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Cabinet Liivision
NOTIFICATION
Dacca, the 19th April, 1978,

No. S.R.0. 90-L/78.—In exercise of the powers conferred by section 21 of
the Rajshahi Division Development Board Ordinance, 1976 (Ord. LXXX of
1976), the Government is pleased to make the following rules, namely:—

THE RAJSHAHI DIVISION DEVELOPMENT BOARD FINANCIAL RULES,
1978,

|. Short title.—These rules may be called the Rajshahi Division Develop-
ment Board Financial Rules, 1978,

2. Definitions.—In these rules, unless there is anything repugnant in the
subject or context,—

(@) “‘Accountant-General (Civil)" means the Head of the Office of Audit
and Accounts (Civil) subordinste to the Auditor-General who Keeps
the accounts of the Republic and exercises audit functions in relation
to these accounts on behall of the Auditor-Generel, and the term
“Audit Officers” shall include the staff of the Accountant-General and
of the Auditor-General, as the case may be;

(h) “appropriation” means the assignment of funds at the disposal of the
assigned autharity to meet specified expenditure;

() “Auditor-General” means the Comptroller and Auditor-General of
Bangladesh; §

{(1117)
Pricey Taka »-73.
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(d) “*Controlling Officer” means the Chairman or the Head of a4 Wing or
any other officer empowered by the Board to control income and
expenditure of the Board and its Fund; '

(¢) “Drawing and Disbursing Officer” means an officer of the Board who
has been authorised to draw bills to make payment for services rendered
or supplies made, to the Board;

(f) “Fund™ means the Rajshuhi Division Development Board Fund ;

(g) “Member (Finance)” means the member to whom all matters relating
to. finance is allocated by the Board :

(i) “Head of the Wing” means any authority declared to be such by the
Board ; f

(i) “Ordinance” means the Rajshahi Divicion Development Board Ordi-
nance, 1976 (Ord. LXXX of 1976) ;

(i) “re-appropriation” means-the transfer of funds from one unit of appro-
priation to another such unit;

(%) “Wing” meaps an administrative division of the Board declared as
such by the Board and headed by a full-time member.

3, Operation of the Board Fund.—(/) All moneys in the Fund shall be
kept with any of the bank or banks specified in the Schedule to the Bangladesh
Banks (Nationalisation) Order. 1972 (P.O. No. 26 of 1972), operating a4t Rajshahi
in an dccount styled as “The Rajshahi Division Development Board
Fund™ or in the “PL Account™ with Rajshshi Treasury and shall be operated
yider joint signatures of the Chairman and the Member (Finarce),

(2) In the absence on leave other than casual leave of the Chairman, the
(Member) Secretary of the Board shall <ign the cheques in his place and, in
case of the Member (Finance) being away on leave other than casual leave,
any member authorised by the Board shall sign the cheques jointly with the
Chairman,

(7} Mo cheques shall be issued unless it is required for immediate payment
and no payment shall be ntade by the bank except upon a cheue.

(4) Release of funds sanctioned for @& scheme or project shall not be made
at a time but shall be made in instalments based on immediate requirements,

(5) The cheque books supplied by the bank or banks against formal requisi-
tions shall be kept under lock and key in the personal custody of the Member
(Finance). A certificate of the count of the pages of the cheque books shall
invariably be recorded on the cover-leaf of such books

() The Chairman and the Member (Finance) shall jointly
responsible  for operation of the Fund. The responsibility
cccounts thereof shall lie with the Member {Finance),

and severally be
for maintenance of
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(7) The Board shall maintain closing balance at the minimum of taks two
lakhs on any particular day of the year making allowances for expenditure
for meeting any expenditure in case of emergencies.

4. Replenishment of the Fund.—(/) The Board shall furnish expenditure
report in such manner and on such dates as may be directed by the Government,

{2} The Board shall submit by such date and in such manner, before the
close of the financial year, as may be directed by the Government,a consoli-
dated statement showing therein the expenditure incurred on the schemes or
projects during the previous financial year less the actual reimbursement, if
any, azaimst advances made previously so that the necessary arrangements for
replenishment of the Fund can be made by the Government,

(5) The Board shall prepare its annual development programme by Ssuch
date and in such manner as may be directed by the Government.'

5. Board budget.—(/) Save as hereinafier provided, the Board shall, before
the expiry of the financial year, prepare estimates of receipts and expenditure in
respect of the next financial year and submit the estimates to the Government
for approval.

{2) The budget of the Board shall comsist of two parts, namely:i—

(ay management budget, and
(&) development budget. 2

(3) The responsibility for the prepariation of the statement of the estimated
receipts and expenditure of thie Board in respect of a financial year as well
45 any supplementary estimates or demands for eéxtra grants shall lie with the
Member (Finauce). All other members and officers and other employees of
the Board shall assist him in the preparation of the budget estimates,

(4) The Member (Finance) shall prepare the budget estimate of receipts and
expenditure in respect of the ensuing financial year on or before the 31st
Muarch every vear or on such date as may be directed by the Chairman and
place it before the Board in the first week of April. The Board shall, after
necessary scrutiny, submit the same to the Government on or before the 15th
April or on such date as may be directed by the Government,

(5) The budget estimate shall be accompanied by an explanatory memoran-
dum clearly explaining the variations in the figures and repetition or omission
of any special item, ¥ :

(6) No one shall imcur any capital expenditure or enter into any liability
involving expenditure from the Fund until the expenditue has been sanctioned
by an order of the Board even though .there is budget provision for such
expenditure,

(7} The budget grant, w'han duly approved, shall be communicated by the
Government to the Board in the shape of lump sum, known as primary units
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of appropriations as shown in the budget estimates approved by the Govern-
ment. On receipt of the same, expenditure may be effected in the following
manner—

‘{a) the whole or part of the appropriation for a primary untit within o
grant may be placed at the disposal of a Controlling Officer or
Drawing and Disbursing Officer. If required, the primary unit may
be divided into a number of secondary units and the appropriation
for any of these unmits, wholely or in part may be placed at his
disposal;

{b) the appropriation for a umt can be increased or decreased only by a
formal order of re-appropriation authorising a transfer-of funds from
one unit to another.

(8) An appropriation or re-appropriation within the grant of a financial
year can be authorised at any time before the expiry of that year. An appro-
priation is intended to cover all claims including the liabilities, if any of past
years to be paid oradujsted during the financial year from the budget of that

Vear.,

(9) Re-appropriation can be made as and when necessary within the budget
grant under the orders of the Chairman from one scheme or project to another
included in the development budget and from one detailed sub-head to another
included in the management budget subject to the conditicn that no re-appro-
prigtion is admissible in respect of pay heads, mamely, pay of officers and
pay of establishment, Such re-appropriation shall be made in the revised budget
estimate. i

(/0) The Ch4irman shall be responsible for controlling the expenditure over
the allotted funds and E-hﬂﬂ, in addition to any directions given by the Goyern-
ment from time to {ime, issue necessary instructions to the members, officers -
and other employees of the Board to control the expenditure in »ut.h manner
as he may deem proper.

(1) All members shall also keep a close watch over the progress of expen-
diture and receipts under them. The Member (Finance) shall take special
precaution in this respect and take proper measures for—

(a) introducing the system of interpal audit of the relevant accounts o be

conducted by him; 5

" (b) verification of figures with the Audit Office by deputing an officer or
other employee there from time to time:

(¢) physical verification and inspection of the projects or schemes at regular
intervals with a wiew to ensuring proper and [ull utilization of the
Fund.

6. Maintenance of accounts.—(/) Save as hereinafter provided, the Board
shall maintain its accounts in the same manner as the Government maintains
its accounts. Various procedures as laid down by the Government in the
Treasury Rules, Govermment Financial Rules and Account Codes shall be
followed.
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(2) The Board shall maintain and keep the following records and documents,

namely :i—

{a) Cash Book; %
(b) Cheque Book;

(c) Paymenl Youcher:

(d) Imprest Account (Permanent Advance);

() Cash Abstract Register;

(f) Monthly accounts of receipts and expenditure;
(g) Annual Accounts;

(h) Stock and Store Accounts;

() Miscellaneous Receipts;

(j) Provident Fund Accounts:

(k) Public Works Charges;

(1) Development Accounts’

(m) Loan Register;

(n) Register of Lands; =

(o) Register of Work Bills.

(3) In “case of any difficulty in the practical application of the rules men-

tioned in sub-rule (1), the advice of Director-General, Local and Revenue Audit
Department, shiall be obtained.

{4) The accounts of the Fund shall be maintained in two parts, namely:—
() Capital Account, and

(4) Revenue Account,
(3) There shall be credited 1o the Capital Account—

(@) such proportion of grants received from the Governmenl as may be
decided by the Board;

(b) loans raised by the Board with the sanction of the Government or
loans abtamed from the Government;

{¢) sale-proceeds of any movable or immovable property of the Board;

(d) any ather receipts of miscellaneous nature pertaining to schemes or
projects; and

{¢) any other sum which the Government may direct to be credited to the
Capital Account.

(6) The money credited to the Capital Account shall be applied to—
(@) expenditure on dwelupmt, that is, preparation, execution end imple-

mentation- of schemes or projects together with the expenses incidental
thereto ;
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(b) re-payment of loan, if any, previously obfained by the Board;
(¢) grant loans to private parties against approved schemes;

(d) any other payment of a miscellineous nature pertaining to sohemes or
projects of the Board.

(7) There shall be credited to the Revenue Account—

(). such portion of grants received from the Government as may be decided
by the Board for meeting the expenses of management; °

(b) all interest received by the Board from the banks accrued on Fund;
(¢) all rents of lands and buildings, if any, of the Board;

(@) rents of houses recovered from the officers and other employees of the
Board for accommodation provided by the Board:

(e) miscellaneous receipts relating to the management side;

(f) all other sums which the Government may direct to be credited to the
Revenue Account,

{#) The money credited to the Revenue Account shall be applied to—
(a) pay of officers and other employees:
(b) payment of allowances and honorarin to officers and other employeos;

(¢} contingencies.

(9) A separate Cash Book shall be maintained for each of the two accounts
mentioned in sub-rule (#). A Cash Book for Capital Account shall be main-
tained by the Accounts Officers in the Finance Wing snd that for Revenue
Account by the Drawing and Disbursing Officer wmder the overall supervision of
the Member (Finance).

(/0) The accounts- classification of receipt and expenditure shall invariably
follow the bpdeet classification. Sanction for expenditure shall specifically
mention the head or heads of account to which the expenditure is debitable,
The officers responsible for the maintenance of accounts shall see that the
expenditure hias been properly and correr:tly classified.

7. Sanction.—(/) A sanction for an expenditure shall lapse if not acted
upon within. the finanecial year.

(?) All financial sanctions issucd by the Finance Wing shallbe communicated
to the Accounts Officer direet with copies to other Wings, Sanction issued by
other Wings should similarly be communicated to the ﬁcmunts Officer direct
and copy endorsed to the Finance Wing.
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§. Payment of claims.—(/) All personal claims of the officers and employees
of the Board and those of outsiders for services rendered, supplics made and
works executed for or on behalf of the Board shall be paid in cheques only,
Cash payment may, however, be made when such claim does not exceed
Taka 75 or in cases*where bank facilities are absent.

(£) No cheque shall be drawn unless it is intended to be paid away.

{2). Payments due to contractors and suppliers may, if so desired by them,
be made to their banker provided the pariy produces legally valid documents
conferring authority on the bank to receive the payment.

(#) Payment to outsiders for supplies made, services rendered and works
execuled shall be made only when the claims have been submitted in proper
forms and accepted by the Executing Wing. The claims shall be classified in
details showing heads of accounts, units, quantity. and rate to enable proper
identification of the expenditure.

(5) Claims of employees o arrears of pay and allowances or to increments
or in respect of any other payment which have been allowed to remain in
abeyance for a period exceeding one year shall not be paid except with the
sanction of the Chairman,

(6) Claims against the Board which have become time-barred under the
Limitation Act. 1908, shall ordinarily be refused and no such claims shall he
paid without the sanction of the Board.

(7) All petty claims of officers and other employees of the Board of more
than three years’ old and 21l such claims for whose delayed submission an
adequate explanation is not forthcoming shall be rejected. The time limit
laid down in sub-rules (5) and (6) shall be calculated from the date on which
the claima became payable. In the case of sanction granted with retrospec-
tive effect the claim does not become pavable before it is sanctioned.

9. Drawal and disbursement of payment and allowances, etc,— (/) The respon-
sibility for a good and efficient financial administration shall develve on  the
Finance Wing. It shall ensure regular payment of all bills mecluding those
for pay and allowances of the officers and other employees.

(2) All bills shall be prepared in accordance with the instructions contained
in these rules and signed by the Drawing and Disbursing Officer who shall
then pass.on the bill to the Finance Wing. The bills will be scrutinised in the
Finance Wing and submitted to the Accounts Officer for signing pay order
if there is no objection. Approval of the Member (Finance) shall be obtained
before pay order is signed by the Accounts Officer. -

10. Receipt of money.—(/) All transactions to which any officer of the
Board is a party in his official capacity must be brought to accocunt without
delay. Under no circumstances money received as dues of the Board shall be
kKept out of account,

(7) Money received as dues of the Board or for deposit in the custody of
the Board shall be ecredited to the bank account of the Fund at the carlies
opportunity. It shall under mo circumstances be utilised for current expenditure.
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(") No money shall be received from any one person without issuing a
proper receipt which shall, infer ufia, state the name of the person frem whom
the money is received, the amount both in figures and words and purposes for
which it is received, the receipt shall be signed by a duly authorised officer
who shall satisfy himself of the collection before signature. :

11. Forms and custody of receipt book.—(/) The standard form of receipt
book used in Government offices shall be adopted by the Board.

(2) The receipt book shall be kept under lock and key.in the personal
custody of the officer authorised to sign the receipt on behalf of the Board.

(2) The number of forms contained in each book shall be counted and
certificate to that effect recorded <in a conspicuous plice in the books by the
officer-in-charge of the books. The counterfoil of the used receipt book shall
be kept in his personal custody.

12, VYoucher for payment.—(!) Every payment including re-payment of
money shall be supported by a voucher setting forth full and clear particulars
of the claim. When it i3 not possible to support & paymeni by a voucher &
gertificate of payment. signed by the Drawirg and Dishursing Officer and
endorsed by his superior officer shall always be placed on record. The parti-
culars of the claim shall invariably be set forth in such certificates.

) Every voucher shall bear a pay order signed or initialled and dated by
the Drawirg and Disbursirg Officer. The order should- specify the amount
payable both in words and figures.

{3) The voucher shall also bear or have attached to it an acknowledgement
of the payment signed by the person by whom or on whose. behalf the claim
is made. This acknowledgement shall always be taken at the time of payment,

13. General rules for payment against grants—(/) No expenditure shall be
incurred without previovsly obtaining exira- appropriation, in excess of the
amount provided for expenditure under the heads concerned, and when an
officer or other employee of the Board exceeds the annual appropriation, he
may, under orders of the Board, be responsible for the excess.

