses
or Mcdical Care Expenditure as appropriate. This will avoid the need
for depreciation on the items in question as the whole of the
ekpenditune willin effect, be written off in the first year.

ADJUSTMENT IN RESPECT OF MEDICINES AND
MEDICAL SUPPLIES PURCHASE ACCOUNT:

140. At the end of 12 months (i.e. last month of the financial
year) the adjustment in respect of Medicines and medical supplies
purchase account will be verified through the stock taking reports
received duly casted from the field unit and hospitals. It is the duty
of the Accounts Department of Head Office to confirm the
balance (s! of this account with relevant inventory received from the
respective Medical Unit of the Institution. The minor differences
appeared between ledger balances and inventory shall be adjusted
considering the difference in the calculation of casting of consump-
tion of medicines. However, the major difference if any, shall have to
be investigated and an appropriate action wneii i wiis regard.

141. Where there have been price changes affecting items
purchase during the year and debited to the Medicines, medical
supplies purchase account at the new prices there will almost
certainly be a difference between the value of stocks in hand found
as a result of stock taking and the balances carried down under
Medicine and medical supplies purchase account after crediting the
value of the amounts consumed during the year.

142. Any such difference will be adjusted, by means of an
accounting transfer authority (F—9) crediting (or debiting) “Medi-
cines and Medical Supplies Purchase Account’’ and debiting (or
crediting) the Medical Care Branch Expenditure Account.
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143. It should be noted that this adjustment will| the same

time serve two “essential purpose. First, it will have the effect.of

correcting the value at which the stocks in hand are shown at the
end-of-year in the Balance Sheet, and at which, in consequence they
are carried forward to the new year. Secondly, it will correct any
overcharge or under-charge in the Medical Care Branch Expenditure
Account for the cost of Medicirnes and Medical Supplies consumed
during the year which may have resulted from valuing consumption
during the year at the value fixed at the end of tie preceding year.

RESERVES

144 The establishment and maintenance of the three Social
Security Branch Reserves is dealt with in previous paragraphs 56 —

57. This is the next of the accounting operations to be performed |

it the end of each financial year before the annual accounts are pre-
sared . Simce these reserves can be set aside only out of surplus
‘ncome after meeting the costs of benefits, including medical care
ind administration, including depreciation, interest and the repay-
nent of loans, the necessary provision will be charged to the Income
ind Expenditure Accounts provided that the balance of that,
iccount is sufficient to cover the charge.

145. The amounts required for each of the three statutory
aserves (whether to establish them in the first place or to maintain
hem by adding additional amounts as may be necessary to bring
hem up to the amounts required according to Rule=5 (3) of the
‘inancial and Accounting Rules) will be transferred by means of
n F-9, as follows:—

— Debit. Income and Expenditure Account.

— Credit. Sickness, Maternity and Death Grant Branch
Reserves.

Employment Injury Branch Reserve and Medical
Care Branch Reserve.

146. The provision of reserves in respect of gratuity payable to
1e employees’ of the Institution at the time of leaving the services
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will also be made bJ ...e Accounts Department (in consultation with =~ "

Administration Department) at the end of financial year in every
final account of the year.

INVESTMENTS

147. It is necessary tO invest the amounts transferred to the
reserves in order that they will earn interest, and thus increase the
income of the Institution. Directions for investment will be given
by means of a payment voucher (Form F—2) and the debit will be
to Investments Account or Bank Deposits A/c. etc. as appropriate.

148. Any accounting adjustment necessitated by the results
of the various stock takings that will be carried cut at the end of
the financial year, will then be made. Any shortages discoverad for
example, will be dealt with by an accounting transfer which will;

— Debit. Losses and Overpayments Suspense.

— Credit. The particular asset account e.g. Medical Supplies
purchased etc.

ANNUAL ACCOUNTS:

149. When all the adjustments dealt with in paragraphs —
131 to 148 nave veen posted to the General Ledger the way will
then be clear for the preparation of the annual accounts, in the
form prescribed in Rule—10 of the Financial and Accounting Rule
which, required the preparation and submission of the following:

analysed Expenditure Accounts for each of the three of
the Social Security Branches;

an analysed Administration Expenses Account; an Income
and Expenditure Account; :

a Capital Expenditure and Investment Account; and a
Balance Sheet showing the assets and liabilities of the

Institution at the end of the year.
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9. EXTERNAL AUDIT Pl 0 f

In accordance with the provision of Rule (11) of the 5
Accounting Rulesof the Institution, the accounts of the

1 have to be got audited by the External Auditors. The

ear.

The final account alongwith the External Audit Reports
tted for the approval of the Governing Body. !n order to
e finai accounts of the Institution, the Governing'Body
nate the members to sign the Accounts for each financial

152 — 160 Vacant.

D ACCOUNTING (STORES).

PYTIES OF STORE—KEEPERS:

Non-medical goods will normally be delivered to and
the stores of the Head Office or the field offices (2 the
»2); while the medical supplies both consumable and non-
e will normally be delivered to and sorted out at the
«dical Stores of the field Circle Hospitals concerned.

From these Central Stores of the Circles, the medical
ill be distributed to the dispensaries functioning uriuer tne
1of the circle concerned. Delivery at each point/station will
yy store keeper (under thesupervision of Medizal Officer/
ical Officer concerned will hold the key of the Store and
ally be responsible.

Jn taking delivery he (Store-keeper) will number the
nsecutively and write the number boldly on the invoice.
:n check the goods for correctness of quantity and quality,
vever, in order to avaid double handling of bulky goods,
other sufficient reason, the goods are delivered direct to
r service requiring them, they will likewise be checked for
of quantity and quality and will report to the Incharge
2 Hospitals (as the case may be) the result of his check.
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Auditors are appointed by the Governing Body for each "

(b)

(c)

(d)

(e)

(f)

(a)

(h)

(i)

163. The /~ re-Keeper of the Dispensary concerned and Store-. . = .
Keeper of the circle (as the case may be) will be held personally ok
" responsible for:— ; :

(a)

Checking all stores received against the relevant of docu-
ments and reporting promptly, to the Incharge of the
Dispensary or Circle Hospitals (as the case may be)

Maintaining a stock register is written up-todate.

Ensuring that adequate precautions are taken to safe-
guard the stores against theft or fire;

Maintaining the Stores in good condition and avoiding
lossess by waste or preventible deterioration.

Ensuring that no articles are movgd from the store except
with his knowledge and after the appropriate authority in
writing has been given; (the loan of articles for private
purposes is strictly prohibited);

Ensuring that issues are made only against Delivery Notes
(Form F—13), prescriptions (Form M—4) or issue Notes
(Form M—18) signed by officials authorised to sign them,
and that the issues are acknowledged by the signatures of
the persons to whom the issues are made;

Ensuring that every .transaction appearing on any voucher
or form relating to a movement of stores is entered in the
Stock Register that all vouchers or forms are properly
completed and that only the proper forms are used;

Obtaining the proper authority for a write-off before
stricking off charge any store lost, deficinet or condemn-
ed; and

ensuring that stocks are kept within the limits of the
normal requirements of the Institution and that stocks in

excess of these requirements are not allowed to accumu-
late.
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MAXIMUM AND MINIMUM LIMITS: ’ o

4, The Senior Medical Officers Incharge of the Circle or Male ®

rale Medical Officer Incharge of the Dispensary, as the case
. will notify to each storekeeper the maximum quantity of
:m that should be held in thestoreand the minimum duantity
~hich the steck held should not be allowed to fall. These
im and minimum limits wili be noted prominently on the
t stock register, and the storekeeper will be responsible for
g the level of stocks and, it appears likely that any item will
the minimum permitted level, notifying to the concerned
2 in plenty of time to enable the stock tc be replnished.

5.The Store-keepers concerned will periodically verify
valances with stock reaister baiances which should be atleast

a month. They must at once report to the Incharge concern-
excess or shortages or any damages, to the store.

HANDING OVER CERTIFICATES:

6. When it is necessary for a storekeeper to hand over his
12 will agree with his successor the quantities of all items
tody of which is being transferred. Thereafter a Handing Over
ate will be prepared in quadruplicate and all copies will be
by both officials. Each official will retain one copy and one
ach will be sent to the Incharee Dispensary concerned and
Medical Officer Circle concerned for record. If necessary, a
1 list of excesses and deficiencies will be prepared, signed by
ficials and attached to the Handing Over Certificate, togehter
explanation by the officials who has handed over in the case

sital, a coring will be sent toMedical Superientendent conce-
r record.

LOSSES AND DEFICIENCIES:

i7..Any Losses or deficiencies of store, whether reported
torekeeper or ascertained when a Handing Over Certaificate
ared, or found as a result of periodical stock taking, or dis-
i in any other way, will be dealt with in accordance with the
Jre laid down in paragraph — 58- to 84 above. (see parti-
paragraph — 81 to 83
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—(2) RECEIPT OF TORES:
ENTRY NOTE (FORM F—10)

168. On receipt of stores the, storekeeper of circle or Dispen-
sary (as the case may be), will check the goods for correctness of
quantity and quality. He will then there upon complete entry Note
(Form F=10j, for counter signature of Incharge concerned.

169. Entry Notes are supplied in tiiplicate, the second and
third copies being completed by means of carbon paper. The last
four columns on the right-hand side of the form, which are headed
“FOR OFFICE USE ONLY" does not concern the suppliers and
as the tope copy is to serve as an acknowledgement of receipt, and
will be sent to the supplier, the columns headed “FOR CFFICE
USE ONLY" will be completed only on the second and third copies
of the form. ?

170. Because the top copy is to serve as an acknowledgement of
receipt, the storekeeper will insert on the form only the quantity
received in good condition. When he has completed the top copy
of the form — that is, without making any entries in the part marked
“FOR OFFICE USE ONLY" — that storekeeper will sign the form,
detach the top copy, draw a diagonal line on the top copy through
the headings of the part marked “FOR OFFICE USE ONLY" and
send the top copy to the supplier.

STORE CHARGE OR INVENTORY CHARGE:

171. The Store-keeper concenred will then enter the receipt of
the goods on the appropriate page of relevant stock register. The
consumable goods (i.e. goods to be issued for consumption like
stafionery or medicines) the receipt of the same will also be recorded
on the relevant stock register. Asregards, non-consumable stores
i.e. goods to be held for use by the Institution and not issued for
consumption like typewriter, the receipt will be entered in a dead
stock register. :

172. It is of the greatest important that all goods acquired of
whatever kind should be taken on store charge as soon as they are
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ived. As a means of ensuring that this is done, the pag...ent:'

sher should not be authorised unless it has been ensured that
y in the relevant stock register has been completed by the
s-keeper/official concerned (as the case may be).

173. The stock reaister showing receipt, issued and balances
.ach item of medicines and soforth will be maintained by each
ensary circle & other individual offices of the Institution includ-
Head Office. After each entry, whether of a receipt or issue, a
figure representing balance remaining will be calculated and
red at, in the register. The number of relevant entry notes/
/ery notes prescriptions, or Issue Note will be entered in the
‘opriate column of Issues” for reference purposes. Similarly, the
y in respect of receipt of stores will be made in the stock register
the relevant page by giving reference of form F—10 or F=13
the case may be) by store-keeper/official concerned at individual
ses.

REGISTERS TO BE MAINTAINED FOR NON-
CONSUMABLE ITEMS:— INVENTORY BOOK/DEAD
STOCK REGISTER.

174 . The same procedure as laid down in para — 173 above, will
followed by the Store-keeper/official concerned of the field
ce (whether it may be case of dispensary or any local office
* ). The register in the same proforma will also be maintained by
Store-keeper/Official concerned at each field unit including
d Office for non-consumable items. If the Article or Articles are
Je held for the time being, the Store-keeper/Official concerned
enter the number of goods on the receipt side of the regtster
when issue of the same is required, the entry will be made on
“Issues” side of the Dead Stock Register.

175. To avoid double receipt/accounting of the goods, for any
on, the Store Keeper/Official concerned will give appropriate
rence in the register in qtestion. This will minimize the chances
ouble accounting of the goods in the register.

77

- ©176.Discard of £ item, for any.reason, will be ‘authorised
on a Delivery Note, and an appropriate entry will be made in the
stock register indicating as “item discarded” written-off (as the case
may be).

. COMPLETION AND DISPOSAL OF COPIES OF
. ENTRY NOTE (FORM F-=10)

177. Having taken the goods on store charge the storekeeper
will then complete the second and third copies of the entry note,
using carbon paper to obtain the third copy. He will enter the serial
number of the invoice in the relevant page of the stock book on
which the goods were taken on store charge. He will then file the
third -.copy of the F—10 as his-voucher for the entry, attach the
invoice to the second copy, and the action for processing the
payment.

PAYMENT FOR GOODS PURCHASED:

178. Receipt of the goods having been acknowledged and the
goods having been taken on store charge — the store—keeper/official
concerned will initiate the action for sanction and authorisation of
payment.

