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4
s Treasuriss and ACCCUNLS service - Role of Financial
Cenmtrollers, rinancial Advisers and Cnief Accounts Ofificers
—C=ief Accounts  Officers, Accousts Officers and Assistant
ACTOUNLS G = Duties and Respecnsibilities =
Recommendat 13ns rhe Sub-Cormittee - Orders - Issusd.
FE e
0288885
£
e SNe 849 el Gated B.7.64, Orxders wsre
issued assi variocus e and responsibilities of
accounss O s lmsEass < znd Accouncs Services and The
scassbic 3 of work To b = -~ with by the Chief Acccou=nts
CiZicers/? s Officaers/Junicz Acccunts Officers/ {mow
Assistant uncs Officers) respsztively. After three decaces
sizcp Ehe ce of the abBove G.O., the activities of Government
departments have incraased manifcld and so also the duties and
responsibpilities of the Accounts Officers. To cope with the
inc=ease in budget handled by irdividual department, Finance
fZicers in the rank of Under Secretary/ Deputy Secretary and
Joiat Secretsry to Goverament have also been created
cursequently <designatsd as Chief Accounts Gfficers, Financis
Advisers and Chief Accounts Offizers and Finance Contzollers
respectively Xeeping in mind all rhese developments it has
been considered necessary to ra-define the duties and
responsibilitiss of the Accounts Officers and accordingly " a
sut-committez was forwmed to go into all these details. This
sub-committes was entrusted with the work of  examining the
work-study of the officers in charge of Accounts SO &s to
strangthen the hands of the Accounts Officers internally in the’
Hezds of .Departments. The following terms were referred to the
Sub-Committee for making its recommendations: :
i) To evolve a specific inzernal methodology Eo
ensure quality control of appropriation and the
5 prevention of budget excesses.

o ee) evelve a tighter purchase procedure
associating the Financial officers/Financial
Advisers and Chief Accounts Officers in. ke
purchase procedure of Tendar Committee.
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iv)

Sub-Committes

TS oh ba as in Annexures I & I o Ehao
order.
b} The = mezhodolegy to ensure gqualicy
PEfcaake procedure o temiEr e
shall = 32 ia Pemexu-= EE eg tRIE C
S OERER O THE GOVERNOR |
N. NARAYANAN,
Secretary to Coversisent .
i)
Al Pepartments f Sacret ariag
A1l Head of Depar:ments.
All pay aﬂﬂ An ooun Mzdras/Madurai .
All Trea Bfrface 2sury Officers.
Ths Commzasﬂﬂnér O S and Accounts, Madrzs-1:g.
The Accountant censr ‘ £-18,
The Ac"ouwtm"* Genaral M3, =-18 (By nams) .
Tha ac L Genaxal. -3 £-35,
The A Nt General, Madras-3s {(By name).
The Ac t Geheral, Magras-3.
The £ Gensral, Me@rac.9 {By name).
All District Colis~rors
tock file/spare -opy
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To evolve a system cf empowering the Financial
cofficers and Finangial Advisers and Chief
Accounts Officers to be in overall control of
budger planning, receipts and xp_“d1FU?=
financia! accouncs, reconciliation, inventory and
audit, 3
To study the exis t11g working ceonditions  and
suggest. anv other rocedural madificat lons/
liberalisaticn and che a*cendanu, safeguards
cMpowering the Financ:ial Officers asia Pinancial
Advisers arnc Chief Ac counts Offlcers to maintain
financial propriecy. :
2 Government  have

examined the

report
i pass the following orders:-

of

1b111tlhs of the Financial

//Forwardedfay Order//
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ANNEXURE T

DUT{ q AND RESPONSIBILI ES OF FINANCIAL OFFICEnS'
a! The Assistant Accounts Dfrlce* / Accounts Officer /
Chief Accounts Officer / Financial Adviser and Chief Accounts
Officer / Financial controller shall be in overall charge of
the work relat®M§ to Finance, budget arf®™*accounts of- the
department anﬁ all such wocrk shall be performed under his
superintendence.

b} All important Communications/references received
from or addressed to the following zuthorities shall be, on
their receipt or before issue shall be shown to the Assistant
Beccounts Officer/Accocunts Officer/Chief Lecounts Officer/
Financial .&aviser and Chief Accounts Officer/ Financial
Controllexr: -

i} Fianspese parcment of the Secretariat.
2did Chies E- .urzant Generzl fRccountant General and the
ey ats/Aaudit Officers.
ii4) Plgancialk ComﬂLtcees of the State Legislative Assembliy
namely the Public Accounts Committee anc the Estimates
CommitCEre.