(2) All linbilities incurred must be paid at onc: and under no circumstances
may they he allowed to stand over to be paid from grant of anothér year,
If possible, expenditure shall be pestponed till the preparation of a new budget
in which provision for payment of liabilities which could not be met in the
previous year be made.

14, Duties of the Drawing and Disbursing Officer and the Controlling Officer.—
(1) The Drawing and Dishursirg Officer while incurring or authorising expen-
diture from the Fund shall be guided by the high principles of financial
propriety so as to ensure that the expend ture is not prima facie more than
the nccasion demands. He shall also be responsible for the observances of all
the relevant financial rules and regulations by his own ofice as well as by
suhordinate disbursing  Officers.”

() The Controlling Cficer shall not only see that the expenditure is kep
within the limits of the aurhorised appropriation but alse that the fund
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allotted to the Heads of Wings and subordinate officers, if any, are spent in
the public interest and utilised for the purpose for which the money was
provided. He shall be responsible for enforcing financial rules and rgulation:,
orders and strict economy at svery step, '

(2) The Controlling Officer shall satisfy himself that adequate proyision
gxists within the organisation for Systematic internal checks caleulated to
prevent and detect financial errors and irregularities so as to guard against
waste and loss of Board money and stores. He shall further make sure that
the checks are effectively applied.

15. Permazent advance.— (/) The Board may sanc¢'ion permanent advance
for the head office of the Board as advised by the Member (Finance). The
Chairman may sanction, on the advice of the Member (Finance), permanent
advance for offices other than the head office, if any.

(%) The Board may also sanetion, on the advice of the Member (Finanoe),
4 “Permanent advance” or “Imprest” of a fixed sum of Taka to other officers,
namely, Assistant Engineer and Overseers to enable them to make certain
classes of payments for such works as may  be entrusted to them by the
Executive Engineer or other officer, if any, of the Board.

(7) The holder of permanent advance or imprest shall be responsible for
the safe custody of the money placed in his hands and he shall at all times
be ready to account for the total amount of the meney in® vouchers or in
cash. ’

16, Cash Book.—(/) Save as hereinafter provided, the Board shall follow
the Government system of account is maintaining its Cash Books.

(2) Every officer receiving money for disbursement shall maintain a Cash
Book In the same form as that of the Government,

(2) All monetary transactions shall be entered in_ the Cash Book as soon as
they occur and attested by the head of the office in' token of check,

(#) The Cash Book shall be closed and balanced ecach day and com-
pletely checked. The head of the office shall verify the totalling of the Cash
Book or have this done by some responsible subordinate other than the writer
of the Cash Book, and initial it as correct.

(5) Any eraser or overwriting of an entry once made in fhe book is
strictly prohibited. If a mistake is discovered, it shall be corrected by drawiog
the pen through the incorrect entry and inserting the correct entry in red
ink between the lines. -The head of the cffice skall initial every such correction .
and invariably date his initials. -

{7. Audit—(1) The accounts of the Board shall be audited by the Auditor-
Gieneral in such manner as he deems fit,

(*) Final replies to the annual audit report or audit objections shall be
submitted expeditiously but not exceeding a period of 3 months.
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8.  Security deposit.—(/) The employees of the Board, namely, Cashiers,
Store-keepers and other employees entrusted with the custody of cash or stores
shall be required to furnish security. The amount of security in each case
shall be determined by the Chairman on the advice of the Member (Finance).
The security so fixed shall .be paid either in lump sum or by deduction from
pay. .

(2) As an aliernative to cash payments, a fidelity bond of an Insurance
Company approved by the Government for the full amount of the requisite
spcurity guaranteeing the Board against losses through dishonesty, negligence or
disregard of the rules on the part of the employee may be accepted.

19, Contract and tender.—(/) Save as hereinafter provided, the prineiples
followed by the Public Works Department in entering into contracts or agree-
ments shall be adopted by the Board,

(2) The terms of a4 contract shall be precise and definite, and there shall
be no room for ambigiity or misconstruction therain,

(3) As far as possible, legal and financial advice shall be taken in the draft-
ing of contracts and before they are finally entered into.

(4) Standard forms of contracts shall be adopted wherever possible and the
terms shall be laid down afier proper scrutiny.

(5) The terms of contract once entered into shall not be materially varied
without the previous consent of the competent financial authority, and the
rodsons for the variation shell be recorded,

(6) No contract involving an uncertain or indefinite liability or any condi-
tion of an unusual character shall be entered into without the previGus consent
of the competent financial authority.

(7) Wherever practicable and advantageous, contricis shall be entered into
only after tenders or quotations have been invited in the manner indicated
below i—

(a) tenders, which shall always be sealed. shall invariably be invited in
the most open and public manner possible for the execution of work
or: the supply of stores worth Taka 2 500-00 or more. Orders of
smaller amounts may ordinarily be placed by calling for quetations
from & number of known and religble firms :

() no tender for the execution of works of any description shall be received
unless accompanied by the deposit of cash as earnest money to the
extent which has been notified as necessary by the officer concerned :

- (¢) the amount of earnest money to be deposited shall be sufficiently large
to serve at & security against loss in case of the contractor failing
to furnish the required sccurity within the appointed timé after the
acceptance of his fender, or until the sums due to him form a
sufficient guarantee, as the case, may he. :
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(d) usually the lowest tender shall be acecpted unless there is some objection
lo the capability of the contractor, the security offered by him*or
his execution of former work and the like. In cases where the lowest
tender or gquotation is not accepted, .reasons shall be recorded.
Subject to the above, the acceptance or rejection of tenders is
left entirely to the diserction of the officer to whom the duty is
entrusted and no explanation cin be demanded of the cause of the
rejection of his offer by any person making a tender. Such an
explanation may be called for by the superior authority if considered
NECEsSary,

(8) In selecting the tender to be aceepted the financial status of the indivi-
dunls and firms tendering must bé taken into consideration in addition to all
other relevant faotors,

(%) Even in cases where a formal writlen contract is not made, no order
for supplies shall be placed without at least a wrilten agreement as to price,

([0) Provision shall be made in the contract for safeguarding the property
of the Board entrusted to a coniractor, ;

(/1) The Auditor-General shall have power Lo examine contractsand to bring
before the Government and the Board any cases where competitive tenders
haye not been sought or high tenders have been accepted or where other
irregularities have come to light.

(/2) In long-term agreements and contracts enduring or likely to endure for
a4 perind of more than five years, provision must be made for an uncondi-
tional power of revocation or cancellation of such contracts by the Board at
agy fime on the expiry of six months' notice to that effect.

: :

(I3) The Board shall constitute, with the prior approval of the Government,
such number of Tender Committegs for such functions as it may consider
NECESSATY.

(/4) No contract or agreement shall be entered into on behalf of the Board
unless the contract or agreement has been approved by the Board.

20. Stores—(!) Purchase of stores shall be made in the most economical
manner in accordance with the requirements of the Board. Periodical indent
for the purchase of stores shall be prepared and stores shall be purchased in
#ocordance with such indents. .

(2) All materials received shall be examined, inspected, counted, measurad
or weighed, as the case may be, when delivery is taken. They shall be taken
in charge by an officer who shall see that the quantities are correct and their
quality is good, and record a certificate to that effect. The officer receiving
the stores shall also be required to give a certificate that he has actually
received the materials and recorded them in the appropriate Stock Register.

(2) In case of stores issued to & contractor the cost of which is recoverable
from him, an acknowledgement stating the full particulars of the materials
issued, including recovery rates, and the total value chargeable to the contrac-
tor shall be obtained from the contractor.
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21. Defalcations, losses, ete.—(/} Any loss of money, revenue or receipts
or other property held by, or on behalf of, the Board caused by defalcation
or otherwise shall be immediately reported by the officer concerned to his
immediate superior as well as to the Finance Wing. Such reports shall also’ be
submitted as soon as suspicion arises that there has been a loss.

() The Finance Wing shall make such detailed enquiries as it may deem
proper and report it to the Board.

(3) For any loss sustained by the Board through fraud or negligence on the
part of any one he shall be held responsible for any loss arising from such
fraud or negligence to the extent to which it may be shown that he contiri-
buted to the loss by his own action or negligence. -

22, Responsibility for accounts, returns, ete.—Every cfficer whose duty it is
to prepare and render any accounts or relurns in ‘respect of any Board
money or stores of the Board shall be personally responsible for completeness
and strict accuracy of such accounts or returns and their despatch within the
time fixed by the Board,

23. Disposal of Board’s property.—No property of the Board, movable or
immovable, shall be sold or disposed of in any manner without the previous
specifie concurrence of the Finance Wing.

24. Financial orders,—All orders in so far as they embody orders or
instructions of financial character or have important Financial bearing, shall be
made by, or with the approval of, the Finance Wing.

25. Reference to Government in case of disagreement between the Board and
the Member (Finance).—In case of any disagreement between the Member (Finance)
and the Board on the question of interpretation of these rules or on a point
connected with the financial matters of ihe Board, the matter shall he referred
to Government whose decision thereon shall be final,

No. 5.R.0. 91-L/78.—In exercise of the powers conferred by section 21 of
the ‘Khulga Division Development Board Ordinance, 1976 (Ord. LXXV of
1976), the Government 15 pleased to make the following rules, namely:—

THE KHULNA DIVISION DEVELOPMENT BOARD FINANCIAL RULES, 1978

1. Short title—~These rules may be called the Khulna Division Develop-
ment Board Financial Rules, 1978,

2, Definitions,—In thess rules. unless there is anything repugnant in the
sibject or context,—

(@) “Accountant-General (Civil)” means the Head of the Office of Audit
and Accounts (Civil) subordinate to the Auditor-General who keeps -
the accounts of the Republic and exercise audit functions in relation
to these accounts on behalf of the Auditer-General, and the term
“Andit Officers” shall inelude the staff of the Accountant-Generil and
of the Aunditor-General, as the cese may be;
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(4 ‘‘appropriation” means the assignment of funds at the disposal of the
assipned authority to meet specified expenditure:

(¢) “Auditor-General” means the Comptroller and Auditor-General of
Bangladesh; : :

(d) “Controlling Officer” means the Chairman or the Head of a Wing or
any other officer empowered by the Board to control income and
expenditure of the Board and its Fund;

(¢) “Drawing and Disbursing Officer” means an officer of the Board who
has been authorised to draw bills to make payment for services rendered
or supplies made, to the Board: :

(f) *“Fund” means the Khulna Division Development Board Fund :

(g} “Member (Finance)’ means the member to whom all matters fe]ﬂti.ug
to finance is allocated by the Board ;

(h) **Head of the Wing” means any authority declared to be such by the
Board :

(i) “Ordinance” means the Khulna Division Development Board Ordi-
nance, 1976 (Ord. LXXV of 1976) ; :

(j) ‘‘re-appropriation” means the transfer of funds from one unit of appro-
priation to anotheér such uniti

(k) “Wing” means an administrative division of the Board declared as
such by the Board and headed by a full-time member,

3, Operation of the Board Fund.—(/) All moneys in the Fund shall be
kept with any of the bank or banks specified in the Schedule to the Bangladesh
Banks (Nationalisation) Order, 1972 (P.O. No. 26 of 1972), operating at Khulna
in an account styled as “The Khulna Division Development Board Fand”
or in the “PL Account” with Rajshshi Treasury and shall be operated
under joint signatures of the Chairman and the Member (Finance).

(2) In the absence on leave other than causal leave of the Chairman the
(Member) Secretary of the Board shall sign the cheques in his place and, in
case of the Member (Finance) being away on leave other than casual leave;
any member authorised by the Board shall sign the cheques joinily with the
Chairman. '

) Ny cheques shall be issued unless it is required for immediate payment
and no payment shall be made by the bank except upon a cheque.

(4) Release of funds sanctioned for a scheme or project shall not be made
at a time but shall be made in instalments based on immediate requirements.

(5) The cheque books supplied by the bank or banks against formal recuisi-
tions shall be kept under lock and key in the personal custody of the Member
(Finance). A certificate of the count of the pages of the cheque books shall
invariably be recorded on the cover-leaf of such books.

.
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(6) The Chairman or as the case may be, the Vice-Chairman and Member
(Finance) shall jointly and severally be respohsible for operation of the Fund, The
responsibility for maintenance of accounts thereof shall lie with the Member
(Finance).

(") The Board shall maintain closing balance at the minimum of taka two
lakhs on any particular day of the year making allowances for expenditure
for meeting any expenditure in case of emergenaies,

4. Replenishment of the Fund.—(/) The Board shall furnish expenditure
reporl m such manner and on such dates a5 may be directed by the Government.

(-) The Boara shall submit by such date and in such manner, before the
close of the financial year, as may be directed by the Government, a consoli-
dated statement showing therein the expenditure incurred on the schemes or
projects during the previous financial year less the actual reimbursement, if
any, against advances made previously so that the necessary arrangements for
replenishment of _the Fund cin be made by the Government.

() The Board shall prepure its annual development programme by such
date and in such manner as may be directed by the Government.

5. Board budget.—(7) Save as hereinafter provided, the Board shall, before
the expliyof the financial year, prepare éstimates of receipts and expenditure in
respect of the next financial year and submit the estimates to the Government
for approyal,

(2) The budget of the Board shall conist of two parts, namely—
(@) management budget, and

(&) development budget.

(7) The responsibility for the preparation of the statement of the estimated
receipts and expenditure of the Board in respect of a financial year as well
as any supplementary estimates or demands for extra grants shall lie with the
Member (Finace). All other members and officers and other employees of
the Beard shall assist him in the preparation of the budset estimates.

(#) The Member (Finance) shall prepare the budget estimate of receipts and
expenditure in respect of the ensuing financial year on or before the 3ist
March every year or on such date as my be directed by the Chairman and
place it before the Board in the first week of April. The Board shall, after
necessary scrutiny, submil the same to the Government on or before the 15th
April or on such date as may be directed by the Government.

{j) The budget estimate shall be accompanied by an explanatory memoran-
dum clearly explaining the variations in the figures and repetition or omission
of any special item,

(6) No one shall incur any capital expenditure or enter into any Hability
involving, expenditure from the Fund until the expenditue has been sanctioned
by an order of the Board even though there 1s budget provision for such
expenditure. ;
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(7) The budget grant, when duly approved, shall be communicated by the
Government to the Board in the shape of lump sum, known as primary units
of appropriations as shown in the budget estimates approved by the Govern-
ment. On receipt of the same, expenditure may be effected in the following
manner—

(a) the whole or part of the appropriation for a primary untit within a
grant may be placed at the disposal of a Controlling Officer or
Drawing and Disbursing Officer. If required, the primary unit may
be divided into a number' of secondary umits and the appropriation
for any of these units, wholely or in part may be placed at his
disposal;

(8) the appropriation for & upit can be increased or decreased only by a
formal order of re-appropriation authorising a transfer of funds from
one unit to another.

