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GOVERNMENT OF THE PUNJAB
LocAL GOVERNM NT & g:ounumw
PFVELOPMFN oEPAm'MENT

February 07,2017

No.SOR(LG)38-17/2016, - - |
-~ In exercise of the powers conferred under section
- 144 of the Punjab Local Govemment Act 2013 (XVIIF of 2013) anq after
previous publlcatlon GOVernor of the Punjab is pleased to make the
' followmg rules ' .
PART-I

| Prefi mmary _
1. S or; tlgle commencement and apphcatlon.- (1) These rules - -

i F

may be crted as the’ ﬁun}ab Local Gobernments (Accounts) Rules 2017.
(2) They shall come mto force at once

(3) They shall apply to all the Iocal governments except the Umon _
- Counciis, DlStrlCt Equcatron Authontles and’ District Heaith Authorities in
the Punjab

2. Dernltlons - (1) In these rules, unless the sub]ect or tontext
otherwase requwes

(a) “accounts” means the accounts of recerpt and -
: expendlture preparecl on Chart of Accounts (CoA), '

(b) “accounts ofﬂcer" means an off icer of Pun]ab Locat Fund o -
Audit Department responsible for the nLralntenance of
accounts and pre audn[: of payments ’ '

(c) “Act" means the Punjab Local Government Act 2013
(XVIH of 201 3); '

(d) audlt and lnspectton report" means. a report of Aud:tor
" Generai of Pakﬁtan containing audit observat;ons
relat;ng to the accounts of the tocal government;

(e} Taudit para” means a report of Audttor General Pakistan
submitted to Governor of the Punjab under Article 171
of the Constitution of Isiamsc Repubhc 'of Pakistan for
purposes of !aymg it in Prowncaal Assembfy of the
Pur{]ab T

(f) auqzt report”. means a report of Auditor General of
' Paklspan contammg draft (prlnted) audit paras to be
considereq by Pdpl;c Accounts Cornmittee

(@) “bank” means Natronai Bank of Paktstan or Bank of
il punjap or ahv o}'her §‘checjuled Bank approved by the
Gov’ernment -
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“collecting officer” means the person responsible for
estimation and reatization of receipts and income of the
local government and includes all heads of offices and

any officer designated "as such ~ hy the principal .

accounting officer ‘on the recommendation of Head of
Finance Office; - C

scurrent expenditure” means the expenditure other than

the development expenditure; |
*departmental accounts” means the accounts of receipt

_and expenditure prepared on Chart of Accounts (CoA)

by the head of the Finance office, other heads of offices,
drawing and disbursing officer and collectirg officer;

“Departmental  Accounts = Committee” means a
committee of Local Government and Community
Development Department of the Government, consisting
of Secretary of that department or his nominee as
Convener, Chief Officer of the local government and a

representative of Audit as members, to consider and

settle d@udit observations contained in the audit and
inspection report pertaining to the accounts of the local
government in a district and any other matter referred

to it by Pubtic Accounts Committee or Punjab Local -

Government Commission or the Government;

“development expenditure” means an expenditure on
development projects or an expenditure on new
constraction, new work or addition and alteration of an

existing work or repairs to the newly purchased or
previously abandoned, buildings and works and includes
expenditure on human resource development; '

“drawing and disbursing officer” means an officer,
designated as such by the principal accounting officer to
prepare estimates of expenditure and to incur
expenditure and to make disbursement of the amount
so withdrawn in respect of the local government or an
office or institution unider the supervision and

‘management of the local government.

: “_fin'cfs_hcial irregularity” -means an irreguiarity defined in

paragraph 13.7 of Chapter 16 of Punjab Budget Manual
and includes: L L '
(i) th_e expenditure incurred without sanction;

(ii} the expendifuke ‘incurred without  sufficient
ap_propriation or without proper justification;:

(iit) extravagance or wastage of the local fund;

(iv) loss of local government money of propéerty owing
to fraud, negligence, or misappropriation;
_ : g _ | .

e RO WA S ol A
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(v) over budgeting or under budgeting; and
{vi} breach of the Act and the rules. _
"Forms” means the Forms appénded to the rules;

“head of office” means the head of Planning, Finance,.
- Municipal Regulation or Municipal Infrastructure office or

any other office established by the local government
with prior approval of the Government; '

- "head of finance office” means the Metropolitan Officer

(Finance), Municipal. Officer - (Finance) and District
Officer (Finance); -

“"House” means an elected body of the Ilocal
government;

“local govémment”, for purposes of the rules, means
the Metropolitan Corporation, Municipal Corporations,
Municipal Committees and District Councils established
under the Act; -

“new accounting model” means the model prescribed by
Auditor General of Pakistan in terms of clause (1) of
Article 170 of the Constitution of the Islamic Republic of
Pakistan, 1973 and includes the accounting format,
forms, principles of chart of accounts, accounting
policies, procedures Manual (APPM) and APPM book of

~ Forms and any other material relating thereto;

“principal accounting officer” means the Chief Officer of
the tocal government, responsible for the preparation of
budget of receipts and expenditure, collection of
revenues, utilization of budget and maintenance of
departmental accounts in the prescribed manner and is
accountable to Public Accounts Committee in respect of
financial and budgetary matters of the local
government; : - '

“public account” means receipts and amount collected
by the local government on behalf of other parties as
trust for a special purpose and not available for
appropriation; o

"Public Accounts Committee” means a Public Accounts
Committee of Provincial Assembly of the Punjab for
consideration of the audit report on the accounts of the
local government; and

“Special Departmental Accounts Committee” means a

. committee of Local Government ‘and Community

Development Department of the Government, consisting

‘of the Secretary of that department or his nominee as

Convener, the Chief Officer of the local government
concerned and a representative of DG Audit concerned
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as members to consider and settle advance audit paras
and proposed draft paras pertaining to the accounts of
the local government or any other matter referred to it
by Public Accounts Committee  or Punjab Local
Government Commission or the Government;

(2) A word or expression used but not defined in the ruies shall

have the same meaning as is a55|gned to it in the Act or the other rules'
framed under the Act.

|  PART-II
‘Local Fund, Bank Account and Forms

3. Custody and operation of local fund and public account.- (1)
The local fund and public account of a local government shail be a

- Corporate Premium Account {CPA) or profit bearing account in the bank at
_ the headquarter of the local government or the bank at such place as the
- Government may, by notification, determine. '

(2) The local fund and public account: of the local government .

shall be kept in separate Bank accounts.

. (3) The local government may establlsh and rnamtain a separate'
account for purposes of a special purpose grant. . :

: (4) Ail conditional grants shall be included in the budget ‘and

utilized in accordance with the conditions specified for the grant.

(5) The local government may, and. if required by the
Government shali, maintain a separate bank account for any special
purpose and it shall be administered, malntalned and regulated as the
local fund.

(6) The funds. will iapse on 30" June 'of the respective Fnancial

year and the available balance as on 30" June of the respective year shall

be deposited in the respective receipts head of account of the local
government. :

(7) No expend:ture of the next financial year shall be mcurred
except against the budget of that year.

(8) The bank account of the local fund and public account shall be
operated by the accounts officer and head of finance office jointly if the
amount does not exceed rupees fifty thousand in case the amount
exceeds rupees fifty thousand, the Chief Officer shall be co- 5|gnatory with
the accounts officer and head of flnance office.

4, Mode of pavment - (1) The mode of payments from the focat fund

shall be that: .

. (a) the payments up to rupees ten thousand may be made
by cash; :

(b) the ‘payments exceedmg rupees ten thousand sha!l be
made through crossed non-negotiable cheque;

T
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(c) the payment of salary to the employees of the locai
- government shall be made through direct ¢redited
system (DCS) in their respectlve bank accounts;

(d) the disbursement of pension, as far as possible, shall
also be made through direct credited system (DCS) in
the respective bank accounts; -and

(e) the Payment against accrued Miabilities shall be made
through crassed .non- negotlable cheque and the cheque
shall be collected by the Payee in person or through his
authorized agent or, if so requested the cheque may be
sent through post .

(2) In case a cheque is not. recelved by. the payee or is Iost ar |
‘stolen, the notice to stop payment shali be given by the accounts officer
to the concerned bank. _ _ .

(3) A replacement cheque shall only be sssued to the concerned
payee on recelpt of acknowledgement for non- payment from the bank.

. (4) ,If a pre—audlt cheque is- not cla:med or pnesented or paid
- within due date or up to 30 June of. the relevant fi nancial year, it shall be -
a stale cheque and a.new. cheque shall only be issued on deposat of stale

cheque with the drawmg and dlsbursmg ofﬁcer .

(5) Th.e stale cheque shali be processed and marked as cancelied‘
and presented to. the accounts officer for. the issuance of .a new cheque
and the reverse entry shall be made in the relevant books of accounts
' agalnst the cheque SO cancelled '

(6) A cheque book shall be kept in safe custody of the accounts
ofﬁcer _

e 14 .
. 5. Debt and mv&stm&nts (1) The Iocal government shall not obtain
- any debt without prior approval of the Government :

- (2) In case, any surplus amount or pensnon fund 15 available, the
local government may, with prior approval of the Government:

(a) invest such amount in. a saving account or a fixed
deposit account in a bank approved by the Government
and

(b) invest such amount in such publlc securltles or in such
other manner as the Government may specify.

