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PRETFACE

Irrigation Department with welt over hundred vears of cxistence was
known {o have very sound Administralive. Tinancial and Techaical
procedure taid down ir Departmental manuais. circulars and technical
gyides.

Some of these manuals need to be revised and updated. Some of the
old circulars which are still valid are nor readily available for
reference. It is noted that the officers who joined the Department
recently are not aware of these old circular instructions.

Therefore it has been decided to collect all refevant Departmental
circulars and make them available in 2 series of volumes covering the
following areas.

(1) Volumel Admuinistration

‘ (1) Volume II Finance and Accounts

(1} Volume III Technical

(1v) VolumelIV - Tenders and Contract Management

I hope these compendiums of circular instructions will be useful o the
officers shouldering managerial responsibilities to perform their work
more efficiently and effectively.

Eng. D.W.R. Weerakoon
Dhirector General of Irrigation
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Department Circular: 93/2003
My No:- FEA/1/6/2003,
Irmgation Department,
Colombe 7. '
2003.03.e8

Ta All Officers
Belegation of functions for Financial control

Authority for Financial control in terms of Financial Regulatios 133 1s
deiegated as per the schedule annexed hereto.

The officers to whom the Authority s delegated shall perform the duties
delegated to them and will be responsible for their acts. Thev shall
exercise due care and economy | in performing their duties and usc
discretion as provided for in the relevant FRR. It 15 also necessary to
ensure that funds provided in the Annual Estimates are not exceeded.
The Authorising officers. Approving officers, Certifving and paving
officers shall comply with the Financial Regulations 136,137,138 and
139 respectively.

This cireular supersedes department circular No 04 of 2002.

Ing D.W R Weerakoon
Director General of Iimigation

CC: {3y Audtior General For Infermation

(1)  Secrctary . Ministrv of Irrigation and - -do-

water Management :

. (m})  Secretary , Ministrv of Irrigation - -do-

(v}  Director Internal Audit and Investigation

Mimstry of Finance and Planning - ~do-
(v}  Chief Accountant , Mimstry of Irrigation

and water management - ~de-
{vi) Chiet internal Auditor . Ministrv of Irrigation

and water management - -do-
{wi} Chef Accouniant, Ministrv of irigation - -do-



Department  Circuiar No ©8/2003 My No;FEAJ 612003,
jrrigation Department,
Colombe 7.
ab - Q3 2003
Delegation of Functions for Einanclal control In terms of FR 135
irrigation Department- Year 2003
Mead progproj. Object Description of Services Priot Approval Certlficatlon Payment
Cede Authorisaticn F.RA3T F.R.138 F.R.139
F.R.1386
Parsonal Emaluments
853 8 1 1001 Salaries & Wages Approved DG Acct.(S) Acct.(P)
Scheme DIRS
SiP.Adm.
853 B 1 1002 Overtime & Holiday Pay
(a) Overtime
() Upto 20 Hrs.per month DGIIDIRSICA D.DDJIE Acct.(B) Acct.(P)
D.DOD AccYRDIFAD
(ii} Ower 20 Hrs_ per month: SHWM D.DO/ Acct.(S) Acct.(p)
Acct/AD

1E/AQ
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Head progperoj. Object Description of Services Prior Appraval Certtfication Paymeént
Code . Authorisation F.R.137 F.R.138 F.R.138
F.R138
c) Purchases upto Re.50000(Sealed D.DD D.OD Acct. (Stores. Acct.(P)
Quotations should be called) Acct.{Stores.)
d) Purchase upto Rs. 75,000/= DIRS/CA D.DD Acct.(Stores.) Acct (P)
(Sealed Quotations should be called) Acct. {Stores)
®) Purchases upto Rs 100000/= DG DIRS/CA Acct [Stores.) Acct.(P)
quotations shauld be catled. Acct. (Stores)
f) Above Rs 100 000f= SIWM/DTB OIR/SIv.D.DDVDD Acct.(Stores.) Acct.(P)
853 1202 Fuel & Lubricants DGICA DD{M&WY) M.E(HO) Acct.(P)
853 1203 Uniforms DGIICA DDfF Acct.(Stores.) Acct.(P)
Maintenance Expenditure
853 1301 Vehicles
853 1302 Plant Machinery & Equlpment Minor
repaires and maintenans
{Ref.Dept circular No 13/97)
a) upto Rs 25000/=from accredited DD/MEW DD/MEW ME(H.O) Acct.{P)
agents of the manufactures PDF) DD{F) Acct.(Stares.)
b) upte Rs 50000/=from accrag:ted DD/MBW DDMEW ME(H.O) Acet.(P)
agents of the manufactures DD(F) DO(F} Acct.(Stores.)

.3.
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Head progprei. Object Description of Services Prior Approval Certification Payment
Code Autherisation F.R.I137 F.R,138 F.R.139
F.R.136
Transfers
8353 3 ’ 1802 Pensions Relirements and Gratuties SIP Adm D{HR) Acct({S} Acct(P)
(ple]
1507 Suberiptions , Contribution and LIRS D.DD Acct(S) Acct(P)
Membarship Fees(Foreign)
Other Recurrent Expensss
1903  Holiday Warrants D(HR) DDIF Acct{S) Acct(P)
1804 Implementation of the Official langage DHR) {013 Acct(S) Acct{P}
Policy
1805 Others DGYCA DD(F) CIE(TH) (E(ITY)
DO(Tra) Acct(S) Acct{P)
DD(ITi) Acct(P)
Acct{Stores)
CIE(Tra)



n-"\

rmlu
{o1e)3 (Fe)ala! 8140
(icoy {seio)ghooy 4/QQ O/ 160 wawdinbe soya pus sinyuiny  zZoiz i 9 768
gL 1081
(eBueyhiooy (Mme)Ga g0
(dhooy Ik Iy OBANA 7190 sdousyIop Jealueyoepy ‘g
gL /ALy
{loo)ooy {loohooy 810 (NMBAY)Q ‘eweysg
{lo0)3 {loo)3| Gl 1SQ Bursnoy eusjeuney ¢
BLICELYMA LA ‘sBuipitng
(WA NY)O) jeyuewyedaq o
e He)ET (833} 100 uone|ejsu| jesuypes g
dl¥/ 8614 emnwed|en |) | je
1LY 3 FLH 3D |1 4Gy 1S3/aqusan0 Seljoe} Jo uoisugdixz) Z
! smoleBung
gly/aLIc WNodID pue
(eBuay)iooy {aBuey)iooy (eBuedhiooy 810 (WAMBAYIQ jerele0eg uonesiu|
{loohay o) ]a}"! {l00)3 15a 0} SjuRIEAGIdW *| oz + @ £58
§eInidNiig pue sbuipling
' 815958y |2)iden Jo Juewsacidw) pue
uonijiizyey aunjpuadxy jeyden
9t
BEL M BeL Y4 LEL'H'S uojjespoyny apon
juatufed Uapes| jigesn JeAc tddy lold 883)AJ8g jO ondlaseq  jwalqo Told Boid peaH

Ve
..



Head progprol. Object Description of Services Prior Approval Certification Payment
: Code - Authorisation F.R.137 F.R138 f.R.138
o F.R.138
852 2108  Machinery .
Ail Procuments including Proouments D.T.8. DO{C&P} IE(Pro} DOF
Through LC) Acct(P}
853 2601 Other Capital Expenditure DQUDTS, . DD(Hydraulics)  CIEAE(Hydraulics) Acci{P)
D{P&RM) DD{Hydro) CIENE(Hydro) {E(TH
IHAM&EWM) DD{Eng Mat) CIENE({Eng Mat}  {E(DNW)
D(RO&C) DD(EngGeo) CIEDS(Eng.Geo)
Snr RD{SS) DD(IT() CIE{M)
SnrDD(Est) . RDI{Range) ASC(LY)
SpOWTB Head{Lu) IE(Div)
o DD(Range) IE(Pro)
- -DD(CE&P) CIE(Tra)
DO{Tra)
DD{P&RM}
Recurrent Exponditure
Persopel Emoluments
853 1601 Salarles & Wages Approved el Acct(Range) Acct(Range
Scheme DIRS

. SfP.Adm.
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Head progprej, Object Dascription of Sarvices Pricr Approval Certification Payment
Cada Authorisatlon F.R.137 F.R.138 F.R.13%
F.R.138
853 8 2 1101  a). Range D DD DGIIP&RIM} D(P&RM; Acct{Range) Acct{Range)
b} CIE/EfAccts CARDE ROI Acct(Range) Acct{Range)
c) Cther Officars ROI ROl Acct{Range) AcctRange)
CIE{Range) Acct IE{Div) [E(Div)
fE(Div) IE{Civ)
Supplies
853 8 2 1201 Stationary & Office Requisities
1207 Other supplies
a) Direct purchase Upto Rs 1500 per day ROt RODI Acct(Range) Acct{Range)
to a Maximum limit of Rs 8000/= IE(Div} Acct(Range) [E{Div) E({Div)
psr month IE{Div)
t) purchase Upto Rs 2500(/= per day E(Div) RO Acct(Range) Acct{Range)
{Sealed quatation should be obtainad} DvTB Accl{Range) IE(Div} [E(Div)
[E(Div}
¢) purchase Upto Rs 500D0/= per day RO RO} Acct{Range) Acct{Range)
{Sealed quatation should be obtained) RTE Acct{Range)
d) purchase Upto Rs 100000/= per day DGl ROl Acct{Range) Acct(Range:
{Sealed quatation should be obtained) Acct{Range}
8) Above Rs 100000/= SIWM/DTB RDI Acct(Range) Acct(Range!
IE(Div) [E(Div)
853 6 2 1202 Fuet and lubricants DIAMEW M) RDI Acct{Range) Acct{Range:!
CARD! Acct(Range} {E(Div} IE{Div)
Acct{Ranga) IE{Div} ME{HO) Acct(P)
IE(Div) DD{M&W) Acct(S)
9.

1
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Head progprof. Object Dascription of Services Prier Approval Certification Paymant
Code Authorisation F.R.137 F.R.438 F.R.138
F.R.138
d} Upto Rs100000 from DGt DIRS/RDI Acct(Range) Acct{Range)
accredited agents of
the manufacturers.
®) Abave Rs 100000/ S{IWM) DIRS/RD! Acct{Range) Acci{Range)
DTB
B53 1303  Buliding & Structures RO RD
Range T8 Acct{Range) Acct{Range} Acct{Rangs)
DivTB IEDiv) E(Div) 'E(Div)
Contractual Ssrvices
853 1401 Transport CARD RO
: Acct(Ranges) Acct{Ranga) Acct{Range) Acct{Range)
IE(Div) IE(Div) IEDIV) IE(DR)
1402 Telecommunication CARDI RO Acct(Range) Acct{Rangs)
Acct(Rangm) Acct{Range) IE(Div} IE({Dhv}
{EDW) IE(Div)
1403 Postal Charges CARDI Acct{Range) RODI Acct{Range)
Acct(Range) IE{Div} Acct(Range) IE{Dv}
|E(Div) IE(Div)

13

-11-



vi

|N Fl
84 AQ/a1N
(d)iooe (saucsg)iony 1= 11e]
(aQ)z | (A= 400 (WMBIYIQ
(8Buerpjao/ (eBuey ooy ax YOr '19a sBuipiing |
sedmonuig g sBuipng Loz AN £o8
W
uclEyiqe
a) |
(eBuey)oons (eBuey ooy (AQ)= Glle)k]
(A= (aQ)31 (@Buey)iooy [a}3 3% RO G081l
Ale)=] e} Aajjoy
aBueyj)‘|jooy {eBuey) ooy 0¥ $33370) [BI2LLD) 8L Jo uonEjUSWe|dW|  $OR|
Qle)= | W)z Alte) =
{aBueynooy {(eBueyooy (eBuey)poy
o Ta) (afuey ooy 10y IGUYD Kuesrem Aepijor
SedUeUX Juslinoay Jeylo 08\
{(na)z Llu)E) (@}
eBuvy) 1109y, feBueyjiooy M0 SUOSU8 /(] SGIMEBIO pUB JUSWIBINeY ' suDIBUBY  ZOGL z ) €58
S18SUBI|
(v 3
{ma)3 (MO)3| (eBuey)poy (eBusy)eoy sajjjioyne
(eBuey)jooy (aBueyhiooy e} Habi1'7e) 2007 0] Xe| § SN 9oy,
(N3t
(MO, Oe)E] (aBuey)ooy {sBueyhooy
(eBuey)iooy (eBuryhiooy 2] e} 33 %e] safieyD e g uey ooy,
e
(Ag)3: is)= N (aBuey)iooy (sBuey)iooy
(@Bueyhivoy (eBueyy)iooy [a}) QYYD JOBAN R APOLIDBIT  pOp |
SEiL Y4
(1 S I BEL W4 FA4% | uajes|Jolny epay
usuie uopgeapuen Jjeaosddy 164 $82/A108 Jo uopdlosed  0efgo  foud Boud peaH