(#) Ao appropriation or re-apprapriation within the grant of-a  financial
year can be authorised at any time before the expiry of that vear. An appro-
priation is intended to cover all claims including the Habilities, if any of past
years to be paid or adjusted during the financial year from the budget of that
Year,

(9) Re-appropriation can be made as and when necessary within the budget
grant under the orders of the Chairman from one scheme or project to another
included in the development budget and from one detailed sub-head to another
included in the management budget subject to the condition that no re-appro-
priation is admissible in respect of pay heads, namely, pay of officers and
pay of establishment, Such re-appropriation shall be made in the revised Budget
estinte.

(/0) The Chairmal shall be responsible for contrelling the expenditure over
theallotted fundsand shall, in addition to any directions given by the Govern-
ment from time to time, issue necessary instructions 1o the members, officers
and other employees of the Board to control the expenditure in such manner
45 he may deem proper.

(/1) All members shall also keep a close watch over the progress of expen-
diture and receipts under them. The Member (Finance) shall take special
precaution in this respect and take proper messures for—

(a) introducing the system of.internal audit of the relevant accounts to be
conducted by him;

[b]. verification of figures with the Audit Office by c!épu:[ng an officer or
other employee there from time to time;

(¢) physical verification and inspection of the projects or schemes at regular
intervals with a view to ensuring proper and full utilizetion of the
Fund. .

6. Maintepance of accounts.—(/) Save as hereinafter provided. the Roard
chall maintain its accounts in the some manner as the Government maintaine
its aoccounis. Various procedures as laid down by the Governnmient in the
Treasury Rules, Government Financial Rules and Account Codes shall be
followed,
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{"]II The Board shall m mtain and kecp-lhﬂ following records and documents,
namely i—

{a) Cash Book;

{b) Cheque Book;

(¢) Payment Voucher;

{d) Imprest Account (Permanent Advance);
{e) Cash Abstract Register; '

() Menthly accounts of receipts and expenditiire;
{g) Annual Accounts;

(i) Stock and Store Accounts;

(7) Miscellaneons Receipis:

{j) Provident Fund Accounts;

(k) Public Works Charges;

{) Development Accounts;
{m) Loan Register;

(i) Register of Lands;

(o) Register of Work Bills.

e

(*) In case of any difficulty in the practical application of the rules men-
tioned in sub-rule (/), the advice of Director-General, Local and Revenue Audit
Department, shall be obtained.

(4) The accounts of the Fund shall be maintained in two parts, namely:—

(a) Capital Account, and
(i) Revenue Account.
(5) There shall be credited to the Capital Account—

{a) such proportion of grants received from the Government as may he
decided by the Board:

{#) loans raised by the Board with the sanction of the Governmentl or
loans ohtained from the Government;

(¢) sale-proceeds of any movable or-immovable property of the Board;

(d)any other receipts of miscellaneous nature pertaining lo schemes or
projects; and

(2) any other sum which the Government may direct to be credited to the
Capital Account.

{6) The money credited to the Capital Account shall be applied to—
(@) expenditure on development, that is, preparation, execution and imple-

mentation of schemes or projects together with the expenses incidental
thereto ; :
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(b) re-payment of loan, if any, previously obtained by the Board;
+ (¢) grant loans fo private parties against approved schemes;

(d) any other payment of a miscellaneous nature pertaining to schemes or.
projects of the Board.

(*) There shell be credited to the Revenue Account—

(a) such portion of grants received from the Government as may be decided
by the Board for meeting the expenses of management:

() all interest received by the Board from the banks accrued on Fund;
(¢} all rents of lands and buildings, if any, of the Board;

(d) rents of houses recovered from the officers and other employees of the
Board for accommodation provided by the Board;

(¢) miscellaneous receipts relating to the management side;

(f) all other sums which the Government may direct to be credited to the
Revenue Account.

() The money credited to the Revenue Account shall be applied to—
{a) pay of officers and other employees;
() payment of allowances and honoraria to officers and other employees;

(¢) contingencies.

(9) A separate Cash Book shall be maintained for each of the two accounts
mentioned in sub-rule (). A Cash Book for Capital Account shall be main-
tatned by the Accounts Officers in the Finance Wing and that for Revenue
Account by the Drawing and Disbursing Officer under the overall supervision of
the Member (Finance).

('0) The accounts classification of receipt and expenditure shall invariably
follow the budget classification. Sanction for expenditure shall specifically
mention the head or heads of account to which the expenditure is debitable.
The officers responsible for the maintenance of accounts shall see that the
expenditure has been properly and correctly classified.

5. Sanction—(/) A ‘s&nntiﬂn for an expenditure shall lapse if nmot acted
upon within the financial year.

() All financial sanctions issued by the Finance Wingshall be communicated
to the Accounts Officer direct with copies to other Wings, Sanctipn issued by
other Wings should similarly be communicated to the Accounts Officer direct
and copy cndorsed to the Finance Wing.
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8. Payment of claims.— (/) All personal claims of the officers and employees
of the Board and those of outsiders for services rendered, supplies made and
works exccuted for or on behalf of the Board shall be paid in cheques only.
Cash payment may, however, be made when such claim does not exceed
Taka 75 or in cases where bank facilities are absent. :

(2) No cheque shall be drawn unless it is intended to be paid away.

(3) Payments due to contractors and suppliers may, if so desired by them,
be made to their banker provided the party produces legally valid documents
conferring authority en the bank to receive the payment.

(4) Payment to outsiders for supplies made, services rendered and works
exccuted shall be made only when the claims have been submitted in proper
forms and atcepted by the Executing Wing. The claims shall be classified in
details showing heads of accounts, units, quantity, and rate to enable proper
identification of the expenditure.

(5) Claims of employees to arrears of pay and allowances or to increments
or in respect of any other payment which have been allowed to remain in
abeyance for a period exceeding one year shall not be paid except with the
sanction of the Chairman.

(6) Claims against the Board which have become time-barred under the
Limitation Act, 1908, shall ordinarily be refused and no such claims shall be
paid without the sanction of the Board,

(7) All petty claims of officers and other employees of the Board of more
than three years old and all such claims for whose delayed submission an
adequate explanation is not forthcoming shall be rejected. The time limit
laid down in sub-rules (5) and (6) shall be calculated from the date on which
the claims became payable. In the case of sanction granted with retrospec-
tive effect the claim does not become payable before it is sanctioned,

9. Drawal and dishursement of payment and allowances, ete.—(/) The respon-
sibility for a good and efficient financial administration shall devolve on
the Finance Wing. It shall ensure regular payment of all bills including those
for pay and allowances of the officers and other employees,

(2) All bills shall be prepared in accordance with the instructions contained
in these rules and signed by the Drawing and Disbursing Officer who shall
then pass on the bill to the Finance Wing. The bills will be scrutinised in the
Finance Wing and submitted to the Accounts Officer for si ing pay order
if there is no objection. Approval of the Member (Finance) sgll be obtained
before pay order is signed by the Accounts Officer.

10. Receipt of money.—(/) All transactions to which any officer of the
Board is a party in his official capacity must be brought to account without
delay. Under no circumstances money received as dues of the Board shall he
kept out of account.

(2) Money received as dues of the Board or for deposit in the Custody of
the Board shall be credited to the bank account of ths Fund af tl e earliest
opportunity. It shall under no circumstances be utilised for curient eXpenditure.
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(") No money Shall be received from any onc person without issuing a
proper receipt which shall, infer | lia, state the name of the person from whom
the money is received, the amount both in figures and words and purposes for
‘which it is received, the receipt shall be signed by a duly authorised officer
who shall satisfy himself of the collection before signature.

LI. Forms and custody of receipt book.—(/) The standard form of receipt
book used in Government offices shall be adopted by the Board.

() The receipt book shall be kept under lock and key in the personal
custody of the officer authorised to sign the receipt on behalf of the Board.

(3) The number of forms contained in edach book shall be counted =nd
certificate to that effect recorded in a conspicuous place in the books by the
officer-in-charge of the books. The counterfoil of the used receipt book shall
be kept in his personal custody.

12 Voucher for payment—(/) Every payment including re-payment of
money shall be supported by a voucher setting forth Full and clear particulars
of the claim. When it is not possible to support 8 payment by a voucher a
certificate of payment signed by the Drawing and Disbursing Officer and
endorsed by his superior officer shall always be placed on record. The parti-
culars of the claim shall invariahly be set forth in such certificates.

(*) Every voucher shall bear & pay order signed or initialled and dated by
the Drawing and Disbursing Officer. The order should specify the amount
payable both in words and figures.

() The voucher shall also bear or have attached to it an ackno wledgement
of the payment signed by the person by whomor « n whose behalf the claim
is made, The acknowledgement shall always be taken at the time of payment.

13, General rules for payment against grants.—(7) No expenditure shall be
meurred without previously obtaining extra appropriation, In excess of the
amount provided for expenditure under the heads concerned, and when an
officer or other employee of the Board exceeds the annual appropriation, he
may, under orders of the Board, be responsible for the excess.

(2) All liabilities incurred must be paid at once and under no circumstances
may they be allowed to stand over to be paid from grant of another Year.
If possible, expenditure shall be postponed till the preparation of a new hudget
in which provision for payment of liabilities which could not be met in the
Previous year be made.

4. Daties of the Drawing and Disbursing Officer and the Controlling Officer—
(1) The Drawing and Disbursing Officer while incurring or authorisin g expen-
diture from the Fund shall be guided by the high principles of financial
propriety so as to ensure that the expenditure is not Prima facie more than
the occasion demands. He shall also he responsible for the observances of all
the relevant financial rules and regulations by his own office as well as by
subordinate disbursing Officers.
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(2) The Controlling Cfficer shall not only see that the cxpenditure is kept
within the limits of the aurhorised appropriation but also that the funds
allotied to the Heads of Wings and subordinate officers, if any, are spent in
the public interest and utilised for the purpose for which the money was
provided. He shall be responsible for enforcing financial rules and regulations,
orders and strict economy at every step.

{3) The Controlling Officer shall satisfy himself that adequate provision
exists within the organisetion for systematic internal checks caleulated to
prevent and detect financial eérrors and irregularities so as to goard apainst
waste and loss of Board money and stores. He shall further make sure that
the checks are effcctively applied.

15. Permanent advance—{/) The Board may sanction permanent’ advance
for the head office of the Board as advised by the Member (Finance). The
Chairman may sanction, on the advice of the Member (Finance), permanent
advance for offices other than the head office, if any.

(2) The Board may also sanction, on the advice of the Member (Finance),
a “Permanent advaoce” or “Imprest” of a fixed sum of Taka to other officers,
namely, Assistant Engineer and Overseers to enable them to make certain
classes of payments for such works as may be entrusted to them by the
Executive Engineer or other officer, if any, of the Board.

(3) The holder of permanent advance or imprest shall be responsible for
the safs custody of the money placed in his hands and he shall at all times
be ready to account for the total amount of the money in vouchers or in
cash,

16. Cash Book.—(!) Save as hereinafter provided, the Board shall follow
the Goveroment system of account in maintaining its Cash Books,

(%) Every officer receiving money for disbursement shell maintain a Cash
Book in the same form as that of the Government.

(3) All monetary transactions shall be entered in the Cash Book as soon as
they occur and attested by the head of the office in token of check.

(#) The Cash Book shall be closed and balanced each day and com-
pletcly checked, The head of the office shall verify the totalling of the Cash
Book or have this done by some responsible subordinate other than the writer
of the Cash Book, and initial it as correct.

(5) Any eraser or overwriting of an entry once made in the book is
strictly prohibited. If a mistake is discovered, it shall be corrected by drawing
the pen through the incorrect entry and inserting the correci entry in red
ink between the lines. The head of the office shall initial every such ecorrection
and invariably date his initials.

17. Audit.—(7) The accounts of the Board shall be audited by the Auditor-
~General in such manner a5 he deems fit.

,C) Final replies to the annual audit report or audit objections shall be
submitted expeditiously but not exceeding a period of 3 months,
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18, Security deposit.—(!) The employees of the Board, namely, Cashiers,
Store-keepers and other employees entrusted with the custody of cash or stores
shall be required to furnish security. The amount of securily in each case:
shall be determined by the Chairman on the advice of the Member (Finance),
The security so fixed shall be paid either in lump sumor by deduction from
pay. :

(7) As an alternative to cash payments, a fidelity bond of an Insurance
Company approved by the Government for the full amount of the requisite -
seclrity guaranteeing the Board against losses through dishonesty, negligence or
disregard of the rules on the part of the employee may be accepted.

19. Contract and tender.—(/) Save as hercinafter provided, the principles
followed by the Public Works Department in entering into contracts or agree-
ments shall be adopted by the Board.

* () The terms of a contract shall be precise and definite, and there shall
be no room for ambiguity or misconstruction therein.

(2) As far as possible, legal and financial advice shall be taken in the drafi-
ing of contracts and before they are finally entered into.

(4) Standard forms of contracts shall be adopted wherever possible and the
terms shall be lzid down after proper scrutiny.

(5) The terms of contract once entered into shall not be materially varied
without the previous consent of the competent financial authorily, and the
reasons for the variation shall be recorded.

(6) No contract invelving an uncertzin or indefinite liability or any condi-
tion of an' unusual character shall be entered into without the previous consent
of the competent financial authority.

(7) Wherever practicable and adyantageous, contracts shall be entered into
only after tenders or gquotations have been invited in the manner indicated
below:—

(@) tenders, which shall always be sealed, shall invariably be invited in
the most open and public manner possible for the execution of work
or the supply of stores worth Taka 2,500:00 or more. Orders of
smaller amounts may ordinarily be placed by calling for quotations
from a number of known and reliable firms ;

(b) no tender for the execution of works of any description shall be received
unless accompanied by the deposit of cash as earnest money to the
extent which has been notified as necessary by the officer concerned;

(c) the amount of earnest money to be deposited shall be sufficiently large
to serve at 4 security against loss in case of the contractor failing
to furnish the required security within the appointed time after the
acceptance of his tender, or until the sums due to him form a
sufficient guaraniee, as the case, may be.
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(d) usually the lowest tender shall be accepted unless there i3 some objection
- to the capability of the contractor, the security offered by him or
his execution of former work and the like. In cases where the lowest
tender or quotation is not accepted, reasons shall be recorded.
Subject to the above, the acceptance or rejection of tenders is
left entirely to the discretion of the officer to whom the duty is
entrusted and no explanation can be demanded of the cause of the
rejection of his offer by any person making a tender. Such an
explanation may be called for by the superior authority if cOnsidered
NECESSAry.

(8) In selecting the tender to be accepted the financial status of the indivi-
duals and firms tendering must be taken into consideration in addition to all
other televant factors. -

(9) Even in cases where a formal written contract is not made, no order
for supplies shall be placed without at least a wrilten agreement as to price.

({0) Provision shall be made in the contract for safeguarding the property
of the Board entrusted to a contractor. .