(3) The details of all investments shall be recorded in a- reg|ster of
investments and the statement’ showing the amount and nature of -al}
investments shall be attached to the annual budget statement and annual
accounts for lnformatlon of the Iocal government :

6. Securlties- (1) JAn . employee entrusted with the receipt,
disbursement or custody of the .money or property of the jocal
-government shall furnish securlty equal to such amount as the local
government may determine. _ . )
- - 7
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{(2) The security required to be furnished under sub-rule (1) may

"be in the form of cash, bond, hypothecatson -of property or f'dehty

guarantee pollcy and a personal secunty with two sureties.
(3) A security bond shail be executed on judic:al stamp paper

-except in case of fidelity guarantee pohcy

(4) In case of cash security, the amount shall be deposuted in any
scheduled bank. or post office in the name of the concerned empioyee,
duly pledged with the local government, and the amount of profit, if any,
shall be payable to the employee

7. Mamtenance of accounts.- Subject to the prowsuons of the Act,

the accounts of the receipts and expenditures of the local govemment-

shall be mamtamed in such form and in accordance with such principles

and methods as are given in the new accountmg model (NAM). prescribed _

by Audltor General of Pakistan:

(a) the accounts of the . local _ gov'ernrn_ent. shall be
- - maintained on double entry book keeping system or, as
the case may be, smgle entry system;

) (b) all transactions in the accounts shall be recorded in a

modified cash based accounting mode with commitment

accounting, _

(c) the record of the accounts. shal! be maintained in
" English or Urdu Ianguage as the tocal government may
decrde :

(d) | the Engl:sh system of numeratlon shall be adopted;
(e) all cash transactlons shali be made in Pakistani rupees;

: (f) any sums due to the local _government shall be paid in
' cash or through Pay Order or Bank Draft; :

(g) all receipts of the:local government shall be collected
through the bank but, in rare cases and if so resolved .

- by the House, the receipts. may be collected in cash in
the ‘manner prescribed under intimation to LG&CD
Department

(h) all cash transactions. shali be - entered in the receipts
register and cash book and the entries shall be verified;

(i) the_- record relating to accoun_ts shall be flawless, explicit

: and self-contained, and no erasure or overwriting shall
be made in any accounts register, book or form; and,
the correction, if required, shall be made in red ink with
“date and initials of the employee making the correction
and verified by the next senior officer; :

Gy the payment of approved claims' of accrued liabilities
shall be made only.to the claimant as indicated on the
claim voucher or blli '
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(k) the expenditures shall not be set off against the receipts
' and no expenditure shall be made from any recelpts by
the local government; and _

{(I) all expenditures shall be recorded on gross basrs agalnst :

_relevant appropriations.

8. Forms.- (1) The accounts shall be maintained in the Forms or as
prescribed by Auditor General of Pakistan in APPM:and Book of Forms.

(2) All Forms shall be machine num'berecl, printed by the
Government Printing Press and kept in the personal custody of the
concerned office. :

PART-II1
. Respon5|bllltles of the functlonarles
9. General.- In case of any loss to the Iocal government through
fraud or negligence:

‘(a) the person 'functioni'ng on -behaif of the Iocal
government shall be personally responsible and shall be
liable to make good the loss;

(b) the drawing and disbursing efﬁcer and the payee of the
pay, allowances, contingent expenditure or any other

expense shali be personally - responsible for any-
overcharge, fraud or misappropriation and shall be

. liable to make good that loss; and
(c) the collector of tax, fee, rate, charge; surcharge of the
Co ‘local government shall be personally responsible for any
overcharge, - fraud, misappropriation or delay for
crediting the amounts so collected to the account of the

local government and shail be liable to make good the

loss arising from his culpable negligence.

10. Responsmllltles of the Mayor or Chalrman - The Mayor or
Chalrman shall: - -

(a) maintain financial discipline in 'the local government;

~{b) - set performance targets of the locai government in
consultation with the elected representatives of the local
area, civil society and other stakehotders,

(c) review the performance of the offices of the tocal
government, particularly to effect: :

() economy, efﬁuency and - effectlveness in service
delivery, :

(it} efficiency and transparency in revenue coltectlon
and

_ (ifi) . control over expend_itu're; and
" (d) place the annual accounts before the local government.

J——
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11. Respdnsibilities of the Chief Officer .- (1) The Chief Officer shall
properly maintain the departmental accounts and financial discipline of
the tocal government, and shall be: '

(a) the principal accounting officer;

- (b) be accountable for his assigned functions to Public
Accounts Committee; '

(c) responsible:

- (iy  for providing requisite assistance to the Mayor or
Chairman for setting key performance indicators,
performance evaluation and annual performance
report on the maintenance of ‘accounts and
financial discipline in the local government;

(iy  for 'arranging internal controls in the local
government; : :

(i) to arrange regular meetings of the head of offices,
collecting officers and drawing disbursing officers

_to watch the progress of compliance and disposat

of audit objections,; and '

(iv) to organize internal- audit of the Metropolitan
Corporation or, as the case may be, . Municipal
Corporation. ' : '

_ | (2)  In the discharge of his responsibilities, the Chief Officer shall
ensure that: S -

{(a) - the accounts are maintained correctly and efficientty;

(b) the internal ‘controls and management of funds and
' expenditure are on ground;

(c) any sums due to the local government are promptly
realized and credited to the local fund;

(d) the amount credited to the local fund, as reported by
the accounts officer, are reconcited and verified with
record on monthly and annual basis; :

(e) the procedures for generation, control and evaluation of
bills and demand notices required under rules are
followed; : ' '

(f)  the action has been taken and recovery has been made
with respect to the embezzlement, defalcation or
misappropriation in the accounts of the local
government; '

(g) he participates in the meetings of Departmental-
Accounts Committee (DAC), Special Departmental
Accounts Committee (SDAC) and Public Accounts

Commiittee;
. Vo
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(h)

(1)

the directions of the Publcc Accounts Committees and
the accounts committees are implemented in letter and
spint and

the pnncrpies of fmancual proprlety are observed

12. Responsibllities of haad of Hiance bifice.- The head of finance
office shali be re5pon51ble for:

(a)
(b)

{c)

@

(e)

G

malntalning initra- departmental accounts of the local
government;

momtormg of recexpte and expenditure agamst the
budget as approved by the House and to:

() mamtam and examme budget control regaster for
each head of expend:ture and record necessary
entries in the register;

(i) ensure that the, expend:ture is charged to relevant
ob]ect code and remains within aliocation

(i} prepare monthly and, annual. statements of

recenpts and expenditure and . reconcile the
statements Wlth the accounts of the accounts
ofF cer,

' (ivj- ensure that the cialm of expenditure is not

imtlat d untli equ:valent cash resource s
avalla le; .

(v) malntain general cash book of recelpt and

expendlture

acting as a focal person for ,annuai audit preparation of
annotatlons and lmpiementatlon of the directions of

‘Public. . Accounts  Comimittee, special departmental

accoun.l}s committees and - debartmental -accounts
commlttees, -

ensurlng reconcsllation of monthiy and annuai accounts
with the accounts offi cer,

maintalmng the record of audat and mspection reports,
audit reports and mmutes of the departrnentai accounts

'commlttee and special departmentai accourits

commlttee and

pqrformmg the duttes as co- s:gnatory wtth the accounts

officer and Chlei’ Offi cer
ok

13. Responslbihi;les of head of of'P ces (1) The head of ofF ices shall .
ensure that in the ofﬁces under hls superwsory control

(@)

: approbrla ion:

ObJQCt-Wl e expendrture is kept W|th|n authorized

L]
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(b) funds are spent on the aCtIVItleS for which the allocation
was provided,; .

(c) object-wise receipts are collected as prescrlbed

(d) no financial irregularity, occurs and. lnternal controls are
, effectwely applied, and

(e) such record or |nformatson or document to which
Auditor General of Pakistan has a statutory right of
access, is not withheld and Auditors are afforded
reasonable facullty in the dlscharge of their functions.

. (2) The head of offices shall prepare annotatlon in respect of the
audit observations and audit paras and appear before the departmental
accounts committee or special departmental accounts committee for
purposes of responding to the audit observations or audit paras.

(3) The head of offices shall be respon5|ble for duality, quantity,
_ rates and specifi ications and standards of the goods, services and works
| procured :

(4) The head of offices shall be respon5|ble for maintenance of
departmental accounts of receipts and expend;ture, custody of record and
books of accounts and reconcmatron of the same with accounts of the
: accounts officer and of the bank concerned '

14. ReSponslbllmes of the collecting ofi‘lcer - The collecting ofﬂcer
shall:

(a) . prepare estlmates of recelpts for each head of income;

(b) make assessment of tax, fee, rate, charge and other
o levies of the local government on penoduca! and annual
" basis;

(c) malntaln demand and collectlon reglster of income;

(d) collect the receipts of the Iocal government in a
transparent  imanner. beyond ~any  doubt of-
misapproprlatlon fraud, embezzlement or compromlse,

(e) cause to credit the monles so collected against any
demand in the local fund and make necessary entries in
the demand and .coilection register, cash collection
register and . other relevant books of accounts and
reconciled with-the bank concerned

(f) remove the dtscrepancnes if any, with the bank and
initiate action for the recovery of the amount;

(@) -prepare monthly and annual statements of demand and

~ collection, monthly and annual statements of receipt

accounts and. reconcile the statements with the record

of the accounts. officer and the bank concerned; and, to

bring any -discrepancy to the notice of Chief Officer
along with the amount lnvolved and -the name of.the r
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employee responsible for it for initiating necessary
- action for the recovery of the amount;

(h) submit monthly and annuai receipts accounts to the
respective: head of offices and head of finance office of
the local government for purposes of record, besides
indicating the amount involved as un-reconciled with
the bank and the name of the employee from whom the
amount is to be recovered;

(i) prepare statement of arrears at the beginning of each
financial year by carrying forward and include the same
in the demand of the following financial year; and '

(j)  attend to the audit and inspection reports and-promptly
: prepare annotations to the audit observations, recover
- the amount of over payment or loss, if any, and to take
measures. for .regularization of the irregularities
indicated in the audit reports.