Head progpre). Object Description of Services Priar Approval Certification Payment
Code Authorigagtion F.R.137 F.R.138 FR.139
F.R.136
2. Rehabilitation of Irrigation Scheme CGIFCA PD(SRP) Acct(Range) Acct{Range)
DTe RDS IE(DIv.) JE(Div.)
D(AME& WM) Acct(S) Acct(p)
RTB/Div TB Acet{Stores)
2002 Plant machinery & equipment DGHCA D.D(M & W) Acci(Range} Acct{Range)
D(RO&C} RO {E(Div.) I$2(Oiv.)
oTR DOiF ME Acct(p)
RTB/Div.TH RO Acct(S)
Acct{Stores)
853 8 2 2003 Vehicles QGIfCA RDf Acct{Range) Acct(Range’
D(RCALC) DO(MEWY) IE(Div.) 1E(Div.)
DTB/RT.B. MiE: Acct(p)
853 6 2 2004 Other capital assels DGIfCA PO (WM) Acct{Range) Acct{Range}
D{AMEWNM) RN DOfF E(Div.) (E(DQiv.)
DTB/Snr.D(SS) IE{Div.) Acct(Stores) Acel{p)
RTE/DivTB
Acquisition of Fixed assests
853 g 2 2163 Machsnery DGICA RO Acct{Range) Acct{Range]
D{AMBWM) OD{C&P) Acct(Stores) Acct(p)
DTB/RTB DDfF AGCHS) {E(Div)
CivTB IE(Pro)
[E(Div}
2408 Land and Land Improvements DGICA RO Acct{Range) Acct(Range;
D(RDS&C) DD(RD&C) Acct{NIRP.) iE(Div.)
D(AMEWM) DOOWM) Acct(Stores) Acct(p)
DTB/RTB PDMau Ara) Acct(S)
DivTB PD{CIADF} REMau Ara)
13- 1E(Div)

15
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Hrad  prog pro). Object Description of Services Prior Approvat Certificatian Payment
Code Authorisation F.R.137 F.R138 F.R.139
F.R.138
8 Accoun
Advancs to Pubiic Officrers
8) Proparty Loans S WM DGI, CA Acct{Adv.) Acct.(P),
DEXF), Acct{Range) Acct{Range)
ROI .
M Loans for purchase of Motar vehicles S WM DGI, CA, Acct{Adv.) Acct.(P),
DD(F), Acct(Range) Acct(Rangs)
DD(Range)
0) Loans fo relieve indebtednass S WM DG, CA, Acct{Adv.) Acct.(P},
OD(F}, Acct{Range) Acct{Range)
RD
d) Leans to purchase CA DO(F), Acct(Ady.) Acct.(Pj,
push bicycles DOXF), RD Acct{Ranga) Acct(Range}
DB{Range)
e) Distress and other CA BO(F), Acct{Adv ) Acct.(P),
Loans DD, RD! Acct{Rangs) - Acct{Rangs}
DE{Range)
f) Festival and Speacial 8P Adm DD(F), Acct{Adv.) Acct.(P),
Advances. OD{F), Acct(Range} Acct{Range) Acct(Range)
DD(Range)
Depouit Account
a) Refunds of Tender CA DDfF Acct.(Adv. & D) Acct.(P),
Dapasits DODEC&P) Acct.(Adv. & D)  Acct{Range) Acct{Rangs)
RDI Acct(Range)
5.
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Prier Approval Cartification pPaymeit
Description of Services Authorlsation F.RA3T F.R.138 F.RA3¥9
F.R.136
d) Pety cash & ad-hoc imprests DGWCA CD/F Acct(P) Acct. (P)
as per department Circular No 07/ REA CREIRE Acct(Range) Acct(Rangs)
CRE/E IE(Div.) RE [E(Div.) RE ,|E(Div.)
ME
e) Travelling Advances CADDIF Acct(S) Acct(S} Acct. (P)
RDI DIv(|E) Div{lE) Acct(Range)
Acct{Range) Acct{Range) RE IE(BV)

Eng.DV DWR. Weerakoon
Director General of Irrigation

Note :Adreviations
SAWM
S(P° ADM)
OIRS
DI
DTe
RTB
Sp DivTB
DivTBs
Acct(S)
AcctiP)
Acct(Sto)
CA
E{Col)
IE(DIV)
ME{WS)
ASC
|E {Pro)
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AcctiRange)

Secretary -Ministry of irrigation & Water Management
Secretary -Ministry of Public Administration
Directors

Rigional Directoe of Irrigation

Departmsnt Tender Board

Range Tender Board

Specialised Divisions Tender Board in HO
Divisional Tandsr Board

Accountant Salaries

Accountant Payments

Accountant sfores

Chief Accoutant

IE (Colombo)

JE(Division)

Mechanical Enginesr (Workshop)

Asst. Soll Chemist

irrigation Englneer {Procuments)
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Department Circular No: 07 / 2001 |
" | My No. FEA/CC/30
frrigatinn Department.
Colombo-07. -
30- 03 - 2001

To All Officers

. Controf of Sub Imorest.

-1t has been obscrved that there is an inconsistency in maintaining the sub Jprests at
vanous levels in the department, Large amount of ad hoc imprests are being granied to
officers without prior authority and allow them fo continue withoot being scitled in
time. .

(2) Hence fobowing instructions are issued with 2 view to streamlinc the procedure with
regard to the control of Sub Impresis.

(2) Petty Cash In:sres:.

' A petty cash imprest may be granted within the limits specified befow.

DDL CRE Office - Rs. 3000/

IE / RE Office - Rs. 2500/=
ME/ Workshops « Rs. 5000/=

'Ihcpcuycashshouldbcusedonlyfmmldngmmﬂpaymem the vahe of which
should not excoed Rs. S00/= in each case. "Necessary books and reconds showld be  ~
m::intm‘ncdbyﬂwoﬁcmconcemcdwilhad&cctsmisionundcrasiatfofﬁccrmd-
should be readily availabie for checling by mspecting officers.

e

'(b) Sub [mprest for Postal Expenses.
‘A Sub Imprest for postal expenses up to 2 magimum of Rs, 1000!=.ma}"be issued fo
cach office in the department on a reimbursement basis,

29
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(<) “Ad - hoc” Sub Imprests,

An Ad - hoc Sub Imprest for urgent purpozes mzy be issucd te a staff officer within the
iimits specified below.

CRE / DDI Gifice - Up fo Rs. 20000¢=

IE /RE Officc . -~ =UpioRs 10000=
ME/ Workshops - Lip to Rs. 10C0U/=

An 14 - hoc Imprest should be wrilised for the purpose for which it -as granted and
sc.. .4 immedici. v a..or wilsng it Jnder @0y circurnoiinges an . - hoc Impresi
she _1d —ol be keps in posse sion without uilising it for :iore than three days. This
Imprest should be limited to 2 one at 2 time. No additionat Imprest shodlS ©o granied
without szutling the previous ad - hoc Imprest

(03) You are instructed to comply with the above instruction with munediate eect

(/‘
VoY : | |
\_\k‘; NI S | ‘

;g;gw/
' ] ~ncral of Irmgation.

Copy to - 1. Auditor Gencral.
' 2. Chuef ITnternal Auditor.
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MANUAL OF PROCEDURE PERTAINING TO MAINTENANCE OF CHECK ROOLS

1:1

2.

2:2

3:1

AND DISTRIBUTION ROOLS

Authority for emplovment of Labour.

Before works are undertaken on Checkrool Labour authority should be obtained in
terms of Departmeatal Circular No. 19 of 25.05.78 and No. 26 of 08.06.78.

Recriitment of Labour.

N
Hereafter recruitment of all types of Laboar required for Departmental parposes
should be on the following basis.

(i) Unzkilled laboar required could be recruited from among those registered in
the Range, as at 31.12.78 and were in employment during the 3 months

proceeding this date.

(i) If sufficient labour eligible for empioyment on the sbaove basis iz not
available, recrnitment of additional labour should be through the respective
Job Banks according to the instruction given in the Departmental Circular
No.3 of 1979(GX 725 of 16.81.79) and the Ministry of Plan Implementation
Circalar dated 28.10.78 annexed hereto.

{iity - No drivers, operators, Kanganies or Sapervisors should be recruited by the
LEE.O.1.CC. and engaged on work without Head Office Authority.

If anyone employes labour on basis other than the above, he is liable to be
surcharged the cost of such labounr.

Registration of Labonr.

Eack LE,/O.1.C. of a Division should maintain in his office a Register of [abour with
the following particulars in respect of casual labaour available iu his Division for

empioyment.

(2) Serizl No. .

(b} FunllName :

(c) Designation /Grade/Trade :

@) Age :

{¢) Permanent Address:

($4] Temporary Address:

(g)  WNationsl ldentity Card/Job Bank Reference:
(h)  Specimen Signature/Thumb Impression.

The existing register should be revised on the above basis.
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3:3

3:4

4:1

5:1

5:2

OV ]

Labourers who bave absented themselves for 2 years and over should be deleted
from the register.

No new names should be registered umless they are sent by the Job Baank or as

provided in Departmental Circular No. 3 of 1979.

If sufficient work is not available in the range for all those registered empioyment
should as far as possible be on a rotationa) basis ou each acivity within the range.

Note: 1- No person withoat a National Identity Card should be registered
unless his name has been sent by the Job Bank.

Note: 2- Separate folios should be opened in respect of each category of Jabour
unskilled, semi-skilled, Skilled etc,

Note: 3-  The Register of labour should be available for inspection at any time.

Application for Checkrools

The officer in direct charge of the work or gang of labour should apply in writing to
the 1.E/O.LC. before the 20™ of each month for necessary checkrools te carry out to
work during the folowing month. The following infoymation should be furnished in
the application.

(a)  Name of work and the sumber of the estimate sanctioned for the work.

(b}  Number of each Sub-Item of work to be done during the month with nature
and quantity and the amount required against each snb-item.

(<) Name and designation of officer fo whom the checkroll should be issued.

(d)  Probable number of labour and other personal to be employed on the
Checkrool during the month.

Issue of Checkrools.

LEJO.LC. on receipt of the application and after satisfying bimse!f that the amount
applied for is within the amount available for expenditure agains the sub-item and
that it reughiy corresonds to the wages and allowances of the personnel necessary fo
be emploved an the Check-roll, cause z checkroll together with a Distribution roll to
be made out and submiited to him for signature along with the Register of
Checkrolls with columns 1 - 8 as duly entered as indicated in para.12

Only Prinfed numbered Checkroli Sheets should be used.
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h
s

5:5

5:6

6:1

71

7:2

Ogre and only one C.R., should be issued to mark the attendance of casual labour to
be engaged on a particular work and on a particular shift. Night Watchers, if
employed should not be marked on the same €.R. used for day employees.

Checkroll should be issued only when the issuing office is satisfied that relevant
work conld be commneced during the following month, vide para 5.1 above.

C.RR. should not be issued to casual work supervisors without the specific authority
of the C.I.LEE. '

Pocket check rolls shouid not be maintained s an interim document to recerd
attendance.

Separate Checkrolls should not be issued to mskr the attendance of casmal
supervisors or supervising labourers, but their attendance 21so should be marked in
the main checkrnll issued for the worksite.

Numbering of Check Rolls.

LE./O.L.C. should maintain a Register for issue of checkrolls for each Financial
Year and numbering of Check Rolls should be a coatipuous series from the
beginping of the Financial Year to be end. The first C.R. issued shouid start with
Na. 6001,

Lssue of Addificnal Check Roil Sheets,

If more thap one check roit or distribusion rolf is issued consecatively Ithey should
be serially numbered. The Total number of sheets issued shounld be entered in words
immediately above the signature of the LE./D.O. on the issne page of tize first sheet
of the Check Roli thus:

" Jssued ....oionie sheets of Check roils and ........ sheets of distribution reolls
duly authenticate by me. "

If in the course of the month of work, additional sheets are found necessary extra
sheets (serially numbered) may be issued after authentication as indicated in Sup
para (1). An endrosement should be made on the issue page of the firswt sheet
regardiang the number of supplementary sheets isaued and the endorsement signed
and dased. Referemce to the original sheet No. should atso be given. The issue of the
additions: sheets alsa should cb catered in the Register of Check Rolls.
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8:2

8:3

8:4

9:1

16.

10¢:1

it

11:1

$a

Particulars to be furnished on Check Rolls at the time of 1ssue.

On the issue page of the check rolt in addition to the particulars required to be
inserted according to the printed headings, the name and location of the work site
for which the Check roll is issved shouid be clearly indicated at the top of the issue

page.

The aumber assigaed (o a check roll in the printed heading shouid be the pumber
recorded in the Register of Check Rolis for the s2me one.

Under the heading "Items of werk to be done” shouid be given the numbers of the
sub items as appering in the sactioned estimate together with the nature of work to
be done and the amount allowed for expenditure under each of them. If the werk to
be done refers to work sanctioned under a sub estimate, the number of the sub-item
of the Main Estimate as well as that of the sub estimate should be given,

Under the heading "overseer” should be ensered the names and designations of the
officer in direct charge of the work and that of his supervisor.

Officers to whom Check Rolls should be issoed.

Checkrolls should be issued to Monthiy paid oficers only. They shouild not be issued
to daily paid emplovees.

Authorised amoants of Check Roll

The amount authorised on a Check Roll should not be exceeded without written
authority of the autherising officer.

Increase of authorised amount of the Check Roll.

