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INSPECTION MANUAL

QUESTIONNAIRE IN RESPECT OF INSPECTION OF FACTORY ACCOUNTS OFFICES

GENERAL SECTION
	Staff Strength
1(i) What is the sanctioned strength of the Accounts Office in respect of each category viz. IDAS / AOs / AAOs / SOs (A) / Sr.Auditors, Auditors / Clerk / Record Clerks/ Gr.‘D’ (Main Office litter No. & date should be given)

(ii) What steps have been taken to make up the deficiencies or to surrender the surplus staff as the case may be?

(iii) What is the actual strength of the Accounts office in each category? 
(iv) What latest demand for establish​ment? Whether the same has been sent to Main office? If so the forwarding letter No. & date should be quoted. 
N.B: Inspection Team should check the basis of calculation with reference to average load of work.
Accommodation
2 (i) Whether the Accommodation is adequate? If not whether the matter has been taken up with the factory Management? If so the number & date of the last correspondence.
(ii) Has the sitting arrangement of the various groups in each section, been made in order of functional require​ment?

Office Furniture
3 (i) Is the Supply of office furniture (chairs, tables, racks & almirahs) of each section adequate?
(ii) If not what action has been taken up for the deficiencies (item wise)  

(iii) Whether Factory Management is providing any office furniture
(iv) Is the Dead Stock Register is maintained properly?
(v) Is the stock taking of dead, stock carried out as per Order & a report is rendered to Main office in due date? 
(vi) Are adequate Nos of Steel Almirahs/ Cabinets required for storage of classified files/papers available?
 (vii) If not, what is the deficiency and what steps have been taken to make up the same?
(viii) Are classified papers sent from one room to another in steel boxes duly locked?
(ix) Are Top Secret files kept in the custody on the officer-in-charge? 
Office Supplies and Services
4.A   Stationery and Forms
(i) Is the supply of stationery and forms adequate to meet the require​ment of each section?
(ii) Is the Register for stationery & Forms maintained properly and monthly accounts prepared?
(iii) Is the monthly indents for sta​tionery & forms submitted by each section through Indent Register? 
(iv) Is the Annual Stock taking carried out?

4. B: 
Type writer/Accounting/Calculating Machines.

(i) Are adequate Nos. of Type writers/ Calculators available in the Accounts Office, are they maintained properly 
(ii) Are the calculators issued to various sections under the signature of concerned SO (A)/AAO and Auditors

(iii) How many Calculators/Type Writers are out of order? What are the reasons therefore? What action has been taken to set them right? Has the action taken followed properly?
(iv) How many calculators (Table Model & Pocket) supplied by the Factory Manage​ment?
(v) Is the Machine Register maintained properly?
(vi) Is the yearly stock-taking carried out?

4.C   Drinking Water Arrangement 
(i) Is the drinking water filled in the pitcher daily after proper cleaning? If not, what are the reasons therefore?
 (ii) Are adequate number of glass tumblers provided?
(iii) Is replacement of Pitchers and broken glass tumblers done regularly? 
4. D   Cleanliness:
(a) Office

      Is the area occupied by various sections cleaned/swept daily by the factory staff? If not, has the matter been taken up with the factory Manage​ment?
(b) Lavatories and Privy’s
 i) Are the lavatories and Privy sufficient in number?
ii) Are lavatories and privy water borne or dry?
iii) If water borne, are disinfections (e.g. Phenyle, naphthalene balls, etc.) used in adequate frequen​cies and quantities?
iv) If not, has the matter taken up with the factory Management? 
v) If dry, what arrangement exists for cleaning done?

4. E    Welfare

(i)  Is there any canteen in Branch AOs? If not what arrangements exists for tea & snacks to staff? 
(ii)
Is there a recreation club and if so are the staff members are taking active part?

5. INWARD & OUTWARD DAK
(i) Are the letters/valuable docu​ments received in the Central Dak are handed over to the dealing auditors/clerks of the concerned section within 24 hrs after being entered in Central Diary and valuable documents register?
(ii) Are the Secret/Confidential D.O. letters noted in separate Diary? Are the disposals watched centrally and relevant file number noted in the Register? Are these checked by, concerned SO (A)/AAO as well as AO weekly?
(iii) Are the Daks regularly shown to the officers?

(iv) Is registered Dak from sections promptly     despatched?

6. STAMP ACCOUNT

(i) Is the postage Account (service level) maintained properly and checked daily by the con​cerned SO(A)/AAO

(ii) Is the postage- Account balanced monthly
and checked by SO (A) / AAO other than G/Section
(iii) What is the average number of outgoing Daks
(a) Local ( Factory Management ) 
(b) Outside
(iv) What is the average amount of service levels used in a month?

7. RECORDS & DOCUMENTS 
(a) Files
(i) Is the Index Register (Control Register) for all the files of each section maintained centrally in G/Section?
(ii) Is the file numbers
are allotted by ‘G’ Section? Separate series for each section.
(iii) Whether files are maintained in volumes, properly tagged and volume number shown in the cover?
(iv) Whether files are Page numbered and reference cross linked?
(v) Is care taken to see that classi​fied correspondence is not mixed in ordinary files?
(vi) Are subject files are maintained properly and kept up to date? And numbered as “O” series as per Para 458 (iii) (c) O.M. Pt-l.