15. Responsibilities of the drawing and disbursing officer.- The
drawmg and disbursing officer shall:

(a) prepare estimates of the expendature for each head of
expenditure; :

(b) assessment of expendlture on periodical and annual
- basis; -

(c) withdraw and dlsburse monies from the iocal fund and
public account under the rules;

(d) maintain cash book and promptly record nec,essary

' entries in the cashbook as soon as the monies are

withdrawn, disbursed or credited to the local fund or
public account of the local government;

(e} - prepare monthly and annua[ statements of expenditure
and reconcile the figures with the accounts of the
accounts officer and the bank concerned, remove any
discrepancy pointed out in teconciliation with the
account officer and the bank, and bring the matter of
any discrepancy to the notice of the Chief Officer
indicating the amount involved and the employee from
whom the amount shall be recovered; -

(f}  submit the monthly and annual expenditure accounts to
the head of finance office for record;

(g) prepare statement of payments in arrears. at the
beginning of each financial year, by carrying forward
and including the same in the register of liabilities of the
following financial year; P -



THE PUNJAB GAZETTE (EXTRAORDINARY) FEBRUARY 08, 2017 4303

2

Y

Finally vetted draft PLG {Accounts} Rules 2017: 27.01.2017

(h) submit the monthly and annual expenditure accounts to
the head of the finance office for purposes of record;
and

(E)- attend ‘to the audit and inspection reports of
' expendlture and promptly prepare annotations.

16. Responsibilities of the accounts officer.- (1) The accounts
officer shall: .

(a) - maintain accounts of the Iocal government on Chart of
Accounts (CoA); :

(b) perform pre-audit of all’ payments from the local fund
and public account before authorizmg disbursement . of
the monies;

(¢)" operate the bank accounts of the local government
- jointly with the head of finance office and Chief Officer;

(d} prepare monthly and annual '*_statement of receipts and
expenditure,accounts of the local government;

(e) ' reconcile the monthly and annual accounts of the local

- government with the bank, head of finance office, other
heads of offices, collecting officer and drawing and
disbursing officer and point out the discrepancy, if any,
to the Chief Officer and indicate the name of the
employee for the recovery of the amount; '

_{f)  transmit the month!y statement of accounts to the local
government and the Provincial Director, Local Fund
Audit by 10™ day of the followlng month; and

(g) transmit the annual statement of accounts of the local
government for the preceding financial year to the
concerned local government and Provincial Director,
‘Local Fund Audit by 10" day of July each year.

(2) The Provmcual Director, Local Fund Audit shafl transmit the
annual accounts to the Government and the local government by 15t day
of July each year.

17. Relationship with the bank.- (1) The accounts officer shall
interact with the bank for recelpts payment and reconcmatlon of cash.

(2) The accounts officer shall follow the procedure given in
Accounting Policies and Procedures Manual (APPM) and shal! obtaln the
following: returns from the bank, on daily bas:s ' y

(a) Bank scroli;

(b) paid cheques;

(C)~ receipts paid' challan;
. (d) transfer advices; and

(e) . cash balance statement.
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PART-1IV

Receipts of the Local Government

18, Mode of collectlon of receipts - (1) Except as provided in sub-

rule (2):

)

followmg manner:

(3

(a)

(b)

(©)
(@)

__(e)

all receipts of the'local government shall be collected
through the bank'

all sums due to the local government shall be paid in
cash or through bank draft or pay order;

all receipts shall be classnf“ ed in accordance WIth the
Chart of Accounts specification;

all monies to be deposited in the “bank must be
accompanied by the receipt paid chatlan; and

the revenue is recognized in:the books of accounts on

the basis of the receipts .paid chaltans and verified

through the bank scroll after the money is actually

received at the bank.

In an extremely rare case and if so resoived by the House,
under intimation to the Local Goverament and Community Development
Department of the Government, recenpts may be collected in cash in the

(a)

(b)

(c)

(d)

(e)

®

AII receipt books shail be kept in the following manner:

the employees receiving receipts in cash shall be held
personally accountable for all the monies received by
thern and shall maintain a proper record of the receipts;

all monies, pay orders and bank drafts shall be.

acknowledged by the a receipt in Form AR-18;

all- receipts shall be written in figures and words with
copying pencil in duplicate by carbon process and the
carbon copy shail be retained by the officer issuing the
receipt and the original shall be handed over to the
person making the payment;

all receipts shall be personaily signed by the -collecting
~ officer;

a8 duplicate copy of the receipt shall, in noh
circumstances, be issued but, if necessary, a certificate

may be given by the head of the finance office
indicating the particulars of the receipts; and

the collecting officer shall enter, on.daily basis, all

receipts collected in cash in the cash collectipn register
and deposit the receipts in the local fund bank dtcount
against the challan in Form AR-17 and invariably enter
them in the register of recelpts in Form AR-27.

7

Lr



A

*HE PUNJAB GAZETTE (EXTRAORDINARY) FEBRUARY 08, 2017 4305

_ Finally vetted draft PLG (Accounts} Rules 2017: 27.01.2017
(a) all receipt books shali be machine numbered, p-rinted by
Government Printing Press and shal! be kept in the
persohal custody of the head of finance office;

(b) the number of receipt forms contained in each receipt
. book shall be counted and recorded in the book at a
conspicuous. place under the sugnature of the head of
finance office as soon as the receipt books are received

by him;

(c) the receipt books shall be issued in serial order and no

new book shall be issued until all the forms in the books
have been used and the used counterfoils of the receipt
book are returned;

(d) when all receipts in a receipt book have been used, the

- collecting officer shall record a certificate on the used -

receipt book that all the income recovered through the
receipt book has been duly credited in the bank account
of the local government and verlf“ ed; and

{(e) the used receipt books shall be kept in the personal
custody of the head of finance office for record and
audit and inspection,

- 19. Gazette Notification of Ievues - No tax, fee, toli, cees charge,

rate or any other levy shali be given effect before the same is notlFed in
the official Gazette. .

20. Demand and collection register.- (1) A demand and collection

register shall be maintained by the collecting officer in Form AR-44.

{(2) Where a local government levies a tax-,l rate, fee or any other
charge for which periodical assessment is necessary, the demand shali be
raised after the assessment is approved by the Mayor or Chairman but in

- other cases, the demand shall be made in the begmnmg of a ﬂnancral :

year.

(3)' When money is received .against any demand, necessary
‘entry shalt be made in the demand and collection register.

(4) At the end of every month, a statement showing progress of
demand and collection shall be prepared, reconcited with the accounts
officer and submitted to the head of finance off'ce

~ (5). At the beglnnlng of each year, arrears of the prewous year |
-shall be carrled forward and included in the demand for the following
year. :

(6) The aggregate of monthly and annual total recoveries as per
demand and collection register shall be reconciled with the corresponding
figures as per classified abstract, within one week of the close .of relevant
month and year.
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(7) The receipts of the local government shall be collected in a
transparent manner, beyond any doubt of misappropriation, fraud,
embezziement or compromise. - o

21. Receipt of money by banks.- (1) Four copies of different colours
of the Bank challan in Form AR-17 shall be accurately prepared by the
collecting officer, giving complete particulars of the receipt under his
signature. ' '

(2) The bank, on receiving the receipt in cash or through a bank
draft or pay order shall stamp the receipt challan and distribute the copies
in following manner: -~ ; :

(2) the first copy in biue cotour shall be giyén to the payee;

(b) . the second copy in green colour shall be presented to
- the accounts officer; '

(€} the third copy in yellow colour shall be forwarded to the
collecting officer; and -

_(d) the fourth copy in white colour shall be.retained by the
bank, S

(3) No additional copies of the receipt challan will be provided but
in case the original copy is lost, a letter under the signature of head of
finance office, if so requested, may be provided containing particulars of
-the receipt challan that was issued. : -

22. Recording of daily receipts by the collecting officer.- (1) The
collecting officer shall record the receipts object wise, collected through
the bank, in the register of receipts in Form AR-27 and head-wise register
of receipts in Form AR-25. ' R

'(2) ‘The receipt paid challans recei\(ed-fi'o;n the bank shall be
checked for accuracy of the figures, sorted object wise, summed up and
reconciled with the bank scrolls. '

(3) On the basis of the entries in the register of receipts, a
monthly list of receipts shall be prepared in Foarm AR-39,. o

-{4) . The collecting' bff_icer shall reconcile the receipts in Form AR-
35 with the accounts officer, on monthly basis.

. 23. - Recording of daily receipts by the head of finance office.- On
‘the basis of Form AR-25, Form AR-35, Form AR-37 and Form AR-39, the
head of finance office shall maintain a register of receipts in Form AR-27
and the classified Abstract in Form AR-43.