It would not aorpraily be necessary te increase the original amount allowed ¢n a
checkroll unless the outpout of work on the sub-item included iv the checkrell has to
be incureased or new snb-item undertaken., Such increase or addition should be
endorsed on the issue page thus:

Expcenditure not to exceed Rs. 1,000 Initials of the issue officer and date.

Increased by wen Rs. 500 -do- -do-

e e—

Total allowed ee-e R8.1,500

{ the amounts are only exampies).
The new sub itews if any should be added te those shown under the heading “Items
of work to be done"”, and initialled by the Issuing Office. Appropriate entries must
be made in the C.R. Register to indicate such authorisation.
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12.

12:1

13.

13:1

14,

14:1

§4:2

£4:3

Register of Checkrolls.

A Reigster of Check Rolls should be maintained in each Division/Sub Bivision/Linit
on form shown in appendix.A. On column 2a should be shown the serial number of
the checkrell. Numbering should be done consecatively, for each finarcial Year.
The numbering of checkrolls should start with #001 for each Financila Year. Xach
issuc should be initinlied by the LE./O.LC. in column 9b of the Register at the time
he signs the issne particulars in the check rell.

Serizlly Printed numbers of the C.RR. sheets should be given in Coloumn 2ba. The
Head Clerk's initials in colamn 92 are intended to ensure that the particulars have
been correctly recorded in the Register and the liabilities have bren noted in the
Votes Ledger. Column 10 to 12 should be filled in when the paid vouchers have
been scheduled. The Head Clerk’s imitial in column 12a will voacher that the
particulars of payment have been correctly recorded in the Register, the liabiity
noted on account of the Checkroll has been deieted in the Votes Ledger and the
expenditure entered therein. the entry relating to the payment should be initialled
by the Paying Officer at the time he signs the schedules of vouchers.

Statement of Check Rolls issued

An extract of column ! - 82 from the Register of Checkrolls relating to the month
should be forwarded to C.LE. with copies to Director of Investigations, Mibistry of
Lands & Land Development and the Accountant, Internal Audit of the Department
to reach them atleast three days before the end of the previous month. Particulars
regarding subsequent issucs of check-rolls, issues of additional forms etc., also
should be forwarded within five days of such issues.

Classification of Labour.

Labour employed should be entered iz the Check roll in the order in which they are
employed. Their classificatien, their status i.e. Casula, Temporary etc. Grade ie.
Skilled CLI, skilied CLl] ,Semi-skilled etc, and Trade i.e. Mason, Carpenter, Borer
ete. should be entered against their names.

The column skould be sub-divided into two columns, one of which shouvld be used
for consecutive numbering of the employees. The other sub column should be
headed ' Depactmental Number” and utilised for indicating the Departmental No.
assigned fo the employees at the time of the regisiration.

The grades, Trades and status of employees should be given in the column for
"Rzak or Class”. Trades of all labour other than anskilicd labour shouid be given
in this celumn.
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15

15:1

15:2

15:3

15:4

15:5

15:6

Marking of Attendance of Labour on Check Rotls.

There shall be an Attendance Register in every worksite. All employees should sign
same at the commencement of work and close of work giving their Departmental
pumber { Registered number ) in column provided. attendance Register should be
closed immediately after start and close of work by the officer in charge. The
Attendance Register should be available for inspection and should be a permarent
one.

The Check roll shall be marked immediately after seftling the employees for work in
the morning and in the afternoon. The marking of the check roll shou!d be dope by
the officer in charge of ihe Check roll or in his absence any otber officer who aghs
been assigned to work for him. When 2n officer in charge of work fails to furn up
for work his immediate superior should mzke arrangements for marking the check
roil.

The T.A. or Work Supervisor shouid hold themseives responsible for evey name in
the C.R.

No check rolt should be marked by any unzutborised person ie. person other than
to whom the C.R. is issued or assigned, exeept as provided for in para 15:2

The following method of marking the Check Roll shold be adopted.

X/ for presence in the first half of the day.

vo for presence in the first haif and absence in the second half of the day.

x/x  for presence whole day.

o/ for absence in the first half of the day.

o/x for absence in the first half and presence in the second half fo the day.

o/e  for absence whole day.

Following abbrivations preferably in red ink may be used for marking

paid leave etc.

SE/ML. for Sick/Medical Leave.
C/L for Casual Leave.

A/l for Accident Leave. -
D/L for Duty Leave.

H/P for Public Holiday Pay.

Immediately after the attendance has been marked in the checkroll eash time the
total sof those present should be inserted just below the last entry in the columa and
initialied by the officer who marekd the check roll. At no instances should any
column be left blank. When the last sheet or sheets of a C.R. are not requaired for
marking atiendance, a vertical line should be drawn against each day of marking.
After the employees have been marked present it is the duty of the supervising
officer to see that they are present at the site and work, except during lonch
intervals. If any employee leave the site after marking C.R. he should be p laced on
no pay and the absence shonld be indicate on the C.R.
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If at the time of inspection by superior officers, it is observed that this is pot done,
the Isupervisor is liable to be sucharged the cost of ahsence iabour.

15:7 'When the pay of an employee is checked the letter ¥C"' preferably in red ink should
be placed over what is disallowed.

15:8 when employees are allowed to work overtime, the times of arrival and departure
should be indicated ¢.g. 7.30 and the insertion of the symbol x/x dispsensed with.
5.30
Such O.T. should be paid on gthe C.R. itself and not o0a separate vouchers.

£5:9 When an empleyee is discontinued, vetired or transferred it shonld be so stated on
the C.R. agaiost his name and a line should be drawn tmmediately against his name

for the balance days of the month.

15:19 When ever an employee works on more than one check rell, during a month,
remarks should be made in sl such check rofls against the name of the employee.

15:11 H and when an employee or a namber of employees out of the emplovees engaged on
a C.R. issued ¢o a particular worksite is detailed to work outside that worksite a
detailed note shouid be made in the Log Book at the Worksite giving the names of
such employees,s type and place of work ¢tc. on days they are so deployed.

15:12 Officer marking C.RR should ensure that there will be no crasures, alternations etc.
Any alterations on C.R. should be done with the authority of the LEJO.LC.
Alterations without the permission of the I.E/O.LC. will subject the officer
responsible for surcharge and disciplinary action.

15:13 When a Check roil issned is not used or not reguired to be used during the rest of
the month, it shouid be returned to LE. immediately when it is know that no work is
to be done during the rest of the month. In 21l sach cases a vertical line should be
drawn under each day and initialied.

15:14 Laboor Registration Number sbouild be given the C.R. before the name of each
employee.

16.  Marking of Distribution Rolls.

16:1 The distribution of labour to various sub items of work for which a check roll is =~ -
issued should be done daily in the Distribution Roll by the officer to who it is issaed. . <~
The unmber of labonrers in each girade and trade should be furnished against each
type of work under each sub item of work deae daily.
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16:2  Where the daily distrubution of the wages of a KG/Supervisor to various tvpes of
work under a sub item will necessarily result in factional reckonings, distribution to
different work may be dispensed with and the expenditure as a whole charged to the
sub item. If during amonth, a KG/Supervisor is engaged on simulianeous
supervisien of different sub items of work attendance shoald be distributed so that
the expenditure chargeable to each sub item may be in proportion to total wages of
labour employed on the sub item.

17.  Preparation of Check Rolls.
t7:1  The officer in direct charge of the work should a¢ the end of the month or the period
for which the check roll is issued, prepare the check roll in the following manner.

(a) Total the number of days wored by each employee and insert the total
number of days wored in the appropriate column. In the same column
insert the number od days leave with pay and Holiday Pay with plus marks
against the actual number of days worked,

{b)  Imsert the rate of pay. total wages earned leave and holiday pay, over time if
any, and allowance in separgate columns and insert Total Gross Wages in
the last column under the "Salaries” Section of the C.R. If sufficient
columns are not availzble additional columns may be roled.

(c) Insert the deductions for any advances, granted in the first column under
"deductions" Section of the Check Roll and authorised deductions in the
other columns and the total deduction in the Jast column under the
"Deductions’ section of the Check Roll.

(d) Clculate the balance due to the employee and insert it in the appropriate
columi.

(e} Total up the different colamns vertically from sheet to sheet till the last sheet
and insert the grand total of labour employed, paid holidays, wages,
allowance etc.

4] Deduct any payments made to Iabour en separate decouments and insert net
grand totals of the amounts due to be paid on the Check Roll thus:
Na. of davs Wages Leave Allow- Total Deduct Balance
H'pav  ance -ions
36%  25%
Grand Total $5+10+10  475.00 100.00 161.00 162.00 908.50 100.00 808.50
L.ess payment
made If
Labour No. 10 50 — 1800 17.00 8500 ~ 8500
85 425.00 106.00 153,00 145.00 823.50 109.60 723.00
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18.

18:1

19.

19:1

19:2

20.

20:1

Abstract of Check Roil.

The Abstract of the Check Roll appearing on the back of the sheet of Check Roll
should be filled in and a summary of the Iabour emploved should be furnished as
follows:

No. of Classification of Labour Rate Amount
days.
93 Unskilled Labgur 5.00 £75.00
10 Leave with pay 5.00 58.00
10 Holiday Pay 5.0¢ 50.00
36% Allowance 171.00
25% Aliowance 162.50
908.50

Certification to be given on the Check Rolls.

The printed certificate below the abstract should be signed by officer in direct
charge of the work. If labour was emploved on Sundays/Saturdays, Holidays, the
following additional certificate should be furnished.

" T certify that it was necessary to employ labour on the Sundays / Saturdays and
Public Holidays".

The following certificate should be appended at the end of the ast form used.

"l certify that the labour and other empioyees whose attendance has been marked
on this check roll bave actually abnd bona-fide ernploved on the works indicated in
the attached distribution roll and they actually worked on the days they are marked
present. I further certify that none of the employees have been emploved on any
private work during working hours on aby of the dates they are marked present on
the check roll, and aH Iabour employed in this checkroll are registered in the
Divisional Office .

This certificate should be signed by the officer to whom the checkroll is issned and
countersigned by the officer in direct charge of the work.

Officer responsible fer the preparation of the Check Roll.

Every check roll should be prepared in the manner specified in para 16 by the
officer in direct charge of the work and should sign against the printed cage
" Prepared by * provided at the bottom of the check-roll.
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21.

21:1

22.

22:1

23. .

23:1

23:2

i0

Preparation of the Distribution Ruoll

When the check roll is prepared in the manner specified, the distribotion Rull
shouid be prepared by the officer in direct charge of the work to show:

(i) The total of each grade of labour and the grant total of the number of
lebourers employed in each type of work under each of the sub items on
which they were employed during the month.

(i}  The total wages, overtime of each grade of Iabour and their grand total for
each type of work under each of the snb items.

(iii) The materials supplied at govt. expenses for each work under each Sab Item.

(iv)  Total guantity of work done on each work under each sub item,giving cross
references to Measurement Beok and folio numbers in which the detail
measurements re eotered.

(v) Grand total of the labour wagesm, overtime, of the distribution reil

(vi) A distribution of work done under each sub items giving unit rate and all
inclusive cost.

Certificate to be given on the Distribution Roll.

The distribution roi! shouid be prepared in the manner specified in para 21 and the
certificate ' certified correct” should be appended and signed by the officer to whom
the check roli is issued and the officer in direct charge of the work.

Submission of Check rolls for payment.

Check Rolis and Disttribution Rolfls shon!d be prepared in the manner specified in
the previous paragraphs and submitted to LE/O.1.C./ beforc the 4™ of the following
month with the relevant Mecasarement Books duly completed.

Where leave with pay is marked, the letter of autherity for such leave should be
attached to the relelvant check roll. _,

Abstract should be prepared and attached to each C.R. for LEJO.LC.'s
certification.
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24

24:1

11

Security_of Check Rolls in the Divisional Office.

On receipt of the check roll in the Divisional Office, the Head Clerk shouold pass
them on to the Establishment Celrk to check leave with pay ete. and make necessary

eniries in the leave register.

The Establishment Clerk after checking leave efc., and eptering them in the Leave
Register shosuld endorese in ev ery check roll where leave with pay is included, to
say that leave has been noted in the leave register and pass them on to the Head
Clerk who should take them over and pass all check roils semt to him by the
Establishemnt Clerk, to the Account Clerk or any other officer detailed for this
work by the LE/O.LC. who should check the check rell and Distribution rolls with
particular reference to the fotlowing points:

@

(b}

(c}

@)

(e}

(8
(g)

()
(it

@

Scrutiny of the marking of attendance of labour as regards irregular
ulterations in attendance, total attendance of employee znd the correntmess of
vertical and horizontal totals and carry over totals,

Classsificztion and grades of labour in accordance wiih sheir regisgtration
whese registration wumbers are given on the C.r. and irregular employmens
of un-registered iabour,

The aumber of authenticated forms issued be fullyv accounted i.e. those
returped, used and unused equal the number issued.

Frequency of verification of l2bour by the officer in direct charge of the
works,

Rates o pay Le. of iabourers st Iaid down in Treasury Circular and
Departmental instructions.

Correctoess of rates, computation of wages ete.

Authentication of markings of daily attendance by the officer to whom the
check roll is ussied below the last entry on the last form of check roll used.