(If) The Auditor-General shall have power Lo examine contracts and to bring
before the Government and the Board “any cases where competitive tenders

have not been sought or high teneders have been accepted or where ather
irregularities have come to light.

(12) In long-term agreements and contracts enduring or likely to endure for
a period of more than five years, provision must be made for an uncondi-
tional power of revocation or cancellation .of such contracts by the Board at
any time on the expiry of six months™ notice to that effect.

(/3) The Board shall constitute, with the prior approval of the Government,
such number of Tender Committees for such funclions as it may consider
HECEsSATy.

(74) No contract or agreement shall be entered into on behalf of the Board
unless the contract or agreement has been. approved by the Board.

20. Stores.—(!) Purchase of stores shall be made in the most economical
manner in accordance with the requirements of the Board. Periodieal indent
for the purchase of stores shall be prepared and stores shall be purchased in
accordance with such indents.

(2) All materials received shall be examined, inspected, counted, measured
or weighed, as the case may be, when delivery is taken. They shall be taken
in charge by 4n officer who shall see that the quantities are correct and their
quality is good, and record a certificate to that effect. The officer. receiving
the stores shall also be required to give a certificate that he has actually
received the materials and recorded them in the appiopriate Stock Register.

(2) In case of stores issued fo a contractor the cost of which is recoverable
from him, an acknowledgement stating the full particulars of the materials
issued, including recovery rates, and the total value chargeable to the contrac-
tor shall be obtained from the contractor.

¢
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21. Defalcations, losses, etc.—(/) Any loss_of. money, revenue or receipts
or other property held by, or on behalf of, the Board caused by defalcation
or otherwise shall be immediately reported by the officer concerned to his
immediate superior a8 well as to the Finance Win 2. Such reports shall also be
submitted as soon as suspicion arises that there has been a loss,

(2) The Finance Wing shall make such detailed enquiries as it may deem
proper and report it to the Board.

(7) For any loss sustained by the Beard through fraud of negligence on the
part of any one he shall be held respensible for any loss arising from such
fraud or negligence to the extent to which it may be shown that he contri-
buted to the loss by his own action or negligence.

3

22, Responsibility for accounts, returns, ete.—Every officer whose duty it is
to prepare and rénder any accounts or returns in respect of any Board
meney or stores of the Board shall he personally responsible for completeness
and strict accuracy of such accounts or returns and their despitch within the
time fixed by the Board.

23. Disposal of Board’s property.—No property of the Board, movahle or
immovahle, shall be sold or disposed of in any manner without the previous
specific concurrence of the Finance Wing.

24. Financial orders.—All orders in so far as they embody orders or
instructions of financial character or have important Financial bearing, shall be
made by, or with the approval of the Finance Wing,

25. Reference to Government in case of disagreement between the Board and
the Member (Finance). In case of any disagreement between the Member (Finance)
and the Board on the question of interpretation of these rules or on a point
connected with the financial matters of the Board, the matter shall be referred
to Government whose decision thereon shall bs final,

No. S.R.0. 9-L{78.—In exercise of the powers conferred by section 21 gof
the hittagong Division Development Board Ordinence, 1976 (Ord. LXXX X of
1976). the Government is pleased to make the following rules, namely :—

THE CHITTAGONG DIVISION DEVELOPMENT BOARD
FINANCIAL RULES, 1978.

1. Short title—These rules may be called the Chittagong Division Develop-
ment Board Financial Rules, 1978,

2. Definitions.—In these rules, unless there is anything repugnant in the
suktject or context,—

(a) “Accountant-General (Civil)” means the Head of the Office of Audit
and Accounts (Civil) subordinate to the Auditor-General who keeps
the accounts of the Republic and exercise audit functions in relation
to these accounts of behalf of the Auditor-General, and the term
“Audit Officers” shall include the staff of the Accountant-General and
of the Auditor-General, as the case may be:
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(1) “appropriation” means the assignment of funds at the dispasal of the
assigned authority to meet specified expenditure:

(c) “hurlitﬂrvGencral” means the Comptroller and Auditor-General of
Bangladesh

(d) “Controlling Officer” means the Chairman or the Head of a Wing or
any other officer empowered by the Board to control, income and
expenditure of the Board and its Fund;

(e) “Drawing and Disbursing Officer” means an office-of the Board who
has been authorised to draw bills to make payment for seryvices rendered
or supplies made, to the Board;

(f) “Fund” means the Chittagong Division Development Board Fund ;

(g) “Member (Finance)” means the member tg whom all matters relating
to finance is allocated by the Board ;

(h) **Head of the Wing” means any authority declared to be such by the
Board ;

(i) “Ordinance” means the Chittagong Division Development Board Ordi-
nance, 1976 (Ord. LXXXIX of 1976) ;

{(j) ‘“re-appropriation”™ means the transfer of funds from one unit of appro-
priation to another such unit;

(k) “Wing" means an administrative division of the Board declared as
such by the Board and headed by a full-time member.

3. Operation of the Board Fund.—(/) All moneys in the Fund shall be
kept with any of the bank or banks specified in the Schedule to the Bangladesh
Banks (Nationalisation) Order, 1972 (P.O. No. 26 of 1972), operating at Chittagong
in an account styled as “The Chiftagong Division Development Board
Fuond” or in the “*PL Account” with Chitlagong Treasury and shall be operated
under joint signatures of the Chairman and the Member (Finance).

(2) In the absence on leave other than causal leave of the Chairman the
(Member) Seeretary of the Board shall sign the cheques in his place and, in
case of the Member (Finance) being away on leave other than casual leave,
any member authorised by the Board shall sign the cheques jointly with the
Chairman.

(?) No cheques shall be issued unless it is required for immediate payment
and no payment shall be made by the bank except upon a cheque.

(4) Release of funds sanctioned for a scheme or project shall not be made
at a time but shall be made in instalments based on immediate requirements.

(5) The cheque books supplied by the bank or banks against formal requisi-
tions shall be kept under lock and key in the personal custody of the Member
(Finance). A certificate of the count of the pages of the cheque books shall
nvariably be recorded on the cover-leaf of such books.
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(6} The Chairman and the Member (Finance) shall jointly and severally be
responsible for operation of the Fund. The responsbility for maintenance of
accounts thereof shall lie with the Member (Finance).

(7) The Board shall maintain closing balance at the minimum of taka two
lakhs on any particular day of the year making allowances for expenditure
for meeting any expenditure in cuse of emergencies,

4. Replenishment of the Fund.—(/) The Board shall furnish expenditure
report in such manner and on such dates as may be directed by the Government.

(2) The Board shall submit by such date ana in such manner, before the
clese of the financial year, as may be directed by the Government, a consoli-
dated statement showing therein the expenditure incurred on the schemes or
projects during the previous financial year less the actual reimbursement, if
any, against advances made previously so that the necessary arrangements for
replenishment of the Fund can be made by the Government.

(&) The Board shall prepare its annual development programme by such
date and in such manner as may be directed by the Government,

5. Board budget.—(/) Save as hercinafter provided, the Board shall, before
the expiry of the financial year, prepare estimates of receipts and expenditure in
respect of the next financial vear and submit the estimates to the Goverrment
for approval,

(2) The budget of the Board shall consist of two parts, namely:

(@) management budeet, and

(B} development budget.

() The responsibility for the preparation of the statement of the estimated
receipts and expenditure of the .Board in respect of a financial year as well
RS any supplementary estimates or deminds for extra grants shsll lie with the
Member (Finance). All other menibers and officers and other employees of
the Board shall assist him in the preparation of the budget estimates.

(4] The Member (Finance) shall prepare the budget estimate of receipts and
expenditure in respect of the ensuing financial year on or before the 31st
March every year or on such dete as may be directed by the Chairman and
place it before the Board in the first week of Apnl. The Board shall, after
necessary scrutiny, submit the same to the Government on or before the 15th
April or on such date as may be directed by the Government.

(5) The budget estimate shall be accompanied by an explanatory memoran-
dum clearly explaining the variations in the figures and repetition or omission
of any special item.

(6) No one shall incur any capital expenditure or enter into any liability
involving expenditure from the Fund until the expenditue has been sanctioned
by an order of the Board even though there is budget provision for such
expenditure.
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(7) The budget grant, when duly approved, shall be communicated by the
Government to the Board in the shape of lump sum, known as primary units
of appropriations as shown in the budget estimates approved by the Govern-
ment, On receipt of the same, expenditure may be effected in the following
Manner—

(a) the whole or part of the appropriation for a primary unit within a
grant may be placed at the disposal of a Controlling Officer or
Drawing and Disbursing Officer. If required, the primary unit may
be divided into a number of secondary units and the appropriaticn
for any of these units, wholely or in part, may be placed at his
disposal;

(#) the appropriation for a unit can be increased or decreased only by a
formal order of re-appropriation authorising a transfer of funds from
one unit to another.

{(#) An appropriation or re-appropriation within the grant of a financial
year can be authorised at any time before the expitry of that year. An appro-
priation is intended to cover all claims including the liabilities, if any of past
years to be paid or adusted during the financial year from the budget of that
vear,

(9) Re-appropriation can be made as and when necessary within the budget
grant under the orders of the Chairman from one scheme or project to another
included in the development budget and from &ne detailed sub-head to another
included in the management budget subject to the condition that no re-appro-
priation is admissible in respect of pay heads, namely, pay of officers and
pay of establishment. Such re-appropriation shall be made in the revised budget
estimate,

(1) The Chairman shall be responsible for controlling the expenditure over
the allotted funds and shall, in addition to any directions given by the Govern-
ment from time to time, issue nmecessary instructions to the members, officers
and other employees of the Board to control the expenditure in such manner
as he may deem proper.

(11) All members shall also keep a close watch over the progress of expen-
diture and reccipts under them. The Member (Finance) shall take special
precaution in this respect and take proper measures for—

(a) introducing the system of internal audit of the relevant accounts to be
conducted by him;

(h) verification of figures with the Audit Office by deputing an officer or
other employee there from time to time;

(¢) physical verification and inspection of the projects or schemes at regular
intervals with & view to ensuring proper and full utilization of the
Fund,
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6. Maintenance of accounts.—([) Save as hereinafter provided, the Board
chall maintain its accounts in the same manner as the Government. maintains
tts acoounts. Various procedures as laid down by the Government in the
?rﬁﬂsug Rules, Government Financial Rules and Account Codes shall be
ollowed.

(2) The Board shall maintain and keep the following records and documents,

namely:—

{a) Cash Book;

(h) Cheque Book;

(z) Payment Voucher;

(d) Tmprest Account (Permanent Advance);

(¢) Cash Abstract Register;

(f) Monthly accounts of receipts and expenditure;

(g) Annual Accounts;

(k) Stock and Store Accounts:

(i) Miscellaneous Receipts:

(i) Provident Fund Accounts;

(k) Public Works Charges;

(I) Development Accounts;

(m) Loan Register;

() Register of Lands;

(0) Register of Work Bills.

(3) In case of any difficulty in the practical application of the rules men-
tioned in sub-rule (/), the advice of Director-General, Local and Revenue Audit
Department, shall be obtained.

(4) The accounts of the Fund shall be maintained in two parts, namely :—

(@) Capital Account, and
(h) Revenue Account.

(5) There shall be credited to the Capital Account—

{a) such proportion of grants received from the Government as may be
decided by the Board;

() loans raised by the Poard. with the sanction of the Government of
loans obianed from the Governmetit:

{¢) sale-proceeds of any movable or immavable property of the Board;

(d) any other receipts of msicellancous nature pertaining to schemes oOf
projects; and

{e) any other sum which the Government may direct to be credited to the
Capital Account, 2
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(6) The money credited to the Capital Account shall be applied to— -

(a) expenditure on development, that is, preparation, execut'on and jmple-
mentation of schemes or projects together with the expenses incidental
thereto;

(b) re-payment of loan, if any, previously obtained by the Board:

{c) grant loans to private parties against approved schemes;

{d) any other payment of a miscellaneous nature pertaining to schemes or
projects. of the Board, '

(7) There shall be credited to the Revenue Account—

{a) such portion of grants received from the Government as may be decided
by the Board for meeting the expenses of management;

(b) all interest received by the Board from the banks accrued on Fund;
(¢) all rents of lands and buildings; if any;, of the Board:

{d) rents of houses recovered from the officers and other employees of the
. Board for accommodiation provided by the Board:

{e) miscellaneous receipts relating to the management side;

(f) all other sums which the Government may direct to be credited to the
Revenue Account.

(%) The money credited to the Revenue Account shall be applied to—

(a) pay of officers and other employees; :

(b) payment of allowances and honoraria to officers and other employees;
{e) contingencies. :

(9) A separate Cash Book shall be maintained for each of the two accounts
mentioned in sub-rule (/). A Cash Book for Capital Account shall be main-
tained by the Accounts Officers in the Finance Wing and that for Revenue
Account by the Drawing and Disbursing Officer under the overall supervision of
the Member (Finance).

('0) The accounts classification of rec ipt and expenditure shall invariably
follow the budget classification. Sanction for expenditure shall specifically
mention the head or heads of account to which the expenditure is debitable.
The officers responsible for the maintenance of accounts shall see that the
expenditure has been properly and correctly classified.

5. Sanction.—(/) A sanction for an cxpenditure shall lapse if not acted
upon within the financial vear.

(2) All financial sanctions issued by the Finance Wirg shall be communicated
to the Accounts Officer direct with copies to other Wings. Sanction issued by
other Wings should similarly be commumicated to the Accounts Officer direct
and copy endorsed to the Finance Wing,
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8, Payment of claims.—(1) All personal claims of the officers and employees
of the Board and those of outsiders for services rendered, supplies made and
works executed for or on behalf of the Board shazll be paid in cheques only.
Cash payment may, however, be made when such olaim does not exceed
Taka 75 or in cases where bank facilities are absent,

(1) No cheque shall be drawr unless it is infended to be paid away.

(3) Payments due to contractors and suppliers may, if so desired by them,

-be made to their banker provided the party produces legally valid documents

conferring authority on the bank to receive the payment,

(#) Payment to outsiders fcr supplies made, services rendered and works
exccuted shall be made cnly when the clzims have been submitted in proper
forms and accepted by the Exccuting Wing, The claims shall be classified in
details showing heads of accounts, units, quantily, and.rate to enable proper
identification of the expenditure. .

(5) Claims of employees to arrears of pay and allowinces or Lo increments
or in respect of any other payment which have been sllowed to remain in
abeyance for a pericd exceeding one veer shall not be paid except with the
sanction of the Clairman.

(4) Cia.iﬁ‘i's.-: ggainst the Board which .h&'v'ﬁ become time barred under the
Limitation Act, 1908, shall ordinarily be refused and no such claims shall be
paid without the sanction of the Board.

(7) All petty claims -of officers and other employees of the Board of more
than three years' old and .all such claims for whose delayed submission an
adequate explanation is not forthcommg shall be rejected. The time limit
laid down in sub-rules (3) and (6) shall be calculated from the dale on which
the claims became payable. In the case of sanction granted with retrespec-
tive effect the claim does mot become payable before it is sanctioned.