¢) Any other communicat:on/reference having az financial
1mol;,3ti:: which a éepartment may in lts discretion cofsider
to be impocrzant, shall also be shown to the Assiscant Accounts
PEEiee= .  Accoints fficer/ Crmisf  Aecountcs Osticer/Financial
Adwviss>r anzd ° T RT-cruntes Officer/sBipEnca ol COﬂ”“*ll:r.

d) Zeporrs  or references on cagses invelwin serious
contravencion of  finsncial rules or -a Sgrigis financial
IEEGGoIarity; rﬁlixa::on of or dewistion IFEem any ITimspcis!
rules cr princizles; oy wrige @i, ¢f a less or abandonment
or remissizn o revsnue shall be shown/consulted with the
Accounzs Oificars/ Eaief Aecouncs @fsrcorsfhinancial - Adviser
and Crhis 19%: Qfficers / Finaneial Contreller befere
pagsing of firmal orders e

e} All referegces to Government in Finance Depaxtment
shall issu=2 cnly affer comsultation with the Assistant Accounts
Officer, Accounts' @fficer/Chief Accounts Officer/Financial’
Adviser and Chief AcGaunts OfFficer/ BFimancial Controller.

£} all financial powers delegated to the sub-ordinates
shall k= exercilsed in consultation with the Accounts
Officesr/Chief Accounts Officer/Financial Adviser and €Chief
Accounts Officer/Financial Controller.

g) all sanctions of grants-in-aid (including
Scholarships) and locans shall be rererred to the Assistant
Accounts Oificer/ Accounts OrEicer/Chief Accounts

Officer/Financial Adviser and Chief Accounts Officer/Financial
Controiler before issue of final orders. He shall be consulted
in-particular ©én thHe finadnicial aspects of all “transactioprs
relating to loans.

h) Before sanctioning expenditure for purchases and for
execurtion of contracts subject to provisions in codal rules,
the Assistant Accounts Cfficer/Accounts Officer/Chief Accounts
Officer/Financial Adviser and Chief Accounts Officer/ Financial
Controller, shall be consulted.
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All  cases ipvglving,financig;m_mgttgxg_ shall be
disposed in  accordance with the advice of the Assistant
Accounts Officer / Accounts Officer / Chief Accounts Officer /
Financial Adviser and Chief Accounts Officer / Financial
Controller;if it i1s unable to accept ths advice of Assistant
Accounts Officer/Accounts Officer/Chief Accounts Officer /
Finanecial BAdviser and Chief &Accounts Officer { Edrgmeial
controllsr, the case gshall be referred to the Head of
Department whd if he does not agres with -he Accouncs Officer
etc, shal: record reasons therefor befors passing orders.

3. The Assistant Accounts Officer/Accounts
Officer/Chief Accounts Officer/Financial Adviser and Chief
Accounts Qfficer/ Financial Controller atc. gshall be
responsizls for ensuring that the budget estimates are properly
framed, rhat 72 time schedule for the preparakticn of the

-

budget is vpuicusly followed by the desartment and that the

crders Structlons Issued by the Finance Department in
respect i preparacticn of budgez and matter connected

therewick

<! Ee will scrutinise the budget propesals thoroucghly,
assist tre F:zad of Devartwest 1n ThHs discnarge of his
résponsici ity 1n CHe TorfITtion of EBudget prepesals in
accordancs with irsstructions of Finance Berartment;

1] He will ensure the maintenance oL proner accounts as
required oy the rules on the sUSjects;

“ He will cktain cerisdical recorts of the progress of
expendiciry, ~wasch ané review the pregress  of  expenditure
against ths sanctioned graats and issue syeh inscrueciens from
Cime &6 time - ts tha corcyciling ¢cfficers as may ps neseseary .
ror this PUrDOSe  hHes T ENSUES Th&T nad=sSsary cerRtrol
registers under the yules ars mainca-ned by the Department;

a Ha will takes nscessary s:ters to ensurs the tinely
surrendar 2f sncicipated $avings in cudget provisions/ funds by
the Deparcren- /'tha contz-o.linc officers as the cage may pbe as
garly as cossikle during the financial year;