Correctness of then markings for Leave and Holiday pay.

Charging of expenditure to different sub items on the distribution roll, its
proper preparation and compatations, measurement book eotriess efe.

Authority of alterations ¢ns the C.R.
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24:3

24:4

25.

25:1

26.

26:1

27.

27:1

12

If the check roll the Distribution Roll and the abstract are in order the officer who
checked them shall sign against the line "checked by ™ in the printed cage provided
in the check rolf and atsos isn the abstract and pass them on to the Head Clerk. If
they are not in order he should pass them with his observations.

The Head Clerk should test cheek a few entries in each check roll 2nd endorse
against the "checked by" colump, just below the Accounts Clerk's imitial to say gthe
specific entries test checked and if in order submit them to LE/O.LC. for
certification.

Scrutiny of Check Rolls by LE./O.1.C.

The LE./O.I.C. should satisfy himself sthat the check rofls have been properly
checked and check the distribution roll with regard to disgtribution, quantities and
rates of works, measurements of works efc.s and get any errors, ommissions aad
other observations attended to, and passed by checking officer. He shall then
complete the declaration at the top of the check roll sign below the signature of the
officer in direct charge of the work in the distribution roll below the abstact of the
checkroll and pass the checkroll for payment.

Signature or thamb marks of 1abourers on Check Rells.

Signatures of labourers on check rolls in acknowledgement of amounts paid to them
should be taken so that a larger portion of the signautres appear outside the revenne
stamp. the date of payament and initials of the officers who identified the eroployee
should be given below the signature. Left thumb impressior from illiterate persons
too should be obtained likewise and should be clear and capable of identification
Finger priot slab and Indian ink should be used to take thump impressions. The use
of the self-inking pad or writing ink for this purposc is strictly forbidden. The date
of payament and the initials of the officer who identified the labourer should be
given below the signature or thumb impression.

Payvment of Check Roll Labourers.

Al payments should be programmed well in advance and payments made strictly
according to the programme. In preparing the Payment Programme instructions
contained in Departmental Circular No:2 of 1975 should be followed:

Copies of the payment programmte, shoald be sent to the Directer of Irrigation,

M/L & L.D. and M.D., Accountant {I.A.) and C.LLE. before the 3" working day of
the previous mouth.
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27:2

27:3

28:1

29,

29:1

29:2

29:3

13

The Paying Officer should make payments personally to each laabourer
immmediately after the labourer receipts the payment due to him on the checkroll.
Each Iabourer should be identified by the offier to whom lthe Check Roli is issued
or in his sbsence by any other responsible officer. He should also sign as * witness
at the bottom of the last form of checkroll. The officer in direct charge of the work
should confirm the identity of the payee by signing as a second witness, Paying
officer should before making payment to labourers should insist ihem to produce
the registration cards or in cases of doubt identity cards etc. After payment, Paying
Officer should sign the printed certificate provided on the check roll forms and
where the form does not contain the certificate, the certificate should be inserted in
ink and signed.

The Accountant in the C.LE's Office should make snrprise inspections of payment,
atleast once a worksite and send report to C.Le. with copies to
Head Office(Internal Audit).

Dishursement Register

Every paying officer shenld maintain a Disbursement Register and balance it daily,
In this connection they should strictly comply with instructions conmtained in
Departmental Circalar No. 7 of 27.01.77.

Unpaid Wages on Check Rolls.

As so0n as the check roll payments are completed, alf unpaid wages shouid be kept
separately in the safe with the C.R.Number, names and amounts of the unpaid
employees shown in the Disbursemetn Register.

Subsequent payments of absentees upte the closing of acconnts should be made out
and the necessary entries made in the payemnt side of the Disborsement Register
giving cross reference to receipt side. the payees signatore or thumb impression
and those of the witnesses should be obtained on the checkroll and payment made
3s in paras 26 and 27,

The Paying Officer shouid insist from every employee who has failed fo obtain his
wages at the programmed place and date of payment to produce Labour Identity
Card and a duly authoerised letter from the officer in direct charge of the checkrill
certifying the identity of the payec and requesting the payment to be made, Such
leiters should be approved by the L.E./O.I.C. He shouid keep those letters filed.

Wages remaining uwapaid on the dagte of closing of accoutns should be accounted in
the manner presscribed in regulations 72 and 83 of the Manual of Accounting
Procedure. In this connection instructions contained in F.R.483 should be strictly
complied with. '

44



30.

30:1

31.

31:1

v

31

23:3

3i:4

31:5

Paving of Labourers sbefore closing of Check Rail

When any labourer has to be paid before a check roll is closed, a line should be
drawn against his namc for the remaining days of the month and payment made on
a separate voucher and accounted for in the accounts of the month of payment.
After inserting on the Check roll, the details of payments against the name of the
employee so paid, the document No. and the Schedufe No. should be given on the
same line. When the checkroll is prepared subseguently the amount so madc should
be inserted as required.

Payment of Advances to Check Roll Laboureres.

Payments of advances to checkroll Iabour should be made only ence, a month and
the amount should not exceed basic wages earned upto the day previous to the day
of payment. Advances on sllowances or overtime are not permitted.

Payment of advances to a number of employees on one check roil skould be made on
form Gen.36 a. The officer in direct charge of the work should prepare the advaoce
list on Gen. 36a. the description of the payment on the sdvance lish shouid read as
follows:

* Pay list and acqniftance for Advances paid to empioyees on check-roll Ne. .........
fOr ..eoveee 19...... between 1% and 157 of coevivrnnnnnn 197 7%

The namber of days worked by each employee and his rate of pay should be
inserted against his name on advaace list and certificate should be apended by him

-at the end of the advanece list thos.

" | certify that the employeeswhose names appear in this pay list have been actually
and bona fide employed on Check Roll No. for the number of days shown ™.

This advance list shounld be forwarded to the LE./OJI.C. for cerfification and
payment.

If advance is te be paid ¢¢ a single emplover, a voucher on form Gen. 35 should be
prepared and similarly certified.

Paid documents shold be forwarded with the Cash Account to the C.LE.

Recoveries of advances should be made on the Check Roll.
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32.

32:1

33.

33:1

33:2

34.

34:1

15

Seiled er Mutilated Check Rolls.

Should any checkroll be soiled or matilated before the payment duc on it have been
made, a duplicate checkroll may be issusd for use in the ordinary way. The
regulations in respect of the issae of fresh Checkiolls should be complied with in all
respects. the duplicate should in addition bear an endorsement oo the issue page
vader the signature of 1.E/D.O. as follows:

" Duplicate Check Roll issued in fieu of original check roll No......, of ....... as the
later was soiled/mutilated/lost and {be soiled/and the sciled check roll is cancelled™*

Lost Check Rolls,

When a Check roll is reported Jost during the course of the monthk of issue, a
Daplicate check roli must be issued immediately to enable the attendance to be
marked for the remaining days of the month. Regulations in respect of issee of
fresh check rolls should complied with in all respects. Duplicate check rolis should
ir addition bear the endorsement given at para 31.

an inquiry shounlid be held by the LEJ/D.O. to ascertain the causes sof the loss and
officers respensible for it end how it is preposed to pay the employees said to have
worked npto the date of loss. A detailed report shonld be forwarded to the Head
Office (C.LEJ/D.L) stating whether there by evidence to corroborate emplovees
statements about their having worked during the period upto date of Joss if they did
actually owkr and if any other officer superior to the officer to whom the check rofl
has been issued can certify form his personal knwledge that the employees did in
fact work on the dates in question. Head Office instructions should be awaited
before further action. the labourers statements also should be checked with the

attendance register.

Custody of the Checkrolls during the month of Issue.

Other thabn the attendance Register the Checkroll is the only record of attendance
of the employees. It is therefore imperative that the greatest care should be
exercised in its safe keeping till it is closed and handed gver to the LE./B.O, It shall
be the dufy of the officer to whom the check roll is issued to see that the C.RR/D.RR.
relating to any work be always available at the worksite during working hours.

Pocket checkrolls or any other alternatives will not be permitted.

In inclement weather, the check roll should be carried in the field in a tin roll er in
some other wate proof cover.
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35.

35:1

36:1

37

37

16

Custody of Paid Check Rolls.

The Accounats Clerk or any other detfailed by the LE./1.1.C. should be responsibie to
him for safe custody of all paid checkrolls etc. They should be arranged and filed
and kept in a safe place,

Respousibilitv of the officer to whom the Check roll is issued.

The officer to whom a Check roll is issued in addition to the responsibilifies cast

elsewhere in these instructions be also fresponsible for -

(2)
(b)

(c)

The maintenance of an Attendance Register for all labour under his charge.

The daily marking of the Attendance of labour specified in these instrucitons
and for maintaining it neatly and legibly. He should not delegate this dufy to
any other officer.

Supervision of differeat gangs of labonr working at various paints with a
view to seeing that the Iabourers are on the job and that they turn out the
requisite amoun¢ of work 2ccording to the specifications and instructions
given to him. Failure on the part of any officer to comply with this will make

‘him liable {0 be surcharged with any payment not accepted in Audit.

Responsibilifies of the officer in direct charge of the work

The officer in direct charge of the work shall in addition to the responsibilities cast
on him eilsewhere in these instructions shall be responsible for -

._(a)

(b)

{c)

(d)

Proper and regular sopervision of work and its performacne according to

" instructions, drawings, specifications etc.

VYerification of labour at all times he visits the weorksite, such verification
being indicated by his initials befow the initial of the offidfer to whom the
C.R. is issued. This should be done at least once in five days. In case it is not
necessary to visit the worksite for any other work, special visit should be
made specially for this purpose.

Ensuring that all workmen are kept fully occupied and that the Gevernment
receives the maximum value for the labo::r employed.

Taking in charge of his Material return, all Materials obtained empiloyment
of labour on check roli. :
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38:1

(¢}

®

-
~1

To see that the attendance registers and the check rofls are being maintained
according to the insgtructions and are readily available during the working
hours at the worksite for any Inspecting Officer.

TFo explain the responsibilitics of officers to whom check rolis have been
ssued and whe are directly under him reading out and a=expiain the
relevant paras in this Circular and elsewhere. A statemcnt htat this has been
done should be obtained from each officer to whom a check roll has been
issucd and the signatnre of each person obtaiend belaw it and filed of record.

Respoansibifity of the LE./D.O.

LEJ/O.LC. shall in addition to responsibilities cast on him elsewhere in these
iastruction also be responsible for -

{a) Making periodical inspections of the worksites as sfregueatly as
necessary and at least once 2 month and verify the labour employved at
each visit. The dates of inspection should be inserted, initialled in the
space provided for this purpese at the top of the check reoll and also
initialied below the attendance total in the check roll against the dates
of verification.

()  Scrutinising the Distribufien Rols both at inspections of worsites and
at the end of month of work in the office and ensuring that the
provisions of this Circular relating to maintenance of distributionrolls
are properly observed. '

{c) Ensuring that the work has been carried out economically and in
" accordance with the plans and specifications. '

. {d) Taking on charge in the Stock Book all materials obtained by

employment of labour on check rolls.

{¢) Ensuring that labour is employed at approved rates of pay.

O Submitting his Check Roll payment programme to the C.L.E. of bis
Range with copies to D/Investigation, M/LL & L.D. & M.D., Auditor

General apd Accountant (I.A.) of the Department within first 3 days
of the month. _

(g} At least 10% of each item of work on the Measurement book should
be checked by the L.E.
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39.

391

39:2

10.

40:1

40:2

40:3

40:4

40:5

40:6

Responsibilities of C.LEE.

C.LEE. of the Rapge should make necessary arrangntents to ensure that-
{a) the instructions contained herein are strictly adhereed to.

(b)  work is carried out according to plans and specifications without loss
or wastage.

{€) verification of labour employed on check rolis are done by him when
on insepctions. -

(d)  surprise insepctions are conducgted on C.R. payments to ensure that
the payments are being dopc according to appreved programme and
to correct parties.

C.1EE. should check t least one C.R. per Division per month and indicate in
their Monthly Diaries, the dates and the C.R.Nos. so checked by them.

Hire of Private Carts, Tractors for Transport.

Each Range should maintain a Register of owners of Carts, Tractors etc.

As far as possible guotation should be ralled for among them and engage the ones
from the cheapest source, not exceeding the rates fixed by the District Prince Fixing
Committee.

Tractors cte. belonging to employees of the Department should not be engaged.

The arrangement for biring a vehicle or item of equipment should be in writing by a
letter issued to the Contractor or iu the case of hire involving large payments, by an
agreemoent. All conditions of hire shoald be Iaid down in these documents. Copies
of such letters sor agreements should be issued to the T.A/Qverseer etc., in charge
of the work and they should be instructed to maintain the necessary records.

A check-roll should be issued for the vehicle or equipment hired. The time of
arrival and the ime of departure each day of the vehicle or equipmetn should be
recorded in the check roll

A Daily Record Sheet on Form attached should be maintained ip duplicate in
respect of all private vheicles and equipment hired. This should be maintaiend by
the T.A./Overseer in charge of the worksite and submitted to the 1LE., Office at the
end of each month. These docuemnts should be carefully examined and the
necessary deductions made from the payments if there is a shortfall in the quantum
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41.

