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Dear Reader,

As part of its endeavour to provide a SMART (Simple, Moral,
Accountable, Responsible and Transparent) administration, the State
Government of Andhra Pradesh has launched a major Human Resource
Development and Training initiative, aimed at developing a large human

resource base of well informed and responsive functionaries and officials.

The successful and effective implementation of any initiative or
programme in government is largely the result of the involvement and efforts
put in by its functionaries at all levels. Obviously, the most fruitful way in
which to bring this about is to make individual functionaries aware of their
role functions and responsibilities. To achieve this, the Human Resource
Development Institute of AP, as the apex training institution of the State
Government responsible for the overall implementation and co ordination of
the state training initiative, has proposed to bring out department wise Manuals

in two parts, namely

1. Departmental Manual

2. Functionary Manual

The Departmental Manual would indicate the role, responsibilities and
functions of the department. The Functionary Manual will details, as the



nomenclature indicates, the functions and responsibilities of the functionaries
within the department, at all levels. While doing so, the evolving role of
governmental functionaries in being effective managers of change in a welfare
state has been delineated. The Departmental Manual also details the
department’s organisational chart, the rules, regulations, legislations and
enactments which govern its functioning and direct its activities and the various
interdepartmental interactions it has to perform. The Manual also facilitates
a definition of the department’s role in serving the general public as customer

while drawing up a vision for its future development in the coming decades.

Integrity in financial matters and accountability for all financial trans-
actions are the watchwords in dealing with public funds. The mechanism by
which to ensure such accountability is contained in the rules and regulations
drawn up and amended by the Government from time to time. Financial
Administration, to be effective, encompasses proper planning, budgeting,
accounting and auditing. It has been our endeavour to detail the responsibili-

ties of each government functionary in each of these areas.

The present volumes are in 2 parts, developed by the LOCAL FUND
AUDIT DEPARTMENT, As is evident, these publications are the outcome
of thorough study and analysis of the department’s role, functions and proce-
dures. They are intended to serve as useful aids to each and every employee
of the department in the effective discharge of his functions. It may be
noted, however, that these Manuals do not replace the Codes and Orders on
the subject but are, at best, meant to guide and assist functionaries in the

effective discharge of their duties.



Any suggestions for the improvement, extension or curtailment of these
Manuals may be sent directly to the Director General, DeMCR HRD Insti-
cute of Andhra Pradesh, Road No.25, Jubilee Hills, Hyderabad 500 033, for
consideration and incorporation in subsequent updations and revisions of the

Manuals.

PVRK PRASAD IAS

Director General
Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&

Ex-officio Spl. Chief Secretary to Government (HRD)






PREFACE

The Local Fund Audit Department has been in existence since 1880.

The first Manual of the Department was published in 1910 but it was confined

mainly to the explanation of the system of audit. Keeping in view the changing

trends in administration and the objectives of governance a new orientation

has been given by Dr. M. Chenna Reddy Human Resource Development

Institute of Andhra Pradesh to the idea of bringing out the Manual in that it

projects a Department in two ways and therefore in two parts, namely;

1. Departmental Manual

2. Functionary Manual

To fulfil the developmental neeeds of the state the requirement of sound
finances can not be overlooked. The Revenue Departments will
mobilise the resources and the Development Departments will spend
them. Prevention of waste and misutilisation of resources is as good
as acquiring additional income for the State. The Audit Department,
though not directly contributing for the increase in the State’s revenue,
will definitely play an indirect role by identifying the misdirected

channels of expenditure and thus help prevent the waste.

The functions of this Department were originally confined to
conducting audits of the accounts of Local Bodies such as District
Boards, Taluq Boards, Panchayat Boards, Municipalities etc., Gradually
over a period of time this Department is entrusted with functions of

audit of not only the accounts of Local Bodies but also that of



Universities, Temples and of Government Departments like Natural
Calamity Relief Fund spent by the Dist Collectors and other officers
and the Janmabhoomi Fund utilised by the various executing agencies.
Besides, this Department is discharging the functions of authorisation
of pensionary benefits of class. IV of all Government Departments in
the State and also of the Panchayat Raj Teachers in Krishna, Kurnool
and Rangareddy districts in addition to certifying the pensionary
benefits of non-teaching employees of Panchayat Raj Bodies and

Municipal Councils.

Crores of rupees are being pumped every year into various Local Bodies
and other sectors as Grant-in-aid as part of development programmes
of the Government. The duty of the audit is to pin point gaps in the
execution process in the filed, particularly in the management of
finances and to report back to the administration for taking remedial

measures.

The State Audit Act has been enacted for the Department bringing in
to its fold other institutions such as District Rural Development
Agencies, Urban Development Authorities, Municipal Corporations,
Integrated Tribal Development Agencies, Private Engineering Colleges
in receipt of Government grants, other aided colleges and schools
including Politechnics receiving grant etc., The Rules under various

provisions of the said Act have been drafted and are under circulation.

The Department visualises introduction of Pre-audit in major

institutions such as Zilla Parishads, Universities and in the Selection



grade Municipalities as a part of containing ever increasing number of
audit objections. At present the Department is attending to the function
of issuing pension payment orders in respect of all Class. IV employees
of Government including Police constables, Forest guards and Excise
constables and also of the Panchayat Raj teachers in three select districts
of Rangareddy, Krishna and Kurnool. The endeavour has been that
the same category of teachers in the rest of the districts should also be
issued with the pension payment orders at the district level from this
Department for early settlement of the claims. Government have taken
keen interest in extending the computerisation facility to the
Department and the proposals to that effect are under the active

consideration of the Government.

In the recent past the District Audit Reporting System has been
introduced with the object of bringing all the audit objections institution
wise, to the notice of District Authority having administrative control
over the subject institutions. This will enable the authorities concerned
to have an overview of the financial mismanagment and to take

immediate remedial measures.

A functionary in the Department improves his or her skills by acquiring
knowledge. To accelerate this process a planned programme of action
is called for. This action plan is provided by various provisions in the
Manuals, which indicate the role, responsibilities, functions of the
department and of the functionaries. Each subject matter of the

department has been dealt with in detail.
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11.
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The Deapartment Manual contains the origin of the department, its
evolution over period of time, its structure and functions etc., The
functionary Manual contains the various functions to be discharged
by each functionary. Besides the suggested coverage, certain important
items such as office procedures, proformae of periodicals, registers etc.,
peculiar to the department were also incorporated in these Manuals
for the guidance of audit staff, which will be very much useful for the
efficient functioning of the staff of the Department.

Tacknowledge with thanks the guidance given by the Finance Secretary,
Sri. K. Pradeep Chandra, I.A.S., and the Additional Finance Secretary,
Smt. Veena Ish, L.A.S., in preparing the Manuals.

Sri T Venkateswarlu, Deputy Director of Local Fund Audit (Retired)
and Sri N. Manmadha Rao, Audit Officer, Local Funds, Directorate,
took maximum pains in drafting the Manuals. There are other officers
and staff who associated with this work. On behalf of the Department,

I acknowledge their valuable services with thanks.

These Manuals, it is hoped, will meet the functional requirements of
the officers and staff of the Department and any suggestion for their

improvement is welcome.

P. Ramaiah,
Director of Local Fund Audit
A.P. Hyderabad.



ANDHRA PRADESH
STATE AUDIT DEPARTMENT
FUNCTIONARY MANUAL



H‘;E%‘Iﬂﬁiﬂ}i' JU‘IHCIM& .
PASM TAATED TIAU S ITATE
TAUMAM Y AHOITOINUT



INDEX

SL.No. List Page No.
01. The origin of the post, reason for creation and

the role played by the functionary. 1
02. Position within the organisation and span of

interaction within the department. 19
03. Functions to be discharged by the functionary. 25
04. The operational jurisdiction of each

functionary. 201
05. Enactments, rules and regulations that are

required to be followed in discharge of each

of the above functions. 219
06. Critical provision(s) of the enactment i.e., the

important/crucial provisions/sections. 231
07. In case any help is required, whom to

approach-intra departmental and inter

departmental 237
08. Administrative accountability. 241
09. Quantification of work output expected from

the functionary and provision made for

assessment of his/her performance. 245
10. Indicate areas where periodical reporting is

provided for and standard reporting formats
have been prescribed. 257



List out various registers to be maintained by
the functionary. 263

Forms of correspondence or documentation,
formats for issue of certificates etc., to be
indicated. 267

Possible areas of interface with public and
other departments. 271



ANNEXURES

SL.No. Name of the Annexure Page Number
| A.P. State Audit Act 1989 276
I1 List of Registers to be maintained
in the District Audit Offices 295
1 Inspection Notes of Director on the
office of Dy. Director/Audit Officer/
Asst. Audit Officer 300
v Number of Warning Letters Missing 310
\Y Model Form of Audit Intimations 545
Vla Major Items to be highlighted in
District Reports 653
(for all Institutions except Universities)
Vib Major Items to be highlighted for
Universities 655
Vlic Grouping of objections under relevant
heads in District Audit Reports 657
VIl Glossary 677
VIIL Modifications 683



Ol -

£h

K=

=0

T

Sy

%n’f_-[ o1 12 nl:}*ll‘j Ay ﬂ' I-1 i‘T'.J:'
Eﬂl"l |IL¢.|;|.|l 'I-(jih!'l .L f' ﬂ‘
' i mhj I@II-"& 1E ]

e st apugl ety
T | (R, B T I

b Bod e i el mnl ang
e ea) wed o Snimitl
""t‘-ﬂ‘rﬁt '-'hi".'.- i h ':JIIIIIHF’I. I! T

M wn:."'lll.‘rl'rf‘ r{],l.ll |||11H5 v_t‘_};}fll.l.

i 11 el I
'
e L RERET Bl WA | M
METerL LRe g SEIET B ;.lp_;:,_;f
et Lo

- s gz ho g

1
: = 3
o odwened, s Wl R
= I AL Sl L 1
||:||I'I|L. ez ol El‘jﬂr:r’ﬂ rl.'ﬂ"lﬂ.ul I r|-'-i
LA 2l A :ﬁfﬂ Dbsan B
o |

=y

Ll



Fhe ovigin of the frost;
the Fiole fulayed by
the Funclionavy



-



e%mw/@/mea/ﬁowm

the Role played by the Funclionary

ROLE OF AUDIT

Audit is literally defined as an intelligent and critical scrutiny of books of
business written through documents and vouchers to ascertain whether
the results shown in the final accounts like Profit and Loss account,
Balance-Sheet etc., are truely determined. The audit in regard to
Government Accounts and the accounts relating to Semi-Government
Institutions is defined as an instrument of financial control. The modern
trends in administration visualises audit in a different manner. Money
and finance have been described as fuel for administrative machinery and
blood stream of administration. No administration can efficiently function
if it does not take care to maintain the financial health or discipline and
audit is the only independent agency through which efficient maintenance

of financial discipline is ensured.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 3



The origin of the post, Reason for creation and FUNCTIONARY MANUAL
the Role played by the Functionary

2. The financial health or discipline concerns the entire system right from
the sources from which the public money flows into the executive and
again flows out in the shape of benefits and amenities to the public or
soctety as a whole. In the democratic form of Government people
through their elected representatives authorise the Executive to collect
moneys in the shape of taxes and other incomes for utilising in the
manner authorised by them, through budget, appropriation accounts etc.,
and makes Executive accountable. Similarly Local Bodies and Semi-
Government Institutions enjoying the sanction of legislation constitute
democratic setup through public representatives and authorise the

Executive to collect and utilise the public fund and account for the same.

3. The moneys collected from the public by way of rents, rates and taxes or
the grants-in-aid sanctioned by Government to the executive constitute a
public fund and not a private income. Therefore, it is necessary that a
systematic or full proof (pucca) accounting system is prescribed for the
realisaton of income and its usage which in its turn leads to prescribing -
of codes, rules, regulations and a procedure to account for the public
fund. The legislature or the statutory bodies who have authorised the
Executive to deal with the public fund are no experts in examining the
accounts of the said public fund. Therefore, the job of examining the
public fund account is entrusted to an independant agency called, “Audit”.
The audit in respect of Local Funds is done by the Director of State
Audit and by the Comptroller and Auditor General of India in respect

of Government Accounts both Central and State Govts,

4 Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL The origin of the post, Reason for creation and

6.

the Role played by the Functionary

The Auditor who has to play an important role in regard to collection and
expenditure of public finances is viewed from different angles. The tax
payets or public see him like a Police Man. An Executive takes him as an
irritant instead of recognising him as a Friend, Philosipher and Guide.
“Auditing” is never a welcome word with management. It is essendally
associated with statutory requirements and the role of the Auditor is not
fault-finding but fact-finding., reporting, helping and guiding the'
administration in the proper utilisation of public finances just like
Architectures bringing a maximum living place from the available piece of
land besides making the whole structure beautiful. The moment auditing
is commenced the usual tendency on part of the management is one of
avoidance and non-cooperation with the Auditors in discharge of their

duties.

Thus the Auditor has to play an important role in the financial management
of a body or authority. While doing so he has to be conversant fully with all
the methods and systems of audit so as to perform the role in 2 quite
technical manner with in the frame wortk of rules, regulations and

procedures.

The Auditor who has got the inherent power of critical appraisal or
commenting on the performancé of Financial Administration of Local
Body should behave in a highly responsible manner keeping good and
pleasing relations with the Executive. He should note that the work of

Executive should not be criticised. He should therefore, exercise this difficult

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 5



The origin of the post, Reason for creation and FUNCTIONARY MANUAL
the Role played by the Functionary

job in such a manner that his role of functioning should not come in direct
conflict with the Executive and at the same time play his role efficiently.
His observations should be precise, effective, supported with facts and
conform to rules and regulations all of which should be coached in pleasing
language. Frivolous objections should be avoided. Important irregularities
should not be overlooked. The Audit Report shall be precise and suggestive.
Having produced the report in the manner, the same should be sent to the
respective bodies for placing it in the respective Committees of Local Bodies

for appraisal and necessary action over the observations,

7. The compliance report over the observations has to be watched to sce
whether the defects pointed out have been rectified and the measures taken

to guard against them.

8. In the year 1885, Government reviewed the procedure of audit of the
accounts of Municipal Councils. Till then, the audit of the Municipalities
was being conducted by non-official auditors. As it was recognised that
the imposition of a certain degree of control over Municipal Accounts by
the Government was desirable, it was decided for appointment of one or
more Audit Officials to conduct audit of the accounts of Municipal Councils
with particular reference to the financial administration. The Examiner of
Local Fund Accounts (now tedesignated as Director of State Audit) under
the Control of Accountant General was appointed for the first time to be
the Inspecting Officer. Accordingly in G.0.Ms.No.389, Finance, dated 13-

06-1903, the Examiner of Local Fund Accounts (now redesignated as

6 Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL The origin of the post, Reason for creation and

10.

the Role played by the Functionary

Director of State Audit) and his staff were ordered to carry out a detailed
audit of Receipts and Expenditure of Municipal Councils every half year

and send a report to Government.

During the year 1904, a further development took place in the system of
initial audit. In G.O.Ms.No0.1327, Local Administration dated 13-10-1904,
the Local Fund Accounts establishment was amalgamated with the Audit
Establishment to ensure correct classification of Receipts and Expenditure

before the accounts were cornpiled.