(3) ISSUE OF STORES:

- DELIVERY NOTE (FORM F-13)

179. All issues of consumable or non-consumable stores will be
made by the store-keeper/official concerned on the authroity of
delivery note (F—13). Delivery Notes will be completed (in triplicate)
by means of carbon paper .and when the appropriate authorising
officer has signed part—I of the form authorising the issue, all copies
will be sent to the store-keeper for action. The store-keeper/official
concerned will then issue the goods and record the issues in the re-
levant stock register. In order to have effective control in the issue of
consumable and non-consumable items through delivery notes
(F—13), following measures should be taken into consideration,
by all concerned in the chain:—
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The columns—3 and 4 of F—13 (Delivery Note) should t{
(used for describing quanttty of |tems “in words"’,

After completing all the entrie's in respect of goods a
horizental ‘line should be drawn by the store-keeper at
the place where entries in respect of supplies end, the"
total number of items be recorded in figures and words in
all the three copies of the Deli ivery Note The Incharge of
the dispensary,’urcle of the office should also sign on
F—13 at the end of the entries in iespect of goods entered
in the relevant Delivery Notes.

On receipt of original copy of F—13 duly acknowledged
by the consignee, the store-keeper should attach original
copy of deliverynote (F—13) alongwith triplicate copy .
“of F--13 already maintained by him so that complete
record of issues be available at one place for checking pur-
poses By Audit Officer concerned and others, when
required.

AND

It will also be the duty of the Internal Auditor to ensure
that checking of all items issued te, other unit through
Form F—13 be carried out periodically with reference to
the original and triplicate copy of this form already main-
tained by the store-keeper official concerned. This is nece-
ssary to ensure that goods issued have been correctly
accounted for at both the places (i.e. in the books of con-
signor and consignee).

PROCEDURE RELATING TO DELIVERY
NOTE (FORM — F-13).

The procedure relating to delivery note (F—13) has been
in detail at para-— 179 above. However, it is further
that when the store—keeper has recorded the issue in
nt stock register, he will complete and sign part—Il of the
ote (F=13) and will deal with the three copies in the
Jat top copy and the second copy of the form will be
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sent to the consignee cop~~rned with the goods and th:rd copy will
be filed by him (storek. oer] as authority for entry of the Isue*‘
recorded in the relevant stock register -

" '181. When the goods are received, the consignee will sign part-
111 of the top copy of the delivery note and return it to the storekee-
per in token of having acknowledged the goods. The consignee will
retain and file,the sccond copy of the dleivery notice ac his authority
for the entry which he will make when he takes the goods on charge.

ISSUES OF MEDICINES AND MED'ICAL SUPPLIES
FROM CENTRAL MEDICAL STORES:

182. The procedure for issue of goods from the consignor to ~
the consignee has been explained in paras= 180 and 181 above.
Similar procedure will be followed for issue of medicines and medical
supplies from the Central Medical Store of the Circle concerned to
the dispensaries/wards of the hospital (as the case may be). The
issue of medicines will be authorised by a delivery note (F-13) and
entries of all tne issued items will be reported on relevant page of the
stock register. The action relation to delivery note (F-13) will be the
same as explained in paragraphs- 180 — 181

4. RECEIPTS AND ISSUE OF MEDICINES AND
CONSUMABLE MEDICAL SUPPLIES AT
DISPENSARIES:

 REGE IPT:5:

183. After acknowledgement of the medicines on Form F-10
by Store-Keeper/official concerned at the circle/dispensary or
wards (as the case may be), the official concerned has to record the
items of medicines so received in the relevant stock register for
which each page will be allocated to a particular item of medicine.
Normally, the medicines are received by dispansaries from the
Central Medical Store of the circle concerned through F-13. In case
ofhospitals, the medicines are issued from the main store of the hos- !
pital to the different wards through delivery note. (F-13).

184 . The Store-keeper/official concerned after checking the
consignment for correctness of quantity and quality will acknow-
ledge the receipt (as explained in paragraph-181 above), by signing
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feluriing o Uie consignor the 10p copy of F-13. He will insert
the “Receipts” section of the stock register giving the serl um-
- and reference of Delivery Note (F- 13) accompanying the goods
I will file the second copy of F 13 in respect of entries entered in
stock register.

ISSUES:

185. Issues to the secured pesons or their dependents will be
le by the dispenser concerned on the authority of prescription
rm M-4) individual’s medical hostiry books (as the case may be)
ed by the Medical Officer) Lady Medical Officer of the dispensary
cerned. Issues to staff members of the Institution for medical
itment purposes will be made on the authority of a issue note
rm M-18) signed by the authorised Medical Officer/Lady Medical
icer of the dispensary concerned. Each form will be receipfedf
7owledged by the person to whom the issue was made.

186 The procedure for accounting/consumption of medicines
ad to the workers/dependents is being arcounted or in daily
sumption register of medicines and medical supplies at each dis-
sary irrespective of it's cost so as to have actual cost of consum-
n of medicines during the particular month.

187. The purpose and method of acertaining the cost for a
1th or other period, of medicines and medical supplies consumed
> been explained in the previous paragraphs. It will, however,
juty of the dispenser/store-keeper concerned supplies to compile
il quantity of each item of medicines and medical consumed
ing the month or any required period for the purpose of it's

ting.

ACCOUNTING OF CONSUMPTIDN OF MEDICINES
AND MEDICAL SUPPLIES:

188. As explained in previous paragraphs, the consumption
tement of medicines and medical supplies for each month or
siod as required will be prepared by the dispensar/store-keeper
acerend. This statement duly costed will be sent to the Incharge
rcle concerned i.e. S.M.O. where it will be checked by him tech-
:ally and its’ costing verified. The costing of the statement in ques-
1 will also be verified by Internal Auditnr posted at the circle.
ter his verification, the same will be passed on, to the Accounts
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Department of the clrcie cerned for-accounting purposes thrdugh
accounting transfer (Form F-9) to be authonsed by the Incharge
concerned.

189. The procedure for the preparation of consumption state-
ment of medicines by the dispenser/store-keeper concerned has been
explained in previous paragraph. This procedure will equally apply
in category A’ and “B’* medicines.

190. Detailed procedure in respect of accounting of consump-
tion of madicines has been laid down in the previous paragraph.

Prior to the introduction of daily consumption register at the dispen- "~

saries, Form F-14 was prescribed in the instructions which has been
discontinued on introduction of register regarding daily consumption
of medicines at the dispensaries.

E STOCK TAKINGS:
]

191. The arrangements for the control of stores described in the
preceding chapters of Part-IV of these staff instructions will be
completed by physical checks, made at least once a year, indepen-
dently of the store-keeper, M.O./L.M.O concerned of the existence
of the stores, as indicated in the stock register for each items.

192.. It is essential to ensure that all stocks or stores, whether
held at the central medical store of the circle or dispensary, or other
subsidiary office of the Institution,, are verified by an annual stock
takina. The stocktakings will take place as far as possible at the end
of the financial year, and will be performed by staff other than the
storekeeper/M.0./L.M.O. concerned so that verification of the exis-
tence of the stores for which they are responsible may be obtained
independently. The staff of the Internal Audit Department may
participate in the stocktaking. Whether or not this is arranged, the
internal auditor will be responsible for satisfying himself that an
independent verification is properly carried out.

193. Since the physical existence of each item of stocks or sto-
res will be checked against the balance shown on the stock regis-
ter relating to the item, itis necessary first of all to check the correct-
ness of these balances. Irrespective of who performs the physical
check of the stocks or stores themselves the accounting check of the
stock register will be the responsibility of the internal audit.
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After the balances shown on the stock register have thus

¢ed, the amount of each item in the store will be counted/ _

r otherwise measured to see that it corresponds with the
stated on the stock register for all the items. .

-ETION OF STOCK TAKING: BY THE EMND OF YEAOR.

As the final accounts for the year caninot te prepared un-
ults of all the stocktakings are kncwn, arrangements should
o ensure that the work is completed by the end of the year.

In the case of the Central Medical Store and other large
yili almost certainly be impracticable, if the completion of
il accounts is not to be delayed, to wait until the end of the
re commencing the stocktaking. In these cases, the work
- spread over as many of the last days or weeks of the year
* required in order to complete the task by the end of the

When this is necessary, the stocks of particular items, as
d at some date other than the end of the year, will be
~hen adjusted Dy adding receipts and deducting issues bet-
t date and the end of the yea2r, to be the verified balance as

it day of the year. In this way, the process of stocktaking can
1 over as long a period as is necessary for its efficient perfor-

MONTHLY STOCK TAKING:

i} It will be necessary that medicines and medical supplies be
at randomat the dispensaries at the end of each month by
rnal audit for the purpose of it's correctness so that no diffi-
15 found while carrying cut stock taking at the year end.

3. This special monthly stocktaking may, notwithstanding
said in paragraph 192 above, be performed by the Internal
vith the assistance of Storekeeper/official concerned while
ual stock taking at the end of financial year be performed
dently of the Storekeeper/Incharge of the stores as laid down
raph 192,

STOCK .AKING REPORTS AND
SUBSEQUENT ACTION:

200. The officer concerned responsible for the annual stock ta-
king will submit a report thereon in quadruplicate, sending copies
tothe Commissioner, Director Accounts,Director Audit and officer
concerned to which the matter pertains. For example, the 1eport in
respect of annual stock taking of medicines will be submitted to the
Commissioner, Director Accounts,Director Audit and the Medical
Department Head Office or Senior Medical Officer (Purchases) at
Head Office, as the case may be. Similarly, the annual stock taking
report relating to the Administration Side will be submitted to the
Commissioner, Director Accounts Director Audit and Head of the
Administration Department i.e. (Vice Commissioner or Director
Administration as the case may be), by Directorates and Head Office
itself. Subsequent action in connection any shortages&excesses
found at the respective unit or Head Office as the case may be; as
a result of stock taking is dealt with at paragraphs- 81 10 83. Fur-
ther guidelines in this regard are given in the following paragraph.

201. The purpose behind annual (and bi-annual) stock taking
will not be to only acheive by simple-sterio type listing of stock
items and comparing with stock registers and showing excesses,
shortages or discribing the items as “unserviceable”. What is actually
required is far more important than such sterio typelisting of items?
Briefly purposes of stock taking can be described as under:-

(i) All the items of different type sof stock should be
physically checked and actual counting should be
recorded by the stock taking committee which is
which is more authentic than the final entry made
by the keepers of stock ledgers.

it} If any item is found unservicable, this should imme-
diately come to the notice of Administration of the
Concerned office and immediate steps should be ta-
ken by the concerned department to make the item
re-useable before it gets further deteriorated and be-
comes useless. Such unserviceable items which cannot
be repaired or their repair is uneconomical should be
disposed off and the premises should be cleared of
such junks.
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(iv)

v)

The items of medicines which have been expired
should be got replaced by the suppliers of such
items. If replacement of some item is not possible
such medicine items should be destroyed ensuring
prevention of the risk that expired medicine if used
can harm the health instead of improving.

Actual causes cf shortages should come to the iight
and any person who may be responsible for such
losses should be put to task so that such shortages
do not occur infuture. (see paragraphs 69-83

If all such purposes are served and proper actions
are taken the foremost purpoce of stock taking
shall be to ensure correct financial position of the

stock items and, therefore, whenever any discrepancy

comes to the knowledge, the accounting action
should be taken immediately 5o that the position of
any type of stocks shown in the books of accounts
should be real and not misleading to the extent that
physical items have lost their value, but their cost in
the accounts books remains at the same high value.

‘0 acheive the above mentioned purposes, it wil! be

ST ety e it ol

ii) EXPIRED;, ~DICINES:

Immediate efforts should be made to get the replacement
of expired medicines from the concerned suppliers. This action
should be taken in consultation with Medical Department,Head
Office. In cases where replacement is not possible, a committee of
3 Members” should be established at the concerned office for this
special purpose who should destroy the expired items of medicines
and such destruction should be certified. Such items should also be
written-off from the relevant stock ledgers and cost of such items
should also be written-off from the “Medicines and Medicai Supglies
Purchase Accounts’’ through accounts transier entry.

i) M»f .

Immediately after completion of the stock taking, the
Losses & Overpayments Investigation Commitee should be furnished
with list of unserviceable items who should assess each and every
item if it can be repaired conveniently and economically. For the
items which are recommended “irrepairable” the matter may be
assigned to the Local —Purchase Committee who should arragne dis-
posal of these items and these should be auctioned according to
“SESS| Acquisition of Supplies and Property Regulations’. Then
these items should be written-off from the relevant stock ledgers and

ity of all concerned to take following actions immedia-
ilisation of Annual (Bi-annual) stock taking report:-

the amount realise¢ from the auction should be accounted for as
"Miscellaneous Income’” through accounts transfer entry.

