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RURAL DEVELOPMENT AND WATER
CONSERVATION DEPARTMENT

Bhandkam Bhavan, 1st Floor, 25, Marzban Path,
Mumbai 400 001, dated the 17th October 2013.

NOTIFICATION

MananastTra Vitraoe Pavosavars Acocoust Code, 2011,

No. VPC-2002/C. R 135/ VITTA-4.— In exercize of the powers conferred by sub-section { I't and clauses {xvi),
(xxvif), (xli} and fxleil) of sub-section (2) of section 176 of the Mumbai Village Panchayats Act, 1958 (Mumbai TTI
of 1959 and in supersession of all previous rules and orders made in this behalf, in g0 far as they are provided
herein and of all other powers enabling it in that behalf, the Government of Maharashtra heveby makes the
following rules regarding the maintenance of accounts for Village Panchayats , the same having been previously
publizhed as required by sub-section (4} of zaid section 176, as follows :—

CHAPTER-I
PRELIMINARY

1. Short title, extent and commencement.—
f1) Theze rules may be called the Maharashtra Village Panchayats Account Code, 2011.

i2) Tt ghall come into foree at once.

2, Definitions.—
(1) In this Code, unless the context otherwise requires, —

fa) "Act” means the Mumbai Village Panchayats Act, 1958; (Mumbai [11 of 1959)
() "Appendix" means appendix appended to these rules;
fed "Auditor” means an Auditor appointed under sub-clause (g-2) of section 3 of the Act;

(d} "Bank™ means # Nationalised Bank, a Scheduled Bank, a Post office Savings Bank, a
Co-gperative Bank authorized by the Government, from time to time ;

fe) "Chief Auditor” means Chief Auditor of Local Fund and includes Additional Chief Auditor and
Deputy Chief Auditor Loeal Fund ;

(f) "Engineer” means Section Engineer, Junior Engineer, Deputy Engineer, Executive Engineer
of the Zifla Parishad entrusted with the works of the Village Panchoyat ;

fg) "Form" means Forms appended to thizs Code ;
(k) "Government” means the Government of Maharashtra ;

(i) "Recurring Expenditure” means an expenditure which involves a continuous liabilities for
expenditure beyond the financial vear ;

() "Sarpanch” and "Upa-Sarpanch” means the persons within the meaning of clause (17) of
section 3 of the Act ;

(k) "Seeretary” means a person within the meaning of clavse (200 of section 5 of the Act
(f) "Year" means the financial vear .
() "Village Fund" means a fund constituted under section 57 of the Act;

2] Words and expressions used in these rules, but not defined herein, shall have the same meaning,
rezpectively, aszigned to themin the Act.

g%
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CHAPTER-II
GENERAL PRINCIPLES

3. Muaintenance of accounts and financial records of o Grampanchayat,—The aceount and the financial
records of a Panchayat shall be maintained in the forms and registers prescribed hereunder. It shall be the
responsibility of the concerned Gramsevak to ensure that these records are maintained properly and correctly
and that they are up-to-date.

4. Addition, alteration or modification in the registers or forms preseribed in the Code. —A Panchayat
shall not, without prior approval of the State Government, make any addition to, alteration in, or modification
of any register or form prescribed in the Code or introduced in the Code

Provided that, in the process of computerisation of accounts of Penchayet the forms prescribed under this
Code may be altered without any material change.

5. Maintenance of registers, auxiligry to the account books—A Panchayat may, for administrative
convenience, maintain such registers as may be auxiliary to the account books preseribed in this Code, but such
regizters shall not be recognized as aceount books prescribed in the Code.

6. Chief Auditor's guidance.—A Chief Auditor of the Local Fund may give necessary detailed guidance to
any Panchayat on its request, regarding keeping of accounts.
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CHAPTER-ITI
GENERAL FINANCIAL PRINCIPLES

7. Utilisation of Village Fund —1) The Panchayat shall utilise the village fund for the purposes mentioned
in the Act and the rules made for the purpose, from time to time.

(21 Tt shall be the duty of the Panchayat, the Sorpanch and the Secretary to use the Village Fund
economically, properly and in a disciplined manner,

i3] The transaction of the Panchayat involving fraction of a rupee shall be carried out and brought to the
account in multiple of rupees.

Explanation —While computing fraction the amount below fifty paise gshall be ignored and the amount of
fifty paise or more shall be rounded off to the next higher rupee.

8. Expenditure from Village Fund. —Any expenditure shall not be made from the Village Fund unless, —

fa) An Administrative sanction and technical sanction is obtained from the Competent Authority wherever
necessary ;

it Necessary budgetary provizion of the amount is made in the budget about incurred and required
expenditure |

fei Canong of financial propriety has been complied with.

9. Canonsof finanecial propriety.—An authority or an Officer incurring or authorizsing expenditure from
the Village Fund shall be guided by the high etandards of financial propriety. Every Officer shall enforce financial
discipline and exercise utmost economy at every stage and =ee that all relevent financial rules and regulations
are observed. The principles on which emphasis shall generally be laid are as follows, namely:-

{i) Every Officer is expected to exercise the same vigiliance and precautions in respect of the expenditure
incurred from the Village Fund as a person of ordinary prudence would exercise in respect of expenditure of
his own money.

fii} The expenditure should be incurred when it is absolutely neceszary.

fiii) No authority should exercize its power of sanctioning the expenditure to pass an order which will
result directly or indirectly, to its own advantage,

fiv) If any loan is raised by the Panchayat it shall be utilised for the purposze for which it has been raised.
It shall be the duty of the Panchavat to make a necessary provizion in the budget for repayment of such loan.

fr) While approving any contract or while sanctioning any purchases of materialg, it ehall be the duty of
the concerned Officers or office bearers to see that the contract or purchases are in the interest of public and
for that purpose they shall obzerve the following, namely:-

fa) They ehall prepare a chart of competitive rate after receiving tender,

{h) They shall purchase the material if it iz really needed and the material shall satisfactorily fulfill
the necessity of the Panchayat,

fe) The rate of the material shall be economieal and reasonable after conzidring the quantity, quality
and period of supply.

10. Instructions regarding maintenance of accounts of a panchayat.—(1) The Seeretary and the Sarpanch
of the Panchayat shall carry out all financial transactions and accounting matters such as keeping day-to-day
account as well as annual accounts and records of the Panchayat.

{2) The State Government, Zille Parishad, Panchayat Samiti and auditor can call for any information
regarding account or development activity of the Panchayet and it shall be the duty of the Panchayat to supply
the required information within the gpecified time to the concerned,

{3) The accounts of the Panchayat shall be maintained separately for each financial year beginning of the
1zt day of April. All books and registers of accounts shall be in Marathi and zhall be in bound volume, In any
case, accounts =hall not be maintained and prepared on loge sheets or in lozely-bound volumes,

i4) The pages of all account books shall be seraly numbered and each page shall be stamped with the seal
of the Panchayat,

Ro%
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{4) The last page of such account book shall be certifed by the Sarpanch and shall be signed by both of
them.

11. Account of receipt books, ete,.—(A) An account of all receipt books, face value receipt books, forms,
stationary, stock, purchased articles shall be kept in Form 15. The accounts shall be maintained according to
the following instructions, that is to say :—

(1) The stock of receipt books, forms, stationary and stock shall be in the office of the Panchayat in the
joint custody of the Secretary and Sarpanch of the concerned Panchayvat.

(2) As soon as receipt books are received from the press, or from the authority, the total number of
receipts contained in each book shall be examined and certified by the Sarpanch on the last page of the book.
The receipts ete., shall be stamped with the seal of the Paneliaval at the time of issue of the book. Thereafter,
the secretary shall take entries of such receipt book i the Register n Form 15, All such receipt books shall also
be certified by the concerned officer of the Panchayat, Before actually using the receipt book, the serial number
of the reeipt book and number of receipts contained therein shall be communicated to the concerned Block
Development Officer.

{3) The Secretary of the Panchayat, with the prior permission of the Sarpanch, shall issue receipt books
only to such persons who have an authority to make recovery on behalf of the Pancheyat and the Secretary shall
take an acknowledgment thereof from the said persons.

{d) The books shall be izsued in serial order and the persons authonsed to recover the amount shall also
izaue the receipts serially. Unless the receipt book issued to the person is fully utilized no new receipt book ghall
be issued to him.

{5) At the end of the financial year the unused receipts in the receipt books shall be cancelled and
endorsement to that effect shall be make by the concerned head of the office, and if, such unused receipts are to
be used in the next year, before using such receipts it shall be necessary to certify on the receipt book that such
receipts can be used.

{6) On the return of the completed account book during inspection of the account books the entries therein
shall be carefully serutinized by the Secretary of the Panchayat or any other officer, as the case may be, and the
original counter receipts therein shall be counted to see that none has been removed or misused, and certificate
to that effect shall be recorded on the reverse of the last original counter receipt. Any erasures and eorrections
shall be eritically scrutinised and the uzed books shall be kept in the manner provided under clause (1),

{7) Every correction or alteration in accounts and the records shall be made neatly in red ink ia single line
being drawn through the original entry to be corrected ) and attested by initials with the date by the Secretary,
All the corrections and alterations in the vouchers, receipt books and bills shall be attested by the Officer
signing them. Erasures or over-writings are be forbidden and shall be strictly avoided.

{8} An Officer or Servant of the Panchayaf who is authorised to make recovery of taxes, ete., whenever
receives any amount on behalf of the Panchayat shall forthwith bring it into account on the same day and shall
credit such amount in the account of Village Fund and all money received by such Officer or Servant shall be
paid without any undue delay into the appropriate bank. No expenditure shall be made out of the amount =o
received. Every receipt shall be strictly accounted into the Village Fund.

{9) The acknowledgement of the money received by the Pancliayat shall be 1zzued in form 7 or 10, as the
caze may be, on the same day on which the amount iz received, On all receipts above
R=.5,000 a revenue stamp shall be affixed and the receipt shall be handed over to the payee and acknowledgment
thereof shall be obtained from him,

(10} {a) If the dues of the Panchayat may be received in the form of Demand Draft only, the
acknowledgement of the Demand Draft shall be issued in the following form :—

Village
B B g b L B B S B e L e s o ey R L R g
B R o e s e e T has deposited Demand Draft No. ................. date
......................... amounting to R 00 account of recovery 0f s
{Signature)
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fh) As and when the said Demand Draft is encashed, the proper receipt in the prescribed form shall be
izsued,

(11) It shall be the responsibility of the Secretary and the Sarpanch to make timely demands and recover
taxes and other dues of Penchayal. The entries of tax recovery shall be taken in the concerned Register and its
annual reconciliation shall be made by the Secretary, The duties and responsibilities of the Seeretary and the
Sarpanch regarding finance, accounts and audit matters shall be as are set out in Appendix-1 and I,

12.  Quantum and forms of Securities,—(1) The employees of the Panchayat-in-charge of cash and store
ghall be required to furnish security as follows, namely —

Designation Amount of Security(Rs.)
(1} Cashier 3,000
(2} Tax recovery Clerk 2,500
13} Store Clerk 2,500
{4) Librarian/Clerk 2,500
150 Stamp Clerk 1,000
16} Kondwada Security 1000
(7} Water Supply Employee 2,000
(8} Driver 2,300

(2] The securities shall be given by abovesaid staff and the Officers-in-charge shall receive it either in cash
or in the form of National Saving Certificates.

i3] The Security Bond shall be in the Form specified in Appendix-V,
f4) If securities are received in cash then entries thereof shall be taken in the Deposit Register on a
separate page.

f5) If employee is removed from the service or he has resigned from the service, the zaid amount of
Certificates shall be returned to the employee. Before returning the amount or the Certificates to the employee
it shall be verifed by the Secretary and the Sarpanch of the Panchayot thal there are no dues to be recovered
from the concerned employee and if, there is any amount due, the recovery of that amount shall be made from
the Security Amount or Certificates.

{6} All the above entries shall be taken in the following form, namely :—

Security Deposit Register
Sr.  Employee's Amountofthe  IfSecurityisin  Maturity Date Signature of
No.  name and Security Deposit. the form of of the Saving Secretary and
Designation. Saving Certificate,  Certificate. Sarpanch.
details thereof.

(1 id (3} (4} 51 iG)

Reaszon for returning Deetails regarding Signature of the Signature of

the Security Deposit. the refund -date,  emplovee receiving Secretary and

amount, ete. the refund. Sarpanch.
[T} {8 i) (10

AT IR 9-3%
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CHAPTER-IV
VILLAGE FUND
13, Village Fund —The following amount shall be included in the Village Fund, namely:—

{1) The income recetved by the Panchayat under Sections 46, 47, 67, 124, 125, 127, 131, 132-A, 132-B and
133 of the Act,.

{2) The amounts or funds transferred by the State Government, Zilla Parishad and Panchayat Samiti for
implementing specified Schemes.

i) Any profit earned by undertaking any work,

f4) Any income earned by providing any service.

{5) Any income i.e. interest earned by investing the funds of Panchayat.

14. Permanant Advance—(1) A Panchayat may give permission to keep a permanent advance to the

Secretary of the Panchayat to the extent of Re, 1000¢-, for incurring minor expenses of shops of material saleable
at reasonable price and any other matters,

f2) At the end of every month, the Sgrpanch shall verify the accounts of the permanent advance and the
balance amount remaining in order to ensure the correctness and shall record certificate accordingly in the
Cash Book.

15. Village Fund to be kept in Co-operative Bank.—A Panchayal shall, in its name —

{a) Deposit in fixed deposits or other deposits the amount lying in a Village Fund in the bank approved
for the purpose by the State Government :

Provided that, nothing herein shall apply to a permant advance under rule 14,
{h) Invest in the bonds izsued either by the State Government or Central Government and alzo in the
bonds approved by the State Government.

16, Tnvestment Register.—1} The Secretary shall maintain Investment Register in Form 25 regarding
the investments made az per clauses (e and (b of rule, 15,

2} The Sarpanch shall verifv each entry mentioned in Form 25 and put his signature and the date certifving
such verification.

{3) The Secretary and the Sarpanch shall take precautions so that any interest earned on the investment
is received timely and shall alzo take care to account it properly so that it iz entered in the Village Fund.
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CHAFPTER-V
BUDGET

19, Preparation of Budget. —The Panchayat shall follow the provizsions of Section 62 of the Act, regarding
Budget and Appropriation.

18, Procedure to followed in the preparation of the budget. —(1) The Secretary, under the guidance of the
Sarpanch, every year before the 1st December, shall prepare a Budget of Receipt and Expenditure in Form 1, for
the next financial vear and submit it to the Panchayat. The Panchayat after discussion on it may give its
approval to the same. If the Panchayvaet does not submit its Budget to the Panchayat Samiti before 31t December,
Secretary shall prepare the Budget and submit it to the Panchayat Samiii before the 31st January. Within two
months after the receipt of the Budget, the Panchayat Samiti may approve the Budget as it is or may direcl
changes therein as provided under sub-section (2) of Section 62 of the Act. Ifthe budget is deemed to have been
approved by the Panchayat Samiti, as provided by the second provision to sub-section (2) of Section 62 of the Act,
the Block Development Officer shall issue a certificate to that effect.

2} The Panchayal shall take precaution to show clozing balance equal to an average monthly actual
expenditure of the previous year in the Budget. The above closing balance shall be apart from the due liabilities
such as deposits, unspent grants, amounts required to repay loans, etc,

19, Procedure to be follmeed while preparing receipt side in budget..—While taking the amounts in Budget
in Form 1, in Receipt Side in columnz 1 to 6 the following procedure shall be adopted, namely,—

1) The closing balance in the approved Budget of the current vear shall be shown in Column 1 a2 Cpening
Balance,

{2) The expected receipls of taxes and feez shall be worked out at prevailing zanctioned rates.

{3) Old dues of previous year shall be reviewed. For ariving at expected receipts, not only the past three
years average annual receipts but also probable recovery out of pending dues shall be considered.

f4) Only such amounts actually expected during the Budget year ( April to March ) shall be included in the
Budget.

{5) While showing estimates of receipts in column-3, if there are any variations between the past three
yearz amounts and the estimated receipt amount, a neceszary note explaining the reasons for such variation
shall be included in the Budget.

{6 In column-4 current year's sanction budget amounts shall be shown,

f7) Actual receipts of two years prior to the current vear shall be shown in columnez-5 and 6. It shall be
verified and tallied with the amounts mentioned in Forms 3, 5 and 6.

{8) Annual Abstract of Taxes, Loans, Funds and Deposits shall be zeparately attached to the Budgetin the
following forms, namely :—

TAX
Tax details Budget vear Previous Pending  Estimated amount Total
amount for current year
Year Amount
il 2] i3 4} 5) L]
LOAN

Loan Loan Period  Porpose  Amount Amount Total Expected
givenby amount ofrepay-  ofthe repaid to be repaid  repayment  balance

ment lean  till last vear in the loan
current year (closing-
year)
(1 i2) i3 (4 {5 (G (7 (8]

AT IR 9-2%37
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FUND
Sr. Name of the Balance upto Amount to be Expected closing
No. find last vear paid in the current year  balanece of current year
1) (2) (3 i) (5
SECURITY DEPOSIT
S, Typeof  Total balance Current year Total Refund to Expected
No. Security  upto last year expectad security be madeduring  closing
Deposit security depogit  deposit the year balance
(1 2 B 4) i3 16 7l

20. Procedure to be followed while preparing expenditure side in budget.. —While making provisions in
expenditure side of the budget the following procedure shall be adopted, namely :—

1) While making provizion for Pay and Allowances, the number of eanctioned posta, actual pay, increment
expected and the rates of allowances shall be taken into consideration, In addition, a leave pay, encashment of
leave, leave travel concession ete. and items on which expenditure iz expected shall be calculated.

{2) Provision for travelling allowance shall be based on average expenditure of the last three years and
shall be calculated at the latest sanction rates of travelling allowance and dearness allowance.

{3} Asexplained in the Government Resolution issued by the Rural Development and Water Conservation
Department, No. ZPA-1094/CR-966/05, dated the 12th August 1994 or any further orders issued in this respect,
10 per cent amount of the specified income shall be calculated and shall be reserved for the Women and Child
Development Scheme in the expenditure side of Budget.

{4) Provisions for general establishment expenditure shall not exceed 25 per cent of the income.

{5 Provigion for office expenditure shall be equal to the average of three vears actual expenditure exeluding
the expenditure on special purchases, Unless sanctioned previously no purchases shall be made,

{6) Minimum 5§ per cent of the total Panchayat income shall be reserved as subseription for the District
Village Development Fund as per the provigions of Sections 62(3) and 133 of the Act. In addition, loan, is
received from the District Village Development Fund, a proper provision for repayment of the due installmentz
ghall be made.