24. Recording of daily receipts by the aci:_ounts officer.- (1) Thé-
accounts officer shall maintain head-wise register of receipts in Form AR-
25. ' - '

(2) The receipt chatlans along with the bank scroll shall be checked
for accuracy of figures, sorted out by receipt heads and summed up; and,
the error, if any, shall be communicated for correction to the bank
through a bank advice. ) ' - '



‘¥

- THE PUNJAB GAZETTE (EXTRAORDINARY) FEBRUARY 08, 2017 4367

Finally vetted draft PLG (Accounts) Rules 2017: 27.01.2017

{(3) The daily total for each receipt head from the head-wise sub-
registers shall be posted in the general cash book at the end of each day.

25. Fiscal transfer receipts.- The accounts officer and head of finance
office shall promptly record the credits of fiscal transfers, local receipts
and grants from the Government and other agencies in the respectlve'
receipt heads in Form AR-25 and Form AR-27.

26. Reconciliation of receipts with the bank- (1) The receipts
recorded by the accounts officer and the bank shall be recenciled on

‘monthly basis with the receipt and collection recorded by the collecting

officer. | _ _ _
- (2) In case of the receipts credited in the bank, the head of

finance office shall compare such réceipts with the entries in the demand
“and collection register and shall initial it and when such credits are.

appreciable, he shall obtain from the accounts officer a monthly list of
receipts which shall be compared with the posting in the receipts register.
by tracing the entries |n demand and coilection register and general cash
boaok.

(3) If any wrbng credits are observed, the head of finance office
shall at once inform the accounts officer for correction of the accounts.

Note 1: The collecting officer’'s account shail not be compiled on
the basis of the returns prepared by the accounts officer
and the collecting officer shall maintain his accounts
separately and independently; but, both of them shall
compare the accounts of their respective offices and
verify the figures in the returns prepared for monthiy
and annual statement of accounts,

Note 2:  The reconciliation of dlfferences shali be carrled out as .
promptly as may be, especially in the case of returns for
June to ensure t’hat all the corrections are .included in
the accounts of the year.

Note 3: To reduce the difference between the Fgures of the
accounts officer and the collecting officer, it shall be
ensured that the challans sent to the bank bear full,
complete and correct classification. '

~ PART-V
_ Expenditures
27. General.- (1) The drawing and disbursing officer, sanctioning

authority, head of finance office and the accounts ocher shall ensure the
lmplementatlon of fol!owmg requn‘ements in all expendlture transactions:

(@) sanction of the expendlture accorded by the authority
- competent to sanction; g

(b) availability of funds under the relevant ob;ect code of
' the charge;
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(c)
(d)

(e)
(f
(g9)
(h)
(i)
§))

_(k)

0

availability of cash balance in the bank account;

compliance of- the Pun]ab Procurement Reguiatory
Authority Rules 2014;

claim voucher o_r invoice from the claimant;
preparation of claim voucher or bili for payment;
pre-audit of claims and autharization of payment;
issuance of cheques for payr’ﬁent;

recbrding expenditure in the 'ac'countin_g records;

* reconciliation of the daily total as per daily advice note,

prepared from the cheque. register, with the daily

. expenditures recorded in the Abstract (progressive total

of the expenditure);

reconciliation of expendlture as per dalty advice note
with the bank scroll;

reconciliation of expenditure as per daily advice note

~and the Abstract with the cash book of the drawmg and

disbursing officer.

(2) - The drawing and disbursing ofﬁcer shall ensure that:

(a)

(b)

(c)

(d) .

no payment is rhade:

(i) for a charge which has not been sanctioned by the
authority competent to sanction it; -

(i) for a charge which has not been provided in the
schedule of authorized expenditure;

(i)~ directly from the cash recewed for credit to the
Fund; ' .

no amount is 'withdrawn -except for ' immediate

disbursement;

no withdrawal or disbursement of monéy is made uniess
it is pre-audited by the accounts officer; and

no payment is made uniess the clatm has vahdly
accrued :

(3) In incurring or authorizing expenditUre the principles of
financial proprietary as prescribed in rule 2.10 of the Punjab Financial
- Rules shall be observed and the sanctioning authority shail:

(a)

(_b_)_

exercise the same vigilance in the expenditure from the

local fund as a person of ordtnary prudence may_
- exercise in respect of his own money:

not sanction any expenditure WhICh iIs more than the

occasion demands; P

¥
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supplementary grant or both.

(c) not approve any expenditure which is directly or
indirectly to its own advantage; and

(d) not incur any expenditure for the benefit of a particular
person or persons to the people.

28. Recognition of expenditure.- The expenditure shall be recognized
in the following manner: - :

(a) where payment is made by cheque, the expenditure will
be recognized and recorded in the accounts of the local
government on the date the cheque is issued; '

(b) where paymenis are '_'ma'de through transfer, the

expenditure will be recognized on the date the transfer -

is made by the transferor;

(¢) where direct payments are made in the local
government employee’s bank account, the expenditure
will be recognized on the date the payment advice is
issued by the accounts officer to the bank;

(d) for repayment of loans and other direct payments by
‘the bank, the expenditure will.be recognized on the date
advice is issued by the bank to the accounts officer;

(e) where payments are made from the imprest, the
expenditure will be recognized when the required claim
vouchers are submiitted and the imprest account is
recouped; and -

(f) the financial year to which any payment is charged is

determined by the date on which a cheque or payment
advice is issued. = o

29. Budget availability review.- (1) The budget availability review
involves assessing the intended expenditure or commitment entered in
the schedule of authorized expenditure or covered by re-appropriation or

(2) The drawing and disbursihg o_fﬁcer‘_s'ha_ll prepare the budget
availability review clearance certificate in Form AR-2. : _
30. Purchase order.- (1) A sequentially numbered purchase order in
Form-AR-1 shall be raised for all contingent expenditures, excluding
salaries and utitities, by the drawing and disbursing officer. '

(2) The budget availability review clearance Form duly certified by

the head of finance office, the purchase order where applicable and .

sanction for the expenditure shall be attached to the voucher for

payment. : o _
31. Voucher preparation for claims.- The drawing and disbursing

officer shall foliow the following process for payments for supplies made,
services rendered and works done under a contract or other

arrangement:
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(a)
(b)

 {c)

(d)

(e)

(f)

a claim voucher form shall bé prepared in Form AR-3;

complete the claim voucher form with:

O] details of the officer making the claim;

tax number, sales tax registration number, bank
account number, full postal a_ddress and the
registered title;

(iii) contract reference, actual date of supply or the
period of service or works,

- (iv) location and nature of supply, service or works in

respect of which the expenditure is being
incurred;

“nomenclature of the budget. head to which payment will

be charged by filling the budget control register in Form

AR-5;

for payments in respect of contracts for buildings, works

and services, full amount of the contract and the_

amount of progressive paymenls shall be supported by
certificates of justified and valid payments issued by the
drawing and disbursing officer;

deductlons, such as Government levies, recoveries,
subscriptions, securities, adjustmenf of . advances,
made};

the officer making the claim shall provide a certificate
that the supplies have been received in good order and
condition, according to the standard specifications,
contract agreement, technical sanction estimaté, model,
make, country of origin, and have been accordingly
entered in the stock register or the services have been
satisfactorily carried out according to the standard
specification and technical sanction estimate as
provided for in the contract or purchase order; :

Note-1 This shall not apply in the circumstances
when a deposit or payment.in advance as a
condition of fulfiling a contract, s
unavoidable. - :

Note-2 Prior sanction of the Government for
advance payment shall be required and
must be accompanied by a certificate that

. payment in advance is necessary and
_ unavoidable because of the nature.or terms
and conditions of the contract for supply of

foliowing additional  procedures must be
followed: _ _ ‘ -

(ii) name of the.supplier or firm with CNIC, natlonal '

e

the goods-or services and in such cases,”

"}
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(i) claim voucher must. be prominently
stamped “PAID IN ADVANCE"; and

(iiy delivery ‘of -outstanding goods .and
services should be followed up at
regular intervals by office.

(g) particulars entered on all claim vouchers shall be typed
" or written in ink and be free from erasures and the
corrections, if any, shall be verified by the officer
making claim but, where there - are numerous
alterations, a fresh claim voucher shall be prepared and
the original claim voucher shall be cancelled and filed by

the officer; and -

(h) the claim voucher shall then be presented to the
- authority for sanction.

-32. Sanction of expenditure.- (1) The sanctioning authority shall:

(a) scrutinize the claim voucher to ascertain whether the
payment can be made under his financial powers;

(b) review the claim voucher and all relevant supporting
documents, including the authorized purchase order;

(c) 'put the official stamp on the claim voucher as token of‘
- approval of the claim for payment;

(d) ensure that the head of account to which the voucher is
-to be charged is correct and is recorded on the face of
the voucher; and :

(e) Sub]ect to the rules, no payment shall be made until the
service has been satisfactorily rendered or the supply
has been made or works have been executed according
to the terms of reference, specnflcatlons, drawing and
design respectively.

(2) If the sanctioning authority is not satisfied with the claim, it =
may not approve the expenditure and return the claim voucher and
supporting documents, with reasons, to the concerned officer.

(3) The officer, after due rectification, shall resubmit the claim to

“the sanctioning authority.

(4) If the sanctioning authofity is satlsﬁed wrth the claim, it shall
accord sanction and sign the original ¢laim voucher.