TOCIVIL WORKS:
Actual causes of shortage should be investigated by the
! Over payments Investigation Committee of the respec-
» immediately and they should also fix responsibility on
mber through whose negligence, the shortage has occured.
3 the responsibility, steps for recovery of the cost of such
d be taken-up and in case recovery is not possible or the
ty cannot be fixed on specific person or persons, the item
rrecommended for write-off. On such recommendations,
rould be written-off from the respective stock ledge and -
slevant head and sub-  head of accounts. through Accounts
sucher,

| ITFMS RFPORTED SHORT: ’ E ACCOUNTING OF PAYMENTS RELATING

203. All the civil works (construction works) involved at the
Institution's Head Office, Directorates, Circles and Hospitals etc.
will ve carried out at Head Office level and payment of the bills
will be processed by the Engineering Department Head Office. The
same procedure as to the inviting of quotations/tenders and its’
consideration by the Central Purchase Committee Head Office (see
paragraphs 62 to 71 Finance Code will be followed in this regard.

204. Prior to award of any Contractor as to the civil work,*
the Engineering Department Head Office may consider the prequali-
fication of Consultants and Contractors (as deemed necessary) kee-
ping in view the interest of the Institution.
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205. The running bills/final bill of the Contractors will be first
onsidered by the Consultants (if engaged for this job) and then by
1e Engineering Department Head Office from technical point of
iew. After its’ scrutiny by the Consultants and Engineering Depart-
1ent, the bills shall be routed thiough Audit Department Head
)ffice for appropriate sanction etc. At the first instance, the running
ills of the Contractors will be charged to “‘work in progress account”
rith relevant subsidiary account (i.e. name of the Project). After
ampletion of job, the expenditure already charged to the “work
1 progress account” will be capitalized in the buoks of Head Office.
or this recommendations of Engineering Department as to the com-
letion of job will be required by the Accounts Department Head
ffice for effecting necessary accounting entry which will be as fol-
IWS:-

—  Debit Fixed capital expenditure
(Medical Care/Admn. as the
case may be).

—  Credit s Work in progress account.

Relevant Job.
Building

ote: The cost of land will seperately be maintioned project wise.

206. To be on safe side, it is adviseable to adjust atleast 10%
scurity deposit from each running/final bill of the Contractors
Il the completion of the Project so that defects if any found during
ie maintenance period of the Project could be removed out of
curity deposit of the Contractors lying with the Institution. On the
commendations of the Engineerinng Department Head Office, the
)% of the total security deposit could however, be refunded to the
1tractors (separately or with the final bill) whereas the remaining
)% security deposit to be released to the Contractors concerned
ter completion of the maintenance period asper Contract.

207. A register showing the complete records of immoveable
-operty (i.e. all Projects) indicating cost of lands, constructions,
swetric fittings, sanitary fittings and fixtures etc. will be maintained

the Engineering Department Head Office. Subsequent deprecia-
n and Improvementsif any, should also be recorded therein by the
igineering Department Head Office for the purpose of upto-date
formation of the Assets (Immoveable Property).
' 87
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G. SPECIA .EATURES OF MAINTENANCE IR
OF ACCOUNTS AT THE HOSPITALS

208. General Instructions on the subject of Finance and Ac- -
Counts for maintioning accounts at SESS| Hospitals shall be the
same as contioned in the Staff Institutions. However, since the
hospitals did not exist. in the beginning of Social Security Scheme
and there are scme special aspects of the accounts of hospitals;
following Instructions are added:

209. At OPD a general Registration record shalt be’maintained
in which name and full particulars of the patients shall be recorded
and serial number of this register will be alloted to every patient
visiting the hospital for the first time.

210. After entry in the Registration record the number shall
be permanently alloted to the patient and his OPD card shall be
prepared specially quoting the Registration No. Simultaneously,
a Registration card will be issued to the patient which will also
mention his Registration number.

211. OPD Registers shall be maintained at each OPD of the
hospital and the name of the name of the patient, Registration No.
and treatment advised shall be recorded.

212. In case where a petient is admitted, two Registers: Admis-
sion Register and Discharge Register will maintained at each ward
by the Sister Incharge of the Ward.

213 At Present then an form types of patients visiting SESSI
hospitals and these form, OPD Cards of each type of patients should
be in Heant colour be as Heant colour.

1. Secured persons and their dependents.
2. Staff members and their dependents employees of
Social Security Institution.

3. Patients referred by organizations who have a con-
tract with Social Security - Institution for providing
medical facilities and hospitalization on credit/
billing basis.

4. Private patients coming to SESSI hospitals for treat-
ment*hospitalization on each terms.
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214, Expenditure statement sheet form F1 5 should bl tac*' ,

with OPD cards of all categories of patients except category-1
red persons and their dependents).

215. This  expenditure statement should continue with_ the
card wherever it goes and all the departments should fill in
prescribed charges in this account statement form.

216. At the end of the month all OPD cards with which F-15
‘ached shall be submitted to the accounts depariment of the
tal where total expenditure incurred shall be calculated.

217. These accounts statement are not required to contain
>f medicine prescribed for the patient.

18, Account of medicines prescribed for category-2 pateints
members and their dependents) shall be maintained at OPD
of the Rlospital seperate from-account of medicines issued to
ry 1 patients and accordingly cost of medicines issued to cate-
) patients shall be incorporated separately in the Monthly
nption Report. The cost of medicines and medical supplies
ked out will be debited to the respective field offices and Head

on monthly basis for the medicines supplied to the employees
Institution.

19. No medicine shall be issued from OPD store to category-3
tegory-4 patients.

20. Cost of medicine issued to category-2, 3 and 4 patients

they are admitted in the hospital shall be incorporated on
scounts statements.

21. At discharge of a patient belonging to category 2, 3 and 4
sounts Statmenet and total expenditure incurred for cate-
patients shall be booked through F-9 under head ‘Cost on
| Treatment to Staff".

12. Accounts statement attached to category-3 patients shall
rated and a bill on prescribed proforma shall be prepared and
hed to the organization concerned after booking the expendi-
der”Accounts Receivable”account with Subsidiary Account
nization concerned.
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223. Accoints statement of categoy-4 patients shall be separat-
ed and detailed bill on prescribed proforma shall be prepared
showing amount of advance received and balance payable. This

balance amount shall be received by the Cashier before patient
leaving the hospital.

224, At the end of ‘month a statement of fees admissible to
Specialist Doctots and other staff of the hospitals shall be prepared
showing therein patient-wise fees realized by category-4 patients.

225. Laboratory Test and X-Ray Test/Consultation charges not
possible within the SESS| Hospitals should be referred to outside
agencies. The patients of category 2 and 3 shall be askad to arrange
such tests/consultations by paying to the outside agencies and such
consultations and tests shall not be arranged by SESSI Hospitals
on payment terms.

226, STAFF WELFARE FUND

A fund called ‘“Hospital Staff Welfare Fund” is required to be maintained at
K.V. Social Security SITE and S.S. Landhi Hospitals for welfare of the staff in the
Hospitals.

2. This fund will be utilized for the welfare of the staff in the following proport-
tion :-

a) Staff of grade-16 and above. 25%
b) Staff of grade-16 and below. 75% 3

3. The accounts will be operated as usual by the Medical Superintendent with
the assistance of Accounts Officer and expenditure will be incurred by the Medical
Superintendent after observing the Purchase Regulations of SESSI.

4. The item which will be generally covered for expenditure under the welfare
fund are:-

a. Maintenance of Mess/Canteen/ b. Purchase of cutlery, crockery
and Recreation Room. linen, furniture and Common Room
5 items etc. etc. '
c. Immediate financial assistance to  d, Maintenance of Mosques.
sub-ordinate staff in cases of
genuine financial hardship either g, Any other item with the permission
as out-right grant or loan. of the Commissioner.
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SRS A : : SR A Sind- Employees’ Social Security Institution
IND EMPLOYEES' SOCIAL SECURITY INSTITUTION i - K d . gouehcr <4
CASH PAYMENT VOUCHER z BANK PAYMENT VOUCHER '
Voucher No L I8 > . Dated
Dated l P ] UNT
; - v E ; Cida FOLIO AMO
v PARTICULARS -
PARTICULARS Code No. FOLIO - AMOUNT _ 5 No., C.B. |G.L.|S.L Rs. Ps.
C.B.|G. L{S. L, | Rs. Ps, _ DEBIT
5 g CREDIT
o :
:
T ! :
1
Paid In settlement of Bill/lnv. No. Date _ for the Month of
g \ ; Te M/s.
h :
1IEI' Account Officer By Cheque No. Date P.T.O.
4 ¢ Sy Accounts Officer

| certify that the amount payable, as stated in the voucher is according contract of

or otherwise is fair and reasonable; that it is covered by provision in the budget for
the current year, that the account to be debited is as stated overleaf and | authorise
i payment of the said amount of Rupees

( amount to ba stated in words )

Date Signature :
Director/Deputy Director/Officer Incharge

I have checked the details and am satisfied as to the correctness aad admissibility
in all respects of the amount payable and the account to be debited

ate Signature

Audit Officer
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T A

MPLOYEES' SOCIAL SECURITYINSTITUTION . 7

' - (Printed Serial No)
JCHER FOR DEATH GRANT*/DISABLE—
.

Name of Secured
Person:

Name cf Payee | Amount
(if not secured Rs.
Person)

-1e payment of Death Grant*/Disablement
younting to '

vords)

-mentioned payee.

ned the payment authorised above and am satisfied
sctness and admissibility in all respects.

.............. EDRIDALHIBY L. o v ivsive i i
lit Department

; been made by cheque*/incash* No............ S
unt payable has been entered on Form F-7 for this

s

L (Signature) . . . Pleret i e S Cashier
Jleted except where cheque Thumb-Print of
t by post) Payee, if not
nddate) <aa v by cheque Signed.

in cash*
: £ S U R in

" the amount due as stated in

’

f Payee
*Delete wachever is inapplicable.
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SIND EMPL{EE'S SOCIAL SECURITY INSTITUTION . .

. (Printed Serial No. )
'RECEIPT FOR SOCIAL SECURITY CONTRIBUTIONS %

RECEIVED TIMEOUSLY.
. Month .

for Regd. Name of Contri- | Amount

for No. of Employer | butions | of any
which | Employe ‘payable | increase
contri- under imposed
butions Section | Under
paid. 20(1) Section

25

l.  Received from the employer named above the sum of
G G e 3 YR o A e e e e ‘made up as shown above

(Date) ..... AT N NN < TS S TN L R e

1. (Top copy of Form ends here)
Amount received, as above, has been entered on Form F-8, as

Under :
Sheat No ... ouova BRIV o it e (Signature) . .......
Cashier g A
[1l. Entry on F-8 approved and checked : :
2 A {DB%e) oo - s coniesmins o w0 R SIGRBEHTRY 4+ ovenwidnins

Interna! Audit Department

Form F-4
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G S D Py i aily nivieu | HiLrease

Employer tributions under under under
received. Section Section | Section
_ ' i, - 1 o8 ]23(11'
I o
(1) (2) (3) (4) (5) (6) (7) 8
Rs. Rs. | Rs.,
pS {
m i
!
1. Received from the employer named above thesum of ............0c....
.made up as shown above YR s can et Signature . cc.ooevvnvsn
Cashier (Top copy of form ends here)
L]
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[I.  Amount received, as stated in col. (9) above, has been entered in the Cash Book, as under :
T o Y30 T T R (15 e e P
Signature. .. ... WA 0 8 . Cashier.

[1l. Entry in Cash Book approved and checked, and credit of the same amadunt to the Employers in Arrears

Control Account and to the account of the individual employer in the Employers in Arrears Ledger approvet
(Dated) . ok a e s (SHORRREITR o v« w1 o6 w0 toeinlmie Internal Audit Department -

V. Amount received has been posted to the Ledger, as under :

Code No. of Account credited.......",...Folio... ........ No.of Entry

and in the Employers in Arrears Ledger, as under :— '

Folio T SETAT No:of Entey iiees’ oi s Y
MRatad) i n e e sio s OIORAIUITE 4 4a o0 sn i b semes s AXCCOURTANT,

Form F-5. *1/2% for each day Iate-(see col. (B) of total of cols. (6) and (7)
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CEBTEVAS SEPWEPRRERIITG U B it oy e e e s s TR T WO W LR T
CASHIER'SRAILY RECORD OF PAYM ENTS OF CASH BENEF1TS
WATE o i SHEET NO.
I ) [ |
No. of |[Name of Reference 10 =
entry. | Beneficiary| B-5 [Payment 2 @ e
No. | Voucher SE;HD,EEB‘;E*,".E ozl 2
Line/ No. X e 58 ﬁ'ég.g'ug.g D .95 ol Y
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Totals brought forward from previous sheets
w
@
Form F-7. Front)
I.  Benefits as baove and on the previous sheets have been paid this day and the total amount-has been
credited in the Cash Bok credit in the Cash Book as under :-
Folio No. of entry Date Signature Cashier
ll.  The statement above and on the previous sheets and the above mentioned credit in the Cash Book

have been checked against the beneficiaries

receipts on the form B-5 or payment Vouchers. The total is approved for debit to the Benefits Account
(Code No. 11) and the totals of the analysis columns for entry

in the Benefits Ledger. Date Signature O Internal Audit Department

M.