7) Az per Section 132-B of the Acl, contributions to the Village Employment Scheme Fund zhall be made
as required in the concerned rules. For example, Village Water Supply Fund - As per the Government Crders
receipt of water rates shall be aceounted in the Village Water Supply Fund as per Government Resolution issued
by the Rural Development and Water Conservation Department, No. MIS-1097/C.R.-75/21-A, dated the 22nd
September 1997.

{8) While making provigion for works and new schemes, the Plan and Estimates of the proposed work,
selection of the place, administrative and technical sanctions (detailed plan and estimates if required) and
financial sanction and availaibility of required fund shall be complied with,

{9) If any work is to be undertaken from other funds, for which Panchayat is required to give its share, a
proper provigion for such share shall be made in the Budget after acquiring the sanction from the competent
authority.

f1f) Proper provisions shall be made for the contribution for Gratuity and General Provident Fund and
Repairs and Maintainance Fund and also for repavment of security deposits,
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{11} In column-7 of Form-1 proper Major Heads shall be mentioned ag per the village list of Major Head. In
column-8 provizion for estimated expenditure shall be given as per the necessities and it shall be for sanctioned
items only.

12) The following statements explaining details of establishment shall be enclosed with the budget, as
under :—

Sr.  Designation  Sanctioned Name of the Pay and Tatal Increment

No Posta employees  Allowances date
payable

i1 (2) () (4} i) G (7}

13) Ifstaffis sanctioned for implementing the Water Supply Scheme exclusively at the Panchayat level,
the provizion for pay and allowances of the concerned pozts gshall be made separately,

{14) As per the Government Order, Rural Development and Water Conservation Department, No. VPE,
1089/54/CR. 1053/21-A, dated the 18th November 1989, 15 per cent of the Village Panchayat Fund Income in
every vear shall be reserved for the development of Backward and Other Backward Classes. The schemes Lo be
undertaken out of this reserved fund shall be provided in detail in the Budget. Preference chall be given Lo the
public interest schemes over an individual beneficial scheme.

21. Revised Budget—A Panchayat, whenever necessary, shall prepare revised budget for the ongoing
financial year in Form-2. The approval of Panchayat Samiti is necessary to the revised budget in the same
manner as it is necessary to the original budget as required under Section 62 of the Act. If the revised budget is
deemed to have been approved by the Panchayat Samiti, as provided in Section 62 of the Act, the Block
Development Officer shall 15zue a certificate to that effect.
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CHAPTER-V1
FINANCIAL TRANSACTIONS AND PANCHAYAT ACCOUNTS

22, Fingneinl transactions.— 1) All amounts recovered on behalf of the Ponchayat shall initially be credited
in the Village Fund. No expenditure shall be made out of the receipts directly,

(2) A Panchayat shall issue a receiptin the prescribed form for each amount received. Receiptin Form-7,
Receipt for Tax in Form-10 shall be uzed for this purpose. The amount received by way of tax and octroi in From-
7 and 10, respectively, shall not be divectly taken to the General Cazh Book kept in Form-5. Initially it shall be
recorded in Daily Cazh Book in Form-5-A and the total amount of daily recovery shall be taken to the General
Cash Book in Form-a.

{3} Al receipts shall be initially entered in the Daily Cazh Book in Form-5-A , after which the amounts will
be deposited in the Bank and on the same day enlry of it shall be made in the General Cash Book in Form-5 and
whenever the Bank accepts the amount and acknowledges the same by way of Receipt or Challan, the same
shall be entered in the General Cash Book. In addition, the date of amount deposited in the Bank shall be
entered in column-8 of Daily Cash Book kept in Form-5-A.

{4) Whenever cheques are received, the amount of chegque shall initially be entered in
Form-5-A,. When there are more than one Recovery Clerk, a separate Daily Recovery Register in Form-5-A ghall
be maintained,

f#) The Secretary shall verify that all the amounts are pertaining to each receipt in Forms-5-A. He shall
attest each entry in the Register.

6} Whenever amount is received in the form of cheque, it will be entered in the General Cash Book in
Form-3 on the Receipt Side and at the same time it shall alzo be entered in Form-5-A, a (Daily Cash Book) in
column-8. At the end of the week the Secretary and the Sarpanefi shall take a review of the Cash Book g0 as to
see that all the cheques received are encashed and credited in the Panchayat Fund Account, It shall be the duty
of the Panchayat to take necessary action regarding the cheques received but not encashed,

{7} Tax Recovery Clerk shall hand over the amount received by him on the same day te
the Secretary and the Secretary shall take the entry of that amount in General Cash Book kept
in Form-5.

{8) I any amount is received on a holiday, the Secretary himself shall make an arrangement for its zafe
custody,

) Whenever Receipt in Form-10 is izsued, the recovered amount of tax shall be entered in Demand
Register in Form-9, from time to time, It shall be the duty of the Sarpanch and the Panchayat to verify that
proper entries of tax recovered are made and balance tax demand is correctly revised. If there is any default the
concerned person may be held responsible as per Section 39 of the Act.

(1) General Cash Book kept in Form-5 shall be closed every day as soon as the transactions are over and
closing balance shall be written both in figures and words. Thereafter, the Secretary and the Sarpanch shall
sign the Cash Book. At the end of every month after the monthly abstract of Cash Book is drawn, Pass Book and
Cash Book entries shall be reconciled and a reconciliation statement shall be stating the reasons and particulars
of the difference shall be recorded in detail in the Cash Book itself The correctness of the reconeiliation statement
shall be certified by the Secretary and the Sarpanch. It is also necessary that Closing Balance shall be tallied
with the Investment Register in Form-25.

23. Money Order Register—Any amount received by money orders shall be entered in a separate Hegister
in the form prescribed below. All money orders received shall be entered serially. The Secretary and the Sarpanch
shall attest the entries, While signing on the acknowledgement of the money orders, it shall be ensured that the
amount is entered in General Cash Book in Form-5.

Sr. Date of The sender Details Amount Signature Transfer to
MNo. Receiptof of the Money Daily Recovery
Money Order Order Registerin
form 5-A and
page number

(1) (2 ] (4} (5 16 i
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24, Muode of Payment.—(1) Financial powers regarding the payment shall be as per rules mentioned in
the Appendix 111, but generally, payment of Rs. 500 and above shall be made through cheques.

{2) (@) Whenever the payment lezs than Rz, 500 is to be made to an individual, it can be drawn by issue
of bearer cheque and it shall be entered in Depogit Side of the Mizscellaneous Cash-Book kept in Form 18 and
pavment can be made on the basiz of voucher by entering each tranzactions on the Expenditure Side of the

Miscellaneous Cash Book {Form 18),
ih) Cash payment shall not he made from the General Cash Book kept in Form 5.

fe) Whenever any amount i3 to be drawn, it shall be drawn on the basis of voucher only, All such
vouchers shall be serially numbered starting from 1=t of April every year, The Secretary and the Sarpanch
shall properly keep these vouchers in their own custody in the office of the Panchayat.

All Bills shall be prepared in the form specified for the purpose and sanction for payment shall be obtained
from the Sarpaneh. Bills shall be in following forms, namely :(—

f1) Claims of Pay and Allowances of employee and Advance Bill in Form 21.

(2) Clamms of Travelling Allowanee of Sarpanch, Members and Employees Bill in Form 31,
f3) Bill for Refund in Form 32.

f4) Contingency Expenditure Bill in Form 12.

5 Claims of all kinds of Works Bill in Forms 12, 19, 20, 20A and 20B.

{6/ Advance Bill in Form 12.

i7) All Forms of Bill ehall be printed in Marathi,

{8) Information on the Billz shall be written and zigned in ink. The amount on the Bill shall be written
both in figures and worde and at the end of the words, the word “only” shall be written (for example, Rupees
Twenty-five only and Ra, 25/- only) and no blank space shall be lefl before or after the fgures,

3} One voucher cannot be used for two different claims unless there is a sanction order for payment
alongwith the signature of the Sarpanch. Whenever sanction for payment is given in thumb impression, it
shall be duly attested by some other person.

1) Whenever on the basis of the special order for expenditure a Bill is prepared, number of a sanction
oriler shall be written on the Bill and the copy of the order shall be attached with the Bill

{11} There shall be an acknowledgement receipt either signed or thumb impreesioned of the claimant
with the date of receipt alongwith the Bill. No amount shall be paid without such acknowledgement receipt,

f12) Whenever any money is sent by money order, the acknowledgment received thereafter shall be
kept with the concerned voucher, Whenever amount is paid for articles received for value pavable by post, all
the concerned documents received Brom the Department of Posts shall be kept with the voucher.

13) Whenever a claim in respect of salary and Allowances etc., payable to a deceased employee is
received, the Poncfiayval shall hold an enguiry into such claim and after satisfying itzelf about the corretness
thereof, the payment shall only be made to the legal heirs of such emplovee or their authorised representatives,

f14) Under any circumstances duplicate copy of the receipt acknowledging the amount received shall
not be igsued, but a Certificate to that effect may be izssued after obtaining a fee of Re, 5 or any amount az may
be decided by the Panchayat, from time to time,

15) Cash Balanee amount of the Panchayat Fund shall be kept in cazh chest. The keys of cazh chest
shall be with the Secretary and the Secretary of the Panchayat shall be respongible for all cash transactions
of the Panchayat,

{16) The Sarpanch shall take suprise inspection of cash balance in the custody of the Secretary once in
every two weeks and write his opinion in that regard matter in the Cash Book by putting his signature with
date. Whenever the Deputy Chief Executive Officer, the Block Development Officer and Extension Officer
(Panchayat) wisite a Panchayat office, they shall verify, without fail, the cash balance alongwith the Cash
Book and closing balance in the custody of the Sarpanch.

{17) Immediately after the payment is made by cash or cheque as per the voucher, paid and cancelled
remarks, alongwith the date shall be written on the voucher and sub-vouchers,
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{18) At the end of every month the Secretary shall verify that all the vouchers are filed properly and a
remark on all such vouchers and sub-vouchers as ‘been paid and cancelled' 1s mentioned thereon, so that they
cannot be uzed again, Whenever payment on duphcate voucher becomes necessary it shall be verified that no
payment is made on the original voucher and certificate to that effect shall invariably recorded. Ifthe original
voucher ig traced it shall be cancelled and shall be filed alongwith the duplicate voucher without making any

pavment.

{19) Undisbursed amount cannot be kept for more than one month and such amount ghall be credited in
the Bank Account of the Panchayat.

(20) Arrears of Pay and Allowances and other payment due for more than one year shall not be paid
without prior sanction of the Panchoyat,

i21) Regarding the Travelling Allowance Bill, the period of one vear shall be counted from the date of
completion of the travelling, As regards the leave salary, date of sanction of the leave shall be conzidered for
caleulating the period. Hegarding the promotion, the date of promotion order shall be congidered. In all other
cases, date on eub-voucher shall be conzidered for counting the period,

{22) Any fianneial eanction is valid for that financial year and at the end of the financial year i.e. 31st
March, the sanction shall lapse. However, a provizion can be made in the Budget of next financial year with
the zanetion of the Panchayat and if the Panchayat’s sanction is obtained an expenditure can be made as per
the zanction in the next fiancial year.

{231 Cheques alongwith counterfoil shall be in the form of binded book . Every cheque book shall bear a
serial number and each cheque in the cheque book shall have cheque book number as well as cheque number
serially and both shall be neatly printed. On the receipt of cheque books, all cheques in each cheque book
ghall be carefully inspected and certificate to that effect shall be recorded by joint signature of the Secretary
and the Sarpanch on the last page of the cheque book or on the back side of last cheque counter foil, Cheque
book account shall be maintained in Form 15 on a separate page.

{24) All cheque books, blank cheques and counter foile shall be in the custody of the Secretary. Unless
a counter foil of every cheque book is handed over to the concerned authority, no new book shall be brought
in use,

{25) Unless amount is required for immediate payment no cheque shall be signed. For Pay and Allowances
of employees and office expenditure cheques shall be drawn in the names of concerned persons. Any amount
to be drawn from Village Fund shall be drawn by cheques only, Withdrawal by ship facility made available by
bank shall not be used for this purpose.

26) If the cheque iz drawn in the name of the contracter or supplier or any other institutions for an
amount of more than Ra, 1,000, the cheque shall be crossed and shall be made © Account payee™. If the amount
payable to the contractor or suplier or any other institution iz less than Rs. 1000 and if the said person
authorizes any Bank or any person or institution, to receive the payment on hiz behalf, the amount shall be
paid to him.

(271 All cheques shall be drawn under the signature of the Secretary and the Sarpanch. On top of every
cheque and in centre of it amount of cheque increased by rupee one ghall be written in words, For example,
if the amount of cheque iz rupees sixty, the words to be written are © Under Rupees Sixty-one” only, Any
changes and corrections made on the cheques shall bear the signatures of the Sarpanch and the Secretary,

28) From the date on which the cheque is drawn, it shall be valid for three months, Every cheque shall
be stamped accordingly. Ifthe cheque 18 not encashed within a period of three months and after the expiry of
the period of three months if the amount of time barred cheque is demanded by submitting the original
cheque such original cheque shall be cancelled and entry of it shall be recorded on the counter foil of the
original cheque as well as in the cash book alongwith the information of number and amount of a new cheque
issued.

{29) There should not be over writing or use of white ink on important documents such as Cash-Book,
Cheque Book, ete.

(30) Whenever cheque drawn is to be cancelled it shall be enfaced under the signature of the Secretary
and the Sarpanch only. Entry of such cheque shall be taken in red ink on the concerned counter foil and
voucher.

31} Whenever cheque iz lost or destroyed an intimation of “Stop Payment” in writing shall be given to
the concerned Bank and also the entry of it shall be taken on the counterfoil of the cheque. Simultaneously,
it 15 also necessary to keep watch on the debit entries of the Bank Pass Book.
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{32) Whenever cheque is to be cancelled on the same day on which it is drawn, before closing the
General Cash-Book transactions, the entry in the Cash-Book and the Classified Register shall be cancelled in
red ink under the initials of the Secretary, Whenever Cheque is to be cancelled after closure of daily transactions
in the General Cash-Book, the minus entry shall be made under the concerned entry in Cagh-Book and
Clagsified Register of Expenditure so that the amount of cancelled cheque is to be adjusted, Whenever after
the closure of the financial year, cheque is to be cancelled, then the amount equal to that of the cheque shall
be entered on the Receipt Side of the current year Cash-Book.

33) The cancelled cheques shall not be destroved till the audit of the period concerning to the cheque is
not completed. After the audit is completed cheques ehall be destroyed by auditor or in the presence of the
auditor after which auditor shall certify the destruction of cheque on the counter foil of the cheque.

25,  Classified monthly accounts~(1) In the office of the Panehayat, all revenue receipts and other amounts
recovered which are entered in Form 84 shall further be entered in Classified Register in Form 6. Thiz register
shall contain separate pages for each major head mentioned in the Budget. Monthly progressive totals shall be
made under each major headz and the Secretary and the Sarpanch shall sign on it,

(2) In Classified Register kept in Form 6 shall have sufficient and separate pages and for each payment
major head mentioned in the Budget. All vouchers and cheques from General Cash-Book kept in Form 5 shall be
entered in this regizter and progressive totals shall be made under each major head, and the Secretary and the
Sarpanch shall sign on it.

f3) Clazeified Register in Form 6 showing receipt and payment of Panchayat iz an important record.
Hence, all entries in this register shall be made carefuly and regularly, and as per the classified figures, Monthly
and Annual Receipt and Expenditure Account shall be prepared. For every Fund there shall be independent
Classsified Register,

{4) Entries in the Classified Register shall be as per the order of classification in the Budget and Monthly
Receipt and Expenditure Account shall be drawn accordingly.

f5) Whenever an amount spent iz recovered in the same finaneal vear, entry of it iz to be made and it shall
be shown as deduction in expenditure from the concerned major head |

6! The Secretary of the Ponchayat in every month after completion of monthly account shall send monthly
return of Receipt and Expenditure Statement in Form 29-A and 29-B to the Panchayat Somiti regularly with the
approval of the Ponefiayat on or before the 15th day of next month,

(7) Monthly progress report of the Panchavat in Form 31 regarding the expenditure made on Social Welfare
Schemes and Women and Child Welfare Schemes as per the rezervation of 15 and 10 per cent., respectively, of
the total income of the Panchayat shall be sent regularly to the Panchevat Samiti by the Secretary of the
Panchayat in the first week of next month. Panefiayat Samiti shall inspect theze reports and verify whether the
Panchayat follows the rules made therefor.

26, Annual Account—(1) Every Panchayat shall prepare annual account of receipt and expenditure in
Form J and Assets and Liahilities Statement of the closing day of the vear in Form 4 and shall submit it to the
Panchayat Semiti every vear, on or before 1stJune, Annual Account and Aszzets and Liabilities Statement zhall
be submitted in the Gram Sebhie where it will be discussed, and the orders of the Gram Sabha shall be noted by
the Sarpanch and the Secretary and accordingly shall be complied with,

2} Along with the Annual Account of the Panchayat following documents shall also be prepared and shall
be attached to annual account, namely :—

1. Details of all works showing workwise progress such as completed works, ongoing works, incomplete
works, ete.

2. Details of schemes undertaken from the Panchayat Fund.
3. Btatement of loans of the Panclhiayat and its repayments,
4. Details of investments made and interest earned.

5. Statement of audit paras of Panchayet showing details such as total number of paras, action taken and
number of paras dropped, closing balance of paras.

6, Statement regarding the pending recovery of taxes,
7. Assets and Liabilities Statement along with the required details.

) On the cloging day of every month the Serpanch ghall verify the closing balance of Cash Book and
record his opinion in the said Cash-Book.

AT IR -4
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CHAPTER-VII

FUNDS AND LOANS

27, District Village Development Fund(DVDF)—A Panchayat shall make contribution of minimum 5 per
cent. of its income regularly towards the Mumbai District Village Development Fund as per provisions of the
Mumbai District Village Development Fund Rules, 1960, As per rule 7 of Mumbai District Village Development
Fund Rules, 1960 the Panchavat shall receive interest on contributions made and it shall be the duty of the
Secretary and the Sarpanch to keep watch on it.

28. Scheme Fund —Out of the grants received under section 131 of Act, the Panchayat, by following the
provigions of Section 132 (B), shall raize fund as per the rules preseribed by Government under the Maharashtra
Village Employment Fund Rules, 1974 and utilise it for the purposes specified therein, A Panchoyvat shall make
proper provision to contribute its regired share towards this fund in the Budget.

