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3T Ba U dT e ForRulfeiesl o axase # fifds
UOSAT derm 3y Fdfda orIsdl & TgAR deie UTdhelel I
Pl |
3. soRUNAhT fermd 3(1) H fafga Jdferda uusr wd «@b
Fem3a hofl/pIRen 3R o off amaswes & forzrer 3(4) &
fafga I ugeare &1 Ulclel ®wRd gU 3A IgTde Bl |
37eTT—-3
o= gxaes  (Books of Accounts)
(10) =r=m gxaas (Books of Accounts)
1. 8%F <PRUNADBI Udd T (Bs) @ o us=e ad H  3rcter-37cior
ST IET AeRa weft |
2. fa-ufafe A= uoneht & 3rcgota foreer utafdias o goas &eft -
(@) bs BN
) Jp &
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(o1) Setar @&t (QroteraaTr &)
@) JIATHST iR 3T 3T FTAT
(11) o3 gxaas wd RpE &1 3 /A
1. o= gad, o 3R afEaf sigeh ur B sur A et Seft
BHIRAhd BT T Far off Bl I 3ideh emur H WM ST kAT B
2. aigee-|l & aftfa o= geas, @& yus (wre) ddfaa fEfer qen userer
garRelll  39EIened JgI pRIaAd/EERI hRIiad & 3fedeid
TraTToT/8151 /ATh T /aTs /~ATEvT Pewr ST |
3. sigme WBresge) || & PE guxr (Gref), & sonfe or e wd
amarA faster, ueem g1 uRafda & & Jwa &, AT weaE, afe
Thpa & ar 3 Reafy d Jafy Jermef o formr=al ur ey &l
4. B YIAad, FE, usr dorm 37T S SXdAel P UG Ul UT B
IFaT 3ifdead @1 Sl dam U Usel U SAoRUNiAhl bl AeT  3ifdsd
IS | <orRUTAhT faa Td oi=ar fer=isis I orRurtaiesT fa=r uerfereprst =i
HIT FAIRUNADT USHIBR qarT 3fdga wrg if¥est gt Sia-usdret
BT TE B 3ifdHA Yo UT Uesdl B IIATARAG HT A 3ifba B
Pt "B BT = 37dg FHReI(ES We) A1 3F@g JET ur AR T8t
BT ST |
(1 2) Awbs @@ (Cash Book)
. SorRulfaesr & fad Jwps @ & AT uiRa vd sorara @t Aiferes ufase
& o Ha @ 21 TIH THUTA ERT SORUNAbGT & Adhs UIitd dar
wuﬁTaﬁmaﬂaﬁwaﬁowouomm@sﬁ) IJE=-1 H
ITHT ST |
2. SORUNADGT gIRT UTtd AT <ole AT dar b A ferprall 2fdr &I Jhs
FATEarT @ Sfde’”’ uer A oIl=m e |
3. Awsutad  (BRPRR) JAft I awme  forwrit/agerarer f&avor fowsovos=
ugs (BrH) JAT=™T-2 B HU A fASior s g@ B IR U A=ETdIe
AOTATel HI3TAT TeAThe Adbs JTd H (Bfse) usr # 3ifea w<or |
4. ABsHIMd BT "fdiea  “Teg’ (@iel) e o=enm Raw & 3read &
@{eT JAer derm 3fedd AW Tl (Felifsion) AferT formrelt Sl Ty
g 3N rAfaalRa afer 3R 8, a Ja<e & S |
5. HSIT SoRUNhl IMfEhrRl Ackhs & Pl ARI uldftexdi derm sifde oW
AT BT SIia pol  deIl Iad ofid & ATRT D JHU H  3MTeT  s3dTeiT
POl | BRER Qbsar) B sril HA ot adwdd AfPT BT Adbs F@r A
3ifad I I THATT BT JATUS JAE A BH A BHA UPh T AT
BT ST af&@ dem JAATUel UHATIT Adbsdasl A 3ifha Iger a1iav |
6. Abs JTAT (BT FH A JIR B @bt f[AfE)-  sifea et ot
e a7 3¥URT geloitwa Qo RHUor dafsid 81 8T @r 3rERen H eI
Rifecsd w2 Qa1 TdrT den e F=Er A & ufaftewi, otea 3ies ger
HBoIA A I =M B AT JE 3k foTHwR oot & U q@rr
gxaTeiT dern fafdr 3ifdea 2 It afdu | o9 Adbs FTE AT 3T gxdIdSl
Soiggiferss FATeIA F GUR By &1 @ & a1 e JguR &g oed
gfaftedt & oo fduda ufafte et @ a1e AEr ufafext o 3ifba @2
T TIfgu | SA g SHAT @B & R iied vd o= s/ &for
=T uefgsrt @F IAgia oieft @rftl R fia vd oRar Rrdwas/eer
ST USTShl @RI JAbsdel [osel &F s3fasem A HBT orunaids!
3fBrr & Adpsadl A e JuR &g FIGid 3T |
(13) b @&t -
1. b I& FAo J@ g SrAd orulfciesr & T dem gorsl  J|Tdl & olelasl
aﬁasﬁuﬁmsﬁﬁﬁaﬁwﬁﬁlwmmaﬁowovom
ugs (BrE)IIAT-3 oTad g Job IIal B S uest S gian o
R o S Th THBE FIAT.oooiiiieeieeen B HU
H afda feam oram B, AU Y SRior | b 9@l A UAPb Feb AT Soist
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(@ueNR) JIMal A ofAT Td forerRil A dAdfta, @@ dwe IGr dJ A
deleel bt 918 &, A ufafRexaiadst smreft |

2. fooar uifta a1t @& b & F e (@A) uer & 3ifpa feam S=om

BeT AafEdd awe AT oA Tb H ST WA 2g A orT

ds A AT B o Thi B FJeT AT

BT AHartea Afer oA NS Tt H orar feam ot

3y uitd oy J a1 o) (PIuRR) Jdal A Serulfaisr &g

U fep=T oram B

3. dep AT AT BINENMRT FATET A Ib GRI AR THRIT JoIT ardre Jb Ib
%%%E(sm)uaﬁsmﬁﬁaﬁ?ﬁl

4. J» I& o ufafke ‘g’ e oHen Radia |ger et dem aeiifsior
aﬁ(ﬁaﬁaﬁr)%ﬁwma%maﬁtﬁwzﬁwmaﬁ
Tt afdr=it w1 JAbs FTAT A got FATAAT Bt AiiE |

5. Jdb AT HBINEMT B JATdl H dRdide 3iddu &bT fHearer JAda-—JAT U
deT BH A BHA HET H UPb T db d&l &I AP B AT FHelt
Euryed

(14)G|Efaa€r—
muﬁm%ﬁmw(%ﬂgm)mﬁtﬁaﬁaﬁsmamaﬁ
2 32 oed J& gRT 3ifka #ET @ usme W I[P IgIAR SR
@) = Bfse (1) T e |

2. SOTHAOTO3NMRO YA (W) JAJAT-4 B IFAR ITHUA GRT SR &t
FemRa @t SIref |

(15) IATHTT JATAT @R o)
.WW(@WW)@WW%WS@WMM
TSTT-3Te0T “‘Bfde” derr “‘Bfde” uscy &I e A IJAd U 3A AT B
a9y B SRR Bg TIM ST o1 Jbs T TI T BT
ardfdes »U H Ahs b FATd dAT Jb HATAl b HAS &1 37d: oo A=raiy
B IA JATA A AfdATera <8t fopar srar 2

2. SIFMUTA STOTHOTOINR UUN(WBIH) JIAT-5 H JATAT JeM3d ol 3R
UPb HASl B AT B ToAu 3Ndfeior ot AT olelesdd Ufdike & AT
3TTT-3Tc1oT Ueel (WhIfeT=AT) 39T |

3. UAP féal B 3id H AR AUk oiaded o1 T «dl, Jbs & g
Sieict @&T # ol Bt ol 3J Iwdaw Tmal ufafe @ fg ufafe goned
@ got fpar smar 21

(16) 3 TmaT (F9 oR)

1. 30 FATAT ASTIR JMAl BT AAE & SADI BaT AT AT ATHATST F&F H
Rera fo=i=oT =T (Fegldd UhI3Ue) & dRIEA &idl &1 ATHT JTdl &b
foT=i=IoT =T (Peglcd TWhI3US) b HU A his o Iumar =1 ST Abdr &
arfes got fazor  urad & IJB A SHaR, IYfddhal ST | 3T FTAT
Y ATHTST JATaT B dIg TJT ST |

2. SORUNABI URAD UbI(haelel) @& oIl 3TcioT-3Tciol A= Jrar  off
HOTHOTO3MRO YU (BIH) JFB=_T-6 3T HOTHOTOIROUUN (W)
TFTT—-7 H ferep MR Uz IJelT |

(17) sr3E= (31f3rsma)

1. USSP oeldsl bl oiuT digdl H sfde germ Ppifse ueyr H 3ifcba wvat &
o amzae & uanfora aifdraa 2

2. Uiita A Jdiga AR deled a8 ddb AT ol AT b HU A & RAle
Ir3aT ATOTHOTOIMRO TS (BrH) JAJ=T-8 & HU H R A=Y |

3. ITATel A AW AR Teidel A& AP AT obg AWT & HU A &l
oIdTel dI3az  WTOTHOTOIMRO Uud (BIH) JAZAT-9 & HT H IJ
SITIT |
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4. Jp FMAT AT Ahbs B o Bl dled oleled AT Abol AT Giled b o Jafr
Teidsl dhlegl dI3dz STOTHOTVOINRO UuN (Href) IA==am—-10 & Had H
duR e S=em |

5. GIReTaT  HT3TR  STOUHAOTO3MRO Uud (W) JIAzsm-11 & igarR A
Sidleel &g d9R fd oiRiel fSradt s = T wenfaa =&t &ar B

6. AT 3aT (31fdrerd) =AU ERT AT Ield 3 A da I wireior
JT TIABI AR YRPH didell b folee @Ror Ifie) & wu & 3u=er
TFaT ST deIT Iidlia @bl 3TTENT HATST SiTolT |

(18) a3aR  IB=Aiber (@I3a= =IFafEan)

1. UPB PJcT B oI3ae  (31T31%r@) H IIcior-3cToT  J3ATdbal Tl U B
ferfer & fIE 3Tctor-31ctor his Iue HU A T oot |y i ado
B URFT A oT=i I AT UR T SIROT | ST JAWIT HATITAT TET B
AT Foff B IrggHT BoN S UG HI3TR,  oTdlel  HISTAR, hegl HIAR
derm SRelol d13a

2. AT3TAR (3fH8@) SRFeTm BT ABTThel JEI T A IFA B O UAH
forfr @& oY FfHe Jdmer JE v ad & S fowdAoOTo3NR wusT
(ErH) FB=T-12 FH T =i

(19)@@1%3%2;%

Lo 98 B et ufafe @t gfe g & sifergpa st sorurferest

fred ©wd o feredsiap/eoruriciesr fora ueifeeerst 21 @ & g@dt ufasSt

& ufafte 3iftha w2 e Jgam &= IJwa i

2. UUS WrH AT q@ FH Pdis ff @@ JFurR I1 uRada @ =@ A (UTH
At Izm Aferer vfafe oz 3 Jgumear 2 I o=@ef) o5 s&eft gen
BIITTT eIl gIRT AcTAT UHATOIT w2 fafdr & Arer sxdreiz par Siwer |

3. s e arer eifgest o Jdfta < Jeft fusr ger asaRr & e
JUR T uRadel &I AU B30 den f[ausr ur &3d18iR ®er dret
ferep=r 8ff ITH b A AU Hor | B b A e @
TATHA T8l BT & dem his off cxade 5 uz e &1 u=ma e
I=T B T Srdl foham wer |

4. uiitd Rflg & Bt 3is F dacma a1 o JurR & e S&em qer
oig off el Rl R = Jag e 3 orfl & 39 wfig & ufad =&
Ige BT IF AT dliEd |

s.mugeﬁao—cra?mﬁaﬁgmégaaﬁ SIRelel  dI3aR bl AcATUE,

Wigeled UdbSfecar RIed (EHoToTH0) &b Hpia A ugcel, SForRuiferast
%ﬁmmmmmﬁ%ﬁm%ﬁsﬁ‘mmﬁﬂnmaﬁm
HT-—aiFihor 3ffares wd ufaferen
3EATT—- 4
3T & SJHBYT ag AAT gfafern
(20) JFHfT 3MeMRA 3T BT AFTBOT

1. 3T & AR H#AS off ferdedifed ATl B G Bd & 3Iea  Jeffd
33 3T HATAT SO —

(@) R A S sfSld & ger & A1 Ut d dRe b 3ifEeR
TUa &7 or:T &r |

(&1 urd &t areft I Al forfdaa & afsr SRk ggar & e
fereret &v |

@) IR SrFwt age #A A bR o sferfdaaar =@t &

2. <ORUA®GI UIdh d¥ URidh BT €RdI & TGl Holdied &g oid o
O H A9y A To rgdET@aet & 3rgAR OTHOTVOINR "uH
(ErH) JB=T-13 FA Ausr IR B

3. 3o AW FHHAGT H Adfera Fement g@rr fus Favor osmuter @
HOTHOTOIIR "usl (Brd) JF==-14 H foreer amaisis 3tsRar W=
ST SISO |
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(@) JFfg w2, ool der arsdA &g ufa ad @ e & I s
Jdeg A deit orgdaett & TgAR |
1) et B2 derm feperm ufdad ofar 2 BT oiw ores ZRuTellr fereprait
gamrr feroffa feeam orem &
@T) AT 3T & HATHT A old I& AU &g oI & ST |

4. T JI3T B IMUR U AHAUTA SIRelel ATSTT UM el dell 3T
I IUMSIA Bd U UT JId A 3fde & »a H 3ifdea ot |

5. UIgeId 3T A Jdigd AR Aaeol od off Jafesa & = ur=r 3ma
A Rf9ger vwrsve) A Pfsc (Fa1) hu =i |

(21) SiPe & 3R YT 3= BT 01T
3T S IWad fergdA-20 & 3icdola fifga uraaret &1 ggr @l w=a &
IMUTAT I FHAAT BN 5T Farar as A1 JAaafasa =am urd o7 or=it &

AT 5
Uitd & SISpoT Bt ATATT ufafera

(22) Taft AT B A=W B 3rsolad AT SileT @

1.

&1 Bz Y 3fEmpa JAe=m wHATRI, IMEBERT B Ue
3rferp g1 fohdl ube &bt el @bl sorRuifeicsr &b hIuenT  HTdr AT
TETRpd db FAT A M ey I 3TB @R b Rawy B SusT g
AT B SHAT B Gl =AMfav |

. FBT orRulfcier 3Bt a1 oo feorar @t Refad #F R vd o=

oRizs dar R uRkug Td uUdRa @ Refg # g sifferst
BT grRT 3iftpa =fdd & db gRT HIuEnT Idar a7 Jb FAdar A
T B ferprRt <o g w2 Ahdl 2|

FoRUIABT I 3T A ura AT Fer zmar & gof [pa g wiumen/de
Fal # ST Thu wd SEt et o Awear B

oIt 22 b7 Bl U Icoiersl E€sel 3mgere g fSrur uim o 30
d® GHAET B ARAT 1 GH P STgeiAT ey o ordletw
(SRIHAT 31T bl TUHhI3USHA) gIRT bl Sioil 3T brIieazrel =it
oty AfHTT wBoft |

(23) SPe Tl ATT UHPI BT 3TcT9T IJAST

1. UA® ORUIA®R! HBrAaia A Abs dal oiHT UMHAT &l Udh g A
TOeed: Sfal do AHT B ADB GZ IICIoT-37ciol  IARIRAT & sfedsid
Sl ‘BRI denm ‘‘Uhr3avde’ e Gireiol, & 3feflar 3= Si=orm | U &t
TR FAoRUTTAhT =T AHDbe oIl sorRulicichl &b o Jarfaa afer
Ut =gl @b JAhd & |

2. SORUNADRT & [ Ioiza Jasur A JAdiera s off =afea sorurieresr
TEl F Tt v &t ufafke =&t wpor | Bt off 3razem # ws &
TR AORUTTABT =T JAHDB dT A9RUNAl bl 3T A HIAST Bl
uiftad =&l @bT HABor |

(24) ST PORUNTADI FRITAA/ATS BT AT AARA UEH AAT Besl GRT
gt Afer g RAlg Frefa w=er|

1.

STORUNIBT BRI AT Hig off wHAart 5 arga Jasor g siferga
fpar ot ar foer, fp=lt 3ruae & A1 uta & Rt b Hu A
dier it areit uiiRg =flg a5t T ufad st dtowaovo3mRo uusr (W)
FBAT-15 A deT 3T & AT 33T uuxd () & 33 fordr & sredoid
TelT &Y, ferofa oI |

. AFeUTd AT 3T B B U HIT FoRUNART UGBt gRT - g

STORUTTAIhT BAHATT UNUT Bl AT bl Glig b AT FIhlT dbdl  daT
gxareiRa Uit waflg 39 @i fa9w @1 feota @l | @ 3 urd
AT BT FAaegor &, of forger 27 b I oY U@grEl &b 3redolid
HemRa 2, A ufdse o1 | oo faa vd o= fo=isies Im Sore ai=Ar
BB AT Iadd @RI oA BRI & o 3ifdrgpa sridwst & oft amop &t
ERT SADBT AT hAT SIT=IoTT |
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3. gd JdAzam 3ifea wflg Uz wda gRT a1 Acidera e ufeit arent uiiRa

Tl fogsr dur & feota w=er &omi arg/ AP JAASUT dBew GRT
AT HI wr WM F Te R ufa FIew & o fHeme wd
3R HrRf &g AIR & SIrreft |

B Al @ Jgor ufad gemr ddfga fGemer @ @y uia
SiETRT &g & weelt s gfa 39 Rfie gRaer & smaRera @sh
ST Awmsurar s AAEUT FE BN FHT JAHAT UT IEAd HIA DB
= 3Iu=iier oI |
AT g ufd oqF & Ser @t sravenr A Hrg ot Swmar am @y ufa
fFaft off Rafd & a&d & o=Heht TF aKds & aeTdmdar &l &)
Rerfar A ©ap uaAOrT Um f*am o Tpar B b foraiRa fafyr & ferefRa
=R A ferfsaa afsr ura &t o2 | uATOT U uR BRI B EdeiR B
Aty uitg Wig Jz=r, O &1 oo genm aifgu denr s Rfiea wd
S foredsies IT SeR SRaT 3TEer (ST ool &) g1 ufa sxdareiRa
BT afau |

(25)guazézmmw—

SUSIAC BRI AR HISUT P HATHA H HIT SAORUNADBI USIEBRT ol
pra wa 3mard fasmer & Jors J ordA gaa & S siftrea

(26) ORUfSTedr P FHB=AT P UIea
SOTRUTTAehT

1.

2.
3.

B IBRIT HITATS AT AIRUINARI JdTEd oiel a1 &g J=ATel=T
B w1 IFfpa Ak a1 fEATUs ke Tipd & ST FAbAT B IJTHA
ddb/ BATUS e o uitda uz oTHOTO3NMRO wus (WBre) JI==a1-15
forofa fopem oo 5T uR ajgeht & ur Ju sifka fear wierm
AIET ATl B Ub b bl AAT YSeh B ATA HFIhrd giol |
SORUT IRl Idb, [SAUS Fhe (AP Jhe) Tl 37 Add Uusll &
uiitd &1 [Taror fouHOTO3MRO U (W) JAB=AT—-16 H IJ0fT |

(27) a1 Jdousst (R Baael) gRT JAST

1.

Uh &Il AdTed AT AoRUNABI & BHAR [Sleg AoRUIlcAbT & 37T
TASUT BT B ATUT o=IT 8, Bl ATOTHOTOINRO Uas () IA==am-17
B HI FH Faeor J@ g R gRIer & orEeft | Jugur 9@t Jouads
F Torell JIem H TN SR Sad AT Jggor & g foefa @& or=h
e Rfig @t I ufaReat Jataa a5t sreft |

TS HIY P AU Wie gRADI denm FASoT IT&T 3icier-3icier I[N
SITIef |

. US&B Fdledks 30a ATX AdeuT (Abe AT 3T /&A1 IJb sarfe) Afsr

2fets T A 4.30 WIE (MOTHO) B Usal BT B UTA SIHAT dBIot
| SAT Wl A Usd AR HASUT I derr Rflg gRawer &1 A
Iorza ferdtetd RIoia 3Rt o serRuifder grT 3ifgga sifgerst grr
& BIAAT ST 3MMAh &1 AT B e I AT AT (sfore i,
db SATE) PIORT B UTA SIHAT HIbB JAASUT TE H SIHAT Bl Uradt obr
SITefY |

. HamEdl ERT 3ust ATgevl Bf M a7 BB & urr 4.30 3MURTEST

(dtoTa0) ds &l AT Bl UT 3GeNAlidd HlRdls [oiAd  3isdord
5000.00 (Ui BoN¥) HUA ddb s Bl UTAeNe &, bl Sioil |

(28) Tt H em Fasor

1.

gaTdTaichdl feferiRa uuas o arerer & el ufaat & ufafte o2 g I
A AfST BT oot BT Ada E AWT I JAugur gie & e Jb @ uiy
TFBT ITcAlel Bl Th Ufd aTar bl IATg TaHU cller dav |

R R & oo [aweft & I oe &t orRit aee @t e ufa Jw
TEST AT ToIhIT I HAST QoI |
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(29) Taeur ufafte THIOT S=FNM BT T WA (Asicaed 3MTH AHARUSH 3iTH

TR

1. AbsUTA  (BIERR) Torufcierr &g | Urd ATIT ST FAoRUNADBT HHATRAT
o fus Jamse a1 3w ATl a1 ool ot 9w grer
SORUNIRl &g I 918 &I, PI AAdSUT FATRGI aazoit FHowdHA0T03M=0
gy (BE) JA==m-18 H ufafke w30t | 3R HE wfer AT JzmSr
ol AT Jb H ofAT B R B @Y 3F iy ageht ad A Bhrr
gfafle a8t ot , O I Infsr Hr ufafte Fw3IoFT  &F Iap Rl A
P B

2. TAEUT IHIRBT Ud ad d BRiblad & 3fed H deg B2 e =l
derr 3tfeddr Afr & AT B oraal H form SI=er |

3. U&®G oI &g STcfor-3telor & “HAARUSH 3T doigerer’”’ JAamRa e
SITIOTT |

4. ®rF Feuead ag 3ifgpd Ugeas um IAEGERT Fagur FTIREGT A ufdse
P/eT AT B 2fers Siig Pl dAT AU AHAIAEUT ITHNRBT FTET Jar
Jebs WET BT HI |

5. ST SORUNAIGI  SATURRT AT Iedd  qarRI  JRd  His  ForRUNeIdbT
3B AAE H BH A HHA TP Taol JAASUT IARGI F& B ol BT
JAgee &Y ool F AR Ut AT IABR Joirer a1 Jbt A Rrenm ferea
P SHAT BT &F orRil B demr Absuiad (BfRR) wis off afsr srua urd
e 5=l uadta eAe PrRell & @ T gu & del Sida B AT B
HT HA A 3ifha w0 | T HAE FH FH A BHA TP AT AASUT THNIDBT
TE TAT Aks JAT, IADB AR Yb YUl &I ofid b2 T& 37eazd &l
B O w3t F AR ura IR B axga: o= a@ A T oram B

(30) s Tjeh Ra=or

1. Absutar (BFER) RAfdes st ot uiRa St &1 goffwor s Igiaa
=T FAST H STAb ATOTHOTOINRO YU (BrH) JAB=aT-19 H el
T faazoft R P9t | IJPH Ale ARILT THUTA BT Udd bol |
2. TFMUTA HIWENT AT db A Aeft SaAT I orft Afsr srafg as dAafsa
AT o BRRER H FAeImH JA FE ot & , » fo¥uw gaws 2Mers
el fIrazolt Mowamoro3m=o wust (Bred) JAZAT-19 H TIR HwT | A
PIYPNM, db faazoll =Im 3 Usasd &b 3R U2 AR fhaAT SI=em |

(31) JASUT BT ASATHIT
Teree Jarfga Afer &1 o=em IR faRor (a8 Rede) P IgAR den
Uiitd HT3IT b HATETH A foraaitcbd Gof A dAR hAT SII=—em :—
(@) =Tbe Tasur &t Rafa &, Jwes Jmar A a7 Bfae) gen feids o=
FATAT A otAT (Bfse) & Hu #F oz S=em |
&) T ura & RBafa #F s Gfr gen S wmal & s @GRe) @
HT H denr fefdse c=ar Jdarl & S (Bfse) & »u A 3ifea =
SITIOTT |
@r) N TFbT Tr IToT BN H STHAT B ol bt Rerfa #H, Te v
T PINEMT B FATd A oarFH (BRe) deonr Efdse i & =Ear d o
(Bfse) & »u A 3sifcea T ST |

1. 301X 3MOMAl auf B A B IhadA oRUNIRl gRI Adlad &l oirdr &
al 8T IBA B SR (ATTeiEl) HATET SIENn doIr s 3rdA JAarsor
o= A 3ifea foeam oo 3Iude AET B IH AW I H  FRATEAIaRd
AT UTed A FATASIT eft ot ad A1fdr serurfeiesr b1 221 it 21

(32) =fsr &5t azifarew

1. &6 g & 3red # coRulieideT & ol gt Afdr dAeigg fasi=r # i
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The 13th January 2014

No. 6(N) Vividh-13-2013/89/U.D.&H.D.—In exercise of powers conferred by
section 86,88 to 90 , and section 419 Sub section(I) of Bihar Municipal Act 2007 of the
Governor of Bihar has been pleased to give assent to notify Bihar Municipal Accounting
Rules 2014 the draft of which is previously published,for preparing Receipt and Payment
Account,Income and Expenditure Account & Balance Sheet of Assets and liabilities and
maintaining Accounts on accrual based Double Entry System in the municipalities of Bihar.

By order of the Governor of Bihar,
DR. S.SIDDHARTH,
Secretary to Government.

BIHAR MUNICIPAL ACCOUNTING RULES 2014

URBAN DEVELOPMENT AND HOUSING DEPARTMENT,-In exercise of
the power conferred by section 86,88,to ,90 and section 419 sub section (1) of Bihar
Municipal Act ,2007(Bihar Act 11,2007) ,(as amended from time to time ) the
Governor of Bihar is pleased to make the following rules.

BIHAR MUNICIPAL ACCOUNTING RULES, 2014
PART A - GENERAL
CHAPTER 1
PRELIMINARY

1. Title, commencement and application.-

(1) These rules may be called the Bihar Municipal Accounting Rules, 2014.

(2) These rules shall come into force with effect from 01 April, 2014,

(3) These rules shall apply to the all Municipalities listed in Schedule I to these Rules,
and whenever the State Government extends the application of these rules to any of
the Municipality by notification under section 419 of the Bihar Municipal Act, 2007.

(4) These Rules do not cover administration including assessment, collection and
recovery of Municipal Revenue under Chapter IV of the Bihar Municipal Act, 2007.

Definitions: - In these rules, unless the context otherwise requires.-

1) “Act” means the Bihar Municipal Act, 2007

2) ‘“‘Accountant” means the any senior employee of the Municipality entrusted with
the responsibility of accounting the incomes, expenditures and assets and liabilities
of the Municipality, irrespective of the cadre to which the employee belongs;

3) "Administrator' means any officer appointed by the State Government to exercise
the powers and perform the duties conferred or imposed on the Municipalities, the
Empowered Standing Committee and the Chief Executive Officer, by or under the
Act and this Rules;

4) “Asset” means the assets of the council (both immovable and movable) held by the
Municipality and those that are acquired in future, gifted by others or transferred by
the Government and includes cash and bank balances, advances, investment and all
receivables or outstanding dues to the council;

5) "Assessment List'"' means any municipal assessment register referred to under this
Act, and includes any register subsidiary thereto;

6) “Auditor” means an Auditor appointed under section 90 and 91 of the Act, and
includes any officer authorized by him to perform all or any of the functions of an
auditor under this Act.

7) "Balance Sheet'' means the balance sheet prepared under section 89 of the Act;
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8) “BMAM” means the Bihar Municipal Accounting Manual prepared under section
87 of the Act

9) "Budget Estimate'' means the budget estimate prepared under section 82 of the Act;

10) "Budget Grant' means the total sum entered on the expenditure side of a budget
estimate under a major head and adopted by the Municipality, and includes any sum
by which such budget grant is increased or reduced by transfer from or to other
heads in accordance with the provisions of this Act and the rules and the regulations
made there under;

11) “Capital Expenditure’” means the payments made towards fixed assets creation and
additions thereto including expenditure incurred for increasing the value or life of
the existing asset;

12) “Chief Councillor’” means - (i) in relation to a Municipal Corporation, the Mayor,
(i1) in relation to a Municipal Council, the Municipal Chairperson, and (iii) in
relation to a Nagar Panchayat, the Municipal President;

13) “Chief Municipal Officer’” means - (i) in relation to a Municipal Corporation, the
Municipal Commissioner, and (ii) in relation to the Municipal Council or the Nagar
Panchayat, the Municipal Executive Officer ,

14) “Deputy Chief Councillor” means - (i) in relation to a Municipal Corporation, the
Deputy Mayor, (i) in relation to a Municipal Council, the Municipal Vice-
Chairperson, and (iii) in relation to a Nagar Panchayat, the Municipal Vice-President;

15) “Director of Local Bodies” means an officer appointed as such by the State
Government, and include an Additional Director, a Joint Director, a Deputy
Director, or any other officer of the State Government authorized by it to perform
the function of the Director of Local Bodies under the Act or under this Rules; .

16) "Empowered Standing Committee' means the Empowered Standing Committee
referred to in section 21 of the Act;

17) “Establishment Schedule” means the Establishment schedule prepared under
section 37 of the Act;

18) “Expense’ means expenses other than capital expenditure, or, decrease in economic
benefit during the accounting period in the form of outflows or depletions of assets
or incurrence of liabilities and also includes payments and that are payable;

19) "Financial statement'' means the annual accounting reports prepared under the
fund based double entry accrual accounting system, in accordance with the rules and
consist of statements as per section 88 and 89 of the Act;

20) “Forms” means the forms appended to these rules with prefix BMAR.

21) “Income”means the money or money equivalent earned or accrued during an
accounting period, increasing the total of previously existing net assets, and arising
from exercise of any right, the provision of any type of services or rentals. Income
includes not only the amount received or receipts but also the amount receivable
under accrual accounting system.

22) “Income and Expenditure Statement”is a financial statement showing all items of
income and expenditure extracted from ledger balances, showing the excess of
income over expenses (or vice-versa) for an accounting period.

23) “Liabilities” shall mean the items for which the municipality is responsible to
pay/repay and include loans, deposits and cesses collected on behalf of the
Government and kept in the accounts pending payment and all dues payable by the
municipality;
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24) "Municipal Accounts Committee'' means a Municipal Accounts Committee
constituted under section 98 of the Act;

25) "Municipal Accounting Manual"' means the Municipal Accounting Manual
prepared and maintained under section 87 of the Act;

26) ""Municipal Fund'' means the Municipal Fund referred to in section 73 of the Act;

27) "Municipal Magistrate '' means the Municipal Magistrate appointed under section
398 of the Act;

28) "Municipality' means an institution of self-government constituted under section
12, read with article 243Q of the Constitution of India, and includes a Municipal
Corporation, a Nagar Parishad and a Nagar Panchayat, referred to in section 13 of
the Act;

29) Officer of Municipality’ — As specified per section 36 of the Act.

30) “Payments” shall mean amounts actually paid and accounted during the year.

31) “Receipts” shall mean amounts actually received and accounted during the year.

32) “Receipts and Payments Statement” is a financial statement indicating the opening
and closing cash balance with summarized cash inflow (actual receipts) and cash
outflow (actual payments) during an accounting period.

33) "LokPrahri'" means the LokPrahari (Ombudsman ) appointed under section 44 of
the Act ;

34) UD&HD means Urban Development and Housing Department

35) Year” means the financial year i.e., the year beginning with the first day of April
and ending with the following 31* March.

Forms

(1) The following is a list of the Forms/Registers/Books which shall be kept under these
Rules:-

BMARForm No 1 Cash Book

BMAR Form No2 Register for cash Drawn/Disbursed
BMAR Form No3 Bank Book

BMAR Form No 4 Journal Book

BMAR Form No 5 Ledger

BMAR Form No 6 Function wise Income Subsidiary Ledger
BMAR Form No 7 Function wise Expenses Subsidiary Ledger
BMAR Form No 8 Receipt Voucher

BMAR Form No 9 Payment Voucher

BMAR Form Nol0 Contra Voucher

BMAR Form No.11 Journal Voucher

BMAR Form Nol2 Voucher Number Register

BMAR Form No 13 Bill for Municipal Dues

BMAR Form No 14 Summary Statement of Bill Raised
BMAR Form No 15 Receipt

BMAR Form No 16 Register of Cheques Received
BMAR Form No 17 Collection Register

BMAR Form No 18 Memorandum of Collection
BMAR Form No 19 Summary of Daily Collection
BMAR Form No 20 Register of Bills for Payment
BMAR Form No 21 Payment Order

BMAR Form No22 Cheque Issue Register

BMAR Form No23 Demand Register
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BMAR Form No24

BMAR Form No 25
BMAR Form No 26
BMAR Form No27
BMAR Form No 28
BMAR Form No29
BMAR Form No30
BMAR Form No 31

BMAR Form No 32
BMAR Form No 33
BMAR Form No 34
BMAR Form No 35
BMAR Form No 36
BMAR Form No 37
BMAR Form No 38
BMAR Form No 39
BMAR Form No 40
BMAR Form No41

BMAR Form No 42

BMAR Form No43
BMAR Form No 44
BMAR Form No 45

BMAR Form No46

BMAR Form No47
BMAR Form No 48
BMAR Form No 49
BMAR Form No 50

BMAR Form No 51
BMAR Form No52
BMAR Form No 53

BMAR Form No 54
BMAR Form No55

BMAR Form No 56
BMAR Form No 57
BMAR Form No 58

BMAR Form No 59

Summary Statement of demand adjusted raised for the
period in respect of (Property & Other Tax)

Register of Civil Suits

Register of Decrees

Register of Miscellaneous Sales /Auction

Grant Register

Utilisation Certificates

Advice showing the Details of Delegated Loan Raised
Summary Statement of Status of Capital-W ork-in-
Progress/ Deposit Works/DelegatedLoan

Contractors Bill (Facing Sheet)

Nominal Muster Roll

Daily Labor Report

Register of Works

Royalty Register

Register of Land

Register of Immovable Properties (other than land)
Register of Movable Properties

Asset Replacement Register

Scale Register

Pay Bill Acquittance Roll of Permanent or Temporary
Establishment of the.....Municipality for the Month

Periodical Increment Certificate

Unpaid Salary Register for the year 20....20....
Detailed Statement of the Permanent/Temporary
Pensionable Non PensionableEstablishment of
the........ As it stood on 1st March (Annual Return of
Establishment)

Detailed Statement of New Employees,
leave,etc(Annual Return of Establishment)

Register of Stores

Material Receipt Note

Material Issue Note

Summary of material issued to other departments for
the month of.........

Statement of Closing Stock

Log Book for Vehicles

Summary of Driver’s Note Book pertaining to trips,
etc. performed by the Municipal Cars and Lorries for
the month of ..

Detailed Bill of Other Expenditure

Statement of Outstanding liabilities for Expenses.
Register of Advances

Register of Employee Loans and Advances

Register of Interest on Loans to Employees for the
year 20...20..

Register of Permanent Advance
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BMAR Form No 60 Stamps Register

BMAR Form No 61 Stationery Stock Register

BMAR Form No 62 Register of Investments

BMAR Form No63 Register of Deposits

BMAR Form No 64 Deposit Refund Advice

BMAR Form No 65 Summary Statement of Deposits Adjusted

BMAR Form No 66 Register for Securities

BMAR Form No 67 Register of Loans

BMAR Form No 68 Register of Sinking Funds

BMAR Form No 69 Register of Bonds/ Debentures

BMAR Form No 70 Earmarked Funds Register

BMAR Form No 71 Receipts And Payments Account for the Period
From...... to

BMAR Form No72 Trial Balance for the period from ......... to...

BMAR Form No 73 Income and Expenditure Statement for the Perlod
from...to....

BMAR Form No74 Balance Sheet of ........ ULB ason........

BMAR Form No 75 Budget Estimation Sheet Format for the Period

BMAR Form No 76 Budget Estimate Consolidation Format for the Period

BMAR Form No 77 Summary of Budget for the Period

BMAR Form No 78 Major Account Head wise Budget for the Period

BMAR Form No 79 Summary of Function wise Budget for the Period

BMAR Form No 80 Summary of Field wise Budget for the Period

BMAR Form No81 Quarterly Budget Variance Report for the Period

BMAR Form No 82
BMARForm No 83

Format of Output & Outcome in Budget Estimates
Application for additional allotments by transfer on
account of expenditure not provided for in the Budget
Estimate

BMAR Form Nog&4 Document Control Register/Stock Account of
Receipt/Cheque book

BMAR Form No85 Form of Security Bond

BMAR Form No 86 Statements of Receivables

BMAR Form No87 Statements of Payables

BMAR Form No 88 Ward wise Works Liability Summary Report

BMAR Form No8&9 Revenue Trend Analysis

(2) All accounts and registers shall be maintained in English or Hindi. All books of
accounts and registers shall substantially bound and paged before being brought into
use, and no accounts shall be prepared on loose sheets or in loosely bound volumes.

(3) An up-to-date list of all forms and registers, whether prescribed in these rule or
introduced to meet the peculiar conditions of the municipality; shall be kept up by
the municipality in office signed by the Chief Municipal Officer.

(4) The registers and forms prescribed in these rules provide for all classes of
transactions usually occurring in municipalities of ordinary size. But if it is found
that the account rules and forms herein prescribed do not conveniently meet the
special requirements of a municipality that may be added to or modified by the Chief
Municipal Officer, with the written sanction of the Director of Local Bodies, Bihar.
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CHAPTER 2
ACCOUNTING SYSTEM

4. Accounting System

(1) All Municipalities referred to in Schedule I shall maintain its books of account using
the double entry system of book-keeping following accrual accounting principles
guided by the Bihar Municipal Accounting Manual.