The total amount has been posted to the General Ledger as under: and the totals of the znalysis columns have

been entered in the Benefits Ledger as under :-
Code No. of Account debited. No. ofentry______Folio ._No of entry—_—_FEolio .._..No. of entry_....._

Form F-7. (Back) Date. Signature _ Accountant




3 o o : o
. : $IND EMPLOYEES® BOCIAL SECURITY INSTITUTION
TRANSFER YOUCHER Veusher No,
© Dakd
‘EEY - @ ~ 7 i ; God FOLIO AMOUNT
3 | = Felerance & a
I @@ @ ] = . 3
du: @ 0 @ 8 ——. o Ne. gL 1S5 L] . & Ps.
06 8T o ¥
H c E c o ] 1
£ - = o 0N DEBIT . L IR el i
3 ,. T eI .
R~ :
5.8 ; !
28 |8 g -
RO H
¥ R
f Torai
¥
g : CREDIT '
0 :
; .' 2
b4 :
<
« Tots) !.
Form F-S Accounts Qificer Audit Oiticer p.T.O.

(3)

(1) Where the amount of debit show on this voucher represent expenditurs, I certily

+ that it is covered by a provision in the current year's budget; that sccount to be debited iz as

stated, that amount Payable is eccording to contract or, Is otherwise fair and rviverivuie situ
| have authorised the Payment,

(2) 1euthorise the accounting transfer.

Employer.
(2)

Date ) Signature
Dy /Director/Dlitector
foi. pure accounting transfer st Headquarter :—

| authorise the accounting Lransfer.
: Dy. Directer Accounts'”

Auditors certificates in both cases:

| have checked the details and an satistied as to correctness and admivsibllity in 2l
jespects of the em.Jnts paid where It represent expanditure and | am satisfied sbaut the

Entry

(1)

99

zorreciness of these transfers,

100 7 Audit Qtficer
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Received from

FOR OFFICE USE ONLY

Goods taken on store

charge as under

No. of

Folio"

-

Inventory
Book

Stock

Record

Card

,Sto rekeeper

Code

No. of

Goods

Serial

No. of

Invoied.,

Description of Goodd.

the under mentioned goods.

Quantity.

Weight,

Volume,
etc. (as

appropr-
iate)

101

Signature

Date

Form F-10

SIND EMPLC  ES' SOCIAL SECURITY INSTITUTION

STOCK RECORD CARD

| s v—

L —

Descrintion_______ Code No

Maximum stock authorised__

Minimum stock to be kept

o RECEIPTS ISSUES Balance
No. of . No. of  |Quantity, Remaining
No. of Qu?nt't‘/- Delivery | Weight,
Entry We:ght, o NotePres{ Volume, etc.
Note Vo Ume.“c- as cription of as appropriat
or ‘ appropriate Issue 7
Delivery Note

Form F-II
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Form F-12

SIND EMPLOYEES' SOCIAL SECURITY INSTITUTION

DELIVERY NOTE

(Printed Serial 'N-bl'.)

Office

Quantity
Weight,
Vclume, etc.
(as appr-
opriate)

Code No. To whom to be
of goods issed

Description

1.

| authorise the issues detaiied above.
Date____Signature —__Appropriate Authaorising Officer

Issue made and noted as under :—
No.of Entry_____ On Stock REcord
Card(s) Code No(s) Date Signature Storekeeper,

Received the goods issued as detailed above, which have been
taken on Store charge in Inventory Book, or on the Stock
Record Card or MedicalStore Stock Sheet, as appropriate,
relating to the respective Code Nos. of the goods.

Date __ Signature

Note.—As soon as Part I11 has been signed, the top copy of the form
containing the signature is to be returned o t the sender.

Form F-13.
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S.No: Name of medicines Page. Receipt Total Balance

or medical supplies of stock Opening during columns  Consum- Column Rate, Cost. Remarks:
item. Register. Balance the month, 4 + 5 ption. 6 -7
2 2, 3. 4, T 6. 7
TOTAL:

Signature of the Dispenser:
Signature of the Doctor 1/c.

The statement has been checked by me through entries of stock ledgers and | have ascertained the rates and
cost of medicines consumed. The total expenditure may please be booked by preparing F-9.

FORM F-14 AUDIT OFFICER

DISPENSARY/WARD SHIFT

CIRCLE/HOSPITAL

STATEMENT OF CONSUMPTION AND END OF MONTH STOCK TAKING OF B CATEGORY ITEMS OF MEDICINES

AND MEDICAL SUPPLIES FOR THE MONTH OF 198 o
S. No: Name of medicines Page: Receipt

or Medical Supplied of stocks Opening  during Total: * Balance on Consumption during

item Register.  balance the month, last date. the month. Remarks.

SIGNATURE OF THE DISPENSER

The stock taking of all items availableon _________which are B-Category medicines and Medical supplies has been
carried out under my supervision and | certify that the quantities arrived at in consumption during the month eolumn
are correct. These quantities have been incorporated in form F—14.

SIGNATURE OF THE DOCTOR INCHARGE
This form should be prepared in duplicate and one cony should be attached with Form F—14

Form F--14A




tatement of Mr./Mrs. _____—— Staff Member (

loyees of Contract Co.
1§rlDEPendenthnjp : Cash Patient
e ———
|
n fee of Date Amount. i

@ from———— WO——

1es

Total Rs. +vvevenennns _ B
Charges Amount. initials.
Test. :

ssued frem Warc}.
jicine. Quantity. Rate: COSL..

sy Materridy: Fee of Aneasthatist. Total.

i to be debited to
PENDITURE RSe ———

Cost of Medical Treatment Staff
Accounts Receiveable . . . . - ME e s

o ' (Accounts Officer)
s 2 and 3 credit head of account will

.ase of debiting item
‘her income”’ 1.p.D. or 0.P.D.

1 the expenditure shall be under

cases of debiting item of account will be

-ines only and therefore credit head
Jand Viedical Supplies Purchase Account .

107

| certify :

(1) ‘:that | have checked the accounts of th;e ........ Local

(2)

@

Cffice for the month of 196 with the vouchers

and other documents relating thereto and, (subject to the
observations contained in my report dated—__198.,
attached hereto* that the accounts are correct :(—

that the statements of debits and credits given overleaf and
on the schedules attached are correct; and

that | have prepared the Bank Reconciiiation Statement
shown in Part [, which | am satisified aives a true re-
conciliation of the Bank Statement dated ... ...... 196
as received from the Bank, with the balance of the Bank
Current Account as shown overleaf.

DAte __ Signature —Internal Audit Department

Incorporation in the accounts of the Headquarters Office of

the balances shown overleaf and on the schedules attached
has been authorised on the attached Form F-9, Mo ........
dated 198

Head of Finance and Accounts Department.

Form F-16. *Delecte if inapplicable.
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196 and

fous schedules remained unpaid at the end of the month of

F-3's, and

had been authorised within the last year, | attach the relevant B-5's.

F-17's.
(dated)

(Cashier)

(Signature)

schedules with the

relevant B-5's F-3’s and F-17's. and am satished that the benefits stated thereon

| have examined this schedule and the previous
remain due for payment.

(Internal Audity Department)

(Signature)

(Dated)

 e——
A

Formi r-

i R A S R =iy o Frabit

. SIND.EMPLOYEES' SOCIAL SECURITY INSTITUTION e
TOTAL COST OF CONSUMPTION BY THE INSTITUTION ~ ~~

‘OF MEDICINES AND MEDICAL SUPPLIES DURING -
THE MONTHOF______196

Amounts brought forward from
Fart V of last sheei of Form F-14
submitted by each unit for the
month. :

Part || Part Il| Total -

"Name of Dispensary,
Clinic or other Unit.

Rs. Rs. 4. ‘Bs: %

Total

II. The statement at | above for the Institution as a whole has
been complied from the statement in respect of each unit as
shown in Part V of the last sheet of Form F-14 submitted by

the respective units for the month,
Matemmmie sty (Signature) .. cccooies ety
(F. and A. Department) ’

* -

l1l. The carry-forward, from Part V of the last sheet of Form
F-14 submitted by each unit, of the amounts shown in | above,
and the totals at the foot of | above, have been checked and

are correct. v il
(Date) weewoss .. (Signature) ...... o+ .. (Internal Audit Department)

V. The total at the foot of the “Total” column of | above has
been entered on form F-9No . ...... with a view to trans-
ferring the amount from Medicines Supplies purchawd (A/c.
No. 18) to Consumption of Medicines and Medical Supplies

(A/c. No. 20).
Bate sl {SIONATUTE) . dvinv s smimns (Accountant)

Form F.18.




No.of : No, TNoo1 ‘ ' SOCIAL SECURITY N ITUTION
e of Accouﬂt Totql Total Sched:l.ll_e Df J Name of Ac,couqt &hed.lle SIND EMPLOYEESJ - RfTY I ST N
Debit| Credit containing Accoung containing ( ORIGINAL )
__detalls | details CREDIT NOTE
totals (brought. .
e, i L oS forward) i " Finanical Year______ -
irrent A/c. fa Dated
arters Current A/c. From : TO :
1ary Expensas Schedule 4 '
itrative Expenses " 5 ‘i { o=
i f M e S
CAre Expedditure '
Welafee andRe- " ! Y
ion Expenditure * 8 . L “%
xcurity Contribu- . i, .
" B ' ; \\\ —\—\
2r Income W ap ' . ’
refits M | s N . —
- _-_'_‘_‘—-—-—-_.___.—_.._
'rs in Arrears Con- T PARTICULARS AMOUNT AMOUN
R -
Irs, ' fe el ) We have credited your
‘ice and Dispen- @ R account on account of
ty cash Standing R
Alc. AR !
d Overpayment " a3 :
Ale. i ; ——
ars. T : s
: Alc. (other than et : B e IR
and Overpay- thim! AL i .
36 |
Ve. r 337
‘ovident Fund BN ¢
t Fund Ale. T = E: (Amount in words) _|
le Advance A/c. |': J T I
x Alc. g | ' _ l A |
al Tax A/c. _ '
tAle. '
us Suspense A/c. ' Form F. 16 Account Officer Audit OfficerCode
ding Advance
ied forward)
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Page No._

(Name of Office)
DESCRIPTION OR CODLE NO OF DOCUMENT
Noie.— A separate Receipts and Issues Account should be opened for each type of
document to be controlled e.g., blank cheques, receipt forms (F-4, 5 or 6),
entry notes (F-10), delivery notes (F-13) etc.
RECEIPTS ISSUES
Date| Form “c';h"m Nfumber Serial Number | Entry Note |Signature Date| To home issued|Number|Serial Numb
receive 0 knowledging of From .To
o|No. . Date|?
Docu- gl : receipt Docu- : -
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SIND EMPLOYEES' SOCIAL
SECURITY INSTITUTION

CODE OF STAFF INSTRUCTIONS

AUDIT DEPARTMENTION




Ap—

PREFACE

The codal instructions governing internal working of various
sections of the Social Security Institution were drafted by foreign
experts in 1966 i.e. before the inception of Social Securi;y Scehme
(1st March, 1967). Eve( since then, radical changes have taken place
in Social Security legislation (Ordinance, Rules and Regulations)
which have rendered the codal instructions obsolete. Further,
creation of some new departments and field offices in the Sind.
Employees’ Social Security Institution have also warranted necessary
amendments, alterations and additions to the Code.

A departmental committee was, therefore, constituted to go
through various portions of the Code and suggest amendments after
joint deliberations. The committee scrutinised each and every
part of the Code and submitted its recommendations. Later, the
amendments were scanned by the respective heads of departments.
As a result of these concerted efforts, the Code of Staff Instructions
has been revised for the first time during the past two decades.

The present book is the approved version of the revised Code of
Staff Instructions. It deals with the working of Audit Department.
It is hoped that with the revision of the Code, the working of the
Institution would become smoother as chances of lapses, duplication,
confusion, etc. now stand obviated.

BRIG (RTD) S. M. BAQAR NAQVI
Commissioner ‘

5th January, 1985
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STAFF INSTRUCTIONS
INTERNAL AUDIT
PART-1 INSTRUCTION.

APPOINTMENT OF AN INTERNAL AUDITOR/
DIRECTOR AUDIT.

1. The appointment of an Internal Auditor/Director Audit
is provided for in Section 32 (2) of the Ordinance, which also lays
down that he shall “perform such duties and exercise such powers
as may be provided by regulations”.

DUTIES AND POWERS.

2. The regulations which lay down the duties and powers

of the Internal Auditor/Director Audit are the Provincial Employees’

Social Security (Internal Audit) Regulations, 1967.
INTERNAL AUDIT DEPARTMENT AND STAFF:

3. The Internal Auditor/Director Audit appointed under
Section 32 (2) of the Ordinance shall act as the head of the Internal
Audit Department (hereinafter referred to as the */I.A. Department”).
He will be assisted by Audit Officers, some of whom will be statio-

ned, as he himself will, at the Head Office and some at the Field
Offices.