29. Loan and Register of Loan—A Panchayat shall maintain Loan Register in Form 29 in which details
of loans received by the Panchayat and repayments made of interest and the principal shall be entered. A
Panehayot shall spend the loan amount for the purpose for which it iz raized. A Panchayat shall regularly make
provizion in the Budget for making repayments of loan and interest,
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CHAPTER-VIT
TAX, FEE AND OTHER DEMANDS

30. Levying of tax and fee.—As per the provizions of section 124 of the Act the Panchayat shall levy tax
and fees in its jurisdiction. In this context the Government, under clause (i) of sub-section (2] of section 176
of the Act, has prepared the Maharashtra Village Panchayats Taxes and Fees Rules, 1960 and prescribed detailed
procedure for tax and fees mentioned below along with the rates, ete, A Panchayat shall follow all the provisioms
of the said rules and amendmentz made thereto, from time to time.

Various items of tazes and fees are as below : —
i1} Property Tax -tax on buldings and lands.
(2) piligrim tax.

() tax on fair, festival and entertainments.

t41 tax on byeyeles and other vehicles.

i3} tax on shops and hotels

(6) tax on professions (other than agriculture ) and Ajivike tax.
{7} tax on sale of cattles and Ajivika.

(8] ageneral sanitary cess.

(9} ageneral water rate,

(10) tax on street lights,

i11) afee on markets and weekly markets.
i12) taxon tanga stand and vehicle stand.

(13) aspecial water rate.

(14! afee on water supply from well and tank,

(15) 4 fee for temporary erection on, or putting up projections over,or temporary occupation of, any public
street or place.

(16) aspecial sanitary cess.
i17) a fee for cleaning a cess pool.
(18) afee for grazing cattle or grazing lands.

31, Leoving oftax, demand of tax, recovery and aecound of tax.—1) A Panchayat shall levy tax and fee at
the rate prescribed by the Government, from time to time. Regarding tax on property the Government may fix
minimum and maximum rate and on the baziz of it the Panchayat shall pass a vesolution to decide the rate to be
levied.

{2) A Panchayat shall make an effort to get the maximum income out of taxes and fees, which shall help the
Panchayat to effectively perform their development schemes and fulfil duties conferred on it.

{3) While implementing the provisions of reasessment of tax a Pancfuyat shall take precautions so that a
Panchayat income shall definetly inerease and the last year average income and no taxahble property shall aleo
be remained out of reazsessment.

f4) Any tax or fee or other amount is payable from any individual under the Act or rules made thereunder
and if, he makes default the Panchayat shall take proper action as prescribed in the Maharashtra Village
Panchayats ( Recovery of Dues) Rules, 1960,

32. Taxon land and buildings.—(1) A Panchayat ghall prepare a list of all lands and buildings taxable
under the rules which are situated within its jurisdiction and shall accord sanction to it, after which proper
entries in coloum nos. 1 to 7 of Tax kept in Form 8 shall be completed, the tax amount shall be calulated and
recovery amount ghall be fixed and it shall be entered in coloum nos. 8 to 12 of the Assessment List by the
Secretary of Panchayit.

AT TR T3
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{2) After completion of fixation of tax amount in Form 8, the Panchayat shall notify it.

(3} Against such levy of tax, whenever any appeal or objection is received from an individual the Panchayat
shall take decision on it and any changes ifrequired to be made as per decision it shall be incorporated in column
13 to 17 in the Regizter in Form 8, and accordingly tax amount shall be finally fixed.

{4) Entries of tax amount finally fixed shall be made in Tax Demand Register in columns 1 to 12, in Form
9, and the Secretary of the Panchayvat shall take care to make all such entries properly. The Sarpanch shall
verify that total amount as per the Demand Register in Form 9 tallies with the amount in Form 8, and if any
diffierence are found thoze shall be rectified.

{5) The Panchayaf shall issue demand Bill in Form 9A to each tax payer and shall take action againgt the
concerned persons for the tax recovery from time from time. For each tax amount recovered the Panchayvat
shall issue a receipt in Form 10 to the concerned tax payver. Every day receiptwise entry of recovered amount
shall be made in Daily Cash-Book in Form 5A and to entry of the amount of such recovery on the same day shall
alzo be made in Tax Demand Regizter in Form 9. and further receipt entry shall be taken in the concerned
columns of Claszified Register kept in Form 6. Progreszive total of all such recoveries made shall be forwarded
to the Panchayat Samiti in the form of monthly recovery abstract in the first week of next month, This reports
shall contain information regarding total demand, recovery in the current month, recoveries made earlier and
total balance recovery yet to be made.

(6) At the end of the vear, the Secretary and the Sarpanch shall reconcile and verify the total amount of
tax recovery ag entered in Form 9 1z the same as amount noted in the Classified Regizter in Form 6.

{7) Closing balance of tax amounts as shown in the Register in Form 9 ghall be finalised after taking into
consideration the conceasiong: and exemptions given during the year and balanee amount shall be forwarded to
Tax Demand Register of the next year as Opening Balance. In the year in which the Panchayat is required to
make re-assessment of tax, proper action shall be taken in that respect and report it to the coneerned Panchayat
Sainifi.

{8} After such re-assessment, if the Panchavat Samuii, is of the opinion that the income of the Panchayat
iz not sufficient to perform the duties conferred upon the Panchavat, the Panchayat Samiti shall take necessary
action az per the provisions of section 8 of the Act, Before that, necessity of such action shall be zerutinized in
detail as per the Mumbai Village Panchayats (Maximum Rate of Tax and Fees) Rules, 1966 by the Panchayat
Samiti by going through the Panchayat’s propozal of re-assessment.

33, Other tax and fee recovery account, —(1) In addition to tax on building and lands the Panchayat
whenever levies other taxes and fees the Panchayat shall act as per the rules prescribed by Government from
time to time in this regard.

{2) The Becretary shall issue receipt in Form 7 for recoveries made in the case of following taxes and fees.
Entries of all such amounts received shall be made on the same day in Daily Cash-Book { Form 5-A) and Classified
register Form 6,

1) a piligrims tax.

(2] ataxon afair, festival and entertainments.

(31 ataxon byeveles and vehicles drawn by animals,
idl a taxon shop keeping and hotel keeping,

[

a tax on professions (other than agriculture) and Ajivika tax,
{61 a tax on the profession or calling of broker in cattle market.
(71 a fee on markets and weekly markets ;

i8) a fee on tanga stand and vehicle stand.,

(91 a fee on water supply from well and tank ;

(101 a fee for temporary erection on, or putting up projections over, or temporary occupation of, any
public street or place ;

(11 a fee for cleaning a cess pool;
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(12] a fee for grazing cattle or grazing lands.

{d3) Secretary shall issue receipt in Form 10 for recoveries made in the case of following taxes and fees.
Entries of all such amounts received shall be made on the same day in Daily Cash Book (Form 5A) and Classified
Register (Form 6). These entries shall be taken into consideration while levying the taxes and fees by Panchayat.

i 1) Property tax.

i2) ageneral sanitary cess.
i) ageneral water rate,
41 aspecial water rate.

(91 aspecial sanitary cess.
(6] ataxon etreet lights,

f4) fa) Whenever any tax and fee recovery is to be made in large scale and whenever there are number of
payees and it iz not possible to give receipt in Form 7 and 10 to each individual, then in such circumstances face
value tickets in the form specified after clause (f) shall be uzed. Such tickets shall be without ecounterfoil and
shall be in different colours for different rates. Each book shall contam 100 tickets and the book shall be bounded
one. All tickets shall have serial number and stamp of the Panchayat.

ih) Whenever such ticket books are issued to Recovery Clerk the total value of ticketz shall be treated
as advanee given to him,

fe) In order to avoid the second time use of same ticket, Recovery Clerk shall cancel the ticket while
1seuing it to the tax payer.

{e) Accounts of all such ticket books ghall be kept in Stock Aceount Register in Form 15 on separate
pages. Such ticket books shall be kept in the custody of the Secretary, Whenever balance tickets are to be
utilised, explanatory note of it shall be made and proper reconciliation shall be made. Whenever balance
unused tickets are to be destroyed after the completion of audit of that year, in the presence of the Auditor,
the zame can be destroyved and a note of it shall be taken in the Register by certifying the destruction under
the signature of the Secretary and the Auditor.

fe) Amount recovered by REecovery Clerk ghall be handed over to the Seeretary at the end of the day and
the Secretary shall issue receipt in Form 7 to the Recovery Clerk.

() Becretary on the basis of the receipts issued in Form 7 shall take the entries of the amount received
in Daily Cash Book (Form 5A) and Classified Register (Form 6) so that the amounts are credited in the
Panchayat Fund,

................................ Village Panchayat.

Book MNo. ..o Pigrim Tax/Festival Tax/Road Tax/Baazar Tax Receipt No.........cco...... Check Post
R R R R i T N O s G R S R S T AR5
D T i i T e o e S S T e
Date .o THME e
| Signature )

34, Refund of taxand fee —1) Whenever the amount recovered of tax and fee by a Panchayat i3 refundable,
due to the reason that the tax is not payable or is paid in excess and an application to that effect is received by
the Secretary, he shall take action as prescribed in the Mumbad Village Panchavats { Refund) Rules, 1960 and he
shall take refund entries in the account at proper places,

{2) Every year 100 percent. recovery against demand iz necessary. Whenever there is a pendency of the
recovery of taxes and fees of the previous year, action under section 129 shall be taken as provided by or under
the Act. Inspite of this, if, pendency remains the fact shall be brought to the notice of the Gram Sabha,

35. Kondwada —In order to maintain Kondwada in proper manner, the Panchayat shall comply with the
rules presceribed by the Government under the Mumbai Village Panchayats (Catile Pounds ) Bules, 1960 and the
Mumbai Village Panchayats Impounded Cattle ( Declaration of Ownership and Security Deposit! Rules, 1967, as
the Panchayat thinks fit. The Sarpanch and the Secretary shall take precautions to see that all receipts received
from Kondwada shall be credited in the Village Fund. Receipl in Form 7 shall be used for the amount recoverad
under these Rules. Separate Receipt and Expenditure Aceount in the Claseified Register shall be maintained in
Form 6.
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36. Miscellaneous demand other than tax and fee.—(1) Revenue receipts other than tax and fee shall be
accounted by the Panchayat in Register in Mizscellaneous Demand Form 11, Major items under this income
shall be as under :-

fa) Fees on service of notice and warrant.

fh) Land revenue received from Government.

fi) Income from Miscellaneous items such as mud, cowdung, dead bodies of animals.
fid) Grants received from Zilla Parishad and Panchayat Samiti.

fe) Income from the use of open land for moveable cinema theatres, eircus, temporary rooms or tents for
tourists,

{f} Rent income from shops, rooms, markets, platforms constructed by the Penchayat.

f2) For revenue received other than from tax on lands and buildings receipt in Form 7 shall be used and all
amounts recovered shall be accounted in Register of Miscellaneous Demands in Form 11. Further, daily totals
of this Regizter shall be accounted by the Secretary in Daily Cash Book (Form 5A) and Clasgified Register
{Form 61, In each month the amount received shall be calculated and on the bagis of it, annual recovery amount
shall be calculated which shall be tallied with the amounts in the Classified Register {Form 6).

f3) Whenever there is a deficit, than the reasonable income, this fact along with the reason for it shall be
submitted for information to the Panchayaf and to the Gram Sobhe alongwith the Annual Account of the
Panehayat,

37. Monthly and annuel abstract of aecount.—(1) Monthly and annual abstract of account shall be signed
by the Secretary and the Sarpanch, Register of Miscellaneous Demand in Form 11 for each year shall be kept
separately and shall start from 1st of April. Whenever there are pendency of dues of the previous vear detailed
note of it shall be written in the opening part of the Register. Previous Register shall be closed and on the last
page a remark shall be written regarding the pendency of amount which is transferred to the new Register. The
Seeretary and the Sarpanch shall verify the correctness of the entry and sign it.

f2) Any person who desires o give donations to the Panchavat shall give a letter in writing to the Panchayat
on which the Panchayat accord sanction by resolution. Donation can be made in the form of cash, articles or
property. If donation is in cash, receipt shall be given in Form 7. If denation 15 in the form of an article or
property, receipt shall be given in the form given below and such article or property shall be accounted in Stock
Register or Property Register, as the case may be.

Acknowledgement of Donation

Name of the  Natureof — Detailzofthe  Estimated Any legal Use of the
donor the donation donation value of documents with  donation
donation the donation
(1} i2) i3 4} i5) i)
Signature of the Donee, Signature of the Donor,
REGISTER OF DONATION

Name  Nature Details  Estimated Any legal Uze Page No. Whether Signature
of the of the of the valueof  documents  of the  in Property  accounted of

donor  donation  donation  donation  withthe donation  Repister  in Assets  Secretary
donation and

Harpanch

{1k (2} 13) 14} ihl 161 (T {81 (9
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CHAPTER-IX
GRANTS
38, Granfs.—(1) Grants received from the Zilla Parishad or the Government shall be recorded in the
Register on separate page in the form as given below, The Sarpanch and the Secretary shall keep watch on it

and see that all grants are received in time. It is obligatory on the Panchavat to spend grant for the purpose for
which it iz allotted. Amount received as grant shall be accounted in Daily Cash Book (Form 5A) and Classified

Register (Form 6 by the Secretary.

Grant Register
or. | Name of the | From whom Date and Purpose of | Period for | Statusofl
No grant received, amountof |grantindetail| spending | unutilised
Receipt. money certificate,
1 2 3 4 5 G 7

(2] Whenever the Ponchayvat receives grant amount after deduction from it, of any dues of the Panchayat,
the Panchayat shall record full amount of grant on the Receipt Side and amount of deduction as Fxpenditure in

the Accounts.
f3) Utilization Certificate shall give the details and shall be submitted Lo the Grant Releasing Authority,

R



920 TENTE IAT I, 90 SI0-=, AW 3 9997, JEEEt 30-TFaamll ¥, 3090 /TT-0-9h, Th: 293%,
CHAPTER-X

ESTABLISHMENT, PAY AND ALLOWANCE

39. Service conditions.—(1) Service conditions of the Panchavat employees shall be as are preseribed by
the Government under the Mumbai Village Panchayats { Recruitment and Conditions of Service) Rules, 1960.

f2) Stafflist and Pay Seale Registor in Form 13 shall contain details of the Establishment of the Panchayat
wherein every appointment of an employee shall be noted therein and the Sarpanch shall sign it In case of any
changes, entries to that effect shall be made in the Register by making suitable modifications in it.

{3) Entries of employees whose appointment is permanent and entries of employees whose appointment is
of a temporary nature shall be recorded separately. Appointment order and the period of appointment shall be
noted separately in the case of emplovees who are appointed temporarily,

{d) Proper provision for pay and allowances of employees as per the Register and actual working shall be
made in the Budget. Not more than 25 per cent. of the Budget shall be spent on Pay and Allowances of the
emplovees,

40. Pay and Allowances of employees.—(1) Disbursement of the pay and allowances, shall not be made
earlier than the due date, In the event of dismissal, resignation or death of an employee a separate bill for the
pay and allowances of that emplovee due for a period uptill he is in service shall be prepared, and these shall be
paid immediately.

Pay and allowances, shall, irrespective of the hour of death, be payable for the date on which death takes
place,

f2) In special cirenmestances, disbursement of pay or allowances, with the sanction of Government, be
made at any time during the last three working days of the month for which pay and allowarded are due.

41. Increment.—If the appointment is in the time pay-scale and the employes has completed continuous
service period of one year, euch employvee, with the approval of Panchaeyat is eligible for increment. The form
given below shall be uzed for this purpose.

Form of Increment

o, Name of Pay Payat Beginning  Date  Amountof Pay Remarks

No.  Employee scale  present  ofexisting of increase in  payable
pay Increment pay after
increment
1 2 3 4 ] G T 8 9

42, Bill of Pay and Allmwanees.— (1) Pay-bill of Pay and Allowances shall be prepared by the Secretary in
Form 21 or he shall get it prepared from his Assistant and verify it before signing. The Sarpanch shall aceord
sanction for the payment,

{2) Posts and employees mentioned in the Bill are sanctioned by the Panchayat and after verifying the fact
that there is no difference in the posts for employees and alzo there i no difference with staff list and pay-scale
register (Form 13) the Sarpanch shall aceord sanction to payment:

f3) Form 21 shall be used for Pay and Allowances of emplovees, This Form cannot be used for emplovees
who are on daily wages.

f4) Instruction for preparation of the Bill in Form 21 are as under, namely :—

fz) Names in the Bill shall be written as per the grade of the Posts like Clerk, Driver, Peon, Sweeper,
ete.

fh) In column No.1 of the Bill, name of the Department shall be written and under it, persons working
in it shall be shown,

fc) Post/ Grade shall be written in column No.2, for example, Clerk, Peon etc.
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{ef) Pay scale shall be shown in Column No.3.

fe) Incolumn No.4, pay and special pay, if any, shall be separately shown.

() In column No.5, if person iz on leave, his leave salary shall be shown,

fg) Allowaneces admissible on pay as shown in column No.4 or 5 shall be shown in column No. 7.
{h) Total due amount shall be shown in column No.8,

(i) Whenever payment is stopped due to non sanction of leave or other reasons, such amount shall be
ghown in column No. 9.

(i) In column No. 10 any amount, which iz recoverable due to over pavment in the past or any penalty
made, shall be written.

() In column No.11, net amount after deduction of recovery or penalty shall be shown (column No.8
minus total of column Noz. % and 101,

{t) In column No. 12, amount of contribution towards General Provident Fund shall be shown.
fnt) Other deductions, for example, Professional Tax shall be shown in column No.13.
frd In eolumn No.14, total deduction amount shall be shown (column No.12 plus column Na. 130

fo) In column No.15, net amount payable to the employee shall be shown (column No.11 minus column
No. 14,

{p) In column 16, signature with date of the concerned person acknowledging the receipt of amount
ghall be obtained, and if, amount is more than Re.five thousand, revenue stamp shall be affixed before obtaining
the signature, The amount payable as per column No, 11 shall be considered for deciding the necessity of
rEvenue stamp,

fi) The sanction of Sarpanch shall be obtaned on the Bill for the amount payable as per the column
Mo. 11 and accordingly cheque amount shall be drawn from the Bank. On the Receipt side of the Petty Cash
Book (Form 18) amount received shall be noted and amount paid out of it shall be noted datewise on the
Expenditure side and balanee shall be drawn accordingly.

fri After completion of salary payment of all the employees, amounts deducted and to be transferred to
respective accounts, such as G P.F_, ete, shall be posted as per the details mentioned in column No.12 and 13
of Form 21.

f&) Amountz of expenditure as per Form 21 shall be pasted in the respective Major Head of the Classified
register ( Form 61,

43. Travelling Allowance—(1) Rules, rates and Forms of Travelling Allowance and Daily Allowance
pavable to the Members of the Panchayal shall be prescribed by the Government. Finaneial powers in this
context shall be as mentioned in Appendix ITT and as per these provizions proper course of action shall be
followed,

2} The Sarpanch shall be the Controlling Officer for the claims of travelling allowance of the emplovees
and members of the Panchayat. But for the claim of travelling allowance, sanction of the Panchayat shall be
NEeCessary.