(2) All municipal transactions shall be identified with funds in accordance with rule 5,
and separate accounting records maintained for each such fund.

S. Funds to be maintained.

(1) The accounts of the Municipal Fund shall be segregated, depending upon the needs in
each municipality, into the following heads for record-keeping and reporting purposes,
namely:-

General Fund

Basic Services for Urban Poor (BSUP)

Water Supply, Drainage and Sewerage

Solid Waste Management

Road Development and Maintenance

Enterprise Fund (for Commercial Projects, which will include municipal markets,

market development projects, property development projects, and such other projects

of a commercial nature as may be specified by the Municipality from time to time);
and

e Other Fund as may be specified and approved in writing by Director of Local
Bodies

(2 ) The head of accounts shall be as per Chart of Accounts prescribed in the Bihar
Municipal Accounts Manual (BMAM) prepared u/s 87 of the Bihar Municipal Act.

(3) Each Fund accounts require separate maintenance of cash book, ledgers, and records.
Hence the following shall be observed:-

e All vouchers shall be prepared separately for each fund

e Separate bank accounts shall be maintained for each fund, and remittances shall be
made to the relevant fund’s bank account. In case any receipt or payment is recorded
in another fund’s bank account, it shall be treated as an ‘inter-fund transfer’ and
accounted accordingly.

¢ The funds mentioned in sub-rule (1) above shall together constitute the “Municipal
Fund” under section 73 of Bihar Municipality Act, 2007.

¢ Financial Statements shall give information on the performance, and financial

position of each Fund, and also of the Municipality as a whole.
6. Chart of Accounts
(1) Accounting entries shall be identified with a standard chart of accounts consisting of:

a. Fund Code which represents the particular activity /Fund for which separate books
of Accounts has to maintained.

b. Function Code which represents the services offered or specific functions performed
by the Municipalities.Field Code which represents the geographical distribution of
the Municipalities.

c. Account Code which represent the Accounting heads which will be further classified
as Major, Minor and Detailed Head Code.
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(2) Any changes (including additions & deletions) in given Chart of Account under Rule
6 shall need necessary approval in writing from Ministry of Urban Development,
GOI for Function Code, Urban Development & Housing Department, GOB for Fund
Code and Major& Minor Head of Accounting Code and Empowered Standing
Committee of the respective ULB for operative detail head as prescribed in the
BMAM prepared under Sec 87 of the Act.

(3) All Municipalities shall follow the Standard Chart of Accounts as per Manual
prepared under Sec 87 of the Act”.

7. Account Code

(1) The account code to which postings shall be made in the general ledger shall be
maintained using numeric codes and the major, minor and detailed head code as per
manual adopted under Sec 87 of the Act.

(2) A general ledger account code may be designated as a ‘Control account’ in which case a
separate sub-ledger shall be maintained for each such account. In such case, only a daily
summary entry shall be passed in the General ledger account code with details in the
sub-ledger. General ledger and sub ledger shall be in BMAR Form No §

8. Rounding Off

All amounts shall be rounded off to the nearest rupee; an amount of fifty paise or more shall

be rounded off to the next higher rupee, while an amount below fifty paise shall be rounded

off to the immediately lower rupee.

9. Responsibility of Municipalities

(1) All Municipalities shall follow the applicable account codes from chart of accounts, and
the accounting procedures, rules and forms and maintain or cause to maintain such
books of accounts as prescribed in these rules to adequately record all income,
expenditure, assets and liabilities in respect of each fund of the Municipality.

(2) Every Municipality shall also prepare the budget estimates using the account codes in
Rule 7 and other applicable rules and forms and forms specified in the BMAM; and

(3) The Municipalities shall also maintain or cause to maintain the applicable forms and
registers prescribed in Rule 3(1) to these rules and update them, as and when necessary,
following the procedures as per Rule 3(4).

CHAPTER 3
BOOKS OF ACCOUNTS

10. Books of Account

(1) Every Municipality shall maintain its books of account in respect of each fund,
separately for each financial year.

(2) The primary books of accounts under the double entry accounting system shall be:
a) Cash Book;
b) Bank Book;
¢) Journal Book; and
d) General Ledger and Sub- ledgers

11. Maintenance of books of accounts and records

(1) The books of accounts, forms and registers shall be maintained either in English or in
Hindi. However, computerized accounts can also be maintained in English or Hindi.

(2) The books of accounts, forms and registers as indicated in Schedule II shall indicate the
applicable Fund and distinctive Identification, for example, Main Office/ Department in
Main office/ Zone/ Circle/ Ward / Collection centre etc.
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(3) The registers and forms indicated in Schedule II may, however, be changed, by Urban
Development & Housing Department, Patna. Such change, if approved, shall be
applicable to all ULBs.

(4) The pages of books of accounts, registers, receipt, bill books and other accounting
records and registers shall be serially numbered and each page or folio, affixed with the
municipal seal. The Controller of Municipal Finance & Accounts / Municipal Finance
Officer or the designated official by Chief Municipal Officer shall certify the number of
pages of each book or register in writing after actual verification on the last page. No
accounts shall be prepared on loose sheets or in loosely bound volumes.

12. Cash Book

(1) The Cash Book is a book of original entry for all cash receipts and disbursements of the
municipality. It shall be maintained by the Accountant in BMAR FormNo. 1 and shall
record the transactions pertaining to cash receipts and disbursements of the municipality.

(2) All amounts received in cash by the municipalityincluding cash withdrawals from bank
account shall be entered on the debit side of the cashbook.

(3) The cashier shall maintain a Register of Cashdrawn/disbursed in BMAR Form No 2, for
all cash drawn anddisbursed. Based on this register, the Accountant shall prepare a
payment voucher, and enter it on the credit side of Cash Book.

(4) The cashbook shall be closed daily, the totals for the end of the day being struck and the
closing balance worked out with details to show unremitted and undisbursed cash, if
any.

(5) The Chief Municipal Officer shall examine the entries and the closing balance in the
cashbook and affix his signature in token of such examination. The cash balance on
hand with the cashier shall be verified with the cashbook balance at least once a week,
and a certificate to that effect recorded in the cashbook, by him.

(6) Manner of correction in the Cash Books- An erasure or overwriting of an entry once
made is strictly prohibited. If a mistake is discovered, it should be corrected by drawing
the pen through the incorrect entry and inserting the correct one in red ink between the
lines. The head of the concerned department should initial every such correction and
invariably date his initials. When the Cash Book or other records are maintained in the
electronic form, rectification of any mistake shall be made by reversing the incorrect
entry and then passing a rectification entry for the same. The Controller of Municipal
Finance and Accounts or Municipal Finance Officer shall approve the same, as
applicable. In case theController of Municipal Finance and Accounts or Municipal
Finance Office writes the cashbook, then the Chief Municipal Officer will approve
corrections in the cashbook.

13. Bank Book

(1) The bankbook is a book of original entry for recording transactions pertaining to bank
and treasury accounts of the municipality. It shall be maintained by the Accountant in
BMARForm No.3 with a series of folio reserved for each bank account and designated
as ‘Bank Book of ---—-————mmmmmmme - ---  Bank, Account No.’. The Bank
Book shall record all amounts deposited or withdrawn, in either cash or by cheque, from
each such treasury or bank account.

(2) The following items of receipts shall be accounted on thedebit side of the bank book:

i.  The total amount of cash collection remitted into the bank;
ii.  The total amount of cheques deposited into the bank;
iii.  The total amount of collections deposited directly in banks;
iv.  Amounts remitted or received in the treasury account; and
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v.  Any other receipt in the treasury or bank account, which pertains to the municipality;

(3) All withdrawals and payment through cheques from the bank or treasury account shall
be accounted on the credit side of the bankbook.

(4) The bankbook shall be closed daily, the totals for the end of the day being struck and the
closing balance worked out with details to show the balance in bank or treasury account,
as per the books of account.

(5) The actual balance in the bank or treasury shall be compared and reconciled with the
bankbook balance periodically and at least once at the end of every month.

14. Journal Book

(1) Entries, which do not involve the cashbook or bankbook,would be recorded through the
journal book, after appropriately identifying the account heads to be debited and credited
in respect of the transaction.

(2) The journal book shall be maintained by the Accountant in BMAR Form No 4.

15. General Ledger

(1) The General ledger (Ledger) is a book of account in which each account head is
separately maintained with debit and credit aspects to inform the closing balance in
respect of that account head. The cashbook and bankbook are in effect, the ledgers of the
bank and cash account heads, and hence, these accounts are not included in the ledger.

(2) The Accountant shall maintain the ledger in BMAR Form No 5 with separate folios for
each head of accounts which have an opening balance or transaction entry.

(3) At the end of every day, the transactions recorded in the cashbook, bankbook and
journal book shall be posted to the appropriate ledgers to complete the double entry
bookkeeping.

16. Sub-Ledger

(1) Sub-ledger is a group of subsidiary accounts, the sum of the balances of which is equal
to the balance of control accounts created in the general ledger. Sub-ledger may be
maintained for any account in the General Ledger identified as a control account, for
detailed information, for example, contractors, suppliers etc. The Sub-ledger shall be
maintained in the same form as the General Ledger.

(2) Municipalities shall also maintain separate Subsidiary Ledger for each of the Functions
in BMAR Form 6 and 7on daily basis.

17. Vouchers

(1) A voucher is a standardized form for recording the debit and credit aspects of every
financial transaction in the books of accounts.

(2) A receipt voucher in BMAR Form 8 shall be prepared in respect of all transactions
involving receipt of cash or cheque.

(3) A payment voucher in BMAR Form 9 shall be prepared in respect of all transactions
involving payment by cash or cheque;

(4) A contra voucher in BMAR Form 10 shall be prepared in respect of alltransactions
among cash and bank accounts and between circles/ Zones only;

(5) A journal voucher in BMAR Form 11shall be prepared in respect of transactions which
do not involve cash or bank accounts;

(6) All vouchers shall be prepared by or under the supervision of the Accountant and shall
be used as a covering sheet for all supporting documents, which form the basis of
authorization for the transaction.

18. Voucher Numbering

(1) Vouchers shall be numbered for each form series separately and shall be distinctly coded
for separate funds. The voucher numbering shall begin afresh in every financial year.
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The serial number shall be as per the voucher register prescribed category wise like a

receipt voucher, payment voucher, contra voucher and journal voucher.

(2) In order to maintain the number series of vouchers, a running serial number list shall be
maintained for each voucher type, for each fund, for each year, in a ‘“Voucher Number
Register in BMAR Form 12.

19. Corrections in accounts
(1) Any correction in an entry passed in the books of accounts shall be authorized by the

Controller of Municipal Finance and Accounts / Municipal Finance Officer and effected
only through another compensating entry.

(2) Any correction or alteration in the forms or registers shall be made in red ink (a single line
being drawn through the original entry to be corrected) and attested by the dated initials of
the head of office.

(3) The Officer drawing the bill shall similarly attest all corrections and alterations in bills and
vouchers or person preferring the claim, while the Officer signing them shall similarly attest
those in the pay orders. No erasures shall be made and no document with an erasure shall be
accepted.

(4) No correction or alteration in figures in the receipts shall be made and whenever errors occur
in writing up of receipts, copies of all such receipts shall be cancelled and preserved.

(5) In computerized accounts, the Controller of Municipal Finance and Accounts / Municipal
Finance Officer must approve all journal vouchers in respect of corrections, before these are
accepted by the Financial Accounting System (FAS).

PART B - ACCOUNTING RECORDS AND PROCEDURES
CHAPTER 4
GENERAL PROCEDURE FOR ACCOUNTING OF INCOME

20. Accounting of Income on accrual basis

(1) All items of revenue which fulfill the following criteria shall generally be taken as
income on an accrual basis:

(a) The income is earned or the right to receive it is established;

(b) The amount due is determined or determinable with reasonable accuracy; and

(c) No significant uncertainty exists about its realization;

(2) The Municipalities shall raise the Bill in BMAR Form - No.13. for Municipal dues to
Individual Assesses as and when they become due and accordance with the related
Rules.

(3) In all such cases, a statement of Bill raised shall be submitted by the concerned
department in BMAR Form No.14 to the Accountantat the following frequency:

a) In respect of holding tax, leases and licenses — as and when they become due and

accordance with the related Rules.

(b) In respect of water charges and rent, as and when they become due or decided by

ULB

(c) In respect of other incomes — as and when they become due for collection.

(4) The Accountant shall, based on this intimation pass a journal voucher and accrue the

income by debit to its “Receivable Account”.

(5) All collections in respect of accrued income shall be credited to the same
‘Receivables Account’, as and when they are received.

21. Income accounted on cash basis.

Incomes which do not fulfill the criteria of accrual as mentioned in rule 20 above, shall be

accounted as and when they are actually collected or received by the Municipality.

CHAPTER 5
GENERAL PROCEDURE FOR ACCOUNTING OF RECEIPTS
22. All moneys to be brought to account
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(1) All money transactions to which any member, officer or employee of a Municipality in his
official capacity is a party shall without any reservation, be brought to account. All moneys
received shall be lodged in a Treasury or nationalized bank account to the credit of the
Municipality on same day or latest before noon on the following working day.

(2) Chief Municipal Officer or Controller of Finance and Accounts in case of corporations and
Municipal Finance Officer in case of Nagar Parishads or Nagar Panchayats or any person
authorized by the Council in this behalf shall draw any money required for disbursement from
the treasury or banks by cheques.

(3) No moneys received, on behalf of the Municipality shall be utilized for its expenditure without
first being brought into account and paid or remitted into the treasury or banks.

(4) Any contravention of rule 22 shall be punishable with fine, which may extend to five thousand
rupees. The recommendation for the penalty is to be made by Examiner of Local Accounts and
administered by Empowered Standing Committee.

23. Cash and Account Sections to be kept distinct

(1) The Cash and Account sections of each Municipal Office shall be kept distinct from each other
as far as possible and under distinct officials who shall be termed ‘Cashier’ and ‘Accountant’
respectively. The same person shall not compile the municipal accounts and receive the
collections on behalf of the municipality.

(2) No person connected with collecting municipal revenue should be posting the municipal books.
In no case shall the same person compile the municipal accounts, and superintend the collection
of the rates.

24. Issue of receipts for moneys received at main Municipal Office and/or at Ward office or
authorized customer service centers

(1) All moneys received in the Municipal Office or by any of the outdoor staff authorized in this
behalf shall without exception acknowledged by a receipt in triplicate in BMAR FormNo 15 or
in any other form specifically provided for in these rules.

(2) The Cashier or any other employee of the Municipality authorized by the Chief Municipal
Officer for this purpose shall, after satisfying the correctness of the remittance, receive the
money and issue receipts duly signed by him to the party. He shall also enter all such collections
in the Collection Register maintained by him in the manner prescribed in Rule 27 below, which
shall be verified by the Controller of Municipal Finance or Municipal Finance Officer, as
applicable, or an official designated by them for this purpose.

(3) The receipts shall be pre-numbered and written up by using carbon paper or using carbon backed
receipts and issued, in triplicate. In case of receipt by Ward /Circle/Collection centre, an
additional copy is used for Head office for its reference in respect of reconciliations etc.

(4) The original receipt shall be given to the payer and duplicate handed over to the concerned
department for updation of records or processing. The triplicate shall be maintained in the
receipt book and used for updating the Daily Collection Register by the cashier.

(5) No duplicate or copy of a receipt shall be issued on the ground that the original has been lost. If
any necessity arises for such a document, a certificate may be given that on a specified day a
certain sum on certain account was received from a certain person. This certificate must be
signed by the cashier given reference of the receipt number and date and countersigned by
Controller of Municipal Finance or Municipal Finance Officer, as applicable.

25. Collection through Internet: The Chief Municipal Officer shall have the authority to frame
rules for collection through internet inconsultation with theUD&HD.

26. Receipt of municipal dues

(1) Crossed cheques on local banks or demand drafts may be accepted in payments of municipal
dues or in settlement of other transactions with the Municipality. On receipt of cross Cheque /
DD, a receipt in BMAR Form No.15 shall be issued, specifically indicating there in, that the
amount is “subject to realization".

(2) Outstation cheques may be accepted if the bank charges are included in the Cheque amount.

(3) The Municipality shall maintain a Register of cheques received in BMAR Form No. 16 in
respect of all cheque / DD and bank instruments received.
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27. Collection by bill collectors

(1) Every bill collector or municipal employee entrusted with the collection of municipal revenue
shall be supplied with a Collection Register in BMAR Form17 and receipt books. The
collection register shall be in the personal custody of the Bill Collector and the particulars in it
shall be written up from the original receipts issued at the time of collection.

The receipt books and collection register shall be maintained separately for each fund.

(2) Every bill collector shall invariably remit his collections (in cash and/or cheques) to Cashier
daily before 4.30 PM. Before doing so, he shall take with him his collection register as well as
the receipt books in his charge to the Revenue Inspector/Revenue Officer or the designated staff
of the Municipality and get it verified by him. Then, he shall remit the cash to the cashier and
take the cashier’s acknowledgment in the collection register.

(8) Failure of collector(s) to remit collections to Cashier before 4.30 P.M. on same day shall attract
disciplinary action, which may include fine up to a sum of five thousand rupees. The Internal
auditor or Examine of Local Accounts may report such lapses, which shall be administered by
the CMO;

28. Collection directly at banks

(1) In respect of direct collection by banks, the payer shall submit the amount to the bank along with
challan in prescribed form, in triplicate. The bank shall accept the remittance, return one copy of
acknowledged challan to the party, retaining two copies.

(2) The collecting bank shall send one copy to the ULB along with the consolidated statement of
daily collection and Bank statement.

29. Maintenance of Memorandum of Collection

(1) The Cashier shall enter in his Memorandum of Collection in BMAR Form18 all sums received
by him on account of the Municipality from municipal employees such as Bill Collectors or any
other employee or from private persons at the Municipal Office through his collection register. If
any money is received directly at the Government Treasury or Bank, the same will not be
entered by the Cashier in his Daily Collection Register as he needs to keep a record only of the
money which passes through his hands.

(2) The Memorandum of Collection shall be closed at the end of every day and the total struck and
stated in words.

(3) Memorandum of Collection shall be maintained for each fund separately.

(4) The Manager or the Officer nominated in this behalf shall verify daily the cash balance in the
Memorandum of Collection and certify to its correctness in both the Memorandum of Collection
and the Cashbook.

(5) The Chief Municipal Officer (CMO) or any officer designed by CMO shall at least once a week,
examine the Memorandum of Collection so as to satisfy himself that all money received has
really been remitted to the treasury/ Banks without delay and that the Cashier does not retain it
in hand, without valid reasons. He shall initial the Memorandum of Collection in token of such
examination. He shall at least once a month examine in detail the items in Memorandum of
Collection and the cashbooks with all the subsidiary forms and registers in which receipts are
given and collections recorded with a view to testing whether all sums received are actually
accounted.

30. Summary of Daily Collection

(1) The Cashier shall prepare a summary of daily collection in BMAR FormNo. 19, classifying the
various items of receipt into appropriate heads of account. He shall then submit the summary to
the Accountant.

(2) In respect of direct receipts in the bank or treasury, i.e. those collections, which do not pass
through the cashier, a separate summary of daily collection in BMAR Form19shall be prepared
by the Accountant, based on the bank statement / treasury schedule or other advice.

31. Accounting of collections

(1) The amount collected during the day shall be accounted for based on the summary
statements, through a receipt voucher as follows:
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a) In respect of cash receipts, by debit in cash book and credit to applicable heads of
account;

b) In respect of cheque receipts, by debit to applicable Fund and Bank account and
credit to applicable heads of account;

¢) In respect of direct bank / treasury receipts, by debit to the bank / treasury account
and credit to applicable heads of account;

(2) If any amount collected by the Municipality is in respect of future years, it shall be
treated as a liability and recorded through an ‘advance collection account’. Such amount
shall be transferred to income or adjusted with “receivables” in the year when the
amount becomes due for payment, to the Municipality.

32. Custody of Money

(1) The cash balance of the Municipality shall be deposited in a strong cash chest at the end
of each day. Two locks of different brands shall secure the cash chest. The key of one
lock shall be in the custody of the Chief Municipal Officer and the key of the other lock
shall be in the possession of the Cashier. The Chief Municipal Officer may delegate this
function to Controller of Municipal Finance & Accounts /Municipal Finance Officer, or
as designated by the Empowered Standing Committee.

(2) The cashier shall deposit entire cash collections for the previous day and including other
cash receipts during each day in the authorized bank before banking hours.

(3) In case of unusually large collection, the Chief Municipal Officer shall make special
arrangement for its deposit into the bank on the same day or make special arrangement
for security at the municipal office.

(4) For remittance into the bank, the Cashier shall fill up the necessary challan or pay-in-slip
prescribed by the bank and remits the amount to the bank duly obtaining the
acknowledgement of the bank cashier in the counterfoil. He shall then paste the
counterfoil in a separate Remittance Book according to a running serial number.
Remittance book shall be in the custody of the Cashier.

(5) It shall be the duty of the Controller of Municipal Finance and Accounts /Municipal
Finance Officer or in their absence of the Chief Municipal Officer to verify the
Remittance Book on a daily basis and weekly basis respectively.

(6) It shall be the duty of the Accountant to get bank statements on a monthly basis and
confirm that remittances have been fully credited into the bank account. Any
discrepancy in remittances shall be reported immediately to the Chief Municipal Officer
as the case may be.

(7) Remittances to Bank shall be recorded in cashbook and bankbook through a contra
voucher, based on the pay-in-slip or bank remittance advice received.

33. Misappropriation of Municipal monies /store/ property

(1) Whenever misappropriation of municipal monies, store or any property is discovered or
suspected at any time including during audit, following actions shall be taken by Chief
Municipal Officer within twenty four hours from the time when such action was
discovered and /or suspected:-

A. Empowered Standing Committee, Director of Local Bodies and Examiner of Local
Accounts shall be informed.

B. Lodge FIR in respect of any such misappropriation to Police under relevant section
of IPC , after review and authorization by Empowered Standing Committee;

C. An enquiry shall at once be instituted by the Chief Municipal Officer by an
independent Chartered Accountant or any other person so authorized by the
Empowered Standing Committee for report before end of two weeks.
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D. Appropriate disciplinary action including immediate temporary suspension of
municipal staff responsible for dereliction of duties and/or involved in
misappropriation of municipal monies pending receipt of enquiry report.

(2) When the matter has been fully investigated, the Chief Municipal Officer should submit
another complete report to Chief Councilor, Empowered Standing Committee,
Examiner of Local Accounts and Director of Local Bodies within two weeks of the
date of receipt of enquiry report. Such detailed report should include the causes or
circumstances, which led to the defalcation or loss, the prospects of effecting a recovery,
the steps taken to prevent its recurrence and the disciplinary or any other action
proposed against the persons responsible for the loss or defalcation.

(3) Every municipal executive and employee should realise fully and clearly that (s)he will
be held responsible for any loss sustained by the municipality through fraud or
negligence on her/his part and that (s)he will also be held personally responsible for any
loss arising due to fraud or negligence on the part of any other municipal servant to the
extent to which it may be shown that (s)he contributed to the loss by her/his own action
or negligence.

(4) No money, stores, or other property lost by embezzlement, theft or otherwise shall be
written off from the accounts except with the sanction of the Director of Local Bodies
provided that the Empowered Standing Committee shall be competent to the sanction
the writing off of an irrecoverable loss of money or of value of property or stores not
exceeding Rs.2500 and Rs.5000, respectively, subject to the following conditions:-

1. That the loss does not disclose a defect or system the amendment which requires the
orders of Government; and

ii. That there has not been any serious negligence on the part of any individual officer
or officers, which possibly call for disciplinary action or in respect of which action,
has been taken or could be taken.

(5) All sanctions to write off should be communicated to the Examiner of Local Accounts,
Bihar, for scrutiny in each case and for bringing to notice any defect of system, which
appears to require attention.

(6) The Chief Municipal Officer shall be accountable for strict compliance of the Rule 33
and any contraventions of rules shall attract fine up to an amount of five thousands
rupees.

(7) The provisions in section 416 of the Act shall be applicable for the liability for loss,
waste or misappropriation of money or property of the Municipality.

34. Dishonor of Cheques received

(1) In the event of a cheque being dishonored by the bank, the fact shall be reported at once
to the renderer of the cheque intimating that the receipt issued for the payment through
cheque, stands cancelled and that he has to make payment of such amount in cash or
demand draft only, along with the amount of bank charges debited by the bank, if any.

(2) The renderer shall also be informed that action stipulated u/s 138 of the Negotiable
Instruments Act, 1881 shall be taken.

(3) In such cases, necessary entries shall be made in the books of account to reverse the
original collection entry. Appropriate reversal entries shall also be made in all the
registers where such transaction has been posted.

(4) The Accountant shall retain the dishonored cheque and it shall not be handed over to the
bill collector or other collection staff till the amount is remitted by the party.

(5) The appropriate entry about dishonor of the cheque shall be made in the last column in
BMAR Form No 16.
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CHAPTER 6
GENERAL PROCEDURE FOR ACCOUNTING FOR EXPENDITURE

35. General

(1) Every claim against the municipal fund, shall after examination with reference to work
order / purchase order / indent shall be accepted, if it is in order and accrued through a
journal voucher.

(2) However, such accrual shall be carried out on a regular basis only in respect of
establishment expenses, depreciation, interest charges etc., and bills pertaining to
procurement of goods and services, supported by work order, contractor’s bill and
evidence of satisfactory receipt of goods and services. Other miscellaneous
expenditures, which is not of capital nature, may be accounted on payment and the
outstanding accrued at the end of the period end only.

36. Claims against Municipal Fund

(1) Every person having any claim against the Municipal Fund shall present a bill at the
Municipal Office. Wherever possible, such bills shall be in the form provided for the
purpose and the claimant shall date and sign the same and stamp it when necessary.

(2) The Officer incurring the expenditure shall prepare where a claimant presents a bill in
the form different from the form provided for the purpose, a separate bill in the proper
form and the claimant’s bill shall be attached thereto as a supporting document.

(3) All bills presented for a claim against the Municipality except a paid bill pertaining to
permanent advance shall be received in the Departments concerned and entered in a
Register of bills for payment for the year in BMAR FormNo 20.

(4) The Departments concerned shall examine the bills and certificate of receipts of goods
or services satisfactorily and if the claims are in order and supported by sanction of the
competent authority, such bills shall be sent to the Accounts Department along with
necessary entries and signature in the Payment Order in BMAR FormNo 21. Necessary
certificates prescribed shall be recorded on the Payment Order / Bills by the Officer in
charge of the Department before sending the bills to the Accounts Department. Full
details of the bills, admissibility, deductions and other details shall also be noted in the
note sheet of the file.

(5) The Officer preparing a payment order shall be personally responsible to ensure that the
bill is complete and affords sufficient information as to the nature of payments being
made.

(6) After causing entry of the bills in the Register of bills for payment maintained in the
Accounts Department inBMAR Form No. 21, the Accountant shall scrutinize the bills
with reference to admissibility, sanction and availability of budget provision to meet the
bills in question. If the bills satisfy all the conditions, he shall submit the bills to the
Chief Municipal Officer with due noting in the note sheet as well as in the payment
order, for acceptance and payments. Where deficiencies are noticed in the bills, he shall
return such bills to the Department concerned indicating the deficiencies.

(7) When the bills are accepted for payment by the Chief Municipal Officer, he shall make
an order of acceptance for payment at the foot of the payment order and also in the note
sheet of the file and send the bill along with the file immediately to the Accountant for
payment. Then the Accountant shall examine the claim once again and satisfy its
correctness and shall prepare a journal voucher and payment voucher. He shall also
prepare a cheque for the amount payable as per the bills and submit them to the Chief
Municipal Officer for signing the payment voucher and cheque.
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(8) When the bills include recoveries / adjustments of claims due to Municipality, the
payment order and recordings in the note sheet of the file shall indicate the gross amount
of the claim, amount recovered / adjusted and the net amount payable to the claimant.
The Accountant shall pass necessary journal vouchers for recovery / adjustment made in
the bills, and ensure that cheque payment is made only for the net amount payable.

(9) After payment, the bill and all supporting vouchers shall be endorsed with the words
‘Paid and cancelled’. The Accountant shall record the payment details on the face of the
bill as well as on the note sheet of the file. He shall return the file along with the ‘Paid
and Cancelled’ endorsed bill to the concerned Department. The Accountant shall retain
the ‘pay order’ as support for the journal and payment voucher.

CHAPTER 7
GENERAL PROCEDURE FOR ACCOUNTING OF PAYMENTS

37. Settlement of claims

(1) Every bill or other claim for payment shall be presented in the first instance to the accountant
who shall check and examine it in relation to approved financial rules and purchase procedures.
If found correct and in order, the head of accounts shall initial it in token of correctness and
submit it for orders to the Chief Municipal Officer or an Officer designated by Chief Municipal
Officer for payment of a bill/claim with total value not exceeding five thousands rupees. If
payment of the bill so presented is to be made, a payment order shall be endorsed on the
document that is to say on the bill presented by the person who prefers the claim. The payment
order shall state as follows: - “pay (Rs. ) Rupees.................. only”.

(2) ULBs shall prepare and update each month a Cash Flow Statement indicating all inflows and
outflows by each major item. All liabilities incurred shall be discharged with the least possible
delay. No claim/bill shall be held unpaid beyond 30 days of its due date.

(3) No claim relating to pay and allowances not preferred within one year of its becoming due, shall
be paid without the sanction of the Empowered Standing Committee by explaining the delay.

38. Payments from Municipal Funds
No cash payments shall be allowed from the Funds of the Municipality however CMO may

authorise cash payment up to rupees ten thousand by recording the reason for such payments.

39. Requirement of Signature

(1) No money shall be paid on a payment voucher or pay order signed with rubber or facsimile
stamp. When the acquittance on a voucher is given by a mark or seal or thumb impression, it
shall be attested by some known person. Signatures obtained in languages other than Hindi or
English shall always be transliterated.

(2) Bills affixed with the facsimile signature of the Authorized Officer, presented by the following
departments and institutions may be accepted for payment, if otherwise in order:—

a. Telephone bills, trunk call, telegrams bills;

b. Public Works Department, Water Supply Boards and Irrigation Dept. bills for water
charges;

c. Electricity Bills of electricity supply companies or such organizations, which supply
electricity in that area;

d. Municipalities and Corporations tax, water and electricity charges;

40. Advance payments

No advance shall be made until the previous advance has been settled. Advance Payments exceeding

Rs.10000 shall be made by Municipality through cheque only.

41. Cash Payment out of Permanent Advance

If the bill is to be paid in cash, out of the permanent advance, it shall be approved by the competent

authority and made over to the Officer holding permanent advance for payment. The Officer holding

permanent advance shall pay the amount, and after payment in cash, stamp the voucher with the
words “Paid in cash” in conspicuous type. This shall be attached as a sub-voucher to the next
contingent bill while recouping the permanent advance.



174 AR ITeTe (3TUROT), 9 337N 2014

42. Cheque Payments

If the amount is payable by cheque, the bill shall be stamped ‘Paid by Cheque No ..... in

conspicuous type and the cheque shall be written up by the Accountant. Facsimile signature shall not

be made in such cases.

43. Control over Cheque Books

(1) Cheque books shall always be kept under lock and key in the personal custody of the Municipal
Finance Officer or an officer designated by Chief Municipal Officer , when relieved, shall take a
receipt for the correct number of cheques made over to the relieving Officer. A specimen
signature shall, at the same time, be forwarded to the treasury / banks concerned, under the
signature of the Officer relieved.

(2) When the Officer receives a new cheque book from the treasury or bank, he shall count the
cheque leaves contained therein and shall record on the back of the cheque book a certificate that
"this cheque book contains _____leaves”.

(3) The Chief Municipal Officer or Municipal Finance Officer or an officer designated by him or
internal auditor shall verify on a daily basis the unused cheques and satisfy himself that all
unused cheques are in the book and that none has been unscrupulously extracted.

44. Issue of cheques

(1) The cheque book in use may be passed over to the Accountant for writing cheques.

(2) No cheques shall ordinarily be signed unless required for immediate delivery to the person to
whom the money is to be paid. No signed cheques shall be retained in the office except under
exceptional circumstances, which shall, in each case, be recorded.

(3) Every cheque shall be drawn in English or Hindi and shall be in favor of the person to whom the
money is to be actually paid. The stamp ‘Account Payee’ shall be invariably affixed on the third
party cheques.

(4) The amount of every cheque drawn shall be written in words as well as in figures both on the
cheque itself and on the counterfoil / record slip / transaction sheet available in the cheque book
and initialed by the person(s) who signs the cheque. It shall also be entered into a cheque issue
register in BMAR Form 22.

(5) When a cheque is being prepared for signature, the amount which is the next higher number of
rupees than the sum for which the cheque is drawn, shall, as a safeguard, be written in red ink
across it and its counterfoil as follows:

‘Under Rupees...........c..c.......

(6) All signed cheques shall be delivered within three working days and mailed to payee through
registered A/D mail, if not collected within three working days.

45. Payments to be covered by receipts

Every payment made, either in cash or in cheque, shall be covered by a receipt, stamped, if

necessary, and signed by the person to whom the money is due.

46. Payment Voucher to bear acknowledgments of payees

(1) Every payment voucher shall bear or have attached to it an acknowledgment of the payment,
signed by the person for whom or on whose behalf the claim is put forth. No payment shall be
made in the absence of the necessary acknowledgment.

(2) If a payment voucher is lost, a certificate of payment prepared in manuscript and signed by the
disbursing Officer and endorsed, by the superior Officer shall be placed on record. Full
particulars of all claims shall be set forth.

(3) The disbursing Officer shall certify payments to illiterate persons and the thumb impression of
those persons shall be obtained against their names on the vouchers concerned.

(4) The Accountant shall note the details of cheque number and date in the payment voucher.

47. Accounting of payments

The entry for payments shall be made by credit to the cash or bank account and:

a. In case, a liability was earlier taken for the amount of the bill, by debit to the same liability
account;

b. In case, no liability was taken, by debit to the appropriate expenditure / payment account
head.
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48. Dates to be noted in acknowledgments
The payees shall invariably note dates of payment in their acknowledgments.
49. Cancellation of cheques
(1) When a signed cheque is cancelled, it shall be stamped "cancelled" by the drawing Officer. The
fact of cancellation shall be noted in red ink over the initials of the drawer of the cheque upon the
counterfoil/ record slip/transaction sheet available in the cheque book and the cheque issue
register and also across the order of payment which has been endorsed on the Payment Voucher.
(2) If a cheque is cancelled before the entry is made in the Bank Book, no further correction is
required. However, if the entry for cheque has already been recorded in the Bankbook, the entry
should be reversed. The cancelled cheque shall also be updated in the cheque issue register.
(3) Cancelled cheques shall be retained with their counterfoils for purpose of audit.
50. Lost cheques
(1) If a cheque is lost before payment, a fresh cheque can be issued to the party on after stopping the
payment of that cheque through intimating the relevant Bank and obtaining a certificate from the
Treasury Officer or Bank that it has not been paid in the form given below.
CERTIFICATE
Certified that Cheque No..... dated........ for Rs...... reported (by the disbursing Officer) to have been
drawn on this treasury / bank in favor of...... has not been paid and will not be paid if presented
hereafter.

Treasury Officer / Bank Manager
51. Stale cheques
If the cheques are not encashed within the period of their currency, the amount covered by the
cheque shall be transferred to a ‘Stale Cheque Account’ creating a liability for the amount and
debiting it in the bank book. Liability for Stale Cheques shall be reviewed at the end of every quarter
and all stale cheques dated more than three years or such period as may be specified by the UDHD
GOBY/ Director of Local Bodies from the date of original issue shall be identified and reversed as
other income of the Municipality. When a fresh cheque is issued the fact of the new cheque having
been issued shall be entered on the date of issue in red ink in the Bank book .A note should be made
at the same time against the original entry. The Accounts Department shall prepare a Bank Receipt
Voucher in BMAR Form 8 for recording a notional receipt in respect of the stale cheques. The
details with regard to the stale cheques shall also be updated in the Cheque Issue Register BMAR
Form 22. When the Cheques are revalidated or fresh cheque is issued against the stale cheques, the
Accounts Department shall prepare a Bank Payment Voucher BMAR Form 9. After approval and
signing of the Bank Payment Voucher by the concerned authorities, the Accounts Department shall
pass the entry for recording of payments.
CHAPTER 8
MAINTENANCE OF DEMAND REGISTERS
52. Duty of the Municipality — It shall be the duty of the Municipality to enumerate all
such persons or things that are liable for tax and maintain their record in a manner that
amounts due, collection made and balances due are ascertained for all such persons or
thing.
53. Demand Register. —
(1) Where any tax is due to be paid by the assesses, relevant department should maintain a
Demand Register in BMAR Form 23
(2) Such Demand Register shall be updated by the respective department for any demand
that is raised or falls due, any collection that is made in respect of an assessee and the
balance amount outstanding from the assessee.
(3) The departmental head/ Chief Municipal Officer shall prepare, on monthly basis, a
Statement of change in demand/adjustments of Property and Other Taxes in BMAR
Form 24, and send it to Accounts Department for accounting those changes in the books
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of account. In case there is no change in demand or adjustments in any month, a nil
statement shall be given.

54. Alteration in figures prohibited — No entries in any of the demand registers shall be
altered (except clerical errors, in which case, necessary alteration should be made in
black ink under the initials of a responsible Officer) without the express orders of the
Chief Municipal Officer, or without the authority of a resolution of the Municipal
Council. All such orders and resolutions should give reasons for such alterations. These
should always be made in red ink and initialed by the Chief Municipal Officer.

55. Municipal demand to be recovered expeditiously —

(1) Every municipal demand shall be recovered as expeditiously as possible.

(2) The Municipal Council shall maintain a Register of civil suits in BMAR Form 25 and
also a Register of decrees in BMARForm 26for watching the proceedings relating to
execution of decrees obtained for the recovery of amounts due. Decrees, as soon as they
are passed, shall be entered in the latter register with all particulars. The Municipal
Commissioner or Executive Officer as the case may be shall review the registers every
month and initial them in token of his inspection, to ensure that appropriate action is
taken for the recovery of dues.