4. The staff of the I.A. Department stationed at the field
offices will be responsible to the head of the field office concerned
for discipline (attendance, leave, office conduct etc.) but to the
Director of the l.A. Department for all matters relating to the
technical side of the work and the manner in which they will carry
out their Internal Audit duties. On these matters they will act only
instructions received from the Director of the I.A. Department or a
deputy acting on his behalf.

3
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AUDIT OFFICER'S DUTY TO EXAMINE ANI?('i_EPORT.
\( y
5. The duty of an Audit Officer in general term, is to exa-
mine and report. Thus an Audit Officer will not be empowered to
correct any mistakes which he may find, but only to point them out.
Corrective action is the responsibility of the concerned Officer-in-
Charge.

100% CHECKS:

6. Ideally the I.A. Department should check all transactions

“fully. This will be done over a large part of the field. All payments
", authorised on payment vouchers (Form F-1, F-2) will, for example,
"be fully checked for admissibility and correctness of amount by the

I.A. Department before payment is made and all.-Cash Books will be
subjected to a 100% check aga_inst-vouchers for receipts and payments.

TEST CHECKS:

7. The volume of social secerity contributions collected and
of cash benefits authorised being quite heavy to make a 100% check
of correctness work be quite cumbersome. Hence it will be necessary
to resort to audit by the method of “test checks” i.e. of a proporjtio-
nate checking of the entire transactions.

8. An essential factor in carrying out audit by test checks,

“is, however, that the Audit Officer must have the opportunity of

selecting from the whole field the individual items to be checked.
Moreoever, the proportion to be checked will not be a fixed one,

but will be variable according to circumstances, including :()he time
and staff available, and may, on occasion, actually be a 100% check,

(see also, in this connection paragraph 28.)

9. Another factor is that the proportion being checked at
any time, and any variation of the proportion from time to time,
will be kept strictly secret within the I.A. Department so that the
person whose work is being checked does not know what propor-
tion is being checked at any time, or whether, indeed, all of the
transactions are being checked.

STAFF INSTRUCTIONS EXCLUDE SECRET AND
CONFIDENTIAL MATTERS:

10. In view of the factor mentioned in the previous paragraph

" and similar consideration affecting the aspects of the work of the

4
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I.A. Department this Code of Saff Instructions for the I.A. Depart-
ment will ({ Wude all instructions which are to be kept secret or con-
fidential within the Department. All such secret or confidental

instructions will be issued separately by the Director of the LLA. -

Department to the staff concerned.

POWERS:

11. It is laid down in regulation 4 of the Internal Audit Regu-
lation that:

“The Internal Auditor and any member of this staff shall
. have authority to inspect any accounts, records registers,
statments, files, documents or other papers of the Institu-
tions, irrespective of the department or official of the
Institution in whose possession they may be, and without
being required to state any reason why inspection of the
said papers is desired. ,
Provided that no payment due to be made by the Institu-
tion shallbe unreasonably delayed thereby"”’.

4 12. These powers will be exercised with the utmost tact and
discretion. They are laid down in the Regulations only to provide
an ultimate sanction which can, if necessary, be invoked in the last
resort if someone persists in an attempt to withhold any documents,
etc. which a member of the |.A. Department desired toinspected
Members of the I.A. Department should not, however, refer to these
powers unless all other methods of obtaining access to the docu-
ments, etc. have failed. In this connection the convenience .of the
officer who holds the documents, etc. which it is desired to inspect
should always be respected and the Internal Audit staff should be
prepared to wait for the documents if they are in action or are likely
to be required for action in the immediate future. -

Payment not to be delayed:

13. A further important consideration is metioned in the
proviso of the regulation quoted in paragraph 11 above, where it
is laid down that no payment due to be made by the Institution
shall be unreasonably delayed through documents, etc. having
been referred to the Internal Audit. This requirement speaks for
itself. Indeed, the duty of the Institution to make payments promp-
tly must always be given priority over any requirement of the l.A.
Department in the matter of inspecting papers or carrying out any
other part of the work of the Internal Audit.

5
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Actions and Queries:

14. If, in the course of his work, a member of the staff of the
I.A. Department finds: '
any mistake; or
any action or transaction which he thinks it desirable
to question; or
any transaction or action on which he requires more
information than is contained in the relevent
papers; or
any matter on which he thinks it desirable to make an
observation or comment; or
any other matter which he desires to bring to notice,
he will, in writing, point out the mistake, raise the question, request
further information or otherwise make his observation or comment.

15. Directions will be issued by the Director of the l.A. De-
partment, and these may be varied from time to time, explaining
whether, or in what circumstances, the queries, comments etc.
referred to in the preceding paragraph will ke sent in the first place
to the Director or sent directly to the Head of the Department
concerned (at Head Office: or the faild office)of as the case may be.

|
|

Register of Queries etc.:

16. Each member of the I.A. Department staff will keep a

register of queries, comments, etc. raised by him, and will be respon-

-4 sible for seeing that each one is duly cleared. When clearance takes
place he will note against the item in the register:

the decision which clears the item;
the date of the decision; and
by whom the decision was given.

17. In any event, the register will be reviewed on 31st March
of each year and reminders will be sent in respect of any item which
at that date, has been outstanding for at least one month. A similar
review will be made on 30th April and 31st May of each year in or-
der to ensure, as far as possible, that aii items areclearedbefore the
end of the financial year. "

6
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External Auditor:

18. The Ordinance provides also that the éccounts of the -

Institution shall be audited by an External Auditor appointed by
Government. The staff of the I.A. Department will at all times ac-
cord friendly cooperation to the External Auditor and his staff and
make available, on request, to any member of the External Audit
staff, the Registers of Queries etc. referred to in paragraph 16. Both
External Audit and Internal Audit have the same purpose i.e. to
ensure the correctness in all respects of the Institution’s accounts
and each will help the other whenever possible.

PART Il — DUTIES
(1) FOREWORD

19. The principal duties to be performed by the Internal
Auditor and his staff are laid down in paragraphs (a) to (e) of regula-
tin 3 of the Internal Audit Regulations. In addition, paragraph (f)
of regulation 3 adds:-

“such other duties as the Governing Body or the Commis-

sioner may from time to time require”’.

20. This partof the Internal Audit Staff Instructions will deal
with the specific duties stated in paragraphs (a) to (e) of regulation
3, and also a number of other duties covered by the comprehensive
woding of paragraph (f).

21. As these staff Instructions are issued by the Commissio-
ner, inclusion of these other duties in the staff Instructions is the
means by which the Commissioner “requires” the duties in question
to be performed.,,/.f : )

(2) PAYMENTS.
Pre-payment check of payments authorised on Payment Vouchers:

22. There are three types of Payment Voucher, each to be
completed in duplicate, on which payments wil be authorised:-

7




Form F-1 for goods purchased;

Form F-2 for payments other than for benefits or goods pur-
chased il

Form B-5 for payments of Death Grant or Disablement Gratuity

23. In each case the Payment Voucher wil be passed, in dupli-
cate (except B-5) to the Internal Auditor, at Head Office or a full
office, as the case may be, after the payment has been authorised,
and the Internal Auditor will examine the proposed payment from
thepoint of view of:-

Proper completion of the parts of the form preceding that

for the Internal Auditor’s certificate: admissibility of the

payment; provision in the budget; correctness of the

amount; and correctness of the account to be debited.

The Internal Auditor will then sign the internal audit
certificate on the payment voucher and pass both copies of the
payment voucher to the cashier for payment to be made.

Payments not authorised on Payment Vouchers:

24. Payments under Rs. 50/- which are made out of Petty
Cash do not require to be authorised on payment vouchers, and
therefore will not be subjected to pre-payment audit. When however,
usually attheend of a month, the petty cash holder submits vouchers
for his disbursements and reimbursement ‘will be authorised on a
Payment Voucher (Form F-2) which will be subjected to pre-pay-
ment audit as explained in the proceeding paragraph.

25. The only other class of payment not authorised on pay-
ment vouchers is the very numerous and important class represented
by payments of cash benefits.

“Payment of Cash Benefits

-26. The procedure under which payments of this class will be
made is explained in paragraphs 21-25 of the Finance & Accounts
Staff Instructions. The first time the Internal Auditor will see the
payments is when the ““Cashier’s Daily Record of payments of cash
Benefits” Form F-7, in duplicate, is passed to him together with
the forms B-5 authorising the payments, and any B-18's authorising
payment to an agent of the beneficiary.

8

27. The Internal Auditor will:-

satisfyé,'mself that he has received one or more F-7's
for every day on which payments of cash benefit have been made;
satisfy himself that all the F-7's used on any particular day have been
passed to him (these two requirements are important in view of para-
graph 8 above); check the entries on the F-7's form the vouchers
submitted therewith; check the addtion of the F-7's check the cre-
dit in the Cash Book of the total of the payment made during the
day: select from the F-7's for subsequent check of admissibility
and correctness, an appropriate number of the payment; sign the
certificate in Part I} of the last sheet of the F-7's for the day; pass
the top copies of the F-7 to the Accounts officer together with the
B-5's and B-18's which he received to support the entries on the F-7's;
and pass the duplicate copies of the F-7 to the cashier.

28. The proportion to be test-checked will be determined by
the Director of the I.A. Department from time to time and this
proportion may be varied at any time. In order to conceal from the
S.S.0. (Benefit) knowledge of the awards which he has selected for
detailed check, the Internal Auditor willcall for the claim wallets
(Form B-1) relating to all the claims paid as shown on the F-7 (or
to subject to detailed check, including, of course,those to be chec-
ked). With regard to those selected for check he will examine the
claim and the evidence contained in the Claim Wallet, and any other
supporting documents, and will satisfy himself that the benefit is
admissible under the Ordinance, the Rules and Regulations made
thereunder, and any relevant provisions of Staff Instructions, and
that the amount of the benefit is correct.

Selection of cases for subsequent detailed check:

29. Instruction on the important matter of selecting cases for
test-check whether in connection with payments, receipts or any
other field of audit are contained in Section (4) of this part of the
Internal Audit Staff Instructions.

(3) INCOME
General:

30. This part of the duties of the Internal Auditor calls for
special alertness of mind anq the exercise of imagination, since with
regard to income the auditor should always bear in mind that the

9




ifﬁportant factor is not the income which is received.p_ut tt)e income
which is not receive but should be. This it is partid{ ply m.\portant
that a routine attitude to this part of the audit should be avoided.

31. The possibility of fraud is usually greater in connection
with receipts than in connection with expenditure and the Auditor
should endeavour to view the situation form the point of view of the
person fraudulently inclined. He will thus best be able to assess the
value of the safeguards provided by the existing arrangements and
practice.

32. One of the more obvious methods of obtaining money
due to the Institution but not bringing it to account is to obtain
possession of official receipt forms otherwise than forms paid curren-
tly in use and to use them as the receipts for the income to be sto-
len. Thus control of receipt forms should be watertight and the Audi-
tor should give high priority to tests of the Register of controlled
Documents-see paragraphs 92-93

Receipts Forms:

33. As regards the income which has in fact been received,
the voucher for the entry in the cash book and the other books of
account will be the form of acknowledgement of receipt (subsequen-
tly referred to as the “receipt form").

34 There are three types of receipt forms:- . {4 Sk
F-4 — Receipt for Social Security Contribution received in time

F-5 — Receipt for Social Security/Contribution received late;
F-6 — Receipt for any other kind of income:

All of these will be completed in triplicate, and the Accounts-of.ficer
will countersign all the three copies before the duplicate and triplicate
copies are seen by the Internal Auditor.

The cashier will give or send to the payer top copy of each of these
forms. The other copies of the forms will be dealt with as under.

Form F-4: _
10

35. The gz ier will enter the amounts received, as shown on the F-4's
on Form F-8, u;shier’s Daily Record of Contributions received in time"
which he will fill up in duplicate by means of carbon paper. At the end of
the day the cashier will complete the F-8 as laid down in paragraph 33-34
the Finance an Accounts Staff Instructions and pass both the copies of the
F-8, together with the second the third copies of the F-4's to the Internal
Auditor.

36. The Internal Auditor will:
satisfy himself that he has received one or more F-8's for every
day on which any contributions were received in.Satisfy himself
that all the F-8's completed on any particular day have been
passed to him; check that the sequence of the serial number
of the F-4's is unbroken; check from the F-4's the entries. on
the F-8's; check that all the contributions entered on the F-8's

have been received in time; check the additions on the F-8's; -

check the debit of the total for the day in the Cash Book; select
from the F-8's for subsequent check of correctness of amount,
an appropirate number of receipts from employers; sign the
certificate in part |l of the last sheet of the F-8's for the day;
pass to the Accounts officer thetop copies of the F-8's and the
duplicate of the F-4's. pass back to the cashier the duplicate
copy of the F-8's and the triplicate of the F-4's.