9T IR 9-%&%



R TERTE I TS0, W -9, TEaR d JUaR, SHaRT R-Bsaril ¥, 024 /ATH-%-2, I Q38

CHAPTER-XI

CONTINGENCY AND OTHER EXPENDITURE

44, Contingency and other expenditure — 1) For the purpose of daily office worl, the Panchayat shall
spend contingency expenditure on itemes such as stationery, instruments, equipments, electricity hill, purchase
of materials, petrol, diesel, electricity accessories, printing expenditure, materials for water supply scheme, ete.
Exeept Pay and Allowances and Warks Bills, all other kinds of expenditure billa shall be prepared by the Seeretary
in Form 12, He shall draw amount from Village Fund, after obtaining the sanction of the Sarpened. Only on the
bazis of prepared Bill, all amounts of contingency expenditure shall be drawn from Bank Account. On the basis
of a receipt of shopkeeper for materials supplied, no direet amount shall be drawn.

{2} Contingency expenditure shall be made to the extent of budgetary provisions by following the Gnancial
principles. Unless the amount i required for immediate disbursement, no amount shall be drawn. While making
contingency expenditure by way of purchase of amount more than Re. 1000, it is obligatory to obtain competitive
quotations and to accept the lowest, But for the contingency expenditure by way of purchases of amount more
than Rs, 20,000, tenders shall be called for and the lowest tender shall be accepted while spending.

{3) Any office contingency expenditure shall be made by the Panchayat as per its necessity to the extent of
budgetary provision and by following the Hmits of financial powers as mentioned in Appendix IT1

f4)iA1 While taking action on Bill of contingency expenditure received from suppliers |, the Secretary and
the Sarpanch shall certify on the Bill ag below :—

“Tt 15 certafied that,

fa) All articles / materials mentioned in the Bill are received in good condition and in full quantity and
are ag per the demand and of good quality.

{h) The rates levied in the Bill are as per the sanctioned rates,

i) Entry of the receipt of the material as mentioned in the Bill are made in the Stock Regizter at Page
No. T

(B) All Bills received from the suppliers shall be attached to Form 12 and while sanctioning the payment
the remark of “Paid and Cancelled” shall be made on them, in red ink along with the signature, o that they
cannot be used again.

45, Tenders or quotations.,.—(1) While calling for tenders or quotations all necessary details of the article
to be purchased shall be given, Last date of receipt of tender alongwith the place and time shall be shown
clearly. For purchases on large scale, there shall be a provizion for calling the samples or specimens. It is
necesgary to obtain minimum three quotations or tenders. After receapt of tenders or quotations a comparative
statement of rates, shall be prepared and purchases shall be made at the lowest rates. While caleulating the
lowest rates all taxes and transportation expenditure shall be considered. While accepting the lowest tender or
gquotation, reasonablensss of it shall be confirmed. But when the lowest rate is not acceptable, explanatory
reasons for it shall be recorded in writing,

{2) For obtaining competitive rates, it is always advizable to have three valid tenders or quotations,
{3) Tenders shall be accepted by the competent authorities as preseribed in Appendix ITT.

46. Postal stamp..—(1) Postal ticket shall be purchased from Post Office and entries of it shall be made in
Stamp Account Register (Form 14). Whenever stamps are utilised entry of it shall be made in the Register, The
Secretary shall attest all these entries, In addition, the separate account for revenue stamp shall be maintained
by using the same form.

{2) The Sarpanch shall verify the stock of stamp atleast once in the month and certify accordingly under
his signature.

47,  Purchase of orders, materials —1) All purchases of consumable articles shall be made in the Register
in Form 15 and the Sarpanch shall sign it. Unless the articles are accounted in the Register no payment
regarding it shall be made,
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{2} There shall be different pages for each items of stock such as stationery, electricity accessories, diesel,
fodder, engine oil, receipt book, cheque book, pilgrim tax ticket, ete. On the basis of entries in Form 15, estimate
of average monthly, vearly requirement of an items shall be made and the Secretary of the Panchayat shall
make pre-arrangement of purchase of it, and in addition, he shall keep on reviewing the balance stock.

(3¢ Construction materials such as bricks, cement, lime, sand, steel, wood, a separate page shall be reserved
to record item wise entries,

{4) Balance material in the hands of Secretary shall be verified once in three months by the Sarpanch. He
ghall confirm that account and material tally with each other correct and certify accordingly.

{51 All articles which are non perishable and of permanent nature such as table, chair, clock, cupboard,
vehicle, pipe, engine, ete. shall be noted on separate pages in the Dead Stock Register in Form 16 and every
entry in this Register shall be verified and signed by the Sarpanch.

{6} The Actual verification of all articles in this Dead Stock Register shall be done by the Sarpaneh twice in
the year 1.2 on or before 30th June and 31st December and he shall confirm that all the articles are there and
alzo are in good condition and he shall certify accordingly on the last page of the Register under his signature,
While opening a new Register, precaution shall be taken by the Secretary to incorporate all articles mentioned
in the previous Register. This shall be verified and certified also by the Sarpanch.

7) Whenever in actual verification loss or difference is noticed by the Sarpanch, he shall immediately
report this in writing to the Panchayat and as per the orders of the Panchayat further action to be taken shall
be decided. If there iz logs to the Panchayat, the action for recovery from the concerned perzon shall be initiated.

{8) Whenever there is a vehicle with the Panchayat, the purchase of petrol, diesel, etc., and if stock of it is
maintainable then in order to have supervision on the use and expenditure of all kinds of vehicles Register in
the form below shall be maintained. History sheet of each vehicle ghall be maintained. Whenever there is a
need of repair, each such case alongwith the reasons for repairs shall be brought to the notice of Panchayat by
Sarpaned in writing (along with the report of driver) and as per the divections of Panchayat, repairs shall be
made,

Format of Daily Register of Vehiele (Log Book)

_Dat.e Depar- Incoming | Travelling Vehicle Last Kilo Use of

ture time at the | Meter pointof | meter
from the | Garageer | From | To Reading | travelling | distance Petrol| Oil
office or Office 1 Kilo- noted asper [Diesel litre
garage meter] the meter litre
(n (2 (3 | 14 () 16 (7 (8) 9 | (10

Voucher No. | Purpose | Nameand | Signatore | Sanction of | Remarks Monthly
and Date ofthe |designation| ofthe tour by average run in
travelling of the traveller | Competent
traveller Authority per | kilo-
[ Bignature| litre |meters
(11} (12} (13 (14 (15 116 (17 | 118

AT IR 9-2&3T
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48. Telephone Register.—(1) Whenever there is telephone in the Panchayat, Telephone Register shall be

maintained in the following format . —
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Telephone Register
Telephone Number : Village Panchavat
Sr. Date Time |Towhom| Purpose |Periodof, Whether | Signature | Date and
No, called with  of call call for private amount
telephone or for official paid, if
number purpose private

call

i1} i2) 3 {d) (5) 16 7 (8 9

i2} Whenever telephone is used for private purpose, note of it shall be made in column No.(7) of the
Register and amount concerning to that call shall be recovered and shall be remitted in the Village Panchayat

Fund,
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CHAPTER-XII
WORKS
49. Works and Account of works.—(1) Works are of two types, namely :—
(Al Original work, and
(B) Repair or maintainance work.

f2) Original work means and includes all new constructions or change, re-arrangement in the existing
eonstruction, or any addition to that and also reconatruction, ete., to the building newly purchaszed or old
building not in use shall be included in original work. Demolition and reconstruction of any part of the existing
construction shall alzo be considered as original work,

{3) Repair and maintainance work means and includes repair works of roads, buildings and other
constructions in order to maintain them in good condition.

4] For works undertaken by the Panchayat as per the provisions of the Act and works undertaken on
behalf of Zilla Parishad and Panchayat Samiti, the Block Deputy Engineer shall be responsible for proper
procedure and technical supervizsion, But whenever technical employee or officer is appomnted from the Panchayat,
for implementing the works, he shall be responzible for it.

50. Technical responsibility and guidance.—Executive Engineer of the Zilla Parishad or Deputy Engineer
shall give technical guidance towards all works undertaken from the Village Panchayat Fund.

51. Administrative sanction toworks,—(1) For each work undertaken from the Panchayat Fund within
the jurisdiction of the Panchoyaf, it is necessary to accord administrative sanction as per Appendix ITL.

{2) The proposal of administrative sanction shall consist of detailed proposed plan design and estimate of it
ag preseribed in Form 20. But whenever model plan design is available and is to be used, the propesal for
administrative sanction shall be exempted from attachment of proposed plan design with the propoesal. However,
it is necessary to show estimated expenditure,

52. Technical Sanction.—Plans and estimates of works to be undertaken from Panchayvat Fund shall he
prepared by Junior Engineer of the Panchayat Samiti, But whenever village Panchayat is having its own employee
for this purpose, in such cases plans and estimates shall be prepared by them and shall be approved by the
Junior Engineer and Deputy Engineer of the Panchayat Samiti,

Technical Officers shall accord technical sanction as per the limit given below :—

Technical Officer Financial limit

i1 Junior Engineer, Ponchayat Samifi, Upto Re.25,0000-
P.W.I./ Irrigation Department.

i2)  Section Engineer, Panchayat Samiti, Upto Re.25,000/-
P.W.I0./ Irrigation Department.

i3 Block Deputy Engineer, Zilla Parishod, Upto Rs. 100, 000/-

_BW. D Merigation Depariment. ..

4! Ezecutive Engineer, Zilla Parishad, Upto Rs.25 lakhs
P.W. D Trrigation Department

i5)  Superintendent Engineer, State Sector . Above Rs.25lakhs

53. General principles regarding the procedure of works—1) The Secretary of the Panelavat under the
guidance and co-operation of the Block Depuly Engineer and others shall keep Project Register and all proposals
of new construetions ghall be noted in it. This Register shall be maintained in the form given below :—

PROJECT REGISTER

Village Panchayat : Year:
Sr. MName of Name of the Date of Authority Resolution Date of
Na. the work Authority suggestion to accord number preparation
and details supgesting sancton and date of estimate
1} (2} i3} 4] (al 16) {7
Estimated Date of sanction of Date of technical Initials of Hemarks
Expenditure administrative approval sanction, Secretary

B g 10 11 12

Y
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(2) Ttis necessary to ascertain definite information of estimated expenditure of the proposed entire project.

{3) While submitting the proposal of work to the Panchayat for getting sanction, it iz obligatory on the
Secretary and the Sarpanch to take precaution that all inancial arrangement for the purpose is made either
from the Panchayat Fund or grants and iz within the limits.

{4) While implementing the execution of any work, it is necessary to have information whether all amount
will be available in the same year or not and when il is not possible, it iz necessary to chalk out a definite
programme wherein part of work to be done in each year and available amount in that year ehall be clearly
shown,

{5) Repairs shall ordinarily be given preference over original works,
{6} Works shall began only when proper provision for its expenditure is made in the budget of the Panchayat,

{7) In the annual repair estimate of a building, if it iz neceszary to have watchman or guard, provizion for
their salary shall be made,

{8) Annual repairs estimate of roads shall be based on kilometer distance rates which are changeable as
per the tvpes of the road, tvpes of the geographical area in which the road exists and the importance of the road
for transportation. Executive Engineer shall fix the kilometer distance rate at the beginning of each year. But
these rates should not be more than the ratez of the State,

{9 Repair estimate of building shall be based on type of construction of the building and the purpoze for
which it is used. But this rate shall not be more than the rates prescribed by the State Government, from time
to time.

(1) Whenever the original estimate 15 likely to inerease by 10 per cent or R, 10, 000V- whicheveriz less, or
when it iz necessary to make changes in model plan or design, in all such cases, before completion of the work,
revized plan and estimate along with the explanation of it shall be put forth for sanction to the Panchayat.

(11) Whenever work is partly completed and kept azide and itis again decided to complete it, in such cage,
the plan and estimate bazed on latest DSR shall be prepared and fresh administrative and technical sanction
shall be obtained before commencement of the construction, However, it shall be necessary to submit detailed
reaszons to the Panchayal for keeping aside the ncomplete work.

{12} No important changes can be made in the sanction or model plan design without the approval of the
Panehayot, Whenever an important change is likely to vesult in inereasing of an expenditure, in that circumstances
the revised plan and estimate shall be put forth to the Panchayat for approval.

{13) While granting the ad ministrative sanction it shall be presumed that the required provision for that
work is made available in the budget, and the provision is made for spending amount on the same work.

{14} In a sanctioned project, by keeping aside important part of the work there is likelihood of a gain/
saving, it shall not be presumed that amount iz available for spending on other parts of the work.

f15) In implementation of the works, penerally no oral orders shall be given. But in case of emergency
whenever such oral orders are given, as early as possible, but not later than in the next Panchayet meeting, it
15 necezzary Lo issue written orders confirming the oral one.

B4,  Procedure of implementing the works.—(1) A Panchayat can get its petty work done by way of daily
Isbour whenever posgible, if there are specific Government order, in that regard. The works costing less than
Rs. 50,000 ehall be carried out on contract by calling tender. However, it is obligatory to give wide local publicity
for getting competitive quotations,

{2) The Secretary of the Panchayat shall maintain Work Order Book for each work given on contract and
he shall record all suggestions, written orders of Junior or Senior Extension Officer (Works!) or Deputy Engineer,
as the caze may be, in it.

{3) When the work above Re.20,000/- iz to be commenced, immediately it ie necezsary to keep Information
Board at the site of the each work, Detailed information concerning the work shall be shown on the Board,
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85, Muster Roll for fobourers | workers,—i1) When any work is to be done on daily labour, a muster in
Form 19 shall be maintained by the Secretary. The muster roll, which is the initial record of the labour emploved
on each day on work, shall be written up daily by the Secretary.

{2) The Sarpanch shall take the inspection of muster at actual work place and he shall canfirm the presency
af all workers as shown in the muster,

{3} There shall be only one copy of muster. Every muster shall be given serial number and it shall be
certified under the stamp of the Panchayat. The aceount of stock of the muster shall be kept separately in Stock
Account Register (Form 15). All authorizsed blank muster forms shall be in the custory of the Secretary of the
Panchayat and it shall be used serially.

{4} Labourer may be paid more than once in a month and the period covered by each payment may be
determined locally, but separate muster must be prepared for each such payment.

(5) The daily attendance and absence of labourers and the finez included on them shall be recorded daily in
such a way az,—

fa) tofacilitate the correct caleculation of the net payable wages of each labourer for his working period |

B to render it iz difficult to tamper with or make unauthorised additions to, or alterations in the
entries already made,

{e) after approval of the muster by Sarpanch. payment shall be made ag early as possible and
acknowledgement of the concerned person who receives wages shall be taken, wherever necessary by
affixing revenue stamp. If any amount remains unpaid, details of it shall be noted before completion of
memo at the bottom of the muster, The undemanded amount of wage remaining unspent for more than
one month shall be deposited in the Village Panchayvat Fund.

(6} For each work separate muster roll shall be kept. Wame of work, work order number shall be noted on
the front page of the muster and it shall be stamped in the name of Panchayat and before using it, the Sarpanch
shall sign it.

86,  Execwtion of work by inviting tenders.—(1) Tenders shall invariably be invited by giving wide publicity,
from contractors for every work costing more than Rs.50,000/-,

(2} For work costing more than Bz 50,000/~ a public tender shall be ealled for by following the procedure
given below, namely :—

{I) Tendershall alwayz be sealed, Tender shall be called by way of an advertisement in the local newspapers
and also by publishing the notice at public places.

11} Every notice of tender shall state ;
() the name of the work, with the amount of estimate.
fh) the time that work be allowed for completion of the work,

{c) when and where the tender forms with Schedule of quotation and specification will be supplied and at
what price.

fd} when and where the tender is to be submitted.

fe) when and where and by whom tenders will be opened,

if) the amount of earnest money to be deposited along with the tender.

{#) the amount and nature of security required in case the tender is accepted,

(3} The lowest tender shall generally be accepted. Whenever tender rate other than the lowest iz accepted,
proper-and supporting reasons of it shall be specifically written in the regolution of the Panchayat. Tender
rates received shall be updated as per the current D3R in existence. The tenders may be accepted when the
excess over the sanetioned estimate 12 within the limits prescribed below,

{4} Ttshall invariably and expressly stated in the notice of tender that authority reserves a right to reject
any or all of the tenders so received without the assignment of any reason.

2R
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{5) No tender for the execution of works of any description shall be received unless accompanied by the
deposit of at least one percent of the estimated amount of the work as earnest money, as specified below —

Cost of work Additional limit
4} for works costing upto Rs. 50,000 each, upto the rate of the estimate sanctioned,
Bl for works costing between R, 50,000 upta 5 percent of the rate above sanctioned
and Re.20 lakhs each, estimated rate,
{C) for works costing between Rs 20 lakh upto 2 percent of the rate above zsanctioned
and Bs.1 crore each, estimated rate,
(D) for works costing over Rs. 1 crore each, upto 1 percent of the rate above sanctioned
estimated rate,

(6} Whenever the work iz handed over by the Zilla Parishad or Panchayat Samiti to the Panchayat is
within the jurisdiction of the Panchayat in such cases,—

(o} more amount shall not be spent than the amount received or receivahle.

{h) the work shall be completed under the guidance of the Technical Officers of the Zilla Parishad or
Panchayat Samiti.

87, Execution of works in accordance with approved specifications—1) Block Deputy Engineer of the
Panchayat Samiti shall do the work of preparation of plan and estimate, to accord technical sanction to carry
out technical inspection and guidance, measurement book. He shall also record the issuance of Valuation Certificate
and Completion Certificate.

{2) Provision in the budget shall be made regarding the work. Expenditure on works and rates shall be
based on the DSR approved by the Standing Committee as per sub-section (3) of section 109 of the Maharashtra
Zilla Parishads and Panchayat Samaitis Act, 1961,

{3} 1t shall be the rezponsibility of the Sarpanch and the Secretary to confirm that the work shall be
executed strictly in accordance with the specifications given in the approved estimates, and to ensure that the
term of every agreement shall be strictly enforced.

{4} Nooral assurance shall be made to the Contractor to approve the higher rates than those agreed upon,
in consideration of any peculiar or unforseen circumstances.

{6) The Panchayat shall take adviee of Block Deputy Engineer of the Panchayat Samiti while accord his
sanction to the additional items of work which are not included in the tender, but later on decided to be included
and the rates to be given for them shall vest with the Panchayat.