¢l He will scrutinise the cropesals for supplementary
demands f:r ' grancs inciuding the prerosals for advances from
the Centingency Fund and also .adviss the administracive
departmen: c¢r the nesd Ior ottaining suck suprlementary grants
Or advanc:s as may be necessary,

5

! He will keep himself in regular touch with the audit
Objections and che inspection reports of the Audit and their
early sSec:lement, etc. He w1l! be actively associated with the
brocessing and settlement of the audit paras in the Department;

g) He will take speedy and timely action on the
Reports, Appropriation Accounts and the report and observations
of the Fizancial Committee of the State Legislative Assembly
namely, the Public Accounts Committes and the Estimates

Committee. He will keep RImseélt in touch particularly with the
riets prepared for such committees or with Fhe~¥39%i?§ﬁﬁo the

questionnaires issued by them.

r! He w:ill keep himself closely associated with _the
formulation of scheme ang important expenditure proposals from
their initial stage;
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- <) He will keep a close watch on recoveriss of dues to

Government and repayments of leans and interest.

t) He will ensure that values account of stores and
stocks are maintained in the departments,which are reguired Lo
maintein such accounts and that they are forwarded to the
JLccourntant General immediately after the close of the year;

t""n..,..g._ OV < =
mzue copy/ S

SECTION OFFICER. °
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ANNEXURE IX

DUTIES AND RESPONSIBIRLITIES OF FINANCIAL COFFICERS (CONTD.):
1. Advice on Financial Matters:

The Financial Officers shall make a revisw on the
implementation of guarterly control of appropriacion and to
point out the irregularities, deviation and non-imblementation
of Government Crders.

2. Control of Expendditure and Maintenance of
Accounts:

The Financial Cfficers shzll ensure quartzsriy control.
of appropriaticn as per G.0.Ms.No.460 Finance (BG-I) Depariment
dated 14.6.95.

3. Budget Estimate:

The Financial OZfficers shall ensure timely treparation
of Number Statamencs, Budcer Estimates, Revised Estizates/Final
ModIfled Appropriac-on ata Surrencer scatsments.

The financial . Officers shall assisc tha Head of
Department to imclement the econcmy measures enuncliaced in
G.0.Ms.No.404, Finance i3G-I) department dated 16.5.32 and to
take care of these gu;ce11n°s while formulating the Etudget

provosals.

Reconciliation of Receipts and Fxpeqdlgure with the Accounts
0f Accoumtant-CGeneral.

The Financial fficers shall follow the procedure
indicated in para 128 c©f cthe Tamilnzdu Budget Manuzl voliume-I
and the reconcillatzen has to be cocne §ystemac-.cally and

certificate furnisned teo the Accountant General Tamii Nadu on
monthly basis

The annual estimated receipts has te ba allcocated
during the year according to their anticipated accrual and
realisation shall te watched. The trend of receiot has to be
studied and - derficizncy if any shall be taken to the notice of
the Head of Departments. The fees prescribed for various kinds
of servicecs rendersd, are to be examined in depth in order to
ensure that the amount realised 1is equated with the
expenditure. Improvement in receipts has to be suggested
wherever necessary.

4., Plan Bstimates:

The Financial Ofiicers shall review the impclamentation
of plan schemes at prescribed intervals and also snall exnsure

the achievement of financial/physical targets. Tha monthly
statements oI experditure recelved from Government Data Centre
has to be checked with the departmental figures and

reconciliation effected, in time.