Remittance of Cess: The cesses collected shall, after deduction of collection charges, be

remitted to the concerned authorities within the 10th of the next month throughcrossed

cheque or demand draft.

CHAPTER 9
PROCEDURE FOR ACCOUNTING FOR TAX ON HOLDINGS AND OTHER
TAXES

56. Accounting for Holding and Other Taxes

(1) Holding and other taxes shall be accrued at the beginning of the year in accordance with
Chapter 4 of these rules.

(2) Since under the Self Assessment Scheme of Holding tax, the amount of tax income can
be ascertained only after the self assessment returns have been filed, a suitable
adjustment entry shall be passed at the end of half year to reflect the correct amount of
property tax income for the year;

(3) In case, self assessment returns have not been received and the municipality has
completed the Tax Assessment Register based upon physical or GIS based survey, the
municipality can accrue taxes based on its Tax Assessment Register/records;

(4) Rebate allowed on prompt payment of property tax shall be treated as an expense in the
accounts through a journal voucher.

(5) Cess collected shall be treated as a liability for payment to the authorities. The collection
charge available to the Municipality for cess collection shall be taken as income, and
reduced from the amount payable to the authorities.

57. Provision for Unrealized Taxes

(1) On any amount of ‘receivable’, remaining outstanding on account of taxes a provision
shall be made for unrealized taxes, at the end of the year, in accordance with the
following norms:

a. 25% of the balance outstanding, in respect of taxes outstanding for more than 2
years, but not exceeding 3 years;

b. 50% of the balance outstanding in respect of taxes outstanding for more than 3 years,
but not exceeding 4 years;

c. 75% of the balance outstanding in respect of taxes outstanding for more than 4 years,
but not exceeding 5 years;
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d. 100% of the balance outstanding in respect of taxes outstanding for more than 5
years.

(2) Such a provision is made on an overall basis in the accounts and no change is to be made
in the Demand Collection and Balance Registers, nor has this to be treated as a reduction
of demand or write-off.

CHAPTER 10
PROCEDURE FOR ACCOUNTING OF WATER CHARGES

58. Accounting for Water Supply transactions

(1) Water charges shall be accrued as income in the Water Supply and Sewerage Fund, in
accordance with Chapter 4 of these rules. The demand, collection and balance under
water charges shall be watched through the Demand register in BMAR Form 23.The
collections of water charges shall be recorded in the collection register.

(2) Other receipts which are not accruable such as a connection charges, water tanker
charges, water supply deposit etc., shall be recognized on receipt, in accordance with
Chapter 5 of these rules.

59. Provision for Unrealized Water Charges

(1) On the amount of ‘receivable’, if any, remaining outstanding on account of water
charges a provision shall be made for, unrealized water charges at the end of the year, in
accordance with the following norms:-

a. 50% of the balance outstanding in respect of water charges outstanding for more
than 2 years, but not exceeding 3 years. ;

b. 100% of the balance outstanding in respect of water charges outstanding for more
than 3 years.

(2) Such a provision is made on an overall basis in the accounts and no change is to be made
in the Demand Registers, nor has this to be treated as a reduction of demand or write-off.

CHAPTER 11
PROCEDURE FOR ACCOUNTING FOR LICENSES AND MUTATION FEES

60. Accounting for License Fees.

(1) Income from License fee shall be accrued on an annual basis at the beginning of the
year, in accordance with Chapter 4 of these rules.

(2) Income from new licenses shall be accounted as when they are received;

(3) Provision for unrealized license fees shall be made at the end of the year, in accordance
with the following norms:

a. 50% of the balance outstanding in respect of license fee outstanding for more than 2
years, but not exceeding 3 years;

b. 100% of the balance outstanding in respect of license fee outstanding for more than
3 years.

(4) Such a provision is made on an overall basis in the accounts and no change is to be made
in the Demand Registers, nor be treated as a reduction of demand or write-off.

61. Accounting for Mutation Fees.

The income from mutation shall be accrued based upon actual receipts as per rates

established by the Empowered Standing Committee.

CHAPTER 12
PROCEDURE FOR ACCOUNTING OF RENTAL, FEES AND OTHER INCOME

62. Revenue from rent of properties

(1) The Municipality shall maintain a Demand Register in BMAR Form23 to record all
rents from municipal properties like land, shops, shopping complex, etc due on monthly
basis to watch timely collection. This will be based on previous years demand and
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agreements. This will include new shops/ shopping complex let out on rent during the
year. Separate sets of pages may be set up for each class of revenue and location. The
total rent due as per this register shall form the basis of annual rental income to be
accrued in the month of April.

(2) The Chief Municipal Officer shall periodically, but not later than once in six months,
cause the register to be examined, and certify that the record is correct.

(3) If the collection of these rents are made through the agency of a tax or rent collector, the
procedure specified for collection by bill collector will mutatis mutandis apply to these
collections also.

(4) If the demands are required to be paid at the Municipal Office then for each remittance
so made, a receipt in BMAR Form 15 shall be issued. Immediately on receipt, the
money shall be brought to account in the Collection Register of the Cashier and the
Department and posted in the relevant column of the demand register concerned.

(5) Non-refundable Premium (lump sum) received at the time of auction of shops, shall be
treated as liability at the point of collection, and allocated equally as income over the
period for which shops have been let out.

63. Revenue by way of fees from market, slaughter house etc

(1) When the right to collect market fees, slaughter house fees, bus stand fees etc. is leased
out, the following procedure shall be followed. After the Council confirms the lease, the
lessee shall execute an agreement with provision for the security deposit, the payment of
monthly installment, penal interest for belated payment, etc. All relevant details shall be
recorded in the Demand register in BMAR Form23. The total income due as per this
register shall form the basis of annual income by way of fees from market,
slaughterhouse to be accrued in the month of April.

(2) When a Municipality collects fees for permission to set up shops and stalls at a fair, the
fees shall be collected in the same manner as laid down for market fees.

64. Miscellaneous Sales
For recording transactions connected with miscellaneous sales effected from time to time of
damage/Obsolete property, road side trees, stores and materials, produce of lands and
gardens, street sweepings, etc, a Register of miscellaneous sales in BMAR Form27 shall be
kept. Separate pages shall be set apart in this register for each class of sales. A separate
register shall be maintained for each department of Municipality for recording of
miscellaneous sales. The miscellaneous sales account shall be credited based on actual
receipts.

65. Miscellaneous demands

The recovery of demands otherwise not provided for in these rules and all other fixed

recurring demands shall be recorded through the Demand Register in BMAR Form23. The

total miscellaneous demand due as per this register shall form the basis of annual such
income to be accrued in the last month of each quarter year i.e. in the month of June,

September, December and March.

66. Accounting of Assigned Revenues

Assigned revenue from state Government such as stamp duty transfer charges, entertainment

taxes etc. shall be accounted on cash basis during the year. At the year-end, any amount for

which a sanction order has been received but the amount has not been received in the bank
or treasury shall be accrued as income.

67. Accounting of Rental Income and special demands

(1) Rental income shall be accrued on, in accordance with Chapter 4 of the rules.
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(2) Any other amount, which is receivable and included in the Demand register, shall also
be accounted as accrued income in accordance with Chapter 4 of the rules.

(3) Provision for unrealized rental income shall be made at the end of the year in accordance
with the following norms:

a. 50% of the balance outstanding in respect of rental income outstanding for more
than 2 years, but not exceeding 3 years;

b. 100% of the balance outstanding in respect of rental income outstanding for more
than 3 years.

(4) Such a provision shall be made on a overall basis in the accounts and no change is to be
made in the Demand Register, or the same be treated as a reduction of demand or write
off.

68. Accounting of other items such as Fees etc

Where the fees cannot be estimated with reasonable accuracy in advance as accruable these

shall be accounted for on cash basis.

CHAPTER 13
ACCOUNTING PROCEDURE FOR GRANTS

69. Government Grants

(1) A Grant Register in BMAR Form 28 shall be maintained by the Municipality to record
receipts and utilization of grants sanctioned by the Government.

(2) The grants are of two categories:

a) General grants like monthly or quarterly SFC grant, Finance Commission grant,
General Development grant, contribution and subsidy, formula based devolution,
which shall be treated as income.

b) The Municipality must obtain from State Government the details of gross and net
grants with comprehensive details of all deductions made from gross amount so that
these are accounted for accurately in its accounts. The Municipality should debit the
Treasury account with net amount received and credit the applicable deduction
account(s) like Loan (repayment), Audit fees, etc. and credit the applicable grant
income account. The details regarding gross and net grants shall be available from
Director of Local Bodies and/or the website of Urban Development and Housing
Department, Bihar.

c) Specific grants, which have certain conditions attached for utilizing such grants
including the requirement to use it for capital purposes or use it in a particular
proportion or manner. Usually such grants have requirements for submitting
utilization certificates e.g. Finance Commission grant, SFC grant for specific
purpose, namely, road repairs. It is the responsibility of the Chief Municipal Officer
that the conditions attached to the grant are complied with without exception.

d) The grant received for a specific purpose shall not be diverted for any other purpose.

e) The Chief Municipal Officer is to ensure that Utilization Certificate as per BMAR
Form No 29 is prepared indicating financial outlays as well as physical progress
soon after the scheme/ project is completed for which grant was received and /or
when a request to this effect has been received. In any case, at end of every Fiscal
Year, the Utilization Certificate shall be prepared for each complete or incomplete
scheme within two months following the close of the fiscal year.

f) It would also be desirable to involve Ward Committees and take comments from
them, in writing, about the reported physical progress and benefits received from
such schemes and attach the same with the Utilization Certificate.
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g) The Utilization Certificate shall be signed by Chief Municipal Officer and passed on
to Internal Auditor of ULB or the Chartered Accountant contracted by Director of
Local Bodies for verification of the financial outlays and physical progress reported
on BMAR Form No 29.

h) Internal Auditor shall make such comments within 30 calendar days after the signed
Utilization Certificate(s) is received from Chief Municipal Officer.

1) The internal auditor shall send to Director of Local Bodies latest by end of June
following the close of each fiscal year the Utilization Certificate(s) with his
comments.

j) The Chief Municipal Officer is to be held responsible for compliance of the
requirements under the Rule 69 (2) (c) to (g). Failure to comply with this Rule shall
attract a fine of Rupees five thousands for each lapse.

(3) The specific grants received from the Government shall be treated as a liability until
utilization.

(4) On its utilization in accordance with the conditions of grant, the portion spent on capital
works shall be treated as “capital contribution by the Government” with a corresponding
asset creation.

(5) In case any part of a specific grant is allowed to be used for revenue expense and is so
used, a corresponding amount shall be transferred to income from the specific grant
(liability) account.

(6) In respect of specific grants sanctioned partly to meet a project (work) and remaining
portion to be met out of loan or meeting from revenue receipts of the Municipalities or
by local contribution, the portion of specific grant involved in the project shall be treated
as contribution as indicated in sub rule (4) above.

(7) In case of a capital project involving in municipal fund, grant and loan, the grant portion
shall be accounted as above. The loan portion shall be treated as ‘Liability’ for being
cleared in due course. The Municipality shall treat the portion of the project financed out
of municipal fund as its contribution.

(8) Local contribution [financial assistance by NGOs and other individuals] shall be treated
as “contribution by others” with a corresponding entry for “asset” created under assets.

(9) Any balance of grant remaining unutilised for more than three years from date of receipt
shall be returned to the source from where such grant was received.

CHAPTER 14
ACCOUNTING PROCEDURE FOR PUBLIC WORKS

70. Works Executed through the Public Works Department of Government Where
works are executed through the agency of the Public Works Department of Government,
they may consist of either (a) Deposit works or (b) Delegated Loan Works.

a. Deposit Works: In respect of deposit works, the following accounting procedure shall
be observed:—

i.  The gross estimated expenditure of the work shall be paid to the Divisional Officer in
either one lump sum or in such installments as agreed. The amounts paid shall be
debited to "advance to PWD" in the municipal accounts in the first instance. The
Divisional Officer shall send to the Municipality every month, a statement showing the
outlay incurred during each month and up-to-date outlay on the works concerned. On
receipt of this statement, the amount shown as spent during the month shall be
adjusted by credit to "advances" and debit tothe relevant head in the municipal
accounts of the month i.e., capital works in progress [name of the work to be
specified], by means of a journal voucher.
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ii.  After the audit by The Examiner of Local Accounts Bihar, the Divisional Officer shall
send audited statement of the deposit work to the Municipality. Any variations should
be rectified accordingly on receipt of the audited statement, and the expenditure under
‘Capital Works in Progress’ shall be capitalized.

iii.  The unspent balances of completed works shall be refunded to the Municipality by the
PWD, which shall be adjusted against the pending advance.

b. Delegated loan works: The following procedure shall be observed in respect of
delegated loan works:

Where loans are raised by any other agency on behalf of the Municipality for infrastructure

related works, then the procedure shall be as laid down below:

(1) The Municipality shall enter into a legally valid agreement enabling the agency to
raise loan on its behalf and undertake to repay the principal and interest as per the
terms and conditions of the loan and the said agreement.

(i1) Once the agency raises the loan, it shall send an advice indicating the loan raised,
date of loan, period of repayment, rate of interest and terms & conditions of the loan
in BMAR FormNo 30.

(111)On receipt of such advice, the Municipality shall pass a journal entry by debiting
“advances account” and crediting ‘loan account’. It shall also make necessary entries
in the loan register and advance register.

(iv)The agency shall send a half yearly statement of outlay incurred during each month
showing the physical progress on the works concerned in BMAR Form No 31. On
receipt of this statement, the amount shown as spent during the half year shall be
adjusted by journal entry by debit to capital work in progress and credit to advances.

(v) On receipt of completion report, the capital work in progress shall be capitalized.

(vi)The loan works shall be shown separately in the Budget estimate of the
Municipality.

71. Schedule of Rates

Every Municipality shall follow the Scheduled Rates of Public Works Department in force

for the year.

72. Data sheets to be worked out in certain cases

For the items not provided in the schedule of rates of PWD, the procedure prescribed in the

PWD code for data rate shall be followed. Such rates shall be got approved by the next

higher technical authority than the authority competent to pass the estimate.

73. Payment of works bills

(1) The contractors' bills shall be prepared in BMAR Form 32 and shall furnish full
particulars of the work done so as to admit the items being identified and checked by a
comparison with the estimate.

(2) The bill shall be checked with the measurement book and other records by the next
higher municipal engineer than the engineer who has recorded the measurement book
and if in order, shall passed on to the municipal office through the Head of Engineering
Department for payment. When there is no higher municipal engineer, then the Chief
Municipal Officer or other officer duly authorized for this purpose by the council shall
exercise the check.

(3) The final bill shall be distinctly marked as such and shall be checked by the Accountant
before payment with reference to connected documents (e.g. Deed of contract ,
sanctioned estimate and measurement book) and with reference to the corresponding
entries in the Register of public works. The Chief Municipal Officer shall finally
approve the bill.
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(4) The procedure laid down in the rules under Chapter 6 shall also apply.

74. Payments to contractors

(1) Payments to contractors and suppliers shall be made by means of ‘Account Payee’
cheques drawn in their favor.

(2) Every payment to a contractor shall be on account of some particular work for which a
work order exists. No payments in anticipation of measurements shall be made to a
contractor.

(3) For very large works with value exceeding Rupees Twenty five lakhs, after prior
approval of Director of Local Bodies and further securities like bank guarantee etc.
mobilization advance could be paid to the contractors.

75. Departmental labour

(1) When work is done by daily labour, the basis of the account will be the Nominal Muster
Roll in BMAR Form33 which, as a rule, shall be kept separately for each gang of
labourers for a week/ fortnight or a month as may be found convenient.

(2) Labourer shall not ordinarily be hired on daily wage basis on Nominal Muster Roll
unless it is provided in the scheme for being a labour-oriented scheme. Work of
perennial nature e.g. sweeping, garbage collection, water supply shall not be got done
through the system of Nominal Muster Role unless it is only for a onetime special event
(e.g. additional work during fairs and festivals or special events which does not occur as
a perennial nature).

Note — No labourer or gang of labourer shall be hired for more than a month.

(3) Muster rolls shall be prepared in duplicate and all entries in it shall be made indelibly in
ink.

(4) When works are executed departmentally, the rates at which such works are valued and
paid for shall not exceed those allowed to contractors for similar class of works.

(5) The subordinate deputed for the purpose, shall write the nominal muster roll up
dailybefore the labourers begin work.

(6) In opening the nominal muster roll, the labourer shall be mustered in the order of the
date of joining.

(7) The daily presence or absence of each labourer may be denoted by the insertion of the
letters 'P' or 'A' as the case may be against his name. The sum of figures brought out in
the column "total" will represent the total number of days each labourer has been
worked.

(8) The muster roll shall be closed immediately after the close of the week or other period
for which it is kept and the labourers will be paid as soon as possible.

(9) A daily labour report in BMAR Form 34 shall be submitted by the subordinate in-
charge of the work every evening to the Engineer or the Chief Municipal Officer
showing the details of the labour employed. This report shall be used in the Engineer's
and Accounts Section to check the muster roll when presented for payment. Labour
employed daily as shown in this reports shall be crosschecked through personal
inspection as often as practicable by the Engineer or Chief Municipal Officer, who shall
attest the musters in token of such check.

(10) When the Muster roll is closed, the work turned out shall be measured and recorded
in the Measurement book and Muster roll in terms of items given in the sanctioned
estimate. When the work turned out is not susceptible of detailed measurements, such
measurements may be made on the certificates of the Officer-in-Charge of the work to
the effect that the work turned out is commensurate with the amount spent, shown
thereon.
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(11)  The paying Officer shall make the disbursements in the presence of the Engineer or
Chief Municipal Officer, note the date of the payment, obtain the acknowledgement or
the labourers in the Nominal Muster Roll itself in the space provided for which, and in
case of illiterates their thumb impression and enter his initials, opposite the name of each
labourer paid. The Officer witnessing the disbursement will then sign the disbursement
certificate at foot of the nominal muster roll.

76. Register of Public Works

(1) For every work undertaken by the Municipality, an account shall be kept in a Register of
public works in BMAR Form 35

(2) The quantity of work done and amount paid shall be recorded from the bills, as they are
passed for payment. When the work is completed, a double red line shall be drawn
below the entries and the following note made in the register with date:

“Work completed and completion certificate furnished on............ ”

77. Measurement of works

(1) All works executed by the Municipality shall be measured at least once in a month and
recorded in the Measurement book, In the case of small works, however, the execution
of which runs over only a few days, such works may be measured up and paid once for
all, after their completion and the agreements with the contractors shall provide for this
when practicable.

(2) Checking of measurements of works shall ordinarily be made as early as possible after
their completion. In no case, check measurements shall be delayed for more than a
period of two weeks from the date of completion of the work.

78. Measurement Books

(1) All measurements of work done whether by means of daily labour or by contract shall
be recorded in the measurement book prescribed by the Public Works Dept. to be kept
by the Junior or Assistant Engineer or other Engineer of the Municipality deputed for the
duty, for periodically measuring the work.

(2) The pages of the book shall be machine numbered and no page shall, on any account, be
torn out nor shall any entry be erased so as to be illegible. If a mistake be made, it
should be corrected by crossing the incorrect words or figures and the correction thus
made should be initialled.

(3) The entries shall be recorded in the measurement book at the work spot indelibly in ink
to render it difficult to tamper with or make unauthorized additions to or alterations in
entries once made. When any measurement is cancelled, the cancellation must be
supported by the date of initials by the Officer ordering the cancellations or by a
reference to his orders initialled by the Officer who made the measurements, the reasons
for the cancellation being also recorded. A reliable record is the object to be aimed at, as
it may have to be produced as evidence in a Court of law.

(4) The location of the work shall be clearly described to admit easy identification and
check measurements shall be written up and rendered complete by calculating quantities.

(5) From the measurement book, all quantities shall be clearly traceable into the documents
on which payments are made. No contractor's bill shall be signed without crossing off
the connected entry in the measurement book. The documents, on which payment is
made, shall invariably bear a reference to the number and page of the book in which
detailed measurements are recorded. Reference to bill number, payment voucher number
and date of payment shall also be given in the measurement book.
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79. Custody of measurement books

(1) All the measurement books shall be numbered serially and be returned to the municipal
office for record, after completion.

(2) The Chief Municipal Officer or the Engineer shall be responsible for seeing that
measurement books are carefully kept and measurements are properly recorded and that
they are complete records of each kind of work done for which certificates have been
granted or muster rolls prepared.

80. Recovery from contractor bills

Where the Municipality recovers royalty on stones, ballast, gravel, jelly, sand, kankar and

bricks from the contractors from the work bills passed for payment at the prescribed rates, a

Royalty Register in BMAR Form No 36shall be maintained and the amount so recovered,

credited to Government under the relevant head of account, before the 7th of next month.

81. Accounting of contractor bills

(1) The procedure for accounting of contractor bills shall be the same as provided in
Chapter 7 of these Rules. On accrual of the bill, the liability shall be taken by:

a. Debit to the ‘capital work in progress’ account in case of an ongoing contract to
create a new (capital) asset;

b. Debit to the ‘revenue expense’ head in case the contract is to carry out certain repair
or maintenance works.

(2) When the capital asset referred to in clause (a) above is completed, it shall be
capitalized.

(3) The Engineer responsible for any capital work, shall prepare Summary Statement of
Status of Capital Work-in-progress/Deposit or delegated loan works in BMAR Form 31
on quarterly basis, and send it to Accounts Department for reconciliation with the
balance in the Ledger.

82. Accounting of contribution by Municipality

(1) When the Municipality uses any of its revenue for creating a fixed asset, the amount of
such capital works shall be transferred from revenue to “capital contribution” account
through a transfer entry at the end of the year.

(2) Such transfer entries shall be shown below the line, after determination of annual surplus
/ deficit in the financial statements for the year.

CHAPTER 15
ACCOUNTING PROCEDURE FOR FIXED ASSETS

83. Capitalization of fixed asset

When an asset is ready and put to use, the amount spent on the asset which was recorded

under ‘Capital Work in progress’ account, shall be capitalized by debit to the appropriate

‘fixed asset’ account head and credit to ‘Capital Work in Progress’ account head.

84. Register of Fixed Assets

(1) The Municipality shall maintain the following registers comprising of land, buildings
and all other infrastructure, immovable and movable properties which belong to the
Municipality:

1. Register of land (BMAR Form 37)
ii. Register of immovable properties (BMAR Form 38)
1ii. Register of Movable Properties (BMAR Form 39)
The Registers can further be modified on the basis of individual properties in the
Accounting Manual.
(2) This shall be maintained category wise in respect of lands, buildings, etc.
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(3) The infrastructure assets like roads, bridges, culverts, drains, etc shall be recorded ward
wise to identify location, measurements, etc.

(4) The registers shall be maintained fund wise.

(5) Any new asset that is capitalized, purchased or obtained by way of grant or gift shall be
recorded in the register on the date the asset is capitalized, purchased or obtained.

85. Valuation of Fixed Assets

(1) All the fixed Assets shall be carried at historical cost less depreciation .The Cost of fixed
Asset shall include cost incurred /money spent in acquiring or installing or constructing
fixed Assets other incidental and indirect expenses incurred upto that date.;

(2) Any fixed asset, which has been acquired free of cost or in respect of which no payment
has been made, shall be recorded at nominal value of Re.1.

(3) All assets costing less that Rs. 5000/ would be expensed /Charged in income and
expenditure Account in the year of purchase.

(4) Interest on borrowing directly attributable to acquisitions or construction of qualifying
fixed Assets upto the date of the Commissioning of Assets shall be Capitalized.

(5) The detail guideline on valuation of Fixed Assets mentioned in Model National
Municipal Asset Valuation Methodology Manual can be referred for the valuation of
Fixed Assets.

86. Depreciation on Fixed Asset.

(1) Depreciation shall be charged on all fixed assets except for land, under the Straight line
Method, in accordance with the rates of depreciation and useful life to be provided in
Bihar Municipal Accounting Manual.

(2) In case an asset is capitalized on or after October 1 of a financial year, depreciation shall
be applicable at half the rates provided in the above mentioned schedule.

(3) In case an asset is sold or disposed of during the year, full depreciation shall be provided
if it is disposed on or after October 1 of the financial year. In case sold before October 1,
depreciation shall be charged at half the prescribed rates.

(4) The depreciation of each asset shall be updated in the fixed asset register every year in
such manner that the values of the assets after deprecation as per accounts and as per the
fixed asset register are in agreement.

(5) The Municipality may, if found necessary, maintain a separate asset replacement fund
for the replacement of fixed assets, by transfer of amounts equivalent to the depreciation
provision made for the year, to a separate bank account. An Asset Replacement Register
in BMAR Form40 shall be maintained for this purpose.

87. Revaluation of Fixed Assets

(1) A Municipality may carry out a revaluation of its assets, with the written sanction of the
Empowered Standing Committee in any of the following cases:

a. Commercial development of the fixed assets are taken up after the land use and
architectural control have been approved by the competent authority;

b. At the time of lease; or

c. At the time of issue of municipal bonds;

(2) Revaluation cannot be done for any particular asset. It shall be carried out for all the
assets of the Municipality or at least for a complete class of assets of the Municipality.

(3) Any increase in value of the fixed assets due to revaluation shall be recorded in a
‘Revaluation Reserve’ account.

(4) The portion of depreciation on the re-valued asset, which is attributable to revaluation,
can be set off against the revaluation reserve created above.
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CHAPTER 16
ACCOUNTING PROCEDURE FOR ESTABLISHMENT COSTS

88. Sections of Establishment to be distinct

Pay bills shall be, as far as practicable, prepared distinctly based on functions as shown in

the budget.

89. Proposition statement

(1) Save as otherwise provided, when a change in a sanctioned scale of establishment,
permanent or temporary, is made or proposed, a proposition statement showing clearly
its financial effect, should be submitted with full explanation of the grounds of the
change.

(2) If the change would affect only a section of the establishment, the numbers and cost of
the other sections may be shown in totals without details, but full particulars shall be
given for all sections in which any alteration is recommended.

90. Scale Register

(1) The whole establishment of the Municipality shall be recorded in a Scale Register in
BMAR Form No.41 in which every appointment shall be entered under the initials of
the Chief Municipal Officer, a page or pages being allotted to the establishment
chargeable to each item of the budget.

Whenever any revision is made, the revised number of posts and scale of pay and
allowances shall be noted in the columns provided for the purpose.

(2) Temporary establishment shall be recorded separately at the end of the space allotted for
the permanent establishment and shall not be mixed up with it. The period for which the
temporary establishment is sanctioned and the order of sanction shall be distinctly
specified in the Scale register.

(3) All fixed recurring charges such as house rent allowance, conveyance allowance/ leave
and pension contribution, etc., shall be recorded on a separate page of the scale register.

91. Pay of Establishment

The Pay of the Establishment of a Municipality shall be drawn and paid on the last working

day of the month during which it has been earned: Provided that when the last working days

happens to be a Saturday /public holidays, the pay of the establishment may be drawn and
paid on the previous working day.

92. Monthly combined pay bills and muster rolls

(1) Each section/ function shall maintain reliable time-keeping system, either through
manual attendance register or through time-keeping equipment. The attendance register
or time keeping equipment shall indicate arrival and departure time of each staff. The
time keeping system shall also provide relevant information on employees on various
categories of leave as well as unauthorized absence.

(2) The base of pay bill for each budget function shall be the attendance records detailed in
rule 94(1).

(3) Pay bills for each budget function head shall be prepared in BMAR Form 42 and signed
by the Chief Municipal Officer or other Officer authorized by the Chief Municipal
Officer. They shall be divided into budget function group and the totals worked out,
separately for each such group. They shall be kept separately for each fund.

(4) The details of names shall invariably be given in the pay bill.

(5) The pay bills of establishment shall be prepared as follows:—

a. The pay, charge and leave allowances, whether drawn or not, shall be entered in
columns 3 to 6. Pay, officiating pay and leave salary not drawn but held over for
future payment shall be entered in column 7 the reasons for doing so, being briefly
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noted in the remark column. When the amount is redrawn on asupplementary bill,
reference to that bill shall be given in the original bill from which the charge was
withheld or vice versa. Deductions on account of fines, provident fund, income-tax
and other recoveries, if any, shall be distinctly specified and shall be shown in the
columns provided for the purpose, and the net amount payable to each person shall
be entered in Column 12.

b. When salary is drawn for a broken period of the month, the reasons why this has
been done, the period for and the rate at which it is drawn, shall be distinctly entered
in column 1 under the name of the incumbent.

c. Officers absent on leave or on deputation or under suspension shall be clearly shown
as such in the monthly pay bills and officiating arrangements that may have been
made shall be noted.

d. The pay of all temporary establishments shall be billed for separately in the same
form, the sanction being quoted.

e. The wages of labourers, workers, etc., working on daily wage or not on regular pay
shall not be drawn in the regular pay bill form but only on muster rolls.

f. Fixed traveling and conveyance allowances shall be drawn in the pay bill of the
Officer or employee concerned and not on traveling allowance bills.

g. To the first pay bill in which a periodical increment is drawn an increment certificate
in BMAR Form 43 signed by the Competent Authority shall be appended.

h. The total amount of income-tax deducted from pay bills shall be credited to the
Income Tax Department of the Central Government.

1. In claiming pay of new employees for the first month, Chief Municipal Officer as
the case may be shall certify that the employee has produced the physical fitness
certificate issued by a Medical Officer.

j. The combined pay bills and attendance records shall be in bound books.

k. Pay, officiating pay, leave salary and other emoluments may be drawn for the day of
an official's death; the hour at which death takes place does not affect the claim.

(6) It shall be the prime responsibility of the internal auditor of each ULB-whether in house
or contracted out by ULB to make necessary checks to ensure that the actual payment of
establishment costs matches with attendance records and accurate computation.

(7) Internal Auditor shall check payment to temporary or regular staff through routine as
well as surprise presence at the time of payment to them.

93. Arrears Bills
Arrears of pay shall be drawn separately, the amount claimed for each month being entered
with a quotation of the bill in which the charge was omitted or withheld or on which it was
refunded by deduction or of any special order granting a new allowance. Such bills can be
paid at any time and may include as many items as are necessary. When arrears are paid, the
number and date of the cheque and voucher shall be noted on the original bill in which the
charge was withheld or omitted or in which it was refunded against the particular item, in
order to prevent a second claim from being entertained.

94. Supplemental Claims

(1) All supplemental claims shall be verified thoroughly by the drawing Officer. Such
claims shall be invariably noted in the original acquaintance roll filed in the office and
he shall record a certificate in the following form, in addition to the non-payment
certificate.

“Certified that the supplemental claims preferred above, have been verified with

reference to the acquaintance rolls for the concerned months filed in this office/the
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concerned offices and also that they have been noted against the entries shown therein as
withheld or omitted.”

(2) A note of the arrears bill shall invariably be made in the office copy of the bills for the
period to which the claim pertains over the dated initials of the Chief Municipal Officer
in order to avoid the risk of the arrears being claimed again.

95. Responsibility of Drawing Officer

(1) The Accountant shall prepare a reconciliation statement of current month’s total gross
and net pay with the previous month indicating effect of all changes since last month.
This statement shall accompany the pay bills to Chief Municipal Officer for approval.

(2) The drawer of a bill shall be personally responsible for all moneys drawn as pay, leave
salary, allowances, etc., on an establishment bill signed by him. He shall make
arrangement with the local bank, preferably where the accounts of the Municipality are
maintained, to disburse salaries to the municipal employees through cheque. For this
purpose, He shall issue a cheque with the list of employees containing their bank
account nos. and the net amount to be credited to their accounts. The same procedure
shall be followed for payment of festival advance. In respect of supplemental / arrears
claim, He shall issue cheques in favor of the employees concerned.

(3) However ,in case of temporary /Urgent advance payments ,the system of cash payments
may be followed as per the limit prescribed in Rule 38.

(4) The Chief Municipal Officer or the officer designated by him shall see that the amounts
drawn on cheques and payments made have been posted in the cash book/bank book:
Provided that it shall not be necessary to insist upon any acknowledgment of payment in
respect of adjustment bills for nil amounts.

(5) An Unpaid Salary Register in BMAR Form 44 shall be maintained by the Cashier, who
shall record details of unpaid wages etc., and subsequent disbursement thereof in this
register. The Manager or the officer nominated for this purpose shall scrutinize the
Register daily, it will be scrutinised by the Chief Municipal Officer once in a month.

96. Cheques to be drawn for net amount only

Cheques in payment of establishment bills shall be drawn for the net amounts payable.

When an establishment bill is paid by a cheque, a separate crossed cheque in favour of the

Treasury Officer / bank /concerned institutions shall be given for the deductions made such

as Income Tax, insurance premium, provident fund subscription, etc., and the necessary

statements with details attached thereto.

97. Payment of claims of deceased Municipal Employee

Pay, etc., due to and claimed on behalf of a deceased municipal employee may be paid

without the production of the usual legal authority:

(1) To the extent of Rs.5,000/- (Rupees five thousand only) under the orders of the Chief
Municipal Officer responsible for the payment after such enquiry into the right and title
of the claimant as may be deemed sufficient and;

(2) above Rs. 5,000/- (Rupees five thousand only) under the orders of the Empowered
Standing Committee of the Municipality and on the execution of an indemnity bond
with such surety or sureties, as it may require, if it is satisfied, after such enquiry as it
may consider sufficient, about the right and title of the claimant and considers that
undue delay and hardship would be caused by insisting on the production of authority
like legal heir certificate. In case of dispute, legal action shall be taken.
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98. Transfer of charge of Municipal Employees

When an employee is transferred from one budget function to another, his pay and

allowances shall be charged to the applicable budget head to which he is transferred from

the next succeeding month.

99. Advances on transfer of municipal employees

(1) Advances may be made to a municipal employee under orders of transfer involving
change of station up to an amount not exceeding one month's basic pay which he is in
receipt of immediately before his transfer or the pay he is entitled to after the transfer
whichever is less plus the traveling allowance to which he may be entitled under the
rules in consequence of the transfer.

(2) Recovery towards advance of salary paid by a Municipality, local body or department of
Government shall be affected by cheque at the time of preparing salary bill of the
official concerned and the cheque / DD forwarded to the Municipality, local body,
department of Government which originally paid the advance.

100. Amounts payable by a Municipality to Government

(1) Amounts payable by a Municipality to Government shall be paid by cheques drawn in
favour of the Treasury Officer or Bank for adjustment in the treasury or Bank accounts
by credit to the heads concerned under the Government by per contra debit to the
accounts of the Municipality. These payments shall, in any case, be made before the end
of the year for which they are due.

(2) Simultaneously with the issue of crossed cheques for amounts due to Government and
for supplies and services made by Government Departments, the Municipality shall send
intimation thereof containing full details, namely, (i) requisition number and date; (i1)
Bill No. and date; (iii) nature of payment and (iv) period to which it relates, etc., to the
concerned department of Government, at whose instance crossed cheques are issued.

101. Annual Return of establishment

(1) Early in March of each year a detailed statement in two parts, one for permanent
establishment including officiating incumbents of permanent posts and the other
covering all temporary establishments entitled to pension existing as on the 1st March
shall be prepared in BMAR Form 45 and transmitted to the Controller of Finance and
Accounts / Municipal Finance Officer and Chief Municipal Officer as soon as possible
and in any case not later than 15th May of each year.

(2) A similar return in respect of non-pensionable employees shall also be prepared and
forwarded to the Controller of Finance and Accounts / Municipal Finance Officer and
Chief Municipal Officer together with the annual return in respect of the pensionable
employees referred to in sub-rule (1).

(3) The returns referred to in sub-rules (1) and (2) shall be prepared in the following
manner, namely:—

(1) The particulars (such as designation, pay, etc.) of all members of the establishment,
holding permanent and temporary posts, whether on duty or absent or on foreign
service, leave or deputation or in temporary posts elsewhereor under suspension or
in transit to another office shall be entered in the appropriate columns in BMAR
Form 49, the particulars relating to pensionable and non-pensionable employees
being shown separately.

(i1) The date of birth, of appointment to present post and of promotion to present pay of
each person as well as the authority creating the posts shall be clearly entered in the
appropriate columns of the return. The date of birth by Christian era shall be given.
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If the month and year are known but not the exact date, 16th of the month and if the

year only is known the 1st July of the year shall be taken as the date of birth.

(i11)The return shall show accurately the sanctioned scale of permanent establishment
and so will include every post, whether filled or not, and if a post be vacant, the
word “Vacant” shall be set against it in the column “Name of incumbent”. Post
sanctioned but not filled shall be detailed at the foot of the return.

(iv) There shall be a separate return for each permanent establishment and not more than
one establishment shall be exhibited on a single page.

(v) The names shall be entered in the order of budget function group of the
establishment. There shall be a separate total for each section, and a grand total for
the whole establishment.

(vi)(a) In column (1) of BMARFormNo 45the General orders shall be entered only
once, and any other order shall be entered against every entry which it supports.

(b) The date to be entered in column shall be the date from which the official has
held the post continuously in an officiating, provisionally substantive or
substantive capacity, as the case may be.

(c) Personal pay shall be shown on a separate line immediately below the entry of
pay in Column 8 the orders of the Competent Authority sanctioning it being
quoted in Column 1.

(d) The columns of minimum or maximum pay of post shall be filled up only when
the pay is progressive, i.e. rises from a minimum to a maximum by periodical
increments.

(e) If the pay entered in Column 8 includes an increment allowed with effect from
Ist March, the entry shall be checked with the increment certificate which would
accompany the March establishment bill.

(vii) When the pay of an establishment or of an individual employee is met partly from
local or other funds, the whole shall be shown in the return and the portion payable from
each source specified in a foot-note.

(viii) The name of an employee officiating in a post and the amount of additional pay for
officiating, drawn by him need not be shown unless the additional pay for officiating,
counts for pension.

(ix)In the case of an establishment on a time scale of pay, the names of all officials not
belonging permanently to the cadre but officiating in permanent posts or holding
temporary posts shall be included with an indication of the nature ofvacancies they fill.