Form F-5:

37. When the second and third copies of the F-5 are passed to the
Internal Auditor he will:- i

check that the sequence of the serial numbers of the F-5's is
unbroken; check the debit in the Cash book; check the entries
in the tabular statement at the top of the form; select from
the F-5's, for subsequent check of correctness of amount, and
appropriate number of amounts received; sign the certificate
in Part Il of the form; pass the second copy of the F-5 to the
Accounts officer; and return the third copy of the F-5 to the
Cashier.

Form F-6:

38. When the second and third copies of the F-6 are passed to the
Auditor Office he will:-
check that the sequence of the serial numbers of the F-6's is
unbroken; check the debit.in the Cash Book; check the correct-
ness of the amount recéived; check that the correct amount to
1




be credited has been stated in Part Il of the F-6; sign the certi-
ficate in Part-1ll of the form; pass the s@' jd copy of the F-6
to the Accounts officer; and return the third copy to the cashier.

Contribution received late:

39. The credit referred to in part |1l of the F-5 — to the Employers-
in-Arrears Control Account (and to the account of the individual employers
in the Employers-in-Arrears Ledger)- will clear, in whole or part, the debit
that will have been made when the contribution due from the employer
for any month had not been received in time

40. As laid down in paragraph 94— 96 of the Finance and Accounts
Staff Instructions, the arrears will be notified to the Accounts officer by the
Contribution Section of the local Directorate on Form C-4, and the resulting
Accounting Transfer Authority form F- (9) which the Accounts Officer will
prepare, for signature by the Local Director — see paragraph 349-351 of the
Finance and Accounts Staff Instructions — will be passed, with the C-4
attached, to the Audit.

41.  The Audit Officer will examine the porposed accounting trans-
fer and, if satisfied will sign the certificate in part Il of the F-9 and pass the
F-9, with the C-4 attached, back to the Accounts Officer for action.

Other uses of Form C4:

42. Form C-4, in addition to being used by the Contribition Section
of a local Officerto notify to the Accounts Officer, in part 1 of the form,
cases where contributions have not been received in time will also be used
to notify ta the Accounts Officer inpart Il of the form, all other cases where
for any reason additional amounts are found to be due from an employer.

43. As in cases where the Accounts Officer receives a notification in
part T of the C-4, he will, on receiving a notification in part || of the form,
prepare F-9 for the necessary accounting transfer.

44. The F-9 will be passed, with the C-4 attached, to the Audit Officer
who will examine the proposed transfer and, if satisfied, will sign the certi-
ficate in part Il of the F-9 and pass the F-9 with the C-4 attached back to the
Accounts Officer for action.

12
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45. It will be an important part of the duties of the AuditOfficerto
see that Contribution Section notifies to the Accounts Officer on a C-4,
all arrears (approximate amount if the exact amount cannot be determined)

and all the other cases where for any reason it is discovered that additional
sums in respect of contributions are due from an employer.

Selection of cases for subsequent detailed check:

46. Instructions on the important matter of selecting cases for test-
check whether of correctness of the amount of contributions received, or of

other receipts, or payments, or any other field of audit, are contained in’

section (4) of this part of the Internal Audit.
(4) Selection of cases for Text-Check.

47. The selection of cases for detailed check of a proportion of the
whole field is one of the most important parts of the Audit Officer work,
and affords scope for the exercise of imagination, and demonstration of that
flair for detecting, by a kind of sixth sense, mistakes of principles or practice

: which\all Auditors should try to develop.

Method of Selection:-

48. The simplest method of selection, but one which does not bring
into play the qualities referred to in the preceding paragraph, is to make a
completely random selection of the items by taking every fifth, or tenth etc.
item according to.the proportion to be checked.

49. A second method is to concentrate on certain types of transac-
tions and choose more of these types than of other types. As regards awards
of benefit, attention would be concentrated on these types of award which
previous experience had indicated as most likely to show errors or to be of
doubtful admissibility.

50. As regard the check of contributions, selection under this method
would be concentrated on those employers whose payrolls or contribution
schedules have given rise to queries in the past, or whose attitude to the
social security scheme suggests that they would be likely to take advantage
of everyopportunity, legitimate or otherwise of limiting their liability for
contribution.
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51. If this so-called second method is adopted, a hlgher| :r&
portion of some types of benefit award thar'w of other wou b
selected, and in checking contributipns, selection would be apt;r)]ers
to a higher pro portion of same k|nd§ of employe.rs ?han doto be
These proportions could be varied as circumstances mt;lucate shei
desirable increased where mistakes are found to be reqt.ue| ity
decreased where mistakes are found to be few — anld specia
tion then diverted to other types of benefit or of employer.

52. A third method is to plan the work in fadvance S0 :..r;nt:
ensure that by selecting different types of trans‘ac:;on' |f‘otr)e e);zvered
tion in successive weeks or months th'e whole fael‘ wne i
in the course of a definite period, say, six months or a year.

53 This is perhaps the method which produces th: :)oms:
reliable audit. The whole field is covered ?y test-crzecblz.a gl
time during the yearor other period, and .subject to this fmthg ﬁelé
there will be plenty of scope for examining some parts of the
more intensivelythanother parts.

Dangers:

54. There are dangers which must be guarde: agalinstt.vi: tt;cs):\
) he method of audit by selecti 3
the 100 per cent check and t . e
at the performance day
the case of the former the danger is
:)r;l day‘of a check of every item may tend to became a matter of

i neral -
unimaginative routine,and that a-s a consequence important ge

i it Officer
aspects indicating weaknesses may be missed. The Audit ;
may see only the trees and miss the forest.

55. The main danger in the method of selective tgsts is, oi (;?(l;:
rse, that errors or frauds may slip through amongd ttr)le Lten;?nr;osecm
. i t be lessened by kee
ined. This danger can to some exten‘ :
tnlqwglpercentage being examined — it will be rememebred th:\):3 It:s z;:z
event the Audit Officer must receive all the documentfs ;cr)n e
ingthis percentage fr
aragraphs 8 and 28) by varying ‘ . s
iis;ee pamdgby placing greatest reliance on theso-called third method o
selection mentioned in paragraph 52,
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56. Given that the lim

ders impossible a 100% check of all transactions, the application

examination and if the examinati

and imagination, the effectiveness
maximum,

ons are carried out with alertness
of the audit should be at the

(5) STORE RECORDS.

One of the duties laid for the Audit Officerunder thelnternal

Audit Regulations is to satisfy himself, by test-checks or otherwise,
that the records of the receipt and issue_of stores are correct and
-“‘——_\

ited Internal Audit staff available ren-

that annual stocktaking has been properly performed,
g

STORES ACCOUNTING SYSTEM.

The system of accounting for the receipt and issue of stores in

Quantities only is laid down in paragraphs 168-187 of the Finance
and Accounts Staff | nstructions.

STOCK REGISTERS,

Two separate Stock R

egisters Form F-12 are maintained to re-
cord receipts and issues of ¢

onsumable and non consumable items,

Receipts of stores from outside the Institution are vouched by
an Entry Note (Form F-10). Iss

ues of stores are vouched by either
a Delivery Note (Form F-13) or, for issues of medicines or medical
supplies under th

In the case of internal transfers of stores- from the Central
Medical Store to a dispensary, for example a Delivery-Note (Form
F-13) vouches both the issue from the one stores and the receipt
by the other: the top copy, when returned to the sender receipted
by the receiver, acts as the voucher for the issue, and the second

Copy, to be retained by the receiver, acts as the voucher for the
receipt.
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" Toavoid pilferage of Medicous necessarly and Mei’(isupplief (which are
generally gernaly issued in bulk) it is to received qeu.¥.tity of items

" of Medicous or Medical supplies in words also in form F—B Idelivery

rate) the store keeper issuing such document.

RECEIPT OF STORES

The principal duty of the Audit Officer in connection with the
receipt of stores is to see that all stores received, of every kind, are
properly taken onstorecharge that is, entered in an Inventory Eook.

As receipt will usually be in bulk and will take place at infre-
quent intervals, this part of the work all cor]sist of a 1007% check.
It will be noted, moreover, that as the main purpose of the check
to see that all stores receipts have been properly taken on charge,
the check will be from Entry Note (or Delivery Notes in the case of
Internal transfers of stores) to Inventory Book and not from the
Inventory Book to the voucher.

~ (5) STORE RECORDS

57. ‘One of the duties laid fro the Auditor Cfficer by the In-
ternal Audit Regulations is to satisfy himself, by test-checks or
otherwise, that therecords of the receipt and issue of stores are
correct and that annual stocktaking has been properly performed.

Stores Accounting System:

58. The system of accounting for the receipt and issue of sto-
res in quantities only-is laid down in paragraphs 246-338 of the
" Finance and Accounts Staff Instructions.

Stock Record Card and Inventory Book:

59. Two separate Stock Registers form F-12 are maintained
torecord receipts and issues of consumable and non consumable
items.

60. Receipts of stores from outside the Institution are voughed
by an Entry Note (Form F-10). Issues of stores are v'm':che dby elt'her
a Delivery Note (Form F-13) or, for issues of medlf:lnes or medical
supplies under the arrangement fonj the provision of medical care, a
prescription (Form M-4) in the case of issues to secured persons,
and an Issue Note (Form M-18) in the case of issues to doctors,
nurses, midwives, etc. 16

61. In th(,,;’,- eof internal transfers of stores-from the Central
Medical Store to a dispensary, for example a Delivery-Note (Form
F-13) vouches both the issue from the one store and the receipt by
the other; the top copy, when returned to the sender receipted by
the receiver, acts as the voucher for the issue, and the second copy,
to be retained by the receiver, acts as the voucher for the receipt.

Receipt of Stores:

62. The principal duty of the Audit Officer in connectioﬁ with
the. receipt of stores is to see that all stores received, of every kind,

are properly taken on store charge that is, entered in an Inventory
Book.

63. As receipt will usually be in bulk and will take place at
infrequent intervals, this part of the work will consist of a 100%
check. It will be noted, moreover, that as the main purpose of the
check tosee that all stores received have been properly taken on
charge, the check will be from Entery Note (or Delivery Notes in
the case of internal transfers of stores) to the Inventory Gook and
not from the Inventory Book to the voucher, x

64. It will furtner be noted that the Auditor Officer will not
complete the the pre-payment audit of payments for good purchased
until he has checked that the goods for which payment to be made
have been duly taken on store charge, since the certificate in party
IV of the payment vouchgr, formF-2, F-10 which the Audit Officer

required to sign, includes a statement that he has checked the record
of store charge. q '

Issues of Stores:

65. The Auditor Officer will apply a 100% check to the record
of all issues of stores which are authorised by means of a Delivery
Note (Form F-13).

Medicines and Consumable Medical Supplies:

66. As expalined in the Finance and Accounts Staff Instruc-
tions, medicines and consumable medical supplies will be divided
into two categories: :
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Category A: expensive and dangerous items; anG

Category B: all other items.

The distinction affects the stores accounting at dispensaries.
As regards category A items, receipts and issues will be recorded on
Stock Register.-As regards category B items, receipts will be recorded
on Stock Register but no record of individual issues will be made.

67. lIssues of category A items at dispensaries will be authorised
by either Prescriptions or Issue Notes, the former for issues to secu-
red persons or other dependents, and the latter to doctors, nurses
etc. As category A items, by definition, are the items which require
specially strict control, the Auditor Oficer will perform a 100%
check of the record of issues Receipts of both category A and Cate-
gory B items will, in any case, be subjected to a 100% check under
paragraph 63 above.

68. As stated in para 66 above, no record will be made of
individual issues of Category B items. Consumption of category B
items will be ascertained by taking stock of all such items, at thfe
end of each month and subtracting the closing stock, as so ascertal-
ned from the closing stock at the end of the previous month, plus
any receipts during hte month.

Note: The provision as containul of Arts 66 to 68 above of these mistrictnes
regarding accounting of category ‘A’ and ‘B" medicous are not

presently is operation but all the medicous have issued inrreshed

of these corts are accounted for in the conseption

registers maintaioned as the dipensaries of the Institution including

hospitals.

Stocktaking:

69. Apart from the monthly stocktaking of category B items
of medicines and medical supplies referred to in the preceding para-
graph, which may be performed by the dispenser-see paragraph- 70

70. Of the Finance and Accounts staff Instructions-annual
stocktakings of all stores at the end of each financial year will be
required. The essential factor-is that whoever performs these annual
stocktakings, the storekeeper at hospitals or dispenser at dispen-
saries should not be allowed to take part.
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Responsibility of the Internal Auditor:

71. In the case of all items except Category B medicines and
medical supplies the balance to be verified by a physical count will
be shown in an Inventory Book. Unless the arithmetical correctness
of the last balance shown has been checked in conjunction with the
check of the last entry of a receipt or an issue, the Audit Officer will
satisfy himself, befor the stocktaking commences, that the balance
shown is arithmatically correct.