33. Pre-audit of expenditure.- (1) The accounts officer, whlie pre—

~auditing the payments, shall ensure that:

(a) the claims submitted for pre-audit are valid claims on
the basis of certificates duly recorded by the drawing

and disbursing officer in Form AR-3 stating that “the. -

work has been actually executed at site in accordance
with the specifications and agreed quantity, the service
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has been rendered in_accorda_nce with the agreeme_nt or
terms of reference and to the entire satisfaction of the
local government and the supply of goods has been
-made in accordance with the. agreed quality and
quantity. and has been entered in the relevant books
and registers of accounts, all formalities and contractual
obligations have been fuffilled, the claims have not been
ald previously, and there is no reason to belfieve that
He ¢ldims should not be paid: ' |
(b) the ciaim voucher is complete and is duly sanctioned:
(c) the daim voticher has been signed with official stamp by
the drawing and disbiirsing officef; : '
(d) supporting docuntents and connected registers and
books of actounts, such as measurement book, stock
register, logbook, establishment check register, budget
control register, have been attached and verified by the
dréwing and disbufsing officer as valid and genuine;
{e) thé authority sanctiohing the voucher is the authority
éimpoweted to sdnction the claims; _ .
(f) it hais been duly ceftified by the drawing and disbursing
. officer t_ﬁat. the claim has not been previously paid;
(g) atl formalities, required to be done, have been
compieted; _ :
(h) the claim indicates the object of expenditure; and’
(i) sufficient funds are available for the purposeé, . ' _
{2) The pre-audit fuhctidﬁ intludes ‘the detailed sciutiny of the
claim voticher to guard against possible fraud and irrégularities and to
ascertalfi that the drawirig and disbursing officer has ditigently applied his
mind to detect any fraid or irreguifarity. : - -
(3 In case 't‘he accounts officer observes any omission or
irregularity or discrepancy, he shall return the claim to the drawing and

disbursing officer with his observations. _
(4) The drawing and disbursing officer, after addressing the
observations, shall resubmit the claim, but in case of any negligence or
fraud, the accounts _ofﬂ(':ér sh‘a'li immediately inform the officer next above
the drawing and disbursing officer. '
(5) - ff_:thé @ctdunts officer is satisfied with the genuineness of the
claim, he shall authorize the payment and enter it in the certification and

-authorization register in Form AR-6.

(6) The b’ré—éudit registers shall be raintained as follows:
(8) Fofin AR-21, for. current contingent expenditure;
(b) Form AR-22, for development expenditure; and

"
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"(¢) Form AR-23 for pre-audit and pay of the officials.
(7) The accounts officer shali: | _
(a) enter the budget position in the budget control register
in Form AR-24; and - E
(b') maintain the drawing ahd disbursing officer-wise pre-
audit registers within each grant in Form AR-36.

(8) A cheque shall bie prepared and ehtered in the cheque register
in Form AR-7. : ' '

(9) Provincial Director, Local Fund Audit shail cause the accounts
officer to prepare and furnish monthly and annual reports of payments
and shall transmit the report to the Government, Punjab Local

Government Commission and the concerried local government.

34. Delivery of clieque and advice to the bank.- The accounts

_officer shall: :

(a) prepare the cheque, get it signed by the signatories and.
deliver it to the drawing and disbursing officer for
disbursement or hand it over to the payee for credit at
the payee’s bank account; o

(b) prepare a daily advice note in Form AR-10 from the
cheque register; _ : '

(€) itjc__lf_(jdé;_a'li cheque payments made on that day in the
daily advice note;

(d) send the daily advice note to the bank under & sealed
cover arid deliver it through special messenger; and

(e) serd a copy of the daily advice note-to the head. of

_ . findnce office or the drawing and-disbursing officer.

35. Récord of daily expenditure.- (1) The ‘drawing and disbursing
officer as welil as the head of offices shall ‘miaintain a ‘budget control
register in Form AR-5 to monitor utilization: .

(a) the alfocation or residual funds available under each
object code shall be recorded in  relation to each
expenditure transaction in the budget control register;

(b) 'the_ihitiajs of the head of the respective office of any

' other authorized officer shall be made against the date
“of payment of each item; _

. (¢). the drawing and disbursing officer shall to oversee that
the rules regarding the preparation of vouchers are
‘carefully observed and the expenditure does not cause
any excess over the amount fixed therefor; and '

(d) whenever a purchase order. is issued or procurement
contract is signed, the drawing and disbursing officer
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- shall inform the officer concerned for making necessary
entry in the appropriation control register in Form AR-4.

(2) The drawing and disbursing officer shall take steps to obtain
additional appropriation if the original appropriation is not sufficient.

(3) The payment once made will be entered in the budget control
-register with date, name of the payee, number of vouchers, the amount
and any other explanation essentially required.

(4) The payments made by the offices shall be recorded in the "
register in Form AR-28 for the current expenditure and in Form AR-29 for
the developmeqt expenditure, ' : :

-~

(5) The following  procedure shall be observed for .the
maintenance of accounts: : :

(a) the drawing and disbursing officer shall maintain head-
wise daily register of payments in Form AR-26 and the
cashbook in Form AR-46 for recording monies received
or disbursed on behalf of the local government;

(b) all withdrawals, disbursements and charges shall be
' chrorologically entered in the cashbook;

- {c) sufficient details shall’ be given in  the column
: "particulars’ indicating the main points  of each
transaction; : :

(d)  the receipt of all monies withdrawn from the local fund
bank account shall immediately be entered on the
income side of the cashbook as soon as the withdrawal
through cheque is received by the drawing and
disbursing officer;

(e) the monies disbursed shall be promptly entered on the
- expenditure side of the cash book, indicating the
number and date of the cheque through which money

was received; ' :

(H) | where payment is made by'cheque, the expenditure will
- be recognized and recorded in accounts on the date the
cheque is issued;

' (g) for direct payments in an employee’s bank account, the-
expenditure will be recognized on the date the payment
advice is issued by the accounts officer to the bank;

(h) at the end of each day, the total of the monies received
and spent during the day shall be ‘worked out and the
balance struck; -

(i} the cash book shali be checked and closed regularly and
the last entry ¢hecked shall be initialed with date by-the
drawing and disbursing officer; "

' ry
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(j) entries in the cashbook of the cheques drawn from the
: local fund shall be compared and checked with the list
of the issued cheques by the accounts officer and a
certificate to that effect shall be recorded in the
cashbook; '

(k) the counting shall be made on the last working day of
each month immediately after closing the cash account
of the month, but where that is not possible, the cash in
hand may be counted om the first working day of the
following month before any disbursement is made on
that date, :

() - attheend of each month:

(i) the drawing and disbursing officer shall
personally verify the cash in hand and record
below the closing entries in the cash book a
certificate to that effect under his signature and
date, specifying, both in words and figures, the
actual cash in hand other than the imprest money
and temporary advances;

(ii) the cash in hand shall be struck with reference to
each entry in the cash book and the discrepancies,
if any, shali be indicated in a certificate to be .
recorded on the cash book duly signed by the
drawing and disbursing officer;

(m) the sum 'up of various coiumns in the cashbook shall be
carried forward to the next month’s account; and

(n) in case it is necessary to adjust the recovery of an '
advance payment, overpayment or refund, wrongly paid
or received ar any other such transaction, the receipt or
payment of the amount involved shall be entered in the
cashbook in red ink preceded by the word 'deduct’.

The responsibility for payments shall be as under:

(a) besides the responsibilities for each office of a local
government already determined under Part-1II and rule
27 of the rules, it is the duty and responsibility of the
drawing and disbursing officer, head of offices and the
Chief Officer to ensure, on their own part, that the
claims submitted for payment are valid claims for the
works actually executed at site in accordance with the
“agregd specifications, quality and quantity, service
actually rendered in accordance with the agreement or
terms of reference and to the entire satisfaction of the
local government and the supply of goods actuaily made
in accordance with the agreed quality and quantity and
duly entered in the relevant books or registers of
accounts, all formalities have been completed, the
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claims have not been paid previously and thete IS no
reason to believe that the claims should not be paid;
and

(b) the certificate to that effect shall be essentially recorded
on the claim voucher for payment and pre-audit. '

(7} The head of finance office shall maintain a general cashbook

of expenditure in- Form AR 45 with proper heads and the classified .

Abstract.
36. Record of daily expendltures - (1) After a cheque is submitted to

the drawing and disbursing officer for payment to the payee, the accounts

officer shall record the detalls of expenditure, as stated on the claim
voucher, in the general expenditure register in Form AR-28 for the current
expenditure and in Form AR-29 for the development- expendlture

(2) If necessary, head-wise subsidiary expenditure register and.

thé drawing and disbursing officer-wise register may be maintained.

(3) ' After the expenditure is recorded, the claim voucher shall be
retained by the accounts officer but all supporting documents shall be
returned to the drawing and dlsburslng officer.

(4) On the basis of the general expenditure register, the accounts
officer shall record entries on expenditure side of the general cashbook in

Form AR-45 in a manner that it gives dalty tO[d| of the expenditure of the

drawing and disbursing officer.

(5) The accounts officer shall consolidate the expenditures for
each month on the basis of the entries in the general cashbook for the
preparation of the monthly statement of accounts.