e
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2. Adjustment of Central assizstance and other Inter
Governmental transactions.
= The Financial Officers Vg, Asslgtant Accounis
Cf{ficers, Accounts Officers / Chief Accounts Officers efc. .
shal®l be responsible to watch the following points:

it To_ <check whethser the Certrally Sponscred _Schemes
i.e "Schemas shared between the Cantra and the Stats" znd
Fin autonomous bodies are being continued with central
assi :n the succeeding financial year;
11} To chack whether the full amount of Governmenu of
T s/auto“umoq: bodies share is releasad and
Lo expenditure is incurred which is not as per
Lhe =echem® desien. will not be eligible for
assiscance
1ii}] To matc h the receipt of assistance with the
expenditure and wverify whether the receipts of
assiscance is as. per the presc-ibesa sharing
RPEC ST
vl To - gnsure  timely submission of audic
cartiicates p_*i,,,cal reports €z the akovs
foircs to Governmen:s/ Kead of Bepartment .
6) Inter tmental Adjustments:
ancizl Acecounts Cfficers will dgs
sSupexr- ol e 1assr- GﬂDa*Cm°1t& Erar ons
fncic ransfer of st®fes. Buitab.s recorzde T=
e see rLhat prompt action is taken By t=-s
cepars: -2rs5 LO acrcept the credits or debits raized o
ctnes 25d == bss Sronose  necessaxy t-=nsios
adjusTman the Accountant General. Special att-snticno
should be gi van to payments by adjustmenCS in respect of stors:s
purchsesd  through rate cor-racs sufficiently egriv Befe-s s
ccoun of the year are c.csed, as any failure in this Tegexre
may re in lapse of funds.

7) Inspection and Local Audit:

The accounts of all subordinate offices shsll be
inspected by The FlranPLal Officers at pericdical intervals and
Lhey should physically verify the cash in the custody of the
departmental officers. The Financial Officers shall moniter
the functioning of 1Internal Audit Wing effectlvely the
Internal Audit programme has to be drawn up so as to ensure the
uptodate complerion of Audit and its following up of the
programme, submission of Audit reports watched. The Internal
Audit report has to be placed before the Head of Department
with comments on serious lapses/irregularities. The set:lement
of Internal Audit objections has to be watched and progress
report put up. The services of the Chief Internal Auditer have
to be fully ucilised.
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In respect of schemes of a Quasi-Commercial character
where the Chief Internal Auditor and Chief Auditor of Statutory
Boards, is conducting the internal audit and in regard to cases
of audit of grants to private and local bodies by the Examiner
af Local Fund Accounts, the Financial Officers should assist
the administrative wing to settle the objections expeditiously.
¥n the case of Aapdit rzports and Audit objections of the
Eccountant -General also, similar procedure should be followed.
The responsibility to clear the objections and settle the
TEports lies with the Departmental Officers. But the Accounts
Branch shall be responsiktle to assist to clear audit objections
guickly and to avoid undue accumulation orf ending audit

OJjections and reportcs.

8) Proforma And Commercial Accounts:-

In case c<f Gevernment undertakings of a guasi
commercial charasc-er, wr=re the financial resuits are reviewad
torough proforma or commercial accounts, the compilation.  of
accounts 1is the responsibility of the Departmental Officers.
Arcounts Oflicers should howsver render all techarlcal
assistance in prescribing various initial records and registers
and in periodical compilazion and rendering accounts correctly.
During the course ¢f intzrnal check and scrutiny cof periodica:l
secounts,  the orover wésking of such schewes  With  fivencisl
results shouls pe critically reviewed and remedial measurs
suggestad by the Financiz. Offices wheresver necessary.

The 'reviaw of <he finascial results of “Commercial
tndercakings Thrsuss crolizrma Accounts includes the following: -

i) Recorciliaticn ¢ the monthly financial accouncs
wit} carital " ZicounEs and Jjeurnalising cthe

expernditure under Commercial Heads of Accouncs.

ii) Maintanance of wvarious Capital and depreciation
reqgistars oI all zssecs likse buildings, plant and

11i) Compilation of znnual proforma accounts of the
deparcments (viz., Trading Accounts, Profit
and

Loss Accoucmt, Rzlance Sheet, Cost Accounts in
respect of varicus products manufactured oy the
Deparcmernt ) .

iv}) Compilation of the profiorma  budget of the
Department .

vl Maintaining Central Stores and Tools Ledgers of
the transactions in respect of all the Unit
Officers of the Department.

vi) Maintaining Statiscics relating to the activities
of the deparcment.