72. The Audit Officer may or may not be required to assist
in the operation of physical counting, weighing etc. the stores,
according to whether other staff are available. Whether the Audit
Officer himself takes part or not, his responsibility is to satisfy him-

self that a proper stocking is carried out independently of the store-

keeper or dispenser.
Audit at Dispensareis and Hospitals:

73. Internal Audit work which has to be carried out at Hospi-
tals/Dispensaries will be performed by the Internal Audit staff.

(6) ACCOUNTING CONTROLS AND SAFEGUARDS
AGAINST ERROS OR FRAUD

Code of Staff Instructions: -

74. One of the duties to be performed by the Audit Officer
as laid down iin regulation 3 (e) of the Internal Audit Regulation is:

“(a) to check that the directions contained in the code of
staff instructions, particularly thosedesigned tofacilitate
accounting controls or provide safeguards against error,
fraud or other malpractice, are continuously observed and
and inteligently carried out”. '

75. This is a far-reaching provision and covers the whole field
of Staff Instructions, those dealing with Administration, Registration,
Contribution, Benefits, Dispensaries and Hospitals as well as Finance
and Accounts.
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76. Every detail of all of these instruction is‘f .~luded for a
purpose and it will be the duty of all members of the Internal Audit
staff to see that every such detail is “‘continuously observed and in-
telligently carried out”, and to report any cases where an instruction
is ignored or wrongly applied.

77. The Codes of Staff Instructions are not necessarily fixed
for all time. On the contrary, it is expected that they will be contin-
ually improved by amendment. The Audit Officer will play an
. important part in this process by reporting as directed in the preceding
paragraph. It may be that the particular provsion which is being
ignored or wrongly applied requires deletion or amendment and the
action of the Audit Officer will facilitate this process.

Internal Audit staff to function as Critics:

78. Apart from reporting infringement of staff instructions
every member of the Internal Audit staff is expected to look with
a critical eye at the procedures and controls laid down and to report
any weakness of orgsnization or control, any unnecessary or ineffec-
tive provision, or any wasteful administration that he may. find.

79. In addition to reporting as laid down in the preceding
paragraph, members of the Internal Audit staff are encouraged to
propose any amendments of procedure by which the defect reported
upon might be remedie and the efficiency of administration increa-
sed. :

Accounting Controls:

80. The remainder of this section will deal with the accounting
controls provided for in the Finance and Accounts Staff Instructions
and the duties of the Audit Officer connection therewith

Cash:

81. Not the least important of the accounting conitrols provi-
ded is control of the cashier by menas of the Cash Account kept by
the Accounts Officer independently of the cashier, and posted from
carbon copies of forms of receipt and payment vouchers. It will be
the duty of the Audit Officer to see that no divergence arises between

this account and the Cash book kep;(;)x the cashier.

82. As regart .he Bank columns of the cash account, an addi-
tional safeguard is provided by the arrangements whereby the state-
ment of account prepared by the bank at the end of the month is
sent direct to the Audit Officer, who himself prepares the Bank
Reconciliation Statment, see paragraph 108-111 below.

Supervice check:

83. As regards cash, the sum held by the cashier in his safe,
together with any cheques or other instruments received by him but
not yet paid into the bank or otherwise disposed of (see paragraph-
65 of the Finance and Accounts Staff Instructions) should at any
time correspond with the balance as shown by the cash columns of
the Cash Book. It will be one of the duties of the Audit Officer,
tomake occassional surprise inspections of the contents of the safe
to reify that this is so.

84. In connection with these surprise counts of the contents
ofthe safe it is not sufficient merely to check that contents of the
correspond with the balance as shown by the cash column of the
cash book. It is of equal importance to check that the balance
of the cash book is what it cught to be that is, that all income has
been accounted for in the cash book (there must be no gap, for
example, in the printed serial numbers of the forms of receipts) that
every payment is adequately vouched, and that the addition of the
cash columns is correct. A fraudulent cashier would be likely to
make certain by one advice or another that on the face of it the cash
book was correct and that the balance of cash cheques, etc. in the

safe cor-responded exactly with the balance as shown by the cash
book.

Social Security Contributions in Arrears:

85. This subject is dealt with in paragraphs 87-100 of the
Finance and Accounts staff Instructions. The principal duty of the
Audit Officer is to see that all cases of arrears are reported to the
Accouns Officer on Form C-4 as soon as the fact emerges that the
employer is in arrears, and that an appropriate debit is made in the
Employers-in-Arrears Control A/c (No. 12) and against the particular
employer in the Employers-in-Arrears Ledger.

86. In carrying out the duty referred to in the preceding
paragraph the Audit officer will periodically:
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check compliance by Contribution Section with paragraph
30 of the Contributions Staff Instructions that is, that.

in every case of non-payment within the prescribed period

Part | of a form C-4 has been completed and sent to the Ac-
counts Officer;

check that in all €ases dealt with under paragraph 29 or
paragraph 86 of the Contributions Staff Instructions, part
Il of a form C-4 has been completed and sent to the
Accounts Officer; and atleast once a month call for a re-
cent batch of contribution Inspector’s reports and satisfy
himself that in all cases where arrears are established a C-4
has been sentto the Accounts Officer.

87. The Audit Officer will also Scrutinise the Employers-
in-Arrears Ledger at least once a month and bring to notice any
cases of outstanding arrears where he is doubtful whether all possible
action is being taken to obtain payment of the arrears.

Sundry Debtors

88. Action similar to that laid down in the preceding para-
graph will also be taken in connection with the Sundry Drs. ledger.

Losses and Overpayments:

89. This subject is dealt with in paragraphs 5865 of the
Finance and Accounts Staff Instructions. As in connection with
contributions in arrears, the principal duty of the Audit Officer is
to verify that as soon as a loss or overpayment comes to light, in
whatever way this may happen, the amount of the loss or overpay-
ment, or an approximate amount if the exact amount cannot at the
time be determined, is reported to Accounts Officer and debited to
the Losses and Overpayments Suspense A/c (No. 15) and to- an
individual suspense a/c in the Losses and Overpayment Suspense Led-
ger. This is the essential requirement for theestablishment of accoun-
ting control over losses and overpayments.
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90. Thereafter the Audit Officer will satisfy himself that
the procedure described in paragraphs 66-80 of the Finance and
Accounts Staff Instruction is duly carried out. He will examine the
balances of the Losses and Overpayments Suspense Accounts in the
subsidiary ledger- from time to time and bring to notice cases where
there seems to be unreasonable deley in clearing the suspense account
balance either by recovery of the amount of the loss or overpayment
or by write-off under proper authority to ‘“Claims for unpaid contri-
butions extinguished A/c”’ (No. 30).

Other Suspense A/c’s and Imprest A/c's:

91. The Audit Officer will scrutinise the Suspense Ledger and
the Imprest Ledger at least once a month and will bring to notice
any cases where clearance of a suspense item, or accounting for an
imprest, is being unreasonably delayed.Control of Potentially valuable
Documents,

92. At least once a month the Audit Officer will check the
Register of Controller Documents to verify that:

all receipts of controlled documents have been properly
taken on charge in the Register both the quantity
and serial numbers; and that

all issues have been recorded, both by quantity and serial
numbers, and have been signed for by the recipient.

93. The Audit Officer will follow up the check laid down
in the preceding paragraph by checking. or at least testing, the dispo-
sal by the recepient of the documents for which he has signed. The
Audit Officer will, for example, check from:continuity of serial
numbers that all used receipt-froms (F.4, F-5 and 6) are represented
by debits in the Cash book (or form F-8 Daily Record of Contribu-
tions received in time)and if any of the forms are stated to have been
inadvertantly spoiled, the Audit Officer will verify the existence of
the spoiled form, which shouldbe handed back to the custodian of
controlled documents and retained by him for later inspection, if
required.

94. Spoiled cheques will, however, be fastened to the cheque
counterfoil and retained thus in the cheque book, both until and
after all the cheques in the cheque book have been used.
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Budgetary Control:

95. Although the monthly accounts which will be presented to
the Governing Body or a committee of the Governing Body will
classify income and expenditure under the heads used for the budget,
thus enabling the Governing Body or committee to follow, month
by month, the progress of income and expenditure in relation to the
relegant budget provision, such contorl is not sufficiently upto date,
since at the best it can only be exercised two or three weeks after
the last of the transaction recorded in the accounts have been
carried out. Continuous supervision on behalf of the Governing Body
isrequired in advance of realised excesses or short-falls and the Direc-
tors of the I.A. Department will be charged with this duty.

96. The probability that the budget provision for expenditure
under any head will be exceeded, or that there will be a shortfall
of income under any head as compared with the budget provision, is
unlikely to arise before the later months of the financial year.
The Director of the I.A. Department will, however, keep his eye on
the progress of income and expenditure throughout the year, as
recorded accounts of the Institution as a whole at Head office, and
will thus obtain advance warning of the possibility of excess or short-
falls. .

97. He will thus be in a position to convey this advance war-
ning to the Governing Body, or appropriate committee thereof, and
will do so in a special report if and as soon as it appears likely that
expenditure under a particular head will require to be exceefied
before the end of the financial year, or that income under a particu-
lar head will fall significantly short of the budget estimate.

98. The Governing Body will thus be enabled to take such ac-
tion as is possible. As regards expenditure, they will be able under
Section 31 (5) of the Ordinance to transfer to any expenditure head
likely to be exceeded expected savings from other expenditure heads,
but not, in virtue of the provision of Section 31 (4) to the bud.get
heads for either administration expenses or the provision of medical

care.
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(7)CHECK OF MONTHLY AND ANNUAL ACCOUNTS
AT LOCAL DIRECTORS.

Introduction:

99. One of the duties imposed on the Audit Officer under
regulation 3(f) of the Internal Audit Regulations— and one to the
carrying out of which all the other duties mentioned in regulation 3

contribute — is to check the correctness of the annual accounts of
the Institution.

100. The Finance,Accounts StaffInstructions(paragraph 102-107)
provide that in the course of the year monthly accounts also will
be prepared and submitted to the Governing Body. Each monthly
account will cover the period from the beginning of the financial
year to the end of the month in question, and the correctness of
these accounts will be checked by the Internal Audit.

101. This duty, while valuable in itself, will facilitate the
check of the annual accounts. At the-end of the penultimate month
ofyear the figures in the General Ledger will be checked up to that
point in connection with the check of the monthly accounts, and
therefore, only the entries for the last month of the year will require

to be checked before the correctness of the annual accounts can be
established.

103. This Section of the Internal Audit Staff Instructions
cover the duties of the Internal Audit at field offices, while the

following Section will cover the duties of the Internal Audit at the
Head office.

Field Office Monthly Accounts Statement (Form F-16:)

103. It will not be possible to prepare monthly accounts for
the Institution as a whole until the Head office has received from
each field office a statement of its transactions during the month.
This statement wil be submitted on Form F-16. It is a statement of
the totals of the debits and credits which have been posted during
the month to the accounts in the field office, with analytical details -
from some of the subsidiary ledgers attached in seperate schedules.
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_ 104. It is the duty of the Accounts Officer to complete the

first three pages of the F-16, prepare the supportil .chedules, sign
the certificate in part | of the form (on page 4 ) and pass the form to
the Audit Officer.

105. During the month the Audit Officer will check the day to
day____entries tires in the cash book,
General Ledger and subsidiary ledgers from the relevant vouchers.
Thus, when the Audit Officer receives the F-16 from the Accounts
Officer he will be in a position to check from the General Ledger
and the subsidiary ledger the correctness of the statement on the
front of the F-16.

106. However, before the Audit Officer sends to Head Office
the F-16, with the his audit certificate in Part 111 of the form duly
completed, he must prepare a Bank Reconciliation Statement. of the
relevant month and attach the same with the Account Statement (F-16)

. Bank Reconciliation Statement:

107. As laid down in the Finance and Accounts Staff Instruc-
tions, the statement of the Institution’s Current Account rendered
by the book at the end of each month will be sent by the bank direct
to the Audit Officer, whose duty it will be to prepare a Bank Recon-
ciliation Statement and to satisfy himself that it accounts completly
for any differences between the balance of the Bank Current Alc.
as shown in the Cash book (and also, of course, the General Ledger)
and the balance as shown in the statement received from the bank.

~ Audit Officer Certificate on F-16:

108. When the Audit Officer has performed the duty of recon-
ciling the Cash Book with the Bank Statement he will complete
Part Il of the F-16 and will then be in a position to complete his
audit certificate in Part |11 of the F-16 and send the F-16 to the audit
Director of Accounts Department at Head Office.

109. If for any reason he is not able to give a clear certificate
he will state why, in a separate report which he will date and sign
and attach to the F-16. He will insert the date of such a report in
paragraph(1) of his certificate on the F-16. If he is able to give
a clear certificate to “‘observations contained in my report.................
attached hereto”
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110. The Au‘ Jfficer will be encouraged to avail himself of
the opportunity of qualifying his certificate by bringing to notice
any matter about which he is not completely satisfied, whether such
matter relates to accounts, administration, non-compliance with
instructions, or anything else.