(x) If the officiating incumbent holds a permanent post on another establishment, the fact
shall be stated and a certificate shall support the entry.

(xi)Under the pension rules, service (either in full or half as the case may be) in a temporary
post counts for pension, if such service is followed by a substantive appointment and an
employee without a substantive appointment officiating in a post which is substantively
vacant or the permanent incumbent of which does not draw any part of the pay or count
service may, if he is confirmed without interruption in his service, count his officiating
service. As the annual establishment returns are intended for verification of service for
pension and payment of pensioners contribution on behalf of the employee entitled to
pension, the names of all temporary and officiating employees to whom the above rules
apply, shall be included in the return, in order that their service for pension can be
verified.




IeR I1ee (HIUROT), 9 3 2014 191

Note. - As soon as an employee under the service of a Municipality is confirmed the
previous period or periods of service, which would count for pension, shall be noted in the
service book and in the annual establishment return on the next available occasion.

(xii) A detailed statement shall be furnished in BMAR FormNo 46 showing relevant
particulars of the names which did not appear in the return of the previous year and
those which appeared in the return of the previous year but are now omitted, as well as
the names of employees who are on leave or under suspension during the previous year.

Note 1 - If an employee was transferred more than once in the preceding year, the name of

each office and post in which he was employed during the year shall be mentioned with

dates in Column 2 of the statement.

Note 2 - In the case of an employee under suspension and subsequently reinstated, a note

shall be appended stating whether the period of suspension shall count as service qualifying

for pension (No. and date of competent authority to be quoted),

(xiii) When the statement is completed as indicated above and before it is dispatched to
the appropriate authorities, the entries in the return shall be carefully verified with the
service books so as to ensure the accuracy of the return, to facilitate the verification of
pension claims as well as contributions towards pension. The Municipal Commissioner
or Chief Municipal Officer shall also satisfy himself of the correctness of the entries in
the return, with reference from the service books and shall record the following
certificate on the return:

“Certified that I have satisfied myself of the correctness of the entries in this return by
personally checking a few items in it with the service books.”

102. Accounting of establishment costs

(1) Establishment costs shall be accrued at the end of each month under each budget
function in accordance with the procedure prescribed in Chapter 6 of the Rules.

(2) The payment of salary shall be in accordance with the procedure prescribed in Chapter 7
of the rules.

(3) Leave encashment shall be accounted as and when due for payment i.e. on accrual basis.

(4) Retirement benefits shall also be accrued based on guidelines to be provided by Director

of Local Bodies at a later date.
CHAPTER 17
ACCOUNTING PROCEDURE FOR OTHER EXPENSES

103. Register of Stores

(1) A Register of Stores in BMAR Form 47 shall be maintained. The cost of stores articles
on receipt shall be debited to “stock in hand”. When issued, the cost will be debited to
the work concerned and credited to “stock in hand”.

(2) The following documents shall be maintained for accounting of stores transactions:

a. Material Receipt Note in BMAR Form 48 for accounting of material received,
prepared on the basis of suppliers’ bills;

b. Material Issue Note in BMAR Form 49 for accounting of material issued to
contractors and other departments;

c. Monthly Summary Statement of material issued to other departments in BMAR
FormS50 prepared on the basis of Material Issue Notes;

d. Half-Yearly Statement of Closing Stock in BMAR Form 51 prepared from Register
of Stores, for reconciliation of closing stock as per Register of Stores and Ledger.

104. Accounts relating to maintenance of motor vehicles

Where a Municipality maintains a motor vehicle:—
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(1) The vehicle shall be used only in the interest of municipal work and with the permission
of the competent authority;

(2) The movement of each vehicle shall be recorded in a log book which shall contain the
details as indicated in BMAR Form 52 (Part I)

(3) An account in BMAR Form 52 (Part II) shall be maintained by Administration there in
for quantities of tyres, tubes, petrol, diesel, gas, oil, etc., purchased by the Municipality
for the use of cars, lorries, etc., owned by it.

(4) An account in BMAR Form 52 (Part III) for all repairs to owned vehicles shall be
maintained with full details by Administration and shall be seen by sanctioning authority
before reviewing for approval the current repair bill for approval.

(5) A Monthly summary of Drivers Note Book pertaining to trips performed by the
municipal cars and Lorries shall be kept as per BMAR Form 53

(6) All motor vehicles whether cars or Lorries or vans, etc., maintained by the Municipality
shall be insured.

105. Contingent Expenditure

All Contingent expenditure including charges other than those for establishment and

travelling allowance shall be drawn in a bill in BMAR Form No 54.

106. Accounting of liabilities

At the end of each half-year, the department concerned shall prepare a Statement of

Outstanding Liabilities for Expenses in BMAR Form 55, and send it to Accounts

Department for accounting the liabilities.

CHAPTER 18
ACCOUNTING PROCEDURE FOR ADVANCES AND OTHER ASSETS

107. Advances

(1) The advances paid are not expenditure and they shall be recovered or adjusted in future,
therefore they shall be accounted under “advances recoverable” as they are assets.

(2) An account of advances shall be maintained in a Register of advances in Form BMAR
Form No 56. Whenever advances other than permanent advances are made, the
transactions shall be recorded in this register and the recoveries watched. The total of the
advances made during every month, as shown in this register, shall be agreed with the
corresponding total shown in the ledger. The Chief Municipal Officer shall initial the
entry in the Register as the case may be, in token of such agreement. When an advance
is recovered in cash or adjusted by deduction from bill through the Journal voucher, the
amount shall be noted against the original advance in the column for the month in which
the recovery or adjustment is made. The monthly columns for recoveries shall be totaled
at the end of the month and the total agreed with the corresponding credit under
advances in the ledger. The register shall be balanced at the end of the year and details
of outstanding balances carried forward to the next year. A register of employee loans or
advances shall be maintained in BMAR Form 57.

(3) (a) Advances shall only be made on proper authority. When so made, they shall be
recovered or adjusted, as per the conditions of the advance, unless the authority
sanctioning the advance orders otherwise.

(b) The payment of advances for the purchase of conveyance, purchase of a readily built
house or constructing a new house, etc., shall be in accordance with the rules issued
separately for this purpose.

(4) A register of interest on loans/advances to employees shall be maintained in BMAR
Form 58, to account for interest on such loans or advances.
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108. Permanent advance

(1) An amount of permanent advance shall be sanctioned by the Chief Municipal Officer
with approval of the Empowered Standing Committee to an officer towards petty
expenses of the office. The concerned Officer to whom the permanent advance is made
shall be responsible for the safe custody of that amount.

(2) The sum to be allowed shall be fixed on the supposition that recoupment will be made
once in a month.

(3) As far as practicable, such advance shall be kept with the Officer concerned.

(4) A register of permanent advances will be maintained in BMAR Form 59.

(5) A permanent advance shall not be multiplied and an Officer having subordinates who
require petty sums, may spare a small portion of his own advance for their use than
applying for separate advances for them, taking acknowledgments of them in the same
form as he himself furnishes, and retaining them in his office.

(6) Permanent advance shall be adjusted by debit to the appropriate expense heads for
which the amount is used, in accordance with the procedures prescribed at the close of
the year, a certificate shall be taken of the amount of permanent advance lying with
various officers and reconciled with the balance appearing in the accounts.

109. Stamp Register

(1) Postage Stamps - a stamp register showing the purchases and issues of stamps shall be
maintained in BMARForm-60. An Officer duly authorized shall verify the balance of
stamps on hand once a month and shall make a note of such verification in the register
under his signature.

110. Stationery Stock Register
Stationery Register shall be maintained in BMARFormé61 to show the actual stock on hand,
the actual receipts and Consumption and the balances. The receipts shall be entered in red
ink and issues in black ink. The issues shall be acknowledged in the register under the
initials of the Officer to whom supplied. Balances shall be struck at the end of each year and
verified with the actual stock by the Office Manager or any other responsible Officer as
required by the Chief Municipal Officer who should certify to the verification in the
register.

111. Investments of surplus money

The investments of surplus money shall be governed by section 81 of the Act, reproduced

hereunder:

(1) Surplus money standing at the credit of any of the heads of accounts of the Municipal
Fund which are not required, either immediately or at an early date, to be applied for the
purposes of Bihar Municipal Act, 2007 by the Municipality, may, in accordance with
previous approval from Empowered Standing Committee

(2) Provided further that such surplus money standing at the credit of the Commercial
Projects Account of the Municipal Fund shall not be transferred to the General Account
of the Municipal Fund.

(3) Surplus money which are not transferred under sub-section (1) may be invested in fixed
deposits or public securities or small savings schemes, approved by the State
Government, or deposited at interest with such scheduled bank as may be determined by
the Empowered Standing Committee.

(4) Profit or loss, if any, arising from the investment as aforesaid shall be credited or
debited, as the case may be, to the account to which such profit or loss relates.

(5) A register of Investments including fixed deposits, held by the Municipality as its assets,
shall be maintained in BMAR Form 62 showing all investments belonging to the
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Municipality, the purpose for which each is held being stated in the column provided
there for and the orders of Government if any, being quoted against each. No investment
shall be written off, this register unless realized.

(6) The register shall also indicate interest due and the realizations on account of it from
time to time, care being taken to see that the amounts due are realized on due dates and
that there are no outstanding. In respect of interest accrued but not received at the end of
the year, a journal entry shall be passed for accounting ‘the interest amount under
Income’ through credit to “Interest Receivable Account”.

CHAPTER 19
ACCOUNTING PROCEDURE FOR BORROWINGS, DEPOSITS AND OTHER
LIABILITIES

112. Deposits

(1) Deposits received shall not be accounted under income, as these are liabilities.

(2) Deposits paid to the Municipality in cash / DD and recovered through journal vouchers
shall be maintained in BMAR Form 63. Separate sets of pages may, if necessary, be set
apart for each of the following classes of deposits.

a. Deposits by rent / lessees, i.e., those who generate municipal revenue;

b. Deposits by suppliers, contractors, i.e., those who undertake to supply /execute any
work for the Municipality, security deposit and retention money deducted out of
running bills;

c. Sale proceeds of impounded cattle;

d. Other deposits;

(3) (i) When Earnest Money Deposit (EMD) by intending bidders at an auction is received,
it shall first be entered in the Register of miscellaneous sales BMAR Form 27. After the
auction is over the EMD shall be returned to all, except the successful bidder obtaining
due acknowledgement in the register (BMAR Form 27, itself). The EMD of the
successful bidder shall be accounted in Daily Collection Register or Cheques / DD
received register and accounted for in Deposit Account. Should it, however, be found
not possible to refund any of the amounts on the day of auction, they shall be brought to
municipal deposit account under “other deposits” through Daily Collection Register or
the register of Cheques received.

(i1) Deposits received that are not refundable shall be credited to the Municipal Fund at

the end of the fiscal year.

(ii1)) Non- refundable premium- The non-refundable premium received at the time of

auction of shops is not a refundable one but treated as receipts allocating equally over

the period for which shops have been let out.

(4) Pay or allowances shall not be placed in deposit on the ground of the absence of the
payee or for any other reasons but credited to “Unclaimed Salary/allowances” account.

113. Refund of deposit

(1) Refund of deposit shall be made by preparing a Deposit Refund Advice in BMAR Form
64 and it shall be passed for payment only when the Chief Municipal Officer has
satisfied himself by a reference to the Register of deposit and the Accountant has
certified that the deposit is actually outstanding, in token of which he shall set his initials
to the entry on the payment side of the register.

(2) The security deposit collected from the lessee and others in the previous year and kept
under Advance Deposits-’ shall be adjusted against the lease and other amount due in
the year through a journal voucherin BMAR Form No 65.
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114. Lapse of deposits

(1) Deposits remaining unclaimed for three complete account years after their refunds have
fallen due, shall be lapsed at the close of March of each year and accounted under
“Deposit lapsed” (Income) by a journal voucher.

(2) In April of each year all the outstanding balances, which are not to lapse to the benefit of
the Municipal Fund shall be transferred to the next year's register.

115. Register of Securities

The Municipality shall maintain a separate register in BMAR Form 66 of all securities and

other deposits furnished by contractors, municipal employees, etc otherwise than in cash,

viz. Deposit in Savings Bank, National Savings Certificates, Municipal Bonds etc.

116. Loans

(1) The loans received do not come under income. They are liabilities repayable with
interest.

(2) No Loan or guarantee exceeding twenty five lakh rupees in case of a Municipal
Corporation, twelve lakhs in case of a Municipal Council or five lakhs in case of a Nagar
Panchayat shall be taken unless it has been sanctioned by the Municipal Corporation or
Municipal Council or Nagar Panchayat, as the case may be, and the Director of Local
Bodies.

(3) All loans received by the Municipality shall be recorded each on a separate page in a
Register of loans in BMAR Form No. 67 each installment of the loan as it is taken
being recorded therein and each entry in the register being attested by the Chief
Municipal Officer.

(4) Where a loan is raised in the open market and is repayable by means of a sinking fund, a
separate register shall be maintained in BMAR Form 68. Payments shall be made into
the sinking fund, as soon as they fall due and the balance shall be invested in public
securities. The adequacy of the sinking fund shall be watched and certified every year.
All sinking fund balance shall be maintained in separate bank account.

(5) The Municipality shall maintain a Register of Bonds/Debentures Issued in BMAR
Form 69 whenever there is a public issue of bonds or debentures by the Council,
approved by the Government.

117. Appropriation of loans, endowments and other funds.-

(1) Loans, endowments and other funds for specific purpose shall be kept in separate bank
accounts. Without the sanction of Government previously obtained, no portion of such
funds shall be appropriated even temporarily, to any object other than that for which
they have been raised. Separate pages or sets of pages shall be set apart for each
endowment of fund. There shall be an abstract at the beginning of this register showing
the monthly closing balance of each fund.

(2) Earmarked (Special) Funds are created as an appropriation from the Municipal Fund.
Each of the Earmarked (Special) Funds shall be represented by a separate Bank
Account. On creation of the fund, money shall be transferred from the Main Bank
Account to Special Fund Bank Account. The Accounts Department shall maintain a
Special Fund Register in BMAR Form 70 where details of each fund created,
expenditure incurred in respect of each fund etc. is separately recorded. The
Municipality having an ear-marked fund for a specific purpose shall maintain a Register
of Ear-Marked / Special Funds in BMAR Form 70, to ensure that the fund is utilized for
the purpose for which it is created.
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CHAPTER 20
PERIOD END AND RECONCILIATION PROCEDURES

118. Bank reconciliation statement

The bankbooks shall be closed daily. The entries in the bank book shall be compared, item
wise, with the entries in the treasury / bank statement and the closing balance, according to
the bank books duly reconciled with the closing balance of the treasury or bank statement.
Within fifteen days from the end of the month, the reconciliation shall be carried out
between the balances shown in the cashbook and in the Treasury Pass Book and in the Bank
Pass Book /Bank Statement. A monthly Bank reconciliation statement duly signed by the
Accountant for each Bank Account of the municipality shall be prepared as follows:
STATEMENT OF RECONCILIATION OF BALANCES FOR THE MONTH

Particulars Amount in Rs. Amount in Rs.

Bank Balance as per Bank Book

Add: Cheques issued but not presented in to
treasury/ bank [cheque wise list to be appended]
Add: Credit given by treasury / bank either for
interest or for any other account but not
accounted for in bank book for want of details.

Sub-Total

Less: Cheques Deposited but not cleared /
credited by the treasury / bank

Less: Service Charges / Bank Charges or any
other charge levied by the treasury /bank but not
accounted for in the Bank book for want of
details.

Balance as per Bank Statement /Treasury
Statement

119. Period end procedures.
(1) The period end procedure prescribed in this rule shall be carried out by the Chief
Municipal Officer or an Officer authorized by him in this behalf.
(2) The following procedures shall be carried out daily:
a. Closing of Cash Book and Bank Book;
b. Physical verification of cash balance with the Daily Collection Register and cash
book balance;
c. Checking ledger accounts with the books of original entries, i.e., Cash Book, Bank
Book and Journal Book;
(3) The following procedures shall be carried out at the end of every month:
a. Recording of expenditures incurred against permanent advance;
b. Payment of pension contribution and leave salary contribution in respect of
employees on deputation;
c. Compilation of details of stock used during the month, for recording the
consumption of stores;
d. Closing of ledger accounts;
e. Payment of Government dues (cesses, royalty and loan with reference to the
concerned registers);
(4) The following procedures shall be carried out at the end of every quarter year i.e.in
July, October, January and April :
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a. Reconciliation of deposits, advances, receivables and incomes with subsidiary

records and registers;

Transfer of specific grants received to grant income as well as contribution, based on

its use during the period;

Accrual of interest on borrowings;

Recording of provision for bills remaining unpaid;

Accrual of interest on advances and investments;

Reconciliation of Capital Work in Progress account with records and registers;

Closing of ledger accounts;

he following procedures shall be carried out at the end of every financial year:

Physical verification and reconciliation of stores;

Physical verification of fixed assets;

Recording utilization of special funds by transfer to Special Funds (Utilized)

account;

Confirmation of all categories of advances;

e. Recording transfer entry for creating special funds for benefit of Backward classes or
similar other welfare schemes;

f. Confirmation of balances due from/to Government and Government agencies;

g. Create provision for depreciation on various types of assets in accordance with the
policies in this regard;

h. Create provision for amounts receivable, in accordance with the provisioning norms
in this regard;

1. Annual closing of ledger accounts by transfer to Income & Expenditure Account,
where required.

Reconciliation of Deposits-The Engineering Department, Stores Department or other

department, which had received deposits in the form of Earnest Money Deposit, Security

Deposit, or any other deposit shall prepare a Reconciliation Statement of Deposits

Outstanding from the Deposit Register in and forward it to the Accounts Department

within 7 days from the end of the relevant quarter. In case there is a discrepancy between

records of the two departments, this statement may have to be prepared for each deposit.

The Statement in (BMAR Form 63) shall be prepared separately for each type of

deposit. The balance as per the Reconciliation Statement shall be compared with the

Ledger Accounts (BMAR Form. S)kept with Accounts Departments. The reasons for

difference, if any, shall be identified and rectification entries passed wherever required

by the department, which has recorded the entry incorrectly.

Reconciliation of Receivables and Collections-The tax collection department, water

supply department, license department and other departments in Municipality shall

prepare a Reconciliation Statement of Receivable and Collection (BMAR FORM-

17).The Reconciliation Statement shall be prepared from the demand collection register

of the respective departments and forwarded to the Accounts Department within 7 days

from the end of relevant quarter. The Reconciliation Statement received by the Accounts

Department shall be reconciled with the respective Ledger Accounts (BMAR Form

S)maintained by the Accounts Department. The reasons for differences, if any, shall be

identified and rectification entries passed whenever required by the department, which

has recorded the entry incorrectly.

Reconciliation of Advance to Contractors and Suppliers- The Engineering Department,

Stores Department or other department which had initially sanctioned advance to

contractors and suppliers shall prepare a Reconciliation Statement of Advance

o or 4 o a0 o

o
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Outstanding in the format providled in (BMAR Form-56)for all the
Contractors/Suppliers and forward it to the Accounts Department within 7 days from the
end of the relevant quarter. In case there is a discrepancy between records of the two
departments, this statement may have to be prepared for each contractors/suppliers. The
Reconciliation Statement of Advance Outstanding received by the Accounts Department
shall be reconciled with the respective Ledger Accounts (BMAR Form-5) and register
of advances in Form (BMAR Form-56) maintained by the account’s department. The
reasons for differences, if any, shall be identified and rectification entries passed
wherever required by the department, which has recorded the entry incorrectly.

(9) Reconciliation of Permanent Advance - The Department or the authorized person in

receipt of Permanent Advance as specified in BMAR Form No 59 shall prepare a
Reconciliation Statement of Permanent Advance from the Register of Permanent
Advance in Form (BMAR Form No 59)and forward it to the Accounts Department
within 7 days from the relevant quarter. The balance as per the Reconciliation Statement
shall be reconciled with the Ledger Accounts (BMAR Form-5) and Register of
Advance in Form (BMAR Form No 56)maintained by the Account’s Department. In
the case of any discrepancy, measures shall be taken for rectification of the
discrepancies, by way of either recovery of advance or where there is an error in
accounting, by passing the necessary accounting entries

(10) Reconciliation of Advance Given to Employees - The Establishment Department

shall prepare a Reconciliation Statement of Personal Advance and Miscellaneous
Advance provided by the employer from the Register of employee Loans/Advances in
(BMAR FormNo 56). The Accounts Department shall reconcile the total amount of
advance with the Control Ledger Accounts (Form-5). The reasons for differences, if
any, shall be identified and rectification entries passed wherever required by the
department, which has recorded the entry incorrectly.

(11)  Reconciliation and Confirmation of Loans Borrowed by Municipality- The Accounts

Department at the end of each Accounting Year shall prepare a Confirmation Statement
of Loan borrowed in BMAR FormNo. 67 from the Register of Loans in BMAR Form
No 67 for the amount borrowed from each borrower. At the end of each Accounting
Year, the Accounts Department shall prepare and forward to the lender, a Confirmation
Statement for loan borrowed stating therein, the amount borrowed or disbursed directly
to Executing Agency, the amount repaid and interest accrued and paid on the loan.
Based on the reply received, the Accounts Department shall take steps for reconciliation
of the difference, if any.

(12) Reconciliation and Confirmation of Payables to Suppliers and Contractors- The

Accounts Department at the end of each Accounting Year shall prepare a Reconciliation
Statement of payables from the Register of Bills for payment in BMAR Form No 20.
The Confirmation Statement received by the Accounts Department shall be reconciled
with the respective Ledger Accounts (BMAR Form-5) maintained by the Accounts
Department. The reasons for differences, if any, shall be identified and rectification
entries shall be passed wherever required.

(13) Reconciliation of balances with Government and other Government Agencies - The

Accounts Department at the end of each Accounting Year shall prepare a Reconciliation
of receivables as well as payable balances with Government and other Government
Agencies. In case where both the amount is due and payable to any authority/agency,
both the Statement shall be submitted for balance confirmation to the authority/agency
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concerned. The reasons for differences, if any, shall be identified and rectification
entries shall be passed wherever required.

(14) Reconciliation of inter Accounting Unit Transactions-Inter Accounting Unit like
Inter Circle/Inter Zone and Head Office/Circle. Transactions are to be reconciled
periodically at end of each quarter.

(15) Each municipality must prepare journal entries for all closing adjustments and
prepare a final Trial Balance, which shall be the opening balance for next year accounts.

PART C - FINANCIAL STATEMENTS, ANNUAL REPORTS AND AUDIT
CHAPTER 21
FINANCIAL STATEMENTS

120. Monthly statement of receipts and payments

The Chief Municipal Officer as the case may be shall, not later than 20th of the subsequent

month, prepare a fundwise statement of receipts and payments in BMAR FormNo. 71.

121. Monthly Trial Balance and Demand Statement

A monthly Trial balance in BMAR FormNo. 72 shall be prepared by extracting all ledger

balances under various Account Codes, certified by the Chief Municipal Officer. The

Demand Statement, in BMAR FormNo. 23and Trial Balance shall be sent to the Director of

Local Bodies in soft copy as well as hard copy for each quarter at the end of month

following each quarter.

122. Annual Financial Statements

(1) The Chief Municipal Officer shall, within three months after the end of each financial
year, cause to be prepared financial statements for the preceding year in respect of the
accounts of the Municipality.

(2) The Financial Statements shall comprise of,-

a. Receipts and Payments Account for the year (BMAR Form No. 71)

b. Income & Expenditure Statement for the year (BMAR Form No. 73)

c. Balance Sheet as on 31st March of the year (BMAR Form No. 74)

d. Significant accounting policies adopted by the Municipality in presentation of the
financial statements

e. Notes to Accounts, which shall disclose Contingent Liabilities, and such other
information as, may be useful in understanding the financial statements clearly.

f. Comparative amounts shall be entered on the financial statements for the preceding
financial year except, in the case of the first year to which these rules apply.

(3) The Chief Municipal Officer shall, after preparing the annual financial statements shall
submit the financial statements to Empowered Standing Committee, before four months
from the close of the financial year.

(4) The Chief Municipal Officer shall be held personally responsible for full compliance of
rule 122(1) to (3) above. He shall be liable to a fine of Rupees Five thousands in case of
failure to submit the financial statements to Empowered Standing Committee before end
of July following each financial year.

(5) The Empowered Standing Committee shall examine the financial statements so
submitted by the Chief Municipal Officer, shall adopt and remit the same to the Auditor,
as may be appointed in this behalf by the State Government, before four months from
the close of the financial year.

(6) The audit of financial statements shall be completed before six months from the close of
the next financial year. The audited financial statements shall be placed before the
municipality for adoption by 30th September from the close of the financial year.
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CHAPTER 22
ANNUAL PERFORMANCE REPORT
123. Annual Performance Report
The Annual Performance Report of the Municipality shall consist of the following:-
(a) City Management Report, prepared in accordance with rule 124 below.
(b) Auditor’s Report on the Financial Statements, provided in accordance with
following rule 130.
(c) Audited Financial Statements approved in accordance with following rule 128.
(d) Cost and Performance Indicators, prepared by the Chief Municipal Officer in the
manner prescribed in Schedule VIIIL.

124. City Management Report

(1) A city management report shall be prepared by the Chief Municipal Officer as the case
may be and presented to the Municipality along with the financial statements.

(2) The City Management Report shall provide a discussion and analysis of the financial
performance and position of the municipality during the financial year. In respect of any
adverse performance, the report shall explain the reason thereof and the steps taken to
improve performance in that area.

(3) The report shall also discuss the future plans of the Municipality and the projects
currently in progress. It shall also respond to any comments and qualifications
mentioned in the Financial Statement Auditor’s report, stating the facts of the matter and
the steps taken in respect of those qualifications.

125. Publicizing annual performance reports

The Chief Municipal Officer shall, not later than eight months after the end of the financial

year, or such other date as the Director of Local Bodies, in special circumstances directs to-
(a) Publish the annual performance report in the local newspaper and also publish on the

municipality’s website and /or Urban Development and Housing Department, Bihar;
(b) Publish a notice, advising of the publication of the annual performance report and
that copies of the report are available at the office of the Municipality at a nominal
charge;
(c) Cause a copy of the annual performance report to be forwarded to the Director of
Local Bodies and Examiner of Local Accounts.
CHAPTER 23
INTERNAL AUDIT, STAUTORY AUDIT AND SPECIAL AUDIT
126. Internal audit
(1) The primary role of internal auditors is to independently and objectively review and
evaluate municipality’s activities to maintain or improve the efficiency and effectiveness
of its internal controls, risk management and governance. This is done by
e Evaluating the reliability, adequacy, and effectiveness of accounting, operating, and
administrative controls;

e Ensuring that internal controls result in prompt and accurate recording of
transactions and proper safeguarding of assets;

¢ Determining whether the Municipality complies with laws, rules and regulations
and adheres to established Government policies; and

e Determining whether management is taking appropriate steps to address current and
prior control deficiencies and audit report recommendations.

Internal audit also assists in preventing fraud or to facilitating its early detection.

(2) Each Municipal Corporation shall have an Internal Auditor appointed on regular basis or
on contractual basis from panel of professional Chartered Accountant firms prepared by
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Director of Local Bodies, Bihar latest by end of March for the following financial year.
The internal audit shall be on on-going basis throughout the year.

(3) The Director of Local Bodies shall fix the remuneration of the internal auditor. The
terms of appointment of Internal Auditor shall be determined by the Director of Local
Bodies.

(4) The internal auditor so appointed under rule 126shall be reporting directly to
Empowered Standing Committee and his/her audit reports shall be copied to Chief
Municipal Officer and Director of Local Bodies. Examiner of Local Accounts shall
retain copies of reports for examination during the audit.

127. Role of Municipal Accounts Committee

(1) The Municipal Accounts Committee is vital in ensuring effective financial management
of affairs of ULB and shall be constituted and governed by section 98 of the Act.

(2) The Municipal Accounts Committee shall perform all duties as mentioned under section
98 of the Act.

(3) The Municipal Accounts Committee shall also be responsible for timely submission of
Action Taken Report with regards to audit reports prepared by Examiner of Local
Accounts and ensuring the implementation of the recommendations in the Audit Report;

(4) The Municipal Accounts Committee shall ensure that the Bihar Municipal Accounting
Rules 2014 are observed and implemented. The Municipal Accounts Committee shall
provide all needed support for the application of these rules.

128. Financial Statements /Statutory Audit

(1) The Financial statement/Statutory Audit must be completed within six months of close
of the financial year i.e. by 30th September.

(2) The financial statements Including the Accounts of Special Fund shall be examined and
audited by Director Local Fund Audit or his equivalent authority or an Auditor
appointed by the UDHD, GOB from the panel of professional Chartered Accountants
firms prepared in that behalf by the UDHD.

(3) The Director of Local Bodies in consultation with the Examiner of Local Accounts shall
fix the remuneration of the Financial Statement Auditor/Statutory auditor.

(4) In auditing the accounts the Auditor appointed under sub-Rule(2) above will see that the
books of accounts have been kept and are presented in proper form, that the particular
items of receipts and expenditure are stated in sufficient detail, that all sums received or
which ought to have been received are brought into account, and also that the receipt and
expenditure are in all cases such as are authorized by law. In doing so, the auditor may
take action as permissible under section 91 of the Act.

(5) The Controller of Municipal Finances & Accounts /Municipal Finance Officer shall at
the time of audit cause to be produced all accounts, registers, documents and subsidiary
papers which may be called for by the Auditor appointed by Director of Local Bodies.
The municipality staff shall also produce the cash balance and the balance of imprest
before the auditor, appointed by the State Government in this behalf for verification.

129. Special audit

In addition to the audit of annual accounts, if the Urban Development & Housing

Department or the Empowered Standing Committee of the Municipality thinks fit, may

appoint an Auditor to conduct special audit pertaining to a specified item or series of items

requiring thorough examination, and the procedure relating to audit shall apply mutatis
mutandis to such special audit.
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130. Audit Report.

(1) Subject to the provision of the Bihar Municipal Act, 2007 and these rules, the auditor
shall perform the audit in such manner as he thinks fit, having regard to the character
and effectiveness of internal controls and recognized professional standards and
practices.

(2) The auditors shall, within six months of the end of the financial year, complete the audit
and prepare an audit report. The report shall mention,-

a. Whether he has obtained all the information and explanations which, to the best of
his knowledge and belief, were necessary for the purposes of his audit;

b. whether, in his opinion, proper books of account as required by the Act and Rules
have been kept by the Municipality so far as it appears from his examination of those
books;

c. Whether the Municipality’s Balance Sheet, Income and Expenditure Statement and
Receipts and Payment account dealt with by the report are in agreement with the
books of accounts;

d. Whether the Financial Statements give a true and fair view;

(1) In case of the Balance Sheet, of the state of affairs of the Municipality as on the
last day of the financial year; and

(i) In case of Income and Expenditure Statement, of the surplus/deficit of the
Municipality for the year ended on March 31,

(3) Where any of the matters referred to above are answered adversely or with a
qualification, the auditor’s report shall state the reason for the same and with further
explanation and the financial impact of such qualification.

(4) The Auditor shall comment in respect of the following matters in the Annexure to the
Audit Report:-

(a) whether all transactions (incomes, expenditures, assets and liabilities)are correctly
classified and stated in sufficient detail;

(b) Whether all grants sanctioned or received by the municipality during the year, have
been accounted properly, and where any deduction is made out of such grants
towards any dues of the ULB? Whether such deductions have been properly
accounted;

(c) Whether any Special Funds have been created as per the provision of any statute and
whether the Special Funds have been utilized for the purposes for which they have
been created;

(d) In respect of contracts that are in existence during the year, whether there are any
deviations from the sanctioned plans and the estimates without the sanction of the
competent authority;

(e) Whether the ULB is maintaining proper records showing full particulars, including
quantitative details and situation of fixed assets; whether these fixed assets have
been physically verified at reasonable intervals; whether any material discrepancies
were noticed on such verification and if so, whether the same has been properly dealt
with in the books of account;

(f) Whether in case of leasehold property given by the ULB, lease rentals are collected
regularly by the ULB and that the lease agreements are renewed after their expiry;

(g) Whether physical verification has been conducted by the ULB at reasonable
intervals in respect of stores;
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(h) Whether the procedures of physical verification of stores followed by the ULB are
reasonable and adequate? If not, the inadequacies in such procedures should be
reported;

(i) Whether any material discrepancies have been noticed on physical verification of
stores as compared to book records, and if so, whether the same has been properly
dealt with in the books of account;

(j) Whether proper procedures are in place to identify any unserviceable or damaged
stores and whether provision for the loss in this respect, if any, has been made in the
accounts;

(k) Whether the valuation of stores is in accordance with the accounting principles laid
down in the rules? Whether the basis of valuation of stores is same as in the
preceding year? If there is any deviation in the basis of valuation, the effect of such
deviation, if material, should be reported;

(I) Whether the parties to whom loans or advances have been given by the ULB are
repaying the principal amounts as stipulated and are also regular in payment of the
interest and if not, whether reasonable steps have been taken by the municipality for
recovery of the principal and interest?

(m)Whether advances given to municipal employees and interest thereon are being
regularly recovered;

(n) Whether there exists an adequate internal control procedure for the purchase of
stores, including components, plant and machinery, equipment and other assets?

(0) Whether applicable procurement rules and procedures are being followed and if so,
significant deviations should be identified and reported.

(p) Whether the municipality is regular in depositing statutory dues including tax
deducted at source, service tax, VAT, works contract tax, cess payable to the
government etc., and if not, the nature and cause of such delay and the amount not
deposited;

(g) Whether the municipality is regular in remittance of pension and leave encashment
contributions or any other amounts which the municipality is liable to remit towards
the retirement dues of its employees, including employees on deputation;

(r) Whether any expenses of personal nature of the Officers or employees has been
charged to the municipality’ s accounts; if so, the details thereof;

() Whether the Bank Reconciliation statements have been properly prepared for all the
bank accounts of the ULB and the remedial actions including all correcting entries
have been taken on timely basis;

(t) Whether the year-end and reconciliation procedures prescribed have been carried out
as per the rules;

(u) whether all the expenditure incurred by the Municipality are authorized by
appropriate provision in the sanctioned budget, whether made originally or
subsequently and are in all cases such as are authorized by Act;

(V) Whether all revenue has been properly assessed, accounted for, collected and
recovery action taken on timely basis;

(W) whether all sums due to and received by the Municipality have been brought to
account within the prescribed time limits and are in all cases such as are authorized
by Act;

(X) whether in respect of all bills for charges on account of all works and other
expenditure, proper certificates have been furnished in support of them and that no
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deviation has been made for the sanctioned plans and the estimates without the
sanction of the competent authority;

(y) whether the amounts received as specific grants have been utilized for the purposes
as stated in the grant sanction order;

(z) Any other matter which the Government, Municipality and/or Authority (as required
by the Act), may have specifically required to be covered as a part of the Audit.

(5) The audit report along with annexure shall be submitted to the Municipality with copies
to the Empowered Standing Committee, Chief Councilor and Director of Local Bodies
immediately on completion of audit but before September 30th in each financial year.

(6) The Chief Municipal Officer shall prepare within two months of receipt of audit report
an “Action Taken Report” indicating planned corrective action taken against each and
every audit para with name(s) of staff responsible for corrective action and another
column for the time frame during which corrective action(s) shall be completed.

(7) The Chief Municipal Officer must clear all outstanding audit paras within 6 months of
the date when these are received.;

(8) The Chief Municipal Officer shall be personally held responsible for complying the
requirements of sub-rule 6 and 7 above. He shall be liable to a fine upto Rupees Five
thousands for non-compliance of the rule 130 (6) & (7) above. The Examiner of Local
Accounts shall make recommendations under this Rule to Director of Local Bodies.

PART D - BUDGET ESTIMATES
CHAPTER 24
BUDGET ESTIMATES

131. Preparation of budget estimate of Municipality

(1) The budget estimate shall be prepared each year separately for each Fund, delineating
the income and expenditure of the municipality to be received and incurred against
various heads of accounts;

(2) The budget Estimates shall not only highlight the financial outlays but also impact of
financial outlays through highlighting measurable output and outcomes;

(3) The budget estimate shall state the rates at which various taxes, surcharges, cesses and
fees shall be levied by the Municipality in the year next following;

(4) The budget estimate shall state the amount of money to be raised as loan,if any, during
the year next following.

(5) The budget estimate is to be prepared on cash basis showing no deficit i.e. Opening
balances plus all receipts less all expenditures must not result in negative cash balances.

132. Public participation in the Budget

(1) The ward wise inputs shall be taken through Ward Committee or other such public
forum for the year next following

(2) The Chief Municipal Officer shall present the ward wise tentative revenue and
Expenditure estimates to public for comments in a public meeting before 15th January
for which at least a week’s prior notice is given. This public meeting for inviting public
comments shall be attended by all heads of departments of the municipality and all
members of Empowered Standing Committee. The inputs from public shall be seriously
taken note of in preparing draft annual budget estimates for year next following;

133. Manner of preparing Budget estimate

In addition to taking into consideration, the requirements specified in Chapter XI of Bihar

Municipal Act, 2007 for “Budget Estimates”, the Municipality shall prepare the budget

estimate in the following manner, namely —

(1) The budget estimate shall be, for what is expected to be received or paid during the year
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and not for demands or liabilities likely to fall due within the year;

(2) All existing liabilities which are expected to be paid during the year, for which the
budget is being prepared, shall be ascertained and provided for as much as possible
based upon the expected budgeted resources;

(3) Gross receipts and gross charges shall be entered for each account head in the budget;

(4) The figures mentioned in the budget shall be based on detailed working sheets showing
the basis of arriving at various figures in the budget statements;

(5) The principal explanations required shall be in connection with the differences between
the estimates proposed for the ensuing year and the current year. The explanation shall
be short and consistent with the subject-matter;

(6) If there are any abnormal receipts or payments that are likely to be very different from
the average trends, these must be explained fully in notes to the budget estimates;

(7) In preparing the budget estimates, the Municipality shall see that its normal expenditure
is well within its normal receipts and shall show separately all special items of receipts
and expenditure. Any increase of expenditure shall be carefully considered with
reference to resources, to avoid excess over normal resources.