9. Drawal and disbursement of payment and allowances, ete.—(!) The respon-
sibility for & good and efficient financial administration shell devolve on
the Fipance Wing. Itshall ensure regular payment of all bills including those
for pay and allowances of the officers and other employees.

(2) All bills shall be prepared in accordance with the instructions contained
in these rules and signed by the Drowing and Disbursing Officer who shall
then pass on the billto the Finance Wing. The bills will be scrutinised in the
Finance Wing and submitied to the Accounts Officer for signing pay order
if there is no objection. Approval of the Member (Finance) shall be obtained
before pay order is signed by the Accounts Officer.

10. .Receipt of money.—(:} All transactions to which sny officer of the
Board is a party in his official eapacity must be brought to account without
delay. Under no circumstances money received as dues of the Board shall'be
kept out of account. :

(2) Money received as dues of the Board or for deposit in the custody of
the Board shall be éredited to the bank gecount of the Fund at the earliest
opportunity. It shall under no circumstances be utilised for currentexpenditure.
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(3) No money shall be received from any one person without issning a
ptoper receipt which shall infer clia. state the name of the person from whom
the money is received, the amount both in figures and words and purposes for
which it is received, the receipt shall be signed by a duly authorised officer
who shall satisfy himself of the collection before signature;

11. Forms and eystody of receipt book.—(/) The standard form of receipt
book used in Government offices shallbe adopted by the Board.

(2) The receipt book shall be kept under lock and key in the personal
custody of the officer authorised to sign the receipt on behalf of the Board.
' (3) The number of forms contained in each book shall be counted and
cortificate to that effect recorded in a conspicucus place in the books by the
officer-in-charge of the books. The counterfoil of the used receipt book shall
he kept in his personal custody.

12. Voucher for payment.—(/) Every payment including re-payment of
money shall be supported by a voucher setting forth full and clear particulars
of the claim. When it is not possible to suppcrt @ payment by a voucher a
certificate of payment signed by the Drawing and Disbursing Officer and
endorsed by his superior officer shell always be placed on record. The parti-
culars of the claim shall invariably be set forth in such certificates.

{2) Every voucher shall bear a pay order signed or initialled and dated by
the Drawing and Disbursing Officer. The order should specify the amount
payable both in words and figures.

(3) The voucher shall also bhear or have attached to it an acknowledgement
-of the payment signed by the person by whom oron whose behalf the claim
is made, This acknowledgement shall always be taken at the time of payment.

13. General rules for payment against grants—(!) No expenditure shall be
incurred without previously obtaining extra appropriation, in excess of the
ambunt provided for expenditure under the heads concerned, and when an
cfficer or cther employee of the Board excceds the annual appropriation, he
may, under orders of the Board, be responsible for the excess.

(2) All linhilities incurred must be paid at once and under no circumstances
may they be allowed to stand over to be paid from grant of another year.
If possible, cxpenditure shall be postponed till the preparation of a new budget
in which provision for payment of liabilities which could not be met in the
previous year be made.

14. Uuties of the Drawing and Dishursing Officer and the Controlling Officer—
(/) The Drawing and Disbursing Officer while incurring or authorising expen-
diture from the Fund shall be guided by the high principles of financial
propricty so as to ensure thet the cxpenditure isnotl prima facie more then
the occasion demands. He shall also be responsible for the abservances of all
the relevant fin necial rules and reguletions by his own office as well as by
subordinate Disbursing Officers. -

() The Controlling Officer shallnot only see that the expenditure is kept
within the limits of the authorised appropriation but also {that the funds
sllotited to the Heads of Wings and subordinate officers, if any, are spent in
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the public interest and utilised for the purpose for which the money was
provided. He shall be responsible for enforcmg flnanciul rules and regulations,
orders and strict economy at every step,

(3) The Controlling Officer shall satisfy himself that adequate provision
exists within the organisaticn for systematic internal checks calculated to
prevenit and detcot financial errors and irregularities so as to guspd apainst
waste and loss of Board money and stores. He shall further make sure that
the checks are effectively applied.

b

15. Permanent advance.—{/) The Board maoy sanction permenent adyance
for the head office of the Board as advised by the Member (Finance). The
Chairman may sanction, on the advice of the Member (Fipance), permanent
advance for offices other than the head cffice, if any.

(2) The Board may also sanction, on the advice of the Member (Finance),
a “Permanent advance” or “Imprest” of a fixed sum of Taka to other officers,
namely, Assistani Enginecr and Overseers to enable them to make certain’
classes of paymenmie for such works as may be entrusted to them by the
Exceotive Engineer ot ather officer, if any, of the Board.

(3) The holder of perfeanent advance or imprest shall be responsible for
the safe custody of the monsy placed in his hands and he shall at all times
be ready to account for the %otal amount of the money in vouchers or in
cash,

16. Cash Book.—{/) Save as hersinafter provided, the Board shall follow
the Government system of account in maintaining its Cash Books

(2) Every officer receiving money for Gisbursement shall maintain a Cash
Book in the same form as that of the Govelament.

(#) All monetary transactions shall be entered 1= the Cash Book as scon as
they occur and attested by the head of the office in sken of check.

(4) The Cash Book shall be closed and balanced each day and com-
pletely checked. The head of the office shall verify the toalling of the Cash
Book or have this done by some responsible subordinate othe: than the writer
of the Cash Book, and initial it as correct,

(5) Any eraser or overwriling of an entry once made in the popk is
strictly prohibited. If & mistake is discovered, it shall be corrected bY Lqwing
the pen through the incorrect entry and inserting the correct entry I. r.q
ink between the lines. The head of the office shall initial every soch corredtu;
and invariably date his initials.

17, Audit.—(1) The accounts of the Board shall be audited by the Auditor-
General in such manner as he deems fit.

(2) Final replies to the annual audit reporl or audit objections shall be
gubmitted expeditiously but not pxceeding a period of 3 months.
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18. Seccurity deposit.—(/) The employees of the Board, namely, Cashiers,
Store-keepers and other employees entrusied with the custody of cash or stores
shall be required to furnish security. The amount of security in each case
shall be determined by the Chairman on the advice of the Member (Finance).
The security so fixed shall be paid either in lump sum or by deduction from

pay.

(2) As an alternative to cash payments, fidelity bond of an Insurance
Company approved by the Government for the full amount of the requisite
security guarantesing the Board against losses through dishonesty, negligence or
disregard of the rules on the part of the employee may be accepted.

19, Contract and tender.—(/) Save as ilwrc'mat‘rer provided, the principles
followed by the Public Works Department in entering into conlracts or agree-
ments shall be adopted by the Board.

{2) The lerms of a contract shall be precise and definite, @nd there shall
ba no room for ambiguity or misconstruction therein.

(3) As far as possible, legal and financial advice shal be taken in the drafi-
ing of contracts and before they are finally entered ip<o.

(4) Standard forms of contracis shall be adepted wherever possible and the
terms shall be'laid down after proper sorotipy-

(5) The terms of contract once ente’d into shall not be materially varied
without the previous consent of the competent financiel authority, and the
reasons for the variation shall be repirded.

(6) No contract involving an uncertain or indefinite liability or any condi-
tion of an unusual character skl be entered nto without the previous consent
of ihe competent financial pdthority.

(7) Wherever Frﬂmirﬁhlc z*.lnd ﬂdvamuguuus: contracts shall be entered into
only after tenders o quotations have been invited in the manner indicated

below:i— :

(@) 11:|:1d.11"'{x which shall always be sealed, .‘?hﬂl] invariably be invited in

& most open and poblic manner possible for the execution of work

or the supply of stores worth Taks 2,500-00 or more. Orders of

smaller amounts may ordingrily be pliced by calling for quolations
from a number of known and reliable firms :

{b) 1o tender for the u:x!:cutinn of works of any description shall be received
unless accompanied by the deposit of cash as earnest money to the
axtent which has been notified as necessary by the officer concerned ;

-{(c) the amounl of earnest money to be deposited shall be sufficiently Ierge
to serve as a4 security against loss in case of the contractor failing
to furnish the required security within the appointed time after the
acceptance of his tender, or until the sums due to him form a
enfficlent guarantee, as the case, may be.
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(d) usually the lowest tender shall be accepted unless there is some objection
ta the capability of the contractor, the security offered by him or
his execution of former work and the like. In cases where the lowest
tender or quotation is not accepted, reasons shall be recorded.
Subject to’ the above, the acceptance or rejection of tenders is
left entirely to the discretion of the officer to whom the duty is
entrusted and no explanation can be demanded of the cause of the
rejection of his offer by any person making a tender. Such an
explenation may be ealled for by the superior authority if considered
NECESSITY,

{8) In selecting the tender to be accﬁptgd the ﬁqgnsiuj status uf1 tlhc indivi-
duals and firms tendering must be taken into consideration in addition to all
other relev.nt Factors.

(9) Even in cases where a formal written contract i5 1ot made, no prde:r
for supplies shall be placed without at-least a written agrebment as to price.

(/) Provision shall be made in the contract for safeguarding the property
of the Board entrusted to o contractor.

(1) The Auditor-General shall have power Lo examine contracts and to bring
before the Government and the Board any cases where competitive tenders
have not been sought or high tenders have been accepted or where other
irregularities have come to light.

(12} In long-term apreements and contracts enduring or likely to endure for
a4 period of more than five years, provision must be made for an uncondi-
tiona! power of revocation or cancellation of such contracts by the Bozrd at
dny time on the expiry of six months® notice to thar effect.

(I3) The Board shall constitute, with the prior approval of the Government,
such number of Tender Committees for such functions as it may consider
NEeCessary.

(/4) No contract or agreenient shall be entered into on behall of the Board
unless the contract or agreement has been approved by the Board.

20. Stores,—(/} Purchase of stores shall be made in the most economical
manner in accordance with the requirements of the Board. Periodical indent
for the purchase of stores shall be prepared and stores shall be purchased in
accordance with such indents,

(2) All materials received shall be examined, inspected, counted, measured
or weighed, as the case may be, when delivery is tiken, They shall be taken
in charge by &n officer who shall see that the quantities are correct and their
quality is good, and record a certificate to that effect. The officer receiving
the stores shall also be-required to give a certificate that he has actually
received the materials and recorded them in the appropriate Stock  Register.

{3) In case of stores issued to a contractor the cost of which is recoverable
from him, an acknowledzement stating the full particulars of the materials
issued, including recovery rates, and the total value chargeable to the contrac-
tor shall be obtained from ithe contractor,
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21. Defalcations, losses, ete.—(/) Any loss of money, revenue or receipts
or other property held by, or on behalf of, the Board caused by defalcation
or otherwise shall be immedietely reported by the officer concerned to his
immediate superior as well as to the Finance Wing. Such reports shall also be
submitted as soon as suspicion arises that there has been 2 loss,

(2) The Finance Wing shall make such defailed enquiries as it may deem
proper and-report it to the Board.

(4) For any loss snstained by the Board through fraud or negligence on the
part of any one he shall be held responsible for any loss arising from such
fraud or negligence to the extent to which it may be shown that he contri-
buted to the loss by his awn action or negligence.

22. Responsibility for accounts, returns, ete.—Every officer whose duty it 1s
to prepare and render any accounts or returns in respect of any Board
money or stores of the Board shall be personally responsible for completeness
and strict accuracy of such accounts or returns and their despatch within the
time fixed by the Board.

23. Disposal of Board's property.—No property of the Board, movable or
immgyvable, shall be sold or disposed of in any manner without the previous
specific concurrence of the Finance Wing.

24. Financial orders.—All orders in so far as they embody orders or
instructions of financial character or have important Financial bearing, shall he
made by, or with the approval of the Finance Wing.

25. Reference to Government -in case of disagreement between the Board and

the Member (Finance).—In case of any disagreement between the Member (Finance)

@@l the Board on the question of interpretation of these rules or on a point

Goveected with the financial matters of the Board, the matter shall be referred
Government “whose decision thereon shall be final,

No.
. paNo. S.R.0. 93-L/78.—In exercise of the powers conferred by section 21 of
276), € Dacca Division Development Board Ordinance, 1976 (Ord, LXXX! of
476), the Government is pleased to make the following rules, namely:—

1
S 'HE DACCA DIVISION DEVELOPMENT BOARD FINANCIAL RULES, | 978
I
ment . Short title.—These rules may be called the Dacca Division Develop-
ment Board Financial Rules, 1978,
-
sub‘i., 2, Definitions.—In these rules, unless there is anything repugnant in the
" subject or context,—

(@) “Accountant-General (Civil)" means the Head of the -Office of Audit
and Accounts (Civil) subordinate to the Auditor-General who keeps
the accounts of the Republic and exercise audit functions in relation
to theie accounts on behalf of the Auditor-General, and the term
“Andit Officers” shall include the staff of the Accountant-General and
of the Auditor-General, as the case may be;

(b) “appropriation™ means the assignment of funds at the disposal of the
assigned authority to meet specified expenditure;
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(¢) “Aunditor-General” means the Comptroller and Auditor-Generial ef
Bangladesh; :

(d) “‘Controlling Officer” means the Chairman or the Head of a Wing er
any other officer empowered by the Board to control incoms and
expenditure of the Board and its Fund;

e} “Drawing and Disbursing Officer” means an officer of the Board whe
has been authorised to draw bills to make payment for services rendered
or supplies made, to the Board:

() “Fund” means the Daeca Division Development Board Fund;

(g) “Member (Finance)” means the member to whom all matiers relating
to finance is allocated by the Board ;

(k) “Head of the Wing” means any authority declared to be such by the
Board ;

(1) “Ordinance’” means (he Dacca Division Development Board Ordi-
nanee, 1976 (Ord, LXXX of 1976) ;

(7} “re-appropriation’ means the transfer of funds from one unil of appro-
priation to another such unit;

(k) “Wing" means an administrative division of the Board declared as
such by the Board and headed by a full-time member,

3. Operation of the Board Fund.—(/) All moneys in the Fund shall be
kept with any of the bank or banks specified in the Schedule to the Bangladesh
Banks (Natipnalisation) Order, 1972 (P.O. No. 2t of 1972), operating at lLacca
in an accoumt styled as “The Dacca Division Development Board
Fund” or in the “PL Account” with Lacca Treasury and shall be operated
under joint signatures of the Chairman and the Member (Finance).

(2) In the absence on leave other than causal leave of the Chairman, the
(Member) Secretary of the Board shall sign the cheques in his place and im
case of the Member (Finance) being away on leave other than casual leve,
any member authorised by the Board shall sign the cheques jointly with the
Chairman.

() No cheques shall be issued unless it is required for immediate payment
and no payment shall be made by the bank except upon a cheque.

(#) Release of funds sanctioned for a scheme or project shall not be made
al a time but shall be made in instalments based -on immediate requirements.