F—16 to be sent within the Stipnlaled time
i.e.g., 15 of the following month _

111. In order to avoid delay in the preparation at Head office
of the monthly accounts of the Institution and to enable these ac-
counts to be presented while the information which they contain
isstill fresh, the work at each field office will be so organized that
the Audit Officer will be enabled to send the F-16, with his Audit
certificate duly complted, within ten days .of the end of the month
to which it realtes. The Audit Officer orwill so arrange his work as
.to ensure the F-16 is despatched to Head office within the time
limit.

112. There is another mportant important end-of—month duty
on which the timely preparation and submission of monthly ac-
counts depend that is, the preparation of form F-14- Monthly
Consumption Report. This will be prepared at each dispensary by the
Dispensar and shall be signed by the Doctor Incharge submitted to
the Audit officer for checking through Stock Register. The rates gi-
ven in the statement and cost calculated shall be checked by the Au-
dit officer. For this purpose the Audit officer concerned shall visit
th Dispensary/ward of the hospital to which it related. After certifi-
cation of the Audit officer, this will be passed to the Accounts
officer of the Circle/hospital concerned and shall be booked through
F-9.

Note:— Form F—14 is not presently in use monthly consuption statement.
prepared accourding to requirement.

113. During the month ‘the Audit officer will check the recor-
ding of receipts, at dispensaries and hospitals, of both category A
an category B items (these terms are explained in paragraph 66
above) and the recording of issues of category A items, as laid down
in paragraph 62-67. At the end of the month, the Audit Officer will
check the entries of columns 4 to 7 from the Stock Register. Rates
are noted on the top of Stock Ledgers and shall be checked from
there. Calculations will be checked by the Audit officer thoroughly.
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114. The Audit Officer will check the entries ’ am F-14
" per cent unless it is quite unpracticable to do so. In case the items at
the dispensaries are more than 100; he will check 25% of the total
items by random selection.

115. For category B items consumption shall be ascertained by
preparing form F-14-A and quantities consumed disclosed through
this form shall be filled in form F-14. Form F-14-A shall be checkefi
by the Doctor Incharge and it will be signed by him. Thg Audit
Officer shall check quantities of cateogory B_items shown in form
F-14 by tallying these quantities in form F-14-A.

Note: Form 4—A 5 not presently in use then action however remain the same

116. All Dispenser;s and Doctors incharge shall ascertain comple-
tion of form F-14 in respect of their Dispensaires by 4th day'of the
next month and the Audit officer shall complete his verification by

10th of then month so that incorporation of the cost of t!\e (fon-
sumption into form F-16 does not cause any dlay in its finalization.

(8) CHECK OF MONTHLY AND ANNUAL ACCOUNTS AT
HEAD OFFICE.

INTRODUCTION

117. The contents of paragraphs 08-101 apply to this section
of the Instructions as to the previous section: Whereas, howevgr,
the end of the month duties of the Audit Officer ?t a local office
are completed when he has dispatched to Head ofﬂc_e the Monthly
Accounts Statement of the local office (Form F-16), th9: Head
office Audit officer must check the following accounts, which ?he
Accounts officer will prepare at the end of the mon‘th for tr.\e ;{enod
from the beginning of the year to the end of month in question:-

Analysed expenditure A/c's for each of the three branches

of Social Security; : o
Analysed Administrative Expenses A/C;

Income and Expenditure Alc, :

Capital Expenditure and Investment A/c; and )
Balance Sheet as at the end of the month (or year).
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MONTHLY ACCOUNTS:

118. The Audit officer at Head Office will, during the month
like his colleagues, at field offices, check the day-to-day entries
in the cashbook general ledger and subsidiary ledgers. He will also
receive, direct from the bank, the bank'’s statment of the Institution’s
current account as at the end of the month, and will prepare a Bank
Reconciliation Statement and satisfy himself that it accounts gom-
pletly for any difference between the balance of Institution’s ac-
count as stated in the bank statement and the balance of the Bank
Alc as shown in the cash book and the General Ledger.

119. The Audit officer, Head Office, will have then duties to.
perform before he is in a position to check the Institution’s Monthly
Account; that is to check the posting of the General Ledger by which
the transactions of the local offices for the month are incorporated
in the Head Office books.

WORK SHEET.

120. The Audit officer task will be to check the entries on the
work sheet (see paragraph 131-151 of the Finance and Accounts
Staff Instructions) from the General Ledger and to satisfy himself
that the Trial Balance and the Balance sheet do in fact balance.

121. Thereafter the check of the monthly accounts to be pre-
sented to the Governing Body will be principally one of seeing that
the separation capital item from revenue item has been properly
made and that the presentation of the several account is clear and as
simple at possible as understand.

. Note: presently the annual accut are srhim Hed to the
Governining body after its external audit.

ANNUAL ACCOUNTS:

122. At the end of the last month of the financial year the
duties of the Audit officer will be exactly as laid down for the end of
any other month, but with the additions explaiend in the following
paragraphs. These paragraphs among -other matters, deal with the
duty of the Audit officers in connection with the end of year” ad-
justment mentioned in the Finance and Accounts Staff Instructions. -
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DEPRECIATION.

124. Depreciation of the fixed assets, wherever they are situa-
ted will be dealt with only the Head off.ice aqd only at the e.nd. of
the financial year. The Audit officer will v.ern‘y th?t depreciation
has been correctly calculated, as laid down in the Fln?nce and Ac-
counts Staff Instructions, and see that the proper entries have been

made.

VALUATION OF MEDICINES AND MED ICAL SQPPLIES:

125. Annual Inventory statements shall be ‘p.repared by e?ch
Dispensary and Hospital, wherever stf)ck of medicines .ar.\d medlcz::
supplies are kept. These statments wul{ show the: quant_mes of ea;:)
and every item of medicines and medical supplies avall?ble a.t the
last date of the financial year. Rates and cost of the available items
shall be incorporated in the Annual Inventory and these statements
shall be forwarded tothe Head office alongwith F-16 for the. month
of June. At Head office these statements of Annual lnveptones sh?ll
be checked to ensure that balance of Medicines and Medical supplies

purchase account shown in F-16 tally with the valuation qf Annual

Inventory Statement.

126. Since the Stocks in hand of medicines and mgdical supplies
at the end of the financial year will have to t?e shown in the Balar.we
sheet at the values after all adjustment and since 'Ihe total valua?uon
thus arrived at each Dispensary/Hospital/Circle Wlll‘ almost c.ertalnly
differ from the balance of the medicines and m?dlcal fupph‘ed pur-
chases account. Audit officer at each Hospital/Cnrcle- \{vﬂl verify tha.t
adjustments have been made and the balance of medicines and medli
cal supplies purchases account tally with the total value of Annua
Inventory Statements.

STANDING IMPRESTS:

123. The Audit officer check the debit in the Head office Cash
book representing the refund of the unexpended balance of the Head
office petty cash standing imprest. He will also check th.at none of
the F-16's received from field offices shows as out-standing balance
in respect of Petty Cash Imprest.
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LOAN REPAYAE.JT:

127. In this connection, the Internal Auditor will verify that
at the end of the year accounting requirement explained in the
Finance and Accounts Staff Instructions have been properly carried
out.

WRITE-OFF OF PRELIMINARY EXPENSES:

128. Where any repayments have been made during the
year of the principal of any loan from which the intangible asset
“Priliminary expenses” has been created, the main duty of the
Internal Auditor will be to verify that the parralled write-off of a
corresponding amount of the intangible aset has not been forgotten.

RESERVE AND INVESTMENT:

129. Transfer to Reserrve and Investment of the amounts thus
set aside will take place only at the énd of the financial year. The
-Audit officer will verify that the provision of rules 5 and 6 of the
Financial and Accounting Rules have been properly observed and
that the consequent transactions have been properly recorded before
the books are closed at the end of the financial year and the annual
accounts are prepared.

STOCKTAKINGS:

130. Stocktakings constitute one of the indispensable means
by which control of stores is exercised. For this purpose stocktakings
could be performed at any time during the year, but in order that
th statement of assets in the Balance sheet issued with the annual
accounts at the end of the financial year will include only assets
whose physical existence has been verified at the date of the Balance
sheet, it is almost invariable practice to perform the stock takings
at or as near as practically possible to the end of the financial year.

131. The duties of the Audit Officer in connection with stock-
takings have been dealt with in paragraphs 71-72 above. It is suffi-
cient in this section of the instructions to draw the attention of the
Audit Officer to these duties as one of the additional duties to be

performed at the end of the financial year and before the account
of the year are closed. 31
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LOSSES AND OVERPAYMENTS: | ¢

132. Throughout the year the Audit officer should be con-
tinually on the aler the verify that all losses and overpayments are
at once debited to Losses and Overpayment Suspense A/c, and that
these suspense debits are cleared as soon as practicable. The duties
are laid down in paragraphs 88-89 above, and are referred to in this
section of the instructions since at the end of the year a special
effort should be made to reduce the number of suspense i.e., is,
uncleared items which require tobe shown in the annual accounts.

133. One of the end-of-year duties of the Audit officer will
therefore be to make a final review of the Losses and Overpayment
Suspense Ledger in .order to verify tht none of the items can be
cleared before the accounts for the year are closed and the annual
accounts are prepared.

OTHER SUSPENSE TIEMS:

134. For the reason mentioned in the latter part of paragraph
132 above the Audit officer will also, as one of his end-of-year
duties, make a final review of the items in the suspense ledger in
order to verify that none of the items can be cleared before the
accounts for the yer are closed and the annual accounts are prepared.

SPECIAL INSTRUCTION FOR INTERNAL AUDIT OF
SESSI HOSPITALS:

135. Audit of SESSI Hospitals and all departments shall be car-
ried out according to staff instructions already existing on the sub-
ject. However, special feature in regard to audit of hospitals are
described below:- -

136. It will be ensured by Test-check that medicines are issued
by OPD store to the secured persons and their dependants, staff
members of SESSI and their dependants. No medicines shall be
issued from OPD store of Hospitals to private patients whether of
contract .companies or cash payment.

137. All medicines issued to enliteld categories of patients
shall be prescribed on prescription slips duly signed by the Specia-
list or the Medical officer only. Medicines prescribed shall also be
recorded on OPD card/case sheet of the patients.

32

- 138. Seperz;te record of issuance of medicines to staff members
and their dependenst shall be maintained at OPD store of hospitals.

139. Cost of medicines issuedto staff members and their depen-
dents shall be accounted separately at OPD store and wards of the
hospitals.

140. The Audit officer will check thoroughly that all dues of
the SESSI hospitals have been realized by Cash patients and booked
against the organizations whose patients are treated at SESS| Hospi-
tals on credit terms.

141. It will be ensured that charges for laboratory test, X-Rays
have been incorporated in the accounts statements of private pa-
tients. Such tests should be made by reconciling accounts statements
and records of private patients maintained at laboratories/X-Rays
departments and wards of the hospital.

142. Since a good number of residences for Doctors and para-
medical staff are provided by SESS! Hospitals. 1t should be ensured
that due charges for water, electricity and gas are realized by the
allottees of hospital residences. Simultaneousely, it should be ensu-
redred that officials who have been allotted residences at hospitals
are not being paid House Rent and Conveyance Allowance.

(9) CONCLUSION.
Courtesy and Consideration:

143. Members of the Internal Audit staff should at all times be
courteous and considerate and as far as possible should study the
convenience of the officials whose books and reocrds they wish to
examine. An Audit Officer should, however, be on his guard lest by
pleading inconvenience an interested party may effectively side-track
a particular enquiry or investigation which the Audit wishes to make.
A certain amount of firmness, courteously applied, may be called
for.
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Alertness of Mind,

144, Perusal of the foregoing internal audit staff Instructions
will, it is hoped suggest that the most important attribute of all to
be cultivated by the members of the Internal Audit staff is an alert
mind. An attitude to Internal Audit which treats it mainly as a rou-
tine matter of mechanically checking one figure against another
must at all cost be avoided. On the contrary, the Audit Officer must

. be at all times on the look-out for mistakes of principles rather

than isolated errors of detail.

145. In a new organization like the Institution, and particularly
in the early days of its operation; there will inevitably be a great
deal of useful and constructive work for the Internal Audit to per-
form and ample scope for an ambitiousand alert Auditor to make a
valuable contribution to the maintenance and improvement of the

-efficiency of the organization.

AIM OF ITNERNAL AUDIT DEPARTMENT:

'146. The aim of the Director of the Internal Audit Department

and his staff should be to provide a service which the Governing -

Body, the Commissioner and the senior officers of the Institution
will value. From this point of view, among the most important of
theduties of the Internal Audit to service will be to raise points of
principle and to draw attention to general weaknesses of organiza-
tions and points where it is thought that procedure or practice could
.be improved and the efficiency of the administration increased.
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