In the year 1920, the efficiency of audit arrangement came under the scrutiny
of an Expert Committee which recognised that good work has been done
in the past and that the Treasury Deputy Collectors may be delinked with
supetvision over audit staff. In order to secure maximum degtee of
efficiency in audit of Local and Municipal expenditure by trained and
independent supervision, Government in their Order No.1016, Finance
dated 27-11-1922 accepted a scheme prepared by the Examiner on the
basis of the recommendations of the Accounts Committee which resulted
in reconstitution of a Local Fund Audit Department. Since 1922, the Audit
Staff under the control of Treasury Deputy Collectors were amalgamated
with the Examiner’s establishment and the entire staff was placed under
the direct administrative control of the Finance Department of Madras in
G.0.No.125, Finance, dated: 10-2-1921. Under the Government of India
Act, 1935 also, the audit of local funds is a State subject.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 7
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The Department was otiginally conducting the audits of District Boards,
Union Boards, (now called notified Gram Panchayats), Municipalities,
Official Receivers and 42 miscellaneous Institutions right from the year
1922, i.e., from the year from which it was functioning under the then State
Government of Madras. The audit of Andhra University was entrusted to
this Department from the year 1925-26. Since then, whenever any new
university was established in the State, the audit of such university was
entrusted to this Department. At present the audits of a total number of

13 Universities in the State are being conducted by this Department.

Further the audits of the following Institutions in the State are also entrusted

from the years as noted against each to this Department.

SL

Name of the Institution Year from No.of auditable
which audit Institutions at
entrusted. present.

2. 3 4.

(Andhra Atea) 235
b) Agricultural Market Committees 1968-69

(Telangana Area)

a) Agricultural Market Committees 1933-34 }

Tirumala Tirupathi 1937-38 1(spread over
Devasthanams, Tirupathi, entire country

a) Hindu Religious, and 1952-53 6704
Chatitable Endowments

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL

10.
11.
12.
13.

14.

and Institutions
(Andhra Area)
b) 6(A)-Temple
6(B)-1-Temple

1-Tempie
c)Hindu Religious and
Charitable Endowments &
Institutions ( Telangana Area)

a) Gram Panchayats
(Andhra Area)

b) Gram Panchayats
(Telangana Area)

Zilla Parishads

Mandal Parishads
(formely-Panchayat Samithis)

Zilla Grandhalaya Samsthas
City Grandhalaya Samsthas

Andhra Pradesh Housing Board

Municipal Councils

A.P. Wakf Board

Chief Ministet’s Relief Fund.
Dist.Planning Boards

A.P. Residential Educational
Institutions Society.

Relief Accounts.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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1973-74 1
1977-78 5
1981-82 1
1991-92 Not taken up for

want of sanction

of posts

1956-57

21,811 in the
1963-64 entire State.
1959-60 22
1959-60 - 1093
1960-61 22

1

1960-61 1(spread

over entire state)
1965-66 108
1973-74 1
1976-77 1
1984-85 22
1984-85 137 (schools and

colleges)

1984-85 23 Districts.




The origin of the post, Reason for creation and FUNCTIONARY MANUAL
the Role played by the Funcionary

15. | Jawahar Rozgar Yojana Scheme;
a) Gram Panchayats  65% 1989-90 21,809
b) Zilla Parishads 20% 1989-90 22
¢) Mandal Parishads ~ 15% 1989-90 1,093
TOTAL : 5341113
12. In addition to the above Institutions, the audit of Secondary Schools

maintained by Zilla Parishads and Municipalities is also done by this

Departments.

13. A great land-mark in the history of Local Fund Audit Department is with
the enactment of the A.PState Audit Act, 1989 (Act No.9 of 1989) (copy

enclosed-vide Annexure 1)

This Act brought out Legislation to conduct Audit and issue Surcharge
Certificates on the Executive Authorities of local Authorities on all fit cases of
losses etc. The Director of Local Fund Audit is tedesignated as Director of State
Audit. Several Institutions such as District Rual Development Agencies, Societies
for Training and Employment Promotion in the State, private Engineering Colleges
receiving grants-in-aid from Government, Urban Development Authorities,
A.PState Council for Higher Education etc., were taken to the fold of the State
Audit Department in addition to the existing auditable institutions. An important
salient feature of this new enactment is the Imposition of penal provisions on the
defaulting Executive Authorities in rendeting the Annual Accounts on the due

dates, and also for Non-production of records to Audit.

10 Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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Dr. M.C.R.H.R.D. Institute of Andhra Pradesh

The origin of the post, Reason for creation and

the Role played by the Functionary

ADMINISTRATIVE SETUP OF STATE AUDIT DEPARTMENT

The administrative setup of the State Audit Department is as follows:

1. STATE ADMINISTRATION

The Audit Staff of the Andhra Pradesh State Audit is under the general

control of Director of State Audit appointed by the State Government.

He is the Head of the State Audit Department and under him, there

ate several Deputy Directors, District Audit Officers and Assistant

Audit Officers, each one looking after a separate branch of the Audit

Department. At the Directorate two Deputy Directors, four District

Audit Officers and several Assistant Audit Officers are functioning to

look after the Administrative Work.

2. ZONAL ADMINISTRATION

In G.O.Ms.No.124, Finance and Planning (FW.Admn.IT) Department,
dated: 30-5-1981 the Department has been devided into Six Regions

for the purpose of administration headed by a Regional Deputy

Director of State Audit with his Head-quarters and the jurisdiction as

noted below. The Regional Offices started functioning with effect

from 15-06-1981.

11
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FUNCTIONARY MANUAL

Zone

Headquarter

Jutisdiction comprising
the Districts of

Il

IIT

v

Visakhapatnam

Eluru

Ongole

Kurnool

Warangal

Hyderabad

1. Srikakulam

2. Vijayanagaram
3. Visakhapatnam
1. East-Godavari
2. West-Godavari
3. Krishna

1. Guntur

2. Prakasam

3. Nellore

1. Chittoor

2. Cuddapah

3. Ananthapur

4. Kurnool

1. Khammam

2. Warangal

3. Katimnagar

4. Adilabad

1. Rangareddy

2. Medak

3. Mahabubnagar
4. Nalgonda

5. Nizamabad

12

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL The otigin of the post, Reason for creation and

b)

the Role played by the Functionary

The Regional Deputy Directors will look after Zonal

Administration and also audit matters of their respective Zones.

Besides, there are Several Deputy Directors, District Audit
Officers, Assistant Audit Officers Incharge of Universities,
Tirumala Titupathi Devasthanams, other Temples and Audits

of other Local Authorities.

3. DISTRICT ADMINISTRATION

b)

A District Audit Officer is Incharge of each District and he is
the Head of the District Audit Staff. In respect of District Audit
Officer (Relief Accounts) whose Jurisdiction is two Districts and
he is the Head of the office under whom two Assistant Audit

officers with necessary staff are working,

The District Audit Officer is responsible for the efficiency and
discipline of the audit staff in his District\jurisdiction, and for
the upto date audits, detecting frauds, misappropriations etc., in
all auditable Institutions with in the District\jurisdiction. He is
assisted by five or more Assistant Audit Officers each Incharge
of separate Audit Units. There are also Assistant Audit officers
working in his office to assist him in day to day administration.
The District Audit officer who is the Controlling Officer,

approves the Audit programme and watches the progress of

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 13
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Audits. He also approves and issues the Audit Reports and
initates Surchage Action on all clear cases of losses, He also
sends, District Audit Reports to the District Collector for
necessary action. The overall control over the Audit Staff in the

District vests with the District Audit Officer.

DIVISIONAL LEVEL ADMINISTRATION

The Audit Offices (unit offices), each Incharge of Assistant Audit
Officer, are located at District Headquarters, and also at divisional
level, who have the field staff i.c., senior Auditors and junior Auditors.
The Assistant Audit Officer supervises the work of audit staff in his
jurisdiction and devotes constant personal attention in the detection
of fraud, misappropriations, misutilisation of funds, etc., in the Local
Authorities and other authorities. As he is an experienced officer, he
s in 2 position to ensure sustained efforts in the most important and
difficult audits and allied matters, reporting the serious Itregularities
to the Higher Authorities besides taking initiative for prompt
submission of Draft Audit Reports by the auditors, Draft Surcharge
Certificates on all clear cases of losses before they get time barred.
He also submits draft reports on all serious irregularities to the
Government and Heads of Departments. No document or official
paper of any kind, or any copy of such paper belonging to or in the
custody of the audit, shall be furnished to any private individual or
other person not authorised by law to obtain it, except under the

direction of a competent court or Authority.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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5.

the Role played by the Functionary

UNIVERSITY AUDITS

The University Audit offices which are incharge of Deputy Director

District Audit Officet or Assistant Audit Officer as the case may be, is

manned by one or more Assistant Audit Officers and other field staff.

These Audit Units attend to all matters relating to university audits in

the whole State. Their assistance in detection of misutilisation of

funds, violation of rules etc., is of considerable value.

TRAINING INSTITUTIONS

Two Training Institutions in the State to train officers and
employees of the Department namely (1) Audit Training wing
Dr. Marri Channa Reddy Human Resource Development
Institute at Hyderabad, which is manned by Deputy Director,
(Audit Training Wing) who is assisted by one Senior Lecturer in
the cadre of District Audit Officer and two junior Lecturets of
Assistant Audit Officer cadre for imparting Induction Training
for 52 weeks to the direct recruit Assistant Audit Officers and
four months to Senior Auditors besides In-service training to
the Gazetted Officers for three weeks and six weeks for the non-
gazetted officers. (G.O.Ms.No.270, Fin. & Plg.(Fw.Admn.11)
Department,  dated: 31-8-1989, G.o.Ms.No.271,
Fin.&Plg,(FW.Admn.IT) Dept., dated: 31-8-1989, G.0OMs.No.272
Fin & Plg(FW.Admn.II) Dept., dated 31-8-1989, and

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 15
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b)

G.O.Ms.No.350,Fin.&Plg.(FW.Admn.II) Dept., dated: 12-10-
1993) and --- (2) Dr.Marri Channa Reddy Human Resource
Development Institute, Regional Centre at Eluru. This Centre i
under the administrative control of the Senior Lecturer of the
rank of District Audit Officer who is assisted by one Assistant
Audit officer for irﬁparting training to the newly recruited Junior
Auditors and in service training to the Ministerial Employees of
Municipal Councils, Mandal Parishads and Zilla Parishads. The
above Training Institutes cater to the training needs of the
Department and Local Authorities in ptoviding upto date
knowledge of acts, rules accounts modern techniques of Audit

and Computet Application.

It may however be pointed out that the above setup has emerged
over the years keeping in view the personnel requirement to
combat the increasing work load of audit and entrustment of
new audits and even this setup may undergo change from time
to time to commensurate with the requirements to maintain upto

date audit wotk efficiently.

If misappropriation or misultilisation of funds goes undetected it

evokes carping criticism in the News-papers. The reason for the failure of
the audit in detecting fraud is due to the lack of training in scientific methods
of scruitiny of the records. A thorough shake up in the investigative methods

and adoption of more scientific methods of gadgets of scrutiny of records
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FUNCTIONARY MANUAL The origin of the post, Reason for creation and

the Role played by the Functionary

are extremely necessary. For this,higher qualifications and training largely
contribute. There is nothing wrong if a degree pass is prescribed as
minimum qualification for junior Auditors. Subsequent requirement is that
he should be given intensive training in scientific methods of scrutiny and
should be told that the Auditors should be well acquainted with upto date
knowledge of rules and regulations. As of now, training of a high quality,
is imparted only to Asst.Audit officers in the audit agency, and the lower
staff is neglected. This attitude should change for the simple reason that it
is the auditors at the lower levels who verify the original records of Local
Authority than others. Better promotional avenues and improved conditions

of service ate imperative for an efficient audit agency.
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The position of each functionary within the organization and span of

interaction within the Department is dealtwith hereunder:
1. DIRECTOR OF STATE AUDIT :

The Director is the Head of the Department. He exercises general control
and superintendence over all officers and subordinate staff of the
Department. He is responsible for proper conduct of audit of all Auditable
Institutions in the State and furnishes such reports to Government as may
be required. He is the appointing Authority in respect of Asst.Audit officers
being initial Gazetted Posts. He exercises disciplinary powers ovet all officers

and subordinates. He approves and issues surcharge certificates.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 21



Position within the organisation and Span of FUNCTIONARY MANUAL
interaction within the Department

22

As regards span of interaction within the Department, the Director conducts
periodical Inspections of the offices of Reginal Deputy Directors\ Audit
Officers, visits the offices of Regional Deputy Directors\Audit
Officeres\ Asst.Audit Officers. He also conducts Review Meetings or holds
discussions with the Regional Deputy Directors or Dist. Audit Officers or
any other officials of the Department, at periodical intervals at
State\Regional\District level whenever circumstances warrant. He can also
organise workshops, seminars at State level and attends work shops at zonal

level.

REGIONAL DEPUTY DIRECTOR OF STATE AUDIT

The Regional Deputy Director of State Audit is the officer-in-charge of
State Audit Department for the entire Zone. He acts as a Liason officer
between the Director of State Audit and the Audit officers in the Districts.
He exercises functions both administrative and audit. He is the appointing
authority for the posts of Senior Auditors and exetcises disciplinary control
over them. He also effects transfers to the Senior Auditors in the zone.
He visits officers of Audit Officers as frequently as possible\and ascertain
the information about the progress achieved in completion of audits,
approval and issue of Audit Reports and inspects the offices of the
Asst.Audit officers in their jurisdiction annually. He conducts surprise visits
to the camping places or Audit offices in order to derive efficient functioning

of the personnel. He is also required to conduct work shops\seminors on
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Audit matters at the zonal or district level. He also convenes monthly
meeting, with all of his Dist Audit Officets working in his zone. He attends
the Directorate whenever required to hold discussions on Audit or other

departmental mattess.

3; DISTRICT AUDIT OFFICERS, STATE AUDIT

The District Audit Officer is the District Officer for the State Audit Dept.
He is responsible for the overall conduct of Audits in the Dist. For this
purpose, he conducts monthly meetings with the Asst.Audit Otficers to
review Audit matters. He also approve Audit Reports of all Institutions
for this purpose, he visits to the Local Bodies for apptoval of the Audit
Reports on the spot itself, soon after the Audits are completed, where
Asst.Audit Officers along with Auditors will be present. He also attends
the offices of the Regional Deputy Director\ Directorate whenever required
to participate in any discussions on Audit ot other departmental mattets.
He is the appointing authority to the posts of Junior Auditors, Typists,

Record Assistants and Attenders.

4. ASST. AUDIT OFFICER, STATE AUDIT :

He is the first level Gazetted Officer conducting Audits at the field level.
He is assisted by Senior Auditors and Junior Auditors in due discharge of
his duties in auditing the Accounts of Local Bodies. He conducts monthly

meetings with Auditors. Meetings at frequent intervals for review of the
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progress of Audit are also held by him. He attends Monthly Meetings
convened by Audit Officer\Regional Deputy Directors and appraise the
position of audits, submission of draft audit reports and their issue after

apptoval etc.,
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A. FUNCTIONS TO BE DISCHARGED BY DIRECTOR OF STATE
AUDIT.