134. Budget formats

(1) Budget heads are broadly divided into four categories of accounts e.g. A. Revenue
Receipts, B. Revenue Expenditure, C. Capital Receipts and D. Capital Expenditure
Account. Budget shall be prepared for each of the Fund.

(2) The receipts/expenditure of items of revenue nature would be booked under A. Revenue
Receipts, B. Revenue Expenditure; the receipts/expenditure of items of capital nature
would be booked under C. Capital Receipts and D. Capital Expenditure Account.

(3) All collections and levies as permissible under Chapter XV the Bihar Municipal Act,
2007 in force such as:

Holding tax on lands and buildings including Vacant Land;
Lighting tax, Latrine Tax;
surcharge on transfer of lands and buildings;
tax on deficit in parking spaces in any non-residential building;
water tax;
fire tax;
tax on advertisements, other than advertisements published in newspapers;
surcharge on entertainment tax;
surcharge on electricity consumption within the municipal area;
tax on congregations;
tax on pilgrims and tourists;
toll on roads, bridges, ferries and navigable channel and on heavy trucks;
. Communication Towers and related structure /disc antennas etc., and
all user charges, assigned revenues, sale and hire charges, revenue grant
contributories and subsidies, interest income, income from entering into any joint
venture, income from public-private partnership and other fees and charges
shall constitute the revenue receipts.
(4) The following shall constitute capital receipts and liabilities
a. Deposits received from Contractors,Suppliers;
b. Grants and Contributions received for specific purpose;
c. Sale proceeds from Fixed Assets;
d. Development loans available from LIC,HUDCO, Banks and other development
agencies;

BE AT OER S0 a0 o
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e. Loan and/or grant from Multi-lateral and Bi-lateral institution;

f. Deposit Works,royalties for granting house connections, initial deposits from
markets, sale of investments, recoveries of loans and advances from staff,
employees liabilities, income tax/service tax deducted from contractors and
suppliers but not deposited, sale proceeds from stores.

(5) All establishment and other expenses incurred in the conduct and administration of the
functions, which a Municipality is required to carry on for keeping its office running,
shall constitute the revenue expenditure. Such expenses towards salaries, wages,
allowances, rent, telephone charges ,insurance, advertising, printing, stationeries
,conservancy implements, electricity charges, law suits, interest on loan are few such
cases. Further, all expenses incurred by way of repairs, replacements and renewals of
existing assets, which do not in any way add to their value but simply serve to maintain
them in proper order are chargeable to revenue head. Thus, the cost of repairs of
buildings, road, drain, culvert, market, park, playground, burning ghat, water works,
sewers etc shall also be treated as revenue expenditure.

(6) The repayment of loans, investments of long — term nature out of reserve fund and
general fund, loans and advance to staff, refund of deposits to contractors/suppliers,
expenditure incurred in the acquisition /purchase/construction of Fixed Assets such as
land, buildings, infrastructure assets like roads and pavements, bridges, culverts and
flyovers, subways and causeways, sewerage and drainage, waterways, water supply and
reservoirs, vehicles, plant and machinery, equipments, furniture, fixtures, fittings and
electric appliances, livestock, intangible assets, advance payments, shall constitute
capital expenditure and assets.

(7) If necessary new head under appropriate heading may be opened after making
corresponding changes in the Chart of Accounts wherever required and following the
procedure with regard to change in the Chart of Accounts.

(8) If any Capital Expenditure in a year is met out of own revenue income of that year, in
that case an equivalent amount would have to be transferred to Capital Expenditure from
Revenue Receipts for which appropriate budget heads have been provided in the format.

(9) The details of all outstanding liabilities, if any, not provided for settlement in the Budget
Estimate, shall also be shown in a separate schedule along with the Budget Estimate.

(10) The summary of Budget of each fund as per BMAR Form No. 77 shall be
accompanied by other Statements as per detail below-:

i.  Summary of Budget for the Period in BMAR Form No. 77

a. Budget Estimation Sheet Format BMAR Form No. 75

b. Budget Estimate Consolidation format in BMAR Form No. 76
ii.  Major Account Head Wise Budget for the period in BMAR Form No. 78
iii.  Summary of Function Wise Budget For The period in BMAR Form No. 79
iv.  Summary of Field Wise Budget For The period in BMAR Form No. 80

135. Report on services provided at subsidized rate. - (1) As required per section 83 of
the Act, the Chief Municipal Officer shall, while preparing the budget estimate, append
thereto a report indicating whether the following services are being provided as a
subsidized rate and, if so, the extent of the subsidy, the reasons thereof, the source from
which the subsidy is being met, and the sections or categories of the local population
who are the beneficiaries of such subsidy, namely:.

(a) water-supply and disposal of sewage, and

(b) Scavenging, transporting and disposal of solid wastes.
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A service shall be construed as being provided at a subsidized rate if it’s total cost,
comprising the expenditure on operation and maintenance and adequate provision for
depreciation of assets and for debt servicing, exceeds the income relatable to the rendering of
that service. The ULB shall prepare a Subsidy Report at end of September and March each year
and present to Municipality through Municipal Accounts Committee by end of October and April
respectively.

136. Sanction of budget estimate of Municipality

(1) An annual estimate of the anticipated receipts and payments of the Municipality during
the next financial year, shall be prepared in BMAR Form 77by the Chief Municipal
Officer and shall be presented to the Empowered Standing Committee of the
Municipality by 15th February each year;

(2) The Chief Councilor shall present the budget estimate to the Municipality for adoption
by the 20th February each year;

(3) The Municipality shall consider the budget estimate and the recommendations, if any, of
the Empowered Standing Committee thereon, and shall, by the last day of February each
year, adopt the budget estimate for the ensuing year with such changes, as it may
consider necessary, and submit the budget estimate so adapted to the Director of Local
Bodies.

(4) The budget estimate received by the Director of Local Bodies shall be returned to the
Municipality before the 15th day of March of that year with or without modifications of
the provisions relating to subventions by the State Government.

137. Publication and submission of budget and revised budget

1. After budget estimate or the revised budget estimate, as the case may be, is finally
adopted, a copy of the same shall be forthwith placed on the Notice Board of the
Chief Municipal Officer for inspection of the members of the public.

ii. A copy of the detailed budget with all schedules including BMAR Form No. 82
with financial outlays, outputs and outcome should be sent to all departments, ward
committees or Area Sabhas, as the case may be, for their records and follow up.

iii.  The Budget Estimates, especially BMAR Form No. 82with financial outlays,
outputs and outcome should be widely disseminated to the public and should be
published in local newspapers a well a posted on the website for the municipality
and/or UDHD, GoB.

138. Commitment for Expenditure

(1) No expenditure shall be committed by issue of sanction order / work order without there
being sufficient budget provision for such expenditure. If sufficient budget provision is
not there, then the Chief Municipal Officer shall not issue the sanction order / work
order. In case expenditure is required the Chief Municipal Officer shall seek additional
grants and re-appropriation and only after sufficient budget provision has been made,
shall He issue the sanction order or work order.

(2) The Accounts Department at the end of one month following each quarter year shall
prepare a Quarterly Budget Variance Report in form BMAR No. 81 and submit it to the
Chief Municipal Officer and Empowered Standing Committee / Municipal Accounts and
Audit Committee for their review.

139. Mid-Year Review of the Budget

The Municipal Accounts Committee shall hold a mid-year review to check if the budget is

on-track. The Mid-Year Review shall result in:
= Revised budgets for Plan and Non-Plan expenditures.
= Revision of rolling budgets, if any, for subsequent years.
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= Budgets are realistic and achievable - Analysis of budget vs. actual reflect not more
than 5% percent of variation.

= Actual outputs and outcomes during budget period are in alignment with planned
outputs and outcomes.

= A reasonable percent of proposed programs /projects completed.

= Level of spending outside the budget is nil but, in any case, does not exceed 5 %.

140. Additional grants and re-appropriation

(1) At any time during the year, the Empowered Standing Committee may alter any budget
grant by increasing or decreasing the amount under any head making any additional
provision for meeting any special or unforeseen requirement and transferring the amount
or a portion thereof from one head to another.

(2) Any such alteration made in the budget grant prior to revision of the annual budget
estimate shall be incorporated in the revised budget and alteration made subsequently
shall be reflected in the appropriate column of the annual budget estimate for the next
financial year

(3) Additional grants and/or re-appropriation shall be made only if the resources are
available within the municipality. Any proposal under rule 140 for additional grants and
re-appropriation shall be submitted in BMAR Form No. 83, for approval by the
Municipality within 31st December each year.

PART E - MISCELLANEOUS
CHAPTER 25
COMPUTERISED ACCOUNTING

141. Computerized accounting

(1) The accounting records required to be maintained under these rules may be kept in a
computer based system. Since the computerization is being used for the first time,
municipalities shall take the following precautionary steps;

- Initially, manual as well a computerized system shall be maintained on parallel
basis;

- A uniform accounting software e.g. “Tally 9“or later version shall be used by all
municipalities with capability for export/import from Excel. This software shall be
continued until a customized accounting software is ready for implementation across
all ULBs;

- Municipalities shall use the templates prepared by Urban and Housing Development
Department, Bihar for all Forms, schedules and Statements as per the new Bihar
Municipal Accounting Rules;

(2) It shall be the joint responsibility of the Chief Municipal Officer of each ULBand the
Director of Local Body to ensure that the appropriate controls and procedures are
exercised, through any organization approved by Government, for the integrity and
security of the data files and programmes and storage of back up of this data and its
retrieval.

(3) Further, when accounts and/or other related registers/records are kept manually as well
as on computerized basis, the switchover to exclusive computerized basis shall be
allowed by Director of Local Bodies or any designated official by him only after
certification of adequate safety and integrity aspects is obtained by Chief Municipal
Officer, in writing, from a Chartered Accountant, well experienced with working in an
EDP environment and presented to Director of Local Bodies with his recommendation
to this effect.
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In case of manual accounts, records and books of accounts shall be safely preserved for
at least eight financial years preceding the current financial year. However, in case, of
computerized accounting applications, data shall be preserved for each financial year in
a single CD/DVD along with original supporting documentation for minimum of eight
financial years.
CHAPTER 26
PREPARATION OF OPENING BALANCE SHEET

142. Preparation of opening balance sheet

(1) In the first year during migration to Double-Entry based accrual accounting under these
rules, the Municipality shall determine the opening balance of the various assets and
liability account heads at the beginning of the period and this statement shall be called
the opening balance sheet.

(2) The opening balance sheet shall be prepared separately for each fund.

(3) In order to determine the opening balances, the Municipality shall prepare an inventory
of all its assets and liabilities and value them based on their original cost, appropriately
depreciated in the case of fixed assets, to arrive at the current book value.

(4) In case the Municipality is unable to determine the actual cost of a fixed asset with
reasonable accuracy, it shall use the current standard cost rates prescribed by the
government or use guidelines available for this purpose, deflate them to the year of
purchase and then depreciate them, to arrive at the current book value of the asset.

143. Adoption of opening balance sheet

When the Municipality prepares the opening balance sheet, it shall be laid before the council

for being adopted by the council.

144. Opening balance sheet adjustments

(1) If, after the opening balance sheet is prepared, any error or omission is noticed, such
error or omission shall be incorporated in the opening balance sheet figure, by routing it
through an ‘Opening Balance Sheet Adjustment’ account.

(2) Such adjustments in the opening balance sheet may be carried out upto two years after
the preparation of the opening balance sheet. Any such adjustment shall be placed before
the Municipality Council for approval before it is included in the accounts.

CHAPTER 27
MISCELLANEOUS PROVISIONS

145. Stock book of forms

(1) The forms and receipt books prescribed under the Act or the rules or bye-law, shall be
supplied by the Director of Printing, Stationery and Publications, Government Press
upon requisition from the Municipal Commissioner or Chief Municipal Officer. A stock
book in BMAR FormNo. 84 shall be maintained for all forms. If there are different
sizes of the same kind of book separate pages should be used for each size. The Chief
Municipal Officer shall be responsible for the correct maintenance of the stock book.
The balance of forms on hand shall be verified annually by the Officer appointed by the
Municipality to check the Municipal stock who should record a certificate of correctness
or otherwise over his dated signature. Provided that in case the Director of printing,
stationery and publications, Government press is not able to supply the requisitioned
forms, receipt books etc., he shall inform the Chief Municipal Officer in writing, his
inability. The Chief Municipal Officer shall then get these printed forms in any other
private press following the procedure prescribed by the Director of Local Bodies.

(2) The Chief Municipal Officer shall obtain one Chequebook each for the accounts
operated at a time from the Treasury / Bank.
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(3) The Chief Municipal Officer or other Officer so designated by the Chief Municipal
Officer responsible for the stocking and distribution of forms and receipts books shall
forward to the Director of Printing, Stationery and Publications by about the middle of
November of each year with an indent for the number of books required during the
succeeding official year. A reserve stock of books, which will last for at least a year
shall as far as possible, however, be maintained by the Municipality.

146. Receipt Books

Receipt books shall, on receipt immediately in the municipal Office, be counted, numbered

and entered in the stock book of forms. Each receipt book shall be serially numbered and

paged and a certificate of the number of pages each book contains shall be furnished in each
book and signed by the Chief Municipal Officer or other Officer so designated by the Chief

Municipal Officer. The issue of receipt books shall be in order of their numbers and the

signature of the receiver obtained in the stock register. No fresh book shall be issued before

the previous one is completely exhausted and returned to the Municipal Office. Each page
of every copy of all kinds of receipt books, tickets, etc., shall be impressed with the common
seal of the Municipality before issue from the stock of books of the Municipal Office.

147. Lapse of Sanction

(1) A sanction for any fresh charge, which has not been acted upon for a year, shall be held
to have lapsed unless the authority, which originally sanctioned the charge specifically,
renews it.

(2) When in the order sanctioning a temporary establishment the period for which it should
be retained is not specified, sanction to it shall be considered to terminate at the end of
the official year in which it is accorded.

148. Facsimile stamp and Council’s seal

The facsimile stamp shall be kept in the personal custody of the Officer whose signature it

represents and shall never be used except in his presence and actually within his sight. The

Municipality's common seal shall also be kept in the personal custody of the Chief

Municipal Officer and shall be only used in his presence.

149. Security

The accountant, revenue officer, tax-daroga, cashier and tax-collecting staff in the employ of

a municipality and outside parties contracted by a municipality for collection etc. shall

furnish such security as the Chief Municipal Officer may think proper.

Nothing in this Rule shall be understood to prohibit such security as the Chief Municipal

Officer may think advisable being taken from any other officer or servant in the employ of a

municipality.

The prescribed form of Security Bond for municipal employees, who are allowed to give

security in landed property and of security register are appended to these rules (BMAR

Form No. 85)

CHAPTER 28
MANAGEMENT INFORMATION SYSTEM (MIS)
150. MIS
Each municipality shall have an adequate Management Information system based on its
accounting system. Financial Statements prepared by each Municipality Income and
Expenditure Account, Balance Sheet, Receipt and payment Account, Statement of
Cash Flows, Subsidy report and Financial Ratios is covered by MIS Report. Other
report which are prepared and submitted to various Governing Committees for
review, analysis and decision making Purposes are
a) Statement of Receivables in BMAR Form No.86
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b) Statements of Payables in BMAR Form No.87
¢) Ward wise liability summary reports in BMAR Form No.88
d) Revenue trend Analysis summary in BMAR Form No.89
By order of the Governor of Bihar,
Dr. S. SIDDHARTH,
Secretary to Government.

SCHEDULE I
[See rule 4(1)]
List of Nagar Nigam
Commissionerate District SI. No. Name of Municipality
Patna 1 Patna Nagar Nigam
Bihar Sharif Nagar Nigam
Patna Nalanda 2 £ s
) Ara Nagar Nigam
Bhojpur 3
Gaya Nagar Nigam
Magadh Gaya 4
Bhagalpur Nagar Nigam
Bhagalpur Bhagalpur 5
) Muzaffarpur Nagar Nigam
Tirhut Muzaffarpur 6
Darbhanga Nagar Nigam
Darbhanga Darbhanga 7
) Katihar Nagar Nigam
Purnia Katihar 8
Purnea Nagar Nigam
Purnia 10
Begusarai Nagar Nigam
Muneer Begusarai 9
£ Munger Nagar Nigam
Munger 11
Total 11
List of Nagar Parishad
Commissionerate District SI. No. Name of Municipality
| Barh Nagar Parishad
5 Khagaul Nagar Parishad
3 Danapur Nizamat Nagar Parishad
Patna 4 Mokama Nagar Parishad
s Masaurhi Nagar Parishad
Patna 6 Phulwarisharif Nagar Parishad
. Buxar Nagar Parishad
Buxar g Dumraon Nagar Parishad
Sasaram Nagar Parishad
Rohtas 9
10 Dehri Dalmianagar Nagar Parishad
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Bhabhua Nagar Parishad
Kaimur 11
Hilsa Nagar Parishad
Nalanda 12
Jehanabad Nagar Parishad
Jehanabad 13
Arwal Nagar Parishad
Macadh Arwal 14
& Aurangabad Nagar Parishad
Aurangabad 15
Nawada Nagar Parishad
Nawada 16
Sitamarhi Nagar Parishad
Sitamarhi 17
Hajipur Nagar Parishad
Hajipur 18
Motihari Nagar Parishad
East Champaran 19
Tirhut p 20 Raxaul Nagar Parishad
)1 Bagaha Nagar Parishad
West Bettiah Nagar Parishad
Champaran 22
’3 Narkatiyaganj Nagar Parishad
Darbhanga o4 Benipur Nagar Parishad
Madhubani Nagar Parishad
Darbhanga Madhubani 25 £
) Samastipur Nagar Parishad
Samastipur 26
Bhagalpur Bhagalpur . Sultaganj Nagar Parishad
Munger )% Jamalpur Nagar Parishad
o Lakhisarai Nagar Parishad
Lakhisarai 29
) Sheikhpura Nagar Parishad
Muneer Sheikhpura 30
£ Jamui 31 Jamui Nagar Parishad
Khagaria Nagar Parishad
Khagaria 32
Begusarai 13 Bihat Nagar Parishad
Saran y Chhapra Nagar Parishad
Saran Siwan 3 Siwan Nagar Parishad
Gopalganj 36 Gopalganj Nagar Parishad
Saharsa 37 Saharsa Nagar Parishad
Koshi Madhepura 38 Madhepura Nagar Parishad
Supaul Supaul Nagar Parishad
39
Araria Nagar Parishad
. . 40
Purnia Araria Farbisganj Nagar Parishad
41
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Kishanganj Kishanganj Nagar Parishad
42
Total 42
List of Nagar Panchayat
Commissionerate District SI. No. Name of Municipality
. Bakhtiyarpur Nagar Panchayat
5 Fatuha Nagar Panchayat
3 Khusrupur Nagar Panchayat
Patna 4 Maner Nagar Panchayat
s Naubatpur Nagar Panchayat
6 Vikram Nagar Panchayat
. Bihiyan Nagar Panchayat
g Jagdishpur Nagar Panchayat
Bhojpur 9 Koilwar Nagar Panchayat
10 Piro Nagar Panchayat
Patna " Shahpur Nagar Panchayat
Kaimur o Mohania Nagar Panchayat
3 Bikramganj Nagar Panchayat
" Koath Nagar Panchayat
Rohtas s Kochas Nagar Panchayat
16 Nokha Nagar Panchayat
17 Islampur Nagar Panchayat
18 Nasriganj Nagar Panchayat
Nalanda 19 Rajgir Nagar Panchayat
20 Silao Nagar Panchayat
)1 Bodhgaya Nagar Panchayat
Gaya ” Sherghati Nagar Panchayat
’3 Tekari Nagar Panchayat
Magadh Jehanabad o4 Makhdumpur Nagar Panchayat
55 Daudnagar Nagar Panchayat
Aurangabad 26 Navinagar Nagar Panchayat
. Rafiganj Nagar Panchayat
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’8 Hisua Nagar Panchayat
Nawada 2 Warsaliganj Nagar Panchayat
Kahalgaon Nagar Panchayat
Bhagalpur 3(1) Naugachhia Nagar Panchayat
Bhagalpur 22 Amarpur Nagar Panchayat
Banka 33 Banka Nagar Panchayat
34 Bairginiya Nagar Panchayat
' ' 3 Belsand Nagar Panchayat
Sitamarhi 36 Dumra Nagar Panchayat
37 Janakpur Road Nagar Panchayat
38 Kanti Nagar Panchayat
Muzaffarpur 39 Motipur Nagar Panchayat
40 Sahebganj Nagar Panchayat
Al Lalganj Nagar Panchayat
Vaishali 0 Mahua Nagar Panchayat
5 Mahnar Nagar Panchayat
Tirhut Sheohar m Sheohar Nagar Panchayat
45 Areraj Nagar Panchayat
16 Chakia Nagar Panchayat
4 Dhaka Nagar Panchayat
48 Kesariya Nagar Panchayat
East Champaran 49 Madhuban Nagar Panchayat
50 Mehsi Nagar Panchayat
51 Pakridayal Nagar Panchayat
5 Sugauli Nagar Panchayat
West 53 Chanpatiya Nagar Panchayat
Champaran s4 Ramnagar Nagar Panchayat
55 Jaynagar Nagar Panchayat
Madhubani 56 Jhanjharpur Nagar Panchayat
Darbhanga 57 Ghoghardiha Nagar Panchayat
' sg Dalsinghsarai Nagar Panchayat
Samastipur 5 Rosera Nagar Panchayat
Munger Munger 60 Haweli Kharagpur Nagar Panchayat
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Barahiya Nagar Panchayat

Lakhisarai 61
Jamui 0 Jhajha Nagar Panchayat
Sheikhpura 63 Barbigha Nagar Panchayat
Khagaria " Gogari Jamalpur nagar Panchayat
65 Bakhri Nagar Panchayat
Begusarai 66 Balia Nagar Panchayat
p Teghra Nagar Panchayat
68 Dighwara Nagar Panchayat
60 Ekma Bazar Nagar Panchayat
0 Marhaura Nagar Panchayat
Saran - Parsa Bazar Nagar Panchayat
. Rivilganj Nagar Panchayat
Saran 7 Sonepur Nagar Panchayat
. 4 Maharajganj Nagar Panchayat
Siwan 75 Mairwa Nagar Panchayat
26 Barauli Nagar Panchayat
Gopalganj . Kateya Nagar Panchayat
78 Mirganj Nagar Panchayat
0 Birpur Nagar Panchayat
Supaul %0 Nirmali Nagar Panchayat
Koshi Madhepura g1 Murliganj Nagar Panchayat
Saharsa 0 Simri Bakhtiyarpur Nagar Panchayat
. %3 Banmankhi Nagar Panchayat
Purnia o4 Kasba Nagar Panchayat
. Araria g5 Jogbani Nagar Panchayat
Purnia %6 Bahadurganj Nagar Panchayat
Kishanganj 47 Thakurganj Nagar Panchayat
Katihar o3 Manihari Nagar Panchayat
Total 88




216

fIeR I1eTe (ETYRTT), 9 3e 2014

Schedule-II BMAR Forms

Form 1.
Form 2.
Form 3.
Form 4.
Form 5.
Form 6.
Form 7.
Form 8.
Form 9.

Form 10.
Form 11.
Form 12.
Form 13.
Form 14.
Form 15.
Form 16.
Form 17.
Form 18.
Form 19.
Form 20.
Form 21.
Form 22.
Form 23.
Form 24.

Form 25.
Form 26.
Form 27.
Form 28.
Form 29.
Form 30.
Form 31.

Form 32.
Form 33.
Form 34.
Form 35.
Form 36.
Form 37.
Form 38.
Form 39.
Form 40.
Form 41.
Form 42.

Form 43.
Form 44.
Form 45.

Form 46.
Form 47.

Form 48.
Form 49.

Cash Book

Register for cash Drawn/Disbursed

Bank Book

Journal Book

Ledger

Function wise Income Subsidiary Ledger

Function wise Expenses Subsidiary Ledger

Receipt Voucher

Payment Voucher

Contra Voucher

Journal Voucher

Voucher Number Register

Bill for Municipal Dues

Summary Statement of Bill Raised

Receipt

Register of Cheques Received

Collection Register

Memorandum of Collection

Summary of Daily Collection

Register of Bills for Payment

Payment Order

Cheque Issue Register

Demand Register

Summary Statement of demand adjusted raised for the period in respect
of ( Property & Other Tax)

Register of Civil Suits

Register of Decrees

Register of Miscellaneous Sales /Auction

Grant Register

Utilisation Certificates

Advice showing the Details of Delegated Loan Raised

Summary Statement of Status of Capital-Work-in-Progress/ Deposit
Works/Delegated Loan

Contractors Bill (Facing Sheet)

Nominal Muster Roll

Daily Labour Report

Register of Works

Royalty Register

Register of Land

Register of Immovable Properties (other than land)

Register of Movable Properties

Asset Replacement Register

Scale Register

Pay Bill Acquittance Roll of Permanent or Temporary Establishment of
the........ Municipality for the Month of............

Periodical Increment Certificate

Unpaid Salary Register for the year 20....20....

Detailed Statement of the Permanent/Temporary Pensionable Non
Pensionable Establishment of the........ As it stood on 15t March (Annual
Return of Establishment)

Detailed Statement of New Employees, leave etc (Annual Return of
Establishment)

Register of Stores

Material Receipt Note

Material Issue Note



IeR I1ee (HIUROT), 9 3 2014 217

Form 50.
Form 51.
Form 52.
Form 53.

Form 54.
Form 55.
Form 56.
Form 57.
Form 58.
Form 59.
Form 60.
Form 61.

Form 62

Form 63.
Form 64.
Form 65.
Form 66.
Form 67.
Form 68.
Form 69.
Form 70.
Form 71.
Form 72.
Form 73.
Form 74.
Form 75.
Form 76.
Form 77.
Form 78.
Form 79.
Form 80.
Form 81.
Form 82.
Form 83.

Form 84.
Form 85.
Form 86.
Form &7.
Form 88.
Form 89.

Summary of material issued to other departments for the month of.........
Statement of Closing Stock

Log Book for Vehicles

Summary of Driver’s Note Book pertaining to trips, etc performed by the
Municipal Cars and Lorries for the month of .........

Detailed Bill of Other Expenditure

Statement of Outstanding liabilities for Expenses

Register of Advances

Register of Employee Loans and Advances

Register of Interest on Loans to Employees for the year 20..... 20.....
Register of Permanent Advance

Stamps Register

Stationery Stock Register

Register of Investments

Register of Deposits

Deposit Refund Advice

Summary Statement of Deposits Adjusted

Register for Securities

Register of Loans

Register of Sinking Funds

Register of Bonds/ Debentures

Earmarked Funds Register

Receipts and Payments Account for the Period from ......... t0..eennene.
Trial Balance for the period from ......... to...

Income and Expenditure Statement for the Period from...... to..........
Balance Sheetof ........ ULB ason........

Budget Estimation Sheet Format for the Period__
Budget Estimate Consolidation Format for the Period ___
Summary of Budget for the Period

Major Account Head wise Budget for the Period
Summary of Function wise Budget for the Period
Summary of Field wise Budget for the Period

Quarterly Budget Variance Report for the Period

Format of Output & Outcome in Budget Estimates

Application for additional allotments by transfer on account of
expenditure not provided for in the Budget Estimate

Document Control Register/ Stock Account of Receipt/Check book
Form of Security Bond

Statements of Receivables

Statements of Payables

Ward wise Works Liability Summary Report

Revenue Trend Analysis
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FORM BMAR NO 1 [Rule 12(1)]
Name of the Municipality
NAME OF FUND-CASH BOOK

Receipts Payments
— ) ol &
. =~ . o] S| <
g o g |3 E g S| 3= g
% S —8 = 2 ~ % = "U" v 3 —
2 12s| 3 2 |E « |25 |8 |2Es| S| EHE |= |29
a (== S E |& 3 €& |a =z B S R P
=] = <] Q
&) o = &)
=) O e <<
=} 5}
< <<
1 2 3 4 5 6 7 8 9 10 |11 | 12 13| 14
Total Total
Instructions:

1. A separate Cash Book shall be used for each Fund.

2. Cash book shall be balanced daily, and the closing balance of each day shall be
carried forward to the next day.

3. Account Head and narration shall be recorded in the Particulars columns.
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FORM BMAR NO 2

Name of the Municipality
[Rule 12(3)]
REGISTER OF CASH DRAWN/DISBURSED

Cash Received

Cash Disbursed

Date Amount received Purpose Date Name of the Amount (Rs.)
for Disbursement Payee
(Rs.)
1 2 3 4 5 6
Entered By : Checked By :
Instructions:

1. The Register shall be maintained by the Cashier, and all cash withdrawals and disbursements
out of such withdrawals, shall be recorded by him in this Register.

2. Payment vouchers shall be prepared by the Accountant for cash disbursals based on this

Register, and entered in the Cash book maintained by him.
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FORM BMAR NO 3 [Rule 13(1)]
Name of the Municipality
NAME OF FUND;

BANK BOOK
Receipts Payments
- L <] ()
= 3 3 & S S 2 s v G
z S S = = Z | =z & S < &
3 3 = - 8 AR 3 by v =] o E e o
< & S = S | S|2g| = =) = 3] - =
= = i ) [ = 9 ~
S 13| 2] | E|T|EE 5|2 £ | 2| 2|7 @
o = 3] & < o S = 2 = =
> S < > = < <

Instructions:
1. A separate Bank Book shall be used for each Fund.
2. Bank book shall be balanced every day and the closing balance of each day shall be carried forward

to the next day.
3. Account Head and narration shall be recorded in the Particulars columns.

FORM BMAR NO 4 [Rule 14(1)(2)]
Name of the Municipality
NAME OF FUND;

JOURNAL BOOK

Date Voucher | Account| Particulars | L/F Debit Credit
No Code Amount (Rs.)
Amount
(Rs.)
1 2 3 4 5 6 7

Instructions:
1. A separate Journal Book shall be used for each Fund.



fIeR ITSTe (AFTYRUT), 9 e 2014

221

FORM BMAR NO 5 [Rule 15(2)]

FUND;

Name of the Municipality

Name of the Ledger Account:

Account Code:

Dr

CR

Date

Account
Code

Particulars

Folio

Amount
(Rs)

Date

Account
code

Particulars

Folio

Amount
(Rs)

2

5

7

10

Instruction:

1.
2.

3.

Separate Ledger shall be maintained for each Fund.

All entries from Cash book, Bank Book and Journal except contra entries shall be posted to
the respective accounts in the Ledger.
Each account in the Ledger shall be balanced at the end of each month, and the balance
shall be carried to the next month.

FORM BMAR NO 6 [Rule 16(2)]

Name of the Municipality

FUNCTION-WISE RECEIPTS SUBSIDIARY LEDGER
Accounting Unit:

Fund Code:
Function Code:

Date

Ref. No.

Particulars

Total
Amount

Income

Revenue
Grants

Fees & User
charges

Sale & Hire
Charges

4

5

6

7

Total for the month

Cum. total at the beginning

of the month

Cum. Total at the end of

the month

* For each Major Revenue, columns for functions relevant to revenue will only be

opened
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FORM BMAR NO 7 [Rule 16(2)]
Name of the Municipality
FUNCTION-WISE EXPENDITURE SUBSIDIARY LEDGER

Accounting Unit:
Fund Code:
Function Code:

Expenditure

Date | Ref.No. Particulars Total Establish- Adminis- |Operations &
Amount| ment tration maintenance

1 2 3 4 5 6 7 8

Total for the month

Cum. total at the beginning
of the month

Cum. Total at the end of
the month

* For each Major Revenue, columns for functions relevant to revenue will only be

opened.
FORM BMAR NO 8 [Rule 17(2)]
Name of the Municipality
RECEIPT VOUCHER
Fund: Voucher No-:
Name of the Depositor- Date-:
Cash/Bank/Cheque in Hand
Account Code: Ref No. -
Function Account | Function Code| Account Head | Account Head Desc. Amount (Rs.)
Code Desc Code
1 2 3 4 5
Total
Amount (in words):
Narration
Prepared by: | Approved by: | Posted by:
Instructions:
1. Separate Receipt Vouchers shall be prepared in respect of cash receipts,

receipts by way of cheques, and direct credit in different bank/treasury accounts.

2.Separate Receipt vouchers shall be prepared for receipts pertaining to different
funds.
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FORM BMAR NO 9 [Rule 17(3)]
Name of the Municipality

PAYMENT VOUCHER
Fund: Voucher No-:
Name of the Claimant:- Voucher Date:
Cash/Bank Account Code:
Function Code Function Account Head Account Payment Amount
Head Code Head Desc Order (Rs)
No/Date
1 2 3 4 5 6
Total
Amount Paid (in words):
Narration
Prepared by: Approved Posted by:
by:
Received Payment (Signature of Receiver)

Instructions:

1. A separate Payment Voucher shall be prepared in respect of each payment.
2. Payment Order shall be attached to the Payment Voucher.

FORM BMAR NO 10 [Rule 17(4)]
Name of the Municipality

CONTRA VOUCHER
Fund: Voucher No-:
Cash/Bank Cash/Bank Debit Amount (Rs.) Credit Amount (Rs.)
Account Code Account Head
1 2 3 4

Amount

Cheque Number/date

Narration

Prepared By Approved by: Posted by:
Instructions:

1. A Contra voucher shall be prepared only for transfers, remittances or
withdrawals within the same Fund. In case of Inter-fund transfers, a payment
voucher shall be prepared in the accounts of the transferor Fund, and a receipt
voucher shall be prepared in the books of the transferee fund.
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FORM BMAR NO 11 [Rule 17(5)]
Name of the Municipality
JOURNAL VOUCHER
Fund: Voucher No-
Voucher Date-
Account Code Account Head Debit Amount Credit Amount (Rs.)
(Rs.)
1 3 4
Total
Narration-
Prepared By Approved By Posted By

FORM BMARNO 12
[Rule 18(2)]
Name of the Municipality

HO/Ward /Circle- VOUCHER NUMBER REGISTER
Receipt Vouchers | Payment vouchers | Journal vouchers Contra Vouchers
Date | Voucher Date | Voucher Date | Voucher Date Voucher
Number Number Number Number
Instructions:
1. Separate Register shall be maintained for each Fund.
2. Voucher numbers for each voucher type shall be a separate series like RV1,
RV2,..............
PV1, PV2,
JVv1, Jv2
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Form GEN-13
[Rule 20(2)]
Name of the Municipality
BILL OF RECEIPTS
FOR THE PERIOD

No.
Name
Address

Serial No. in Demand Register

The Receipt shown below amounting to Rs.

and you are requested to pay the same within

this bill.

is due from you in respect of
days of presentation of

Particulars*

Arrears (Rs.)

Fresh Demand (Rs.)

Arrears Current

Total (Rs.)

1

2

3 4

5

Notice Fee

Warrant Fee

Other Fees

Others,
Specify

Total Bill Raised

Less: Advance

Balance Payable

Amount in Words : Rupees

If, within the said period of

days:

or

(a) the sum demanded in this bill is not paid; or
(b) no cause is shown to the satisfaction of the Commissioner, why the same should not be paid;

(c) no appeal is preferred according to section of the Act governing the ULB ; a notice of
demand will be served upon you for the payment of the said sum.
The ULB reserves the right to adjust any deposits/sum lying with it, if the amount of this bill is not

paid

Prepared By:***

Office: Checked By:***

Dated: Chief Municipal Officer/Authorized

* Specify each & every Receipts head separately for which bill is raised, if raised in the same bill
** Amount to be inserted in words.
*** Record the name, designation and signature of the person.
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Form BMAR NO 14 [Rule 20(3)]
----------------------------- Name of the Municipality

SUMMARY STATEMENT OF BILLS RAISED FOR THE PERIOD
in respect of

Accounting Unit:
Sr. No. Fund Code:
Field Code:
Fresh Demand (Rs.) Total
Particulars (Revenue Function Code| Arrears
Head- wise) Arrears | Current (Rs.)
1 2 3 4 5 6
Total bill raised for Receipts of Municipality
Revenue collected in Advance Adjusted
Total | | | |
Amount in Words: Rupees
Prepared By :* Examined and entered
Checked By :* Accountant/Authorised Officer
Dated: Dated:

* Record the name, designation and signature of the person.

Note:

This statement should be prepared separately for each ward and then consolidated. This statement
should be prepared separately for revenue head.

FORM BMAR NO 15 (Rule 24(1)]
Name of the Municipality

RECEIPT
Receipt No/ Date
Cash o /Cheque o
Received from Shri..................... asumofRs.................. (RUpEES ...vvviiiiiiiiee, )
vide Cheque /Draft No.
Dated drawn on (Name of Bank) towards for Property No/Assessment No......
S| No Account Particulars Period (A/H/Q/M[1]) Amount Rs
Code

1 Property Tax

2 Water Charges

3 Trade License Fees

4 Building License Fees

5 Development Charges
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Birth/Death Certificate
Penalties

8

N.B. Cheques/drafts/bankers cheques are subject to realization
Signature of the person receiving the Payment
Instructions:

1. The receipt shall be prepared in triplicate.

2. The original shall be handed over to the Payee. The duplicate shall be sent by the Cashier to
the concerned department after verifying and signing it, and the triplicate shall be retained in
the Receipt book.

1] A=Annual;H=Half Yearly.Q=Quarterly .M=Monthl

Form BMAR NO 16 [Rule 26(3)]
----------------------------- Name of the Municipality
REGISTER OF CHEQUES RECEIVED

Date: Accounting Unit:
Sr. No.: Fund Code:
°
~— - S ] = Z
=9 = ) = .
arn|w.|E E|E2|E |Tg3Es| 2 |25 | 3
22| 2glg S|l |R 22T | 2 = =
o 3 B2 DR~ =D © - 3 S §o%ﬁﬁ: ) - 8 = A
w7zl SE| gQl=°S| 25| 82| 25|ae 2| = S = 5% ¥
SE|1 27| | EL| & £0|gS 8| ° RE |& = =
MZ =" ) 5] =] =5 Q:U ) 5] - = [+
2 E|ZE|& |2 PE2|g | & |E5| E
S O 8|0 < 8 =9 )
= 2 =~
1 2 3 4 5 6 7 8 9 10 11 12
Days
total **
Prepared By*#*:
Date:

* Specify the details of the substitute cheque received in case of dishonour of the cheque.
Note:
1. For each entry made; record the Name, Designation, and Signature of the person making the entry in
the register and the person checking the entry.
2. This can be prepared in perforated sheets, as the same shall be used for making support to the
deposit slip into the designated bank account or to other collection offices.
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Form BMAR NO 17

[Rule 27(1)]
----------------------------- Name of the Municipality
COLLECTION REGISTER OF FOR THE YEAR 20 to 20
Department
Particulars of Income Total Remarks

- = (Rs.)

