PREFACE

| am pleased to present 1% edition of the Manual of Instructions for inspection of Public

works Offices to streamline the audit process and enhance effectiveness of audit efforts. The
instructions contained in this Manual are supplementary to the instructions contained in
various Codes and Manuals issued by the Government and the Comptroller and Auditor
General of India. Over the years, auditing methods, practices and standards have undergone
significant change and so also conventions relating to legal liability and professional ethics of
auditors and reporting considerations. A need has, therefore, arisen to consolidate these
developments.

This Manual has been compiled with reference to requirements of Paragraph-2.2 of the
Comptroller and Auditor General’s Manual of Standing Orders (Administrative) Volume-I.
The instructions contained herein are supplementary to those contained in Comptroller and
Auditor General’s Manual of Standing Orders (Audit), Performance Auditing Guidelines
2004 |, revised in 2014, Regulations on Audit and Accounts, 2007, Compliance Auditing
Guidelines 2016, Uttarakhand Procurement Rules 2008, Financial Hand Book Vol-VI and
other codes and Manuals.

The manual describes the inspection procedure and highlights the issues that should receive
special attention of the inspection staff. The manual is intended to provide the guidelines in
general and should not be construed rigidly as limiting the scope of enquiry in the course of
inspection. Inspecting staff are expected to use their discretion, imagination, intelligence and
initiative in the course of scrutiny of accounts records which alone will bring to light serious
financial irregularities which may merit inclusion in the Report of the Comptroller and
Auditor General on the Accounts of the State.

Any errors or omissions noticed in this manual may be intimated to Economic Sector
coordination. Any suggestion for improvement of the manual will be appreciated.

(Saurabh Narain)
Accountant General (Audit),
Uttarakhand
Dehradun



TABLE OF CONTENTS

CHAPTER-1
AUDIT MANDATE
Para No. Subject Page No.
1.1 General 1
1.2 Duties and Powers of C & AG 1
1.3 Authority of the C&AG in regard to audit 1
14 The portions of the Act related to Works Audit 2
1.4.1 Section 13 (a) of the DPC ACT 1971 2
1.4.2 Section -16 of the DPC Act 1971 2
15 Request for special audit 2
1.6 Utilizing specialized skills from external sources 3
1.7 Non submission of records to Audit Party by the Auditee 3
Unit
1.8 Power to dispense with detailed audit 3
CHAPTER-2
Organisation, Duties and Internal Control Mechanism
Para No. Subject Page No.
2.1 ES-11 (Coordination) 4
211 Preparation of Annual Audit Plan 4
21.2 Use of Risk Assessment Methodology in Audit Planning 6
2.1.3 Preparation of the tour programme 6
214 Selection of staff for local audit 6
215 Intimation of inspection to the P.W. Offices 7
2.1.6 Documents to be supplied to Inspection parties from the 7
Audit Office
2.1.7 Issuance of printed audit memo to audit team. 8
2.1.8 Progress Register 8
2.19 Register of special points 8
2.1.10 Creation of Data Bank 8
2.1.11 Updation of manual 9
2112 Any other miscellaneous items 9
2.2 Draft Para Cell 9




CHAPTER-3
Arrangements for local audit/inspection

Para No. Subject Page No.
3.1to 3.5 | Arrangements for local audit/inspection 10
3.6 Guidelines/Instructions to Audit Parties 11
3.7 The guidelines in respect of reviews 11
3.8 Duties in respect of work selected for analysis 11
3.9 Extent and Scope of Audit 12
3.10 Examination of GPF records 13
3.11 Requisition for data, information and documents 13
3.12 Preliminary Objection Memoranda 13
3.13 Disposal of previous Inspection Reports 14
3.14 Settlement of outstanding paragraphs 14
3.15 Supervision and review 15

CHAPTER-4
Special points to be looked into the examination of various initial
accounts

Para No. Subject Page No.
4.1 Documents for indepth scrutiny of accounts 16
4.2 List of initial accounts for inspection of Public Works 16

Offices
4.3 Cash Accounts 17
4.4 Cheque and Receipt Books 18
4.5 Imprest and Temporary Advance Accounts 18
4.6 Estimates 18
4.7 Delegation of Financial Powers 19
4.8 Check of T.A. Bills 19
4.9 Transfer Entries 20
4.10 Employment of Labour 20
4.11 Muster Rolls 20
4.12 Measurement Books 21
4.13 Check measurements 22
4.14 Materials and Consumption statements 23
4.15 Maintenance of Material at Site Account 23
4.16 Tenders 24
4.17 Agreements 25
4.18 Payments 26
4.19 Settlement with Treasuries 27
4.20 Establishment bills and service books (S.B) 28