1k The Ditector of State Audit is the Head of the State Audit Department, in
whom is vested the administration of the audit staff throughout the State.
He is also Ex-Officio Treasurer of Charitable Endowments. He is the
advisor to Government in all matters relating to the audit of all Local
authorities and other Authorities as enunciated in the Schedule to Andhra
Pradesh State Audit Act, 1989 and under Sections2(i)(0) and 3 of the said
Act. He is responsible to Government for the internal economy, equipment,
training and discipline of the audit staff, for its efficient organisation, and

for the efficient discharge of duties by all officers and subordinates.

2. The Director is incharge of the audit of the funds of local authoritics and

other authorities specified in the Schedule and as defined under
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Sections2(i)(0) and 3 of Andhra Pradesh State Audit Act, 1989 in the entire
State. He exercises general control and superintendence over the Officers

of the State Audit Department, in the performance of their functions.

Subject to the approval of Government, he may from time to time frame
such orders and regulations as he deems expedient, relative to the
governance, the classifications, rank particulars of service of the matters
thereof and all such other orders and tegulations relating to the said staff
as shall from time to time deem expedient for preventing abuse or neglect,

and for rendering such audit staff efficient in the discharge of all its duties.

The strength of audit staff has been fixed by the Government and no
permanent increase or decrease in the cadre strength as sanctioned for
each district or unit, as the case may be, can be made without the sanction
of the Government. The Director has the power under G.O.Ms.No:427
Finance & Planning(Admn.I) Department dated 29-9-1976 to vary the
strength aftet intimating the variation to the Accountant General. It will
however, be with in the powers of the Director of State Audit to reallocate
the strength of audit units or other offices according to the exigencies of
the administration arising from time to time, provided the sanctioned

strength of the district or unit as a whole is not exceeded.
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5. Whenever proposal for the reorganisation of audit units, or Dist.Audit
Officer’s or administration in the zones or opening of new audit offices
involving of realignment or jurisdictions of neighbouring audit units or
other offices are sent by the Director, he should ensure that the particulars
in respect of the following points are furnished alongwith his proposals

without giving room for further correspondence.

(2) Map of the audit unit or other office showing also the neighbouring
audit units or other offices to enable a full assessment of the proposals

from the point of contiguity, effect on the adjacent units etc.,

(b) Information regarding No.of gram panchayats, Mandal Parishads,
Agricultural Market Committees, Temples etc (yearwise to be specified)
area in square K.ms and allocation of duties in respect of each of the

existing unit and the proposed unit.

(©) List of villages, Towns, Municipalities etc effected by the proposal
together with the relative distance from the existing units, when it
involves reorganisation or opening of new audit units or the offices

when it involves realignment of jurisdiction of audit units.

(d) Special mention about accessibility and location of hilly ranges, tegrains,

forest areas, agency etc.,
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(e) Continuity of area in relation to revenue jurisdictions.

() Statement of financial implications showing besides, the cost of the
staff, cost of furniture, telephones if required and probable expenditure
on rent for buildings. In respect of telephones, teasibility report of

the telephone authority may be furnished if possible.

(g) Any other special consideration in favour of opening the new audit

unit offices or other offices of the department.

While at head quartets, the Director should attend office on all working
days and ordinarily transact all official business in his office. He may,
however, dispose of such confidential matters as he thinks proper at his
residence. He should be readily accessible to officials and members of the
public generally. He shall make necessary arrangements for the transaction
of all urgent and important work during casual leave taken by him or any
of his Depufy Directors\Dist.Audit officers and Asst.Audit Officers.

All communications addressed to Govt, eXcept in routine matters or to
Heads of departments on matters involving points of principle,
interpretation of rules or change in audit procedure should be issued only

with the approval of the Director.
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10.

in]®

12!

The Director shall send reports to the Government on setious irregularities
noticed in audits of local Authorities for taking necessary action at

Government level.

The Ditector shall, in addition to the powers vested in him under the A.P.
State Audit Act, 1989, and the rules made there under, exercise the powers
and perform the functions of the Head of the Department under the various

Rules, codes and orders of the Government.

The Director may inspect the accounts of Local Authorities and other

Authorities specified in the Schedule to the said Act.

He may condone the audit of accounts of any Local Authority or other
Authority, where the audit is not possible due to loss of records on account
of floods, fire and theft and other natural calamities in consultation with
the Heads of Administrative Departments of the Local Authorities or other

Authorities concerned.

The Director has every power to initiate disciplinary action against any
person subordinate to him, who is found guilty of neglect, in enforcing the
provisions of the A.P. State Audit Act, 1989 and the rules made their

under and of misusing his powers.
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14.

16.

17

32

The Director may call for all the files including the files relating to
confidential nature which are not produced to auditors by the Chief
Executive officers of the Local Authorities or other Authorities and to
deal with them in accordance with standing instructions for the handling

and custody of such documents issued from time to time in this regard.

The Ditector at any time may bring to the notice of the Government for
such action as he may consider necessary any information which appears
to him to support a presumption of criminal misappropriation or fraud or

which in his opinion deserves special attention or immediate investigation.

The Director may enfotce penal provision under Section 12 of A.P.State
Audit Act, 1989 for the failure on the part of any Chief Executive Officers
to produce the accounts for Audit with in the time stipulated in accordance
with the provisions in the Acts or Rules or to get the andit completed

which amounts to negligence and punishable.

The Director may authorise any of his or her subordinates to prepare a
report on the accounts audited, registers examined and to send a report

after approval, to the concerned Local Authority or other Authoritics.

The Ditector may authorise any of his subordinate authotities to approve
and issue reports of any Local Authority ot other Authorities in the manner

other than that provided above.
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18.

198

20.

21.

In respect of non-notified Gram Panchayats and other authorities of smaller
transactions where the individual audit or group basis audit to such authority
by an Auditor for audit is not considered desirable or feasible in terms of
time spent on transists etc., the Director may through his subordinate staff
organise to conduct the audits of the said authorities on group basis, at
Mandal headquarters or at the specified places, shall continue to rest with
the Chief Executive Authority concerned. The Authority or the Authorities
having the administrative control over the said Local or other Authorities
shall take all necessary measures to ensure production of all records as

desired by the auditors.

The Director may arrange concurtent audit of the institutions under the
management of Tirumala Tirupathi Devasthanams in addition to post-
Audit in consultation with the Chief Executive Officer, Tirumala Tirupathi

Devasthanam.

The Director may with the permission of Government change the type of

audit of any Local authority or other Authorities.

The Director may where and when it is found necessary on account of
special circumstances arrange for the special audit of the accounts of the
Local Authority and other Authority Specified in Section 2(3)(0) and in the
Schedule to the A.PState Audit Act, 1989. He may also arrange preaudit
of the Local Authority or other Authorities with the permission of

Government.
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i,

23.

If any difficulty arises in enforcing the various provisions of A.P.State Audit
Act 1989, unless they require orders from the Government, the same can

be clarified by the Director.

The Director shall arrange to conduct the Audit of any Local Authority
and other authority or other Authorities specified in Section 2(i)(o) in

Schedule to the A.P. State Audit Act in the manner indicated below.

(i)  Postaudit of the accounts of Local Authorities and other Authorities

other than those falling under Section 6(a) of Hindu Religious and
Charitable and Institudons Act, 1987.

(i)  Concurrent Audit of the accounts of Hindu Religious and Chatitable

24,

Endowments and Institutions falling under Section-6(a) of the Hindu

Religious and Charitable Endowments and Institutions Act, 1987.

The Director shall arrange to complete the Audit of Accounts of Local
Authority or Other Authorities after receipt of Accounts and related
Records, in a reasonable time not exceeding two years from the date of
receipt of Annual Accounts and Records. If the Audit could not be
completed with in the said period, he shall report forthwith to the
Government in the Finance Department explaining the reasons and the

circumstances therefor.
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25.

26.

27.

28.

He also exercise disciplinary powers over Asst. Audit Officers and initiate
disciplinary action over Deputy Directors and Dist. Audit Officers, under
A.PCivil Services (C.C.A.) Rules, 1991.

The Director may disallow every item of expenditure incurred contrary to
law and Surcharge the same on the person incurring or authorising the
incurring of such expenditure, and may charge against any person
responsible therefor the amount of any deficiency, loss or unprofitable
outlay occasioned by the negligence or misconduct of that person or of
any sum which ought to have been accounted but is not brought into account
by that person and shall, in évery such case, certify the amount due from
such person. He shall state in writing the reasons fot his decision in respect
of every disallowance, sutcharge of charge and a copy of such decision
shall be served on the person against whom it is made in the manner laid

down for the service of summons in code of Civil procedure, 1908 .

The Director shall submit annually a consolidated audit and review report
on the accounts of the local Authorities or other Authorities in such form
and in such manner as may be prescribed and furnish the same to the
Govt. which shall be laid on the table of the Legislative Assembly. (Sec.-11
of AP State Audit Act, 1989)

The Director will exettise powers of Head of the Department vide
G.O.Ms.No.427, Finance & planning (FW.Admn. I) Department,dt:29-9-
1976 and he has been included in the list of Heads of Departments given
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29.

30.

31.

32,

33.

34.

36

in subsidiary definition- (ii) under FE R.-9 under A.P, T.A.Rules, and
Appendix-I of the A.P. Financial Code Volume-II (G.O.Ms.No.75, Fin. &
Plg.Dept., dt: 1-4-1981.)

He undertakes inspection of the subordinate Departmental Offices under
his administrative control and various local authorities in whole State which

are under his audit control under Rule-3 of A.P. State Audit Rules, 1998.

He is the Appointing Authority to the posts of initial Gazetted Officer
Le., Assistant Audit Officer and their postings and transfers (G.O.Ms.No.314
Fin.& Plg. (FW.Admn.II) Dept., dt:7-12 1979))

The Director sanctions Increments to the Deputy Director.

He sanctions leave including Casual Leave to the Deputy Ditectors and
Regular Leave to the District Audit Officers and regular Leave beyond 15-
days to the Asst.Audit Officers.

The Director approves the Tour Programmes of the Deputy Director,
District Audit Officers, and Countersign their T.A. Bills.

He has the powers to accord permission for journeys outside the ordinary

jurisdiction of the Staff working in the Districts.
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35.

36.

37.

38.

39.

40.

41.

He as a Chief Controlling Officer regulate the budgetory provisions of

State Audit Department in the State.

The Director maintains the Annual Confidential Reports of Deputy
Directors, District Audit Officers and Asst. Audit Officers. He shall also
maintain Record sheets in respect of Junior Auditors/Typists/Steno
Typists/Record Assistants working in the Directorate in the proforma
prescribed in G.O.Ms.No.144,G.A. (Ser.C) Dept., dated: 10-3-1989.

He furnishes information on audit matters to Government and the Public

Accounts Committee.

He has powers to keep officers of the Department in full Additional Charge
of another posts in respect of Deputy Directors, District Audit Officers
and the Assistant Audit Officers.

'The Director sanctions Provident Fund Loans/withdrawals to District Audit
Officers.

He sanctions Pensions to all Subordinate Gazetted Officers of the

Department.

He sanctions House Building Advances, Motor Cycle Advances, Marriage

and Bicycle Advances to the employees upto his next below level based on
the budget allotted(G.O.Ms.No.131, Fin. & Plg. (FW.R&L) Department,
dated: 19-8-1997.
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42.

43.

44,

45.

46,

47.

38

He has the latger Financial Powers in addition to existing powers as per

G.OMs.N0.389,G.A. (AR.& TL) Dept., dt.: 4-9-1996,

He during his Inspections to Subordinate Offices should see whether the
Registers as listed out in annexure-1I appended are maintained. If not
suitable comments shall he made in his Inspection Notes. He shall also
communicate 2 Copy of questionaire to the Subordinate Officers well in
advance for preparation of Inspection Notes (copy enclosed -vide annexure

IT)

The Director will visit Major Local Authorities and other Authorities to
discuss with the Executive Authorities concerned regarding Accounts and

Audit matters.

He shall also participate in the Work-shops/Seminars conducted by Deputy

.
Directors or District Audit Officers in the Districts.

He convenes State Level Committee Meetings to discuss with the settlement
of Audit Objections of various Local Authorities. (G.O.Ms.No.294, Fin.
& Plg. (FW.Admn.IT) Dept., dt: 27-10-1987

- He also attends periodical Review Meetings in the Secretariat to discuss

matters concerning administration, audit and others.
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48.

49,

50.

518

52

He has to convene Departmental Promotion Committee Meetings.

He also makes corsespondence with Government, Local Authorities and
other Authorities and Subordinate Offices on all clarificatory mattets and

audit matters.

A reference cell titled WHOMP with 5 Asst.Audit Officers and 5 Sr. Auditors
has been constituted with specified functions in the Directorate with a
view to have a uniform method while issuing circulars, clarifications among
others, and also to have an over view of the system of accounts and
administration in the Local and other Authorities under the audit control.
(Circular Memo.Roc.N0:36196/ Q/97,dt.22-10-97 and 38449/WHOMP /
97,dt. 14-11-1997.)

In addition to the present functions the WHOMP section is entrusted with

the work relating to finalisation of terminal benefits of officers such as

_ pension, gratuity, EB.F, G1.S, encashment of leave etc,, in respect of

retirement death cases in this departments. (0.0.N0.36196/QY97 dated 19-
1-1998).

A Legal Cell to deal with Coutt cases has been constituted with ] ”.Section
headed by an Asst.Audit Officer in the Directorate. He is entrusted with
the liason work of Court cases etc., Chief Ministers peshi references
(Circulat Memo. Roc. No:28476-2/]/LC/97, dt. 8-4-1997 and Memo RoC
No. 26999/q/97 dated 2-8-1997)
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PREPARATION OF CONSOLIDATED AUDIT AND REVIEW REPORTS
ON THE ACCOUNTS OF LOCAL AUTHORITIES AND OTHER
AUTHORITIES.

53.

54.

55

40

Until the A.P.State Audit Act 1989, came into force, it is incumbent on the
part of the Director of State Audit, A.P. Hyderabad to prepare Consolidated
Accounts and review of Audit Repotts of Mandal Parishads and Zilla
Parishads in the State and forward the same to the Government every year

for being laid on the table of legislative Assembly.

Section 11 of the Act lays down that the Director shall submit annually a
Consolidated Audit and Review Report on the Accounts of the Local
Authorities and other Authorities in such form and in such manner as may
be prescribed and furnish the same to Government for being laid on the
Table of the Legislative Assembly. There is, thus, every imperative need to
prepare the Consolidated Audit Reports not only for Mandal parishads
and Zilla Parishads but also for other categories of Institutions like Gram

Panchayats, Agricultural Market Committees, Municipalities. etc.

The preparation of Dist. Audit Reports for each category of Institutions
ie., Mandal Parishads, Gram Panchayats, Municipalities etc., has been felt
desirable to highlight the major irregularities in each Dist. Accordingly, the
Director of Local Fund Audit issued Circular Instructions to all Dist. Audit
Officers, State Audit to prepare Dist. Audit Reports for the following

Institutions as per the Circular. Memos noted hereunder.
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SL RC.No: & Date of Cir.Memo. Details of

No.  of Directorate. Circular.

1. 16808/W/WHOMP/98,dated for preparation of
16-5-1998. Dist. Audit Reports of

M.Ps in each Dist.