(6) The accounts officer shall observe the foliowing procedure for

purposes of reconciliation of expenditure with the Bank:

(a) at the end of each day, the accounts officer shall send
daily advice note in Form AR-10 to the bank;

(b) on receiving the daily bank scroll in Form AR-14 from
: the bank, the accounts offlcer shall carry out the
following checks: _

(i) the details of the supportmg documents such as
paid cheques, receipt veouchers, transfer advice
are according to the daily bank scroll; and

(i} the daily bank return entries agree wnth the da:iy
advice note sent to the Bank;

(c) the accounts officer shall verify if any item exists in the
daily bank return but is not mentioned in daily advice
note and vice versa and shall take remedial measures;

(d) the accounts officer shall ensure that the bank returns
are received from the banks on daily basis and in case

-

L)
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of non-compliance the accounts officer shall advise the
bank for appropriate corrective measures; '

(e} the items which are mentioned in the daily advice note
but are not indicaled in the daily bank return usually
represent “un-presénted cheques” and form part of
monthly bank reconciliation;

(f) the cheques have to be presented within the period of
‘their validity; otherwise, payments are transferred to
‘the claimed money account with reverse entry in the
accounts books; :

(g) the accounts officer shall reconcile the statement of
' expenditure and receipts with the bank in Form AR-15;

(h) after reconciliation with the bank returns has been
made, the accounts shall also be reconciled with the
_cheque register and the report shall also reflect the
cheques still not cleared by the bank; and

(i) the accounts officer shall compare the cheque register |
with the authorization register to verify that the
~amounts of the cheques issued, correspond with the
authorization. ' '

‘ (7) The accounts officer shail prepare a monthly reconciliation
statement  disbursement confirmation statement” in Form AR-15 from the
claim register for each drawing and disbursing officer and shall give
details of the claims and payments made. o o

~ (8) The accounts officer shall, on daily basis, reconcile the
abstract’'s daily total with the total of daily advice note.

_ (9) Each drawing and disbursing officer shall prepare head-wise
daily payments register in Form AR-26 and the drawing and disbursing
officer’'s cashbook in Form AR-46 and reconcile the expenditure with the
- accounts officer each month on the basis of the cheque register-in Form
AR-33 for the current expenditure and in Form AR-34 for the development
expenditure. '

(10) The accounts officer shall prepare & weekly and monthly
report of all the claims pending for payment in his office and record
reasons of their pendency and theé name of the officer responsible therefor
for information of the principal accounting officer and shall endorse a copy
to the Provincial Director Local Fund Audit.

(11) The accounts officer shall prepare a report of cases in which
the funds lapsed or the liability incurred without-availability of the funds
and the Chief Officer shall fix the responsibility and take necessary action.

PART VI _ '
Procedures for certain payments -

37. Pay, allowances and pension.- (1) Except as otherwise
_authorized by the Government, the salary and pension of the employees

et —h .
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of the local government shal not be drawn before the first working day of
the next month. '

(2) .The p‘ay of the establishment shali be drawn in Form AR-19

for the pay of individual officials and in Form AR-20 for the pay of multiple

officials.

(3) The drawing and disbursing officer shall maintain the
establishment check register in Form AR-12 and reconcile with the similar

register maintained by the accounts officer.

(4) At the beginning of each. year, the entries ‘in the

~ establishment check register showing sanctioned strength -of the

establishment and remuneration for each post shall be scrutinized and

- verified by the drawing and disbursing officer and countersigned by the

head of the offices in accordance with the schedule of establishment.
approved by the competent authority_.

(5) Any variation in the schedule of establishment, during the
currency of the year, shall essentially require verification by the head of
office and head of finance office. ' : '

(6) The drawing and disbursing officer and the accounts officer
shall personally scrutinize and cross check the establishment bifl with the
establishment check register and sign oider of payment at the foot of the

bill in token of the correctness of the bili,

Note 1: -Acquaintance roll, where found necessary to be
maintained and receipted office copies of the bills are
not normally required to be submitted to the accounts
officer, but as they are impertant record, they should be
stamped, paid and preserved carefully by the drawing
and disbursing officer for purposes of audit.

Note 2: This rule shall also apply to the cash received by' a
subordinate er payment of pay and allowances.

(7) -All the employees of the local government shall be paid by
direct credit to the bank accounts through a direct credit advice in Form
AR-11 but, in case of exigency, the payment may be made by cheque.

(8) In case of cash. payment, the pay of the cstablishment shall

‘be disbursed in the presence of the drawing and disbursing officer duty

authenticated by him and the signature or thumb Impression of each
recipient along with CNIC number, shail be recorded opposite his name in
the column provided for the purpose in the bilt. -

(9) The pay and allowances can be drawn. up to the day an

employee dies but the hour of dealh shail have no relevance.

(10) In case of payment by biit:

(a8} the drawing and disbursing officer shall check the pay
bills and verify the totai amount entered in the bill and
initialed by the head of the respective offices but the
failure of the respective head of offices to observe

_ L
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precautions in any financial matter shall render him
liable for making good any foss; and

(b) the head of office is personally responsible for every pay
“drawn on.a bill signed by him or on his behalf until he
has paid it to the person entitied to receive it and -
obtained receipt, duly stamped where necessary, on the
office copy of the pay bill. : :

(11) In case of payment of salary by cheque:

(a) it shall be handed over to the employee concerned .
through the drawing and disbursing officer against
proper acknowledgement; and '

(b) the words ‘paid by cheque’ along with the number and
" date of the cheque shall be recorded on the bill. -

(12) In case payment is made by cash, the bill shall be stamped
“pPaid in c_ash". ’

(13) A pension register shall be maintained in Form AR-13.

(14) The payment of pension shall be made by cheque In the name
of the pensioner and shall be crossed and marked | Not Negotiable’.. -

38. Fund and other deductions.- (1) The drawing and “dishursing
“officer shall deduct any subscriptions or deductions due from pay bills of a
jocal government employee. '

(2) The deductions from pay -bilis shall be made strictly in
accordance with the relevant provisions of rules. '

39. Permanent  Advance.- (1) A l,oca'l gbvernment may sanction
permanent advance or imprest for the offices of the Chief Officer and
‘head of Offices to cover petty expenditure as under: '

(a) Metropolitan Corporation, up tc rupees " twenty
: thousand;

(b) Municipal Corporation and District Council, up to rupees
fifteen thousand; ' .
_ (c) Municipal Committee, up to rupees ten thousand.
- (2) The payment for an amount, not exceeding Rs.1000 may be
made out of the permanent advance in any case.

- (3) The accounts of the permanent advance shall be separately
- maintained by the drawing and disbursing officer and -head Qf offices.

{4) Al the vouchers relating to the expenditure from the
permanent advance shall be assigned serial number and shall be entered -
in the permanent advance account register.. oo '

(5)' In case of low balance, the p_errhanent advance may be

- recouped through a bill.. : _ o -

-
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(6) The original vouchers must be produced to suppbrt the claim
for recoupment in the specified claim Form AR-8 and the imprest accounts
‘register shall be maintained in Form AR-9 :

(7) The imprest account shall always be balanced at any point in
time and summed up on the basis of all valid petty cash vouchers to
ensure that the amount left in the imprest account is equal to the value of
the imprest. : - ' -

_ (8) In case payments are made from imprest, the expe'nditure _
shall be recognized on submission of the claim vouchers and recouping of
the imprest account. ' : :

40. Payment for works.- (1) No payment for .a wdrk shall be made

untik: ' ' _

' (a} administrative approval has been obtained from the
~ competent authority in each case:

(b) technical sanction of the detailed design and estimate
has been accorded by  the authority empowered to
sanction; : : :

(c) Tfunds to cover the e_xpenditufe during the year héve
been provided in the budget; and

('d) the drawing and disbursing df_ficer,_ head of -offices and
Chief Officer shall ensure that:

(i) the claims submitted for payment are valid claims
for the works actually executed at site in-
accordance with- the specifications and agreed.
quantity, or the service actually rendered to the

- entire satisfaction of the drawing and disbursing
officer or the supply of goods actually made in
accordance wilh the agreed quality and quantity
and entered in the relevant books or register of
accounts and there is no reason to stop the
paymeant; and ' ’

- (ii) the certificate to that effect shall be recorded on -
the claim voucher for payment as evidence for
pre-audit purpose. : : _ _

(2) The following key internal controls shail be observed in
processing of works: : '

(a)  ail bills shali be signed by the contractor and verified by
the engineer-incharge and the sanctioning authority.
(b) the engineer shall ensure that:

(i) the claims submitted for payment are valid for the
works actually executed at site in accordance with
- the specifications and agreed quantity, or the
service actually rendered to the entire satisfaction
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of the District Authority or the supply of goods
actually made in accordance with the agreed
quality and guantity and entered in the relevant
“books or register of accounts and there is no
reason to Sl.op the payment; and

(i) the certificate to that effect shall be recorded on
the claim voucher for payment as ewdence for
pre- audlt purpose : :

- (¢} supporting documents’ accompanymg the blll are valid,
~ duly authenticated and signed by the relevant officer;

(d)} the claim has not been previously paid;

(e) identify the head of expendlture to which the amount is
chargeable; and : : :

(f)  the funds are available to pay th_e bill.

41, Refunds.- (1) The revenue paid and credited to the local fund or
public account shall be refunded under the sanction of the authority
- competent to refund. -

(2) Thesanction may be accorded enther on the voucher ltself or
issuing a separate sanction order.