42,

19

of work done. Ome copy of Daily Record Sheet should be filed in office while the
other copy should be posgted to the voucher. (App.2)

The LE/T.A/Work Supervisor in charge of the work will be responsible for the
following:

(] To see that conditions of hire are observed by the Contractor.

(fiy To see that full value is obtained for the hire paid to the Contractor and
ensure that deductions are made from payments sfor shortfalls in outpaut,

(iii) To see that the contractor does net obtain amy undue advantage at the
expense of the State, such as the use of Departmental labour or materiats,

(iv)  The officer in the L.E’s Office attending to the checking of biils, hire charges
etc. should verify whether the minioum gaantity of work has been done each
day and that appropriate deductions are made for shortfails, before passing
the documents for payment. This officer as checking officer and the LE. as
cerfifying officer will both be equally responsibie for any lapses in fhese
payment.

All C1LEE. shonld ¢nsure that every officer who has any connection with the Check
roll laboer is issued with a copy of this Manual and acknowledgement obtained and
filed of record in his office.

Officers who fail to carry out the respousibilities cast npon them are liable to be
surcharged with the payments that are not acceptable in Audit due ¢to such failures.

Copies of circulars referred to in this Manus) are appended for easy reference.
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Deptl. Circular No: 19 )
My No: CTME/GEN,,

Imgation Department,
Colombo.7, 25% May, 1978.

D.DD
CIEE/C.EE/C.A.,
I.EE /D.1.OO.
Sub: Check Roll Work.

Reference decision taken at the C.ILEE. Conference held on the
20™ April, 1978 viz : that-

" Construction work should not be done on check roll unless prior
authority is obtained.”

Please note that his decision does not apply to -

(a) Emergency work such as flood damage reapairs ;
(b} Urgent work - in times of floods etc.

Checkroll work on the above could be undertaken as and when
required and any authority required as outlined below c¢ould be obtained

subsequently.
2. Works costing Rs. 15,000/~ and under.

When there 1s no response to tenders, work could be carried out on
check roll. However, the C1E. of the range should be kept informed of the
work being done on check roll.

3. Works cesting Rs. 15.000/= to Rs. 100,006)/=

When there is no response sto fenders, work could be carried out on
Check rol} with the anthority of the C.Ie. of the Range.

4. Work costing over Rs. 100,000/=

When gthere is no responsible to tenders, work could be carried out on
check roll with Head Office authority.

5. Departmental Circular No. 17 of 17.05.1978 is hereby cancelled.
6. Please acknowledge receipt of this Circular.
Sgd: A.Maheswaran.
Sgd. R.U.Fernando. Director of Irrigation.
D.D.
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DEPARTMENTAL CIRCULAR NO: ¢2 OF 1985,

My No: 1A/1/1/3,
Irrigation Department,
Colombo - 7.
1985.01.30.

MAINTENANCE OF C.RR., D.RR AND ATTENDANCE
REGISTERS,

it has been brought to light at Internal Audit Inspections
that instructions contained in the Masnual of Procedure for Maintenance
of C.RR and D.RR issned in December, 1979 have not been followed.

02. Officers issuing C.RR & D.RR should see that instractions
given in the above Mannal are stricily adbered to. Special attention
should be paid to Maintenance of Attendance Registers at zll worksites.
All C.R. labour should sign 'IN' and ‘OUT' in this Register and the
Officer-in-charge should close and initial it at the correct time.
All used attendance registers shoul dbe returned by the offier-in-charge
to the officer issuing the C.RR., who should keep the atfendance
registers in safe custody.

03. When a C.R,, is closed, the officfer-incharge of the C.R.
shjould ioclude 2n additional certificate to the effect that the
Yeniries in the attendance Register ahd beer checked with the eniries
m the CR. " before it is submitted to the certifying officer.
Where a C.R is issned to the officer in direct charge of the work
and to his supervisor ( vide para 8: 4 of the Manual ) this certificate
should be signed by botk the officers. The officers checking
and certifying C.RR for payment should not entertain any C.R. without
the above certificate,

04, Contents of this circalar letter should be brought to the
notice of all officers concerned working under you.

Sgd/. AJ.P.Ponrajah
Director of Irrigation.

Copy to: Auditor Generak
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Irrigation Departmezt,
Bouddaloka mawatha:
Calombo - 07. _

01 Oct.2000

To all officers

Use of Private Transnort fer Gficiol Travelling and Allocation of
Mileace and Combined Allowances

1. The use of private transport

* The use of private iramsport, which shouki be cwned by the officer is permitted
for official travelling oniv when the Departmental Transport is not avatable for the
purpese. The non availability of departroental Tramsport has 1o be communicated in
writing to the applicat by the cfficer in charge of the allccation of departmental

vehicles.

2. Authoritv for the use of private transport

: .émhoﬁiy should be obtmmed for tie use of prvate transport from the
' aprroprate authoribies given below.

1 For members of Direclorate - P& )

i Fer Deputy Direciors - Dhrectors aud Sor D.DD

iii. For other staff in Head office - Deputy Director ia charge of the
. Privision /Unit /Branci

iv. For Range Deputy Directors: - Director (RD & C)

v. For &l staff m Rarge/CRE offices - Respective Renge D.DD/ CRE

vi. For all staff in Land use Division - Head Land use

vii. For afl staff in Divisions - Respective [Ef RE/ ME

Members of the Directorale could use their private cars for official use when
Deparimental vehicles are not avalable However 3 cerfificate to the effect that
Departmental vehicles are not available should be furnished by them or therr travelling

¢claims.

When Departmental vehicles e not avatlable for official usc, the IEE/C.R.EE
f R¥E in charze of Divisions could usc ther own private cam, within the specificd
limits and covering approval should be obizined from the appropriate  autBority.
Officers who have obtained such authorsation, shalf certify same in the travelfing
claims for use of private transport

If departmental transport is assigned on 2 full trué basis such officers shalt not
be entitied to thre use of privaie tragsport The Range Deputy Directors are permitted to
use private fransport if the deparimental transport in their churge i not avislable for
their use. A certificate to this effect shal be entercd by thegrio their travelling claims. -

-

=

L

" By
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39 The car mileags and tl"* embined o

\---..-».e -fl L.Lv ~l.n1u t,,L,..\.v: A s-u...- 4__‘-..‘

3.1 Head CiTice

Designanon

arecinrs

Senior Deputy Directo
Project Direciors

Deputy Directers

Chicf Irnigation Engincers
Irngation Engineers
Accouniants

Drvisicnal . ssistants
Admindstrotve ¢ Coers
Tachncal Assistants

3,2 aiied Divisions
3.2:1 En_ G oiogy Dnvisien

Deputy Dhrector (EG)

Chief Irngalion Engineer (£3)

Imigation Engineers (EG)

Gen. Technical offecers (BG)

Dritfing superintendent

Assistant Drilling superintendent

Prilling Assistant (SLTS Spec.grd & Cla. I)

Drivers

3.2:2 Lisng LU'se Divisiaon

FHead Land Use (Snr specialist officer:
Specalist officer

Assisiznt soii chiemists

Ressarch afficer

Laad use afficers (SLTS spegdclal

Experimental officers . <le-
Soil strvevoers . -dc-

R~s\.a:uh a:.sutam( nerai}
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Yowanse y:uukd: s-'arious C'*[:&JI:SS 01’

s oraenn ofliosr are Sven ol

17200
1555
1503
IGO0
10090
1000
1069

1GOG
10¢¢
1000
G
£
e

CERD

600

Mad

126 42:2.9C davs per annurn)
12{0ia4.70 days por annum)
12(M2x.70 days per annum)
10(Max.70 days per annum)
120vax.9G davs per annum)
100vinx. 76 davs per annum)
» S0 davs per site,
(max. 120 -:1..\;. p ST anivm}

" (Max. 126 doye per ansum)
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3.2:3. Ensincering Materials Division

3.3 Range Offices

Rangs Deputy Dirzector
Chisf Irrigation Engineer
Accountant :
Irigation Engineers

¢ _Administrative officer .
Divisional Assistant .
Technical Assistant ©

Desienation Car milsage per Combined allow:
anaem dzvs ver ment
Deputy Dirsctor (EM) 1000 G7
Chief Imgation Engineer (EM) 1066 07
" Imigation Lnginesr (EM) 200 06
Technical Assistant &G0 06
Soil Testers (EM - Fieid) (SLTS spe.grd. & clal} 600 (-150 days per annc
Sail Testers (EM - Head Office} -do- 600 06
cscarch assistant (EM) . -do- 600 - 06
Drivers - 12
- 3.2:4 Hydrology Division
Deputy Dmector (HYD) 10CO o7
Chicf imigation Engu...c (YD) 1000 07
Reszarch office 00 Co
Imigation Engineers FIYDY 40 0a
Hydrology field Assstats (HYD) - 5
Drivers - 12
3.2:5 Hvdraulics Division
Deputy Direcior (HYDR) 1600 07
Chisf Irigation Engineer (HYDRE) 1000 - 07
Irfeation Engineers (HYDR) 900 07
Supt. of Instrurnents 900 06
Techmical Assistants 600 06
Research Assistants(FYDR) (SLTS & Spec.grd & cla ) 600 06

Car Mlcaos Combined

_per menih
S 308 09
200 07
130 - 07
150 - .07
5150 . a7
150 ' 07 ¢
- 130 07N
- I
Ped
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Lesigngtion” ° | R Car | Combined allown

o s o, .. - .t mieage -. days per momtl

R S B v 7 - “permonth - e
3.4 Divisional Offices. . |

. Imigation Engineer/ in charge . T 10
Imigation Engineer 130 Qg

. Drvisienal Assistant ‘ 150 05
Technical Assistant 139 . 09
Drivers B 2
3.5_Proiect Offices
Chief Resident  Enpinesr 250 10
Resident Engineer 240 10
Irigation Enginecr ) 150 0%
Divisional Assistane 150 09
Technicak Assistant : 150 09
3.6_ITI - Gaigamuwa
Deputy Drirector 3G0 08
Chief Irrigation Engincer 200 07
Imgation Engincer 100 06
Technical Assistant 100 06
Drivers -~ 12
3.7. Mechanical Work shops
Mechanical Knginesr/ in charge 20 i
Mechanical ¥ngineer ' 150 09
Divisiona? Assistant 130 09 .
Mechanicat Foreman : 100 06 .
Drovers - 12

4.0. Motor Cvcie mileage

4.1, Divsional Assistants, Technical Assisiants who are entitied for car mileage
out do not claim car mileage ars aliowed a maximum  of 400 nides moior cyele
mileage per month, -

4.2 Technical Assistants arc entitled for the cormbiged allowance previded for in the
sanctianed estimates for surveving and levelling work over and abave the Lienits
Speadied in this ciroular, subjected to a smaximum of 1] davs per month.

4.3 Seil Testors and Research Assistants in SLTS special grade and Class I who are

cn_titlcd for car mileage but do not claim car mileage arc allowed a maximum of 260
miles motor cycle mileage per month and § davs combined allowance per month.
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S+ Do L0Slors and Reseanch Assielani wWie are I SLTS grade T arz enmided for

rmasimum of 150 mites molor oyeie milzage per month znd ¢ cdavs combinzd allosvane

a
T
gur moni. .

| g - 8 - - . N i - &acs . e
4.5 VWors Supericers ore entided for 2 modmes oF 300 e oder ovole ;miesae oo
- — i -l N By S k, 1 —_ e

monzh znd 9 days compined silowance.

4.6 Instinutional Develcpment OfFcers ctizched to the Ranws Offces are entitied for &
w

madmem of 240 mules metor aycle mieage sur mond: =

et of Al empe— et S8 L b

4

6.1, Technical Assistanis grade HI, and woerk supendsoss are entlled (ur = Push
vicyele allowance of R:.80% per month if fhey de aot cleim motor evcle roieage.
Patrol labowrers cvcle orderdics and inesscngurs oure also eatided lor a psh
bicycle aliowance of Rs. 30/~ per month. A minimumn of 85 miles per month. sheuld
be lruvelied, (6 oo entiticd {or this allowsnce.

7. Annaal maximam iimit fer oembined allowance

exceed 140 days, The pavinent o combined allowanse sheuid not be progariionaicly
rec :ced o the basis of leave or attendencs.

3. This Circuiar supersedes aif provicus circulars on this sub’ . e will be effesive
Gom 17 October 20660.

!
Eng. WP. Jimacdaca
Enrecior General of Irrigation

Copy lo- 1. Auditor General - For Infomizticn
2. Seeretary! Minstry of Imigation & power - ~dg-
3. Chief nterrial Auditor’ Minisiry of Irigation

& povest

-~
1
E
- .

- R M
4
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Department Circular No: 2000/14 () ° My No. FEA/1/7

Lrigation Department
Colombo - 07, -
16 - 02 - 2001.

To all Officers. . _

~ Usg of Private Transport for Officiat Travelling and Allocation of Mileage and

s Comljged Ajiowmces.