2 16808/W/WHOMP/98-4 dated -do- for Municipalities.
10-10-1998.

3. 16808/W/WHOMP/98-5, dated -do- for Z.Ps
12-10-1998.

4. 16808/W/WHOMP/98-6, dated -do- for AMCs and ZGSs
21-10-1998.

5} 16808/W/WHOMP/98-7, dated -do- for Gram Panchayats.
21-10-1998.

6. 16808/W /WHOMP /98-8 dated -do- for grouping of
29-10-1998 objections into different

categories

7. 16808/W/WHOMP/98-10, dated -do- for T.T.D. Temple
7-11-1998. Tirupati and others.

8. 16808/W/WHOMP/98-11, dated do- for Universities.
30-12-1998.

0. 16808/W/WHOMP/98-12, dated -do- for A.P. Housing Board.
11-5-1999.

10.  16808/W/WHOMP/98-13 dated -do- for A.P. Residential

19-5-1999.

Educational Institutions
society

Dr. M.C.R.H.R.DD. Institute of Andhra Pradesh
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56.

42

In Otrder to achieve uniformity in categorisation of objections in all District
Audit Reports of different Institutions, except universities the objections
in the individual Audit Reports wete classified into 21 items vide Annexure
VI (2) In respect of Universities the objections in the individual Audit
Reports/Audit Notes were classified into 25 categoties vide Annexure VI(b)
For facilitating the Auditors to group vatious kinds of objections in to the
specified 21 categories, detailed gtﬁdeﬁnes were issued in H.O. citcular dated
29-10-98 (at SL.No.6 above) and a copy said circular is enclosed. (Vide
Annexure VI (c). The preparation of Dist. Audit Reports will highlight
the consolidated objections to the Collector and also to the respective
Administrative Heads at the Dist. Level. This system will also be easier for

the Ditectorate to compile the Consolidated Audit Report for the State.

FUNCTIONS TO BE DISCHARGED BY THE REGIONAL
DEPUTY DIRECTOR OF STATE AUDIT.

In G.O.Ms.No:124 Finance Planning EW.Admn.I1 Department, dated 30-
5-1981 the offices of 6 Regional Offices at Zones I to VI headed by Regional
Deputy Directors together with staff were sanctioned. He should see that
the performance of Dist. Audit Officers offices and Asst.Audit Officers
Office is improved by raising the standards of Audit.

The Regional Deputy Director incharge of a Zone is a link between the
Director of State Audit and the Dist. Audit Officers. He should, by frequent
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personal inspections, endeavour to establish and maintain efficiency and
discipline, ensure uniformity of procedure and practices, and secure
cooperation between the audit staff of his several districts as well as
‘harmonious working between the audit staff and Local Authorities. He
should control, instruct and advise Dist. Audit Officers, while being careful
not to supercede them in any of their proper functions or relations with
their subordinates. He will advise, and if necessary supercede Dist. Audit

Officer in times of grave disorder, taking over full control of the situation.

51 He should pay particular attention to the training and the discipline so that
high standards of efficiency may be reached and maintained. It shall also
be his duty to instruct the Officers under him with regard to man-power

management and proprieties in their official and non-official dealings.

4. The Regional Deputy Director has a large measure of administrative control
with in his Zone. His powers in the matter of appointments, postings,
leave, punishments, and appeals are detailed below and in the statutory
rules issued by the Government from time to time to regulate the method
of recruitment, conditions of service, pay and allowances, pension,
discipline and conduct of the members of A.P. State and Subordinate
Service Rules. In G.O.Ms.No.9, Fin. and Plg. Department, dated: 22-10-
1982 read with circular instructions issued from time to time, the Regional

Deputy Directors were delegated with certainl POWETS.
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FIELD FUNCTIONS:

44

Inspection of the offices of Assistant Audit Officers and all major
Institutions like Zilla Parishads, Panchayat Raj Engineering Divisions,
Municipalities etc., atleast one in a month, should be conducted. Any
Setious Irregularities noticed should be brought to the personal notice of
the Director [Circular Memo.No.18321/465/C3/81, dated: 30-5-1981;
Cir.Memo.No.SSO/Sl395/C3/80, dated : 29-8-91; G.O.Ms.No.9, Fin., and
Plg. [FW.AdmnIL] Dept., 22-1-1982,

To make visits to District Audit Officers Office and District Audit Officers
Office [Relief Accounts] atleast once in a quarter [Cir.Memo.Roc.
No.22801/Q/97, dated: 26-6-97).

Whenever a Regional Deputy Director Conducts Inspections he should
write a comprehensive report with detailed notes in respect of each of the
Unit Offices inspected by him. Inspection Notes of the Regional Deputy
Directors on Assistant Audit Officers offices and Visit Notes on District
Audit  Officers Offices to be issued with in a2 month from the date of

Inspection.

Whenever a  Regional Deputy Director Incharge of a Zone visits the
Headquarters of a District he should make it a point to see the work of all
Senior Auditors who are still on probation, so that he may judge their

progress and give them suitable instructions. He should also meet the
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6.

)

District Collector and also have discussions with Chief Executive Officer,
Zilla parishad and Municipal Commissioners, Secretaries, Agricultural

Market Committees etc., on matters of audit.

He approves Draft Audit Reports of Zilla Parishads from 1996-97 onwards

of their respective Z.ones.

He conducts Regional Work-shops/Seminar in the Districts on the selective
topics of audit matters every quarter. They may divide the topic into
convenient parts and if the initial time is found insufficient it can be cartied
to the next workshop. The sorting of personal issues should not be
discussed in the Workshops and it is not the forum for doing so. The
Regional Deputy Director should see that the Work-shops should not be
conducted simultaneously in more than one place. However there can be
no objection if the Auditors from their groups to have their own Seminars
in their Districts, without detrimental to the normal office functioning.
They should see after conducting the work-shop on the selected topic,
they should sit together to arrive at common conclusions in the compact

manner for being circulated among all.
[Cit.Memo.No.36014/WHOMP/97, dated: 21-10-1997]
[Cir.Memo.Roc NO.41258/WHOMP/97, dated: 5-12-1997]

He should examine the state of Audits, submission of Draft Audit Reports

and also discuss cutrent matters with District Audit Officers, giving them
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benefit of his advice and instructions. It is not necessary for the District
Audit Officer to be present during the inspection of the Regional Deputy

Director except at the District Head-quarters.

He may also attend the District Level committee Meeting along with the
District Audit Officer to discuss the settlement of Audit Objections of
vatious Local Authorities and other Authorities as a special invitee. He
shall review the progress of settlement of Audit Objections by the District
Audit Officers and watch about convening the District Level Committee
Meetings by the District Audit Officers [Cir.Memo.Roc.N0.22801/Q/97,
dated: 26-6-97].

During their visits to Local Authorities for inspection of Accounts they
should ensure that all receipt books supplied are entered in the Register of
Money Value Forms and issues are promptly recorded and proper account

1S maintained.

DESK FUNCTIONS:-

He sanctions G.P.E advances/withdrawals to the Assistant Audit Officers.

He watches the disposal and settlement of Audit objections of Accountant

General and inspection notes of the Director of State Audit.
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6.

He watches the disposal and settlement of audit objections of all major
institutions of local Authorities and other Authorities [Cir.Memo.No.18231/
465/C3/81, Dated 30-5-1981].

He sanctions all kinds of leave to Asst. Audit Officers upto 15 days except
special disability leave subject to the condition that no interim arrangements

are made. He also sanctions casual leave to District Audit Officers.

He has been delegated with the larger financial powers which he will attend
as per G.O.Ms.No: 389 G.A [A.R and T.I] Dept, dt.4-9-96.

He sanctions house building advance / Motor Cycle advance/ Marriage
Advance and Bicycle advance to the employees upto his next below level
based on the budget allotted by the Director of State Audit. G.O.Ms.No:131
Fin and Plg [EW. R and L] Dept. dt. 19-8-1997].

He permits the Asst.Audit Officers and subordinates working in his Zone

to study in evening colleges.

To take necessary action against chronic defaulters in submission of draft
audit reports with particular reference to the Draft Audit Reports pending

over two months.
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9

10.

11.

12.

13

© 14,

48

He is the over all administrative head in the Zone and attends to all matters

telating to administration.

Every Regional Deputy Director should send his tour programme to the
Director of State Audit for approval. He will also forward to the Directorate
by the fifth of each month a return showing the details of his touring and
inspections done duting the previous month. No time limit is fixed for the
inspections but normally it should not be prolonged for more than 10 days

in a2 month.

He shall submit his tour programmes in such a way that he should inspect
all the audit offices [unit offices] once a year without fail

[CirtMemo.Roc.No:18231/465/C3/81 dated 30-5-81].

When at Head quarters the Regional Deputy Director should attend office
on all working days and should ordinarily transact all official business in
his office.

It is the duty of the Regional Deputy Director to see that steps are taken
for the speedy completion of audits and prompt submission of Draft Audit

Reports.

It is also his duty to exercise a constant scrutiny over the course of special
audits, if any, ordered to be conducted and see that the Assistant Audit

Officers take an adequate part therein. He should particularly watch the
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15.

16.

185

18.

19.

20.

21.

progress of these audits and see if there are any misappropriations and

misutilisations of funds being left out in the scrutiny of audit.

He sanctions increments to the District Audit Officers in the Zone and to

the Staff working in his Office.

Any other work that may be assigned to him by the Director.

He also convenes Review Meeting with all of his Audit Officers working

in his Zone.

The Regional Deputy Directors have to maintain the Registers in their offices
with up to date entries recorded there in and produce before the Director
whenever the latter visits the Regional Deputy Directors Office for

Inspection.

The Regional Deputy Director shall maintain all files in his office in

Tottenham System.

He shall bring about promptness in submission of Draft Audit Reports by

Auditors, approval and issue by Subordinate Officets.

He shall also review the disposal of pension Cases, Family Benefit Fund
and A.P. GLL cases etc., and check the correctness of releases of Teaching

Grants to Mandal parishads/Zilla parishads.
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22,

23.

24,

25,

20.

50

He should check the progress of the audits of Relief Accounts, issue of

Audit Reports and also the issue of Utilisation Certificates.

He shall list out the objections of serious Nature raised during the period
between last visit and present visit. He shall conduct sample stock

verification of the Audit Reports of Institutions.

He should ascertain whether Surcharge Action has been initiated on all fit
cases and no case was allowed to become time barred. If any cases were
allowed to become time barred, they may be reported to Director for such

action as deemed necessary.

He shall review the progress of audit of all institutions in the Districts and
to remove the bottlenecks in early completion of all pending audits [Circular
Memo.Roc.No.22801/Q/97, dt: 26-6-97].

They should also see that verification of all the books is done correctly and
propetly without giving any scope for omission in audit by the Auditors.
They should see whether duplicate receipt books are used and the Auditors
recorded a certificate for the unused receipt books. The Regional Deputy
Ditectors should specifically check these items of work at the time of
approval of the report. [Memo.Roc.No.36527/1386/K1/88, Dated:
24-12-1989].
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27+

28.

29.

The Regional Deputy Directors shall play a very important role in
conducting efficiency cum performance audit by Auditors in various areas
of expendiiare in all major Institutions in general and specific schemes in

particular.

They should follow the clear instructions which have been issued in circular
Memo.Roc.No:18017/Q/87, dt.22-6-87 about the way in which the
inspection has to be carried out. As prescribed in para 2 [IV] of the above
cir. they should attend to the scrutiny of 3 Draft Audit Reports of major
institutions. They should also see that the Draft Audit Reports are drafted
on the lines of model form of Audit Reports communicated through
circular Memo.Roc.No:1416/G1/88, dt. 15-11-85 and Cir, Memo. No:
016598/ Al /88, dt: 4-5-88. They shall see that EC P.A paras are added in
the Audit Repotts.

The Regional Deputy Directors should note that instructions were issued
from time to time that the Draft Audit Reports of Zilla Parishads should
be discussed with the Chief Executive Officers/Accounts Officers, Parishad
Educational Officers etc., and their signatutes obtained on Draft Audit
Reports. They should visit the Z.P. office for approval of the Draft Audit
Repotts, discuss the same with the CEOs and AOs etc, and approve them
there itself. [Cir.No:2738/H2/77,dt.15-11-1977].
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30.

The Regional Deputy Director shall maintain lists of all types of auditable
institutions in their respective Zones, watch the progress of completion
of audits keenly and ensure efficient and timely completion of all audits.
He should be in a position to furnish particulars required by the Directorate

immediately for the entire Zone.

Cir.Memo.Roc.No.18231/465/C3/81, dt. 30-5-1981.

STATUTORY FUNCTIONS:

52

‘.

He is answerable to the Director for the internal discipline of audit staff,
for its efficient organisation and for the efficient discharge of duties by all

officers and men with in his Zone.

He should submit Draft Surcharge Certificates @ one in respect of Z.P. as
instructed in the Directorate Cir.Memo.Roc.No:2729/U2/ 87, dt:
25-5-88.

The Regional Deputy Director may inspect the accounts of Local
Authorities and other Authorities with in his Zone and issue inspection

notes with his observations and ask for compliance reports.

He exercises disciplinary powers over Sr. Auditors and initiates disciplinary
action over staff working in his office under A.PCivil Services (C.C.A)
Rules 1991.
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5t He has been empowered in G.O.Ms.No:468 G.A (Ser.C) Dept, dated 17
4-1964 to deal with declarations of naturc specified in Rule 9(10) of the
A.PCivil Services (Conduct) Rules, 1964 from the employees serving in

his department and to sanction the acquisition of immovable property by

Sr. Auditors.

0. The Deputy Director may disallow every item of expenditure incurred
contrary to law and surcharge the same on the person incurring or
authorising the incurring of such expenditure and may charge any person
responsible therefor the amount of any deficiency, loss or unprofitable
outlay occasioned by the negligence or misconduct of that person or of
any sum which ought to have been accounted but is not brought into
account by that person and shall, in every such case, certify the amount
due from such person. He shall state in writing the reasons for his decision
in respect of every disallowance, surcharge or charge and a copy of such
decision shall be served on the person against whom it is made in the

manner laid down for the service of summons in code of Civil Procedure,

1908.

7. He has to finalise special letter files till surcharge certificates are issued in
respect of Mandal Parishads, Hindu Religious and Chatitable Endowments
and Institutions whose Executive authorities are in the rank of Dy.
Commissioner and above except Tirumala Tirupathi Devasthanam, all
private Engineering Colleges receiving grants in aid from Government, all

aided colleges and schools all polytechnics receiving aid from the
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9.

10.

11.

54

Government, Municipal Councils, (Special grade and selection grade) Zilla
Grandhalaya Samsthas, Agricultural Market Committees in the Zone besides
ensuring that the special letter files of other institutions like gram panchayats,
Zilla Parishads and other institutions etc., are promptly attended to by the
Asst. Audit Officers and Dist. Audit Officers.

He is appointing authority to the post of Sr. Auditor and their postings
and transfers and to the Directorate as Zonal representation

(G.O.Ms.No:315 Fin &Pllg (FW.Admn.II) Dept, dated 7-12-79.

The Regional Deputy ‘Director maintains the Annual confidential Reports

of St. Auditors working in the Zone.