(5) The cheque books supplied by the bank or banks against formal requisi-
tions shall be kept under lock and key in the personal custody of the Member
(Finance), A certificate of the count of the pages of the cheque books shsll
mnvariably be recorded on the cover-leaf of such books.
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(6) The Chairman and the Member (Finance) shall jointly and severally be
responsible for operation of the Fund. The responsibility for maintenance of
accounts thereof shall lie with the Member (Finance).

(7) The Board shall maintain closing balance at the minimum of taka two
lakhs on any particular day of the year making allowances for expenditure
for meeting any expenditure in case of emergencies.

4. Replenishment of the Fund.—(/) The Board shall furpnish expenditure
report in such manner and on such dates as may be directed by the Government.

(3) The Board shall submit by such date and in such manner, before the
close of the financial year, as may be directed by the Government, a consoli-
dated statement showing therein the expenditure incurred on the schemes for
Projects during the previous financial year less the actual reimbursement, if
any, against advances made previously so that the necessary arrangements for
eplenishment of the Fund can be made by the Government.

(i) The Board shall prepare its annual development programme by such
date and in such manner as may be directed by the Government,

5. Board budget.—(/) Save as hereindfter provided, the Board shall, before
the expiry of the financial year, prepare estimates of receipts and expenditure in
respect of the next financial year and submit the estimates to the Government
for approval.

(2) The budget of the Board shall consist of two parts, namely—
(@) management budget, and (&) development budget.

{7} The responsibility for the preparation of the statement of the estimated
receipts and expenditure of the Board in respect of a financial year as well
as any supplementary estimates or demands for extra grants shall lie with the
Member (Finace). All other members and officers and other employees of
the Board shall assist him in the preparation of the budget estimates.

(#) The Member (Finance) shall prepare the budget estimate of receipts and
expenditure in respect of the ensuing financial year on or before th: 31st
March every year or on Such date as may be directed by the Chairman and
place it before the Board in the first week of April. The Board shall, af er
necessary scrutiny, submit the same to the Government on or before the 15th
April or on such date as may be directed by the Government,

(5) The budget estimate shall be accompanied by an explanatory memoran-
dum clearly explaning the variations in the figures and repetition or omission
of any special item,

{(6) No one shall incur any capital expenditure or enter into any liability
involving expenditure from the Fund until the expendilure has been sanctioned

by an order of the Board even though there is budget provision foi such
expenditure.
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(7) The budget grant, when duly approved, shall be communicated by the
Government to the Board in the shape of lump sum, Known as primary units
. of appropriations as shown in' the budget estimates approved by the Govemn-

ment. On receipt of the same. expenditure mav be eg‘emed in the following
MANNer—

(@) the whole or part of the appropriation for a primary unit within a
grant may be placed at the disposal of a Controlling Officer or
Drawing and Disbursing Officer. If required, the primary unit may
be divided into a number of secondary units and the appropristion
for any of these units, wholely or in part. may be placed at his
disposal;

(6) the appropriation for a unit can be inoreased or decreased only by a
formal order of re-appropriation authorising a transfer of funds from
one unit to another.

(4) An appropriation or re-appropriation ‘within the grant of a financial
year can be authorised at any time before the expiry of that year. An appro-
priation is intended to cover all claims including the liabilities, if any of past
. years to be paid oradjusted during the financial year from the budgét of that
YEar.

(¥) Re-appropriation can be made as and when necessary within the budget
grant under the orders of the Chairman from one scheme or project to another
included in the development budget and from one detailed sub-head (o another
included in the management budget subject to the condition that no re-appro.
priation is admissible in respect of pay heads, namely., pay of officers and
pay of establishment, Such re-appropriation shall be made in the revised budget
estimate. )

(10) The Chairman shall be responsible for controlling the expenditure over
the allotted funds and shall, in addition to any directions given by the Govern-
ment from time to time, issue necessary instructions to the members. officers
and ather employees of the Board.to control the expenditure in such manner
45 he may deem proper.

(11) All members shall also keep a close watch over the progress of expen-
diture and receipts under them.  The Member (Finance} shall take special
precaution in this respect and take proper measures for—

(a) introducing the system of internal audit of the relevant accounts to bhe
conducted by him;

(&) verification of figures with the Audil Office by deputing an officer or
other employee there frem time to time:

(¢) physical verification and inspection of the projecis or schemes at regular
intervals with a view to ensuring proper and full ufilization of the
Fund,

6. Maintenance of accounts.—(/) Save as hereinafter provided, the Board
shall maintain its accounts in the same manner as the Government maintains
1ts accounts. Varipus procedures as laid down by the Government in the
‘fI:ucEsug Rules, Government Financial Rules and Account Codes shall be

wed,
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(2) The Board shall maintsin and keep the following recerds and documents,
namely;— '

{a) Cash Book;
(&) Cheque Book;
(¢) Payment Voucher:
(g} Imprest Account (Permanent Advauee):
{e) Cash Abstract Register;
(f) Monthly accounts of receipts and expenditurs:
{g) Annual Accounts;
() Stock and Store Accounts;
() Miscellaneous Receipts;
{j) Provident Fund Accounts;
(&) Public Works Charges:
{{) Development Accounts;
{(m) Loan Register;
fn) Register of Lands;
(o) Register of Work Bills,
(2) In case of any difficulty in the practical application of the rules msn-

tioned in sub-rule (/), the advice of Director-General, Local and Revenue Audit
Department, shall be obtained,

() The accounts of the Fund shall be maintained in two parts, nemely —
{a) Capite] Account, and (b) Revenue Account.
(3) There shall be credited to the Capital Account—

(a) such proportion of grants received from the Government s may be
decided by th: Board;

() loans raised by the Board with the sanction of the Government or
loans obtained from the Government;

(¢) sale-proceeds of any movable or immovable property of the Board:

(d) any other receipts of miscellaneous nature pertaining to schemes or
projects; and

{e) any other sum which the Government may direct to be credited to the
Capital Account,
(6) The money credited to the Capital Account shall be applied to —

(a) expenditure on development, that is, preparation, execution and imple-
mentation of schemes or projects together with the expenses incidental
thereto ;
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(b) re-payment of a loan, if any; previously obtained by the Board;
(¢) grant loans to private parties against approved schemes;

(#) any other payment of a miscellaneous nature pertaining to schemes or
projects of the Board.

(7) There shall be credited to the Revenue Accouni—

(a) such portion of grants received from the Government as mav be decided
by the Board for meeting the expenses of management:

(5) all interest received by the Board from the banks accrued on Fund;
(e) all rents of lands and bwildings, if any, of the Board:

(d) rents of houses recovered from the officers and other emplovess of the
Board for accommodation provided by the Board;

(¢) miscellaneous receipts relating to the management side;

(f) all other sums which the Government may direct to be credited to the
Revenue Account. .

(4) The money credited to the Revenue Account shall be applied to-—
(a) pay of officers and other employees;
(b) payment of allowances and honoraria to officers and ather employees:

(¢) contingencies.

(9) A separate Cash Book shall be maintained for each of the two @ccounts
mentioned m sub-rule (/). A Cash Book for Capital Account shall be main-
tained by the Accounts Officr in the Finance Wing and that for Revenue
Account by the Drawing and Disbursing Officer under the overall supervision of
the Member (Finance). i [

(/0) The accounts classification of receipt and expenditure shall invariahly
follow the budget classification. Sanction for expenditure shall specifically
mention the head or heads of account to which the expenditure is debitable,
The officers responsible for the maintenance of accounts shall see that the
expenditure has been properly and correctly classified.

7. Sanction.—(7) A sanction for an expenditure shall lapse if not acted
upon within the financial year,

(2) All financia] sanctions issued by the Fianance Wing shall be communicated
to the Accounts Officer direct with copies to other Wings. Sanction issued by
other Wings should similarly be fommunicated to the Accounts Officer dirent
and copy endorsed to the Finance Wing.
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2, Payment of claims,—(/) All personal claims of the officers and employees
of the Board and those of outsiders for services rendered, supplies made and
works executed for or on behalf of the Board shall be paid in chegues only.
Cash payment may, hewever, be made when such claim does not exceed
Taka 75 or in cases where bank facilities are absent.

(7) No cheque shall be drawn unless it is intended to be paid away.

(4} Payments due to contractors and suppliers may, if so -desired by them,
be made to their banker provided the party produces legally valid documents
gonferring authority on the bank to receive the payment.

(4) Payment to outsiders for supplies made, services rendered and works
excented shall be made only when the claims have been submitted in proper
forms and accepted by the Execyting Wing. The claims shall be classified in
details showing heads of accounts, units, quantity, and rate to enable proper
identification of the expenditure.

(5) Claims of employees to arrears of pay and allowances Or 1o increments
or in respect of any other payment which have been allowed to remain in
abeyance for a period exceeding one year shall not be paid except with the
sapction of the Chairman, 5

(6) Claims against the Board which have become time barred under the
Limitation Act, 1908, shall prdinari]}f be refused and no such  claims shall be
paid without the sanction of the Board.

(7) All petty claims of officers and other employees of the Board of more
than three years old and all such claims for whose delayed submission en
adequate explanation is not forthcoming shall be rejected, The time limit
laid down in sub-rules (5)and (6) shall be calculated from the date on which
the claims became payable. In the case of sanction granted with retrospec-
tive cffect the ‘claim does not become payable before it is sanctioned.

9, Drawal and dishursement of payment and allowances, ete.— (/) The respon-
sibility for @ good and efficient financial administration  shall devolve on
the Fiance Wing, It shall ensure regular payment of all billsincluding those
for pay and allowances of the cfficers and other employees.

(*) AlL bills shall be prepared in accordance with the instructions contained
‘1 these rules and signed by the Drawing and Disbursing Officer - who shall
then pass on the bill to the Fiance Wing. The bills will be scrutinised in the
Fiange Wing and submitted to the Accounts Officer for signing pay order
if there is no objection. Approval of the Member (Finance) shall be obtained
hefore pay order is signed by the Accounts Officer.

10, Receipt of money.—(/) All transactions to which any officer of the
Board is a party in his official capacity must be brought to asccount without
delay. Under no circumstances money received as  dues of the Board shall be
kept put of account.

(7) Money received as dues of the Board or for deposit in the custody of
the Board shall be eredited to the bank account of the Fund at the earliest
opportunity, It shall under no circumstances be utilised for currentexpenditure.



THE BANGLADESH GAZETTE, EXTRA,, APRIL 19, 1978 1157

e ———— s S ees

() No money shall be received from any one person without issuing a
proper receipt which shall, infer [lia, state the nameof the person from whom
the money is received, the amount both in fizires and words and purposes for
which it i3 received, the receipt shall be signed by a duly authorised officer
who shall satisfy himself bf the collection before signature.

11. Forms and cpstody of receipt book —(7) The standard form of receipt
book used in Government offices shall be adopted by the Board.

() The receipt book shall be kept under lock and key in the personal
custody of the officer authorised to sign the receipt on behalf of the Board.

(3) The number of forms contained in each book shall be counted and
certificate to that effect recorded in a conspicuous place in the books by the
officer-in-charge of the books. The counterfoil of the used receipt book shall
be kept in his personal custody.

12. Voucher for payment.—(/) Every payment including re-payment of
money shall be supported by a veucher setting forth full and clear particulars
of the claim. When it is not possible to support & payment by a voucher a
certificate of payment signed by the Drawing and Disbursing Officer and
endorsed by his superior officer shall always be placed on record. The parti-
culars of the claim shall invariably be set forth in such certificates.

¥ () Every voucher shall bear a pay order signed or initialled and dated by
the Drawing and Disbursing Officer. The order should specify the amount
payable both in words and figures.

(i) The voucher shall also bear or have attached to it an ackno wledgement
of the payment signed by the person by whomor on whose behalf the claim
is made. The acknowledgement shall always be taken at the time of payment.

13, General roles for payment against grants—(/) No expenditure shall be
incurred without previously obtaining extra appropriation, in exress of the
amount provided for expenditure under the heads concerned, and when an
officer or other employee of the Board exceeds the annual appropriation, he
may, under orders of the Board, be responsible for the excess.

(2) All liabilities incurred must be paid at once and under no circumstances
may they be allowed to stand over to be paid from grant of another year.
If possible, expenditure shall be postponed till the preparation of a new budget
in which provision for payment of labilities which could not be met in the
previous year be made.

14 Duties of the Drawing and Disbursing Officer and the Controlling Officer,—
(1) The Drawing and Disbursing Officer while incurring or authorising expen-
diture from the Fond shall be guided by the high principles of financial
propriety so as to ensure that the expenditure is not prima-facie more than
the occasion demands. He shall also be responsible for the observances of all
the relevant financial rules and regulations by his own office as well as by
gnbordinate Disbursing Officers.
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(2} The Contiolling officer shall not only see that the expenditure is kept
within the limits of the authorised appropriation but alse that the funds
aliotted to the Heads of Wings and subordinate officers, if any, are spent in
the public interest and utilised for the purpose for which the money was
provided, He shall be responsible for enforcing financial rules and rgulitions,
orders and strict economy at every step.

_(2) The Controlling Officer yshall satisfy himself that adequate provision
exists within the organisation for systematic internal checks calculated to
prevent and detect financial errors and irregularities so as to guard -apainst

waste and loss of Board money and stores. He shall further make sure that
the checks are eflectively applied,

15. Permanent advance—(/) The Board may sanetion permanent advance
for the head office of the Board as advised by the Member (Finance). The
Chairman may sanction, on the advice of the Member ( Finance), permanent
advance for offices other than the head office, if any.

(") The Board may also sanction, on the adviee of the Member (Finance).
“Permanent advance” or “Imprest” of a fixed sum of Taka to other officers.
namely, Assistant Engineer and Overseers to enable them to make certain
classes of payments for such works as may be entrusted to them by the
Executive Engineer or other officer, if any, of the Board.

() The holder of permanent advance or imprest shall be responsible for
the safe custody of the money placed in his hands and he shall at all times

be ready to sccount for the total amount of the money in youchers or in
cish.

16.  Cash Book.—(/) Save as hereinafter provided, the Board shall follow
the Government system of acceunt in maintaining its Cash Books.

(2) Every efficer receiving money for disbursement shall maintain a Cash
Book in the same form as that of the Government,

(") AllL monetary transacticns shall be entered in the Cash Book as soon as
they oecur and attested by the head of the office in token of check.

(/) The Cash Book shall be closed and balanced each doy and com-
pletely checked. The head of the office shall verify the totalling of the Cash
Book or have this done by some responsible subordinate cther that the writer
of the Cash Book, and initial it as correct. Y

{5) Any eraser or overwriting of an entry once made in the book is
strictly prohibited. If a mistake is discovered, it shall be oorrected by drawing
the pen thrcugh the incorrect entry and inserting the correct entry in red
ink between the lines. The head of the effice shall initial every such correction
iand invariably date his initials, '

| 17 Audit.—(/) The actounts of the Board shall be audited by the Auditor-
1Generol in such manner as he deems fit,

(2) Final replies to the annual andit report or audit abjections slmIll be
submitted expeditiously but not exceeding a period of 3 months,
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18. Security deposit—(/) The employees aof the Board, namely, Cashiers,
Store-keepers and other employees entrusted with the custody of cash or stores
shall be required to furnish sccurity. The amount of sccurity in each case
shall be determined by the Chairman on the advice of the Member {Finance),
The security so fixed shall be paid either in lump sum or by deduction from
pay.