4.21 Deposit Register 29
4.22 Register of T& P 29
4.23 Register of works 30
4.24 Deposit works 31
4.25 Contractors ledger 31
4.26 Works abstract 31
4.27 Register of miscellaneous pw advance 31
4.28 Advances to Contractor 32
4.29 Advance payment to suppliers 32
4.30 Processing of Work 32
4.31 Method of Starting any new work, repair, maintenance etc. 33
4.32 Amount of Earnest Money, Performance Guarantee, 33
Security Deposit, Bonus and Liquidated damages
4.33 Audit of the Accounts of the selected Month 34
4.34 Analysis of Work: Records to be collected from the 35
Divisional Office
4.35 Stock Accounts 35
4.36 Verification of Reserve Stock Limit 36
4.37 Construction of Irrigation Project 36
4371 Planning-General 36
4.37.2 Estimates 37
4.37.3 Execution 38
4.37.4 Specifications 39
4.38 Dam 39
4.39 General Audit checks in relation to para 4.37&4.38 above 40
4.40 Distribution System 41
4.41 Road works 42
4.41.1 Introductory 42
4.41.2 Planning-General 42
4.41.21 Reconnaissance Survey 42
44122 Detailed Survey 43
4.41.3 Estimates 43
4414 Project Report 44
4.415 Specifications 44
4.41.6 Road structure 45
4.41.7 Construction 45
4.41.71 Low cost roads 45
4.41.7.2 Bituminous roads 46
4.41.7.3 Concrete roads 46
4.41.7.4 Road drainage 47
441.75 Quality control measures 47
4.41.7.6 Audit checks 47




4.42 Bridges 48
4.42.1 Introductory 48
4.42 .4 Planning 48
4.425 Estimates 49
4.42.6 Execution 49
4.42.7 Audit Check 50
4.43 Buildings 51
4.43.1 Introductory 51
4.43.2 Classification of Buildings 51
4.43.3 Planning 51
4.435 Execution 51
4.43.6 Audit Checks 52
4.44 Inter-Section checklist 52
4.44.1 Secured advance 53
4.44.2 Bank Guarantee 53
4.44.3 Thickness of BM/SDBC laid as per technical specification 53
4.44.4 Works started without obtaining technical sanction 54
4.44.5 Idle expenditure on construction of Road & Bridge 55
4.44.6 Faulty rate analysis and payment of cartage 55
4.44.7 Idle investment on incomplete road work 55
4.44.8 During the execution of work, allowing essential items of 56
work as extra item
CHAPTER-5
AUDIT OF NON-TAX REVENUE RECEIPTS
Para No. Subject Page No.
5.1 General 57
5.21t0 5.6 | Important items of Non-tax Receipts coming under 57
Works/Engineering Departments in the State.
CHAPTER-6
Communication of Results of Audit
Para No. Subject Page No.
6.1to 6.6 | Layout of Inspection Reports (IRs) 59
6.7 Inspection Report to be drafted by Inspecting Officer 61
6.8 Tone and Language of the Inspection Report 61




6.9 Submission of Assurance Memorandum in AIR 61
6.10 Disclaimer statement 61
6.11 Issue of inspection reports and audit notes 01
6.12 Important audit observations to be sent to head of 62
department for follow up
6.13 Intimation of major irregularities to the Government and 62
the head of department and furnishing of reports
therefrom
6.14 Significant audit observations to be communicated to 63
Secretary
6.15 Reporting Compliance Audit 63
6.15.1 Inspection Reports 63
6.15.2 Departmental Appreciation Note 64
6.15.3 Compliance Audit Report 65
6.15.4 Follow up 65
Annexure
Annexure Subject Page No.
No.
1 Progress Register of Inspection Report 67
2 Progress Register regarding disposal of Audit Inspection 68
Report
3 List of Registers, Reports and Returns 69
4 Monthly Status Report 74
5 Distribution of work among personnel in Public Works 78
Inspection Parties
6 List of documents required at an inspection of Divisional 84
Office
7 Assurance memo on eight check points 38
8 Assurance memo about the uses of printed audit memos 89

and completion of all other formalities for preparation of
AIR

Vi