He shall maintain Record Sheets of Junior Auditors/ Typists and Record.
Assts working in his office in the proforma prescribed in G.O.Ms.No:144
G.A . (Ser.C) Dept, dated 10-3-1989 and G,O.Ms.No: 95 G.A (Ser.C) Depatt.
dated 13-2-90).

The Regional Deputy Director who is the appointing authority in respect
of St. Auditor is delegated with powers to issue exemption orders such as
Language test exemption, test on Commercial Book Keeping and
exemption from passing such other tests after crossing 45 years of age and
furnish the particulars of St. Auditors as prescribed in the proforma as and

when required, for their appointment by transfer as Asst.Audit Officer.
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(Memo. Roc. No: 219/C2/98, dt. 29-4-98)

(Memo. Roc.No: 16635/291/D3/98, dt. 3-6-98).

12.  The Regional Deputy Director shall not submit the Remarks/Replies directly
to the Hon ble Lokayukta and Upa Lokayukta, Hyd hereafter when he is
impleaded as one of the public servants along with the Director of State
Audit. In such cases he should invariably submit remarks/replies to the
Directorate with the relevant records. When the Regional Deputy Ditector
only is impleaded as sole Public Servant from this department, he can
submit Report/Remarks directly to the Hon'ble Lokayuta and Upa
Lokayuta, Hyderabad.

(Cir.Memo.Roc.No.28476/1/Legalcell/97-4, dated 22-6-98).

13.  The Deputy Director (Directorate) is authotised to approve the Draft Audit
Reports of A.PHousing Board, Hyderabad and A.PEmployees Welfare
Fund as per A.P.State Audit Rules, 1998.

14.  He should take up, such matters of general interest such as cases of
misapproptiations, non production of records, non compliance of

instructions etc., by the Panchayat Raj bodies with the Dist. Collectors.

(Cir Memo. Roc. No: 18231/465/C3/81, dt. 30-5-1981).
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15.

16.
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Whenever any reference is made to the Regional Deputy Ditector by the
Executive Authorities of Local Bodies or by outsiders, he shall refer the
matter to the Dist. Audit Officer/Asst. Audit Officer concerned and obtain
their remarks first before he disposes such cases finally to guard against

any contradiction at a future date .

(CitMemo.No.550/51395/C3/ 90, dt. 29-8-81).

The Regional Deputy Director should hold a meeting with the Chief
Executive Officer, Zilla Parishads, Executive Engineer, Panchayati Raj;
Accounts Officer, Zilla Parishad; Parishad Education Officer and discuss
the Audit Objections before approving the Audit Reports of Zilla parishads.
The Serious Irregularities, Non production of Records, Non-submission
of Utilisation Certificates for grants, etc., should also be discussed in the
meeting and a Certificate to the effect that all the Objections recorded in
the Audit Reports of Zilla parishad were discussed with the respective
officers before approval, should also be recorded by the Assistant Audit
Officer/District Audit Officer/ Regional Deputy Director on the covering
letter accompanying the Draft Audit Report of Zilla parishad.

Deputy Directors of State Audit in Andhra, Osmania

universitics and Tirumala Tirupati DevastanamsTirupati.

The role of the Deputy Directors of State Audit of the above mentioned
Universities and Tirumala Tirupati Devastanams Tirupati is the same as

that of Audit Officers of other Universities. They are the Unit Officers
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(appointing authorities) for purpose of appointment to posts of Junior

Auditors, Typists and Attenders.

The Deputy Directors of State Audit can be posted not only as Regional
Deputy Directors Deputy Director of Andhra University. Osmania University
and Deputy Director, Tirumala Titupati Devastanams, Tirupati whose functions
are detailed above, but they can also be posted as Fxaminers of Accounts in
Municipal Corporations, Financial Advisor and Chief Accounts Officer in JN.T.
University and Finance Officers in other Universities. Their functions on

appointment to the later categories of posts are detailed here under.

D. EXAMINER OF ACCOUNTS

Under the provisions of the Municipal Corporations Act, the Examiner
of Accounts is appointed by Government for each Municipal Cotporation.
He is drawn from the State Audit Department from category of Officers
of the cadre of Deputy Director of State Audit. The powers and functions
of the Municipal Examiner of Accounts as laid down in the Act are as

follows:

19 Performance of such duties with reference to audit of the Accounts of

Municipal Corporation Funds.

2, Specification, subject to such directions as the standing Committee may

from time to time give, of the duties and powers of his Subotdinates like
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Asst. Examiner of Accounts, Auditors, Clerks, and other Staff immediately

subordinate to him.

Subject to the orders of the Standing committee, exercise of supervision

& control over the Acts and Proceedings of the said subordinates.

Reporting to the Standing Committee any material impropriety of
irregularity which he may at any time obsetve in the expenditure or in the

recovery of money due to the Corporation in the Municipal Accounts.

Furnish to the Standing Committee such information as regards progress

of audit.

As Soon as may be after commencement of each Financial Year the
Municipal Examiner of Accounts shall deliver to the Standing Committee
a report upon the whole of the Municipal Accounts for the previous

Financial Year.

While drawing funds from Municipal Cotporations, the Examiner of
Accounts is also required to sign on the cheque along with the commissioner
and for this purpose, Pre-Audit of Bills is resorted to by the Examiner of

Accounts.

He shall conduct a weekly examination and audit of the Municipal Accounts

and shall report there on to the Standing committee.
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155

12.

13.

He shall, in consultation with the Standing Committee and subject to any
directions given by the Corporation determine the form and manner in
which his reports on the Accounts of the Corporation shall be prepared
and shall have authority to call upon any officer of the Corporation to

provide any information necessary for preparation of the teports.

The Examiner of Accounts may take such queries and observations in
relation to any of the accounts of the Corporation which he is required to
audit and call for such Vouchers, Statements, Returns, and explanations in

relation to such accounts as he may think fit.

Every such query or observation as aforesaid shall promptly be taken into
consideration of the officer or authority to whom it may be addressed and
returned without delay with necessaty vouchers, documents ot explanation

to the Municipal Examiner of Accounts.

The powers of the Municipal Examiner of Accounts with reference to
disapproval of and the procedure with regatd to scttlement of objections
to expenditure from the revenues of the Corporation shall be such as may
be determined by orders made by the Standing Committee in consultation

with the Municipal Examiner of Accounts and sanctioned by Cotporation.

The Municipal Examiner of Accounts shall have power to require that any
Books or other Documents relating to the Accounts he is required to Audit

shall be sent for Inspection by him.
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14. He shall have authority to give directions on all matters telating to Audit,
particulatly in respect of the method and extent of audit to be applied and

the raising and pursuing of Objections.

E. THE FINANCIAL ADVISER-CUM-CHIEF ACCOUNTS
OFFICER JAWAHARLAL NEHRU TECHNOLOGICAL
UNIVERSITY.

Under the provisions of the Jawaharalal Nehru Technological University
Act, 1972, the Financial Adviser-Cum-Chief Accounts Officer is appointed
by Government for Jawaharlal Nehru Technological University. He is drawn
from State Audit Department from the category of officers of the cadre

of Deputy Director of State Audit. He shall be responsible for-

a)  managing the property and investments of the University and tendering

advice in regard to its financial policy.

b) ensuring that no expenditure not duly authorised is incurred by the

University othcrwise than by way «f investment,

¢) disallowing any expenditure which may contravene the terms of any
statute or for which provision is required to be made by the statutes

but has not been made.
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d)

g

h)

Preparation of Budgetand Statement of Accounts for the presentation
to the Council by the Vice-Chancellor and such other information in
respect of all matters of finance and accounts as may be required of

him from time to time.

arranging for the internal Audit of the accounts of all the (constituent

Colleges) of the University annually.

Obtaining, scrutinising, compiling and repotting to the Vice-chancellor
on the Statement of accounts of the (Constituent Colleges) of the
University at such intervals and in such form as may be specified by

the Council from time to time.

exercising a check over the expenditure and income of the different

(constituent Colleges) and programmes of the University.

discharging such other dutics as may be presctribed by the statutes or

by any special or general order of the Vice-Chancellor or the Council.

IN ADDITION TO THE ABOVE, HE SHALL:-

1. be the custodian of all properties of the University.

28 sign all cheques for payment and exercise, with respect to the employees
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working in the University’s office powers of drawing, disbursing and

collection of monies under relevant statutes and regulations.

advise in regard to the measures to develop the financial resources of the

University.

purchase materials and properties required by the university and its various

units except otherwise provided by the statutes or regulations.

Subject to the acceptance by the Council, receive alt contributions, grants,

gifts, endowments made in favour of and for the purposes of the University.

ensure that the accounts of the University including its constitute units are

propetly kept and audited.

ensure that the income and fees due to the University are collected and the

salaries and other amounts due to the staff and others are paid promptly.

advise and instal a suitable system of accounting and business procedure
and keep an account manual for use in all institutions, colleges and offices

of the university.

develop and operate an internal audit system so that the record of all officers

and employees responsible for receipt and expenditure of moneys,
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10.

11.

1 2%

13.

maintenance of accounts, and custody of property may be verified by the

audit.

maintain service records of all members of staff of the University.

Prescribe financial forms to be used in the University.

have powers to pass bills and sign cheques for payments of contingent
charges, pay and allowances etc. of all teachers, officers and other employees

of the University subject to the exceptions if any, provided for in the Statutes.

exercise powers of drawing, disbursing and collection of moneys under
relevant statutes and regulations with respect to the employees working in

the University.

FINANCE OFFICER OF UNIVERSITIES

Under the provisions of the Universities Act, 1991, the Finance Officer 1s
appointed by Government for each University. He is drawn from the State
Audit Department from the category of officers of the cadre of Deputy
Director. He is a wholetime officer appointed by the University from out
of a panel of a three officers to be obtained from the Government in
Education Department on such terms and conditions as may be prescribed

by the Rules made by Government in this behalf.
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He shall be a2 Government Employee and Salary, Allowance, Pension and
other remuneration shall be paid in the first instance out of the Consolidated
Fund of the State and later recovered from the University. He is responsible for
proper maintenance of Accounts of the University and also advises the University
on all matters relating to income and expenditure. He shall be present at the
Meetings of the Finance Committee and participate in the discussions but shall
not be entitled to vote. He shall also prepare the Budget and Revised Budget
Estimates of the University and place them before Board of Management and
Academic Senate for approval. Similatly he shall also prepare the Annual Accounts
of the University for the preceding year and submit the same to Audit, as the

Government may direct.

G. FUNCTIONS TO BE DISCHARGED
BY THE DISTRICT AUDIT OFFICER:

1. There is one District Audit Officer for each District at District Head
Quarters. He is assisted by two to three Assistant Audit Officers with the
supporting staff in his office to attend the supervision of Audit work and
other related matters of vatious institutions in the District. One Assistant
Audit officer will attend to the verification of pay Fixations in respect of

employees working in all Local Authorities in the District.

2 In twelve Districts from zones I to IV the work of Surcharge and
Disallowance of Gram panchayats is being attended to in the offices of

District Audit Officers and for this purpose he is assisted by an Assistant
Audit Officer.
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3 In the Tirumala Tirupathi Devasthanam there are three District Audit
Officers incharge of Pre-Audit, Post Audit and for settlement of Audit

Objections with supporting staff.

4, Similarly in Universities viz., Nagarjuna University, Guntur, Kakatiya
Univerisity, Warangal; Acharya N.G,.Ranga Agriculture University,
Hyderabad; Dt.B.R.Ambedkar Open University, Hyderabad, Nizam’s
Institute of Medical Sciences, Hyderabad, Jawaharlal Nehru Technological
University, Hyderabad, Sri Venkateswara Univetisty, Tirupathi and A.P.
Residential Educational Institutions society, Hyderabad, one Audit Officer

heads the respective Audit party.

5. There are two District Audit Officers working as Senior Lecturers one at
the Regional Centre, Dr. Marri Chenna Reddy Human Resrources
Development Institute, Regional Centres, Eluru and the other at Dr. Marri
Chenna Reddy Human Resources Development Institute, Hyderabad with
two Asst. Audit Officers to impart Induction Training to Direct Recruit
Asst. Audit Officers for 52 weeks, In-service training to Gazetted Officers
for 3 weeks and six weeks to Non-Gazetted Officers of the Department
besides conducting Induction training for 4 months to Senior Auditors
and Junior Auditors. They also impart In-service Training to the local

body employees of Mandal Parishads, Zilla parishads and Municipalities.

4

6. The District Audit Officers, is the Head of the District. He will exetcise a

close supervision over the work of the District Audit staff under his control.
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He is expected to see that the work in the District Audit Offices (unit
offices) is kept current and is not allowed to fall into arrears. Towards this
end he prescribes the programmes of audit of the Audit Staff (field staff)
and watches through Diaries and periodicals that the work in the District
Audit Offices is not allowed to fall into arrears. A copy of the approved
programme should be sent to the Directorate for information. Deviations
from the approved programme should not ordinarily be permitted, but
deviations which are unavoidable and necessary may be permitted only

with the approval of Director.

His work is of a multifarious nature and in doing it, he should keep in view

the following requirements.

1. to keep the Audit Staff peaceful and ensure that they are satisfied
with the guidance given to them.

2. to keep the Audit Staff in good discipline and contended.

3. to promote good relations between the audit and local authorities

relations.
4. to otganise good audit intelligence atrangements,

5. to maintain cordial relations with the officials of other Departments
and Local Authorities.

6.  to see that the audit unit offices are maintained in good condition.
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10.

1.

to acquire full and detailed knowledge of the District Audit Offices

(unit offices and its current problems from the audit point of view.

to gain the confidence and loyalty of subordinates by personal integtity,

impartiality, devotion to duty and a high sense of responsibility.

to patticipate, to the extent possible and permissible, in welfare

activities sponsored by official and non-official agencies.

When at Head-quarters, the District Audit Officers should attend office
on all working days and should ordinarily transact all business in office.
He may, however, dispose of such confidential matters as thinks proper
at his residence. He should be readily available, accessible to officials

and members of public generally.

He shall make necessary arrangements for the transaction of all urgent
and important work during casual leave taken by himself or any of
his Assistant Audit Officers.

DESK FUNCTIONS:

L, The District Audit Officers and Assistant Audit Officers should jointly

take adequate steps to ensure that the Auditors show due interest in the
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completion of audits on due dates, and no audit fall into arrears on account

of apathy or neglect on the part of the Audit Staff.

The District Audit Officers and Assistant Audit Officers should encourage
the Audit Staff at their Head-Quarters to discuss all important matters
with them, and advise them as to the points that should be emphasized in
audits. The Audit Staff should also be required to keep the Dist. Audit
Officers and Assistant Audit Officers informed of the progress of audits.
Unnecessary delay on the patt of officials of Local Authorities or other
Authorities should be brought to the notice of Director of State Audit, by
the District Audit Officer.

The District Audit Officer must keep in close touch with all Executive
Authorities, i.e., Chief Executive Officer/Dy. Chief Executive Officer/
Accounts Officers, Zilla parishad, Executive Engineers, panchayati Raj;
Commissioners of Municipalities, Secretaries of Agriculture Market
Committees; Deputy Commissioners/Assistant Commissioners of
Endowments etc., and must take all necessary steps to see that audits
taken up are completed without undue delay. He should require his
subordinates to keep him fuily informed of all problems and progress of
audits, and should ask the Assistant Audit officers working in his office to
secure information in regard to such problems faced by the Audit Staff

and bring to the notice of District Collectors on all such matters.
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6.