{6) The aceounts relating to Contractors shall be kept in Contractor's Ledger Book. A separate folio or
folios being reserved for all the transaction with each Contractor for whom a personal account iz maintained. In
that Ledger Bock in which the name of the Contractor, details of the works allotted, sanction amount of the
works, payments made from time to time, ete., shall be entered by the Secretary under his signature.

{7) The material shall be supplied to the Contractor as per the terms and conditions of the agreement and
under any cireumstances there should not be any deviation. However, in the interest of the work, if it is decided
to supply materials which is not provided in the agreement, the rate of material to be charged shall be the
market rate or issue rate plus charges of stock keeping and supervision, whichever is more. Materials not
provided in the agreement shall be 1zsued only on payment in cash. The firmat of agreement shall be the format
in use in the Public Works Department of the Zilla Parishad.

88, Works gecownts.—Inmitial records upon which the accounts of works based are,—

i4) The Measurement Book, and

fB) The Muster Roll.

89, Maintenance of measurement books.—(1) The Secretary of the Pancliayat shall get all works done by
the Panehayat or the Contractor. The works done or material supplied shall be measured by the Deputy Engineer

of the Panchayat Samiti. Measurement Book Register shall be maintained in Form 20A and the measurements
shall be recorded in that Book. The instructions in the Measurement Book shall be strictly followed.
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(2) All the payments for work or supplies are based on the quantities recorded in the Measurement Book.
It is incumbent upon the person who is taking the measurements shall also work out clearly and accurately.

{3) The account of Measurement Book shall be kept in the Form 15 and each Book shall be serially
numbered. The Sarpanch shall verify each Book and shall count pages in it and shall certify accordingly on the
last page of the Book under his signature and by putting seal of the Panchayal.

4) Whenever a Measurement Book is to be 12sued from Measurement Book Stock Register, the name of
the person to whom it is to be izssued and the serial number of the Book shall be written in detail in the Stock
Register and acknowledgement of the Book shall be taken in the Register under his signature. Entries in the
Measurement Book shall be made serially and no page shall be left blank or be torn. Whenever by mistake or
negligence a page or pages left blank i= noticed later, immediately, that page shall be cancelled by putting cross
lines on that pages and reasons and facts shall be written on it and signed with date by the concerned Officers
responsible.

5 All entries shall be made in ink, Overwriting or corrections shall be avoided.

60. Muster Roll for work done on daily labours. —When any work is done by daily labour, the muster roll,
accompanied by the abetract of the work done shall be the basiz of Account. Every Bill or Muster Roll, the
measurement book and page of the measurement book in which the measurements of the work are recorded
ghall bear a reference in clear words and this reference shall be considered at appropriate level.

61. Preparation and payvment of the Contractor's Bill —a)} Only in exceptional circumstances one advance
shall be given. Unless the previcus advance given is recovered, next advance shall not be given for reimbursement
or recovery of the previous advance and record of such advance in the Measurement Book or valuation certificate
15 necessary,

i) Whenever a Contractor brings matlerials on the work site, 75 per cent. amount of the value of the
material shall be paid to the Contractor az an advance under the advice of the Technical Officer, Bul it shall be
the duty of the Contractor to see that the material is not deteoriated. The recovery of this advance shall not be
postponed but whenever the material is used and the claim of the work 12 done in the current Bill, recovery of

the advance shall be made,

fr) Payment Bill of work expenditure shall be prepared in Form 20B. Before signing the Bill, the Secretary
or the Sarpanch, shall compare the quantities in the Bill with those recorded in the Measurement Book and alzo
see that all the rates are corrvectly entered as shown in the Measurement Book with the estimate,

fef) The Deputy Engineer or the Executive Engineer of the Zille Parishad shall do percentage checking as
per the limits prescribed in the Zilla Parishad Account Code on the measurement notings of the work recorded
by Junior Engineer or a Section Engineer under the his signature with date and affix the seal.

fe) Under any circumstances the advance shall not be paid to the Sarpanch or members of the Panchayat
for any work.

{f} No advance shall be paid in the month of March,

fg) Account of the work shall be closed immediately after the actual work iz completed. In case of a delay
in the closing of the acount, no further charges shall be incurred without the permission of the Panchayvat,
Before closing the account unpaid dues shall be settled. The date of completion of a work is the date on which it
iz physically completed, and not the date on which final measurements are recorded by the Engineer-in-charge.

AT AR 929
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CHAPTER-XIII

VARIOUS DEVELOPMENT SCHEMES OTHER THAN WORKS FROM
VILLAGE PANCHAYAT FUND

62. Procedure to be followed in other development seheme—{1) The Parchayat, from its Panchayat Fund,
after ascertaining the local needs, can implement various development Schemes mentioned in the Schedule
appended to the Act. For this purpose, the Panchavai shall take proper steps to make proper provisions in the
Budget of the Panehayat,

2} Financial powers of according administrative sanction iz as described in Appendix 111, Accordingly
administrative sanction shall be obtained.

{3} While according the administrative approval, features of the Scheme zhall be decided in detail alongwith
the terms and eonditions of the Scheme,

{4) Whle implementing the Scheme, if any changes are required to be made, an admimistrative sanetion of
the coneerned competent authority shall be obtained before implementation of the Scheme.

{5) After the closure of the vear, valuation of the Scheme shall be made by a competant authority and a
report of achievement of the Scheme shall be kept before the Panchayat and the Gram Sabha. Moreover, while
deciding the future Schemes, experience gained in the previous Scheme shall be considered.
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CHAPTER-XIV
ADVANCES, DEPOSITS, REFUNDS

63. Poyment of advances.—The Panchayat by following the rules made therefor shall sanction advances
for travelling allowance, incidental pay and festival and take proper action for its recovery, Entries of advances
in Form 17 in the Administrative Register shall be made regularly and control on recovery of such advances
shall be mamtaimed, Similar entries shall be made in the concerned column of the Classified Register kept in
Form 6. Advances shall not be paid to a temporary employee and emplovees appointed on parttime basis.

64. Procedure to be follmwed in advances.—(1) Under exceptional circumstances, for the purpose of the
purchases or works of the Panchaya! temporary advances shall be sanctioned by the Panchayat. It shall be the
responsibility of the Secretary to see that such sanction iz minimum. However, no second advances shall be
given before the adjustment or recovery, as far as posaible, of the first advance is over.

{2) Entries of advances shall be kept in the Advance Register under the signature of the Seeretary and the
Sarpanch, wherein financial transactions shall be noted till the advance is recovered fully. Balance of amount
shall be kept in the Cash Box sepavately, which shall be inapected separately at the time of inspection of the
Cash Balance of Cash Book.

{3) The Secretary of the Panchayat shall at the end of the year, prepare an abstract of balance recovery of
the advances. Closing Balance of the current year shall be taken as Opening Balance of the next year.

65. Permanent Advances . —A Panchayat shall sanction apecific amount az a permanent advance to the
Becretary for daily miscellaneous contingency expenditure. The Panchayat shall determine the amount of advance
on the basis of the necessity. But in any case it shall not be more than Re. 1000, Reimbursement of the expenditure
made from this advance shall be made by the Secretary regularly, and expenditure entries shall be recorded in
proper column of the Petty Cash Book ( Form 181, No advance shall be given from this advance to anybody.

66. Security Deposits.—(1) Security Deposite received in the Panehiayat ghall be noted in detail in the
Regizter in Form 17, Whenever Security Depozit amount is received and recorded in Daily Cash Book in Form
5A | entries of it shall also be taken in the Security Deposit Register, serially,

(21 No deposits shall be refunded without the prior sanction of the Panchayat. The amounts of deposit
received shall not be used directly for incurring expenditure from the Panchayat Fund. No depozit amount shall
be refunded unless it is due. Whenever such amount is refunded, it shall be noted against the original entry in
the Register in Form 17 and such expenditure entry shall be made in Classified register in Form No.6. For this
purpose Refund Bill shall be prepared in the Form at given below.

Refund Bill Form
Village Panchayat ... N Co i e e i
Original amount of Deposit / Security Deposit Befundable  Name of the Sanetion
Receipt No. Name Amount Amount Refundee of authority
and Date to give refund
(1) 2 i3 i4) 5] 16
SR e . hall be paid Rupees ........coovveniiennnioniisiianins
Sarpanch
Date and Signature,
I have paid Ra, oo ieieeiessnmnsnneneeens B0 SR s in Cash or
by Cheque NN, v DA (e roer
Signature of the Secretary Signature of the Receiver

AT AR F-937
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f3) At the end of the year total amount of deposits received and refund of deposits made during the year
ghall be reconeiled with the Classified Register serially under Major Heads of Receipt and Expenditure.

f4) After the closing of the year, the Secretary shall prepare an abstract of deposits which are not refunded.
This amount shall be entered in the next vear’s Register as Opening Balanee. All amounts of deposits shall get
lapsed after the pericd of three years from the due date of refund and they shall be credited to the Panchayat
Fund.

(5) The Sarpanch and the Secrotary shall not bring their own amount as deposit in the Panchayat Fund.
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CHAPTER-XV

PROPERTY OF THE PANCHAYAT

67. Tmmovable Property Repister.—(1) All immoveable properties owned by the Panchaoyat (other than
lands) and roads vested in the Panchayat shall be noted by the Secretary in Immoveable Property Registar
{Form 22). Every property shall have a separate page in the Register and whenever immoveable property is
acquired or it is transferred to the Panchayat immediately note of receipt of it ehall be taken in the Register,
This Regiater i3 of ulmost importanee. Hence, all notings in it shall be done carefully and all necessary details
shall be neatly written in the concerned column, While ealeulating the depriciation, the expenditure for construction
of it shall be taken into consideration,

f2) Whenever the immoveable property is written off under the sanction of the Competent Authority, the
income earned from it shall be credited in the Panchayat Fund and the Sarpanch shall verify every vear in the
month of April, all the actual immoveable properties with the Register and shall certify that Register is kept
properly and shows the actual facts and figures against each entry. So alzo he shall bring this fact to the notice
of the Panchayat in writing,

68. Road Register—Information of all roads in the jurizdiction of the Panchayat alongwith its detals
such as length, breadth and type shall be noted in the Road Register in Form 23, Whenever a Panchayat does
the work on the roads, the entry to that effect shall be made in detail in the concerned entry of that read in this
Register. Every vear, the Sarpanch shall verify the condition of actual roads with the noting in the Register and
ghall give his remarks in column 11 of the Register.

69. Land Register —A Panchayat shall keep detailed note in Land Register kept in Form 24 of all land
purchased, acquired, transferred by the Zille Parishod or Panchoayat Samid or Government along with all open
places, waste lands, open landg, grazing lands, ete. Each land shall be noted on geparate page and all columns
shall be filled up in detail by the Secretary and the Sarpanch shall verify and confirm it,

70. Register of Trees.—All trees of all kinds standing on the lands of the Panchayat or trees on the side of
the road shall be noted in the Tree Register in Form 33. It shall be zeen that income from such trees is remitted
in the Panchayat Fund. Whenever there i= a natural destruction of a tree or the tree is cut, proper noting of this
with the reasons therefor shall be made in the concerning entry of the Register. This fact shall also be brought
to the notice of the Panchayaet and further action shall be taken as decided by the Panchayat.

1. Income from other properties.—Income from all properties such as Panchoyat's own property,
transferred property either from the Zille Parishad or Panchayat Samiti or Government and expenditure required
and done on it shall be carefully calculated and shall be brought to the notice of the Panchayat and the Gram
Sabha.



3% TERTE A AU, W IR-9, TEAR § JIEaR, AHGR IR-HaRT ¥, 084 /HTE-]-%%, I 2]3I&

CHAPTER-XVI

SCHEMES HANDED OVER TO VILLAGE PANCHAYAT

72, Schemes handed over to villoge panchayat, —(1) Whenever the Central Government or the State
Government under section 47 of the Act handed over a Scheme for implementation to the village Panchayat, the
Panchayat shall abev the orders and shall use the fund properly and shall keep the Scheme account as prescribed
by the Government, from time to time.

2} For each such Scheme separate Receipt and Expenditure Account shall be kept. Whenever there are
certain terms and conditions and rules for implementation of the Scheme are given to the Pancheyat alongwith
the Scheme by concerning authority such as State Government or the Central Government, it is binding on the
Panchayat to follow them and if no terms and conditions for implimentation of the said Schemes are given, that
Schemes shall be implemented according to the rules herein,
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CHAPTER-XVII
AUDIT, OBJECTIONS AND COMPLIANCE

T3, Andit, Objections and Complianee—(1) As per section 140 of the Act and the rules made there under
and provision of the Maharashtra Village Panchayats (Audit of Accounts) Rules, 1961, each Panchayat Accounts
shall be audited. Provisions in the said rules shall be applicable for audit done by the Chief Auditor, Local Fund ,
as well as the person autherised by the Chief Executive Officer such as Extension Officer (Village Panchayat! .

{2) On the receipt of audit report, the Panchayat shall take action as per section 140 of the Act. The
Panchayat shall zend regularly the monthly return in Form 30 to the Block Development Officer about the
action taken on audit objection in the report with a view that there shall be speedy compliance of objections
raised in the report,

{3} While submitting the compliance to the Panchayat Samiti, the date and number of resolution of
Panchayat by which objection is complied, along with the copy of the resolution, ehall be given. Secretary of the
Panchayet shall keep Register for Audit Objection and compliance in Form 30 and the Sarpanch shall regularly
inspect thiz Regiater and keep control over it

4. Reporting of loss or misappropriation of panchayat money [ stores.—(1) (o) Whenever misappropriation
or logs of Panchayat money or stores is noticed, the Secretary or Sarpanch shall inform this fact to the Chief
Auditor, Local Fund alongwith the circumstances regponsible for such loss or misappropriation. The copy of the
report shall be sent to the Panchayat Samiti, the Standing Committee, the Chief Executive Officer of the
concerned Zilla Parishad for further appropriate action as per the Act.

h) Whenever it iz noticed by the Extension Officer (Village Panchayat! or Block Development Officer
that a loss or misappropriation of Panchayat money or stores 15 done by the Sarpanch or the Secretary, they
shall immediately submit a report of it to the Chief Auditor and the Chief Executive Officer to take further
necessary action as per the provizions of the Act.

2) On receipt of the report mentioned in above sub-rule (1) by the Chief Auditor or the Chief Executive
Officer, they shall verify whether loss or misappropriation has occured due to the lacuna or mistake in the
procedure of keeping the accounts, and i1f mistake iz confirmed, they shall issue proper instructions in order to
avoid the similar lacuna or mistake in future. In all other cases, special audit shall be ordered.

i) Extension Officer (Village Panchayat) is in close acquaitance of the Panchayat and is rezponsible to
keep control over the Panchayat working. He shall be always vigilant and do necessary inspections to avoid
misappropriation of Panchayat money and loss of stores. For any misappropriation of Panchayat money and loss
of stores, the Secretary and the Sarpanch are responsible and in all such other cases, an Extension Officer being
a Supervisory Officer, shall also be held responsible,

LER
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CHAPTER-XVIIT
MISCELLANEOUS

5. Write Off —1) Any property, dead stock, article, instrument, vehicle owned by the Penehavaet, becanse
of the usage or other reasong, has become useless or an expenditure of repairs is inproportionate, or aftar
deduction of depriciation, remaining value iz nominal, the Panchayat by using the powers as mentioned in
Appendix ITT shall carefully take action of write off.

{2) Order of write off shall be under the signature of the Sarpanch and entries of write off shall be taken in
the respective Registers, Article which are written off, if available, shall be properly disposed off and any amount
recetved from it zhall be eredited in Panchayat Fund,

6. Classification of panchayat records and its preservation and destruction,—(1) Records, Registers,
Vouchers, Pass Book, Counter foils of cheques, etc., alongwith the other record of the Panchavat, the Secretary
shall classify them according to the subjects, departments and nature of keeping the record such as permanent
or otherwise and shall keep them neatly.

2} i) The Government has issued orders under the Mumbai Village Panchavats (Clagsification, Preservation
and Destruction of Records! Rules, 1970, and the Panchayat shall follow these orders and control Panchayat
record properly.

b} The Government has issued orders under the Maharashira Village Panchayats | Inspection, Copies of
Record and Search of Records) Rules, 1963, Tt shall be obligatory on the Panchayat to comply these provisions of
rules and the Secretary shall take the precautions to see that any amount received in this connection shall be
aceounted for in the Panchayat Fund.

7. Fair Price Shop.—If the Panchayvat decides to keep a separate account of fair price shop it shall be
maintained by the Panchayet and receipt books and other regizters shall be maintained in the form as prescribed
by the concerned Government Department. The Panchayvat shall take all precautions so that there shall not he
any loes from such activity.

78. Dutyof Upa- Swrpanch—The Upa-Sarpanch shall immediately on retorn of the Serpanch, communieate
to him about the all actions taken by him during his absence.

79. Administrative duty of Sarpanch.—Everv Saerpanch, even after the expiry of the term of his office
ghall continue to do administrative duties till his succeszor acquires the office as per the Government orders
izsued under the Mumbai Village Panchayats ( Serpanch | Current Administrative Duties | { After Expiry of Term
of Office) Rules, 1967, and strietly follow the provisions of rules.

B0, Administrative Inspection.—General and detailed ingpections of all the Panchayats in the District
shall be done ag per the rules mentioned in Appendix IV, In these inspections, it iz important to confirm that the
Pancheayat is doing financial transactions peroperly and has also kept proper account of it.

By order and in the name of the Governor of Maharashtra,

EKNATH MORE,
Joint Secretary to Government.
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APPENDIX -1
(Rule 11 (11))
Duties of Secretary of Panchayat
i Regarding financial, accounting and auditing matter)
The powers and duties of the Secretary shall be as follows, namely :—
1. {a) tokeep the accounting entry of each financial transactions of receipt and payment,

b asan Accountant of Panchayat shall keep appropriate accounts of various grants showing receipt and
expenditure form it and aubmit them from time to time,

i¢) as a financial advisor of Panchayat shall give advice to the Sarpanch and Panchayat, if neceszary
regarding financial matters and it shall be binding on the Sarpanch and Panchayvat to ask advice from Secretary
toeach finaneial transaction.

tel) While implementing various schemes, the Panchayat Secretary being the last person in the line, each
time, while taking decision, shall bear in his mind all financial principles and vigilant commonsense.

te) to make pre-audit of each finaneial transaction.

2, lg) Ttehall be the preliminary duty of the Secretary of the Panchayat to make noting of all properties
in the jurisdiction of Panchavat, to levy proper tax, to make proper demand of it and to recover full amount of it.

ih) The property which iz in the current vear newly included in the list of the property, the Secretary shall
see that it is included in the tax levying entries and in the demand making entries in the concerned Register.

i¢) He shall verify from all respects the cases like exemption, refund, exemption or deduction in tax, ete.,
and with his remarks shall submit all such cases to the Panchayat.