() As an allernative to cash payments, a fidelity bond of an Insurance
fCompany approved by the Government for the full amount of the requisite
sceurity guaranteeing the Board against losses through dishonesty, negligence or
disregard of the rules on the part of the employee may be accepted,

19. Contract and tender—(/) Suve as hereinaflor provided, the principles
followed by the Public Works Department in entering into contracts or agree-
ments shall be adopted by the Board.

(2) The terms of o contract shall be precise and definite, and there shall
‘be no room for ambiguity or misconstruction therein.

(-) As far as possible, legal and financial advice shall be taken in the drafi-
ing nf_ contracts and before they are finally entered into.

(#) Standard forms of contracts shdll be adopted wherever possible and the
terms shall be laid down after proper scrutiny.

_(35) The terms of contract once entered into shall not be materially varied
without the previous consent of the competent financial authority, and the
redsons for the vanation shall be recorded.

{6) No contract involving an uncertain or indefinite liability or any condi-
tion of an unusual character shall be entered into without the Previous consent
of the competent financial authority. 2

(7) Wherever practicable and advantageous, contracts shall be entered into
only “after tenders or quotations have been invited in the manner indicated
below:—

(a) tenders, which shall always be sealed, shall invariably be invited in
the most open and public manner possible for the execution of work
or the supply of stores worth Taka 2,500-00 or more. Orders of
smaller amounts may erdinarily bs placed by calling for quotations
from a number of known and reliable firms ;

(b) no tender for the exeoution of works of any description shall be received
unless accompanied by the deposit of cash as earnest money to the
extent which has been notified as necessary by the oficer concérned;

(c) the amount of earnest money to be deposited shall be sufficien tly large
to serve as a security against loss in case of the contractor failing
to furnish the required security within the appointed time afier the
dcceptance of his -tender, or until the sums due to him form a
sufficient guarantee, as the case, may be.
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(d) usnally the lowest tender shall be accepted urless there is some objection
to the capability of the contractor, the security offered by him or
his execution of former work @nd the like. In cases where the lowest
tender or quotation is not accepted, reasons shall be recorded.
Subject to the above, the accept®nce or rejection of tenders is
left entirely to the discretion of the officer to whom the duty is
entrusted and no expl@dnation c2n be demanded of the cause of the
rejection of his offer by &ny person making a tender. Such an
explanation may be called for by the superior authority if considered
necessary.

(8) In selecting the tender to be accepted the financial status of the. indivi-
duoals 8nd firms tendering must be taken into consideration in addition to all
other relevant factors.

(9) Even in cases where a formal written contract is not made, no order
for supplies shall be placed without at least a written agreement as to price.

(!/0) Provision shall be made in the contract for safeguarding the property
of the Board entrusted to a contractor.

(/1) The Auditor-Geperal shall have power to examine contracts@nd to bring
before the Government 8nd the Board @ny cases where competitive tenders
have pot been sought or high tenders have been accepied or where other
irregularities have come to light.

({2) In long-term agreements &nd contracts enduring or likely to endure for
a period of more than five years, provision must be made for &n uncondi-
tionul power of revocation or c2ncellation of such contracts by the Board at
any time on the expiry of six months notice to that effect.

({.) The Board shall constitute, with the prior approval of the Government,
such number of Tender Committees for such functions as if may consider
NECEssary.

(14) No contract or agreement shall be eptered into on behalf of the Board
unless the contract or agreement has been approved by the Board.

20. Stores.—(/) Purchase of stores shall be made in the most economicel
manner in accordance with the requirements of the Board. Periodical indent
for the purchase of stores shall be prepared 2nd stores shall be purchased in
accordance with such indents.

() All materials received shall be examined, inspected, counted, measured
or weighed, as the case may be, when delivery is {2ken. They shall be taken
in charge by an officer who shall see that the quantities are correct and their
guality is good, and record a certificate to that effect. The officer receiving
the stores shall also be required to give a certificate that he has actually
received the materials and recorded them in the appropriate Stock Register.

2) In case of stores issued to a contracior the cost of which is recoverable
from him, an acknowledgement stating the full particulars of the materials
issued, including recovery rates, and the total value chargeable to the contrac-
tor shall be obtained from the coniractor. :
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21. Defalcations, losses, ete.—(/) Any loss of money, revenue or receipts
or other property held by, or on behalf of, the Board caused by defaleation
or otherwise shall be immediately reporied by the officer concerned to his
immediate superior as well as to the Finance Wing. Such reports shall alse he
submitted a5 soon as suspicion arises that there has been a loss.

(2) The Finance Wing shall make such detailed enquiries as it may deem
proper and report it to the Board.

{(3) For any loss sustained by the Board through fraud or negligence on the
part of any onc he shall be held responsible for any loss arising from such
frand or neglizence to the extent to which it may be shown that he contri-
buted to the loss by his own action or negligence.

22. Responsibility for accounts, returns, ete.—Every officer whose duty it is
to. prepare and render any accounts or returns in respect of any Board
money or stores of the Board shall be personally responsible for completeness
and strict accuracy ef such sccounts or returns and their despatch within the
lime fixed by the Bpard,

23. Disposal of Board's property.—No property of the Board, movable or
immavable, shall be sold or disposed of in any manner without lhr.: previous
specific concurrence of the Finance Wing.

24, Financial orders,—All orders in so far as they embody orders or
instructions of financial character or have important Financial bearing, shall be
made by, or with the approval of the Finance Wing.

25. Reference to Governmentin case of disagreement between the Board and
the Member (Finance).—In case ofany disagreement between the Member (Finance)
and the Board on the question of interpretation of these rules or on a point
. connected with the financial matters of the Board, the matter shall be referred
to Government whose decision thereon shall be final.

No. S.R.0. 94-L/28.—In exercise of the powers conferred by section 22 of
he Off-shore Islands Development Board Ordinance, 1977 (Ord, IV of
1976), the Government is pleased to make the following rules, namely :—

THE OFF-SHORE ISLANDS DEVELOPMENT BOARD FINANCIAL RULES,
1958.

1. Short titlee—These rules may be called the Off-shore Islands Develop-
ment Board Financial Rules, 1978.

2. Definitions.—In these 'rules, unless there-is anything rcpugmmt in the
subjcct or context,—

(a) “Accountant-General (Civily' means the Head of the Office of Audit
and Accounts (Civil) subordinate to the Auditor-General who keeps
the accounts of the Republic and exercises auit funclions in relation
to. these accounts on behelf of the Auditor-General, and the ferm
“Audit Officers” shall include the staff of the Accountant-General and
of the Auditor-General, as the case may be;

(6) “appropriation™ means the assignment of funds at the disposal of the
assigned authority to meet specified expenditure;
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(¢) “Auditor-General” means the Comptroller and Auditor-General of
' Bangladesh;

{¢) “Controlling Officer” means the Chairman or the Head of a Wing or
any other officer empowered by the Board to control income and
expenditure of the Board and its Fund;

() “Drawing and Disbufsing Officer’” means an officer of the Board who
has been authorised todraw bills to make pryment for services rendered,
# . or supplies made, to the Board;

(f) “Fund"™ means the Off-shore Tsland Development Board Fund ;

(2) “Member (Finance)” means the member to whom all matters relating
to finanee is allocated by the Bpard | :

() “Head of the Wing" means a.ﬁyauthmit:.r declared to be such by the
Board ;

(i) “"Ordnance” means the Off-shore Islands Development Board Ordi-
nance, 1977 (Ocd. IV of 1977);

Lf} “re-appropriation’ means the transfer of funds from one unit of appro-
priation to another such unit:

(k) “Wing" means an administrative division of the Board declared as
such by the Board and headed by a full-time member.

3. Operation of the Board Fund.—(/) All moneys in the Fund shall be
kept with any of the bank or banks specified in the Schedule to the Bangladesh
Banks (Netionelisation) Order, 1972 (P.O. No. 26 of 1972), operating at Earisal
in an account styled as *The Off-shore Islands Development Board Fund! or
in the “PL Account” with Barisal Trecsury and shall be operated under joint
signatures of the Chairman and the Member (Finance),

(2) In the absence on leave other than eousal leave of the Chairman, the
(Member) Secretary of the Board shall sign’ the cheques in his place andiin
case of the Member (Finance) being away on leave other than casual leave
any member authorised by the Board shall sign the cheques jointly with the
Chairman,

{(3) Mo cheques shall be issued unless itis required for immediate payment
and no payment shall be made by the bank excepl upon a cheque,

(4) Release of funds sanctioned fora scheme or project shall not be made
at a time but shall be made in instalments based on immediate requirements.

(§) The cheque books supplied by the bank or banks against formal requisi-
. tions shall be kept under lock and key in the personal custody of the Member
(Finance). A certificate of the count of the pages of the cheque books shall
invariably be recorded on the cover-leaf of such books.
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(6) The Chairman and the Member (Finance) shall jointly and severally be
responsible for operation of the Fund, The responsibility for maintenance of
accounts thereof shall lie with the Member (Finance).

(7) The Board shall maintain closing balance at the minimum of taka two
lakhs on any particular day of the year making allowances for expenditure
for meeting any expenditure in case of emergencies.

4. Replenishment of the Fund.—(/) The Board shall furnish capenditure
report in such manner and on such dates asmay be directed by the Government,

(2) The Board shall submit by such date and in such manner, before the
close of the financial year, as may be directed by the Government, a consoli-
dated statement’ showing therein the expenditure incurred on the schemes or
projects during the previous financial year less the actual reimbursement, if
any, sgainst advances made previously so that the necessary arrangements for
replenishment of the Fund can be made by the Government.

. (C) The Board shall prepare its annual development programme by such
date and in such manner as may be directed by the Government.

3. Board budget.—(/) Save as hereinafter provided. the Board shall, before
the expiry of the financial year, prepare estimates of receipts and expenditure in
respect of the next financial year and submit the estimates to the Government
for approval, '

(2) The budget of the Board shall conist of two parts, namely ;—
(a) management budget, and (4) development budget.

(7) The responsibility for the preparation of the statement of the estimated
receipts and expenditure of the Board in respect of a financial vear as well
as any supplementary estimates or demands for extra grants shall lic with the
Member (Finance). All other members and officers and other employees of
the Board shall assist him in the preparation of the budget estimates,

{4) The Member (Finance) shall prepare the budget estimate of receipts and
expenditure in respect of the ensuing financial year on or before the 31st
March every year or on such date as may be directed by the Chairman and
place it before the Board in the first week of April. The Board shall, after
necessary scrutiny, submil the same to the Government on or before the 15th
April or on such date as may be directed by the Government,

(5) The budget estimate shall be accompanied by an explanatory memoran-
dum clearly explaninng the variations in the figures and repetition or omission
of any special item.

(6) No one shall incur any capital expenditure or enter into any liability
myolving expenditure’ from the Fund until the expenditure has been sanctioned
by an order of the Board even though there is budget provision for such
expenditure.
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(7) The budget grant, when duly approved, shall be communicated by the
Government to the Board in the shape of lump sum, known as primary units
of appropriations as shown in the budget estimates approved by the Govern-
ment. On receipt of the same, expenditure may be effected in the following
manner—

(a) the whole or part of the appropriation for a primary untit within a
grant may be placed at the disposal of a Controlling Officer or
Drawing and Disbursing Officer. If required, the primary unit may
be divided into a number of secondary units and the appropriation
for any of these units, wholely or in part may be placed at his
disposal;

(b) the appropriation for a unit can be increased or decreased only by a

formal order of re-appropriation authorising @ transfer of funds from
one unit to another.

(§) An appropriation or re-appropriation within the grant of a financial
year can be authorised at any time before the expiry of that year. An appro-
pristion is intended to cover all claims including the liabilities, if any of past
years to be paid or adjusted during the financial year from the budget of that

year.

(9) Re-appropriation can be made as and when necessary within the budget
grant under the orders of the Chairman from one scheme or project o another
included in the development budget and from one detailed sub-head to another
included in the management budget subject to the condition that no re-appro-
priation is admissible in respect of pay heads, namely, pay of officers and
pay of establishment, Such re-appropriation shall be made in the revised budget
estimate,

(10) The Chairman shall be responsible for controlling the expenditure over
 the allotted funds and shall, in addition to any directions given by the Govern-
ment from time to time, issue necessary instructions to the members, officers
and other employees of the Board to control the expenditure in such manner
as he may decm proper. i

(11) All members shall also keep a close walch over the progress of expen-
diture and receipts under them. The Member (Finance) shall take special
precattion in this respect and take proper measures fo1—

(a) introducing the system of internal audit of the relevant accounts to be
coriducted by him;

(b) verification of figures with the Audit Office by deputing an officer or
other employee there from time to time;

' () physical verification and inspection of the projects or schemes at regular
intervals with a view to ensuring proper and full utilization of. the
Fund.
(2
6. Maintenance of accounts,—(]) Save as hereinafter provided, the Board
shall maintain its accounts in the same manner as the Government maintains
its accounts. Various procedures as laid down by the Government in the
‘E‘:ﬁﬁsmy Rules, Government Finarcial Rules and Account Codes shall be
allowed. .
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{2% The Board shall maintain and keep the following records au;i documents,
namely :(— :

(z) Cash Book;
(&) Cheque Book: L
(c) Payment Voucher;
(ef) Imprest Account (Permanent Advance);
(e) Cash Abstract Register;
(f) Monthly accounts of receipts and expenditure:
(g) Annual Accounts;
() Stock and Store Accounts;
(i) Miscellaneous Receipts;
(j) Provident Fund Accounts;
(k) Public Works Charges;
() Development Accounts;
{m) Loan Repgister;
(n) Register of Lands;
(o) Register of Work Bills.
(3) In case of any difficulty in the practical application of tho rules men-

tioned in sub-rule (1), the advice of Director-General, Local and Revenue Audit
Department, shall be obtamed.

(4) The accounts of the Fund shall be maintained in two parts, namely:—
(a) Capital Account, and (b) Revenue Account.
(5) There shall be credited to the Capital Account—

(a) such proportion of grants received from the Government as may he
decided by the Board;

(#) loans raised by the Board with the sanction of the Government or
loans obtained from the Government;

(c) sale-proceeds of any movable or immovable property of the Board:

(d) any qﬂmr receipts of miscellaneous nature pertaining to schemes or
projects; and

{e) any other sum which the Government may direct to be credited to the
Capital Account. '
{6) The money credited to the Capital Account shall be applied 10—

(@) expenditure on development, that is, preparation. execution snd imple-
mentation of schemes or projects topether with the expenses incidental
thereto;
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(b) re-payment of a loan, if any, previously obtained by the Board;
(¢) grant loans to private parties against approved schemes;

(d) any other payment of a miscellaneous nature pertaining to schemes or
projects of the Board.

