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EXTRAORDINARY No. : 54
DATED : 28™ SEPTEMBER, 2015.

Demand and Collection Registers and maintaining the same in the office of the District
Panchayat;

(vii)Register of Conditional Grants sanctioned during the year— A Register shall be
maintained in Form No. 9 for record of conditional grants given for special and specific
purpose under section 160 of the Act or under any special orders and expenditure
therefrom.

21 Monthly and Annual Accounts.— (a) Every District Panchayat shall, at the end of
each month as well as at the end of the year, prepare an Account in Form No.10
showing the receipts and payments classified under the several Heads of Account
contained in the Budget Estimates.

(b)The totals of the details under each head of receipt and payment as given in account
shall agree with the figure under the same heads in the General Ledger.

(c)The details of the balance in the office and in the Bank shall be separately shown in
the account and a certificate that the closing balance as shown in the accounts has
been compared with that shown in the cash book and the Bank Pass Book, Certificate,
and found to be correct shall be appended to the account. A memo explaining the
differences, if any, shall also be attached to the certificate. Certificate showing the
‘Monthly Closing Balance' in the Account shall be obtained and kept on record.

(d)The accounts shall be checked by the auditors with reference to the Account Books.

22 Pass Book.— (@) The Pass Book of the Bank shall be under the lock and key of the
Chief Executive Officer.

(b) He shall examine the Pass Book/Certificates from time to time and shall immediately
call the attention of the Bank to any discrepancy that may appear.

CHAPTER - il
Audit
23 (i) The accounts of a District Panchayat shall be audited once a year by the Auditor.

(i) Detailed checks to be exercised during audit shall be specified by the Director of
Account.

(i) Test audit may be made by the Audit Officer of the C&AG as and when considered
necessary by him.
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(iv)The auditing officer in his report shall certify as to whether the accounts of a District

Panchayat are maintained in the manner specified and grants made are spent as
authorised.

CHAPTER - IV

Budget Estimates

23. (i) The Budget estimate of 2 District Panchayat shall be prepared by the Chief
Executive Officer in Form No. 11 appended to these rules not later than 15th December
and submit it to the Secretary Panchayat through the District Planning Committee not
later than 15" January.

(i) The Secretary Panchayat shall within 15 days from the date of receipt of the budget
estimate of a District Panchayat, either approve the budget or return it to the District
Planning Committee for such modification as it may direct.

(i) The modified budget estimate shall be resubmitted within 20 days to the Secretary
Panchayat.

(iv) The Secretary Panchayat shall consider and recommend with certain modifications,
if required, within 15 days of the receipt of the modified budget estimate for the approval
of Administrator through the Finance Department.

(v) Suitable minor and detailed heads may be added to the Budget heads as specified
in Form No. 11 as may be necessary with the approval of the Director Panchayat in
consultation with the Director of Accounts.

(vi) All budget estimates should be passed before the Financial year to commence on
the first day of April next following.

By order and in the name of Hon'ble
Administrator, Daman & Diu.
tg:vﬂ;i

(H. K. Premi)
Deputy Secretary (PRI)
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CHAPTER - V
Miscellaneous

26. Preservation of Accounts Records. — All the account records shall be
preserved for such time as may be specified by the Director of Accounts from time to
time and no account record shall be destroyed without his written permission,

FORM No. |
[See rule 20 (i)]
General Ledger-Abstract Register
Receipt Name of Item
Expenditure
Date Short Amount C.B. Folio  Progressive Total

Particulars

1 2 3 4 5 6

_(_‘;f;_ﬁ\ccording@_lgclassiﬁcation of Minor item under Budget Heads.