[

,Thefoﬂowmgancndmam mmadetoﬂudcpaﬂmthuaﬂarNc‘ 2000!14of13-~
‘12 - 2000 on the above subjéct. -

S

- 1. Para 3.2.3. is amended aa follows,

Dwgmnon. ' o Car Mﬁcagb Combined Allowance.
o : . Annam Days per month.
'Depuzy Direstor EM. ‘ 1000 07
cmeflmganan Engmccr E) 1000 7
 Tochnical Assiscamt © - 600 06

Soile(EM)SLTSSpc.Gmchaul 600 - 150 days per annum.

. Research «smscamm ' 600 06

Dhveg " . - o 0 - 12

2. The pasa 4.3 Is amended a3 folfows. -

" Soil Testers in SLTS Spesial Grade and Class I who are éntitled for car miteage, but

donotclannczrmﬂcagcmaﬂowudamumofz{)o:nilesmotorcyuicmﬂc.agcpcr
monthandISOda)mcombmedaHomnccpcrannm

RmhAmslmiamSL‘I‘SSpwmledeand Clmlwhoamentzﬂedfm-car :
mﬂmgebmdomtclmmcrmﬂcagcmaﬂawedamamnnufzﬂomﬂamowrcw}e‘
mhagcpe:mcnmdedaysoombmdanowmepqmmh.

t 1
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3, The pasa 4.4. is amended a3 foliows. -

Sail TcSm-whn are SLTS Grade I are entitied for a maximur of 150 mdfes moior
cycle mileage per month and 150 days combined allowance per Yeor.

Research Assistants who are in SLTS Grade II are entitled for 5 maximum of 130 miles
motor cycle mileage per month and 6 days combined allowance per month.

4. The para 7.0 is amended as followa. -

The miximum pumber of days for which combincd allowance can be drawn from
different sources by amy officer or minor employee durng a year ghould not exceed
146G days, cxcept for Soil Testers and drivers whose maximum limits are specified
above, The payment of combined allowance shouid not be proportionately reduced on
the bagis of leave or attendance. :

5 The above amendments will be effective from 1% Ociober 2000.

 Copyto- 1. Aucitor General . - For Information

2. Secretary/Ministry of Irngation and
Water Resources Management. = Foc Information

3. Chief Intemnal Auditor.

Ministry of Irrigation and Water
- Regources Management. - For Information.
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Departmental Circular No: 2000/14(ii)
My No: FEA/CC/18.,
Irrigation Department,
Colombo - 7.
23-08-2001

Ta all officers.

Use of Private Transport for Official Travelling and Allocation
of Mileage and Combined Allowances.

The following amendment is made to the Departmental circnlar No: 2000/14 of 13-12-2000 on
the above subject.

1. Para 4.5 is amended as follows

Work Supervisors in SLTS Class I and Special Grade are entitled for a meximum of
199 miles car mileage per month and 9 days combined sllowance.

Those who are entitled for car mileage but do not claim car mileage and all other Work
Supervisors are entitled for a maximum of 300 mifes motor cycle mileage per month and
9 days combined allowance.

[

The above amendment will be effective from 1" of Sept. 2001,

Sgd/. W,P.)inadasa
Director General of Irrigation.

Copy: L. Auditor General - for information.
p 8 Secretary/Ministry of Irrigation & WRM - ~do-
3. Chief Internal Audifor,Ministry of Irrigation & WRM - -do-
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Departmentai Circular No: 03 of 1984.

My No: DOT/01/83.
Irrigation Departinent,
Colombo - (7.
1984 - 01 - 10.

All Range D.DD.,

C.R.EE. { Kirindi Oya } (Inginimitiya)

All LEE., 1 charge of Division.,

R.EEE., (Kinndi OyaHW.,RB& L.B)

(Ingmmitiva HW_,R.B. & L.B.)

D.D., Hydrology ; EM 1., EM II

D.D., Hydraulics; Eng: Geology

D.0.AADS/CS.LOJSI,

Accts/Stores/Estimate/Projects/Internal Audit.

DRAWING INSTRUMENTS AND MATERIALS
Drawing Instnmments and Materials will be procured
by Head Office and distributed to Ra ge and Divisional Offices.

The Range D.DD., should forward to Head Office
annually, t0 reach on or before 1™ May. an estimate fo their reguirements
of Drawing Instruments and Materials for the following vear.

D.DD., LEE. and D.O.AA should ensure that optimum
use is obtained from the Drawing Materials. Periodical check should be
carried out to see that Drawing Insgtruments are Maintained properly.

The Officer to whom the Instrument i issued is
deemed rersponsible for its proper handling, Maintenance and up-keep. '

In case of damage or loss, the following procedure
should be followed :-

(2) The Officer responsibie for the loss or damage
should bring this to the notice of his immediate
supertor in writing.

{b) The Superior Officer in twum will submit his
report o DI, in terms of chapter VI Section I
of the Manual of  regulations for Practice and
Procedure of stores Transactions in case of losses
and his srecommendation along with the Instrument
concerned in case of damages.

Replacement for such Instruments will be made from Head Office

on a written application,

Damaged Instruments should not be accepted from Officers
leaving on Transfer, Retirement or on Ressignation. In such cases, action should be
taken 1o r ecover the cost of the Instrument before a letter of release is issued.

" Please bring the contents of this circular to the notice of all officers

concerned.
Sgd. AJ.P Ponrajah,
7 Director of Irrigation.
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ngartmental Circnlar No: 15 of 1985.

Departmental

FUEL

My No: 1A/1/1/3/}
Irrigation Dept.,
Celombo 7. 12.8.1985.

ACCOUNTING.

Investigations carried out on the accounting of fuel purchased for

purpoese, bave

inadequate accounting or recording,

It has

Various
leading to wunsatisfactory
therefore, become necessary to revise the present methods of

revealed

improper or
situations.

cases of

recording 2nd to intreduce the following procedure.

L

Bogks etc.

The following willo constitute the records

required for the new

procedure ( codes within brackets are to reduce the space of this circular).

i)
(i)
(i)
(iv)
®)
(vi)
(vii)
(i)
(ix)
(x)

2,
(i)
(i)
(iii)

(iv}

Fuel Requistion
Main Fuel Stock Book (FSB).

Fuel Order Settlement Register { FOSR)

Distributiorn Register for cach vehicle/Machinery { DRV/M).
Main Office Bulk Fuel Stock Book { MBFSR).

Field Bulk Fuel Stock Book (FBFSRB),

Monthly Cost Records ( MCR)
Daily Running Chart {DRC)
Monthly Fuel Return

The Reigster of fuel issued / received to / from outside office (RFO).

Procedure at time of issue
event.

A Fuel Order issned to a vehicle/
machinery of the same office

A fuel order issned to a vehicle/
machinery of an outside office.

A Fuel Order issued for Bulk Store
in Main Office Store.

A Fucl Order issned for Bulk Store
in field.

84

Accounting and Recording

-An enfry in the FOSR
-An entry in the respective RV/M,

-An ¢niry in the RFO
-Issue order on Form Gen. 143
-Issue entered in FSB

-An Eptry in FOSR
~An issue entry in FSB,
-A receipt entry in MBFSB.

-An entry in FOSR

-AD issue entry in FSB.

A receipt entry in the respective
FBFSB mmaigtained in the field
and accounted for in the monthly
fuel return,



v)

(vi)

{vii)

Ap issue from main bulk store
to a vehicle of the same
Division / Project

(a)

(b)

An issue from Field Buolk Store

An issue received from outside
source by one of your vehicle/
machinery on receipt of the

LO.

An issue by direct cash purchase

At end of the month:

(i)

{ii)

(iii)

to a vehicle from outside
the Division / Project

~An issue entry in the MBFSB
-An enfry ip the resspective DRV/M

-An 1.0 oo Form Gen.143- issues
recorded in FSB and in RFO,

-An issue entry in the FBFSS.
[ssue acconnted for in the
Monthly Fuel Return.

-Enter RFO and FSB.
Enter in the folic of the
respective DRV/ML
Issue a Receipt Order.

-Eater the receipt side of FSB.
-Enter in the respective DRV/M.

Total of FOSR fo be entered in FSB as a receipt.

Total the issues in the Bulk Store S.B. in main store (MBFSB)
Transfer this total issues for the month to the Receipt
Column of FSB.

On receipt of the Monthly Fuel Retarn -

(@)

(b)
{©}

{iv)

ctieck the recipts with the issae entries in FSB,
which should agree.

each issue to be entered in the respective fokio
of the vehicie/machinery in the DRY/M,

Totsal of the issnes to be transferred as a Receipt
colmnn entry in the FSB.

Total the entries in the folwo of each vehicle/
machinery in DRV/M.

Issu¢ an 1O, for the totsl issues for cach vehmlef
machinery or Driver / Operator.

Enter on issue colama in the FSB.
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An example and entries in the resspective books are appearing in
the annexures attached hereto -

General: The following instructions should be stricity adhereto :
(H) An issue either bty Fuel Order ar from Bulk,

Y

(iii)

(iv)

{v)

{a) shnuld have been applied for substantially in the form in
annex 1.

(b should have the prior approval of the approving officer.

() Daily Running Chart checked and the quantity reguired
satisfied with.

{d}  entry of the issue made in the DRC and initiaglied by the
officer at the time of issue of the order or from Bulk Fuel Store.

(e} simultaneously the officer should initiala the entries
in the FOSR and in the respective DRV/M.

() simultaneously obtain the signature of the receipient
in the DRY/M or on the 1.O. as the case may be.

DRY/M: Adequate number of folios should be allowed for each
vehicle/machinery so that the entires for a month can be consecutively
entered and total for the month easily ebtained.

Main Bulk Stores: This should be avoided as far as possible, and
where a bulk store has to be maintained the guanfity kept in store
should be minimised.

Field Bulk Stores: This too should be aveoided, but if a sield bulk
store is maintained, the officer in charge should write up his books
upto date and also send the Fuel Retura te the LE/R.E. within seven
days from the last dafe of the month, This can be doze if the Fuel
Return as im Form Annexure V0 is also wirtten up daily as and when
cach receipt/issue is entered n his FBFSB.

The monthily fuel retwrns, the D.R.CC., M.C.RR. etc, should be
properly checked and reconciled with the entires in the books,
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6‘

{¥i)

(vif)

Tempoerary or Casual employees should not be allowed

to handle the recording and accounting as detailed
above, If for any unavoidahle circumstance, a
temporary / <casual emplovee has s bt wmploved for
this purpaose, as in the case of some Tield Bulk

Stere,  ihis  should be  done voder  the personal
supervision of a permanent officer, who will be held
responsible for the work done by the empioyee.

An officer using 2 vehicle should see that the DRC is written up, af
the end of Journey, sign and give his designation below his signature
in the appropriate column of the DRC,

Al Circenlars and other iastroctions issued earlier on the above

subject, not consistent with the instruction herein, are hereby cancelied.

7.

Please acknowledge receipt of this Circular.

Sgd/. Eng. 8. Sivasubramaniam.
Director of Irrigation.

Copy to: S/L & L.D. - for information,

1

- Auditor Gencral - for information.
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Examplc:-

The uarder mentioned details are in respect of an LE."s Office :-

The two vehicles 6 SRl 2452 and 31 SRI 2523 are attached to

' the Division ‘ permanently. The fuel issues for these vehicles are normally
by fuel order, but some times ¢he fuel issue is made main buik stock
or from the ficld bulk stock.

@

an

Sometime fuel is issued fo outside vehciels aiso.

Fuel issued by Fuel Order:

01.01.85 - 06 Litres Diesel was issued to 6 SRI 2452,

05.01.85 - 08 Litres Diesel was issued to 6 SRJ 2452,

17.61.85 - {05 Litres Diesel was issoed to 31 SRI 2523.

19.01.85 - 82 Litres Diesel was issued to 31 SRI 2523.

24.01.85 - 25 Litres Diesel was issued to 31 SR 2523,

25.01.85 - 16 Litres Diesel was issued to 31 SRI 2524 of C.S.L.O.

Fuel Issue From Main Bulk Steck:

02.01.85 - 6 SRI 2452 - 15 Litres.
05.61.85 - 6 SRI 2452 - 20 Litres.
07.01.85 - 31 SR12523 ~ 40 Litres,
08.01.85 - 31 SRI 2523 - 56 Litres.
10.01.85 - 6 SRI 5251 - 18 Litres.

Fuel issued from Field Balk Stock:

04.01.85 - 6 SRI 2452 - 10 Litres,
05.01.85 - 6 SRI 2452 - 05 Litres.
03.01.85 - 31 SRU 2452 - 19 Litres.
04.01.85 - 31 SRI 2452 - 15 Litres.

Fuel issued by Cash Purchase: 25.01.85- 31 SRI2523 - 05 Litres.

Fuel issued by Fuel Order to S.K. and T.A. for the Blulk Stores are:-

On 02.01.85, 190 Litrres issued to S.K. for main bulk stores and on 03.01.85
the fuel issued to the T.A. for Field Bulk Stores was 45 Litres.

Issmed by )
Outside ) On fuel order obtain and from C.S.L.O. for Vehicle
Source ) No: 6 SRE 2452 for 10 Litres on 02.01.1985.