vii) Review of the procedure of stock taking and
pricing the goods on hand.
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In respect of schemes of a Quasi-Commercial character
where the Chief Internal Auditor and Chief Auditor of Statutory
Boards, is conducting the internal audit and in regard to cases
of audit of grants to private and local bodies by the Examiner
af Local Fund Accounts, the Financial Qfficers should assist
the administrative wing to settle the objections expeditiously.
In the case of Andit reports and Audit objections of the
Bccountant -General also, similar pProcedure should be followed.
The responsibility to clear the objections and settle the
I=ports lies with the Departmencal Officers. But the Accounts
Branch shall be responsikie to assist to clear audit objections
quickly and to avoid undue accumulation orf ending audit

Jections and rsports.

e

8) Proforma And Commercial Accounts:-

In case c<f Gevrernmentc undertakings of a guasi
commercial character, whzre the financial resulis are reviewad
tnrough proforma or commercial accounts, the compilation of
accounts 1is the rasponsibility of the Departmentéi_mOfficggg.
Arcounts OZZicers should howsver render all technical
assistance jin prescribing various initial records and registers
and in periodical compillazion and rendering accounts correctly.
During the course of check and scrutiny of periodical
gccounts, ths oroce of such schemes with ‘inancial
results should bpe ¢ /. ra2viewed and remedial measure
suggested by ~he ©i-z icss wherever necessary.

firmancial results of Commercial
Belell ths following: -
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inancial accouncs
and Jeournalising cthe
cxal Heads of Accouncs.,

ii) Maint=nanecs o
regiseors o

machinary,

various Capital and depreciation
like buildings, plant and

ill) Compilaticn of =2nnual proforma accounts of the
departments (viz., Trading Accounts, Profit
and :
Loss Account, Rzlance Sheet, Cost Accounts in
respect of varicus products manufactured oy the
Department ) .

iv} Compilation of the proforma budget of the
Department .

vl Maintaining Central Stores and Tools Ledgers of
the transactions in respect of " all rhe Onit
Officers of the Department,

vi) Maintaining Statiscics relating to the activities
of the department.

vii) Review of the rrocedure of stock taking and
pricing the goods on hand.
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of articles work upto and agre=zs with

in the priced ledgers.

iii) that the wvalue accounts are correcc.

iw) Ehat =~ the sepocks on hand or scores under custody
do not excead the normally anticipateds
requirements of the office/ department for a
rezsocnaple period.

11} Loss of Stores or Cash:

12) Tenders, Agreements and Contracts for supply of
Stores and Execution of work:

tficers-shall Be amsociated with' - gll
DUr in ‘the geparraent
.
13)
the proger maintenznge €I ths
loar g J purchasa schemas
Cacs 2] L RE T BESDIIRCS
218 gsc recorcs ar3
AT =8¢ oS perTy
st Pe obtaid arsmental °Ff
ra e s n T oE should be Ta
3 the H=2ad the Desartmenc by T3
; -hly Yeeoroiligtane o€ Fidumee "Rl
AREes Ul srLous categories of
: T oE et ec Y. Ch2 dopartmencs
oo toaserut iy By the cial - OFfreees.

H
(1]
1

o}
H
o
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134) Settlement of Accountant General’s audit

“Al Bifirard Sha. . DAy special atteniocn. An
garclic £ ral's audst chisctions &z 'dral: Dara
SEagE STz .. penc.og Ara.- PAraE, Lina: peres am3
pendlng 5 etc.has to be-put up with coicur ceéing if
need bz r  to d&lear-the " pending objeccions .joint
sitting countant General’'s Office has to be resortéd

Ins
Q

The replies to the paras ‘included in_ the. Fublic
Accountz Cnammintes report are to be examined carefully and the
ca¥rart piotorer dndjecared Sgnithe ‘Yerly to-the regagpt.- Lo Lhe
Public :Accoiuntcs Committs=s in time:

15) Zerobase budgeting:

The implementat
Sudgecing '’ gs~sl )l —ha—-af
NfFfirerc

on of orders of Government on Zerob@se
actively watched by the Financial

1
iy
&
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ANNEXURE IIX

i) Methodolegy to ensure guarterly control of appropriation
and the prevention of budget excesses. Shosre .

1) .The procedure prescribed in G.O.Ms_N©.520, Finance
{BG.I}) dated 27.€6.95 should be implemented strictly and the
compliance r®port sent to the Finance Department through
administrative department of Secretariat concerned within a
month of commanication of Budget Estimate.