FORM No. 2
[See rule 20 (ii)]
Control Ledger-Abstract Register

Receipt Group of Item
Expenditure

o M-unlh ~ Short Particulars “Amount Progres_sive' ] Total o
| 2 3 4 5
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FORM No. 3
[See rule 20 (iii)]
Cash-Book
For the Year........ ... . 7, 20
Recei 3
ceipt Expenditure
Date  Particulars Amount — Total Classi-  Ledger Date  Particulars  Amoun Total Classi-  Ledger
{I'ul_l fication (Full fication Folio
details details of
with claims
reference Scheme)
(to) etc.]
to any
receipt
0 2 3 4 ) ) i) [ ) ) (1D
FORM No.4
[See rule 13 and rule 20 (, iv)]
Receipt
Receipt Book No. Receipt No.
The....ooooo i Received with thanks from.... ...
Rupees......................... ( Jonaccountof ...
Date....................
Book Reference to cash entry.,
Page No. Signature and Designation of
Issuing Officer

Instructions covering the use of Form No. 4:-

(a) Each Receipt Book shall have a Serial number, and each receipt which shall
be in duplicate for use with carbon paper, shall have a serial number within the book.
Both, Book number and receipt number shall be machine numbered on each receipt,

whether original or duplicate.

(b) The Seal of the Panchayat shall be affixed to each Receipt before it is issued,

The carbon copy shall be retained and the original issued.
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FORM No.5
[See rule 20 (iv)]
Register of Receipt Book
Sr, No.of  Date Sr.No.of  Sr.No.of  Signature Date of Balance quantity of
entry each receipt in  * of person  retum of receipt book in stock
receipt the book to whom receipt d
book issued with book and New Used
received date of other
into stock issue remarks
(pive one
ling for
gach book
(1 (2) (3 (4 (3) b T 8
- = . e ———
FORM No.6
[See rule 20 (v)]
Register of Properties and Assets
Sr. [Date of Particulars  Price Whether How disposed of Remarks  Certificaie
N Acquisition al property paid placed or  Date Amount  Signature (give all of
of situated realized, of relevant verification
entry ifsold  Allesting office
s S r_f_ﬂﬂ__*__‘l@“—-—rw__ﬁ_
i ) (3) (4) (5) (o) 7) 8) g 10
e __________._—-—__#____.__-—-—_________-—-—-—-—
FORM No.7
(See rule 20 (vi)]
Assessment Register
e B Qe e
St No Nameofthe  House No of _ Nameof Tax Name of Tax Additional Total ~ Remarks
Tax Payer the Tax Amount Amount column
Payer Assessed Assessed according o
the No. of
[ — i raxes
() (2) (3 (4) (5 (6) (7 (8) 9 10)

B e e e ——
1 T {4 v -
| ’ e
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FORM No.8
[See rule 20 (vi)]

Demand and Collection Register
it RO Ward No

Details of tax

Yearwise Demand and the
Amount collection
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FORM No.9
[See rule 20 (vii) ]
Register of conditional grants sanctioned during the year

Sr. No.and By whom  Purpose  Period Amount  No. and Amount sent by Panchayat Remarks
No  dawof  sanctioned lor within of the date of  No. and Amount Balance
the which which gram PAO date of drawn after each
sanchion given o be voucher  voucher transaction
spent on
which
the
amount
5
drawn

() ) ) ) 3) (6) 7) (8) [©) {10) (i

FORM No. 10
[See rule 21 (a))
Annual
Account of Income and Expenditure of ......... . .. District Panchayat for the year
Monthly
Particulars of Income Amount Particulars of Expenditure Amount
Income Expenditure '
Closing of the last month Closing of the current month

Year Year
Budget Heads.............. Budget Heads.....................
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Opening Balance.

Grants from

Government

(1) Special

(2) General.

Other Grants

(1) Local
Authorities

(2) Private.

Proceeds ol taxes.

Fees etc. under

Qection 153 of the

Act.

Proceeds of other

loans., cle.

Sale Proceeds.

Extraordinary

receipts

—

Sanctioned estimate of the

Budget Estimates for ........c.ooo District Panchayat fo
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Government Printing Press, Daman.- 09/2015 - 250.
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FORM No.l1
[See rule 25 (ii))
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1. Administration
7 Sanitation and
Public Health and
Family Welfare.
3. Public works.
4. Planning and
Development.
Social Welfare.
Education and
Culture,
7. Rural Housing.
Drinking Water.
9, Poverly Alleviation
Programime,
10, Libraries.
11. Rural Sanitation.
12. Construction and
maintenance of
slaughter houses and
cattle pounds.
13, Miscellancous.
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[ Price Rs. 12.00 ]
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