3. ) Tokeep proper record of the property owned by the village panchayat and to maintain and protect
it.
ih) He shall keep the Stock Register of instruments, machinery and other articles upto date and shall get

it verified at least twice in the vear from the Sarpanch and he himself shall confirm, from time to time, that all
items in the Stock Register are actually in the stock.

4. {a) He shall carefully see that the sources of income of Village Panchavat shall go on increasing and
his action shall not adversely affect the financial interests of the Panchayat.

b He shall take all steps and precautions to protect Panchayat from losses arising from ingincerity,
mistake, irregularities, unlawfulness and recommended it to Panchayat. However, if any, incident occurs,
immediately detailed of it shall be submitted to the Panchayat and Panchayat Samiti.

5. He shall supervize the Income and Expenditure of the Panchayat and while doing so he shall confirm
following items, namely:—

tm) There iz a provizion in the sanctioned Budget for expenditure to be incurred.

i) Any expenditure to be done is not without proper sanction and is exactly as provided in the sanction.
ie) All amount which are doe to the Panchayat and are received and are accounted without any delay.
ief) All items of Receipt and Expenditure are classified correctly,

6. He shall confirm that all purchases made are supported by proper bills and all bills paid have proper
acknowledgement of the receipt, all materials received are in good condition and of good quality and are actually
received and proper entries of it are taken in the necessary Registers.

He shall confirm that bill of the work done ie checked with valuation certificate and it is supported with any
other neceszary certificate and he shall visit the work site to verify the work done,
AT TR F-2¢
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7. While checking the expenditure on the works, he shall verify that without competent sanction no
changes are made in the originally sanctioned plan and estimate.

8. He shall verify the acknowledgement of all amounts disburzed and he shall check that for each paid
amount there iz a sufficient voucher. He will also check all the receipts issued.

9. (g) Annual Receipt and Expenditure Account of the Panchayat of the previous year under signature of
the Sarpanch and the Secretary of the Panchayat shall be sent to all the tax pavers in the jurisdiction of
Panchayat before first Gram Sabha in the current financial year.

it} He shall prepare Panchayat Account of deposits, loans, advances and after confirming the correctness
of the same he ghall submit the accounts to the Panchayat through the Sarpanch every month.

(el At the end of every month he shall verify the entries in the Cash Boolk, Classified Registers and Beceipt
and Payment Account. Closing Balance of the General Cash Book shall be reconciled with the monthly Bank
balance and he shall prepare a abstract of it and get it approved from the Sarpanch under his signature. All
returns of Income and Expenditure of Panchayat shall be prepared and submitted within time.

i) He ghall prepare statement, returne, accounts and submit it as directed by the Sarpanch, Panchayat,
Panchavat Samiti and Standing Commitiee.

10. He shall eee that all grants to be received by the Panchayat are received in the same vear in which
they are due.

11. He shall make available all accounts and accounts books for audit and inspection.
12, He shall submit to the Panchavat all audit chjections received and compliance made to them.

13. All duties and responsibilities other than mentioned above but required by the Block Development
Officer and Chief Executive Dfficer ghall be fulfilled.
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APPENDIX - 11
Duties of Sarpanch

1. A Sarpanch being the first citizen of a village Panchayat shall act as treasurer of all amounts received
in the Panchayat Fund.

2. Inorder to maintain and develop village Panchayat, the Sarpanch shall protect and inerease Panchayat
Fund. He shall take precautions as a member of the Panchayat as per zection 178 of the Act, to aveid misuse,
losz, wastage of Panchayat Fund.

3. He shall keep control over working of Panchayat office and the Panchayat.

4. For all financial transactions of all funds at the disposal of the Panchayat, the Secretary and the
Sarpanch shall be jointly responsible.

5. Itshall be the responsibility of the Sarpanch to get all the accounts prepared properly and submit it to
the Gram Panchayat.

6. It shall be the responsibility of the Sarpanch to take all steps to see that charging of all taxes and fees
1= done properly as per the Act and at the approved rates and no financial loss 12 incurred, for example, all
properties to be noted properly and charged properly,

7. All Properties of the Panchayat shall be properly noted in the Register and protected and maintained
properly.

B. Asatreasurer of Funds at the dizpozal of the Panchayat, he shall zee that each expenditure to be done
from such Fund 15 correct, reasonable and most necessary.,

8. Wherever purchases are to be made from the Funds at the disposal of the Panchayat, the Sarpanch
shall plan in such a way so that there shall be no loss, waste but the interest of the Panchayat is to be achieved,

10. The Sarpanch shall visit all the actual work sites of the all works undertaken by the Panchayat from
time to time, and keep watch on the progress and quality of it.

11. It zhall be the responsibility of the Sarpanch to see that all Schemes handed over to village Panchayat
by State Government or Central Government are implemented as per the targets given and grants received
from the specific Scheme iz expended in proper manner for the same.

AT IR 9-¢HA
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APPENDIX - IV
{See Rule 80)
(A) FORM FOR DETAILED INSPECTION OF PANCHAYAT
(1)(a) Name of Inspecting Officer:

{(b) Designation of Inspecting Officer—
{c) Place and Date of Inspection—
{2)When and who did the previous mspection:—
(3) Total number of Members in Panchavat:—
{a) Population of Panchayar
{b) Reserved seats

(1) Scheduled Castes (1) Scheduled Tribes (m) Other
Backward Class (1v) %2 Reservation for Women

(c) General Catogory
(4) Expiry date of the Panchavat body,—
(3)Name of the ruling Sarpanch and date of his appointment:
(6) (a) Name of the Secretary.—
(b) Date from which he is working in the Panchavar—
{7)Monthly meeting of the Panchavat:—
(a) Whether minimum one meeting in the month is conducted or not 7
(b) If not conducted, reasons for it / if conducted, date of the mecting.
{c) Whether the proceedings of meetings are regularly written or not.
{d) Whether in each meeting Receipt and Expenditure is reviewed or not.
(B) Grram Sabha—
(a) Whether as per section 7 of the Act. first Gram Sabha 1s conducted before 31st May.
(b) Whether the Gram Sabha are conducted on the 15th August, 2nd October and 26th January or not,
{¢c) Dates of remaining two Ciram Sabha meetings.
(d) Proceedings of Gram Sabha whether kept or not,
(e) Whether the quorum for each Gram Sabha meeting is fulfilled or not
() Whether the Gramsabha of women is taken before every Gramsabha or not.

() Whether there is encroachment on the public places of Panchayat 7 What action is taken by the Panchayvat

to remove this ?

{10) Whether as per section 34 of the Act, serial number for each house in the jurisdiction of the Panchayar
15 given or not
(11){1) Which taxes are levied by the village Panchayvar.
(2) Recovery status i e Property tax. Sanitation tax. Lighting tax and Water Rates.

Details Property  Water Rates  Lighting  Sanitation  Others Total
tax lax tax

{a) Unrecovered amount
of the previous vear.

{b) Demand for current vear

{c) Total

(d) Recovery made

{¢) Remaining balance

{f} Recovery percentage
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{3) Total number of tax payers :—
fa) for Panchavar Tax -
(k) for Profession Tax -

(4) (a) The balance of recovery of panchayar for various taxes whether determined in April or not ?
if not, reasons for it.

(b) Demand Bills are issued on how many tax pavers.
(5) Whether the member of the panchavar or members of his family are defaulters of tax” and if so, what
steps are taken”
(12)(1) Whether as per the section 162 of the Act the Kondwada 1s established or not? if not, reasons for it
(2) Whether the Kondwada register 15 maintaimed or not” and whether it is complete with latest entries.
(3) Whether the security deposits for Komdwada are accepted or not 7
(4) If accepted, whether entries are upto date or not ? if not reason for it.
(13) Budget in Form - 1 —
(a) Whether the budget of the current vear 1s approved or not?
(b) Date and Resolution No, of the approval of budget by the panchayvar.

(c) Whether the 13% provision in the budget for the SC, 5T, V], NT and Other Backward Classes and 10%
provision for Women and Child Welfare 1s made or not”

{d) Whether the expenditure is done accordmgly or not ?
(e) Whether the Panchavar has prepared Supplementary Budeet or Revised Budeet or not?
(f) Whether proper provisions are made for required funds

(14)(a) When the annual report is sent 7 if not sent in time reasons for it,
(b) Whether annual accounts in Form 3 and 4 is submutted 7 date of submission,

(13) General Cash Book (Form-3)
(a) Entries in it whether kept upto date or not,
{b) Whether there are signatures of Secretary and Sarpanch on daily transactions,

{¢) Whether there 18 more than preseribed amount in the hands of Secretary? if exists, datewise details of
balances.

(d) Whether the Sarpanch has inspected the actual amount with the Secretary atleast once in two weeks 7
(e} The details of balance with the pawnckavar should be piven on the date of inspection

{Inspecting Officer shall certify n the Cash Book that he has inspected Cash Balance and signed with date).
as follows |

(1) DCC/National Bank (1) Post (in) With Secrctary (iv) National Small Saving.
(f) Whether there 1s irregulanity in the financial transaction of Panchayar 7
{g) Whether the expenditure on general administration is limited upto 23%.
(h) (1) Whether the amounts of cash recovery are deposited regularly in the account of Village Panchayvat Bank
{(i1) Whether the amounts of cash recovery are used directly for expenditure?
(16) Classfied Register (Form=6)—
(a) Whether written completely or not 7
{b) Whether all amounts sanctioned in the budget are registered 7
(¢) Whether on any item more expenditure than the budgeted amount 15 incurred 7 and 1f incurred, what
action is made,
(17) Tax Levy Register (Form -8) -—
{a) Whether tax levy register 15 maintained or not 7

(b) Whether for cach vear sanction to levy tax i1s obtained and resolution number 1s noted on the last page
of the Register or not 7
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{c) Whether reassessments of taxes after every four vears are made or not ? if not. reasons for it.

{d) When the last reasscssment was done 7

(18) Demand Register (Form-9)—
(1) Whether written completely or not? whether the recovery balances are correctly entered or not,
(i1} Whether grand total in the demand register tallies with final total in the levv register or not.
(19) Register of Miscellancous Demands (Form-11):—
Whether completed or not 7
(200 Voucher/Bill (Form-12)—
(1) Whether the amounts are drawn after preparing the Bills in Form No, 15,
{u1) Whether the purchased stocks as per the Bills arc entercd m the concerned Stock Register or not 7
(1) Whether the Ponchavar has called for tenders while making purchases of large amounts 7
(21) Staff List and Pay Scale Register of Employees (Form -13)—
{a) Whether each pay scale is decided after considering the financial condition of Panchavat or not ?
(b) Whether the service book of each emplovee 1s maintained or not 7
(22) Stamp Account Register (Form-14)—
(1) Whether the Registers are kept upto date . {n) Whether the balance of stamps is correct.
(23) Stock Account Register (Form -15)—
(a) Whether all the tems are noted or not ?
{b) The details of balance account of Receipt books and Cheque books shall be given after actual inspection,

Balance of blank Receipt Books Balance of Cheque Books
From Mo, O

(1) Property Tax

(2) General

{(3) Kondwada

(4) Bazar

(3) Profession Tax

{0) Other Misccllancous
(24) Dead Stock Register (Form-16) —

(1) Whether all tems are noted or not ?

(ii) Whether Sarpanch has given a certificate at the end of vear after verifving all the items or not.
(25) Secunity Deposit, Advance and Deposit Register (Form-17) —

{(a) Whether advances are given and whether all entries of it are upto date.

(b) Whether pending advances are recouped. 1f not, reasons for it

{e) Whether entries of refund of deposits and securities are upto date by making entrics at the proper

places

(d)} Deposits over three vears whether lapsed 7

(26) Petty Cash Book (Form -18)—
(a) Whether Petty Cash Book is kept and notings in it are upto date.
{b) Whether cash balance after actual mspection 15 eorrect or not,

{27y Muster Roll (Form-19) —

(1) Account of Muster Roll whether kept in Form No.15 7 Whether every Muster Roll is serially numbered
and dulv certified with the seal of the Panchavat 7

(2) Whether the Muster Roll is used or not 7

{3) Whether the Muster Roll is properly filled or not ?

{(4) In Part IV whether the measurement of work are noted or not 7
9T IR F-R
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(2%) Estimate of work and Measurement Book Remister (Form- 20):—
(1) Whether plan and estimate of each work are there or not 7

{2) Whether administrative and financial sanctions of Panchavat are obtamed by making resolution or
not 7

{3) Whether techmical sanction of Competent Authority is obtained for cach work 7
{4) Whether agreement and authorisation papers. ete. in relation to work are valid and properly done or
not 7
{5) Whether paving any amount for work. measurements noted in the Measurement Book are verified and
pavment is made in accordance to that or not 7
(29) Register of Pav Bill (Form -21)—
(1) All entries m the said form whether taken correctly or not 7
{2) Whether necessary certificate of Sarpanch is on the Bill or not !
{30) Remster of Immovable Property (Form-22)—
(1) Whether the Register is maintained and notings made in it are upto date 7
{2) What are the propertics of Panchavar 7
{3) Whether there 1s proper place for cremation 7 1f not. what steps are taken to make 1t available.
(31) Road Remister (Form-23) —
Whether the Register 15 maintained and notings made i it are upto date 7
(32) Land Register (Form-24) —
Whether the Register is maintained and notings made i it are upto date
(33) Investment Register (Form-23)—
(1) Whether the Register is maintained and investment notings made in it are upto date ?
{2) Whether mterest amounts on mvestments are obtained and remitted in the Panchavat Fund or not ?
{3) Matured amounts of investments whether obtained in time and remitted in the Fund or not ?
(34) Whether the Birth. Death. Marnage Registers are kept or not 7
{a) Whether the notings made in it are upto date.
(35) District Village Development Fund ;—

(1 Whether every vear regularly contributions are made towards DVDF @ 5% of receipts of
Panchavar based on the previous vear amounts ?

(2} Whether loan is availled from DVDF and what is the amount of it ?

(3} Whether every vear repavment of loan alongwith the interest 1s made or not 7 if not, what are
the reasons.

(36) Village Emplovment Fund -—
(a) Whether the fund is raised in or not ? What is the amount in it ?
{b) Whether utihsation of the fund s made as per the rules ?

(37) General Provident Fund of Emplovees —

{a) Whether emplovee’s contributions and emplover’s contributions are regularly made as per the rules and

the amounts are credited in the proper account or not.
(38) Audit :—

(a) Upto which vear the audit of the Panchayar is completed 7

(b) How many audit objections are pending and thev are of which vears 7 What are the amounts involved
init 7

{c) Whether compliance of objections are made within three months of receipt of the audit report 7 if
not. what are the reasons 7
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(d) Status of Misappropriated amount at present 7

Year Name of Emplovee / Misappropriated Whether Present status
Office bearers amiouint recovercd and
what 15 pending

(39) Whether all subject files in the office are kept subject wise and upto date (Budget, Annual Account and
Report. Monthly and Annual Returns, Audit Report, Inspection Reports, etc)).
(40) Drinking Water Supply.—
(a) What is the management of the drinking water supply in the jurisdiction of the Panchavar ?
(1) Tap water supply scheme, Individual/Regional.
(2) Hand Pump/Electric Pump
{3) Well
{b) Whether water supply is sufficient throughout the vear " if not. in how many months there 1s shortage
of water ?
{c) What are the number of private connections
{d) Whether last vear during the shortage of water supply was made through tankers 7
{e) Whether contribution for hand pump and electric pump is made ?

{f) Whether 80%, of amount of water rates recovered from Regional Tap Water Supply Scheme 15 eredited
in Repair and Mamtainance Fund of Zilla Parishad "

{g) Whether 20% of amount of water rates recovered from other Tap Water Supply Scheme 15 credited in
Repair and Maintanance Fund of Zilla Parishad 7

(h) Whether because of repairs. water supply could not be made ? if ves, for how manyv days " And what
are the reasons of delay in repairs 7

{41} Implementation of Central Sponsored Scheme

S Name No.  Funds  Works  Expon- Status Amount  Works Expen- Status

of the received under  diture of work  received on diture  complete/
Scheme in last taken  made on  complete/  in the hand made in incomplete
year scheme incomplete current the
work year current
year
(1) (2) (3) (4) (3) {6} (7) (8) (9) (10}

(B) General Inspection form of Village Panchavat
(1) Name of Village Panchayat .......c.cociienveimseees TAIOKE Loinniiiiinisinnin DISEICE civiiiiivnnstinsann
{2) (a) Date of general inspection'— (b) Place of general inspection :—
{3) Name and Designation of Inspecting Officer—
(4) Name of the Seeretary and from which date he 15 working in the Panchavat?

(5) Whether the monthly meetings are conducted regularly as per the rules 7 Whether nmunutes of the meeting
and resolution register etc., are kept upto date ?

{6) Whether Gram Sabhas are conducted as per the rules 7 Whether minutes of the mectings and Registers
concerning are kept upto date or not 7

AT IR 9-3%A
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(7} Detanls from Cash Book —

Sr, Name of the Register Balance as Bank Balance m Balance in
No. on date of  Balance Post Hand
inspection

(1) (2) (2) (4) (3) (6)

1 General Cash Book

2 Water Supply Fund

3 Village Emplovment Scheme Fund

4 Indira Awaas Yojana

5 Development of Dalit Vasn

f Other

(%) (a) Tax Levy Remister (Form 8) :—
Tax demand register book (Form 9) —
Receipt of tax (Form 10y —
Whether all are upto date ?
(b) When last rcassessment was made 7
{c) If four vears are completed whether steps for new reasscssment are going on or not?