% = PR -~

S S - ) % ’v? - 4 ey :'? ~— /U? W é
55| & |[£TEE (gt | & |E€ |EE2|E& |Ef

s |BF3, Bz lzg 3% |3s|ic 2%

<] o
2 |5 |EE 2% |EE|<E |2E|<% |° %
_ F 28 e |2F == | = &
1 2 3 4 5 6 7 8 9 10 11
Opening
Days total
Closing

Prepared By*** :
Checked By*** : Entered By :*%*
Date: Checked By :***

* Specify the head of Income under which collection is made
** Specify the identification details in respect of the cheque, e.g., Bill No. in case of Property & Other Tax
Collections, Tender No./Work Order No. in case of Earnest Money Deposit
or Security Deposit, etc.
*** Record the name, designation and signature of the person.
# This total shall be tallied with total as per the Receipt Register for the day and also the amount as per the
‘Summary of daily collections’

Note: Each day's collection should be recorded on a separate page of the Register and every page should be
signed as provided
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Form BMAR NO 18

[Rule 29(1)]
Name of the Municipality
MEMORANDUM OF COLLECTION OF FOR THE YEAR 20 to 20
Name of the Collection Officer:
Accounting Unit:
Fund Code:
Reference
Sr. Date of Receipt No. | Name of | Number | Function
No. | Receipt with book |the payer wk Code
no.
1 2 3 4 5 6
Opening
total
Days total #
Closing total
Particulars of Receipts Total of
Account | Account| Account each | Daily | Tax
?_Icco:llﬁt Head Head Head (;)thei;s) receipt | Total | Clerk Remarks
(if ) | Code* | Code* | Code* *P(‘igs{ (Rs.)
s Rs) | Rs) | (Rs) :
7 8 9 |10 11 12 13 14 15

* Specify the head of Receipts under which collection is made
** Specify the identification details in respect of the cheque, e.g., Bill No. in case of Property & Other Tax
Collections, Tender No./Work Order No. in case of Earnest Money Deposit or Security Deposit, Assessment
Number etc.
*** Record the name, designation and signature of the person.
# This total shall be tallied with total as per the amount as per the ‘Summary of daily collections’
Note: Each day's collection should be recorded on a separate page of the Register and every page should be
signed as provided.
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Form BMAR NO 19
[Rule 30(1)]
Name of the Municipality
SUMMARY OF DAILY COLLECTION OF COLLECTION OFFICE/COLLECTION CENTRE
Accounting Unit:
Sr. No: Fund Code:
Sr. . . . Head of | Subsidiary Deposited
No. Particulars Function Code | Field Code Account Ledger Amount With
Code
1 2 3 4 5 6 7 8
Revenue accounted for on
Cash basis #
1  |Entertainment Tax Revenue - Tax
2 |Water Connection Charges Water Supply
3 |Road Cutting Charges Water Supply
Revenue accounted for on
Accrual basis
1 [Property Tax Revenue - Tax
2 |Rental Income from Municipal |Rental Income
Other Receipts
1 |Loans
Grants
3 |Deposits
Grand Total
Amount in Words : Rupees
Receipt No. issued by the Collection Office:
(in case collections are deposited with Collection Office)
Cash Rs:
Cheque Rs:
(For cheques realized) |
Total Rs.
Prepared By**: Examined and entered
Checked By**:_ Accountant/Authorized Officer
Dated: Dated:

* Specify the Bank Name and Account Number in case of amount directly deposited with bank.
** Record the name, designation and signature of the person.
# For revenues accounted for on Cash basis, one consolidated figure for the total collections may be given
instead of giving a receipt-wise entry.
# Examples of cash basis of accounting of the few of the revenue items are as follows:
a. Entertainment Tax has to be recognised only on actual receipt basis
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Form BMAR NO 20
[Rule 36(3)]
Name of the Municipality
REGISTER OF BILLS FOR PAYMENT FOR THE YEAR

Accounting Unit:

Fund Code:
Sr. Date of Name of Particulars Amount of Bill Initials of Authorised |Date of Sanction
No. presentation Party/ (Rs.) Officer
by the Department*
Supplier/
Department
*

1 2 3 4 5 6 7
Voucher |Amount Date of Payment Amount Balance Reason for delay in Remarks
No. Sanctioned or issue of cheque | Disallowed outstanding payment

(Rs.) (Rs.) at the end of the
year (Rs.)
8 9 10 11 12 13 14

* In respect of the register maintained at the Accounts Department, mention the date of presentation
of the bill by the concerned department and the name of the department.
Note: For each entry made; record the Name, Designation, and Signature of the person making the statement
and the person checking the entry.
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Form BMAR NO 21
[See Rule 36(4)]
Voucher No.: PAYMENT ORDER
Name of the Municipality
Date:
Bill No.:

Name and address of Payee:

Stock / Bills for Payment:
Reference to Book / Register Head of Account:
Measurement / Fixed Asset:
Sr. No. Particular of work or articles Quality or Rate Unit Amount
weight (Rs.)
1 2 3 4 5 6
Total amount (in words) Rs.
(1) Amount allotted Certified that the rate and quantities shown in this bill are
(2) Previous expenditure Rs. correct and the materials, articles have been received in good
(3) Expenditure shown in the bill... Rs. condition and have been entered in the appropriate supplies
Total of 2 and 3 Rs. register on numerical account at page
Balance available Rs. |
Date
Signature of Officer
Receiving the articles
Submitted to the Designated Authority Resolution
forsanction [N seeecsessssecccsenss the"
Sim RS (in"°rd%)
Shown in the bill is
sanctioned.
I have examined the claim and found it correct in all respects.
Date Date
Chief Accounts Officer Commissioner or the Authorized Officer
|
Pay Rupees (in words) |To
The Accountant for payment.
Date Authorised Officer Date Commissioner or the
Authorised Officer
Received payment of RS .....cooveeeeeivnesns oo o on s . |date
in words) _{and entered in the cash book on Page
. in
full settlement of the claim. nts
Stamp Chief Officer ed Commissioner or
Accou the  Officer
Payees Signature 1 1
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Form BMAR NO 22
[Rule 44(4)]
Name of the Municipality
CHEQUE ISSUE REGISTER
Sr. | Date |Bank Payment |Name of |Nature |Cheque/ |Date of
No. Payment |Order the of Draft the
Voucher |Number (Payee Payment |No. Cheque/
No. & & Date Draft
Date
1( 2 3 4 5 6 7 8
Amount |Entered |Signature of |Signature of |Date of |Signature |Date of Remarks
(Rs.) By the First the Second [Issue of |of the Clearance |*
Authorised |Authorised |Cheque/ |Recipient
Signatory [Signatory Draft of Cheque/
Draft
9 10 11 12 13 14 15 16

* Specify the details of the stale cheques and the subsequent revalidation of the cheque or issue
of the fresh cheques.

Note: For each entry made; record the Name, Designation and Signature of the person making

the entry in the register and the person checking the entry.
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Form BMAR NO 23
[Rule 53(1)(a)]
Name of the Municipality
DEMAND REGISTER OF INCOME FOR THE YEAR 20 to 20
Department Ward or Circle
Sr. Bill No. [Name of the | Particulars Demand
Date Revenue* |Revenue* | Notice |Warrant| Other [Penalty Others | Total
(Rs.) (Rs.) Fee (Rs.) | Fee (Rs.) Fees (Rs.) (Specify) [ (Rs.)
(Rs.) (Rs.)
1 2 3 4 5 6 7 8 9 10 11 12 13
Arrears
Year (Others)
Year (-3)
Year (-2)
Year (-1)
Current Year
Bill #*
Collections Remission/Write-off Remarks
Collections
Receipt | Revenue* | Revenue | Notice | Warrant (Other |Penalty
Number (Rs.) *(Rs.) | Fee (Rs.) | Fee (Rs.) |Fees [(Rs.)
& Date (Rs.)
of
14 15 16 17 18 19 20
Collections Remission/Write-off
Others |Total |No.and |Revenue* Revenue* Notice Fee | Warrant Other Penalty | Others | Total
(Specify) |(Rs.) |dateof |(Rs.) (Rs.) (Rs.) Fee (Rs.) |Fees (Rs.) (Rs.) | (Specify) | (Rs.)
(Rs.) order (Rs.)
21 22 23 24 25 26 27 28 29 30 31
Balance Remarks
Revenue* Revenue *| Notice Warrant Other | Penalty | Others |Total
(Rs.) (Rs.) Fee (Rs.) [ Fee (Rs.) Fees (Rs.) (Specify) |(Rs.)
(Rs.) (Rs.)
32 33 34 35 36 37 38 39 40
*Separate columns shall be maintained in respect of each revenue for which demand is raised in the same bill.
** Entries shall be separately made for each bill raised.
Entry shall be made only for the current demand raised. Notes:
1. Please provide a reference of the Bill No. for Notice Fee, Warrant Fee, Other Fees and
Penalty in Column No. 3.
2. Please provide a reference of (Register of Refunds, Remissions and Write-offs for
remission and write-offs.
3. For each entry made; record the Name, Designation and Signature of the person making

the entry in the register and the person checking the entry.
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SUMMARY STATEMENT OF DEMAND ADJUSTMENTS RAISED FOR THE PERIOD

Form BMAR NO 24

[Rule 53(3)]

Name of the Municipality

in respect of Property & Other Taxes

Accounting Unit:

Fund Code:
Sr. No. Field Code:
Existing Proposed Change in
Particulars Function Demand Demand Demand
Code
Arrear Current | Arrear Currentyear | Arrear Current
year year
1 2 3 4 5 6 7 8
Total
Refund
Adjusted
against

* Specify the other taxes that are levied by the Municipality.
A Specify the other cess that are levied and collected on behalf of Government

Note:

1. This statement should be prepared separately for each Ward and then consolidated.
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Form BMAR NO 25
[Rule 55(2)]
REGISTER OF CIVIL SUITS
Number of original suit Number of execution
Case..covvviviiiiiiiiiii, Amount
AMOUNt. ..o Name of the judgment
DUB. .. Date of
Name of the defendant..........................
Debtor.....c.covviieint.
Date of Institution...................ocool.
Institution............cooi
Preliminary Cost incurred Decree Cost of execution Recoveries
5 £ . o . @ .
2 3 o g |5 B E 5 g |5 |5
a € < o g o £ g S 2 g
& < S < 8 <

Instructions: Voucher number should be entered in the form for both the receipts and expenditure.

Form BMAR NO 26
[Rule 55(2)]
REGISTER OF DECREES
Judgment-debtor Amount due to the
B Municipalit
B 2 pality
5 S
= ) §T§ 5 -§ gé
3 |2 E[2ES|E |3 |25
o b o8 &.2 % ) S g
O 12 Zlsss (& |82 [£E
© — < vg = |Z =) 2 =
=] 8;; < |35 3 g S g é
S 152417 s g |22
@ [ZF & Zz |a |a%
1 2 3 4 5 6 Name Residence | Occupation | On what Amount
Account
7 8 9 10 11
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Steps taken for Recoveries effected Written of as Net Balance | Remarks(here enter
recovery irrecoverable to information
he available as to
recovered judgment-Debtors,
Pecuniary
Circumstances if any
No. and Amount
he wants etc.,
2 20 j% Date of
2 = =l Authority
o = g &o
) [ = 0.2 g
o © 3 & 2 « g 2
2 =9 S 9o [SIN=!
o 20 T = o = =
=) S 2 o = ] =
Z = <
12 13 14 15 16 17 18 19 20 21
Form BMAR NO 27
[Rule 64]

REGISTER OF MISCELLANEOUS SALES/AUCTION
Nature of sale/auction/lease

Date of sale/auction:

Details of EMD :
Name and Address Amount of deposit Amount of deposit | Signature of the
received repaid person receiving
the EMD
of the bidders
1 2 3 4
Details of sale/auction /lease:
Name and | Particulars| Authority for | Date of Amount for | Receipt
Address of | of sale/ sale/auction/ | Sale/ which No S
the auction Lease auction/ sold/auction | & Date |.= *
successful | /lease lease ed/leased § <
bidder = £
S [0}
o m
S
<
5 6 7 8 9 10 11 12

Signature of the person nominated For conducting the sale/auction

Signature of the person
nominated for conducting the

sale/auction
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Form BMAR NO 28
[Rule 69(1)]
Name of the Municipality
GRANT REGISTER*

Accounting
Unit: Fund
Code:
Order/Designation Nat ¢ Grant Received in
Sr. Name of the |of the Authority . tlll:;e ! Period of | Sanctioned Advance
No. Grant sanctioning the Grant++ | the Grant | Amount (Rs.)
grant Date Amount
(Rs.)
1 2 3 4 5 6 7 8
. . Grant Refund of
Expenditure Incurred on Specific Grants unutilised on | unutilized Grant
Voucher Nature of Amount Date of | expiry of grant
Date Number Expenditure (Rs.) Payment period (Rs.) Date ?Rnsu;unt
9 10 11 12 13 14 15 16

* Maintain separate registers for Capital and Revenue Grants, Specific and General Grants.
** State whether Grants received from Central Govt., State Govt. or Other Govt. agencies
Note: For each entry made; record the Name, Designation and Signature of the person
making the entry in the register and the person checking the entry.
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Form BMAR NO 29
[Rule 69(2¢ & g)]
NAME OF THE MUNICIPALITY
(Utilization Certificate in Form GFR- 19-A) Utilization Certificate for the financial

year
1. Ceriified that a sum of Rs. (Rupees only)  was
received by as Grants in Aid during the
year as per details given below from the Block amounting to Rs. (Rupees
only) and from the UDHD amounting to RS.c.cccveiiiinn. (Rupees
......... only).Further a sum of Rs. (Rupees only) being the unspent
balance of the previous year was allowed to be brought forward for utilization
during the current year . The misc. Receipts and bank interest received by
the Agency during the year was Rs. (Rupees only).
S.No. | Particulars Amount(Rs.)
1 Opening Unspent Balance as on................
1.Cash in Hand
2.Bank Balance
3.Advance
2 Grant during the year from Block
S.No. Letter No. Date
3 Grant during the year from District
S.No. Letter No. Date
4 Total Grant during the year(2+3)
5 Misc. Receipts
6 Bank Interest received during the year
7 Total Balance(1+4+5+6)
8 Total Expenditure during the year
9 Closing Balance
as oN ...cceverinnen
(7-8)
1.Cash in Hand
2.Bank Balance
3.Advance
2. It is also certified that out of the above mentioned total funds of Rs.
(Rupees
only) available with the ULBs , a sum of Rs. (Rupees
only) has been utilized by ULBs during the year for the purpose of which it was
sanctioned. It is further certified that the unspent balance of Rs.
(Rupees

only) remaining at the end of the financial year would be utilized for the programme next year.

3. Certified that | have satisfied myself that the conditions on which Grants-in Aid was
sanctioned have been duly fulfilled/are being fulfiled and that | have exercised the
following checks to see that the money has been actually utilized for the purpose for which
it was sanctioned.
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Checks to be performed

1.Cash and Bank Book,2.Scheme Register,3.Muster Roll,4.Voucher,5.Measurement Book
etc.(Please Specify if more records has been verified)

Signature Auditor’s Certificate

Financial Expenditure as well as Physical

(Full Name with Official Seal) Progress indicated in the Annex to this

Chief Executive Officer/ Utilization Certificate are physically verified

Urban Local Bodies and found to be correct.

Date:------------- Other Comments if Any-
Signature of the Internal Auditor Date —
(With Membership Number)

Note-

1. Closing Balance as per 9 of the above table should be tallied with the Cash Book.

2. Expenditure shown in 8 above should be tallied with the amount shown as expenditure in the para 2

above.
ANNEX
Urban Local Body......c.ccocovimiiieiiniecnenns Contract wise expenditure
details @s Of......c.couiiiiiii (Month/Year)
- Expenditure of Remarks
.18 2. (B [E2¢ |za |.o |-
[-) o poll s= (658 o® c o I}
= - 3 €S 2 o = Amount Unspent
d ) o> £ 5 [N » O = o o]
n ® E 2 g g £ g” g g (Gl - Amount
w = = ‘=
s 8 <Fg° | & |3
o
Total
Signature of Project Signature of Chief
Officer/Engineer Executive Officer

Date Date
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Form BMAR NO 30
[Rule 70(b)(ii)]
ADVICE SHOWING THE DETAILS OF DELEGATED LOAN RAISED

241

1. Name of the ULB on whose behalf loan was raised

2. Total amount of loan raised

3. Authority for raising the loan (Government order / the agreement executed by the ULB with
the executing agency)

4. Date of receipt of loan by the executing agency From the funding agency / institution /
Government

. Period of repayment of loan years from

5
6. Rate of interest % p.a
7. Due date for repayment of loan every year

8. Due date for payment of interest every year

9. Amount of loan installment

y

0. Amount of interest to be paid along with the loan Installment

To,
The Commissioner / Chief Officer
Name of the ULB
Signature)
Executive Engineer/ Authorized Officer ....................... Executing Agency

Form BMAR NO 31
[Rule 70(b)(iii)]
Name of the MUNICIPALITY
SUMMARY STATEMENT OF STATUS OF CAPITAL WORK-IN-PROGRESS/DEPOSIT
WORKS/DELEGATED LOAN
Accounting Unit:

Fund Code:
For the Half Year:
Expendﬁure Expenditur | Total expenditure| Amount of Whether
Work Value of incurred up . . .
Name of eincurred |incurred up tothe| Contract project
Order No. . Work/ to the . -
Project - (bills end of the half remaining completed
Contract beginning of .
admitted) year unexecuted (Yes/No)
Amount the half year .
during the
half year
Rs. Rs. Rs. Rs. Rs.
1 2 3 4 5 6 =(445) 7=(3-6) 8
Prepared by* : Checked by* :

* Record the Name, Designation and Signature of the person making the entry in the Summary
Statement and the person checking the entry



242 IeR IMee (HTYURTT), 9 3o 2014

Form BMAR NO 32
[See Rule 73(1)]

CONTRACTORSBILL (FACING SHEET)

Name of the work:
Name of the Contractor: Original

Estimate: Rs. Authority:
Revised estimate: Rs. Authority
Memo of payment Rs.

Total value of work (as per M. Book Rs.

Amount already paid if any: Rs.

(JV No. - PV No) Rs.

Balance to be paid: Rs.
Deductions to be made Rs.
Retention money

Income Tax Rs.

Works Contract Tax Rs.

Royalty Rs.

Advance if any given Rs.

Cost of materials issued .......... Other Recoveries Rs.

Net amount payable Rs.

Junior / Assistant Engineer Assistant Executive Engineer/Executive Engineer

The above bill is approved / restricted to Rs.............
with the above deductions

Net amount payable Rs.
Accountant / Accounts Officer / CAO Commissioner / Chief Officer
JV No. PV No. Cheque No.

Accountant / Accounts Officer / CAO
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Form BMAR NO 32 Contd.........
[Rule 73(1)]
Contractor's Bill (with the details of measurements)

Name of the work:

Estimated cost M. Book No.
Tende Cost
Previous Present Total up-to-date
Measurement Measurement
Details of Quantity| Cost | Quantity | Rate| Cost | Quantity Cost Remarks
items of work
executed as
per the
measurement
book
Total
Junior / Assistant Engineer /
Assistant Executive Engineer Signature ofContractor

Certified that the above measurements have been made by me, and that the work has been satisfactorily
executed

Vide Page................ Of measurement Book Check measured by me No...................
Junior / Assistant Engineer Assistant Executive Engineer / Executive Engineer
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Form BMAR NO 33
[Rule 75(1)]
NOMINAL MUSTER ROLL PART -1 (1ST Page)

Name of the work:

Estimate amount: Rs. Authority:
Revised estimate: Rs.
Advance paid to the Engineer Date: Amount:

For executing the work

Date of commencement of work:
Date of completion of work:

Junior/Assistant Engineer/Assistant Executive Engineer

PART-II(2nd & 3rd Page)

—_

Name of the work:

2. Location of the work
3. Details of labor employed

< Initials of
(o]
2 |28 A P 2 5 the
ool 5 ®© [ o8 € ) i

s 22188 |« |< 38 |18=13 (8% |52 (5¢88 |E peying
£0 [8< |s = 5> [z |2 o |eg |ES52® | icer

Z |22 |I2Eo S -2 27T (g 88 |E>|c28a (2

» |9 56 |8 |= gg [Sg |3 25 [Zd |2F 5% |©
oo (LT |p Q E © o |e o) °© n~ g o o
£ 52 E® |5 |& a2 |z = I
g 8 = o « a

w =2
1 2 3 4 5 6 7 8 9 10 11 12 12
1.2....
30. 31.

Initials of the Officer / Engineer taking Morning attendance

Initials of the Officer / Engineer taking Evening attendance:

Initials of Inspecting Officer

Note:

1. The Officer / Engineer in charge of attendance, after entering the Muster, in the morning, should initials under

the date of employing persons and then send the daily morning report. Similarly, he should sign the column
and then send the daily evening report.

2. The Officer / Engineer should total the columns 10 — Net amount payable and calculate the total amount of
wages paid for the work.

Certificate
Certify the above persons were actually employed as mentioned above
Total amount of advance received Rs.
Total amount disbursed Rs.
Net amount available in hand and refundable to Office Rs.

Signature of the Officer / Engineer in charge
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Form BMAR NO 33
PART-III (4th Page) Abstract of work done
Description to the | Quantity Rate as per estimate prepared with the Total value of work| Remarks for
work executed help of schedule of rates executed any
deviation etc.
Per Unit Rate
1 2 3 4 5 6
Certified that necessary measurements were recorded on pages ......... of
M. Book........... on (days) ........... and got cheque measured. Junior /

Assistant Engineer

Assistant Executive Engineer / Commissioner / Chief Officer

Alternative Certificate (In case the work done is not susceptible of measurement)

Certified that the work turned out is not susceptible of measurement and that however | am satisfied that the work

executed is worth the amount paid for it.

Officer in charge / Junior / Assistant Engineer. Officer. Assistant Executive Engineer / Commissioner / Chief

Details of Disbursement (In case the persons employed could not be present on the appointed day of payment)

Date Amount Certified that the payments noted in this roll were

L P Rs. made in my presence on the dates mentioned in the margin
2 Rs.

T Rs.

Officer in charge / Junior / Assistant Engineer.
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FORM BMAR NO 34
[Rule 75(9)]
DAILY LABOUR REPORT
Date
Work on which Masteries Laborers Carpenters Blacks| Total No. Remarks
employed on/Rates P miths | employed

Subordinates-in-charge
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Work Order number/Date :
Name of the Contractor:

Nature of Work :

Value of Work Order:
Date of completion of the Work :

FORM BMAR NO 35

[Rule 76(1)]

REGISTER OF WORKS

Terms of Sanction:
EMDreceived:

Security Deposit received:
Advance paid, if any:

Bill No/ Bill Bill Security Retention Advance | Details of Deposit | Signature of
Date Amount Deposit Money adjusted | refund the
passed
Rs Departmental
Rs deducted deducted Head
Amount Rs Rs
Rs
Date | Amount
Rs
1 2 3 4 5 6 7 8 9

Instructions:

1. A separate sheet shall be maintained for each Work Order.
2. Each entry in the Register shall be checked by the departmental head, and signed.

FORM BMAR NO 36

[Rule 80]

ROYALTY REGISTER

- =
T 6 3
- E < E > BE
~ = S = O B
= |oE|% $T |5.0 SEE g .3 59
m £ Q ° > [P 030 co
] =9 2o < o 0
Em o S = €T 5 = & O® O © S )
() < = oo O o cC © O [0} §— c :’mcbm E_C 2
£ zO0 |2 — 5> >3 5 oo & faF =yl &) <
> = D o [elcixel — O @ =0 = — = S
u o} o S =9l =20 c = > o o)
o c|s8| 28 |E S| =5 | 383 | =222 o2 g
o os| EY z | 286 S & - o
< £ <3 EoS £ S
() o < > Eé’
zZ a £
S
O
1 2 3 4 5 6 7 8 9 10
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FORM BMAR NO 37
[Rule 84(1) (1)]
REGISTER OF LAND

Asset identification No: Mode of acquisition:

Description: From whom acquired:

Location : Specify whether any building, trees
Survey No of the land: Area (Sq mtr): etc are acquired with the land:

Title documents available: Security Deposit retained:

Details of improvement
For what purpose
used(Referenc e to Immovable
Register/Miscellaneou
s DCB Register
Date of Deletion
Mode of Deletion
Receipt Voucher
No.
Disposal Value, if
any (Rs.)
Initials of the
Authorise d Officer

Date of acquisition/improvement
Cost of acquisition/improvement
Properties Register, if any)

Whether Revenue Yielding (Y/N). If
yes,reference to Special DCB

-
N
w
N
[6)]
[«2)
N
©
©

10

Instructions:

Separate Registers shall be maintained for each Fund.

Separate Registers shall be maintained for each class of assets.

Separate sheet shall be used for each asset.

Details of sale/disposal shall be recorded in the year of sale/disposal.

If there is a change in the purpose/use of the asset, the change shall be indicated in Column

4,

Unique asset identification numbers shall be provided for all assets.

In the year of acquisition, the cost of acquisition shall be entered in column 2.

Any subsequent improvements shall also be written in the same column in the year in which

improvement has taken place.

9. Each entry shall be checked, and signed by the Accounts superintendent.

10. A separate register has to be maintained for properties on which the ULB has no ownership
rights, but has utilization rights.

11.  Though such properties do not form part of the assets of the ULB, the Register shall be
maintained as a measure of control, and no depreciation shall becharged on such assets.

—_

SRR

© N
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FORM BMAR NO 38

[Rule 84(1) (ii)]

REGISTER OF IMMOVABLE PROPERTIES (OTHER THAN LAND)

Jssibey g0Q
1UBAS|8) 0] 8oUBIBj0
‘SO 4 "(N/A) BuipjaIA
anuaAay Jayleym

(luawpedaq) pasn
asodind 1eym Jo4

Initials of the Authorised
Officer

18

('sy) enfe sjes

17
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JUBWaIN001d/18pI0 YoM

"ON Jayonop 1diodoay

16

Juswanoidwi/uonisinboe
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|esodsi( Jo ajeq

15

uotisinboe jo apoj

(€1-11+01) sy
anfea
umoq uaiip Buisoln

14
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pue] 0] 8ouaJaley
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FORM BMAR NO 39
[Rule 84(1) (iii)]
REGISTER OF MOVABLE PROPERTIES
Asset - Date of Work Order/ = Cost of Cost of
Identification E 23 S acquisition/ Procurement S acquisition/Op additions, if
No 23 5 E Addition Order SE ening Written any during
) o2 Reference = down value the Year Rs
2 [3% S g
a5 |28 Sa
1 2 3 4 5 6 7 8
— c - -
<] 3] ] ] = B
2. 38 |E | 55 g % g 58
o« 8= co® @ = T 5
s | 2% [BEile| 23 | s : £z 28
2£ 5z [g°7¢ | “8 s s - £28
g 8 |8 g 3 a 2
a © = @ =
9 10 11 12 13 14 15 16
FORM BMAR NO 40
[Rule 86(5)]
ASSET REPLACEMENT REGISTER
Sr. Source Utilised Balance
No. (Rs.)
% c ; o c § g s -%
<_z S .| £ s |s_ s & &g iy
253 | s | 7 | 885 | & S |8s5% & 35 o
T 20 (<] 7] SEE = S 224¢d 0 o9 -
3 ES8 =z o« 395 2 2 SBEref ] o
% 3< 5 = o235 = 280 o'y o *
c @ 1 QS += o o ) =c @0 = <
8 x < n 2 ) < S% o o
Satc o 3 B ca ° 3] scg 0l o5 5
08 3 oS E o 3 °ScE" g =9 o
sxa@ 2 E | £§2£ 2 2 |[g°g g| ©OF S
® < 3 £ O ° o xO z
5 £ °© g 3| £ 3
(a] > E c = o
3 = £
o
1 2 3 4 5 7 8 9 10 11
Notes:
1. Separate folio should be used for different Asset-class.
2. For each entry made, record the Name, Designation and Signature of the person making entry in

the register and the person checking the entry.
3 Reference shall be provided for Register of Immovable property, Register of Movable property,
etc.
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FORM BMAR NO 41
[Rule 90(1)]
SCALE REGISTER

Authority and period up to which sanctioned

Description of|l Number | Sanctioned | Average | Number and | Period up to | Signature of the

the of posts | scale of pay Cost Date of which Municipal
appointment sanction sanctioned | Commissioner/
Chief
Officer
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FORM BMAR NO 42
[Rule 92(3)]
Name of the Municipality
CONSOLIDATED PAY BILL SUMMARY ROLL OF THE PERMANENT/TEMPORARY
ESTABLISHMENT FOR THE MONTH OF
Accounting Unit:
Fund Code:
Substantive pay
(Personal pay or
special pay, if any, Compensatory
Serial Section of Function Field | Subsidiary should also be Leave Officiating or other Total
No. |establishment | Code Code Ledger shown in this Salary pay allowances
Code column as a
separate entry
below substantive
pay)
Rs. Rs. Rs. Rs. Rs.
1 2 3 4 5 6 7 8 9 10
Pay, Deductions Miscellaneous
officiating recoveries Net Date of
. emarks . .
pay or leave - (Fines and amount receipt of bill
salary held Income Provident Other advances, payable
over for Tax Fund deductions house rent,
future Subscription etc.)
payment
Rs. R Rs. Rs. Rs. Rs.
11 12 13 14 15 16 17 18
*Please specify the nature of Deduction
Total
(inwords ........... )
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FORM BMAR NO 43
[Rule 92(5)(g)]
PERIODICAL INCREMENT CERTIFICATE

Certified that the Municipal servants named below are allowed in the sanction periodical
increments from the date cited in the column 11 for approved service.

1. Having been the incumbent of the appointment specified for not less than

............ Year............. from the date in Column 9 after deducting periods of

suspension and of absence of leave without pay.

2. Being entitled to the increments, has shown in the explanatory memo attached

Appointment Whether Scale of pay Rate pfincrement
Substantive
or Officiating

Minimum | Annual Biennial Maximum
3 4 5 6 7 8
Date of last Present | Date of Pay From To
incumbent or pay present after
of increment present
appointment increment
to
post
9 10 11 12 13 14
N.B. - The Figure (1) and (2) should be placed against each nhame according as the
reason (1) (2) applies. The explanatory memo should be submitted in case in
which an increment is given otherwise then on continuous service for the
prescribed period.
Station........ Municipal Commissioner/Chief

Office
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FORM BMAR NO 44
[Rule 95(5)]
Name of the Municipality
UNPAID SALARY REGISTERS FOR THE YEAR 20 _to 20__
Accounting Unit:
Fund Code:
Payments
Serial N f N f Subsidiary ) h Initials of
erial No. o ame of n what Authorised
Date credit person Ledger Code account Amount (Rs.) Officer
1 2 3 4 5 6 7
Payments
. ‘e Initials of
Serial No. of Name of Subsidiary Amount | Acquittance| Ayuthorised
Date payment person Ledger Code
(Rs.) of payee Officer
8 9 10 11 12 13 14

Entered By :*

Checked By :*

*For each entry made; record the Name, Designation and Signature of the person making the entry in the register

and the person checking the entry




fIeR ITSTe (AFTYRUT), 9 e 2014

255

FORM BMAR NO 45
[Rule 101(1) & (3)]
DETAILED STATEMENT OF THE PERMANENT/TEMPORARY PENSIONABLE NON-
PENSIONABLE ESTABLISHMENT OF THE.............. AS IT STOOD ON 1ST MARCH
(ANNUAL RETURN OF ESTABLISHMENT

Order of Competent Authority creating
the post

Name of the post
Serial No. of posts in each class

Scales of pay of the

post
Name of the incumbent

Era(as near as possible
Date of appointment of present
incumbent to post with indication of

Date of incumbent’s birth by Christian
nature of appointment e.g., officiating,

quasi-permanent, provisionally,
permanentor permanent

Pay of the present incumbent

Date of last increment
Remarks from which the Municipal
Servant was declared permanent

]

~
oo

[¢e]
-
o

FORM BMAR NO 46
[Rule 101(3) (xii)]
DETAILED STATEMENT OF NEW EMPLOYEES, LEAVE, ETC. (ANNUAL RETURN OF
ESTABLISHMENT)

Names of | From what Names of From what Officers Description and
new office officers date ceased who have period of
officers and on what which were | to be borne been
date in on the leave,
transferred or establishment | on otherthan | suspension from
with previous and why privilege or and to what date
what bill the year’s but casual leave (Note: In
health are new of under
or age omitted suspension case of
certificate during the suspension,
was furnished year state whether the
suspension
period
will count towards
pension)
1 2 3 4 5 6
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FORM BMAR NO 47
[Rule 103(1)]
REGISTER OF STORES/STORES LEDGER

256

Name of the MUNICIPALITY

Item Description Accounting Unit:

Fund Code:
Receipt
= 3 Rate per unit Initials of
- § ?:JE = o Quantity (Rs.) ‘g‘sl“e Authorise
Bl o 2TE |53 (Rs.) d Officer
g |z g% |5E
& B s~ &2 =
— D Q2 o« = 2
] o - 87 g S
o 51 S22~ £5
=t &~ » R 5 F=
= _ S =~ & = 5
| | E 8¢ s &
g 555 |&
= TR =
Number Weight
1 2 3 5 6 7 9
Issues Balance
Rate
s . Q
= > 3 -~ per unit
E'g bt Quantity ) w3 . Quantity (Rs.) Value
s | 52 | % : 2 £i 2 (Rs.)
2 2% S| e g 5 13| £2¢
2| = | 8 g 5 | & | EZ°
S o= 2 &) 1=} 2 ~ <
2 gt 2z e g | 2
2| 3 | |2 2 g |3
Number | Weight Number | Weight
10 11 12 13 14 15 16 17 18 19 20 21 22 23
(5-15) | (6-16)

Note: For each entry made; record the Name, Designation and Signature of the person making the entry in the

register and the person checking the entry
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FORM BMAR NO 48

[Rule 103(2)(a)]
Name of the MUNICIPALITY
MATERIAL RECEIPT NOTE

Stores Accounting Unit:
Fund Code:
Book No. Receipt No.:
Receipt No.:
Date:
Received following material from (name of the supplier) vide their
delivery challan number___ bill number dated against Purchase Order No.
. . . . Quantity
Sr. No.| Particulars (Product details and specifications) Accepted Inspected by Remarks
1 2 3 4 5
Material receiv ed by Entered in Store Records
Entry No.:
Stores Clerk Stores-in-charge
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FORM BMAR NO 49
[Rule 103(2)(b)]
Name of the MUNICIPALITY
STATEMENT OF DETAILS OF MATERIALS ISSUES AS ON
Accounting Unit
Fund Code:
Stores
Sr. No.
Reference . Head of Unit rate for
No. Function . Item . . Amount
Purpose Field Code | Account .. Quantity valuation
of Stores Code Description (Rs.)
Code (Rs.)
Ledger
1 2 3 5 6 7 8 9 10
Total

* Contractor wise details of the Materials issued shall be given as per annexure attached with this form.

Annexure to Form BMAR 49
Accounting Unit:

Fund Code:
Details of Material issued to Contractors
Name of the .
Reference Contractor to Sub Unit Rate Value of
number of whom the Ledger tit for the
Stores . & e . Quantity Valuation Materials
materials Code Item Description
Ledger . (Rs) (Rs)
issued
1 2 3 4 5 6 7
Total *
Verified by Stores-in-charge / Authorized Officer
(Auditors)

* The total of this table shall agree to the value of ‘materials issued to Contractors’.
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FORM BMAR NO 50
[Rule 103(2)(c)]
SUMMARY OF MATERIAL ISSUED TO OTHER DEPARTMENTS FOR THE MONTH OF
Min No/Date To whom issued Description | Account Quantity | Value Rs Remarks
of material Code
issued
1 2 3 4 5 7
Total
Stores Clerk Stores-in-charge

Instructions:

1. The Summary Statement shall be prepared by the Stores-n-Charge in
duplicate on monthly basis. The original shall be sent to Accounts Department,
and the duplicate shall be retained in the Department

FORM BMAR NO 51
[Rule 103(2)(d)]
Name of the MUNICIPALITY
STATEMENT OF CLOSING STOCK AS ON
Accounting Unit
Fund Code:
Stores
Sr. No.
Reference . Unit rate for
No. of Item o Quantity valuation (Rs.) Amount (Rs.) Remarks *
Description
Stores
Ledger
1 2 3 4 5 6
Total

* In case of obsolete, unserviceable, defective inventory, please indicate in the Remarks column
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FORM BMAR NO 52

[Rule 104]
LOG BOOK FOR VEHICLES

Name of the Driver..............

RegistrationNo.......

Number of engine..............

Part 1

()
=
© o
m -
[0
o
@29 2
s<c 38 o
€95
SJaALIg 8y} Jo s|eniu| ©
paseyoind ~
|[os1ad jo Ainueny
8JoIysA 8y}
ul pajaAes} oym suosiad o
pue Asuinol jo asoding
pajjaael; saoeld
n
Jo s|releQ
w €
= <«
o
z £
2
© o |¢™
o £
==
3
< 2
a ©
IS
sg |
=
o
© -
a

Totalforthemonth........ccoeiiiiiiiiii e

Part IT Servicing, Repairs etc.