The District Audit Officer may order temporarily for deputation of Audit
Staff of one unit in his District for duty at other units in the same District
at which extra Staff are required to deal with audits or to make arrangements

in connection with the urgent matters to be attended.

As the District Head, the District Audit Officet is primarily responsible for
upto date audits and for good administration, that is to say, practical outlook
of Audit Programming, obtaining the Draft Audit Reports with in the time
stipulated in Andhra Pradesh State Audit Rules and their timely scrutiny,
approval and issue. He should also initiate surcharge Action before the
clear cases of losses get time barred. It is, therefore, the duty of District
Audit Officer to keep himself fully informed both by personal conference
and Special Reports of all matters of importance concerning audits and
submission of draft audit reports by the Audit parties. In case of any
difficulty in the matters of above nature, the advice of Regional Deputy
Director should be sought.

He watches the disposal and settlement of Audit objections of Accountant

General and Inspection Notes of the Director of State Audit.

He watches the disposal and settlement of Audit objections of all local

Authorities and other Authorities.

He sanctions Casual Leave to Assistant Audit Officers.
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10.

11:

12.

13.

14,

70

He sanctions all kinds of leave to Auditors except Special Disability Leave
subject to the condition that no interim arrangements are made. Sanctions

Eatned Leave upto 30 days to Senior Audidons.

'

He has been delegated with the larger financial powers which he will attend
as per G.O.Ms.No.389, General Administration (A.R&T.1) Department,
Dt:4-9-76.

He sanctions House Building Advance/Motor Cycle Advance/ Marriage
Advance and Bicycle Advances to the employees upto his next below level
based on the Budget allotted by the Director of State Audit.
(G.O.Ms.No.131, Finance & Planning (FWR&L) Department, dated 19-
8-1997.

He takes necessary action against chronic defaulters in submission of Draft
Audit Reports with particular reference to the Draft Audit Reports pending

over two months.

He is the overall Administrative Head in the District and attends all matters

relating to administration.

It is the duty of District Audit Officer to see that steps are taken for the
speedy completion of audits and prompt submission of Draft Audit Reports
and particularly that adequate arrangements are made for dealing with any

unusual matters.
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16.

18.

19.

20.

21.

He sanctions increments to Assistant Audit Officers in the Dist. and to the

staff working in his offices.

He approves the Audit programmes of all unit offices in the District and
Counter-signs the Travelling Allowances Bills of all his subordinate staff

in the District and holds Monthly Review Meetings.

It is also his duty to exercise a constant scrutiny over the course of Special
Audits, if any, ordered to be conducted and see that the Assistant Audit
Officers take an adequate part there in. He should particularly watch the
progress of these audits and see that misapproptiations and mis-utilisation

of funds etc., if any, are not left out.

He also convenes Monthly Review Meetings with all of his Assistant Audit

Officers working in his District.

He shall perform any other work that may be assigned to him by the Director.

He shall not any circular calling for a new return without the previous

approval of Director of State Audit.

He shall certify the pensionaty Benefits of employees of Zill Parishads,
Mandal patishads Gram panchayats, Municipalities and Municipal |

corporations.
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22.

23,

24.

25

26.

27.

28,

72

He shall issue pension payment orders and Gratuity payment Orders in
respect of Class-IV Employees of all Government Departments in the
District including Constables and Head Constables in Police Department
and Guards in Forest Department and village servants (G.O.Ms.No.102,
Finance & Planning (FW) Department, dated:6-4-1979 and G.O.Ms.No.104,
Finance & Planning (FW.) Department dated:6-4-1979.

He shall issue Financial assistance Payment otder to Teachers who died

while in service whose spouses become ineligible for pensionary Benefits.

He shall issue Authorisation of amounts under Family Benefit Fund/ Group

Insurance Scheme to employees of Local Bodies in the District.

He sanctions General Provident Fund advances to Senior Auditors in the

District and other Non-gazetted Staff working in his office,

He shall dispose of correspondence received from Government and other

offices including Heads of Departments,

The District Audit Officer shall furnish complete and correct particulars
in the questionnaire appended during the inspection of his office by the

Director, State Audit.

The Disttict Audit Officer shall inform the Regional Deputy Director and
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29.

30.

31.

District Collector of his intended absence before leaving the District on

duty and before leaving the District on Casual Leave.

The District Audit Officer is responsible for seeing that his assistants and
Auditors work efficiently, and it is his duty to bring to the notice of the
Director, Regional Deputy Director as the case may be, any defects of
character or temperament or want of zeal, which detracts from their utility
as Assistant Audit Officer/Auditors. The District Audit Officer may require
from Assistant Officer/Auditors , who fails to secure his confidence, any
reports ot resttict him to any duty, which he sees fit, reporting the same to

the Director or Regional Deputy Directot.

He conducts work shops/ Seminors in the District on the selective items
of audit matters every quarter (Circular Memo. Roc. No. 41258/ WHOMP/
97, Dated:5-12-1997.

The District Audit Officer shall maintain a register of defalcations and
misapproptiations noticed in audit. (Citcular No.037061/585/A1/88,
Dt:30-9-1998).
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32.

33.

The District Audit Officer shall whenever the Provident Fund Booster
Scheme proposals are received from the Chief Executive Officers, ensure
that they are scrutinised by him, as per rules and returned to the concerned,
C.E.Os and Z.Ps and advise them to send the same to Government at their
level, directly as consequent on provincialisation of P.R.employees in
G.0.Ms.No.168 PR.(Esst-III) Department Dt:29-3-81. Government have
issued orders in G.O.Ms.No.317 PR.(Accounts.]) Department dt:13-7-84
as amended providing a separate PF Head of Account authorising the
Chief Executive Officers of Zilla Parishads to operate upon it. The other
instructions issued in Circular Memo.Roc.N0:9049/742/G2/92,
Dt: 4-5-98 shall scrupulously be followed.

The District Audit Officer shall workout the requirement to be released as
usual and make necessary entties in the registers in the same manner as is
being followed. A flat rate of 20% should be deducted with indication on
the foot note of the copy of letter of Authotity meant to Mandal
Development Officer/Parishad Educational Officer. The net amount only
should be catered in the LOA. Further petcentage of cut imposed can be
varied upwards ot down wards depending upon the anticipated availability
of surplus. The Surplus is the balance which is left deducting the gross

amount from the total amount released through LOA.

(Cir. Memo. Roc. No: 00247/P/WHOMP/97, dT:29-12-97.
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34.  The District Audit Officer shall submit Draft Tour Programme for the
ensuing month 15-days advance and the Tour Diary to reach the Directorate
before 10th of the succeeding month. He shall chalkout the Tour
Programme in such a way that he covers unit offices and Major Institutions
which are contiguous and should return to Head Quarters not more than

or1ce.
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FUNCTIONARY MANUAL Functions to be discharged by the functionary

FIELD FUNCTIONS:

L, The District Audit Officer shall make constant tours of Inspection through
all parts of his District. He should not confine himself to visiting Assistant
Audit Officet’s office but shall visit all major local authorities and make
himself acquainted with the officials of Local Authorities endeavouring to
gain their confidence and cooperation and at the same time ascertaining
the maintenance of registers and other records and enquiring into the work

of his subordinates.

2 He should take special steps to improve the co-opetation between the Audit
and Local Body Employees by holding meetings at convenient centres. He
should satisfy by conversation, the Members of Parliament and the Members
of Legislative Assembly that his Subordinates are doing their duties faithfully
and honestly. His tours should not be hurried journeys, but should be so
regulated that he may have scope to make leisurely discussions with the
Executive Authorities of Local Authotities and become well acquainted
with the conditions in the respective local bodies. The District Audit Officer
shall tour for a maximum period of 10-days in a month subject to the
condition that the Inspection of Mandals is also attended to every month.

In no case the above maximum limit should be exceeded.

(Circular Rnc.No.64/CC/68, Dt:13-6-98).
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The District Audit Officer must inspect one or two branches of his office
every quarter and complete the inspection of the whole office during the
year. He must record his reports in the visiting book maintained in his
office for the purpose. In cases where there are complaints particulatly in
regard to harassment or unnecessary delays in attending to the claims,
prompt action should be taken to investigate them and punish the

concerned.

The District Audit Officer must inspect the records of Assistant Audit
Officer’s office once a year. The annual inspections should be made by the
District Audit officer only at the offices of Assistant Audit Officer.
Immediately after the inspection of records of the Assistant Audit Officer,
the Inspection Notes should be communicated. In case there is no
programme for the District Audit Officer to inspect the Assistant Audit
Officer’s office, he should as far as possible inspect the records of Assistant
Audit Officer’s Office during one of his visits to Local Authorities located
at the Head Quarters of Assistant Audit Officer.

He shall approve issue Audit Reports of all Institutions other than Audit
Reports of Non-notified Gram Panchayats, Zilla Parishads, Urban
Development Authorities, District Rural Development Agencies etc,, as
specified in Andhra Pradesh State Audit Rules, 1998 in his jurisdiction.
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10.

T,

He shall approve and issue Audit Reports of Non-notified Gram panchayats

if any (in exceptional cases) conducted by the Assistant Audit Officers,

He shall make atleast three surprise visits in a2 month.

The unit office in the District must be inspected by the District Audit
Officer atleast once in calendar year, but it should be ensured that there is

sufficient interval between the inspection by the Regional Deputy Director
and Disttict Audit Officer.

District Audit Officer shall see that the stock books of stationary, printed
form and furniture etc., are properly maintained in the Unit Offices and

make a physical Check of the stock on hand.

The District Audit Officer, when on tour, is required to see that the full
matket value is paid for supplies and that the money reaches the proper

pELsons.

It shall be the duty of every Government Officer to whom conveyance 1s
supplied to see that the rates of hire and detention in vogue in the District

are paid promptly in full.
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12.

13.

14.

82

According to par-3,7-3 of G.0.Ms.No.323, Finance & Planning Dt:12-11-
1984 the District Audit Officer should note that the audit in respect of
A.P.State Employees Group Insurance Scheme has to be done twice a year
in respect of Municipal Councils, Zilla Parishads, Mandal Parishads, in
respect of Gram Panchayats at the time of annual audit in regards to the
deductions made in the pay bills and their remittances under A.P.State

Employees Group Insurance Scheme.

The District Audit Officer shall bting to the notice of Hon’ble Minister
for Finance whenever he visits their Districts, all the cases where reports
have been made to the District Collectors and other officers regarding
non-production of records for audit etc., and where no action was taken,
and any other problems ofthe Department with which he is confronted.
He shall also submit detailed note to the Director in this regard informing
such cases. (Circular Memo.No.21283/835/B2/86-2, dated: 27-6-1986.

The District Audit Officer should verify the records in Mandal patishads/
Zilla Patishads before admitting the Objections ot waiving the amount
objected to and see that whete the matter was under correspondence with
Government for ratifying the irregularity and the matter referred to District
Audit Officer is not dropped. In any case the reasons for admitting the
objection should invariably be recorded in the Audit Report files as
instructed in the Circular Memo.No.453/G4/73, Dt:27-4-1973. (Citcular
Memo.RocNo.675/142/G2/75-4, Dt:10-2-1976.
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15

16.

17.

18.

The District Audit Officers shall verify the comprehensive demand register
for Gram Panchayats maintained in the Assistant Audit Officer’s Office
during his inspections or visit to the Audit offices and shall take severe
disciplinary action against improper of poof maintenance of the register
against the Assistant Audit Officets concerned [Circular Memo.Roc.No.659/
B2/98, Dated: 22-5-1998 ]

The District Audit Officer should follow the instructions issued in
Cir.Memo.No0.025266/B1/88, dt:2-7-1988 in submitting draft letters
containing remarks on appeal petitions against Surcharge Certificates in

Gram panchayats.

He should furnish the particulars of the dates of acknowledgements of
the Surcharge Certificates, issued on the irregularities pointed out in the
Audit Reports of Gram panchayats by the surcharges to the District

Panchayt Officer, every month in the proforma prescribed.

[Cir.Memo.Roc.No.23932/327/B3/84, dated: 15-6-1984.]

The District Audit Officer, as soon as the acknowledgement from the
Surchargee is received in token of receipt of the Sutrcharge Certificate, the
date of service of Surcharge Certificate to the Surchargee should intimate
to the Extension Officers [Panchayats] by a letter in the form enclosed
stating the amount due towards Surcharge Certificates shall be recoverable

on an application made by the Extension Officer [panchayats| to the court
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19.

20.

84

in the same way as an amount decreed by the Court as per rules issued for
the purpose. The District Audit Officers have to send the copies of
Surcharge Certificates of Gram panchayats to the Extension Officer
[panchayats] by Registered post Acknowledgement Due and watch the
receipt of postal Acknowledgement. The postal Acknowledgement so
received should also be filed in the Surcharge file. In case, the Extension
Officer [panchayats] asks for the Original acknowledgement of the
Surchargee for filing in Court in the E.P. Proceedings it should be sent to

him duly obtaining his acknowledgement,

With a view to avoid delay in informing the date of acknowledgement of
the Surcharge Certificate by the Surchargee and sending the original
acknowledgement of the Surchargee to the Extension Officer [panchayats],
the Assistant Audit Officers concerned have to furnish the information

called for.
[Cir.Memo.Roc.N0.20865/B3/90, dt:17-6-1990].

The District Audit Officer shall visit every Municipality in their jurisdiction,
from whom the Annual Accounts are not received, once in a quarter and
review the progress in the preparation of Annual Accounts. Wherever
necessary, he should guide the Municipal staff in eatly compiliasion of
Municipal accounts. If necessary he may submit Draft Reports to
Commissioner and Director of Municipal Administration through
Directorate intimating the stage of completion of work with a copy to the
concerned Regional Director Municipal Administration

[Cit.Memo.Roc.No.40089/1213/A2/93, dated: 3-12-1993].
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21.

During inspections of Local Authorities the District Audit Officers should
ensure that all the receipt books supplied are entered in the Register of
Money value Register, and issues are propetly recorded and proper account
is maintained and see that verification of all the books is done correctly
and properly without giving any scope for omission in audit. He should
also see whether duplicate receipt books are used and that the Auditots
recorded a Certificate for the unused treceipt books. The District Audit
Officer should specifically check these items at the time of approval of the

report visiting locally.

Memo.Roc.N0.36327/1386/D1/89, dt:24-12-1989].

True extracts of objections raised in the Audit Report, on which the
Surcharge Certificate was issued should be enclosed to the note. In respect
of remarks on appeals against surcharge certificates relating to non-
production of StockAccounts, the details for page number and SL.Numbets
of stock register where the articles were recorded should be given in detail.

Other instructions issued in the circular may also be followed scrupulously.

