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ﬂ:i It is brought to your kind notice that y fifancial
33 discrepancies occur at the level of Drawing and Disbursing Officers/Head of
~ the Departments, while issuing sanctions or preparing vouchers due to non-
2 i following of laid down procedures and manual provisions. 2
LW\:J] In order to address such errors noted during audit of BI\L{
Departments, this office has prepared a detailed checklist of discrepancies and ’)/D
mistakes in various type of sanction orders issued by Departmental Authorities.
This checklist could be used as a ready reference document for Head of 1 a W
3)_ - Departments which would help them to avoid common discrepancies. %v}./"' _.)/'
gz: \ Q It is requested that these could be disseminated to all concern (//
e % $O as to ensure financial and accounting due diligence. I am enclosing thg = /
| B

checklist for your perusal and for further necessary action.
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Checklist

A. Important issues to be kept in view while issuing sanctions. é :

L

Complete six tier classification (Major Head, Sub Major Head, Minor Head, Sub‘Hggd,

Detailed Head and ject Head) under which the expenditure in question is to be
classified;

The classification of heads of account indicated in the sanction should be same as
provided in the demand of Grants/Supplementary Demands.

The particulars of Drawing and Disbursing Officer (DDO) by whom the sanctioned
amount is to be drawn from the treasury should be indicated on the sanction;

Detail of availability of funds with the DDO for the sanctioned amount should be
ensured;

. A reference to the rule/instructions under which the sanction has been issued duly

stating that the sanction has been issued by the authority competent to do so should be
included in the sanction:

In respect of sanction for Grants-in-aid given to various bodies, it must be specifically
mentioned as to whether, the Utilization Certificate is required to be obtained by the -
grant sanctioning authority. If so, the period by which the Utilization Certificate has to
be obtained.

The sanction order should correctly classify the sanctioned expenditure into
Voted/Charged categories, where required;

The sanction for drawl of budgeted funds should not be merely to avoid lapsing of
budget provision:

Sanctions to write off of amounts/stores should be issued after following the prescribed
procedure laid down in Punjab Financial Rules.

Important points to be kept in view in preparation of vouchers.

- The expenditure should not be incurred without proper budget allocation.

To ensure the arithmetical accuracy of vouchers and challans.

The amount accounted for in the Schedule of Payment is same as the amount actually
paid as per Voucher.

The amount accounted in the Schedule of Receipts is same as the amount actually
received as per Challan.

Detailed Contingent Bill should be received within the specified period for amounts
drawn on Abstract Contingent Bill.

The amount actually paid as per Voucher should be same as per the receipt signed by
the recipient.
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- The total of sub-vouchers should be equal to the paid amount as per main voucher. The
total of Detailed Contingent Bilis (including chailans in case of refund of unutilised
amounts) should be equal to the amount drawn as per Abstract Contingent Bills

- The deducted amounts from bills should be correctly booked in corresponding
Revenue Receipt/Capital Receipt/Public Account Major Head.

. Verify whether the bills/challans are in the prescribed format and contains all
documents required to be attached to the bill/challans.
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