2} A compliance report shall also be obtained from the
Commissioner o©f Treasuries and Accounts indicating the receipt
of guarterly  allotment from all the departments by the
treasuries. >

3) The= subordinate Controlling Officers of the Distrier
level shall be made responsibls for the distribution of
appropriaticr cn percentage basis enly. However, alloca=zion
for each quaztsr shall be made based on expenditure trenéd if
need be, subject to clearance by the Government in Finance
Department depending on its merits. This has necessarily to be

linked in formulazing the estimats=s by the Controlling Officers

in the Distrie level 1in order to avoid any excess ‘provision
later on.

4) The above aspect szall be kept in vwiew, and the
consolidated ‘expenditure Figurss for all the feur guartars ot
that year atsc taken into account .by the Sub-ordinate
Controlling @fficers in finalisacion of thes Budget proposals
for Revisec =stimate of thart vezr and Budget Estimate for the
next year.

equent on the communication of Gquarterly

3
i
i3

¥

O Hirm
10 84

4

'
s

5)
= Drawing Officers the progress of expenditure
shall be revizwed at the level of Acceounts

Accounts Officers / Financial Adviser and
Chief Accounts tfigers / Financial Conérollers during July /
October / JCamua and March for the respective guartexzs for
which the availability of the acruals shall bs ensured within
the period of a menth. :

allotmen i
IOF each quanE
Officers / Ch

i< {Db

1

o,
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6) Thse H=ad of Department shall communicate the
quarterly statsmesncts of Government Data Centre to the Assistant
Accounts officer / Accounts Officer / Chief Accounts Officer [

Financial 2dviser and Chief Accounts Officer Financial
Controller.
7) While the gquarterly statements of expenditure have

to be obtained from the Government Data Centre communication of
monthly statements is not necessary.

ii) Procedure in associating the Financial Officers in the
purchase amd tender committee.

= The Financial Officer shall be empowered to
scrutinise the tender files and rsport the fact of deviation if
any to the Eead of the Departmenc.
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' 2. The Head of the Department should ensure that there
is adequate provision in the Budget Estimate for the purchase
and take advance acticn to procure as envisaged in the codal
rules. '

3. The tender compirtee should be constituted with the
Head of the Department or the authority competent to order
purchase as the case may ng, as the chairman with the following
members as T&r The ranking indicated below. -

i} Technical Officer concerned for the

~ purchases.

{1 Aszsistant Accounts Officer [/ Accounts
Gfficer / ChieE Accounts Qfficer/
Firancial »Adviser and Chief Accounts
Ofticer / Firancial Controiler. * Where
rmere are two or more Financial Officsrs,
the. Ficrest ranking Fimancisl COlfficer
st L oo the membe; of this Commitctzs

4
Ehacugk th=

5.
operips the =X

: 3 ment prepared by the scheme

section shou. Accounts wing bpefore being
placad befor=: - =

8. szr all puxcrases/Sales there shall be guidelines
fixing an acuroximate upset price for the items dealt with by
the Departmen: with reference to the prevailing markst price.

iii) Empowering the Financial Officers in overall control
of budge:, planning, receipts and expenditure, fipancial
accounts reconciliatien, inventory and audit.

i 211 sancticns sheculd be routed through Financial
Officers excerl ConLingsent expenditure.

2. ~-2 Head of Department shall conduct the bimonthly
or quarcerly reviaw of e progress in revenue
collectionfexpenditure with the financial officer and the
concerned scneme officer. when the Head of Department is
unable to conduct such a meeting the Finance Oftficer shall
conduct it or behalf of the Head of Department.

3= ~he Finance Officer shall review the monthly
reconciled recsipts and expenditure statements raeceived from
the District controlling” officers and also arrange for
reconciliaticn with Government Data Centre figures.
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. The works such as recoveries on account of loss in
physical verification, follow up action on severe
irreqularities detected in physical verification of Btoeck and
offering replies to audit" ojections, payment ©of pension
Contributicn, watching recoveries of gensiocn and
Death- Cum"Rut-‘emEﬂt Grarcuity cgntribution etc. shzll be
entrusksc to  the raspective schems sections/establishment
SecLions o-ly aS the cass may og ==

' P