FUEL _REQUISITION

ANNEXURE-I

Number
To:
(1) Name 2nd Designatior of Applicant
(2) Description and number of vehicle/
plant/machine/site :
(3)  Capacity of Taok :
(4)  Certified mileabge/kilo meter per
litre{for vehicle/machine only ) H
{5}  Fuel requirements:
Description Petrol Diesel Oil
litres litres litres
Balanceintank at last filling ... .. L
Add-Quantity filled at last filling cieieseres  siseesess
Total:- Ll
Less: Feul consumed(Mileage/Kmjlssued
MK M/PL .. e e
Balance intankasat ...
Quantity required: ..
Date: Signature of Applicant.
The above parlticulars are checked, with D.R.C./"M.C R./Fuel Return and found correct.
Signature & Designation of
Checkmg Officer.
{6) Quaniity approved and Issued :-
Approved. Issued by Issued from Stock i
Fuel Order
Petrol | Diesel : Oil Order Number Pewrol | Diescl { Oil
Litre Litre . Litre | Litre i Lure Litre
; Issued by f !
| :
Signature and Filling | Signature of
Designation. Supervised S.K./TA.
By ;

89



MAIN FLEL STORES BOOK.

. Date

Desciption

| 02.01.85 | Recaipt from C.S.L.O.
i 31.01.85 : Receipts as per FOSR

- 02.01.85 i Issuec to 5.K. as per MBFSB,
' 02.01.83 ; Issue to T.A. as per FBFSB

£0.01.85 | Issue o SRI from MBFSB

+ 25.01.85 | Issue to CS.L.O.

' 26.01.85 | Cash pruchase for 31 SR} 2523

. 31.01.85 . Issue made from main Buik Stock

' 31.61.85  Issue made from Field Bulk
31.01.85 1ssue for 6 SRI 2452

: 31.01.85 | Issuc for 31 SRI 2523

—————— ———— t———ee

— .

1-=
I
|

-~

rder
No.

ANNEXEURE:- I

3
i
|
1
!

e

Receipt - Tnsue
4 LEitres  Litres  Litres.

15
29
199
45
18
' HU
R | ) :
| 145 -
40
79
152

15

306

. 116
? 71
53
43
48
191
231
152

DISTRIBUTION REGISTER FOR £ECH VEHICLE/MACHINERY.

Balance

TTTANNEXURE:IV

_6 SR 2452

Date Order No. Driver's Name é‘i'gnamre of
Quantity Receipient.
: 5 | . Die.: o
' 01.01.85 CA2 $621 B i1 P&
| 05.01.85 A2 0023 C 8

02.01.85 B2 ... C ;15 :
 02.01.85 . C8.L.O.LO. C i 118 o
. 65.01.85 'BR2 C -8
| 04.01.85 | B/2 D Cooi1e
| 05.01.85 ' B24 D St
’ ETI

| —

31 SRi 2523 -
. 17.01.85 | A2 0025 ; C 5 N
 10.01.85 i A/2 0027 ! B | S B ;
 24.01.85 | a4z 0028 | B | b1s L1 |
| 07.01.35 B/ ... B 5 L1500 b
: 08.01.85 ' B2 B i 20 | '
| 03,6185 : Bi2 C i 19 _
| 04.01.85 | B2 D5 05 :
126.01.85 | Cash | T T N
5 i i | 1 mmey | |
| | | u | i

S S —
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ANNEXURE : ¥V

MAIN/FIELD OFFICE BLULK
FUEL STOCK BOOK
Date Description : Ord. No. .I Receipt . Issue 1; Balance
02.01.85 |~ i i 190 i
07.01.85 | 31 SRI 2523 I : 49 : 150
08.01.85 | 31 SRI 2523 |[ i 50 . 100 i
21.08.85 6 SRI 2452 : : 15 85 J
05.01.85 | 6SRIZ2452 . | 20 65
10.01.85 6 SRI 5251 i | , 8 47
a ' ST ’
i L |
ANNEXURE : VI,
FUEL RETURN
Date Description i Receipt Issue Total Balance
02.01.85 P ; 45 ; e - 45
;' 63.01.85 E 31 SRI 2523 10 :
64.01.85 i 06 SRI 2452 i 10
04.01.85 I 31 SRE 2523 | 15
1 05.01.85 I 06 SRI 2452 :F 05 40 05
: i [
| :

92



THE REGISTER OF FUEL ISSUED / RECEIVED TQ FROM QUTSIDE OFFICE,

ANNEXURE VIl

Date of Issue/ | LO/RO, No. | To whom Quantity received/ | Amount Amount Initials of Date of loitials of
Received. issued issued, Fuel issued | Fuel Received | Officer Scttiement Officer
From whom Pet | Bie | Oil Rs. Cts. |Rs. Cts. in-charge Jn-charge,
b e received. — . L ——— e _
02.01.85 CS.L.O. 15
60, | 00
25.01.88 C.S.L.0, 10 400. | 00
L. D L ————— -— — ——ny — TTT T |....’....IL
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Departmental Circutar No: 222006,
My No: ST/1/4.,
Irrigation Department,
Colombo - 7.
2000-01-06

TO ALL OFFICERS.

Handing Over of Stores and Inventory Itemns when go en Transfer.

it has been observed that there are many instances where officers
going on transfer de not hand ever their stores and inventory items before
they proceed fo the new stations. After the elaps of many years loss
application are smbmitted secking approval for write off stores and
inventory items not returned by those offices giving the reason as the
officers whereabouts are not known. This is a very unsatisiactory
situation. In order to prevent this kind of situations and to improve
the stores management fotlowing instructious are issmed for your strict
compliance.

1. When an officer is transferred, or proceed on leave for a long
period, it is his responsibility te properly hand over all stores
and other government properly in his charge.He shouid
together with the incoming officer take complete stock of all
Government property and verify the balaances in hand with
the balances whown in the stock.

2, The incoming officer should sign the book as hsving taken over
the actaal balances a3 showr om the date. He should be
responsible for the articles so taken over by him.

3. Officer handing over aad the officer iaking over must sign a
certificate showing the deficiencies sor excesses if any, which
may exist at the ime. Suoch certificate shounld be countersigned
by the sapervising officer (Range DD, Divisional IE, and
Heads of specialised Divisions in Head Office. ) In the event
of amy deficiencies or excesses, # copy of the certificate and a
report from the supervising officer shel be forwarded
immediately to the Head Office.
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When the storekeepers sre transferred the following
instroctions should be followed:

4.1

4.2

4.4

4.5

4.6

4.7

The Annual transfers of the Storekeepers will be
intimated at the beginning of the year, which will be
effective only after the annnal Boards of Survey.

Storekeepers shall write up the stock books, balance
them and fill up forms General 47 and Aundit 66 to
enable the Boards of Sarvey to begin the verification of
stores at the beginning of the year.

The Boards of Survey shali be completed within two
weeks.,

When the Boards of Survey is completed, the
supervising officer shafl inform the supervising officer
of the incoming storekeeper to release him to take over
the stores.

Supervising officers shall stake every effort to compiete
the Boards of Sorvey before the end of Januvary esch
year, so that the transfers of siorkeepers could be made
effective without amy delays.

If there is a delay in releasing the officer transferred out
due to the delay in reporting the incoming officer, the
Supervising Officer should make arrangements to hand
over the stores to a sujtable officer until the incoming
officer reprots to werk, and refease the officer
transferred out as early as possible,

In the case of a storekecper suddenty absenting hiwmseif
from duty due to sickness or other causes which do not
allow a previous check of the stores being made, the
supervising officer must appoint a board to take a
physical count, ande hand over the sotes to a suitable
officer until a permanent arrangement is made. Once
the previous officer reports to work or & mew officer
apppointed the stores should be properly handed over
to the new oficer after verifying the balances in hand
with the balances shown in the stock books.
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5. It is the responsibility of the supervising officer ¢ ensure
that the above procedures are followed wher officers go eon
transfer. He should satisfy himself that the outsoing officer
bas property handed over all Govermment property in his charge
before he is released from his station.

6. Fzilare to follow the above instructions may resnlfs in
enforcing surcharges to all officers imcluding supervising officery
who will be responsible for any losses arising cut of it.

1. This circular wifl be effective from 01.01.2000.

Sgd. Eng W.P Jinadasa
Director General of Irrigation.

Copy to: {}) Anditor Geners]
(2)  Secretary, Ministry of Irrigation and Power.
(3)  Chief Internal Aaditor,Minisiry of [rrigation & Power.
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Departmental Circalar No. 14 of 1987

My No: S/GEN/82/1
Trrigation Department,
Colombo 7, 28 th August, '87.

Al Rapge D.DDT.DD in-charge of Specialised Lnits.,

Head LIID/CRE/KOLEP.

AR FL., REE., MBS in-charge of DivisionsProjects Waorksaops..
C.0.0ACSL.Oibranan

REGISTER OF L.OSSES

‘The atteation of ail officers are invited to the requircments of
FR.110, which stpulates that a register of losses should be maintained for
ajl losses under FR.102. If you are not maintainmg a Register now, pleasc
open a register and record all losses. shortages. damages etc.. incurrsd  with
effect from 1. 01, 1987, The form shculd be the same as given under the
FR. 110, having all i1 Nes. Columns given therein, and also with three additional
columns, one for date of forwarding FR 109 application to DI one for date
of recciving write off approval from DI ande the other for the mutial of the
Stores Officer, who will do so when he will imitia] the write off of the uems
ir his books. You are the Storss Officer in respect of your Stores (FR.715(3)).

2. A similar register for the Range should be maintaiend a the Range Office,
with scparate folios jor each Division / Project Office ! Workshop.  This register
should be pwerivdically reconciled with the Register in the IE./RE.ME's Office
by the Range Accoumant during s monthly inspection, (o easwre that ail items
are correctly recorded.

3. in this connection [ have to stress on the importance of mattaining
these registers up o date for varicus purposes such as:

{1} For Appropriation Accounts { the 1986 Approp. Accounts could not
be sent in time due to lack of these details. The detals furnished
come under Audit checking with the FR 104 reports, Board of Survey
reporis etc., and descrepancies are querned ).

(iiy  To fumish data in Audit query replies for P.A.C. aeliberations ete,,
Y TEp

i) To obtain wriie off expeditiously in order to have the volume of
shortages to the bare minumum.

4, Please have the Ragister written up-to date, and confirm doing so
within a imonth. :
Sad K.D.P.Perera

IMrector of [migation.
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Department Circolar No:2002/01

My Ne: FEA/CC/9,
Irrigation Departinent,
Bauddhaloka Mawatha,
Colombo 7.

04.01.2002

To Al Officers,

r Checks on Mainienance of Books Records

Inventories and Registers in Divisional Officers.

The following instructions are issued on the supervision and regular checks

on the maintenaace of books , records s inventories and registers in Divisional
Offices,

(2)

()

A list of accounting books , records, inventories and registers that shali be
maintsined in Divisional Offices are given in Annextare. i. -

Whenever necessary additional items of registers shali be msinixined
arising out of requirements of loan agreements for the implementation of
foreign aided projects.

The superviving officers shall make vegular checks on mainfenance of
books; records, inveutories and registers to ensure that they are proiperly
maintained and uppto daie.

The officers who go on inspection to Divisionsl and sob project offices
shall sabmit their advance programs to their sapervising officers, who
shall ce-ordinate same with their own programs to avoid overlapping and
to ensore that each item in annexture 1 iz checked afleast once & monék.

The items that should checked by the officers attached fo the Rapge
DD offices are given in Anwexture. [I. The items assignied to Range DD
are on account of the importance of his personla checking of such items.
In the absence of CIE/SarlE. in the range office, Range DD shali check
as many ifems as possible assigned to CIE/SarJE. The Range DD shali
ensure that the items assigned to others are checked by them and take
appropriate action for cases of defsult.
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The inspection reports shall be furnished to the respective supervising
officer before the 15” of the following month with copies sto the Chief
Internal Auditor of the Ministry of Irrigation and Water Management.
Copies of the inspection reports of the Range Accountants shall be sent fo
the Chief Accountant and cofies of the ipspection reports of the
Administrative officers shall be sent to Directer { Human Resources).

The instructions given in this circular shall be strictly complied witk in
order to ensure befter supervision and effective centrol of the affairs of
sab offices.

This circular will be effective from 01.01.2082 and supersedes
Departmental Circular No: 14/1982 and No: 07/97.

Sgd/. W.PJinadasa,
Director Gefieral of Trrigation.

For Information

(1) Auditor General

(2)  Secretary,

Ministry of [rrigafion and Water Management - -do-
3) Secretary, Ministry of [rrigation - ~dg~
{4) Chief Internal Auditor

Ministry of brrigation and Water Management - -do-
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(A}

1l.
iii.
.

vi.
vil.
vifi.

Xi.
Xil
xiit.
Xiv.

(ii)
{iii}
(iv)
{v)

{vi)
(vii)
{vixi}
(ix)
{x)
(xi}

(xiii})
{xiv}

Annexture I
Books Records, Inventories and Registers.

Accounts.

Cash Book

Petty Cash Book

Disbursement Register

Register of cheques and money orders.
Mornihly travelling cizims register.
Register of advances

Register of rent recoveries

P.S.P.¥ Register

Fees Register

Register of Check rools

Register of unpaid wages

Vates Ledger

Register of refund {rom revenue
Voucher Book

Audit Query Register

Atilocation Register

Imprest Ledger

Register of Telephone bills.