(7) There shall be credited to the Revenue Account—

(@) such portion of grants received from the Government as may be decided
by the Board for meeting the expenses of management;

{b) all interest received by the Board from the banks accrued on Fund;
(¢) all rents of lands and buildings, if any, of the Boasd;

(1) rents of houses recovered from the officers and other employees of the
Board for accommodation provided by the Board;

(¢) miscellaneous receipts relating to the management side;

(f) all other sums which the Government may direct to be credited to the
Revenue Account,

~ (8) The money credited to the Revenue Account shall be applied to—
(2) pay of officers and other employees; :
(b) payment of allowanecez and honoraria to officers and other emplovees;

(¢) contingencies.

() A separate Cash Book shall be maintained for each of the two accounts
mentioned in sub-rule (#). A Cash Book for Capital Account shall be main-
tained by the Accounts Officers in the Finance Wing and thot for Revenue
Acecount by the Drawing and Disbursing Officer under the overall supervision of
the Member (Finance).

(I0) The accounts classification of receipt and expenditure shall invariahly
follow the budget classification. Sanction for expenditure shall specifically
mention the head or heads of account to which the expenditure is debitable.
The officers responsible for the mainterance of accounts shall see that the
expenditure has been properly and correctly classified.

5. Sanction.—(/) A sanction for an expenditure shall lapse if not acted
apon within the financial year.

(2) All financial sanctions issued by the Fianance Wing shallbe communicated
to the Accounts Officer direct with copies to other Wings, Sanction issued by
other Wings should similarly be communicated to the Accounts Officer direct
and copy endoresed to the Finance Wing.
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8. Payment of claims.—(/) All personal claims of the officers and employees
of the Board and those of outsiders for services rendered, supplies made and
works executed for or on behalf of the Board shall be paid in cheques only.
Cash payment may, however, be made when such clzim does not exceed
Taka 75 or in cases where bank facilities are abeent,

{_Zj-Nn cheque shall be drawn unless it is intended to be paid away.

?) Payments due to contractors and suppliers may, if so desired by them,,
be made to their banker provided the party produces legally valid documents
gonferring authority on the bank to receive the payment,

(4) Payment to outsiders for supplies made, services rendered and works
executed shall be made only when the claims have been submitted in proper
forms and accepted by the Executing Wing., The claims shall be classified in
details showing heads of accounts, units, quantity, and rate to enable proper
identification of the expenditure.

(5) Claims of employees to arrears of payand allowances or to increments
or in respect of any other payment which have been allowed to remain in
abeyance for a period excceding one year shall not be paid except with the
sanction of the Chairman.

(6) Claims against the Board which have become time barred under the
Limitation Act, 1908, shall ordinarily be refused and no such claims shall be
paid without the sanction of the Board.

(7) All petty claims of officers and other employees of the Board of more
than three years’ old and all such claims for whose delayed submission an
adequate explanation is not forthcoming shall“be rejected. The time limit
laid down in sub-rules (3) and (6) sball be calculated from the date on which
the claims became payable. In the case of sanction granted with retrospec-
tive effect the claim dees not become payable before it is sanctioned.

9, Drawal and disbursement of payment and allowances, ete.—(/) The respon-
sibility for 2 good and efficient financial administration shall devolve on
the Fiance Wing. It shall ensure regular payment of all billsincluding those
for pay and allowances of the officers and other employees.

(2) All bills shall be prepared in accordance with the instructions contained
in these rules and signed by the Drawning and Disbursing Officer who shall
then pass on the bill to the Finance Wing. The bills will be scrutinised in the
Finance Wing and submitted to the Accounts Officer for signing pay order
if there is no objection. Approval of the Member (Finance) shall be obtained
before pay order is signed by the Accounts Officer.

10. Receipt of money.—(/) All transactions to which any officer of the
Board is a party in his official capacity must be brought to account without
delay. Under no circumstances money receipted as dues of the Board shall be
kept out of account.

\
(2) Money received as dues of the Board or for deposit in the custody of
the Board shall be credited to the bank account of the Fund at the earliest
_opporturity. It shall under no circumstances be utilised for current expenditure,
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(3) No money shall be received from any one person without issuing a
proper receipt which shall infer ulia, state the name of the persorf from whom
the money is received, the amount both in figures and words and purposes for
which it is received, the receipt shall be signed by a duly authorised officer
who shall satisfy himself of the collection before signature.

_ [l : ;
11. Forms and cystody of receipt book.—(/) The standard form of receipt
book used in Government offices shall be adopted by the Board.

(2) The receipt book shall be kept under lock and key in the personal
custody of the officer authorised to sign the receipt on behalf of the Board.

(3):The number of forms contained in each book shall be counted and
certificate to that effect recorded in a conspicuous place in the books by the
officer-in-charge of the books. The counterfoil of the used receipt book shall
be kept in his personal custody.

12. Voucher for payment—(/) Every payment including re-payment of
money shall be supported by a voucher setting forth full and clear particulars
of the claim. When it is not possible to support a payment by a voucher a
certificate of payment signed by the Drawing and Disbursing Officer and
endorsed by his superior officer shall always be placed on record., The parti-
culars of the claim shall invariably be set forth in such certificates.

(2) Every voucher shall bear a pay order signed or initialled and dated by
the Drawing and Disbursing Officer. The order should specify the amount
payable both in words and figures,

(3) The voucher shall also bear or have attached to it an acknowledgement
of the payment signed by the person by whom or in whose behalf the claim
is made, Thisacknowledgement shall always be taken atthe time of payment.

13. General rules for payment against grants.—(/) No expenditure shall be
incurred without previously obtaining exira appropriation, in excess of the
amount provided for expenditure under the heads concerned, and when an
officer or other employee of the Board exceeds the annual appropriation, he
may, under orders of the Board, be responsible for the excess.

(2) All liabilities incurred must be paid at once and under no circumstances
may they be allowed to stand over to be paid from grant of another year,
If possible, expenditure shall be postponed till the preparation of a new budget

in which provision for payment of liabilities which could not be met in the
previous year be made. ;

14. Duties of the Drawing and Disbursing Officer and the Controlling Officer—
(1) The Drawing and Disbursing Officer while incurring or authorising expen-
liture from the Fund shall be guided by the high principles of financial
propriety so as to ensure that the expenditure is not prima facie more than
the occasion demands. He shall also be responsible for the observances of all

the relevant financial rules and regulations by his own office as well as by
subordinate Disbursing Officers.

(2) The Contolling Officer shall not only see that the expenditure is kept
within the limits of the aurhorised appropriation but also that the funds
allotted to the Heads of Wings and subordinate officers, if any, are spent in
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the public interest and utilised for the purpose for which the money was
provided. He shall be responsible for enforcing financial rudes and regulations,
orders and strict economy at every slep. £

(2) The Controlling Officer shall satisfy himself that adequate provision
exists within the organisation for systematlc internal checks caloulated to
prevent and detect financial errors and irregularities so as to guard against
waste and loss of Board money and stores. He shall further make sure that
the checks are effectively applied. -

15, Permanent advance.—(/) The Board 'may sancion permanent advance
for the head office of the Board as advised by the Member (Finance). The
Chairman may sanction, on the advice of the Member (Finance), permanent
advance for offices other than the head office, if any. -

(2) The Board may also sanction, on the advice of the Member (Finance),
a4 “Permanent advance™ or “Imprest™ of a fixed sum of Taka to other «ffcers,
namely, Assistant Engineer and Overseeis-to enable them to make certain
classes of payments for- such works as may be entrusted to them by the
Executive Engineer or other officer, if any, of the Board.

(3) The holder of permanent advance or imprest shall be responsible for
the safe custody of the money placed in his hands and he shall at all times
be ready to account for the total amount of the money in vouchers or in
cash,

16, Cash Book.—(I) Save as hereinafter provided, the Board shall follow
the Gevernment system of account in maintaining its Cash Books.

(2) Every officer receiving money for disbursement shall maintain a Cash
Book in the same form as that of the Government,

(3) All monetary transactions shall be entered in the Cash Book as soon as
they occur and attested by the head of the office in token of check,

(#) The Cash Book shall be closed and balanced each day and com-
pletely checked. The head of the office shall verify the totalling of the Cash
Book or have this done by some responsible subordinate other that the writer
of the Cash Book, and initisl it as correct. -

(5) Any eraser or overwriting of an entry once made in the book is
strictly prohibited. 1If a mistake is discovered, it shall be corrected by drawing
the pen through the incorrect entry and inserting the correct entry in red
ink between the lines. The head of the office shall initial every such correction
and invariably date his initials.

17. Audit.—(/) The accounts of the Board shall be audited by the Auditor-
General in such manner as he deems fit.

(2) Fipal replies to the annual audit report or audit objections shall be
submitted expeditiously but not exceeding a period of 3 months,
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18, Security deposit.—(1) The employees of the Board, namely, Cashiers,
Store-keepers and other employvees entrusted with the cuastody of cash or stores
shall be required to furnish seourity. The amount of sccurity in each case
ghall be determined by the Chairman on the advice of the Member (Finance).
The security so fixed shall be paid either in lump sumor by deduction from
pay.

(?) As an alternative to cash payments, a fidelity bond of an Insurance
Company approved by the Government for the full amount of the requisite
sgcurity guaranteeing the Board against losses through dishonesty, negligence or
disregard of the rules on the part of the employee may be accepted.

19, Contract and tender.—(/) Save as hereinafter provided, the principles
followed by the Public Works Department in entering into contracts or agree-
ments shall be adopted by the Board.

(2) The terms of a contract shall be precise and definite, and there shall
be no room for ambiguity or misconstruction therein,

(3) As far as possible, legal and financial advice shall be taken in the draft-
ing of contracts and before they are finally entered into.

(4) Standard forms of contracts shall be adopted wherever possible and the
terms shall be laid down after proper scrutiny.

(5) The terms of contract once entered into shall not  be materially varied
without the previous consent of the competent financial authority, and the
reasons for the variation shall be recorded.

(6) No contract involving an uncertain or indefinite liability or any condi-
tion of an unusual character shall ‘bc entered into without the previous consent
of the competent financial authority,

(7) Wherever practicable and advantageous, contracts shall be entered into
only after tenders or guotations have been invited in the manner indicated
below:i—

(a) tenders, which shall always be sealed, shall invariably be invited in
the most open and public manner possible for the execution of work
or the supply of stores worth Taka 2,500.00 or more. Orders of
smaller amounts may ordinarily be placed by calling for quotations
from a number of known and reliable firms ;
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(&) no tender for the execution of works of any description shall be received
unless accompanied by the deposit of cash as earnest money to the
extent which has been notified as necessary by the officer concerned;

(c) the amount of earnest money to be deposited shall be sufficiently large
to serve as a security against loss in case of the contractor failing
to furnish the required sccurity within the appointed time after the
acceptance of his tender, or until the sums due to him form a
sufficient guarantee, as the case, may be.

() usually the lowest tender shall be accepted unless there is some objection
to the capability of the contractor, the security offered by him or
his execution of former work and the like. In cases where the lowest
tender or quotation is not accepted, reasons shall be recorded.
Subject to the above, the acceptance oOr rejection  of tenders is
left entirely to the discretion of the officer to whom the duty is
entrusted and no explanation can be demanded of the cause of the
rejection of his offer by any person making 4 tender: Such an
explanation may be called for by the superior authority if considered
NECESSArY,

(8) In selecting the tender to be accepted the financial status of the indivi-
duals and firms tendering must be taken into consideration in addition to all
other relevant factors.

(9) Even in cases where a formal written contract is not made, no order
for supplies shall be placed without at least a written agreement as to price.

(10) Provision shall be made in the contract for safeguarding the property
of the Board entrusted to a contractor.

(11) The Auditor-General shall have power o examine contracts and to bring
before the Government and the Board any cases where competitive tenders
have not been sought or high tenders have been acocepted or where other
irregularities have come to light.

(I2) In long-term agreements and contracts enduring or likely ta endure for
a period of more than five years, provision must be made for an uncondi-
tional power of revocation or cancellation of such contracts by the Board at
any time on the expiry of six months notice o that eifect.

(1) The Board shall constitute, with the prior approval of the Government,
such number of Tender Committees for such functions as it may consider
NECEsSATy. !

(I4) No contract or agreement shall be entered into on behalf of the Board
unless the contract or agreement has been approved by the Board.
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20. Stores—(!) Purchase of stores shall be made in the most economical
manner in accordance with the requirements of the Board. . Periodical indent
for the purchase of stores shall be prepared and stores shall be purchased in
accordance with such indents.

(2) All materials reccived shall be examined, inspected, counted, measured
or weighed, as the case may be, when delivery is taken. They shall be taken
in charge by an officer who shall see that the quantities are correct -and their
quality 1s good, snd record g certificate to that .effect, The officer receiving
the stores shall also be required fo give a certificate that he has actually
received the materials and recorded them in the appropriate Stock Register,

{3) In case of stores issued to a contractor the cost of which is recoverable

* from him, an acknowledgement stating the full particulars of the materials

issued, including recovery rates, and the total value chargeable to the contrac-
tor shall be obtained from the contractor.

21. Defalcations, losses, ete.—(l) Any loss of money, revenue or receipts
or other property held by, or on behalf of, the Board caused by defalcation
or otherwise shell be immediately reported by the officer concerned to his
immediate superior as well as to the Finance Wing. Such reports shall also be
submitied 85 soon as suspicion arises that there has been a loss. .

(2) The Finance Wing shall make such detailed enguiries as it may deem
proper and report it to the Board.

(3) For any loss sustained by the Board through.fraud or negligence on the
part of any one he shall be held responsible for any loss arising from such
fraud or negligence to the extent to which it may be shown that he contri-
buted to the loss by his own action or negligence,

22. Responsibility for accounts, returns, etc,.—FEvery officer whose duty it is
to prepare and render any dccounts or returns in respect of any Board
money or stores of the Board shall be perscnally responsible for completeness
and stiict accuracy of such accounts or returns and their despatch within the
time fixed by the Board. '

23. Disposal of Board’s property.—No property of the Board, movable or
immeovable, shall be sold or disposed of in_any manner without the previous
specific concurrence of the Finance Wing,

tis
24. Financial orders.—All orders in so far as they embedy orders or

instruections uf_ﬁnanuial character or have important Financisl bearing, shall be
jpmade by, or with the appraval of, the Finance Wing.



THE BANGLADESH GAZETTE, EXTRA,, APRIL 19, 19/8 1173

25, Reference to Government in case of disagreement between the Board and
the Member (Finance).—1In case of any disagreement between the Member (Finance)
and the Board on the question of interpretaticn of these rules or on a point
connected with the financisl matiers of the Board, the malter shall be referred
to Government whose decision theregn shell be, final,

By order of the President

MANSUR AHMAD
Joint Secretary.
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