(%) On the date of inspection progress m fax recovery is as below —
{1} Previous ducs
(2) Current vear demand
{3) Total demand
(4) Total recovery
{3) Balance recovery
{6) Percentage
(7) Remarks
(10 Expenditure details of 15% reserved fund for Backward Class are as below —
(1) Total income of village Panchavat
(2) 15% amount
{3) Previous backlog
{4) Total expenditure to be mcurred
{(5) Expenditure incurred upto the date of inspection
{6) Balance expenditure
(7) Sugpgestions,
(11) Irregulanties noticeable in financial transactions,
{a) Whether proper provision is made in the Budget before making anv purchased 7
(b) Whether Panchavar has approved the purchase. Its resolution number and date
{c) Whether quotations were called as per the rules for making the purchases 7
{d) Whether stock received of purchases made is entered in the Register in Forms 15 and 16
(12} Details of works - Own fund / Government [ Zilla Parishad

Sr No. Name of the scheme Tyvpe of work Estimated amount Grants received Expenditure
madeg

() @ @) @) ©) ©)
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Date of Date of Status of Whether Remarks
commencement completion work in progress completion
of work of work certificate
received or not
(7 (%) (%) (10) (11)

(13) Progress made by Panchavat in other schemes

Sr. No.  Name of the Scheme Target given Target achieved Remarks
upto the date of
inspection
(1) (2) (3) (4) (5)
l Integrated Rural Development Programme
2 Biogas
3 Smokeless Chulla
4 Family Welfare
5 Small Saving

(14)  Works undertaken under Sampoorna Rozgar Scheme and progress made,
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APPENDIX-V
fSee Rule 12)
Form of Security Bond

1. Enow all men by these presents that I A B .. occociimimiimiimsionmmmiriesi i siion b s prssinnsiassan s pivians s of
; . am held and firmly bound unto the Sarpanch of Village Panchayvat (hereinafter referred to as ™ the
%.rpa.l}ch ‘.i i the sum of rupees (in words) ..o, (Bs: in Bigure .onaniimnniniiinmainig !

to be paird to the Government for which pavment. well and truly to be made 1 bind myself, my heirs, executors,
administrators and legal representatives by these presents.

2. Whereas the above bounden A, B, ... RTRNPERURMPRERNPRS. - .7 - .1 | SO day
OF & osanissinsssamsn | RO appointed to and now hulds thn.. ufﬁoc -Jf .................................................... m the
office of - uzaaains A T G TP (Name of post should be written) :

And Whereas the said A. B. . by virtue of such office is bound to collect

ihere deseribe the nature of the caﬁhncr g qmrc—kwpu qf’iuh Laepcr qf'-;ubﬂrdmatu 5 duties) and to keep and render
trug and faithful accounts of s dealings with all property and money which may come mto his hands or
possession or under his control, such accounts to be kept in the form and manner that may, from tme to time,
be prescribed by dulv constituted authority and also to prepare and submit such returns. accounts and other
documents as may, from time to time, be required of him.

3 And Whereas the sad A. B, has, in pursuance of rule 12 of the Maharashtra Village Panchavats
Account Code delivered to and deposited with ..o, a fidelity bond issued By oo
company for the abovementioned sum of §. ............................ (Rupees........... o)
as security for the due and faithful performance by said A B of ﬂle duties of his said nff' ice zmd ﬂf any mhcr
office requinng secunty to which he may be appointed at any time and of other duties which may be required
of him while holding any such office as aforesaid and for the purpose of securing and indemnifving the Sarpanch
agamst all loss. damage. costs, injury or ¢xpenses which the Sarpanch may, in anv way, suffer. sustain or pay
bv reason of the misconduct, neglect, oversight or any other act or onussion of the saild A B, ... or
of any person or persons acting under him or of any other person or for whom he may be responsible.

4. And Whereas the smd A B. ... has entered nto the above bond in the penal
som of Rs. Lo [Rupucs... ..) conditioned for the due performance by him the
said A, B : .. . of the duties of the said office aforesaid and of other duties
app-cﬂammg th.m or nhtch may Iawtu]h br: rﬁqmmd for him and to indemnify the Sarpanch, aganst loss from
or by reason of the acts or defaults of the said A B. and of all and every the person and persons aforesaid,

3. Now. the condition of the abowve - written bond 15 such that if thesad A B, ... e R e
has whilst he has held the said effice of .. ... i i as ﬂfc:rcsald
alwavs duly performed and fulfilled the duties of his smd office and if he shall, while he shall hold the said office
or any other office requiring security to which he may be appointed, or in which he may act, alwavs duly perform
and fulfil all and every dutics thereof respectively and other duties which may, from time to time, be, required
of him while hnlding any such office as aforesaid and shall duly pay mto the Parnchavar treasury at ...

: . all such money and securities for money as are payable or deliverable to the
Sarp:mch shall come into hIS possession or control by reason of the said office and shall duly account for and
deliver up all monevs, papers and other property which shall come into his possession or control by reason of

the said office and IFthe SAId AL B o oot e e his heirs. executors.
or administrators or his legal representatives shall pay or cause to be paid unto the Sarpanch the amount of any
loss or defalcation in the accounts of the said A B. T within 24 hours
after the amount and of such loss or defalcation slm]i havc hccn di:mand:ad I"rom th:. $atd 4 B ..... ST

P, | P Ve ey B A T such demand to be in writing and left at the office or last knmm
plafcc uFrﬁde:nee :sfﬂn, saidA B, . ... and shall also at all indemnify

and save and keep harmless the Gmemmmt me aII and every lnss in_lun u:iamagr.' actions, suits. proceedings.
costs, charges and expenses, which have been or shall or may at any time or time hercafter during the service
or emplovment of the smd A. B. . RER, cicceiieeee. I such office as aforesard or any
such other offices aforesaid hﬁ qustatm.d mcurn,d suﬁ'm,d hmught sued or commenced or paid by the
Sarpanch by reason of any act. embezzelmeat, defalcation. mismanagement, neglect, faillure, misconduct. default,
digobedience, omission or insolvency of the said A, B. o or of any person
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or persons acting under him for whom he may be responsible then the above written bond shall be void and of
no effect, otherwise the same shall be and remain i full foree,

6. Provided alwavs and it is hereby declared and agreed by and between the parties hereto that the said
fidelity bond MNo so delivered and deposited as aforesaid shall be and remain at the disposal of the said
officer (for the time being or the Government) as and for part and additional security over and above the above
written bond to the Sarpanch for the indemnity and other purposes as aforesaid, with full power to the Sarpanch
or the servants of the duly authorised in that behalf to obtain and receive pavment of the sum or sums of money
recoverable or to be received upon or by virtue of the said fidelity bond or a sufficient portion thereof and all
benefits and advantages thercof and to apply the same in and towards the idemnity as aforesaid of the Sarpanch
as the case may require,

7. Provided always that the cancellation or lapse at any time of the said fidelity bond shall not be deemed
to affect or prejudice the right of the Government to take proceedings upon or under his said bond shall be
discovered after the cancellation or lapse of the said fidelity bond but the responsibility of the smd AL B, ...
............................................ shall at all time continue and the Sarpanch shall be fully indemnified agamst all such
loss or damage as aforesand at any time ¢

Provided further that nothing herein contained not in the fidelity bond so deposited shall be deemed to limit

the liability of the said A. B. ... I B A AN R G AP LA YRR in respect of matters aforesaid to the forferture
of the said sumof Rs. ... _or any part or parts thereof and that shall the said sum be msufficient
to indemnify the Sarpanch in full ﬂ;:»r any ln}ss or damage sustained by them in respect of matters aforesaid or
anv of them the said A B. . = reieiniiieieciesieeisieiieen.o... shall pay to the Sarpanch on demand
such further sum as shall h ::'Iucmed hm . 1o be necessary, in addition to the
said fidelity bond of Rs. ... m cover sur.:h loss or danmge as nﬁ:m:s‘ud and that the Sarpanch shall

be entitled to recover such further sUIm pa}abic as aforesaid in any manner open to them.

Signed and Delivered by (This day of )
the abovenamed A B,

in the presence of—

1.

a
Signature



R TERTE A AU, W IR-9, TEAR § JIEaR, AHGR IR-HaRT ¥, 084 /HTE-]-%%, I 2]3I&

FORM - 1
[See Rules 18(1) 19 & 20(11)]
BUDGET
Village Panchavat ........... c.ocovieniivinieas Panchavat Samiti............c.oooeeennen | BT o7 AT
Budget for the vear......................... as approved by Panchayat

Resolution Mo Date:sourmnanasamassg
Instruction for preparation of Animal Budget

(1) On or before the 31st day of the financial vear the Panchavat shall the Annual Budeet of the next vear
to the Panchavat Samiti.

{2) Receipt amounts m the budget estimate shall be based on the rules of tax duties and fees.
(3) Estimated revenue shall be based on concerned information,
(4) Only the actual amount expected to be receive from Ist April to the end of March shall be submitted.

{3) While calculating the estimated expenditure, the average general expenditure in the last three years shall
be considered.

(6) Salarv - includes salarv of all emplovees, allowances, allowance of leave travelling. Increment in the vear
shall be ncluded,

{(7) Travelling allowance - includes all the wvehicle allowance and travelling allowance of the staff and
members of Panchavat for makimg the travelling for the work of Panchavat.

{8) Office expenditure - further. postage. machinery for office and purchase of equipments. its maintainance.
hot climate, cold climate. telephone expenditure, clectricity expenditure. office stationery, printing of forms,
maintainace of vehicles under use of Panchayat (except Ambulance. waste Vehicle and transport velucle, Fire
brigade), expenditure on meetings of Committees of Panchayat, expenditure on most essential equipments and
other contingency expenditure.

(¥} Expenditure on Establishment - it shall be limited to the 23% income of village Panchavat

(10) District Village Development Fund - Provision of 3% income of village Panchayat shall be made for
contribution of DVDFE

{(11) Provision for expenditure of 15% mcome of willage Panchavat be made for expenditure on Backward
Class people.

(12) As per sections 131 and 132, 33% of the amount received under land revenue shall be deposited as
Panchavat contribution in the Village Employment Fund

Estumated Estimated Actual Actual
receipt of the amount amount amount
Head of Receipt Panchayat sanctioned received n received in
in the for the the last preceeding
year vear vear of last vear
(1) (2) (3) (4) (5)

Receipt in Panchavat Fund

(I} (A) Tax Income—
(1) Property tax. tax oh lands and buildings
{2) Lighting tax
(3) Samtation Tax
{4) Tax on shop keeping and hotel-keeping
{5) Pilgrim tax
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(1) {2 (3) (4) (5)

(6} Tax on fairs, festivals and other
cntertainment,

{7) Tax on bicvcles and on other vehicles
(8) Toll Tax
{9} Goods tax
(10} Forest Development Tax
(11} Service Tax
{12) Tax on trade or calling {Other than
agriculture)
(13) Toll on profession or calling of brokers
in cattle markets,
(14) Others
Total I (A) Tax
[ (B) Non-tax Income
(1) Fee on markets and weckly hazars
{2) Fees on tonga stands
{3} Fees on car-stands
{4} Water Rate
(3) Sanitarv Cess
{7) Fees for grazing of cattle.
{8) Interest on DVDF
(%) Land rent
(10) Interest Receipt
{11) Rent of places
(12) Receipt from Kondwada
(13} Donations
(14) Other Receipts
Total 1 (B) Non-tax Income
Total I (A) + 1 (B).
I (C) Compensation Grant
(1) Stamp Dutv
(2) Cess
{3) Land Revenue
{4) Land Equilisation
{5} Minor Minerals
(6) Pavment of Electricity Bill of Street
Lighting.
{(7) Pavment of 30 %6 Bill for Water Supplv.
(%) Assistance to the Panchavat of Backward
and Tribal areas,
(9) Compensation for Pilgrim Tax
{10) Compensation for Oectroi
(11) Other
Total 1(C)
Total L{A) + I(B) + I{C)
AT IR 9d-Ro
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(1)

(2)

(3)

(4)

(3)

(11-A) Grant-in-aid from State Government

(1} Sanitation
{(2) Dalit Vasti Sudhar
{3) Water Supply / TCL.

{4) Construction

(5}
(6)

(7}
(%)

(11-B) Grants received from DRDAs for

(11} Grant-in-aid from Central Government

(o
(2)
(3)

(1v)
(1)
(2)
(3)
(4)

(V)
(1)
(2)
(3)
(4)

(V)
(1)
(2)
(3)
(4)

(Receipt)

Education and School Building
Honoranum, Mmimum wages and
meeting Allowance,

Health

Other

Total (11-A)

MLAs or M.Ps, Hilly area
Development programme

Total 11 (B)
Total II{AMIIB)

Swarnajavantt Gram Swarojagar Yojand
Jowathar Gram Samridhy Yojana
Other

Total (I11)

Miscellaneous Receipts
Secunity  Deposits

Deposits

Loans, instalments & pavment of Intrest
Others

Total (IV)

Opening Balance

Security  Deposits

Deposits

Loans mstalments & pavment of Intrest
Others

Total (V)

Opening Balance

Jawahar Gram Samrndhi Yojana
Village Watar Supply Scheme Account.
Village Panchavat Fund Account
Others

Total (V1)

Total (I to VI)
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Expenditure of Village Ponchavar

Head of Expenditure

{6)

Estimated
expenditure
of the
Panchavat
in the
vear
(7)

Estimated
expenditure
amount
sanctioned
for the
Current vear
(%)

Actual
expenditure
in the
last Year

(9)

Actual
expenditure
in precesding
of last year

(1)

(I} Expenditure from panchayat Fund
(1) Honorarium to Sarpancha
(2) Mecting allowance for the members.
(3) Travelling allowance for members and
sarpanch
(4) Salary for Emplovees
(5) Travelling allowance for emplovees
{6) Office expenses
(7} Repairs and Mamtenance
{#) Sanitation
(9) Water Supply -
(10) Electricity bills
(a) Water Supply
{(b) Streetlights
Total 10 {at+h)
(11) Equipment for street hghts and others.
(12) Education
{13) Health
(14) Roads and Gutfers
(15) Other construction
{16) Librares
(17) Water purification/T.C L.
(18) Garden and Play Ground

{19} Social Welfare (Tribal and Backward
Class)

{20 Contribution of DVDF,
(21) Women and Child Weltare
(22} Social and Cultural Progranmume
{23y Kondwada
(24) Purchase of equipments.
(23) Agriculture
{(26) Others
Total (1) Panchayat Fund

(1) Expenditure from grant-in-aid of State

Government.
(1) Sanitation
(2) Dalit Vasti Sudhar

qT IR §-3037
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(&) (7) (8) (9) (10)

(3) Water Supphv/T.C L.

(4) Construction

(5) Education and School Bulding

{6) Honoranum. Mmimum wages and
meeting Allowance

(7) Health

(%) Other
Total (1)

{111) Expenditure from grant-in-aid from
Ceniral Government.,

(1) Swarnajavanti Gram Swarozgar Yojana,
{2) Jawahar Gram Samrnddhi Yojerna,
(3) Other
Total (111)
(1V) Miscellaneous Expenditure
(1) Security Deposits
(2) Deposits
{3) Loans.instalments & pavment of Interest
{4) Others
Total (1V)
{V) Closing Balance of Miscellaneous,
(1) Secunty Deposits
(2) Deposits
(3) Loans.nstalments & pavment of Interest
(4) Others
Total (V)
(V1) Closing Balance.
(1) dewahar Gram Samruddi Yojana
(2) Village Water Supply Scheme Account,
(3) Village Panchavat Fund Account
{4) Other
Total (V1)
Total (1 to V1)
* Note — If the emplovee 1s appointed as regular emplovee. the expenditure on his pay and allowanees shall
be shown under salary to emplovecs. If not, the expenditure of payv and allowances shall be shown under
respective heads.
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FORM-2
(See Rule 21)
Statement of Re-appropriations and Allotments approved by the village panchavat . . . . . . . . . . . .

of during the month of . . . .. ... ... . 0 ... 0. 19 | under its Resolution No . ... ... ... .
______ datedthe ... .. ... ... ... . ... ...
_ _________________F;uln__
Maimn Head of Receipt Sanctioned Budget Revised Estimate Excess (=) or Less (-)
(1 (2) (3) (4)
Rs. B Rs. P
To
Mam Head of Sanctioned Amount | Revised Estimate of Excess or Less Remarks
Expenditure Expenditure
(5) (&) (7) (&) (9)
No. of 20
MEMO
Bated o s i 20,

The undersigned has the honour 1o forward “Statement of Re-appropriations and Allotments™ for the month
OF et eenenn DAL

Sarpanch,
Village Panchavat of .

To
The Chairman, .........oocieenn
Panchavat Samiti................. Block.
Distret ..,



¢

Heceipt and Expenditure for the vear | .
Willage Panchavat

Details of Receipts

{One) Receipt in Panchavat Fund

I (A) Tax Income

(1

Property tix, tax on lands and

butldings.

53]
FE )
4)

(5}
(0}

(7}
15}
93
{10y
(L1
{12}

Lighting Tax

Samtahon Tax

Tax on shop keeping and hotet
kesping

Pilgrim Tax.

Tax on fairs, festivals and other
enlerlainment

Tax on bieveles and on other vehicles
Toll Tax.

Goods Tax

Forest Development Tax

Service Tax

Tax on frade or calling {(Cvher than

agncalture)

(13)

{143

Toll o profession. or callimg of
brokers in cattle markets.

Others
Total 1 (A Tax

I {B) Non-tax Income

(1}
(2}
(3}
(<}
{5
{0}
{7}
]
(9
{1th
(11}
{12)
(13

Fee on markets and weekly fozars
Pees on tonga stands

Fees on car-stands

Waler Hale

Sanilary Cuess

Fees for grozing of catle.
Iiterest on DWIDE

Land rent

Inferest Recept

Rent of places

Recerpt from Kendwada
Donations

Other Receipls

Towal 1 (B Non=tax Income
Total I {Ay+ 1 {B)

I {C) Compensation Grant

1)
12}
(3
4
(5)
6}

Stamp Duty
Cess

Land Hevenue
Land Equilisation
Minor Minerals

Payment of Electneiny Bl of Street

Laghting.

{7

Pavment of 50 % Hill for Water Suppy.

Panchavat Samih |

FORM -3

Details of

. Ihnstriet

Expenditure

{I}) Expenditure from

(1
23
(3
{d)
(3]
{6
(71
{8
(&)
(HH
)
(b
{11y
(12)
(132
]
(15}
(1)
(1T
(181
(1
(20
(211
(21
(23¢
(241
i23)

(26)

Panchayat Fund

Honoranum o Sargpanciie

Meeting allowance tor the members,
Travelling allowance for members and
Salary for Emplovees

Traveling allowance for emplovees
Office expenses

Repars and Bamtenance

Sanitation

Water Supply

Eleciricity Hills

Water Supply

Street lights Total (aib)

Egumpment for street hghts and others.
Edueation

Health

Roads and Claesers

Cithaer comstraetion

Libraries

Water pudalication T.C L.