(3) The refund shall be made against the original credit in the
departmental record. '

{4) The refund shal! be treated e:ther as expenditure and shall be
paid against approved budget head or ad]usted against the income of the
relevant head. :

Explanatlon -

(i) if a refund against tocal fund ‘relates to a prewous
- financial year, it shall be recognlzed as an. expense in
the current financial year; :

(i) where a refu_nd against local fund is paid in the same
financial year, it wili be recorded as the reduction to the
relevant receipt head; '

(i) the refund against public account shall be adjusted
against its correspending receipts; and

(iv) where the securities or such other instruments in the
public account are forfeited .under the provisions of
some contract, the forfeited amount shall form part of
the local fund. '

PART-VII B
Monthly and Aniwual Accounts

42. Monthly closing of accounts.- (1) At the end of each, month the
accounts officer shall compile:
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“{a) the payments by detailed object for each function within

‘a grant in Form AR-30 for the current expenditure and
in Form AR-31 for the development expenditure; and

(b) the receipts by detalied ob]ect for each head of income
in. Form AR-32.

(2) The accounts officer shall prepare the monthly accounts in
“Form AR-38 to Form AR-42 on the basis of the compiled accounts,. '

(3) The closing date of the accounts for the month shall be the'

last date of the month.

(4) ~ The halance of general cash book shall be reconciled with the

balance at the bank by the end of each month in Form AR-16.

_ (5) The monthly accounts shail be prepared, reconciled and
transmitted to the concerned local government and the Provincial Director
Local Fund Audit maximum by 10 day of the following manth. '

43, Compilatio'n of annual accounts.- (1) At the end of each vyear,
the accounts of the local government shall be compiled by the head of

" finance office in Form AR-38 to Form AR-42 and reconciled with the
“accounts on similar forrnslseparately compiled by the accounts officer.

(2) The accounts of each year shall be closed on _30”’]uﬁe and no

-adjustment for the outgoing financial year shall be permitted.

(3) At the close of the financial year, the balances contained in
the accounts for expenditures and receipts shall stand closed.

- (4) - The statement of annual accounts shall be 'supported by a

certificate signed by the principal accounting officer and the accounts

officer on the basis of the bank statement showing the amount at the

_credit of the local government in the bank.

(5) The annual statement of accounts of the local government for
the preceding financial year shall be submitted by the accounts officer to

.-the local government and Provincial Director, Loca! Fund Audit by 10"
July ‘each year.

(6) Provincial Director, Local Fund Audit shall transmit the annual
statement of accounts to the Government, Punjab Local Government
Commission and the concerned local government by 15% July each year. .

|  PART-VIIT -
Overseeing Acccunts and Audit

" 44, Display of annual accounts.- (1) The annual statement of

accounts of the iocal government shall be displayed at a conspicuous

ptace for public inspection, together with a public notice for inviting .
objections and suggestions and contammg spemf“c date and time for’

hearing of objections.

(2) - The House shaill examine the annual accounts of the local
government, consider public objections and suggestions on the annual
statement of accounts and take appropnate action. -
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(3) The reconciled statement of annual accounts shall be
submitted by the accounts officer to the local government and the
Provincial Director, Local Fund Audit by 10" July each year.

(4) Provincial Director, Local Fund Audit shall transmit the annual

statement of accounts to the Gbvernment, Punjab Local Government
Commission and the concerned local government by 15% July each year.

45. Consolidation of accounts of the local Governments at the

provincial level.- As soon as the Information Technology based capacity

is developed by the Government, Provincial Director, Local Fund Audit
shall cause to compile the accounts of each local government on the
system, ‘generate a consolidated statement of accounts of all the local
governments ‘and send a copy thereof to the local governments and the
Government. - ' :

46. Annual audit of accounts.- (1) Auditor General of Pakistan shall:

(a) certify the accounts of the local government for each
financia! year; and :

(b) conduct audit of the accounts of a focal government in
such form and manner he may deem appropriate.

(2) Special audit of accounts‘.—'Provinciai Director, Local Fund
Audit or any other Audit Agency may, on the direction of the Government,
conduct special audit of the accounts of the local government. '

47. Annual and special inspection of accounts.- Punjab Local
Government-Commission shall conduct: _ :

(a) annual and special-inspections of the local governments;

~ (b) - spedial audit of the ac¢ounts of the_io_cal governments
" on the direction of the Government; and

() social and perfermance audit of the local govefnments. _

48. Audit objections.- (1) The audit paras contained in the Auditor

General’s audit report shall be considered by Public Accounts Committee.

{(2) The Advance paras or the paras proposed for conversion into
draft audit paras and ordinary audit observations contained in the audit

and inspection report shali be discussed in the Departmental Accounts .

Committee and Special Departmentai Accounts Committee of the local
government, '

(3) The bro’cedurat irreqularities contained in the audit reports
may be regularized by the Government at the instance of the accounts
committee, after necessary inquiry that no financial loss is involved in the

para and Public Accounts Comrittee or the Special Departmental -

Accounts Committee or the Departmental Accounts Committee has
tecommended regularization. : :

(4) Any loss to public exchequer shall be recovered from the
person responsible or be written-off or waived in accordance with law.
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PART - IX
_ _ Miscellaneous
49. Interpretation of the rules.- In “case of any ambiguity or
inconsistency arising in the interpretation of provisions of the rules, the
decision of the Government shall be final. '
50. Repeal.- The Punjab Local Government (Accounts) Rules, 2008 are
hereby repealed.

. SECRETARY.
GOVERNMENT OF THE PUNJAB
LG & CD DEPARTMENT
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" Form AR-1
Rule 30 (1)

Purchase Order Form
[On Local Government Letter Head]

o

Purchése Order No:

Pre-Printed '
Serial Number .

DDO Name: 1:__—1
DDO Reference No: l:! Bate:
. Local Government: . :
P - I'Price Per | Amount
., Quantity.. Unit " Rs. |
Total
Special Condition:
Prepared by: Signature: Date:
Approved by: Signature: _ Date:
Office Use Only .
— ]
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Form AR-2
Rule 293 {2)

Budget Availability Review Clearance Form
Budget Head: Budget Head Description
Annual Budgét Amount

Revised Budget Amount

‘Rs
) _ Budget balance before this claim
Total amount of this claim -

Budget balance after this claim

Prepared by: Signaturé: Date:

- . :
Approved by: Signature: _. _ Date:
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Form AR-3
Rule 31 (a), 33{1}{a)

Ciaim Voucher Form

Claim Voucher No: l ‘Pre-Printed Senzl Hember J

Purchase Order No:

Date; [

DDO Name:

DDO Reference No;

i ocal Government/Department: L

Item Claimed

ACCOUNTS OFFICER

Clam Voncher .
Ha. [

Serial

Number Description

Account Code

Amount

Entity | Object | Fund | Function

Project | Rs.

specify})

Deduction (please :

4

I

. Total

Prepared by:

obligations have been fuifiled, the claims b

"CERTIFIED that the work has been acluaily executed al sila in accordance with the spedifications and agreed
quantity, service has been rendeted in accordance with the agreemedl ot lemms of reference and to the entire
salisfaction of the local government and suppty of goods ha

and quantily and duly entered i the retevant books and registers of accourts, all farmalities and conlracluat
ave not been paid previously and there is no reason Lo believe that the
- glaims should nol be paid”

s been made in accordance with the agreed quality

Signature: __

Sign'ature:

Approved by:

(Name, Deéignation and Officiat Stamp of the Approvi,ng_and' Certifying qfﬁcer}

Date:

Date:

T

Accounts Office Use Onfy

Checked issued by: -

Date Emered' inrto
Sub Ledger:

Received by .

Certified by: Signature:
Authorized by: Signatur'e:
Date Cheque '
issued: Cheque Number

Signatura:

Entered by:

" Acknowledgment of Receipt

Claim Voucher No:

Signéture:

Date:
Date:

Cheque, Amaount
Date:

Date:
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_Form AR-4
Rule 35{1)(d}

Commitment Advice Form

DDO: [:l B Date: | [J |

DDO Reference No: L—:J

Local Government :l

Purchase Order/ Date of Purcha.se o
Contract Numher _ Order: e
Committed Amount R s. | ’ I

Rupees (in words):

Account Code:
[ Entity

[ Object . : 7

[Fund

[ Function

{Projct ]

Supplier/iContractor Details:
i {Mame & Address)

Detail of Goods/
Service under Commitment:

Scheduie of Payment: [ __ o 1
Prepared by: i Signature; . Date:
Approved by: : Signatﬁre: - Date:

Embossing
Seal \ .

Accounts Officer UUse Only

Certified by: ] Signature: Date:

Authorized by: Signature: ___ Date:
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Accounts
Officer:

]

Form AR-7
Rule 33 {8}

Cheque Register

Month: l_
L

Detait of Cheque issued

"7 Detail on Return of Cheque

Date

Chegue
Number

Amount

Rs_

' Péyee

Date Cheque

Remarks

by Cleared/Rejected

Verified by:

_ _i_____ il — e — =
; —_ e g — - — - L
[ R o

Signature:

Date:

o e l———
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Form AR-8
Rule 39 {6}

Imprest Accounts Claim

The claim Voucher -Form { AR-3} shall be used for ciairmed amount in relation to a
particular imprest account,

Each category/ type of petty cash expenditure shail be shown separately on Form {AR-3).