Paid Documents

Receipt boeks {Gen.172)

Rcgister of cheque books

Register of cheque revalidation and cancellation.

Stores.

Register of Conterfoil Books

inventory boeoks furniture equiprment togls.

Siock Books of materials, fue! and other consumable articles
inventory books of welfare articles.

Inventory books of furnitare fittings & equipment in circait
bungalows.

Stock hook of spare parts of motor vehicles.

Stock book of unserviceable and salvaged articles.

Rgister of Temporary issues and receipt of stores.

Register of local purchases,

Fixed Assets Register.

Inventory books of survey equipment

Inventory books of drawing equipmept.

Register of Losses

Muterial returns and progresss chart.
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(xv} Register of drawing materials.

{(xvi) Register of electrical fittings.

(xvii) Catalogue of books.

(xviil) Register of stationary.

(xix} Petrol order register

(xxy Distribution Register of stares/Main/Individual
{xxi) Stock book of Explosives

(xxii} Register of DRCC & MCRR

(xxiii) Register of No Claim Certificares

(C} Works and Contract.

i. Register of saanctioned estimates

ii Work files

i, Progress Reports

v, Measurement Books

V. Register of securify and tender deposits,
Vi Register of contracts.

vii.  Regisfer of contract payments.

viii. = Register of retention

ix. Register of defaulting contracters

X. Registeration of Coatractors Register
xi. Tender Minutes Book

xii,  Register of Allocations.

D)  General
b Aftendance Register
JL E.eave Register

fit. Register of Private cails from office telephones

iv. Register of meter readings of Electricity and Water
V. Register of casual labourers.

vi. Weekly Progress Reports

vii.  Register of railway warrants

viii.  Distribotion Rzgister of Vehicles

iz, Register of Voernemtn Quarters

- Short Leave Register

xi. Staff Muvement Register

Xii. Register of staif profiles - (Foermat given in Annexture ii
xiti.  File Register

siv,  List of Duties
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Annextare 1l

Items to be checked by the Supervising Officers

(D

2)

(3)

Range Deputy Director / Project CRE

(A} Accounts -Items iyix,xiv,xv and xvi in Anpextire {A)
{B) Stores -Items iii, vii, ix, x and xiii in Aapexture 1 (B)
(C) Works and Contracts -All I[tems in Apnexture § {C)

(D) Generat -Item 1, vi and viii in Annextare 1 (D}

Note (13  When checking item(A) x at least one check roli shonid be
checked in the field.
(I} 5% on the measarements in the field for at least one contract
payment shall be verified in checking - Item {C) (vi)

CIE/Snr/IE.

(A) Accounts - Item ivi, x and xvi Annexgture 1 (A)
(B) Stores - Items ii i v, in Anpnexture I (B)

(C) Works & Contracts - All Items in apnexture 1 (C)

(D} General - Items i, ii,iii, and vi in Annexture 1

Note (1)  Atleast2 check rools shouid be checked in the field when
checking item {(A) x
(I} 10% of measurements in the field for {wo contract payments
shall be verfied in checking item (C) vii.

Accountant

(A) Accounts - All items in Annextare 1 (A)

(B) Stores - All items in Annexture 1 (B)

{C) Works & Contracts - items i,v,vi,vil & ix Anmextare 1 (C)
(D)) General - Items idi,iv & vin Annexture T (D)

132



1.

6.

Annexture I

Staif Profile
Name of the Offficer
Address
Designation
Date of Birth
Date of first appointment
Previons work station
I
1.
I1L
Date of reporting to the Division
Date of transfer out from the Division

Place of transfer out from the Division

The name and address of person to be contacted

in an emergency.
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Department Circular No: 08/2062
My No:IDH/FIN/1/C
Irrigation Department,
Colombo - 7.
2002.10.6%

To All Officers.

Abolition of Stamp Duty,

Your attention is kindly drawn to Pablic Finance Circalar No: 400 of 24™
May 2002 on the above subject.

02, Stamp Duties levied by the Ceuntral Government had been abolished
with effect from 1™ May 2002.

03.  Following are the main items of stamp daty, that have been abolished
which are spplicable to the Irrigatien Department,

L Receipts of acknowledgement of money
eg. Salary pay sheets, fravelling claims,receipts of supply of
goods and scrvices.

fi. Agreements on constroction Confracts sod sapply of goeds
and seivices.,

fi1. Agreements relating to loans and gunaranfees.

iv. Letter of Credit and bank guarantees

v. Security bonds and performance bonds.
04. Stamp doty should not be levied in the case of signing the confract
agreements & making aoy fype of payment. However the following details
should be given below the contractors signature and rubber stamp when
signing the contract and making psyments.

(i) Name of the contractyr

(ii) ICTAD or ID Registration Number

(i) Address
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053. For any other type of pavments for supplies or services the rubber

stamp containing the Name & address of the supplier should be inserted

velow the supphers signature in the voucher . if rubber stamp is not
available the Name, [D number and the Address should be written below

the suppliers signantre in the voucher.

3. \‘uip dutics Jdevolved o pioviacial councils sach a5 stamp duly on
trapsier of immovabic properties, stamp dutv on documents filed in court .
proceedings and any stamp duty that may be levied oo the wansfer of -
motor vehicles are not affected by this 3h0hnon '

07. Yoware instructed to take action accordingly.

08. The Depanmem circular No.13 of 1985 on stamp ciu’"v is herehv
canccl!ad :

: . - D e '
. \ . . = - s
- LL‘L : . - . . - e, Lo,
Eng. D.W R, Weerakoon
Director Geperal of Irrigation
CC. 1. Auditor General - For Information
2. Secretary - Ministry ot Irrigation 1
arid water Management ! - -do
3. Secretary . Ministry of lrnigation s -do-
4. Chiet Internal Auditer : - ~do-

135



I587 oo 18 &dun oS ot
ECmelrn Smesfs EBHD aetntnsdving

Siom R S e DY e,

A N R - U NS NN N .
m ae::fsm m:ad:m ”ﬁma
=08 ecmw m..ca m : .

* o c— e

Tt AT Senm w o Th a PN TR Ao, ; "‘.. « - = -~

ECDCAD DTEECE S @@m B &8 ZRE com mend 57 meaiGTs

k4
Tt

i FRTEKE STWCEE 2 A3

LS WeE CEWS CoRCTD BEID niom 208

-
TIY T saa A T e T A e o - Pt T~ a ~ ey B SN

TN -
o

DG

v R - P Oy —— o A Sk v e S E—1-2 3= — DNom = = .
[EVRR : UG SO JTEd ol IS, oo 3o s o

ALy s { WAL (Sl Mtw e ARALL SQC&% \..\-r.mu:i-a\:a":.

UEELT IOWTT AT AEG

& G HEe
@mm&m&m@mmﬁw mw)mg.'w

SCERG oigie £O8 w g ATS Ssoin et Sre

S “ T -
T ez &) . 225 DS oEne o wosen =& DECAmMEE DREXL BES
St 2N Tres IR A - e
TS LTS Il TliEe 28 ::nef*q* = 2':;‘5; B¢ =E

0:1

I Sl I9Ee T8 o BOm S5 8D Eceu: .
3¢ LED M 2ET sZaD0 @mgﬁ@&c@%&;

L ERNIENG B0 SO0 Ge SEEE IO ol new

Vi @S Sy DBEEEs DBECESew wEHE ofuw 508 @

- > o= . - —
AR ARy ATy KD s oage we SADA
e RAPD T
——d . Ny VL Sy

£AT, Bvpmmn pan cziee,
\ ey s g
P
(s
fReny
L. i3 -
EAREA Y 'ﬁ-\.n-':':“ii,'
TITY Thi e anraam o ST ce ivaiama  cfanl e St
Y i L e A= PR OOy RN 3oy s Sy -

IR ) . - :
LY Ene ol efo TITORT TR 9D BT cmche

136 '

Skt

.
Fomly




- 02 -

() eo8 ovemos e sded ames 538 .
@ m%mmmm.wmm

L @ DA BSon & 458 esEdon BEsng 50

(1) 96 e iy 6508 .
(-111) eo@wos Cocend DOOE2 g/ 3.0/ o 8000 macEH®

1974 & 5 coo sColnednn Dpecaa (9740502 2o savan Gl &G
CSw) avdiss SEENG DO,

o] Ded. 8 sl
CHE® afmss,

5 IR - GO0 @0 RIDEES.
E@@endos.

feess-21.

137



DEPARTMENTAL CIRCULAR NO: 8

My No:IA/3/03
irrigation Department.
Colombo.7, 27. Jan., 1977
To  All Resident Engineers,
and Irrigation Engineers, i€, Hydrology/Scil/L.ab. Services
Drilling Supdt. €.S.L.0,, Accountants, A.AA.
Chief Resident Engineers / D.LEE./ M.E.

Sub:- Internal Audit.

The uregent attention of all officers in charge of Divisions
branches or Units is drawn to F.RR, 132 - 134 which define the objects of
the Internal Audit. To achieve these objects, aif officers shouid while
actively participanting in these activities, co-operate with the Internal Audit
Unit of the Head Office. F.RR. 132 - 134 are attached for easy reference.

2. The attention of R.EE. had been repeatedly drawn, by the
internal Audit Unit to incorrect procedures in the preparation of
decuments, disbursement of public funds, delays and incompiete action.
The followoing instance, inter alia, have to be pointed out :

{5} Delays in" replying to (a) Audit Queries {b} Monthiy
Accounts Observations, (c} internal Audit Inspection
Notes.

() Inadequate replies and reports furnished re (1) ({a)
above thereby rendering to difficuit to finalise those
and furnish complete replies to the Audit General.

i}  Delays in the rendition of Monthly Accounts and sther
Financial Statements like expenditure statements etc,

{iv] Disregard to financial procedures and methods in the
preparation of payment documents and the maintenance
of financia! records in offices which include :-

(a}  Payment fo incorrectrates o pay to labour.

{bj Erroneuvous payments of overtime  and
allowances,

{c} Inadequacy or compiete absence of field checking
of labour engaged on Check-Roils by R.E., O.E,,
and T.A,

L
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(d}  Un reasonabie engagement of private tractors and
trailers.

(e} Indiscriminate tocal purchase of stores, often
exceeding the prescribed limits.

(f inadequacy or total absence of the checking of
material returns and the non submission of
materiai returns in time.

{g} Non-preparation of the M.P.C.RR. in time.

3. Please see that all officers in syosur Division who attend to
accounting functions are familiar with the H.Q. Circulars, the Manual of
Accounting Procedure, the relevant F.RR. the Establishment Code and
Audit Queries and cbservations issued from time to time. if they encounter
any problems, clarification should be sought froin the relevant Branches of
the Head Office.

Sgd!/. A Maheswaran
Sgd.f.. ; Director of Irrigation.
Chief Accountant.

ce: D.DD. ¢ D.ILEE. / Acct. |.A.



Departmental Circuiar No. 7 of 1889, |
My No: S/112/88.,

Irrigation Department,
| Colombo 7, 1989-03-13.
TO ALL OFFICERS.

ACCOUNTING FOR FIXED ASSETS

mmameeml,mvarbus'mm,hwqwmuﬂmdﬁn
-Dem;mtshaccounﬁngformaﬁxﬁmmﬂmmmuwﬂinadhﬂn
MMM,TMW.CMI’. 'ﬂlishldbeenindudedhhismportb
Paimnanuisduebbenkmnp.fonﬁqcuuionbyﬂnmbﬁckcmts'
Committee, Rbmmumbsuncompilmgmemmprmmm
records as envisaged in the Circular. :

2 ﬂnﬁxedmtobemcludedinourrmrdshmbmciusiﬁwu

Class1  -Lands. - ,
Class 2 - Bulidigns —
Class 3 - Structures - Bunds, dams, anicuts, sluices, roads etc.

Class§ - Plant, machinery & equipment - Construction
Ciass § -M.mlchhmy&mmtﬁmtshopm
Class 8 - Plant, machinery & equipment - Yransport.

4, FortbeMithqsbeendecidedtoprepareuphraterecordsofﬂnmets
under class 1 ﬁ:ﬁnmdrRhngeattthmOﬁu,mdofﬂnbahmehmat
Office. .

(i). In Ranges - The Range D.D. will make arangements to collect
' ﬂ)e,dataandrmtdﬂmninl'lisbooks.

F’orusetsinClusHos-omlEoraSQniorTAathchedto

Range Office will be <harge assistad by the T.AA and
Draughtsmen in the Range.

ForassetsinClass4- The Range Accountant assisted by the
S.KK. will prepare this.
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{n}  In Head Office -

Senior D.D. { M & E ) assisted by M.E. {H.0.} will be in-charge of
preparing the records for alf items of the Departments,

classified udner class 5, 6 & 8.

Senior G.D. { Specialised Sarvices } wifl have the records prepared in
respect of equipments in the specialised units.

Senior D.D. { Finance } will have the records of assets in class 4 prepared.
He will also monitor the prpgress made by the Senior D.DD and the Range

D.DD.who report to me.

Please take acfion to start preparing the records and report t¢ me the
progress made in cne months time.

Please acknowledge receipt.

Sgd./
K.D.P. Perera.

Director of irrigation.
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