[Cir.Memo.Roc.N0.25266/B1/88,dt.6-6-1992].
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FUNCTIONARY MANUAL

A2, The work of watching the progress of audit wotk and approval of Audit
Reports by the Dy.Directors/Dist Audit Officers incharge of University
audits shall be as follows:-

1. Andhra university Deputy Director, Andhra University, Waltair,

Waltair Vizag,

2. Osmania University Deputy Director, Osmania Univetsity, Hyderabad.

3. Kakatiya University Dist.Audit Officer, Kakatiya University, Warangal.

4.  S.V.UTirupathi Dist.Audit Officer,

5. S.PM.VUTirupathi ] S.V.U.Tirupathi.

6.  Srikrishnadevarya Dist. Audit Officet,

University, Anantapur } Anantaput,
7. Nagarjuna University Dist. Audit Officer, Guntur
8. University of Health Dist.Audit Officer,
Sciences Vijayawada Machilipatnam
9. A.PAgril. University Hyd Dist. Audit Officer,
A.PA.U Hyd
10. Dr.B.R.Ambedkar Open
University, Hyderabad Dist. Audit Officer,
11. Potti Sriramulu Telugu Dr.BR.A.O.UHyd.
University Hyderabad, J
12. JNTU, Hyd Dist.Audit Officer,
JNTU, Hyd.
13. NIMS, Hyderabad Dist, Audit Officer,
NIMS, Hyderabad.
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23.

24,

25.

The officers-in-charges of all University audits should however report the
non furnishing of Annual accounts to audit in time to Govt. through
Ditector. They should also report the serious irregularities to Govt. through
Ditectorate immediately after the issue of Audit Reports. They should
attend to settlement of audit objections and communicate further remarks
to the University authotities. They should send a copy of the Audit Report
along with Certified copy an Annual account to the Directorate after
approval and issue. If any chronic case of non-production of records is

noticed, the same may be reported to Directorate for necessary action.

[Cir.Memo.Roc.No:03470/A3/139/98, dt.13-2-1998].

The M.D.Os of Mandal Parishads and C.E.Os of Zilla Parishads shall be
responsible for the correct and upto date maintenance of the registers and
accounts as detailed in Annexure IV appended. They shall use the forms
detailed in Annexure and the Asst. Audit Officers who audit the accounts
of the above institutions and the Dist. Audit Officers who approve the
Draft Audit Reports shall verify these registers in detail and incorporate
the objections in the Audit Reports and Communicate the same to the

Executive authorities concerned [G.O.Ms.No.554 PR. and R.D dt. 5-9-94{.

The Dist Audit Officers shall see whether the arrear Demand Registers
were written up on the lines suggested in D.O.Lr.003123/A2/88, dated
29-1-1988 by the Municipal Councils under their respective Jurisdiction

and submit draft reports in cases where instructions were not followed.

[Cir.Memo.Roc.N0.66030/134/A2 /93, dated 6-3-1993].

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 87



Functions to be discharged by the functionary FUNCTIONARY MANUAL

26.

27.

28.

88

The Dist. Audit Officers shall maintain a register for the grants released
including the salaries authorised towards the teachers in Panchayat Raj
bodies. The particulats have to be recorded soon after the completion of
audit and verification of account of a particular Mandal Parishad or Zilla
Parishad as the case may be along with the State of audit work being obtained
in the first week of a month. The Heads of Account prescribed for the
consolidated account in Directorate Memo.Roc.No:1/U1/86,dated 6-1-

86 can be adopted for the maintenance of register.

[Memo.Roc.N0:03672/G/97, dated. 29-12-1 997].

The Dist Audit Officers shall follow the uniform procedure in respect of
all institutions under the control of this department in the matter of
reporting setious irregularities noticed in audit and to follow the proforma
of letter appended while reporting serious itregularities to Government in
tespect of ZPs/MPs. They shall also furnish extract of paras of serious
nature in quadruplicate duly attested at the end of each para and got neatly
typed. They have to approve the office copy and sign the fair copies of
letter as “for Ditector”; and submit the O.C and FC to the Directorate for

1ssue.

[Memo.Roc.No:167/U4/92, dated 20-4-1992].

The Dist. Audit Officers shall adopt the form of Utilisation certificate in
tespect of grants in aid prescribed in Gover.Memo.No:46825/1252/A&L,/
75 dt.6-1-96 of Fin & Plg (Accounts.A&L) Dept dated 6-1-76. They shall
also follow the instructions issued in Memo.Roc.No:1-H2/70/dt.13-7-70

(D.O.Lr.No:6868/G3/76,dated 9-9-76).

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL Functions to be discharged by the functionary

29.

30.

31.

The Dist. Audit Officer shall enclose only one statement (Statement-1) to
the “DON” Pdl. from January 1998 discontinuing the submission of other
statements such as statements-11 and TII. All cases of serious irregularities
should invariably be reported along with the Pdl. If objections of serious
nature have not come to their notice duting the current month for some
reason or other such objections at the time of completion of reports or
their approval should be narrated and reported through the Pdl. While
submitting the Pdl. containing the objections of the serious nature, a draft
letter addressed to the Government of Fin. Depattment detailing the

seriousness of the objections, should also be submitted.

(Cir.Memo.No:00690/Q /97, dt. 8-1-98).

The Dist. Audit Officers should address the Collectors by D.O.Lrs with
the names of Gram Pts. with copies to Regional Dy.Director and Director
and on non-production of records for audit.

(Cit.Memo.Roc.No: 703/B3/83, dt:22-12-83).

The Dist.Audit Officer should note that according to Govt.Memo.No:2897/
Pt.SV/78-5, PR Department dated 2-5-84 they should make correspondence
with the Extension Officer (Panchayats) before issuing surcharge certificates
and that it should be mentioned in the letter as to how the Sarpanch
committed wilful negligence for non-collection of taxes due to the
Panchayats. The amount covered by suits, prosecutions and write off by

Competent Authority should not be surcharged.

(Cir.No:23931/3281/B3/83, dt:15-6-84).
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33.

34,

90

The Dist. Audit Officers shall note that grants are also being released by
the Dist. Educational Officers towards contingencies, TA. etc., A separate
para should be incorporated in the Audit Reports of both Mandal
Parishads/Zilla Parishads indicating the grants sanctioned by the
Dist. Educational Officer and the expenditure incurred during the year from

out of the grant and unspent balance if any at the end of the year.

(Cir.Roc.No: 2880/G4/67, dt: 11-3-71).

The Dist.Audit Officers should note that the Chairman State Level
Committee at the meeting obsetved that the objections relating to non-
production of records Viz. M.Books, vouchers and files etc., is mainly due
to the reason that there is no co-ordination between the auditors visiting
the Manda! Parishads/Zilla Parishads for audit and the administrative
authorities such as Mandal Development Officers/Chief Executive
Officers/Accounts Officers/Executive Engineers. They should therefore
contact the Dist.Collectors and bring the facts regarding the non-production
of records to his notice besides pursuing the action through other possible
means. The Dist.Audit Officers should also discuss the above matter in
monthly meetings of Mandal Developmant Officers held in Zilla Parishad

office and co-ordination committee meetings.
(Cit.Memo.No:0761 0/SLC/G2/77, dt. 30-11 -77).
The Dist. Audit Officers should not submit the files of their offices relating

to appeals on Surcharge Certificates but it is enough if they furnish remarks

on the contentions of the surchargee in a note form, which contain the
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35.

rematks on the appeal, the date of the receipt of the Surcharge Certificate
by the surchargee and the date of completion of audit of the year of the
Audit Report to which the Surcharge Certificate relates, attested copy of
Surcharge Ceirtificates issued in triplicate. In respect of appeals relating to
Sutcharge Certificates issued on time barred atrears, the note should also
contain the information as to the amount of demand under each item and
amounts of collections of the Executive Authority wise, therefrom, The
full period of office of the Exective Authority held by the sutchargee should

also be noted in the note.

The Dist. Audit Officer should note that instructions were issued from
time to time that the Draft Audit Reports should be discussed with the
Chief Executive Officets. The Instructions should be scrupulously foliowed
and if any non-compliance of these instructions noticed severe action will
be taken against the concerned. They should visit the Offices for approval
of the Draft Audit Reports, discuss the same with the Officers and approve

the same there itself.

(CitNo0.27338/H2/77, dated 15-11-1977).

STATUTORY FUNCTIONS:

He is answerable to the Ditector for the internal discipline of Audit staff,

for its efficient organisation and for the efficient discharge of duties.
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He is appointing authority to the posts of Junior Auditors, Typist, Record
Assts, Attenders and their postings and transfer with in the Dist
(G.O.MsNo:315 Fin & Plg (FW.Admn.II) Department, dated 7-12-1979).

He exercises disciplinary powets over Junior Auditors, Typists, Record. Assts,
and Attenders and initiate disciplinary action over staff working in his Dist.
under A P.Civil Service (C.C.A) Rules, 1991, and sanctions pension to the

above categories of posts.

The Dist. Audit Officer may inspect the accounts of Local Authorities and
other Authorities with in his Dist. and issue inspection Notes with his

observations and ask for Compliance Reports.

He, as 2 Member-Convener, under the chairmanship of Dist Collector,
convenes the Dist Level Committee Meetings once in every quarter and
holds discussions with the Members for the settlement of Audit Objections
of various Local Authoritics and other Authorities. The Dist. Audit Officer
shall prepare a note on the status of pending audit objections and bring to
the notice of the Dist. Collector and Chairman for discussion. Suitable
method shall be devised and suggested ro the Government for avoiding
them and copies of proceedings of the Mo eting shall be furnished with in
fifteen days from the date of meeting to the respective Department of
Secretariat and also to the Director State Audit (G.O.MsNo:294. Fin & Plg
(EW.AdmrIT) Dept, dt. 27-10-87).
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10.

The Dist. Audit Officer may disallow every item of expenditure incutred
contrary to law and surcharge the same on the person incurring oOr
authorising the incurting of such expenditure and may charge any person
responsible there for the amount of any dificiency, loss or unprofitable
outlay occassioned by the negligence or misconduct of that person or any
sum which ought to have been accounted for but is not brought into account
by that person and shall, in every such case, certify the amount due from
such person.” He shall state in writing the reasons for his decision in respect
of every disallowance surcharge or charge and a copy of such decision
shall be served on the person against whom it is made in the manner laid

down for the service of summons in Code of Civil procedure 1908,

Finalisation of Special letter files till Surcharge Certificates are issued in
respect of Gram panchayats, Hindu Religious & Charitable Endowments
Institutions, whose Executive Authorities are below the rank of Deputy

Directot.

He has to take all corrective and regulatory measures till the completion of

audits.

He Countersigns and issues Utilisation Certificates to the grant releasing

authorities of Local Authorities.

The Dist.Audit Officers who are the appointing authorities in respect of

Junior Auditors are delegated with the powers of exempting his subordinates
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from passing tests such as Language Test, Test on Commercial Book
Keeping and exemption from passing such other test after crossing 45
years of age and furnish the particulars of Jr.Auditors as prescribed in the

proforma as and when required.

(Memo.Roc.No:219/C2/98, dt.29-4-98).
(Memo.Roc.No: 16635/291/1D3/98 dt. 3-6-1998).

The District Audit Officers shall report to Government/Commissioner
andDirector of Municipal Administration through Directorate the serious
irregularitics with the copies of covering letters (form of letter enclosed)
duly signed “for Director” along with the extracts of objections duly attested

on the following categories of paras--

1. Misappropriations & defalcations.,

2. Excess payments to Contractors for works and Materials.
3. Excess payments to staff if the amounts are considerable.
4. Financial losses, waste of funds, Infructious expenditure.
5. Irregular payment and drawal of advances .

6. Advances pending adjustment.

7. Misuse of powers.

8. Other serious irregularities.

(CirRoc.No.28460(R)A1/68, dt: 4-4-1969 and Cir.Roc.No.14729/A4/
457/70, dated: 3-6-1970).
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12.

They shall also submit Draft Reports to Government on the following
categories of Objections after verifying the latest position and where it is

satisfied that there was a clear case of loss.

1. Double payment.

2. Excess drawal of Pay

3. Excess drawal of Travelling Allowance

4. Non recovery of rents from the staff and Executive Authorities.
5.  Excess payments

6. Misappropriation of collected funds

7. Outstanding bills (latest balance for each year separately).

8. Irregular sanction of leave-consequential excess payments towards

Leave salary.

(Citcular Memo.No.66698/A1/1516/77, dt: 8-9-77, 29-9-78 and 26-10-
1978 and D.O.Letter No. 39866/793-1/A3/78, dated: 27-11-1978)

The work f releasing salary Grant towards the salaries of Teaching staff
of Mandal parishads/Zilla parishads was entrusted to the State Audit
Department in G.O.Ms.No.75, Finance Expr. (Edn. Department, dated:
16-3-1968 and Govt. Memo.No.1242-A. Exp.Edn./69. dt, 21-3-1969. The
District Audit Officer shall compulsorily insist along with every proposal
for financial requitement toward salaries of Teaching Staff working n
Mandal parishads and Zilla parishads an Abstract Statement in duplicate

(model enclosed) from Mandal parishads and Zilla patishads, The Statement
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should be supported by the documents in support of the claim or claims
such as difference of pay Statements, sanction proceedings and other copies
of Government Orders/otders tending to originate the claim/s. Once the
proposal has been examined and the amounts disallowed or allowed are
properly identified the corrected copy of the Statement duly signed should
be sent as an enclosure to the copy of Letter of Authority (LOA.) meant to
Mandal Development Officer/Parishad Education Officer. They should
also appraise the above position to Mandal Development Officers/Parishad
Education Officers besides following the detailed procedure laid down in

para-4 of the circular.

Once the eligibility or the extension part of the exercise is over, the District
Audit Officers should verify the genuineness or otherwise of the contents
of the sanction order ¢tc. They should follow all the instructions in this
connection issued earlier, from the Directorate and they can employ their
techniques of audit in arriving at a conclusion of either allowing or
disallowing a particular claim. Therefore the District Audit Officers,
Assistant Audit Officers, Senior Auditors /Junior Auditors who are involved

in the process are jointly and severally responsible for the attributable nature.

Further, while issuing the Letter of Authority all the details of the claims
noted in the Abstract Statement to the extent they were allowed should
also be entered in the Register of Letters of Authority being maintained.
The periodical prescribed already in this connection shall continue to be

submitted as usual.

(Cit.Memo.No.10865/P/WHOMP/98, Dt: 26-3-1998).

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh



FUNCTIONARY MANUAL Functions to be discharged by the functionary

13.

- 14.

15.

The District Audit Officers should note that the grants released by the
District Education Officers are subject to audit by this department in due
course. Moreover Government did not instruct this Department to verify,
scrutinise ot check any arrears bills etc., before payment is made., As such
all the Asst. Audit Officers of Mandal parishads and Zilla patishads should
verify such bills only in post-Audit unless any specific cases are referred for

their remarks by Government.
(Cit.Memo.Roc.No0.264/3270/84, Dt: 16-6-1984).

The duties and responsibilitics of the Asst. Audit Officers and District
Audit Officers in conducting the Municipal Audit under their respective
jurisdictions and the checks to be exercised while approving Audit Reports
and their issue were laid down in D.O.Lr.No.1004/G2/79-1, Dt. 18-7-1979.
As per the above instructions, the Assistant Audit Officers are primarily
responsible for the satisfacfbry completion of Municipal Audits under their

jurisdiction without any omission in audits.

He shall make reports to the Heads of Departments concerned
communicating the cases of losses, misapproptiation and other setious
irregularities through the Director of State Audit along with a draft letter
addressed to the Finance Department (FW.LA.) with extracts of audit paras.
They should also ensure that the cases already reported are pursued with

the Departments concerned.