Remarks

11

Initials
of the

Officer

10

pied Jo pajdeooe
[llg 01 @oudJ8ey

sjuswaoe|dal
pue siiedal J01s0D

Buioinies 10 1s09)

sued jo jusawdinba
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sliedals ay) Jo swepN

18pI0
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8y} yolym uo ajed

Buioinieg Jo aleq
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Part III Accounting for spare parts and accessories

Sl. Quantity Date of Quantity Date of | Signature | Remarks
No. g received | receiptor | issued issue of the of the
= — purchased Balance officers
5 9 Driver
c 20
2879
o >
522
859
a % 3
>
£9%8
o Q0
S
©
z
1 2 3 4 5 6 7 8 9
FORM BMAR NO 53

[Rule 104(5)]
SUMMARY OF DRIVER’S NOTE BOOK PERTAINING TO TRIPS, ETC PERFORMED BY
THE MUNICIPAL CARS AND LORRIES FOR THE MONTH OF .......

Description of the Vehicle & Registration no

= Q =
% o X > - %—‘I‘_ = 3 g Qe
= = B 5 @ 2

® of|gfesEl £ [Eox| %gx scO| 8¢ T L i
» cE|l=TESS c = C 5 Q oF = S =]

o £ D e+=T o] @ © 0 o Total o > =229 €
©c o o [ Iy o TS0 ® o228 oo 2 S oo 5 = 5
3=s2c2|=20®GE[ 2 5 [SSIRT] = = &

o = o g_~-o s c Lo % o o
Sag” 20 o « = c = o = s

D5 <l % = © 3 c o o
o 875 Sl @ o >3 o £ i~
@« a kS] S O
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FORM BMAR NO 54
[Rule 105]
Fund Code:-
Field Code:-
Accountingunit:-
DETAILED BILL OF OTHER EXPENDITURE BILL
AccountCode Function Code | Allotment | Payment Balance Amount
P including Available | Rs
orcurrent | ihis Bjll in
year this year
Accounthead Function head
Authority Number & date Invoice No/Date Description of charges
for charges requiring
special sanction
Total

Disbursing Officers Certificate

(1) | certify that the expenditure charged in this bill has not been paid earlier.
(2) [ certify that materials and stores charged in the bill have been brought to account on

@)

Officer-in-charge
Date :

the respective inventories in Page No...... of the Stores Register, on date
| certify that the purchases billed for have been received in good order, that their
quantities are correct and their quality good, that the rates paid are not in excess of
those accepted and the market rates and that suitable notes of payment have been
recorded against the original indent and invoices concerned to prevent double

payment.

Accountant

Date :

Commissioner

Date :
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FORM BMAR NO 55
[Rule 106]

Name of the MUNICIPALITY
STATEMENT OF OUTSTANDING LIABILITY FOR EXPENSES As on

Accounting unit:-
Date: Fund Code:-
Sr. No. Field Code:-
. In respect of

Sr. Name (?f the Nature of | Function Head of Date of Bill Grant/

Supplier/ Account . Amount . Remarks
No. Payable Code Bill Special Fund

Contractor Code (Rs.)

Code
1 2 3 4 5 6 7 8 9
Total

* Record the name, designation and signature of the person.
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FORM BMAR NO 56
[Rule 107(2)]
Name of the MUNICIPALITY

REGISTER OF ADVANCES FOR THE YEAR 20 to 20
Accountingunit:-
Fund Code:-
Sr. | Date =
No. 2 % 3 I T 5
v =2 w9 S5 sbu 7 9
S5 £% E2 2 2 - 2 EE8|.50| g
"5‘;.2 RS ?53 SEg g~ “55§=E§ °SE S =
v o 24 AZ = EZ = SZ |eE5%z8|S5%| £
ES2E| T o RS 72 Aa E¥ szggiE|= 5
S o= s = s g = < Qg_-—go'ﬁ CQ%D'E [~
Z 52| &% S 3 ST K< = o
ZR S - = &< 2 £ o
2 > © > E<
£
1 2 3 4 5 6 7 8 9 10 11
Note:

1. After each entry, leave few blank spaces depending on the repayment/adjustment schedule of the
Advance
2. For each entry made; record the Name, Designation and Signature of the person making the entry
in the register and the person checking the entry.
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FORM BMAR NO 57

[Rule 107(2)]

Name of the MUNICIPALITY
REGISTER OF EMPLOYEE LOANS/ ADVANCES FOR THE YEAR 20 to 20_

Accountingunit:-
Fund Code:-
Month and date Particulars |Voucher or Monthly Repayments or adjustments
and name of the of receipt Amount Total
employee advance number April May | June July | August | September
Rs. Rs. R Rs. Rs. Rs Rs.
1 2 3 4 5 6 7 8 9 10
R t just B
epayments or adjustments Date and ale}n?e
Total Repayment voucher remaining
for the year #* number of unadjuste | poarks
October November | December | January | February| March d at the
repayment/
d&i end of the
adjustment year
Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs.
12 13 14 15 16 17 18 19 20 21

Entered By :#

Checked By :#

** Total repayment in Column 18 shall be the sum total of Columns 6 to 17

# For each entry made; record the Name, Designation and Signature of the person making the
entry in the register and the person checking the entry.
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FORM BMAR NO 58
[Rule 107(4)]
Name of the MUNICIPALITY
REGISTER OF INTEREST ON LOANS TO EMPLOYEES FOR THE YEAR 20 to20__
Accountingunit:-
Fund Code:-
. - 2 1] Repayments or
Interest Accrued during the Quarters g g ! %:: %ﬁ Adjustments
Particula Opemn.g = b E’ g ;
Name of rs of Cumulative Quarter | Quarter | Quarter | Quarter ERE = 3 .
Employee Lo Accrued I I I v S 8 g § April May June
ans Interest < = <
Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs.
1 2 3 4 5 6 7 8 9 10 11 12
4+5+6+7) | (3+8)
. Balance
Repayments or Adjustments Total remaining
- I o . . Interest unadjusted | Remarks
> 4 -q'é _ﬂg 2 2 ; ’§ '?_1 Recovered at the end
cl 2 g = g g 2 £ S during the of the
<« 2 9 2 g s = = e year#
2 =} Zz a - = year
Rs. | Rs. Rs. Rs. Rs. Rs. Rs. R Rs. Rs. Rs.
13 14 15 16 17 18 19 20 21 22 23 24
(9-22)

Entered By :#

Checked By :#

kk

kekk

Column 3 in the next year

#

Column 22 shall be sum total of columns 10 to 21
Balance in Column 23 at the end of the accounting year shall be the opening balance of

For each entry made; record the Name, Designation and Signature of the person making
the entry in the register and the person checking the entry
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FORM BMAR NO 59
[Rule 110(4)]
Name of the MUNICIPALITY
REGISTER OF PERMANENT ADVANCE
of for the year

Initial disbursement/Recoupment Expenditure Daily
L
of the Permanent Advance Balance i
Sr. Date |Payment Sr.No.of [ Amount Amount (Rs.) .5
No. Order Expendit | p ) 2 Paid E
ures for £ 5 g
No. which E - (Rs.) é g
2 ) >
Paymer‘lt ﬁ EE g = 2 g
Order is - < = 8 =
. ) 2 B & P
submitted ° S - N "
g a z £
] = s
4 ] E
-
1 2 3 4 5 6 7 8 9 10 11 12
(5-9)
Note:

For each entry made; record the Name, Designation and Signature of the person making the
statement and the person checking the entry.
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FORM BMAR NO 60
[Rule 109(1)]
STAMPS REGISTER
Receipts Issues
value
Date Voucher of stamps Letter Value of | Daily Initials of Remarks
received Number stamp balance | the
No. affixed dispatcher
1 2 3 4 5 6 7 8
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FORM BMAR NO 61
[Rule 110]
STATIONERY STOCK REGISTER FOR THE YEAR
Particulars stationery [ Opening Receipts| Total Issues Balance
balance

articles or form
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FORM BMAR NO 62
[Rule 111(5)]
Name of the MUNICIPALITY
INVESTMENT LEDGER / REGISTER

For Municipal Fund Investment/ _Special Fund/ Grant Investment
Accountingunit:-
Fund Code:-
Particulars of
No. and date . Initials of
t! t
of resolution | Date of e o d |Purchase | Face Due date of| - Amount | yghoris
Sr. s ® quoting no. an . receipt of of
N :iluthorlsmg invest- date of Govt. Price Value | i orest | interest ed Officer
©- | investment ment | Paperor FDRno. | (Rs) (Rs.) due on
of the Bank
1 2 3 4 5 6 7 8 9
Amount
Date / . "
Amount of month in realised Date on Date/ | Initials of
interest Daltle' ;)1“ which either on sale| which month of |Authoris ed|
recovered irvlvtei—cest adjusted or maturity | proceeds adjus'tme Officer Remarks
(Rs.) d in of investment were nt in
recovere :
accounts (Rs.) realised accounts
10 11 12 13 14 15 16 17
Seal/Signature of authorized officer
Note

Separate folio would be allotted to each type of investment.

Separate ledger / register for each type of fund investment should preferably be
maintained. For example, separate ledger may be maintained for Municipal Fund
Investment, GPF investment, Pension Fund Investment, etc.

N |
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FORM BMAR NO 63
[See Rule 112(2)]
REGISTER OF DEPOSITS FOR THE YEAR ENDED IN RESPECT OF -----------------
Deposits Received Deposit Refund/adjustment Balance
Name of  [Particulars Receipt Amount | Due Reference Voucher Amount
depositor of deposit Voucher Date for number Number of
Number Refund of and Date Deposit
and Date of Deposit repaid/
Deposit Refund adjusted
received Advice
(BMAR...)
1 2 3 4 5 6 7 8 9
Notes:
1.Separate pages may be set apart for each class of deposit.
2. Separate Registers shall be maintained for each Year.
3. The balances in the Register shall be totaled, and reconciled with the balances in the respective
account in the Ledger at the end of ever Half-Year.
4. At the beginning of every Year, the details and balances shall be brought forward in the new
Registers in respect of deposits remaining unpaid at the end of the previousyear.
FORM BMAR NO 64
[Rule 113(1)]
DEPOSIT REFUND ADVICE
Name of | Particulars | Deposit Date of Amount Reason Initials of
the of Deposit | Register Deposit Rs for Manager or
Depositor Page No Refund Accountant
Signature of the Asst Engineer/Ex Engineer Approved for payment

Verified with the Deposit Register

Officer

Accountant

Commissioner/Chief



fIeR I1eTe (ETYRTT), 9 3e 2014

272
FORM BMAR NO 65
[Rule 113(2)]
Name of the MUNICIPALITY
SUMMARY STATEMENT OF DEPOSITS ADJUSTED DURING THE PERIOD
In respect of (Head of Account)
Sr. No. Accountingunit:-
Fund Code:-
Particulars of the Arrears (Rs.) Current Demand (Rs.) Total (Rs.) Deposits.Adiusted
Head Register
No.
1 2 3 6 7
Total
Preparedby Examined and Entered
Checked by IAccountant/Authorised Officer
Dated

*Record the name, designation and signature of the person.
Separate register shall be maintained for each head of deposit.
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FORM BMAR NO 66
[Rule 115]
REGISTERS OF SECURITIES
Sl | Noand Date of | Name Purpose | Noand | Amount | Initials of the
No | Date of Deposit | and of the Date of Municipal
Order address Deposit | the Commissioner/
under of the paper Chief Officer
which Depositor or
deposited security
1 2 3 4 5 6 7 8
No. and Date | Signature of Initials of the Balance | Remarks
date of the | of the depositor Municipal at the
Order return | acknowledging | Commissioner/Chief | close of
or receipt of the Officer the
sanctioning | lapse | deposit Year
the return
or
lapse of
the deposit
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FORM BMAR NO 67
[Rule 116(3)]
Name of the Municipality
REGISTERS OF LOANS
Accounting unit:-
Fund Code:-
1. Department from which loan received 6. Rate of Interest
2. Purpose of Loan 7. No. of installment
3. No. & date of resolution / orders sanctioning the loan [whether half-yearly or yearly]
4. Amount of Loan sanctioned 8. Amount of each installment
5. Date of Maturity
Receipt of Loan Amount due for repayment
Total Initials of
Date of | Amount Total Due Date of| Amount Amount the
. - Amount |Repayment of ffi
Receipt| Received Receive Principal due to ofticer
P P repayment
1 2 3 4 5 6 7 8
Amount Repaid Balance
Total Remarks
Date Principa Principal
of Amount Interest | Total Amount Interest
Repayme
9 1 11 12 13 14 15 16
Note
1. Separate folio shall be allotted to each loan.
2. The format for capital grant register would be similar.
3. Pages ofledger / register would be numbered.
4. In case of more than one loan, summary of all loans shall be drawn suitably in the register.
5. For each entry made, record the Name, Designation and Signature of the person making the

entry in the register and the person checking the entry.




IeR I1ee (HIUROT), 9 3 2014 275

FORM BMAR NO 68
[Rule 116(4)]
Name of the MUNICIPALITY
REGISTERS OF SINKING FUNDS

Amount of loan and rate of interest: Accounting Unit:
Date of raising the loan: Fund Code:
Amount of Sinking Fund installment:

Rate of interest provided for in the Agreement at which Sinking Fund develops:

RECEIPTS
Amount of
Previous interest | Theoretic
Annual |Date of| Tota | received/ |al value as
Balance X
(Rs.) Installment| Credit| 1 |accrued on on31st
’ s(Rs) (Rs.)| Invest March
ments (Rs.)
(Rs.)
1 2 3 4 5 6
(1+2) (4+5)
INVESTMENTS
Previous Purchased during Total Present Value of Sinking Fund
Balance the year
i\;[ :;lrketf Uninvested
alue 0 Cash Difference | Remark s
Actual Value Date | Value securities
Face Face Face . Balance of (Rs.)
value at of at mentioned - Total
Value Value |, Value| . Sinking
at cost Cost invest| Cost in column (Rs.)
(Rs.) (Rs.) (Rs.) Fund as on
(Rs.) (Rs.) ment | (Rs.) 13 on 31st
31st March
March (Rs.)
(Rs.) :
7 8 9 10 11 12 13 14 15 16 17 18
(7+9) (8+10) (14+15) | (16-6)

Note: For each entry made, record the Name, Designation and Signature of the person making the entry in the
register and the person checking the entry
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FORM BMAR NO 69
[Rule 116(5)]

Name of the MUNICIPALITY

REGISTER OF DEBENTURES

Date of order sanctioning the issue of debenture:

Accounting Unit:

Debenture Face Value (Rs.): Fund:
Amount raised by issue of debentures (Rs.):
Rate of interest payable on debentures:
Date of issue of Debentures:
Purpose of issuing debentures:
Details of Guarantee and Security furnished:
Name of the Debenture-trustee, if any:
Interest payment Schedule:
Date of maturity:
Repayment Schedule:
Distinctive number m
Debenture | 0f Debentures E:lldri:sn (()lf Date. of D?te of
Sr. | Debenture Certificate | issued the becoming a | ceasing as a
No.| Folio No. debenture | debenture
Nos. From To Debenture holder holder
holder
1 2 3 4 5 6 7 8
Initials of Payment of Interest on Debentures Initials of
Authorized Authorized | Remarks
Officer* Date | Amount | Dateof | Amount | Officer*
when due | due (Rs.) | Payment |paid (Rs.)
9 10 11 12 13 14 15
Notes:
(1) Details of all the holders who have been issued debentures of a particular series shall be listed
above.
(2) Separate folios shall be allotted for each series of the debentures being issued.
(3) Three to four lines should be left after each certificate number to record the transfer entries for
those certificates.
(4) Date on which a person becomes a debenture holder and the date on which he ceases to be shall
be mentioned for all the transfers affected.
(5) For each entry made, record the Name, Designation and Signature of the person making the entry

in the register and the person checking the entry.
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FORM BMAR NO 70

[Rule 117(2)]

EARMARKED/SPECIAL FUNDS REGISTER

Name of the Earmarked (Special) Fund

On creation/ addition to Fund
Date of Reference of Particulars | Amount (Rs.) Cumulative
Receipt voucher No.
Amount
(Rs.)
1 2 3 4 5
On Utilization of Fund Balance in Remarks
Fund (Rs.)
Date of Reference Particulars Amount Cumulative (5-10)
Payment of voucher (Rs.) A
No. mount
(Rs.)
6 7 8 9 10 11 12
Note:

Interest earned on investments and Profit on disposal of investments made from the Special Funds shall be

recorded in the column 1 to 5 to update the balance of Special Funds

Loss on disposal of investments shall be recorded in the column 6 to 10 to reduce the balance of Special Fund

For each entry made; record the Name, Designation, and Signature of the person making the entry in the

register and the person checking the entry.
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FORM BMAR NO 71
[Rule 122(2)(a)]
Receipts and Payments Statement for the period from to
Current | Corresponding
Code No. Head of Account :;E:ﬁlt Pll)'zgggs
(Rs.) Amount (Rs.)
Opening Balances#
Cash balances including Imprest
Balances with Banks/Treasury
(including balances in designated bank
Operating Receipts
110000000 | Tax Revenue
120000000 | Assigned Revenues & Compensations
130000000 | Rental income from Municipal
140000000 | Properties Fees & User Charges
150000000 | sale & Hire Charges
160000000 | Revenue Grants, Contributions & Compensation
170000000 | 1300me from Investments
i; (1)888888 Interest Earned
Other Income
Non-Operating Receipts
330000000 | Secured Loans
340000000 | Deposits Received
320000000 | Grants and contribution for specific purposes
* Sale proceeds from Assets
* Realization of Investment — General
* Fund Realization of Investment — Other
341000000 | pynds Deposit works
35 0412000 Advance Collected of Revenue

*
*

Loans & Advances to Employees
(recovery) Other Loans & Advances
(recovery) Deposits with External
Agencies (recovery)

Other Receipts [specify]
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Current Corresponding
Period Previous Period
Code No. Head of Account Amount Amount (Rs.)
(Rs.)

Operating Payments
210000000 | Establishment Expenditures
220000000 | Administrative Expenditures
230000000 | Operations and Maintenance
240000000 | 1nterest & Finance Charges
250000000 | py, gramme Expenditures
260000000 | Revenue Grants & Contributions
430100200 Purchase of Material — Stores

Other Collections on behalf of State

and Central Government

Non-Operating Payments
350000000 | Other Liabilities
350400000 | Refunds Payable Repayment of Loans
* Refund of Deposits
* Acquisition / Purchase of Fixed Assets
410000000 | Capital Work — in — Progress
412000000 | Deposit works
341000000 | Investments —Municipal Fund
420000000 | Investments — Other Funds
421000000 | Loans & Advances and Deposits
460000000 | Prepaid Expenses
440000000 | Loans to Others
460300000 | Deposits with External Agencies
460600000 | Other Payments [specify]

Current | Corresponding
Period Previous
Code No. Head of Account Amount Period
(Rs.) Amount (Rs.)
GRANDTOTAL
Current Corresponding
Period Previous Period
Code No. Head of Account Amount DT
Rs.)

Closing Balances #

Cash balances including Imprest
Balances with Banks/Treasury
(including balances in designated
bank accounts)

GRAND TOTAL

# Balances banks operate for Grants and Special Funds

* Details in respect of these items will be available in the corresponding asset ledger accounts
** Details in respect of these items will be available in the corresponding liability ledger accounts
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FORM BMAR NO 72
[Rule 121]
TRIALBALANCE FORTHE PERIOD FROM.........ccomoeeeeees
Code No Particulars Debit (Rs.) Credit (Rs.)
Total
FORM BMAR NO 73
[Rule 122(2)(b)]
Income and Expenditure Statement for the period from to
Code No. Item/ Head of Account Schl\elgule g:;lelz: z{Re: ; lz;‘gz::f (Yl::.l)r
1 2 3 4 5

INCOME
110000000 Tax Revenue I-1
120000000 Assigned Revenues & Compensation I-2
130000000 Rental Income from Municipal Properties I-3
140000000 Fees & User Charges I-4
150000000 Sale & Hire Charges I-5
160000000 Revenue Grants, Contributions & 1-6

Compensation
170000000 Income from Investments I-7
171000000 Interest Earned I-8
180000000 Other Income -9
A Total - INCOME

EXPENDITURE
210000000 Establishment Expenditures I-10
220000000 Administrative Expenditures I-11
230000000 Operations & Maintenance I-12
240000000 Interest & Finance Expenditures 1-13
250000000 Programme Expenses 1-14
260000000 Revenue Grants & Contributions I-15
270000000 Provisions & Write off I-16
271000000 Miscellaneous Expenditures I-17
272000000 Depreciation

B Total - EXPENDITURE
A-B Gross surplus/ (deficit) of income over

expenditure before Prior Period Items
280000000 Add: Prior period Items (Net) 1-18

Gross surplus/ (deficit) of income over

expenditure after Prior Period Items
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290000000 Less: Transfer to Reserve Funds

Net balance being surplus/ deficit
carried over to Municipal Fund

Schedule I-1: Tax Revenue [Code No 110]

Minor Code . Current year Previous year
No Particulars (Rs.) (Rs.)
1 2 3 4

110010000 Holding Tax
110020000 Water Tax
110030000 Latrine Tax
110050000 Lighting Tax
110070000 Vehicle Tax
110080000 Tax on Animals
110100000 Profession Tax
110110000 Advertisement tax
110160000 Entertainment Tax
110170000 Tower Tax
110510000 Octroi & Toll
110520000 Cess

110800000 Other taxes

Sub-total

Less
110900000 Tax Remissions and Refund [Schedule 1 — 1 (a)]

Sub-total

Total tax revenue

Schedule I-1 (a): Remission and Refund of taxes

. Current Year Previous Year
£
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4

110900100 Holding Taxes
110900200 Water Tax
110900300 Latrine tax
110900400 Education Cess
110900500 Health Cess
110900700 Advertisement Tax
110909900 Others

Total refund and remission of tax
revenues

* Insert the Detailed Codes of Account as applicable

Note:

The totals of this Schedule should equal to the amount as per the total in Schedule I - 1
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Schedule I-2 : Assigned Revenues & Compensation [Code No 120]

. Current Year | Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4
120100000 | Taxes and Duties collected by others
120200000 | Compensation in lieu of Taxes / duties
120300000 | Compensations in lieu of Concessions
Total assigned revenues & compensation

Schedule I-3: Rental Income from Municipal Properties [Code No 130]

) Current Year Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4

130100000 | Rent from Civic Amenities
130200000 | Rent from Buildings Rent
130300000 | from Guest Houses Rent
130400000 | from lease of lands
130500000 | Lease rentals Others
130800000 | Other rents

Sub-Total
130900000 | Less: Rent Remission and Refunds

Sub-total

Total Rental Income from Municipal

Properties

Schedule I-4: Fees & User Charges [Code No 140] Schedule 1-4

(a): Fees & User Charges — Function wise

Code No.

Particulars

Current Year
Amount (Rs.)

Previous Year
Amount (Rs.)

1

2

3

4

Municipal Body
Administration

Finance, Accounts, Audit
Election

Record Room

Estate

Stores & Purchase
Workshop

Census

Total income from fees & user charges —
Function wise

Note:

Functions as applicable in the Municipalities and on which fees and user charges are raised shall be

stated here.

The total income from Fees & User Charges as per Schedule I-4 (a) should tally with the total income
from Fees & User Charges as per Schedule I-4 (b).
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Schedule I-4 (b): Fees & User Charges — Income head-wise [Code 140]

Current Year

Previous Year

Refunds

Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
140100000 | Empanelment & Registration Charges/Fees
140110000 | Licensing Fees
140120000 | Fees for Grant of Permit
140130000 | Fees for Certificate or
140140000 | Extract Development
140150000 | Charges Regularisation Fees
140200000 | Penalties and Fines
140400000 | Other Fees
140500000 | User Charges
140600000 | Entry Fees
140700000 | Service / Administrative Charges
140800000 | Other Charges
. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
Sub-Total
140900000 Less: Fees & User Charges Remission and

Sub-total

Total income from Fees & User Charges —
Income head-wise

The total income from Fees & User Charges as per Schedule I-4 (b) should tally with the total
income from Fees & User Charges as per Schedule [-4 (a).

Schedule I-5: Sale & Hire Charges [Code No 150] Schedule I-5 (a): Sale & Hire

Charges — Function wise

Code No.

Particulars

Current Year
Amount (Rs.)

Previous Year
Amount (Rs.)

1

2

3

4

Municipal Body
Administration

Finance, Accounts, Audit
Election

Record Room

Estate

Stores & Purchase
Workshop

Census

Total Income from Sale & Hire charges —
Function wise

The total income from Sale & Hire Charges as per Schedule I-5 (a) should tally with the total
income from Sale & Hire Charges as per Schedule I-5 (b).
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Schedule I-5 (b): Sale & Hire Charges — Income head-wise [Code No 150]

Detailed Particulars Current Year Previous Year
Head Code Amount (Rs.) Amount (Rs.)
1 2 3 4

150100000 | Sale of Products

150110000 | Sale of Forms & Publications

150120000 | Sale of stores & scrap

150300000 | Sale of Others

150400000 | Hire Charges for Vehicles

150410000 | Hire Charges for Equipment
Total Income from Sale & Hire charges —
income head-wise

The total income from Sale & Hire Charges as per Schedule I-5 (b) should tally with the total

income from Sale & Hire Charges as per Schedule I-5 (a).

Schedule I-6: Revenue Grants, Contributions & Subsidies [Code No160]

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
160100000 | Revenue Grant
160200000 | Re-imbursement of expenses
160300000 | Contribution towards schemes
Total Revenue Grants, Contributions &

Schedule I-7: Income from Investments — General Fund [Code No 170]

. Current Year Previous Year
Code No Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
170100000 | Interest
170200000 | Dividend
170300000 | Income from projects taken up on commercial
basis
170400000 | Profit in Sale of Investments
170800000 | Others
Total Income from Investments

Schedule I-8: Interest Earned [Code No 171]

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
171100000 | Interest from Bank Accounts
171200000 | Interest on Loans and advances to Employees
171300000 | Interest on loans to others
171400000 | Interest on Debtors & Other Receivables
171800000 | Other Interest
Total. — Interest Earned
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Schedule I-9: Other Income [Code No180]

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
180100000 | Deposits Forfeited
180110000 | Lapsed Deposits
180200000 | Insurance Claim Recovery
180300000 | Profit on Disposal of Fixed asses
180400000 | Recovery from Employees
180500000 | Unclaimed Refund Payable / Liabilities Written
Back
180600000 | Excess Provisions written back
180800000 | Miscellaneous Income
Total Other Income
Note:

Details of profit earned on Fixed Assets disposed shall be given for each of the class of fixed assets, to
the extent possible, together with the details of the gross block of the fixed asset sold, depreciation
provided on that and the value realized on disposition below Schedule I-9.

Schedule I-10: Establishment Expenditures [code no 210] Schedule I-10 (a):
Establishment Expenditures — Function wise

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
Municipal Body
Administration
Finance, Accounts, Audit
Election
Record Room
Estate
1 2 3 4
Stores & Purchase
Workshop
Census
Total establishment expenditures — Function
Wise
Note:

The total function wise expenditures as per Schedule I-10 (a) should tally with the total
Establishment expenditures as per Schedule I-10 (b).
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Schedule I-10 (b): Establishment Expenditures — Expenditure head-wise
. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
210100000 | Salaries, Wages and Bonus
210200000 | Benefits and Allowances
210300000 | Pension Contribution
210400000 | Other Terminal & Retirement Benefits
210800000 | Other
Total establishment expenditures
expenditure head wise
Note:

The total function wise expenditures as per Schedule I-10 (b) should tally with the total
Establishment expenditures as per Schedule I-10 (a).

Schedule I-11: Administrative Expenditures [Code No 220]
Schedule I-11 (a): Administrative Expenditures — Function wise

Code No.

Particulars

Current Year
Amount (Rs.)

Previous Year
Amount (Rs.)

2

3

4

Municipal Body
Administration

Finance, Accounts, Audit
Election

Record Room

Estate

Stores & Purchase
Workshop

Census

Total Administrative expenditures— Function
Wise

Note:

The total function wise expenditures as per Schedule I-11 (a) should tally with the total
administrative expenditures as per Schedule 1-11 (b).
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Schedule I-11 (b): Administrative Expenditures — Expenditure head-wise

Code No.

Particulars

Current Year

Previous Year

Amount (Rs.) Amount (Rs.)
1 2 3 4

220100000 | Rent, Rates and Taxes
220110000 | Office maintenance
2201200000 | Communication Expenditures
220200000 | Books & Periodicals
220210000 | Printing and Stationery
220300000 | Travelling & Conveyance
220400000 | Insurance
220500000 | Audit Fees
220510000 | Legal Expenses Professional
220520000 | and other Fees
220600000 | Advertisement and Publicity
220610000 | Membership & subscriptions
220800000 | Others

Total administrative expenditures —

expenditure head wise

Note:

The total function wise expenditures as per Schedule I-11 (b) should tally with the total
administrative expenditures as per Schedule I-11 (a).

Schedule I-12: Operations and Maintenance [Code No 230]
Schedule I-12 (a): Operations &Maintenance Expenditures — Function wise

Code No.

Particulars

Current Year
Amount (Rs.)

Previous Year
Amount (Rs.)

1

2

3

4

Municipal Body
Administration

Finance, Accounts, Audit
Election

Record Room

Estate

Stores & Purchase
Workshop

Census

Total Operations & Maintenance expenditures
— Function wise

Note:

The total function wise expenditures as per Schedule I-12 (a) should tally with the
total Operations & maintenance expenditures as per Schedule I-12 (b).
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Schedule I-12 (b): Operations & Maintenance — Expenditure head-wise

Code No. Particulars g‘;:ﬁg: 2{1::;' iig‘:ous
Amount
(Rs.)
1 2 3 4
230100000 | Power & Fuel
230200000 | Bulk Purchases
230300000 | Consumption of Stores
230400000 | Hire Charges
230500000 | Repairs & maintenance —Infrastructure Assets
230510000 | Repairs & maintenance — Civic Amenities
230520000 | Repairs & maintenance — Buildings
230530000 | Repairs & maintenance — Vehicles
230590000 | Repairs & maintenance — Others
230800000 | Other operating & maintenance expenses
Total operations & maintenance - expenditure head
Wise
Note:

The total function wise expenditures as per Schedule [-12 (b) should tally with the
total Operations & maintenance expenditures as per Schedule I-12 (a).

Schedule I-13: Interest & Finance Charges [Code No 240]

. Current Year | Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4
240100000 Interest on Loans from Central Government
240200000 Interest on Loans from State Government
240300000 Interest on Loans from Government Bodies &
associations
240400000 Interest on Loans from International Agencies
240500000 Interest on Loans from Banks & Other Financial
Institutions
240600000 Other Interest
240700000 Bank Charges
240800000 Other Finance Expenses
Total Interest & Finance Charges

Schedule I-14: Programme Expenditures [Code No 250]

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
250100000 Election Expenditures
250200000 Own Programmes
250300000 Share in Programmes of others
250400000 Programme Expenditure from Grants
250500000 Expenditure on Transferred Functions
250600000 Expenditure on Transferred Institutions
Total Programme Expenditures
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Schedule I-15: Revenue Grants, Contributions & Subsidies [Code No 260]

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
260100000 Grants [give details]
260200000 Contributions [give details]
260300000 Subsidies [give details]
Total Revenue Grants, Contributions &
Subsidies
Schedule I-16: Provisions & Write off [Code No 270]
Previous
Code No. Particulars gﬁ;ﬁﬁ: 2{1;:; Year
: Amount (Rs.)
1 2 3 4
270100000 Provisions for Doubtful receivables
270200000 Provision for other Assets
270300000 Revenues written off
270400000 Assets written off
270500000 Miscellaneous Expenditure written off
Total Provisions & Write off
Schedule I-17: Miscellaneous Expenditures [Code No 271]
Previous
Code No. Particulars gﬁgﬁﬁ: 2{1::; Ai‘:i; t
(Rs.)
1 2 3 4
271100000 Loss on disposal of Assets
271200000 Loss on disposal of Investments
271300000 Decline in the value of Fixed Assets on
Revaluation
271400000 Accident al Loss
271500000 Diminution in Value of Investments
Total Miscellaneous expenditures
Schedule 1-18: Prior Items (Net) [Code No 280]
. Current Year | Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4
Income
280100000 Taxes
280200000 Other — Revenues
280300000 Recovery of revenues written off
280400000 Other income
Sub — Total Income (a)
Expenditures
280500000 Refund of Taxes
280600000 Refund of Other — Revenues
280800000 Other Expenses

Sub — Total Income (b)

Total Prior Period (Net) (a-b) -
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FORM BMAR NO 74
[Rule 122(2)(c)]
Balance Sheet of Municipality as on
Schedule Current Year | Previous Year
Code No Description of items No Amount Amount
: (Rs.) (Rs.)
LIABILITIES
Reserve & Surplus
310000000 Municipal (General) Fund B-1
311000000 Earmarked Funds B-2
311000000 Reserves B-3
Total Reserves & Surplus
320000000 Grants, Contributions for specific B-4
purposes
Loans
330000000 Secured Loans B-5
331000000 Unsecured Loans B-6
Total Loans
Current Liabilities and Provisions
340000000 Deposits Received B-7
341000000 Deposit works B-8
350000000 Other Liabilities (Sundry Creditors) B-9
360000000 Provisions B-10
Total Current Liabilities and
Provisions
TOTAL LIABILITIES
ASSETS
Fixed Assets B-11
410000000 Gross Block
411000000 Less: Accumulated Depreciation
Net Block
412000000 Capital Work-in-Progress
Total Fixed Assets
Investments
420000000 Investment —General Fund B-12
421000000 Investments — Other Funds B-13
Total Investments
Current Assets, Loans and Advances
430000000 Stock in Hand (Inventories) B-14
Sundry Debtors (Receivables)
431000000 Gross amount outstanding B-15
432000000 Less: Accumulated provision against bad
and doubtful Receivables
Net amount outstanding
Prepaid Expenses B-16
440000000 Cash and Bank Balances B-17
450000000 Loans, advances and deposits B-18
460000000 Less: Accumulated provision against
461000000 Loans and Advances
Net Amount outstanding
Total Current Assets, Loans &
470000000 Other Assets B-19
480000000 Miscellaneous Expenditure (to B-20
the extent not written off)
TOTAL ASSETS




fIeR ITSTe (AFTYRUT), 9 e 2014

291
Schedule B-1: Municipal (General) Fund [Code No 310]
Opening balance | Additions Total Deductions | Balance at
Code No. Particulars as per the last during (Rs.) during the end
account (Rs.) the year * ) the of the
(Rs.) year** current
(Rs.) year
(Rs.)
1 2 3 4 5(3+4) 6 7 (5-6)
310100000 | Municipal Fund
310900000 | Excess of
Income &
Expenditure
Total Municipal fund
310)

*Addition includes contributions towards the fund, Adjustments to Opening Balance Sheet and also excess of

income over expenditure

** Deduction includes contributions from the fund, Adjustments to Opening Balance Sheet and also excess

of expenditure over the income

Schedule B-2: Earmarked Funds

Schedule B - 2: Special Funds/Sinking Fund/Trust or Agency Fund [Code No 311]

Amountin Rs

Pension Fund
Particulars Special| Special | Special | Special | Special | for Contingent
Fund1| Fund2 | Fund3 | Fund4 | Fund 5 Staff
Code No.

(a) Opening Balance

(b) Additions to the Special Fund
(i) Transfer from Municipal

Fund

Interest/Divid

end earned on

Special Fund

Investments

Profit on disposal of

Special Fund

Investments

Appreciationin

Value of Special

Fund Investments

Other addition (Specify

nature)

(ii)

(iif)

@iv)

v)

Total (b)
Total (a+b)

(c) Payments out of funds
(i) Capital expenditure on

Fixed Assets*
Others

Sub -total




292 fIgR 9TeTe (3 ETURTT), 9 374iel 2014
Pension Fund
Particulars Special | Special | Special | Special | Special for Contingent
Fund 1 Fund2 | Fund3 | Fund4 | Fund 5 Staff
Code
No.

(ii) Revenue Expenditure on
Salary, Wages and allowances etc.

Rent
Other administrative charges

Sub -total
(iii) Other:

Loss on disposal of Special Fund

Investments

Diminution in Value of
Special Fund Investments
Transferred to Municipal Fund

Sub —total

Total of (i+ii+iii) (¢)

Net balance at the year end —

(a+b)-(c)

Grant Total of Special Funds

Note:

All funds are to be shown as separate fund either in the schedule or in a separate schedule with the
corresponding indication in the Balance Sheet under “Funds” on liability side.

Schedule B-3: Reserves [Code No 312]

Opening Additions Total Deductions | Balance at
Code No. Particulars balance during the during the | the end of
(Rs.)
(Rs.) year year the
(Rs.) (Rs.) current
year
(Rs.)
1 2 3 4 5(3+4) 6 7 (5-6)
312100000 Capital Contribution
312110000 Capital Reserve
312200000 Borrowing Redemption Reserve
312300000 Special Funds (Utilized)
312400000 Statutory Reserve
312500000 General Reserve
312600000 Revaluation Reserve

Total Reserve funds
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Schedule B-4: Grants & Contribution for Specific Purposes [Code No 320] Amount in Rs.

— wn
. =
Particulars £ g E = = Others
= S |7}
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g g O£ & g =<
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Code No.

(a) Opening Balance

(b) Additions to the Grants *

(i) Grant received during the
year

(ii) Interest/Dividend earned on
Grant Investments

(iii) Profit on disposal of Grant
Investments

(iv) Appreciation in Value of
Grant Investments

(v) Other addition (Specify
nature)

Total (b)
Total (a+b)
(c) Payments out of funds
(i) Capital expenditure on
Fixed Assets*
Others
Sub —total
(ii) Revenue Expenditure on
Salary, Wages and allowances etc.
Rent
Other administrative charges
Sub —total
(iii) Other:
Loss on disposal of Grant
Investments Diminution in Value
of Grant Investments
Grants Refunded
Sub —total
Total (c) [i-+ii-Hii]

Net balance at the year end —
(a+b)-(c)

Total Grants & Contribution for
Specific Purposes

Note:

Plan funds received from Central/ State Government are to be shown as grant funds and not to be

mixed up with Earmarked Funds
* For transferring completed capital assets, expenditure incurred will be capitalized and assets will

be taken to Fixed Assets schedule (B-11) and Capital contribution will be increased by the same
amount.
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Schedule B-5: Secured Loans [Code No 330]

Amount in Rs.