Grarden and Play Ground

AERTE IMEA WU, W IR-7, TR § JUar, AHaRT R-FaRT ¥, R0%4/ATd-’-24, TF R3§

Amount

Sarpanch

Social Welfare (Tnbal and Backward Classi

Contnbution of DVIE
Women and Child Wellane
Social and Cultural Programme
Kenrewords
Purchiase of equipments.
Agriculture
Others

Total (1)

() Expenditure from geant-in-aid

(T
(8)

of State Government.
Sanitation

Palit Vastt Sudlar
Water Supply or T.C.L.
Construction

Fducation and School Building

Hemormum, binimum. wages and meeting

Adlowanee
Health
Oither

Total (I} Grant-in-aid



(8)
{9y
(10}
(1)

{I1-A)
(1)
{2}
{3}
(4}
{5}
L
{7}
(8]

HERTE JTHA IO, W OR-9, TEER § JUar, THEaRt R-Harl ¥, 0% /AME-3-24, I ¢’3%

Assistance to the Panchayst of Backweard and Tnbal areas,

Compensation for Pilegnm Tax

Compensation for Octrol

Other

Total KC)

Total A) + KB) + IC)

Grant-in-aid from State Government {Receipt)
Sanitation

Dialit Fastt Sudhar

Water Supphy/ T.C L,

Construction

Education and School Building

Honorarium, Minimum wages and Meeting Allowanee
Heealth

Cither

Total (11-A)

(II-B) Grants received from DRI

As for MLAs or M.Fs, Hilly area
Development programme

Total TIE)

Total H{A) + (B)

(D) Grant-in=aid from Central Government.

i
S
3)

Swarnajavanti Gram Swarojagar Yojana
Serwarhear Giram Sanedafhl Yojoama

Other

Total (1IT)

(IV) Miscellaneous Receipts

{1}
{2}
3}
)

Securly Deposits
Iheposits
Loans. mstalments & pavment ol Interest

Others
Total {1V}

(V) Opening Balanee

(1)
(2}
(3}
4y

Securtty Deposiis
DPeposits
Loans instalments & payment of Interest

Others
Total (¥}

(VI} Opening Balance

fa g
{2}
3}
{4}

Jdawaliar Ciram Samrudfi Yofona
Willage Water Soupply Scheme Actount,
Willage Panchaval Fund Accoun
Others

Total (VT
Total (I to V1)

(M Expenditure from Grant-in-aid
from Central Government,

(1} Swarngiovanti Gram Swarozeer Yojfoana,
(20 dowahar Gream Seweudid Yojoana
(3 Other
Total (11T}
i1V) Miscellaneous Expenditure
(1) Secunty Deposits
(2 Deposiis
(3 Loans instalments & pavment of Interest
4y (hers
Total (TV)
(V) Closing Balance of Miscellaneous,
(1 Secunty Deposils
(23 Deposis
i3y Leans, instalments & pavment of lnterest

{4y Others
Total (V)

{VI) Closing Bulance
(1 Jowahar Ciram Sanvuddhi Yojona
(2} Village Water Supply Scheme Account,
i3y Village Panchaval Fund Aceount

{4y (her
Total {¥I)

Tuotal {1 to V)

R
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FORM - 4
[See Kude 26(11)
ASSETS AND LIABILITIES OF PANCHAYAT
Village Panchayat | . Panchayvat Samiti. . District
sr Liabilities Amount Sr Assets Amount
o, Mo,
I Ducs pavable by Village Panchavat Dues receivable to Village Panchavat
Pending bills Pending bills
{a) Salary I Tax
ib) Establishment other than salary 2 Mon Tax
ic) Equipments 3 From Government
id) Construction {a) Compensation grant
() Others ib) Grant-in-ad
Toral (1) {a) 1o (¢} Total{3)a) + (b)
2 Installment of loan and loan interest 4 Other Receipls
3 Other dues 5 Balance recovery of advance
4 Balance of refund of deposit 6 Immovable property of Panchayat
5 Backlog of Social Welfare 7 Road Property
& Backlog of Women and Child Welfare 8 Land Property
7 (nher Backlog Y Property of water supply scheme {(shall be
Total 1 to 7 attached with detaled)
Total 1 to 9
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FORM-3
[See 19(7), 22(2), (3), (4). (7). (8) and (11), 23.24(b), 25(2) and 33(3)]
General Cash Book, vear 20

The Willage Panchavat of

Cr.

Month and Senal Mo Particulars of reeeipl Head of Amiount Dasly [ate of
Drate of Account festal witl payirent amd
Receipt opening Receipt Mo

balanee
Fram whian O wliat
received account
(1) (2) (3) (4) (5) {6) (7) (%)
[Rs. P| |Rs. P]
Cheque Woucher Porculers of Payviment Head of Amount Daily
Na Ma Aveount tostal with "
clnuing Signature
halance
T whiom On what
Pl Hea
i) (10 (1) {12) (13} (14) (13 i1n)

[Rs. P [Rs. P]

Note—(15 A1 the daily closing the cash badance should be weite m fgure amd i wosds. The Sarparch should varify ot with has sagnature aid dats.
{2) The dunfication of openng wnd closing balanos shoald be given ¢, g Posd | Bank, Fined  Poposif. other isvestment (according 1o
svestiment register).

(3 I Form 5, ot the end of the momth, the finonend frmsacters shall be poted and m complled  mlfomation 35 recorsd m Form-29 A,

9T IR 9-%

&R
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FORM-5-A
{See Rules 21,22(2)(4).(5).46) and (7). 25(1),32(5),33(2), (3) and (4) (), 36 (2). 38(1) and 66(1)]
Daily Cash book

Village Panchavat . . . .

fdonth and Regept Mo From whean Infermation Cash Chigue Dale Dt of
[kate off received about thi (Hah {Rsl deposit of encashment
Hecep Recepl chegue in ol chegue
Amount Bmmk or
date deposit
of cash
(1} {2 (3 (4} (31 (i) (T ")

Total Receipt
Central Cash Book Receipt

Balance
Total Cash Rs. | } in words Rs.
the entries of amount taken m Page Noo ... of General Cash Book

Noe—(1) All the entrics would be verfied and signed by the Sarpemch, The cash roccived per day would
be written in figurcs and words, and fully signed by the Sarpanch,
{2) The amount when received through cheques. then the date on which such cheques deposited in
the bank should be noted in Column 8. and the amount should be noted in the receipt side of the bank column
m the General Cash book.
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FORM - 6
[See Rules 19(7), 25(1), (2) and (3), 32(5) and (6), 33(2),
(3) and (4) (035, 36(2), 38(1), 43(4) (3}, 63, 65(4) and (2}]

Classified Register for the month of 20

The Village Panchavat of .

Head of Budpget
Axcount irani
(a4
budget)’
fem
[tz
| 2 3 4 5 f T 5 G 161 I 12 13| 14 15 [ 16
Thates
17 | 18 | 19 20 | 21 [ 22 |23 | 24| 25 |26 |27 |28 | 29 |30 |31 | Towd for Todal up Prosre-
the 1o the HEIVE
manth end of the Todal
Previous
Manth

AT IR 9-8A

&3



8Y TERTE A AU, W IR-9, TEAR § JIEaR, AHGR IR-HaRT ¥, 084 /HTE-]-%%, I 2]3I&

FORM - 7
[See Rules L1(9), 22(2), 33(5), 342), 34(dpa) and (4}, 36.37(2) and 38(2)]
General Receipt

The Village Panchayar of. . . ... .. ... ... e e e e

Book No. . .o ivi e im i imsssnmsas s oo, Rpcgipt Mo
L ST e Ty o VI NP ST TR 1 11| (4 | |1, - o], [N
S S . ) on account of
Sarpanch,
Sodrelaly: oo nsraian @ |

Note—{1) This receipt should be in carbon duplicate.
(2) The Book Nos. and Receipt Nos, should be printed or stamped when the forms are issued

{3} This receipt should be given by the Sarpanch or the Secretary of the Panchayvar for the sums
received by the Sarpanch or the Secretary, as the case may be, on behalf of the Pavnchaua. |
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2)

63
FORM - 8
[See rule 32(1))

Tax Lavy Register for the year 20 - 20
The Village Panchavar of ..o,
Sr. Mame of Property Mo, Description of  Namge of Mame of Arca square foct
No stroct property oWner Oeeupier
(1) (2} {3) {4) (3) i6) (7}

Amount of Taxes assessed

Result of appeals and subsequent alterations

Remarks including
references to orders
m case subsequent
mncreases and
decreases.

Tax Tax Tax Tax

%) ™ (1 (1)

Total Tax Tax Tax Tax Tial

(12) (13y (14  (15) (16) (1m

[ Nere,

Remarks and
corrections should
be attested by the
Sarpanch.)

(18)
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FORM -4
See Rules 22(10), 32(4). (5). (6) and (7)]
Demand Register of assessed taxes for the year 20 - 20
THE VRS PEHERIIEEDT ... i tversisimissnstasstbarssethnss i sHrRe SIS MRS AR A e R bR b s
Ward:
Circle;
Property Nonse of the Mame of tha Dremund
M. Estate persans from Tax Tax Tax
whom tnx = die, Arrears Currend Toal mears Cluarent Tolal Arrears Current Total
Diemand Receipt Callections
nuimber
and date
Tax Tax Tan Tax Tax
Arrears Cuorrent Toial Amvenrs Cwrrent Tobnl  Amenrs Cwrrend Todnl  Amrenrs Coment Todal  Asrears - Cumrent Todal
Remnrks
i:|||.'|1.|.|]i||g_

rcference to

orders
aanctiomng
Remissions Binlonece TemisEIons
Tax Tax Tax Tax Trval Tax Tax Tax Tax. Totul

Note—(1) The orders regarding the remission shall be noted with remarks:
(2) The remarks and correction should be attested by the Sarpanch.
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FORM-9-A
| See Rule 32(5))
Demand Bill for taxes

The Villasme Panichayiat.....oeeosioenmeseisrsiesmssvsssrsss QB 1ovsvsmmrsnsrreiarsessesrsrrassorss

] R R A P e e e R T u et House Mo, ... the amount is
recoverable on account of following taxes.

MNames of Taxes

Amounts of recovery

Arrears Curnem Toital
(R= ) (R ) (R B)

House

Tax
Electricity Tax
Health Tax
Water Tax
Notice Fee
Warrant Fee

Date 20

Secretarny/ Initial of the
Collecting Clerk

Note.—(1) This receipt form should be in carbon duplicare.
{2) The Book MNos. should be printed, when the forms are issued.

Pavment should be made within 13 days from the receipt of this bill, otherwise a demand would be

raised upon under seetion 129 (2) of the Gram Panchayat Act.

L&Y
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FORM -10
[See Rules 11(9), 22(2), ¢10), 32(5) and 34{4)fa)]
Receipt for taxes and fees
The Villaoe Panchaval OF ... ..iin i s seminrine et i sma
Book No. ... I e R Receipt Mo SRR g
Received from ... 00 account of the following taxes ... T p—
for the vear 20- 20 for House: M- Lo s, Bl M i i i
Names of Taxes Amounts recovered
Arrears | Current | Total
(Re. ) (Rs. P) | (Rs P}
House
Tax
Electricity Tax
Health Tax

Water Tax
Motice Fee
Warrant Fee

Date:

20

Seeretary/ Imitial of the
Collecting Clerk

Note —{(1) Thas receipt form should be in carbon duplicate,

{2) The Book MNos. should be printed. when the forms are ssued.
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FORM - 11

[See Rules 37(/) and (2). 37(1)|

Register of Miscellaneous Demands for the Year 20 20
The Village Ponchayar of © | |
Serial | Name and  |Nature of | Authority Bill Nao.
MNo. | address of | Demand |for Demand Demand and date
person by
whom
demand 15
pavable Instalment Amount Total
i {(2) (3) (+) (3} {6 (7 (5}
Collections Remission Remarks
No. and Date of Amount No. and Date of Amount
Order Balance

receipt

iRs)

:"'i.-'me.—']'hu.: remarks :lnd corrections Ehl'.;IH.lI:l be attested by [h:: Sarpanch,

AT IR 9-R

&R
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FORM-12
|See Rules 22 (4), (3) and (6), 44(/) and (4)B)|
Voucher of Contingency Expenditure
|Register of Articles recenved and pavments made thercfor]
The Village Panchayat of ...,
Bill No ..o,

Mame of articles/goods of order Cuantity or Raie Unit Amount

Sanction No. of Fanchayat and date welght Rs. Ps.

1. Amount of allotment Certificate that the rates and
gquantities shown in this bill arg
correct and the articles have been
received by me.

2. Previous expenditure

3. Expenditure shown in this bill

Total of 2 plus 3.
Balance available
Signature of person receiving the anticles.
Doate
Submitted to the Pamchoyar for sancoion, 1 have examined the claim and found it correct in all respects.
Resolution No. ..., dated o,
The sum of Bs ... shown in the bill s sanctioned.
Diabs: . iiiciibiinmmsnekie
SATPANOH 5 ccetiimesssniinis:
Received pavment of Rs. ... (Rupees in Words. ..o ]

m full settlement of the clam.

Payee's signature.
Paid Before me,
Signature of the witness | ...
Voucher No, |
Entered in the Day Book on page ...

o5 o i i U o A BT
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FORM -13
[See Rules 3%(2) and 43(2))
Staff list and Pay Scale Register

Serial | Designation
Mo,

(1) (2)

Na, of
Posts

(3)

Post
Sanction

order Mo,

and date
(4}

Full tme
Part time

(5)

Sanctioned : Name of

Payv Scale | appointed
Staff
(o) { (9)

Date of

appoint-
ment

(%)

Signature
of
Sarpanch

(9

Remarks

(10}

AT IR F-kA

441
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The Village FPanchayat of

FORM - 14
[See Rule 46(1)]

Stamp Account Register for the Year 20 - 20

Date Receipls Issues
Voucher Mo Value of Stamps Letter Mumbers Value of stamps
received Receipt Number affixed
of Date
Rs. Paise Rs. Paise
Dailv Balance lnitials of Secrctary Remarks

Nete.-—The Balance of Stamps in hand should be verified and certified at least once in a month by the

Sarpanch or other responsible officer.




HERTE IMEA AU, HRT TR-&, TEaR  JIAR, AHART R-H5aRT ¥, 0% /HTE-R-R%, I 2]3%

The Willage Panchayal of

FORM - 15

[See Rules 11(/) and (2), 24(23), 33(4) (d). 47(2). 55(3) and 59(3)]
Stock Account Register for consumable articles received

Date Opening  Balance Mumber or quantity Total To whom ssued or
received for what purpose
(1) (2) (3) (4) (5)
Mumber or Balance Signature of issuing Signature of Remarks
quantity issued Officer person receiving
(6) (7) (8) (%) (10)

Nove.— The correctness of the stock in hand should be verified periodically by the Sarpanch, if necessary,

at the end of the year,

W3
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FOERM - 16
[See Rule 47(5)
Form of Register of Dead Stock or Moveable Property

The Village Panchaval oF ..o messesssssssiene:

Serial Description Authority for Mumber or Value Imitinls of the
No, of article purchase and date quantity Sarpanch (Scorctary
of purchase
Rs, Paise
(1) (2} (3) {(4) (3} &)
Final Disposal
Number or Authority or Amount realised lnitials of the Remarks
quantity and voucher and date of Balance in Sarpanch ( Sccretary
nature of disposal credit at general stock
cash book Rs.  Paise
(N (8) () (10) (11) (12)
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FORM -17
[See Rules 63.66(/) and (2)]
Register of Advances (Deposits
Village Ponchayat:

Month and date  Name of party Particulars Noucher or Amount  Monthly Total
of advance receipt Mo,
or depaosil Amount
(1) (2) (3) (4) (3) (6)

Repaymenis in Cash or Adjustments

April May June July August September
(7) (%) (9) (103} (1) (12)

Rs, Ps. Rs. Ps. Rs. Ps. Rs Ps. Rs. Ps. Rs, Ps.

Repavments in Cash or Adjustments

October November December January February March Total
repavment
(13) (14} (15) (18) (17 (18) (149)

Rs. Ps. Rs. Ps. Rs. Ps. Rs. Ps. Rs. Ps Rs. Ps. Rs. Ps.

Drate of repavment or Balance at the end of the vear Remarks
No. of voucher of adjustment
(20) 1) (22)

Note.—The remarks and the corrcetions should be attested by the Sarpanch.

Rl



U TERTEZ IEA TS, YT IR-9, TR § JUaOR, THTRE R-Bgarl ¥, 084 /ATT-3-2%, IF ¢R3E

FORM -13

J(See Rules 24(2)(a). 42(4)g) and 63)]

Petty Cash Book

The Village Ponchavat of, . ., .,

Deposit
Date  Cheque From whom Particulars Amount Advance Total Initials
Mo. received
(1) (2) (3) (4) (5) (&) (N (8)
Opening  Balance
Deposit
Total
Expenditure
Date  Voucher For whom Particulars Amount  Expenditure Total Lnitials
Mo. Pad from advance Expenditure
) (10} (1) {12} (13) {14) (15) {16}
Expenditure
Closing balance
Total
Cash Rs. . in words
Sarrpanch Secretary

Mote.—The cash book should be signed by the Sarparch at the close of cach date.

FORM -19
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The Village Panchavat of . .

[See Rule 24(2)e)3) and 35¢1))
Muster Roll of men emploved on {(nature of works)

. the month of , . . ... ., v 20

during the month of

Full Name Address

1 2

[ Ll 12 13 14

L

20 21

22 23 24 25 W6 27

28 29 30 31 Total

Balance
due

Signature  Dated initials
ar of paving
thumb officer made
impresston at the time
of pavee of pavment

Note. —If payment 15 made in other mode then Scparate Register shall be kept.

9T IR 9-33

20\
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FORM - 20
[See Rules 24{(20c)(3) and 51(2)]

(Romster of Estimates of Works)

The Village Panchavat of . . |

Fund Head
Sub-Head

ESTIMATE framed by .
that will be meurred

(Call or Authority)

Sanctioned by the

{Outer Sheet)

Mo

[Village Panchavat,

Panchayvat Samit,
Zilla Parishad. |

GENERAL DESCRIPTION

of 20

Dated

. of the probable expenses

Abstract
Quantite ltem Rate Per Amount
Decimal

RS, P}
Overseer/ Secretary
Dated 20, Sarpanch,
(Inner Sheet)
(Estimate MeasuremeHt Sheet)

Measurement

No. Length Breadth Depth Quantity Total

Decimal




HERTE TG TAUA, W 9R-9, T6aR § JUaR, A-GRT R-BaRT ¥, 084 /HATE-R-Q%, T ]3& 2R

FORM - 20 - A
[See Rule 59¢/))
Measurement Book
Actual Measurments of the work

Name of Agency doing the work. . .. . . | AR RS TAR R TA Ry . Descniption of Work
Mcasurment  Description of Details of Measurcment :

work (when Quantity  Length  Breadts  Deptt! Total

every possible Hight

Sub head of work
and Authority
of section

(1 (2) (3) (4 (3) (6) (7) (&) (9) {10y (A1) (12)

Note.—{ 1) If the work is measured n guantity then column 3 and 9 would be filled.

{2) According to the column No |12 after deducting the amount given before Board on the
measurement and the balance Net amount should be paid.

AT IR 9-3A
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