(Circular Memo.Roc.No.25020/608/A1/89, dt: 4-7-1989.
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16.

17

98

The District Audit Officers shall examine, all the paras in the Audit Reports
and to submit draft reports to Commissioner and Director of Marketing/
Ditector of Public Libraries of the setious irregularities involviﬂg financial
matters and violation of statutory laws pointed out in the Audit Reports
of Agril Market Committees/Zilla Grandhalaya Samsthas which should
be categorised into the following. The three copies of letters in the proforma
appended duly signed as “for Director” should be sent by the District
Audit Officers along with three copies of extract of Objections duly

attested, to be issued from Head Office,

(Citcular Memo.Roc.No.36943/851/M2/82, cit: 27-9-1982.
1. Misappropriation and defalcations.

Excess payments to contracts for works and materials.
Excess payments to staff if the amounts are considerable.

Financial losses, waste of funds, Infructious expenditure.

SRR s )

Irregular payment and drawal of advances
6. Advances pending adjustment.

7. Misuse of powers

o0

. Other serious irregularities.

He sends District Audit Reports on all Mandal parishads, Municipal
Councils, Agricultural Market Committees and Zilla Parishads etc., separately
to the District Collector marking copy to the Local Authorities concerned

and the Directorate.
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18.

19.

The District Audit Officers should note that several objections are being
raised in the Audit Reports without giving full details showing the amount
objected to as irregular and inadmissible as the case may be, and how the
expenditure was held in audit to be irregular or unauthorised etc., quoting
the relevant Rule or provisions of the Act. In certain cases the entire
expenditure covered by the Vouchers is being objected to instead of stating
the actual amount pertaining to excess payment, irregul;;.r payment etc. In
some of the objections, the sanction of competent authorities are being
called for without specifying the “Authority” whose sanction is actually
required. In majority of the objections raised in audit the relevant orders,
rules or statutes under which the expenditute has been objected to are not
quoted by the auditors. Such vague and inaccurate objections tell upon the
efficiency of the auditors and ultimately the Department also. Itis therefore
felt necessary that the Objections should be so drafted that the Executive
Authorities should be in a position to know the amounts involved and the
“Authorities” whose sanctions are actually required, instead of making them
run from pillor to post for obtaining the information or sit over the
objections without attending to them. Self contained Objections will greatly
relieve the burden of this Department as well as the Executive Authorities

and help to settle the Objections expeditiously.
(Cir.Memo.Roc.No.645/A1/80, dt: 15-8-1980)

The District Audit Officers should note that the objections raised in the
Annual Objection Statements form part of Audit Reports of the Municipal

Councils according to the procedure laid down in G.O.Rt.No.874, dt: 13-
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20.

100

. 11-1967, the replies to the Audit Reports on the accounts of Municipal

Councils shall be sent by the Commissioners of Municipal Councils
Concerned along with the Council Resolutions approving the replies to
Government or Director of Municipal Administartion as the case may be.
The Regional Deputy Directors/District Audit Officers/Assistant Audit
Officers shall not therefore admit the objections raised in the Annual
Objection Statement/Audit Notes of the Municipal High Schools with
reference to the replies furnished by the Head Mastets of the High Schools
concerned unless they are endorsed by the Executive Authority of the
Municipal Council concerned and the defects pointed out there in are

rectified.

(Circular Memo.Roc.No.524/A1/79, dated: 21-2-1980)

The Regional Deputy Director/District Audit Officers should furnish a
certificate in the following form after obtaining similar certificates from
the Assistant Audit Officers besides maintaining the Registers prescribed

for dealing with disciplinary proceedings and Register of Appeals-
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CERTIFICATE

Certified that a Register of Disciplinary cases and a Register of Appeals
have been opened in my office in the forms prescribed in Directorate of Treasuries

and Accounts Memo.Roc.No.39518/A11-D/69 dated: 7-8-1969.

Date: Signature:
Place: Name
Designation
20 He shall maintain Record sheets of Junior Auditors, Typists, Record

Assistants in the proforma presctibed in GOMs No.144 G.A (Ser C) Dept
dt 10-3-1989 (copy enclosed).

22, A Demi-Official Narrative (DON) letter which contain any important and
serious events that took place in regard to the financial, mal-administration
of the Local Bodies and other authorities under control of this Department,
noticed during audit or inspection of the accounts should be briefly brought
to the notice of Director before 10th of each month in the prescribed
form by the Deputy Directors and Dist Audit Officers who are incharge

of Audit of various Institutions.

(Cir.Memo.No0.2/Q}/89, Dated 17-7-1989).
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In addition to the above, serious irregularities noticed during audit or at
the time of approval of the Draft Reports including misappropriations,
temporaty misappropriation, non-remittance of money, to the Government
Accounts, or for other agencies, irregular pay Fixations involving heavy
amounts, excess or irregular payments involving more than one thousand
rupees, heavy and irregular payments and similar types of serious objections

etc., should also be reported in the Statement-I appended.

(Cit.Memo.No.00690/Q97, Dated 8-1-1998).

The District Audit Officers can also be posted as Accounts Officers in
District Rural development Agencies. On appointment as Accounts Officer

they have to discharge the following type of functions.

ACCOUNTS OFFICERS OF DISTRICT RURAL
DEVELOPMENT AGENCIES

Under the provisions of the Integrated Rural Development programme
Manual , the Accounts Officers are appointed by Govetnment for each
District Rural Development Agency. He is drawn from some selected
Departments including State Audit Department from the category of
officers of the cadre of Audit officers of state Audit.

The following will be the duties and responsibilities of the Accounts officer

of District Rural Development Agency.
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1: Preparation of the Budget Estimates under different Heads Viz,,

Administrative Expenses, Subsidy, Risk Fund etc.

78 A system of debit Voucher for each payment by Cheque or in cash may be
introduced. The debit Voucher may indicate the particulars of expenditure,
Ledger Head under which it is classified sanction for the expenditure, mode
of payment (Cheque No.and Date of Demand Draft or Cash). These
debit Vouchers may be approved by the Accounts Officer/Project Officer
and form the basis for posting the Cash-Book/Ledger.

3. Preparation: of Cheques for Payments on the Basis of the sanction/ pass-

otders on bills or approved debit Vouchets.

4. Scrutiny of subsidy claims.
5} Watching the receipt of State and Central Assistance.
6. Compilation of Accounts Data for the Monthly and Quarterly progress

reports to be sent to the State/Central Departments.
1L Preparation of Annual Accounts for Audit.

8. Maintenance of Cash-Book, Ledget, Journal, Cheque issue Register, Register
of Receipt Books, Register of Cheque Books.

9. Register to ieview the progress of expenditure against the Budget allotments

for

i)  Administrative expenses under different Ledger Heads;
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if)  Expenditure on subsidies for different programmes in different sectors;

and

iif) Risk Fund/Managerial subsidy.

10. Loan Register in G.P.R. Form-20 (Share Capital Loan)

11, Setvice Registers of employees of the society.

12." Register to watch the disposal of Audit objections (Accountant General’s
Inspection, C.A’s Audit)

13. Any other register considered necessaty in connection with the work of

maintenance of accounts. The Accounts Officer or the Head of the
Accounts wing should arrange and ensure,

a)  Proper maintenance of the vatious records;

b) Posting of the Cash-Book daily, its closing and submission to him;

¢) Posting of the Ledger on daily basis from the Cash-Book/Debit

Vouchers;

d) Providing the postings in the Ledger for each month by working out
the Ledger totals under different heads and agreement with the closing
Cash/Bank Balances as per the Cash-Book.

14. Abstracting of Cash Balances in different Banks at the end of each month
and agreeing them with the Cash Balances with banks as per the Cash-
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Books and reconciliation of Cash-Book balances with Bank Balances on

quarterly basis.

Efficient performance of the various functions in Accounts wing,

FUNCTIONS TO BE DISCHARGED BY ASST.AUDIT
OFFICERS

The Asst.Audit Officer incharge of unit office is fully responsible for the
audit and administration of his charge. He should assign duties to his
subordinates and see that they perform them correctly and take measures
for upto date audits and the prompt submission and issue of Audit Reports.
The Asst. Audit Officet is solely responsible for conduct of all audits 1n his
jurisdiction. He shall acquaint himself with upto date rules and regulations

of audits.

The Asst. Audit Officers shall visit all major institutions and probe in to
the grave irregularities by visiting the institutions and superintending the
audits conducted by the auditors. They shall also vist the Local Authorities,
and probe petsonally into misapproptiations, misuse of funds, theft cases
etc., whenever reported, by the auditors who conduct the audits of Local
Bodies. He will study the case thoroughly and discuss the evidence available
and further evidence to be collected and that draft paras written promptly
and correctly after making strenous efforts under his supervision. The
Assistant Audit Officers should normally remain in the institution with the

Auditors till the audit is completed.
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It should be his duty to use his best endeavour and ability to detect
misappropriations, misutilisations of funds, etc., and promptly to obey
and execute all orders lawfull issued to him. The principal duties of the
Assistant Audit Officer ate to supervise the audit work of his unit in all its
audits, to maintain discipline among his subordinates, to see to the upkeep
of records and to keep the Dist.Audit Officer informed of the state of his
unit from the audit point of view. To achieve the above objects, the Asst.
Audit Officer must thoroughly watch the work of each of his auditors
constantly and systematically. He must write all important objections relating
to all cases of misappropriations, misutilisation of funds and other

irregularities of very serious nature.

He should conduct meetings of auditors working under him, before he

attends monthly review meetings in the Dist. AuditOfficer’s office.

The Asst.Audit Officer should send quarterly programme in Pdl 1(Q) to
the Dist. Audit Officer for approval. It provides columns separately for
office work and the audit work to be allotted to each Auditor, Generally 10
days shall be allocated for office work and each auditor must attend to the
audit work for a minumum period of 20 days and the same should be
distincltly noted. The Office work entrusted to them at Head Quarters
shall be to clear off the Special letter files in respect of the Z.G.S, AMCs
and other institutions and the correspondence work including the issue of

further remarks shall also be attended to by them.

(Cir. Memo Roc.No. 016099/289/A1/89 Dt. 29-4-89)
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6.

Immediately on arrival at the institution the Asst. Audit Otficer should issue
a letter to the Executive Authorities of Local Bodies and other authorities
including the registers and records required for audit and obtain the dated

acknowledgment for the receipt of the letter.

After completion of audit in all aspects, the objections noticed in audit
should be drafted nealty in the rough/fair audit notes to the Executive
Authority for his perusal. After discussing the objections with the Executive
Authortity, his dated acknowledgment has to be obtained on the forwarding
note it self duly stating that he has perused the objections in the notes
(Cit.Memo.Roc.N0.36595/A/956/K2/91, dated 16-9-91).

The Audit on the accounts of Agril. Matket Committees, shall be completed
and repotts issued by the end of August every year.

(Cit.Memo.Roc.N0:39393/842/N5/74, dt. 23-1 2-74).

They should see that the audit of the Accounts of Z.G.S is conducted on
full scale and audit Audit Report issued on ot before 30th June every Year
duly furnishing a copy of the same to the Director of Public Libraries. A.P.
Hyderabad. A separate para dealing with admissibility of grant sanctioned
towards wages of contingent staff with reference to G.O.MsNo:290 Edn
(E) Department. dated 9-3-79, should be drafted. Care should be taken

while drafting the Audit para dealing with admissibility of grants and also
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in regard to furnishing of Uecs, in respect of gtants released to Z.G.S for

specific purposes.

(CirMemo.Roc.No: 12458/K1/90, dt. 6-4-90).

10. The Asst. Audit Officedrs shall follow detailed instructions for the issue
of half margin sheets duting the course of audit of accounts under the
control of State Audit Department introduced in Cir.Memo.No: 32093/
A4/72, dated 9-5-72.
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FUNCTIONARY MANUAL Functions to be discharged by the functionary

:

14.

1153,

The Asst. Audit Officers shall maintain a comprehansive Demand Register
for Gram Panchayats containing all required particulars available ata glance
in the proforma appended to the circular. The regjster shall be maintained
for all Gram Panchayat Audits in each Mandal. Separate registers shall be
maintained for each Mandal (Cir.Memo.No:659/B2/98, dt. 22-5-98).

The Asst.Audit Officers (Mandal Parishads) should note that the concurrent
audit of paid vouchers received from Mandal Development Officers should
be conducted in the Asst.Audit Officers office it self and the vouchers
should be taken to the Mandal parishads office only for verification of
leave accounts, tenders, M.Books Grants, Ledgers, Stock entries,

Acquittance, etc.,
(Cir.Memo.No.6840/G2/69, dt. 1-6-69).

The Asst.Audit Officers shall watch the deduction of A.P.G.L.I. premia at
the rates prescribed in the Annexure appended to the G.O.Ms.No:212 Fin
& Plg (EW.Admn.II) Dept. dated 17-12-98 from the salary bills of
provincialised employees of panchayat Raj w.e.f. Januaty 1998 and
remittance of premia to Fund Account regularly, in post audit and to raise
suitable objections whenever the order are not being followed by panchayat
Raj Institutions. The services of the following categories of Mandal
parishads/Zilla Parishads were provincialised in G.O.Ms.No. 168 Panchayat
Raj (Estt-IIT) Dept, dt. 20-3-81.

1. Manager

2. Superintendents

3. Senior Assistants St. Accountants
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4.  Loans Inspectors.
5. Jumion Assts.
6. Ji. Accoumtants
7.  Seed stote Cletlk
8. Typists
9 Steno Typists
10, Record. Assts
11. Labotatory Attenders

12. Library Attenders

13. Libraries
14. Daftedars
15. Attmdersl
16. Drvers

17. Medical Officers of Local Fund Dispensaries and staff attached to
them ' -

18. Teachers working is schools under the control of Mandal Parishads/
Zilla Parishads.
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FUNCTIONARY MANUAL Functions to be discharged by the functionary

16.

17.

18.

19.

The Assistant Audit Officers, Mandal Parishads/Zilla Parishads should
follow the instructions issued for drafting of budget paras in the Audit
Report of Mandal Parishads/Zilla Parishads scrupulously.

(Cit.Memo.Roc.No. 1366 /35/G2, Dt 7-2-1984).

The Assistant Audit Officers should note that a questionaire for the use of
audit party was prescribed in Government Memo.No.2568/Accts.V1/78-
14, Panchayat Raj Department, dated 3-5-79. The Auditor should check
the particulars furnished in the proforma and questionire along with the
annual accounts during the course of annual audit. In case the particulars
are not furnished by the Executive Authority a special report to Government

has to be made.

(CitMemo.Roc.No.1098/ 5746/G2/77, Dt: 28-5-1979).

Maintenance of watch register of 5 years/ 3 years time limit for surcharge

_ action in respect of Gram Panchayats Audit Reports has been prescribed.

(Cir.Memo.Roc.No.28767 /315/B3/82, Dt. 29-9-1982).

The Asst. Audit Officers should note that a revised method of drafting of
audit report of Mandal Parishads and Zilla Parishads has been prescribed.
A revised model form of Audit report has been introduced which should

be followed in future for drafting and submission of Draft Audit Reports.
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