Code No. Particulars CurrentYear | Previous Year
Amount (Rs.) Amount (Rs.)
1 2 3 4
330100000 Loans from Central Government
330200000 Loans from State Government
330300000 Loans from Govt. bodies & Associations
330400000 Loans from international agencies
330500000 Loans from banks & other financial institutions
330600000 Other Term Loans
330700000 Bonds & debentures
330800000 Other Loans
Total Secured Loans
Notes:

1. The nature of the Security shall be specified in each of these categories
2. Particulars of any guarantees given shall be disclosed
3. Terms of redemption (if any) of bonds/debentures issued shall be stated, together with the
earliest date of redemption

4. Rate of Interest and Original Amount of loan and outstanding can be provided for every
Loan under each of these categories separately;

5. For loans disbursed directly to an Executing Agency, please specify the name of the
Project for which such loan is raised.

Schedule B-6: Unsecured Loans [Code No 331]

. CurrentYear | Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4
331100000 Loans from Central Government
331200000 Loans from State Government
331300000 Loans from Govt. bodies & Associations
331400000 Loans from international agencies
331500000 Loans from banks & other financial institutions
331600000 Other Term Loans
331700000 Bonds & debentures
331800000 Other Loans
Total Un-Secured Loans

Note:

Rate of Interest and Original Amount of loan and outstanding can be provided for every Loan

under each of these categories separately.
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Schedule B-7: Deposits Received [Code No 340]

Amount in Rs.

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
340100000 | Deposits Received - From Suppliers /
Contractors
340200000 | Deposit Revenues
340300000 | Deposits Received From staff
340800000 | Deposits Received From Others
Total deposits received
Schedule B-8: Deposits Works [Code No 341]
Amount in Rs.
Opening Additions | Utilization/ Balance
Code No. Particular s balance as the during expenditure | outstanding at
beginning of |the current | Amount (Rs.) the
the year year end of
Amount (Rs.) Amount the
(Rs.) current
year
Amount
(Rs.)
1 2 3 4 5 6
341100000 | Civil
341200000 | Electrical
341300000 | Others
Total of deposit works
Note:

1. The amount received from the department on whose behalf the deposit works have been undertaken
would appear in col. 4

2. Expenditure incurred including percentage (departments) charges would appear in Col 5
3. Balance as in Col. 6 would appear in the Balance Sheet as a liability

Schedule B-9: Other Liabilities (Sundry Creditors) [Code No 350]

Amountin Rs.

Code No. Particulars Current Previous Year Amount
Year (Rs.)
Amount
(Rs.)

1 2 3 4

350100000 | Creditors

350110000 | Employee Liabilities

350120000 | Interest Accrued and Due

350200000 | Recoveries Payable

350300000 | Government Dues Payable

350400000 | RefundsPayable

350410000 | Advance Collection of Revenues

350800000 | Others

Total Other liabilities (Sundry Creditors)
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Schedule B-10: Provisions [Code No. 360]
Code No. Particulars Current Previous Year Amount
Year (Rs.)
Amount
(Rs.)
1 2 3 4
360100000 Provision for Expenditures
360200000 Provision for Interest
360300000 Provision for Other Assets
Total Provisions
Schedule B-11: Fixed Assets [Code No. 410 & 411]
Amount inRs.
G
. . Additio ns Deductions Cost at the
CodeNo Particulars Openi ng during the during the end of
Balan ce 2 ;
perio period the year
1 2 3 4 5 6
410100000 |Land
410200000 |Buildings
410300000 |Roads and Bridges
410310000 |[Sewerage and drainage
410320000 |Water ways
410330000 |Public Lighting
Other assels
410400000 |Plants & Machinery
410500000 |Vehicles
410600000 |Office & other equipment
410700000 |Furniture, fixtures,
fittings and electrical
appliances
410800000 |Other fixed assets
Total
Accumulated Depreciation Net Block
Openin Additions Deductions Total at the | At the end of At the end of
pening during the during the end of the | current year the previous
Balanc e N .
period period year year
7 8 9 1 1 1
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$ - Additions include fixed assets created out of Earmarked Funds and Grants transferred to
Municipality's fixed block as referred to in Schedule B-2 and B-4
Additional disclosures to the Schedule
i Value of fixed assets under dispute or litigation shall be provided. The status of the legal
case as at the reporting date of the Financial Statements shall also be mentioned.
ii. The details & value of assets, which are not yet physically identified/traced, shall be
disclosed separately.
iii. Details and value of assets under leases and hire purchase needs to be disclosed as a
note
Note:
1. Gross Block means cost of acquisition of fixed asset. Opening Balance in Gross
Block as on the first day of the year represents the closing balance of the

previous year. For instance, the opening balance as on 15t April 2009 shall be

equal to the closing asset balance as on 315t March 2009.

2. Land includes areas used as and for the purpose of public places such as parks,
squares, gardens, lakes, museums, libraries, godowns etc.
3. Buildings include office and works buildings, commercial buildings, residential

buildings, school and college buildings, hospital building, public buildings
temporary structures and sheds, etc.

4, Roads and bridges include roads and streets, pavements, pathways, bridges,
culverts and subways.

5. Sewerage and drainage include sewerage lines, storm water drainage lines and
other similar drainage system.

6. Waterworks include water storage tank, water wells, bore wells, Water pumping
station, Water transmission & distribution system, etc.

7. No depreciation is to be charged on "Land’

Schedule B-12: Investments - General Fund [Code 420]
Amount in Rs.

Current Previous
. year year
Code No. Particulars Wlth whom | Face value Carrying Carrying
invested (Rs.)
Cost Cost
(Rs.) (Rs.)
1 2 3 4 5 6

420100000 | Central Government Securities
420200000 | State Government Securities
410300000 | Debentures and Bonds
410400000 | Preference Shares

410500000 | Equity Shares

410600000 | Units of Mutual Funds
410800000 | Other Investments

Total of Investments General
Fund

1. Insert the other Heads of Account and the corresponding Codes of Account for
other investments made by the MUNICIPALITY
2. Provide break-up of other investments as applicable

3. Aggregate amount of quoted investments and also market value thereof shall be disclosed.
Aggregate amount of unquoted investments shall also be disclosed.



fIeR I1eTe (ETYRTT), 9 3e 2014

Schedule B-13: Investments - Other Funds [Code 421]

Amount Rs
Current Previous
. year year
Code No. Particulars Wlth whom | Face value Carrying Carrying
invested (Rs.)
Cost Cost
(Rs.) (Rs.)
1 2 3 4 5 6
421100000 | Central Government Securities
421200000 | State Government Securities
411300000 | Debentures and Bonds
411400000 | Preference Shares
411500000 | Equity Shares
411600000 | Units of Mutual Funds
411800000 | Other Investments
Total of Investments Other
Funds

1. Insert the other Heads of Accountand the corresponding Codes of Account for
other investments made by the MUNICIPALITY

2. Provide break-up of other investments as provided for General Fund Investments.

Schedule B-14: Stock in Hand (Inventories) [Code 430]

Amount in Rs.

. Current Year Previous Year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
430100000 |Stores
430200000 |Loose Tools
410800000 |Others

Total Stock in hand
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Schedule B-15: Sundry Debtors (Receivables) [Code No 431]

Code No.

Particulars

Gross
Amount
(Rs.)

Provisionfor
Outstanding
revenues (Rs.)

Previous
year
Net amount
(Rs.)

1

2

3

4
(Code N0 432)

6

431100000

431910000

Receivables for Property Taxes

Less than 5 years * More than 5
years* Sub — total

Less: State Government
Cesses/Levies in Taxes — Control

Accounts

Receivables of Property T

431100000

431990000

431200000

431300000

Receivable of Other Taxes

Less than 3 years* More than 3
years* Sub- total

Less: State Government
Cesses/Levies in Taxes — Control

Accounts

Receivables of Cess

Less than 3 years* More than 3
years* Sub- total

Receivables for Fees and User
Charges

Less than 3 years* More than 3
years*

Sub - total

431400000

431500000

Receivables from Other Sources
Less than 3 years* More than 3
years* Sub — total

Receivables from Government

Total of Sundry Debtors
(Receivables)

Note:

The provision made against accrual items would not affect the opening/ closing balances of the
Demand and Collection Ledgers for the purpose of recovery of dues from the concerned parties/

individuals

*Break up for provision for outstanding revenues are given in Column 4

Schedule B-16: Prepaid Expenses [Code No 440]

. Current year Previous year
Code No. Particulars Amount (Rs.) Amount (Rs)
1 2 3
440100000 | Establishment
440200000 | Administrative
440300000 | Operations & Maintenance
Total Prepaid expenses
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Schedule B-17 :Cash and Bank Balances [Code No 450]

: Current year Previous year
Code No. Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
450100000 | Cash
Balance with Bank — Municipal Funds
450210000 Nationalized Banks
450220000 Other Scheduled Banks
450230000 Scheduled Co-operative Banks
450240000 Post Office
450250000 Treasury
Sub-total
Balance with Bank — Special Funds
450410000 Nationalized Banks
450420000 Other Scheduled Banks
450430000 Scheduled Co-operative Banks
450440000 Post Office
450450000 Treasury
Sub-total
Balance with Bank — Grant Funds
450610000 Nationalized Banks Other
450620000 Scheduled Banks Scheduled
450630000 Co-operative Banks Post Office
450640000 Treasury
450650000 Sub-total
Total Cash and Bank balances
Schedule B-18: Loans, advances and deposits [Code 460]
Openin Paid Balance
during the Recovered outstandin;
. g during the g
Code No. Particulars Balance at current at the end of
the year yle{ar the year
beginning (Rs.) (Rs.) (Rs.)
1 2 3 4 5 6
460100000 | Loans and  advances to
employees

460200000 | Employee Provident Fund Loans

460300000 | Loansto Others
460400000 | Advance to  Suppliers and

Contractors
460500000 Advance to Others

460600000 Deposit with External Agencies
460800000 Other Current Assets
Sub -Total

Less: Accumulated Provisions
against Loans, Advances and
Deposits (Schedule B — 18 (a)]

Total Loans, advances, and
deposits
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Schedule B-18 (a):

(Code No 461)

Accumulated Provisions against Loans, Advances, and Deposits

. Current Year Previous Year
Code No. Particulars Amount (Rs.) | Amount (Rs.)
1 2 3 4
461100000 Loans to Others
461200000 Advances
461300000 Deposits

Total Accumulated Provision

Note: The totals of this Schedule should equal to the amount as per the total in Schedule B— 18

Schedule B-19: Other Assets [Code No 470]

. Current year Previous year
Code No Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
470100000 Deposit Works — Expenditure
470200000 Inter Unit Accounts

Total Other Assets

Schedule B-20: Miscellaneous Expenditure (to the extent not written off) [Code No 480]

. Current year Previous year
CodeNo Particulars Amount (Rs.) Amount (Rs.)
1 2 3 4
480100000 Loan Issue Expenses
480200000 Discount on Issue of Loans
480300000 Others

Total Miscellaneous expenditure
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FORM BMAR NO 75
[Rule 134(10)]
Name of the Municipality
Budget estimation Sheets format
Name of the Function............ccoeuveennens
BudgetingYear ............cooiiiiiii

99 99 9% 99 9% 9

Field Head of Account — Actual for Budget Revised Budget
Description of the previous | Estimates | Estimates | Estimates
Item™* year Rs. for the for the for the
current current next year
year Rs. year Rs.
Rs.
1 2 3 4 5 6
Circles 1 |REVENUES Tax
Revenues
Property & Other Taxes
Water Taxes ,, ,, 5, 55 »» 5

Sub-total (Tax Revenues)

Circles 1 |Fees & User Charges

License Fees
Advertisement Taxes ,,

99 99 9% 99 99 9% 9

Sub-total (Fees & User
Charges)

Circles 1 |InterestIncome

Interest from Bank
Deposits Interest
from Post Office
Deposits ,,

99 99 9% 99 99 9% 9

Sub-total (Interest Income)

TOTAL REVENUE
RECEIPTS

EXPENDITURES

Establishment Expenses

Circles 1 Salaries & Wages
Pension expenses ,, ,, »,

99 9% 9% 93 9

Sub-total (Establishment
Expenses)

Circles 1 Operations & Maintenance

Repairs & Maintenance —
Roads Repairs
& Maintenance - Buildings ,,

99 9% 93 9% 99 9
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Field

Head of Account —
Description of
Item*

Actual for
the previous
year Rs.

Budget
Estimates
for the
current
year Rs.

Revised
Estimates
for the
current
year
Rs.

Budget
Estimates
for the
next year
Rs.

2

4

5

6

Sub-total (Operations &
Maintenance)

TOTAL REVENUE
EXPENDITURE

Circles 1

CAPITAL RECEIPTS
Loans

Loans from State Govt ,, ,, ,,

99 99 99 99 99

Sub-total (Loans)

Deposit works

Deposit works received

Sub-total (Deposit Works)

Deposits and Advances

SeCurity DepOSitS 29 99 99 9% 9% 9

29 99

Sub-total (Deposits)

TOTAL CAPITAL
RECEIPTS

Circles 1

CAPITAL
EXPENDITURE

Fixed Assets

Purchase of Fixed Assets
Capital Work in progress ,, ,,

29 99

Sub-total (Fixed Assets)

Circles 1

Investments

Investment in Government
Securities Investment in
Non- Govt Securities ,, ,, ,,

Sub-total (Investments)

Circles 1

Loans and Advances
Loans to Employees Loans
to Others Miscellaneous
AdVances ,, ., 5, 5, 55 55 5 s

Sub-total (Loans &
Advances)

TOTAL CAPITAL
EXPENDITURE
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* Similar to the above, the budget estimation shall be obtained for all the Major, Minor and detailed
account heads for each of the Circles and functions.

Budgeting Year ................

FORM BMAR NO 76

[Rule 134(10)]

Name of the Municipality

Budget estimate Consolidation format

Head of

Function Field Actual for Budget Revised Budget
Account — the previous |Estimates for| Estimates for | Estimates
Description of year the current | the current for
Item year year the next
year
1 2 3 4 5 6 7
Consolidation shall be made for every item of detailed heads of account.
FORM BMAR NO 77
[Rule 134(10)]
Name of the Municipality
SUMMARY OF BUDGET FOR THE PERIOD
Sr. No.
Particulars Actual Budget Revised Budget
for the Estimates for | Estimates for the | Estimates for the
previous the current current year Rs. next year
year Rs. year Rs.
Rs.
1 2 3 4 5

Opening Balance*

Add:

Revenue Receipts
Capital Receipts
Less:

Revenue expenditure
Capital Expenditure

Closing Balance *

* Balances denote cash and bank balance.
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FORM BMAR NO 78
[Rule 134(10)]
Name of the Municipality
MAJOR ACCOUNT HEAD WISE BUDGET FOR THE PERIOD

Sr. No.
S No Major Account Head Code | Actualfor | Budget Revised Budget
the Estimates | Estimates | Estimates
previous for the For the | for the next
year current curren t
Rs. year year
1 2 3 4 5
REVENUE RECEIPTS
Tax Revenue 110
Assigned Revenues and 120
Compensation 130
Rental Income - Municipal 140
Properties 150
Fees and User Charges 160
Sale and Hire Charges 170
Revenue Grants,Contributions 171
and 180
Subsidies

Income from Investments
Interest Earned

Total

REVENUE EXPENDITURE
Establishment Expenses 210
Administrative Expenses 220
Operations and Maintenance 230
Interest and Finance 240
Charges Program 250
Revenue Grants, 260
Contributions and Subsidies 271
Miscellaneous Expenses Prior 280

Period Item

Total

CAPITAL RECEIPTS

Grants, Contributions for Specific 320
purposes 330
Secured Loans 331
Unsecured Loans 340
Deposits Received 341
Deposit Works 350
Other Liabilities

Total
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S No Maj()r Account Head Code Actual for Budget Revised Budget
the Estimates | Estimates | Estimates
previous for the For the | for the next
year current curren t
Rs. year year
1 2 3 4 5
CAPITAL EXPENDITURE
Fixed Assets 410
Capital Work in Progress 412
Investments — General Fund 420
Investments — Other Funds 421
Stock in hand 430
Prepaid Expenses 440
Loans, advances and deposits 460
Other Assets 470
Total
Note: These totals shall be tallied with the totals in Forms BUD 5- 6.
FORM BMAR NO 79 [Rule 134(10)]
Name of the Municipality
SUMMARY OF FUNCTION WISE BUDGET FOR THE PERIOD
Sr. No.
S No Function Code | Revenue | Revenue Capital Net Inflow/
Receipt | Expenses | Capital |Expenditure | (Outflow)
Rs. Rs. Receipts Rs. Rs.
1 2 3 4 5 6 7 8
General & Administration | 00
Planning & Regulations 10
Public Works 20
Health 30
Sanitation & Solid Waste 40
Management
Civic Amenities 50
Urban Forestry 60
Urban Poverty Alleviation | 70
& Social
Welfare 80
Other Services 90
Revenues
Total*

*The total of columns 4 to 7 shall be tallied with those in Form BUD - 3.
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FORM BMAR NO 80 [Rule 134(10)]
Name of the Municipality
SUMMARY OF FIELD WISE BUDGET FOR THE PERIOD
Sr. No.
S No Function Code Revenue Revenue |Capital Capital Net
Receipt Rs. | Expenses Rs. |Receipts Expenditure | Inflow/
Rs. Rs. (Outflow)
Rs.
1 2 3 4 5 6 7 8
Field 1
Field 2
Field 3
Circlen
Total *

Note: Field could be lowest level at which ULB likes to budget. Ideally this should be done at

the ward level.

*The total of columns 4 to 7 shall be tallied with those in Form BUD - 3.



308 fIeR Tete (3ramaron), 9 3he 2014
FORM BMAR NO 81 [Rule 138(2)]
Name of the Municipality
Quarterly Budget Variance Report
For the period from to
Code No. Head of Budget Progressive Total at the end | Variance | Remark
Account Estimate | of each quarter Rs. Rs.
(Rs.) Qtr. 1 [Qtr. 2 |Qtr. 3| Total
1 2 3 4 5 6] 7 8 9
REVENUE RECEIPTS *
110 Tax revenue
120 Assigned Revenues &
Compensation
130 Rental income from
Municipal Properties
140 Fees & User charges
150 Sale & Hire charges
160 Revenue Grants,
contribution & subsidies
170 Income from Investments —
General Fund
170 Income from Investments —
Other Funds
171 Interest earned
180 Other income
Any other revenue receipts
[ specify ]
Sub-total
REVENUE
EXPENDITURE *
210 Establishment Expenses
220 Administrative Expenses
230 Operations & Maintenance
240 Interest & Finance charges
250 Programme Expenses
260 Revenue Grants,
contribution & subsidies
271 Miscellaneous Expenses
Any other revenue
payments [ specify ]
Sub-total

* Similarly, the variances for Capital receipts and expenditures shall also be computed on a periodic

basis.
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FORM BMAR NO 82
[Rule 137(ii & iii)]
Fund:
Name of Municipality:
FORMAT OF OUTPUTS AND OUTCOMES IN BUDGET
ESTIMATES 2009-10

o ~
(2]
Y 2 » [}
~ o g,« Q Q Q
— (3] £ o v © 1 £ ~
) £ [} N © ) o © [
O T [ o (4] < > o —
_ E O < £ 5 F = [} 2 £ o »
. 1% e — b4
S CDEO C% E (@) ‘63 8 = 3 [ ?) °
= IS - © g <) o o - 2 -
: e 8¢ 5 = ) E ¢ o = e & X ©
7)) £ D3 o = > = = - 3 @ c @©
<] = o 2 0 2 * w
O o0 O [} — = © - 1]
® = O £ A= O w 39 —_ |3} 7
- a O o @ P = © o i} o
) < 1] — o P = o s o o
o b =z 2 o I c ' o o
o ko] [} > o S
S =1 3 = o
g o (¢ o
1 2 3 4 5 6 7 8 9
Note:

1. Major programmes listed in the Capital Expenditure must be shown separately in column 2 &3,
while smaller items may be conveniently clubbed. An exercise to weed out schemes with sub-critical
financial outlays or merge them appropriately into major programmes is separately being undertaken.
Code D suffixed to the account code indicates that the budgeting is done for the debit aspect of these
transactions i.e. for investments purchased, in this sheet.
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FORM BMAR NO 83
[Rule 140(3)]
APPLICATION FOR ADDITIONAL ALLOTMENTS BY TRANSFER ON ACCOUNT OF
EXPENDITURE NOT PROVIDED FOR IN THE BUDGET ESTIMATE

Name of the | Heads under | Actual Amount of Reasons For
office which expenditure additional exceeding

additional up to allotment The allotment

allotments date....... required

are required

and the

present

sanctioned

grants .... Rs

1 2 3 4 5
Heads Under Actual Amount of Reasons Remarks
Which savings expenditure savings in brief for
are anticipated up to anticipated expecting
and the Present date...... saving s
sanctioned Grants
6 7 8 9 10

Note:
1. This statement shall be prepared in duplicate.

2. Re-appropriations already sanctioned shall be indicated by + and — entries in columns 2 10 6
quoting the No and Date of sanction.

3. In columns 2 and 6 details under major, minor and detailed heads must be given as in the
printed Budget Estimates.

4. The prescribed minimum closing balance is maintained.

Signature and Designation
Station: Date:
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FORM BMAR NO 84 [Rule 145(1)]
Name of the Municipality
DOCUMENT CONTROL REGISTER/STOCK ACCOUNT OF RECEIPT/CHEQUE BOOK
Kind of Document

Accounting Unit:

Fund Code:
Receipt
Number of Books Voucher
Date From whom No. of No. and
. Forms No.
received pages Date
1 2 3 4 5 6
Issue To whom issued
Numb Books Signature of

et No.of | Designation|  person

orms No. pages receiving forms

7 8 9 10 11
Balance
Number Books Initials
of Forms | No. No. of Clerk Auth(?rised Date
pages Officer
12 13 14 15 16 17
Return of books and forms |Initials of the Initials
person

Number of Books returning | clerk | Authorised Remarks

Forms No. |No. of pages| the books officer

18 19 20 21 22 23 24

Note: For each entry made; record the Name, Designation and Signature of the person making
the entry in the register and the person checking the entry.
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BMAR FORM NO. 85
[Rule 149]

Form of Security Bond

Know all men by these present that and held and formly bound unto the chairman
of the municipal commissioners of hereinafter fereffed to as the chairman in the sum of
Rs. to be paid to the his successors or assigns or his or their certain attorney or

attorneys for which payment well and truly to be made | bind myself, my heirs, executors,
administrators and representatives firmly by these presents sealed with my seal dated this

day of 19 and | do hereby for myself, heirs, executors and representatives covenant
with my seal dated this day of 19 and | do hereby for myself, heirs,
executors and representatives covenant with the chairman, his successors and assigns that if any
suit shall be brought touching the subject matter of this obligation or the condition hereunder
written in any Court subject to the High Court of Judicature Patna in Bihar and Orissa other than
the said High Court in its Ordinary Original Civil Jurisdiction the same may at the instance of
the chairman be removed into, tried and determined by the said High Court in its Extraordinary
Original Jurisdiction.

Where the above bounden has been appointed to and now holds and exercises
the office of at and his duties at present are as follows and whereas
said is further bound to keep true and faithful accounts of his dealings with all property and

moneys to be in the form and manner that may from time to time be prescribed by duly
constituted authority and also to prepare and submit such returns and such accounts and other
documents as he may from time to time be called upon to do: AND WHEREAS the said

has been called upon by the chairman in consideration of his said appointment to deliver to
and deposit with and endorse over to the chairman Government securities to the extent of

Rs and he is not in a position to do this at once it has been arrange that he should
monthly and every month pay to the chairman [by deductions from his pay if the chairman
shall so think fit] the sum of Rs. and Government Securities for Rs. Have been

purchased, delivered to, deposited with and endorsed over to the chairman, his successors
or assigns for the purpose of in part securing and indemnifying the chairman, his successors and
assigns against all loss, injury or damage which he or they might or may in any way suffer by
reason of the misconduct, neglect: default, oversight or otherwise of the said — or any person or
persons acting under him or for whom he may be held responsible: AND WHEREAS the said —
has entered into the above Bond in the Panel sum of Rs.>> conditioned for the due
performance by him of the duties of the said office of and any other office to which he may be
appointed at any time and of the duties appertaining thereto respectively or which may
required of him and for the indemnity of the chairman against loss, injury or damage as aforesaid.

Now the condition of the above written Bond is such that if the said — has whilst he has
held that said office of — as aforesaid always duly performed and fulfilled the duties of said office
and if he shall whilst he shall hold the said officer any other office to which he may be
appointed or in which he may act always duly perform and fulfill all and every one of the
duties thereof and further shall and will monthly and every month pay to the chairman, his
successors and assigns by deductions from his pay or otherwise the sum of Rs.

Until he shall have paid the full sum of Rs. and Government Securities for Rs. shall have
been purchased, delivered or deposited with or endorsed over to the chairman, his successors
or assigns in manner aforesaid and shall also indemnify and save harmless the chairman, his
successors or assigns and all and every the corporation or person or persons concerned of and
from all and every loss, injury and damage which has been or shall or may at any times
hereinafter during the service or employment of the said — in such office as aforesaid or in any
corporation or person or persons concerned by or by reason of the act, neglect, failure
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misconduct, default disobedience, omission or insolvency of the said — or of any person or
persons acting under him or for whom he may be held reasonable than this obligation shall be
void and of no effect otherwise the same shall be and remain in full force and virtue: provided
always and it is hereby cleared and agreed that the sum of Rs. to be so gradually deposited or
aforesaid or the Government promissory note for Rs. to be so purchased and retained delivered
as aforesaid respectively or such other Government Securities to the same amount as the
chairman may consent from time to time to accept and receive in lieu or in exchange for the same
and the interest thereof respectively shall be and remain with the chairman, his successors, or
assigns as occasion shall require to appropriate the said money or the sell and dispose of the
said Government securities or a sufficient portion thereof and to apply the proceeds thereof in
and towards the indemnity as aforesaid of the Government securities may in the meantime be paid
over as the same shall be realized if the chairman shall think fit to the said — And it is hereby
lastly agreed that on the final termination of the service of the said — the sum of Rs. or the said
Government promissory notes substituted therefore and this Bond shall remain with the chairman
for — calendar month as security against any loss that may have been incurred owing to the act,
neglect or default of the said — or any other person or persons as aforesaid and which may
not have been discovered until after the termination of his service and his liability hereunder
shall continue until the expiry of the said term of — calendar months.

BMAR FORM NO. 85 A
[Rule 149]

Form of Security Bond

Know ALL MEN present that Name, Address and son of father’s name of
obliger, is held and firmly bound unto the CHAIRMAN OF THE MUNICIPAL COMMISSIONERS of
in the district of herein after referred to as the CHAIRMAN, his successors or assigns
or his/their certain attorney or attorneys for which payment well and truly to be made | bind
myself, my heirs, executors, administrators and representatives firmly by those presents sealed
with my seal dated this, day of 19  and | do hereby my heirs, executors,
administrators and representatives convenant with the CHAIRMAN, HIS successors and assigns
that if any suit shall be brought touching the subject matter or this obligation or the condition
hereunder written in any court subject matter or this obligation or the condition hereunder
written in any court subject to the high court in its Ordinary Original Civil Jurisdiction the same
may at the instance of the CHAIRMAN, his successors or assigns be removed into, tried and
determined by the said High Court in its Extraordinary Original tried and determined by the said

High Court in its Extraordinary Original Civil Jurisdiction
Whereas the above bounden__has been appointed to and now holds and exercise the
office of at and his duties at present are as follows — AND WHEREAS the said — is
further bound to keep true and faithful accounts of his dealings with all property and moneys
which may come to his hands or possession or under his control such account to be in the form
and manner that may from time to time be prescribed by duly constituted authority and also be
prepare and submit such returns and such accounts and other documents as he may from time to
time be called upon to do; AND WHEREAS it was one of the conditions of the employment of the
said — as aforesaid that he said should for the purpose of in part securing and indemnifying the
CHAIRMAN, his successors and assigns against all loss, injury and damage when he or they might
or may in any way suffer by reason of the misconduct, neglect, default, oversight or otherwise of
the said and person or persons acting under him or for whom he may be held responsible
execute a formal mast gage of the hereditaments and premises in the schedule hereto shortly
described to secure the payment by him to the CHAIRMAN of the sum of Rs. AND WHEREAS the
said — formal mortgage of even date herewith granted conveyed and assigned upto the shortly
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described to secure the payment to CHAIRMAN subject to the conditions in such Indenture of the
sum of Rs.

AND WHEREAS the said has entered into the above Bond in the panel sum of
Rs. conditioned for the due performance by him of the duties of the said office and of any
other office to which he may be appointed at any time and of the duties appertaining
thereto respectively or which may be required of him and for the indemnity of the CHAIRMAN
against loss, injury and damage as aforesaid. Now the condition of the above written Bond is
such that if the said has whilst he has held said office of as aforesaid always duly
performed and fulfilled the duties to the said office and if he shall whilst he shall told the said
office or any other office to which he may from time to time be appointed or in which he may act
always duly perform and fulfill all and every duties thereof and shall also indemnify and save
harmless CHAIRMAN, his successors and assigned and all and every the Corporation or person or
persons concerned by or by reasons of head act, neglect, failure, misconduct, default,
disobedience, omission or insolvency of the said or of any person or persons acting under
him or for whom he may be held responsible then his obligation shall be void and of no effect
otherwise the sum shall be and remain in full force and virtue.

Signed
THE SCHEDULE ABOVE REFERRED TO,

THIS INDENTURE made the  day of 19 between of son of of
the one part and Chairman of the Municipal Commissioners of in the district of hereinafter called
the mortgages of the other part;

WHEREAS the said on the day
of 19 entered into a Bond with the mortgage in the sum of Rs.
to secure the due performance of the said of the duties as at

and of the duties of any other office to which he may be appointed at any

time.
AND WHEREAS it was one of the conditions of the employment of the said as
such as aforesaid that the said should executive a formal mortgage
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FORM BMAR NO 86 [Rule 150(a)]
Name of the Municipality
Name of the Department
Statement of Receivables for the month of
(To be forming part of Monthly Accounts)

Code No. | Head of Account/ Item | Receivables | Demand Actual Receivables
at the start raised receipts at the end of
of the month during the the month

month
1 2 3 4 5 6
431-10 Property Taxes
431-10-(a) Property Taxes
431-10-(a) Others*
Sub-total
431-19 Other Taxes
431-19-(a) Professional Tax [
wherever on demand |
431-19-(a) Tower Tax
431-19-(a) Sewerage Tax
431-19-(a) Others*
Sub-total
431-20 Cess Income
431-30 Fees & User Charges
431-30-(a) License Fees
431-30-(a) Development Charges
431-30-(a) Others*
Sub-total
431-40 Other Sources
431-40-(a) Rental Income
431-40-(a) Interest Accrued and due
431-40-(a) Interest Accrued and not
due
431-40-(a) Others*
431-40-(a) Others*
Sub-total
431-50 Government
431-50-(a) Grants
431-50-(a) Assigned Revenues
431-50-(a) Others*
Sub-total
Grant Total of
Receivables

(a) Insert Detailed Head Codes of Account as applicable

* Specify tax or other revenue accounts as applicable
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FORM BMAR NO 87 [Rule 150(b)]
Name of the Municipality
Name of the Department
Statement of Payables for the month of ——————
(To be forming part of Monthly Accounts)
Code No. | Head of Account/ Payables at the Bills Actual Payables
Item start of the raised payments |at the end
month during the |of the
month month
1 2 3 4 5
350-10 Creditors
350-10-(a) |Contractors
350-10-(a)  |Suppliers
350-10-(a)  [Payable against Grants
350-10-(a)  |Others*
Sub-total
350-11 Employee Liabilities
350-11-(a)  |Gross Salary
350-11-(a) |Pension & Gratuity
350-11-(a) |Others*
Sub-total
350-20 Recoveries Payable
350-20-(a) |TDS
350-20-(a) |Works Tax
350-20-(a) |Others*
Sub-total
350-40 Refunds Payable
350-40-(a) |Taxes
350-40-(a) |Others*
Sub-total
350-41 Advance Collection of
Revenues
350-41-(a) |Taxes
350-41-(a) |Others*
Sub-total
Grant total of Payables

(a) Insert Detailed Head Codes of Account as applicable

* Specify tax or other revenue accounts as applicable
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FORM BMAR NO 88 [Rule 150(c)]

Name of the Municipality
Ward wise Works Liability Summary Report
For the year

Ward Opening Balance Current year Total
No.
No. of Amount No. of Amount No. of Amount
pending pending pending
bills bills bills
1
2
3
4
Total
Paid during the Balance Remarks
gurrenf vear
No. of Amount No. of Amount
pending pending
bills bills
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FORM BMAR NO 89 [Rule 150(d)]
Name of the Municipality
Revenue Trend Analysis
For the year ending
Revenue Apr [May | Jun | Jul |Aug| Sep | Oct | Nov | Dec
1 2 3 4 5 6 7 8 9 | 10 | 11
110 |Tax revenue
120 |[Assigned Revenues
130 (&
140 |Compensation
150 |Rental income from
160 [Municipal
170 |Properties
170 Fees & User charges
171 Sale & Hire Charges
Revenue Grants
180 o ’
contributions
& subsidies
Income from Investments
General Fund
Total
Jan | Feb | Mar |Total of | Total of |Absolute % age
the the increase of increase or
current |previous |[decrease [decrease
year year ]
12 | 13 | 14 15 16 17 [15- 18




g 51 (3 ETYROT), 9 el 2014 319
Schedule-I11
Rates of Depreciation
S. Description Details of assets to be included Estimated | Annual
No. of Assets life rate
under
SLM
1 Land Parks, burial grounds, play grounds, and - -
any vacant site on which no construction
has been done (vacant site owned by ULB),
and other lands owned by ULB on which
construction has been made. This includes
the open spaces of all kinds surrendered by
the layout promoters to the ULB, lands
given to the ULB by transfer deeds or by
katha transfer, land acquired for laying of
roads, and all lands owned by the ULB.
2 Building Office buildings, school buildings, public 50 years | 2.00%
Class I Civil | conveniences, hospitals, dispensaries,
Structures clinics, maternity & child welfare centers,
swimming pool, market places, slaughter
houses, dhobi khanas creches, stadia,
shopping complexes, zoo, bus stand, TB /
IB Town hall, community hall, lodging
houses, cinema theatre, staff quarters, etc
3 | Building Compound walls and civil structures 25 years | 4.00%
Class IT constructed adopting second grade
Civil materials
Structures
4 Roads & a) Concrete 10 years 10%
pavements
b) BT Roads
1) Wearing surface 5 years 20.00%
ii) Sub grade 3 years 33.33%
5 Bridges, Bridges, flyover, subways 40 years | 2.50%
Flyovers,
6 | Cause ways | Cause ways, Vehicular Subways, 15 years | 6.67%
& Subways | Pedestrian Over bridges
7.a | Storm water | Storm Water drains, open drains & culverts |30 years | 3.33%
drains, open
drains &
culverts
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S. Description Details of assets to be included Estimated | Annual
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7.b | Road side Road side Drains 15 years | 6.67%
Drains
8 Heavy Lorry, tractor, bulldozer, mechanical 10 years | 10.00%
vehicles sweeper, tipper, loader, bus, road roller,
water tankers etc
9 | Light Jeeps, cars, power tillers, motorcycles, mini | 8years 12.50%
vehicles lorry, auto rickshaw, etc
10 | Other Single person driven RC, double person 5 years 20.00%
vehicles driven RC, Bicycles, carts, etc (RC-
Rubbish cart)
11 | Plant/ Road rollers, mixing mortars, other civil 10 years 10.00%
Machinery | engineering equipments, medical
& equipments in hospitals, dispensaries &
Equipment | Maternity centers, school equipments,
(excludin public health equipments, tower clocks,
g . .
- electrical motor & equipments, other plant
office & machinery, etc.
equipment)
12 | Furniture, Steel chairs, steel tables, wooden chairs, 10 years 10.00%
Fixtures, wooden tables, steel racks, wooden racks,
office steel cupboards, communication
: equipments, calculators, air conditioners,
equipments, ) .
water coolers, refrigerators, fans electrical
Etc fittings, other office equipments radios,
TVs, stools, public address systems,
wireless equipments, copiers etc
13 | Electrical HT & LT 20 years | 5.00%
installation
cables
14 | Electrical All length (sizes) 20 years | 5.00%
installation
cables-lamp
posts
15.a | Electrical Mercury Vapour Lamps, Sodium Vapour 10 years | 10.00%
installation | lamps
cables-
lamps
15.b | Electrical Tube light fittings 3 years 33.33%
installation
cables lamps
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S. Description Details of assets to be included Estimated | Annual

No. of Assets life rate
under
SLM
16 | Computers | Computer machinery, peripherals, printers, |5 years. 20.00%
mouse, etc, typewriters, duplicators, Xerox
machines,

17 | Water supply | 1.Reservoirs 30 years |3.33%
source & [ OHT/GLR 30 years | 3.33%
t;r;slzrrlnnssmn 3. Ground water well/deep bore wells 20 years | 5.00%

4. Channels 40 years | 2.50%
5. Conduits (main lines) 50 years | 2.00%
6 Pumps 10 years | 10.00%

18 | Water Pipe Lines;

Distribution | a. PVC pipes of all diameters 20 years | 5.00%
system b. Metal pipes of all diameters 50 years | 2.00%

19 | Water 1. MS Steel tanks 5 years 20.00%
Distribution | 2. India Mark II pumps / Hand Pumps 5 years 20.00%
system
(mini water
supply
scheme)

20 | Sewerage Sewerage Lines 30 years | 3.33%
collection &
transmission
system

21 | Plant & a. Water Supply 10 years | 10.00%
machinery b. Sewerage 10 years | 10.00%

22 | Laboratory | All equipments in the laboratories 10 years | 10.00%
equipments | maintained for the water supply and

sewerage system

By order of the Governor of Bihar,
DR. S.SIDDHARTH,

Secretary to Government.
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