THE PUNJAB GAZETTE (EXTRAORDINARY) FEBRUARY 08, 2017 4333

0004 - - - 0004 S . lajeal 12913 gL-£0-0€ -
: Q00s - - 0005 |4 SI8non 91-€0-04 -
- - 00002 - - 00002 £ g W83 9L-€0-£0 -
- - - _poos 000§’ 4 - Alsuonels 1 9L-€0-E0 - -
- T - - g yueg.Ag - | 91-€0-30 0000%
'S S aBaeyn .. 'sM™ sy
_ ) . . 810410 abesoqd | Auninoe3 | Aseuonpmis sy . diedsy
A.......GEOQ {~epos | {7 epoD A....q...D—uOU A:......QBOU {""-'gpo3 wieD jo oON Oﬂ_.._@n—xm iTe) h‘@-—a—E_
J00lg0) yelq) yoeiqo) 12e(qo) pelao) 1001q0) unowy | seyonop | sJeinanued oeq peuoRouEs
(uoneasnyjy)
-nm -
sy 8y . aaeyso 8y o . sy
sJeui0 efmsog Asioe)3 Keuonelg 8y : _ wdjacey
{eeeercepoa | (rrepod | (repoo | (trepod | (ttepoa | (i eped wjes Jo ‘'ON esuedxd J0 Asaudw
398{q0) yo8igQ) yelqp) 328(aQ) yelqo) 108{qQ) junowy | ieyosnop | sJejnapled ajeqQ peuopoueg

Joysibey sjunosoy jseaduy|

(8] §¢ BIny
8-¥VY o4




4334 THE PUNJAB GAZETTE (EXTRAORDINARY) FEBRUARY 08, 2017

Form AR-10
Rule 34 (b} & 36 {6) {a)

Daily Advice Note

Accounts | | : | Dater ____l
Officer: ' _ .

Please tick the appropnate box: -

Daily Advice Note r I
Payroli Advice Note . | 7
Pension Advice Note :‘

. ' Cheque Identity Card | Nameof - | - '
Serial No. [ssued Bate No’ | Payee ijeque No. Amou_ntRs
I N S B S B

i "(For salary personnel aniy)

Prepared by: - e . Date:
Verified by Gate:

Sent to Bank by: : : _ Cate:
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Form AR-11
Rule 37 (7)
Direct Credit Advice

Accounts ' _ ' - Date: '
Officer: : _ _ I

Please tick the appropriate box:

. Payroll Credit Advice
" Pension Credit Advice

. Deduction Credit Advice

UL

Bank &
‘Actount to
“be credited. .

_ Amount .

1 Grodited (Rs)

Serial ) . :
" | of Payee | Drawn

Date. ‘[ Employee’s
: ytity:Card
No.

~of | Identity
Cradit. { = No:*

Yu

" Daily Total

Prepared by: | : Date:
Verified by: ' ~ Date:
Sent to Bank by: ' - " Dates
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Form AR-12
Rule 37 (3} .

Eslablis_hment Check Register -

_ Accounts
Officer/DDO

Sa'l_'_:pﬁq'rnd Posted - She 't Post

Posts strength ZStrﬂth Eermanent Contract Parmanent Contract.' Vacant | Post

BS 22

88 1

8319

SR

83817 .

"BS 16

B3 15

BS 14

| BS113
BS 12
88 11

T B5 10

BS7

BS 6

BS54
Bs3

b

B8S1

Prepared by:
Verified by: I . Signature: Date:

Signature: . - Date:
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Form AR-13
Rule 37 {13

1

Pension Register -

Accounts
Officer/DDO

Pension Payment Order {PPO}# Detail of Joby | “Aug 1 Sep [ Dot | Mav [ Dex | Jan [ Feb | Mar [ Aped ['May T Janc |
_ Orders ' '

Marme: with No.

Date of Barth: D W ......... Voo and date

Temporary Address:

Date of Retiement:

Length of Qualifying Service

Monthiy Average Emoluments Rs.

/4™ Surendersd Portion RS,

Commuted Porion Ra.

sieiaisininiznint

: Rational iderity Card#
ENRNNEESERERERE

Father'sMHusband Nama:

- wm:qsm ’ 1

-~

|

l.

| Phone #:
|

[

Besignation & BS on Retirement

Class of Pengion

[——Wmm

3 Gratuity /eommwitation of R, - - o
|

Amount ofHa‘I Pension Payable: .

Nanma of Bank:

Account No:

alulw

Branch & Branch Code:

[I Filz No, & Date of Sanction of Penslon, Gratuity & Commutation : J
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Form AR-14
Rule 36 (6) {b)
Daily Bank Scroll

The Bank shall submit a daily bank scroll for each local government bank account
and for each of the following: |

1. Expenditure - Local Government
2. Receipts - Local Government
3. Adjustments  _ Lotal Government

The follo_wing information {(where applicable) shall be pro'vided on the daily bank

scroll:

Serial number

Date of payment/ receipt

Cheque number / payment advice reference -
Receipt number

Amount

Description

N ok r N

Payer name / Payee name

xh
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‘Form AR-15
Rule 36 Rule 36(7

Accounts Officer Monthty Reconciliation Statement

Accounts Month:
Officer.
. - . -
_ “Rs. Rs.
- Totat Expendi(ure as per Accounts Officer General Ledger X
Less Un—presented cheques/payments _
liemn 1 : ' o ) X
itermn 2 " ST . X .
X X
X
Add Payments or transfers in bank statement/schedule but not in Accounts
Officer Generat Ledger . :
Iltem 1 S ] o B _ X
ltem 2 X
X X
Adjusted total expenditure as per Accounts Officer General Ledger . - ' X
. Total Expenditure as per bank stalem_enﬂschedule ; o _ X '
‘Receipt
' _ Rs. Rs
Total Receipt as per Accounts Ofﬁcer General Ledger oo ' Y
Add Receipts or transfers in bank siatemmﬂsd\edule but not in Accounts ' '
e Officer General Ledger . N o
ltem 1 ' ' o - : S §
ltem 2 ' _ . Y
' Y Y
Adjusted total expendiure as per Account Officer General Ledger ' _ ) Y
Total Expendituré as per bénk statement/schedule '. _ . Y
Prepared hy: Signature: ____ ' - Date:
Verified by: Signature: _ ' Date:
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Form AR-16
Rule 42 {4}

Monthly Bank Reconciliation Statement
For the month endingon ___

Rs.
Balance as per General Cash Bopk e (Qﬂ_ .10,00,000
Less_Un<ollected Cheques B 1,060,000
D_g_tit_lgtjon of Service Charges - | 2000
Total _ ‘Hjm
Balance ' 898,000
- Add__Un presented Cheques ' 150000 |
" Bapk Interest | '_ ] 5,000
Deposit by client _ | 50,000
Cheque Dishonored by Bank - 60,000
 Total 65,000
Balance as per Bank Statement _(Cr) 11,63.000
Prepared by: Signature: Date:
Verified by: o Signature: _ Date:

i/
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Formm AR-17
Rule 18 (2) { andz'il 1)

CHALLAN OF CASH PAID iNTo'eANKnREASUR‘( |

| (To be used only in case of remittances to the Bark through an office of a Local
Government) '

Local Government Name __ N SR Challan No.

Name of Bank

To be filled by the Remitter By whom tendered

Name (or desngnatnon) and address of the pefson on whose behatf money is paid

AmountinR. ) (Inwovd)Rupees L

To be filled by the Local Govemnuent Officer or 1he bank
Detailed Recespt

Head o_f Account {Note 1} Date |

Signature and full designation of the officer ordering the money to be paid in

' [Received payment (in word) Rupees ~_ Stamp of Bank

Date __ . Signature of Bank Officials

Note: Head of Account shall be filed by the collecting officer. In case wher direct credits
at the Bank are pemnissible, the column “Head of Accwnr’ shall be filled in by Bank or
the Local Govanmnt Account Officer on reoefpt of the Chalian with the scroﬂ




Form AR-18
Rule 18 (2} {b) -

RECEWTFORM =

Receipt No:

Received From ' dated

Amount in Rs. . . _ InWords Rupees |

. On account of

(Office Stamp Showing Name and Desigpation)

Note: The original will be given to the payer and the duplicate shall be retained for
checking by the audit. : _

e
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Name of [_ocal Govemment Servant

BPS

Function

Form AR-13 -

Rutie 37 {2)

PAY BILL OF LOCAL GOVERNMENT SERVANT {INDIVIDUAL)

Audit Number _

Voucherd#

__ Designation_

Major. function

Detailed Function

Minor

Tocken Mumber

Month of

DDO Name

Grant #

Detailed
object
classification

~ Object
code

Monthly

rate

Amount

Total
including |
this bilt -

Total - Balance

Basic Salary

appropriation

Regular
Allowances.

Other _
Allowances

{Excluding
TA)Y -
Gross Claim-

Establishment”
_charges

‘Less Fund

Deductions

Net Claim

Deduction

. Income Tax

Trade Tax

Deduction
Advances &

"Recoveries

USSR ~d

Net Amount

‘Payable Rs.

Net amount
payable in
(words)
Rupees

o

NOT PAYABLé BEFOREAFTER

Pay Rs.

Drawing & Disbursing Officer

(Rupees b

Certified that all emoluments included in this bill are conrect and according to Ruies and
Reguiations of the Government and local government '

For use in Accounts Office

Admitted Rs.
Objected Rs.

) Accoﬁnts Officer

Signatiire

Name & Designation of DDO

—
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