(vii) Files are not kept bulky and are closed after about 150 pages. 
(viii) Whether list of files maintained - in each section showing the name of the Auditors maintaining those files.

(ix) Are the Important circular letters/office orders circulated amongst the staff members regularly for their information/action as the case may be and signature obtained
8. MASTER NOTE BOOKS / NOTE BOOKS / WORK BOOKS / REPORT AND RETURNS.
 (a) Master Note Book (MNB)
i) Is a Master Note Book main​tained and is important orders/ Govt. letters noted therein? If not what are the reasons therefore?
ii) How many Govt. letters/ orders received up to the beginn​ing of the month preceding the month of inspection has not been noted in the Master Note Book so far and what are the reasons therefore? 
(b) Note Book
     Are all SOs(A)/AAOs maintaining Note Books on I.A.F.A. 487 for noting all important decisions or orders effecting the work dealt with in the
 Section e.g. Army Instructions, CGDA’s Audit decisions etc. as per Para 493 O. M. Pt-I.
(c) WORK BOOKS
      Are the Work Books maintained by all Senior Auditors/Auditors/Clerks to note all letters/bills received by him/her during
the course of a day as per Para 497 O.M. Pt-I, and submitted to SOs(A)/AAOs daily for review and AO l/c every week ?

If not what are the reasons therefore? 
(d) REMINDER CHART
      Are all Senior Auditors/ Auditors/ Clerks maintaining reminder chart by allotting few pages at the end of their work book as per Para 498 O. M. Pt-I
(e) Register showing names and initials of SOs(A) Senior Auditors / Auditors / Clerks

       Whether a Register to note the name of the SOs(A)/Sr. Auditors/ Auditors/ Clerks as well as their initials maintained and kept under the custody of AO I/c as per Para 499 O.M. Pt-I. 
(f)  Reports & Returns

      Is the Report & Returns Chart/ Statement maintain in the Section and also hung in the Room of AO I/c as per Para 507 O.M. Pt-I and these are up dated.
(g)  List of Registers

(i) Is a list of Register main​tained in the section and a copy of the list of register hung in the room of the AO I/c as per Para 505 O.M. Pt-I?

(ii) Is any unauthorized register maintained?
(h) Control Register/Index Register 

(i) Is Control Register maintained in the Section? Are control Nos. allotted to each Register maintained in each. Section?

(ii) No fresh Register is opened without obtaining control No. from G/Section.
9.   CORRESPONDENCE

(i)  What is the average time leg (based on the three months preceding the month of Inspec​tion) between the dates of receipt and disposal of letters in the section?

      The Inspection team will select some letters at random from the daily diary sheets and check the time taken for disposal, and the quantities adequacy, thereof.
(ii) How many letters are out​standing for more than two months as per the last weekly report? What are the details thereof and the reasons for which there were outstanding? The Inspection Team will verify that the letters were outstand​ing for valid reasons.

(iii) Is the arrangement for the incoming dak and despatch of outgoing dak satisfactory?

10. WEEDING OUT OF OLD RECORDS

(i) Whether weeding out of old records are carried out yearly? 
(ii) Whether old records which are within retention period are kept in the old record room?

(iii) Whether the records which are beyond retention period are weeding out?

(iv) What is the arrangement for the destruction of the classi​fied documents/files?

(v) Is the destruction done by burning under supervision to ensure that the same is reduced to ashes?

11.  PERSONAL CLAIMS
(i) Are the claims received from the staff noted in a Regis​ter and forwarded to CC of A’s (M.O.) office for payment within seven days from date of receipt?

(ii) Are TA/DA & LTC Adjust​ment claims forwarded to CC of A​ (Fys) Group office within seven days from date of receipt?
12.  COMPLAINT CELL
(i) Is there any complaint cell 
(ii) Is there any Register maintained to note the complaints received as per Main Office circular No. 148/AN-IV[Complaint dt. 9.3.77 ?

(iii) Whether complaints as and when received are promptly attended to.

13. INSPECTION CELL

     Since the internal review of each section which was carried out as per Main Office circular No. 1094/AN dt. 30.10.65 has been discontinued as per Main officer circular No. PR/0116/Part​VIII dated 5.6.85 and in lieu of the existing system of Inter​nal review of various sections in the Branch Accounts Office it was directed in Main office circular No. FA/Insp.Cell/115/​Vo1.III dt. 25.4.85 to open an ‘Inspection Cell’

 for carrying out internal review of each section & render a Quarterly Report to Main Office Inspection Cell as per Main Office circular No. FA/Insp. Cell/O/VI dt. 30.6.86.
(i) Whether such Inspection Cell is functioning? If not why not.
(ii) Whether
any Quarterly Report is rendered to Main office Inspection Cell? If so the No. & date of last report.

14. CASH & CASH BOOK 
(a) Cash
i) Is the cash kept in the Iron chest having double lock system? 
ii) Where the Iron chest has been kept?
iii) Is there any duplicate key to the Iron chest? With whom it is kept?

iv) Whether surprise check of cash is carried out by an officer other than cash officer?

v). (i) Audit of cash book of Public and non-public fund Accounts carried out by the nominated officers. 
v). (ii) Is there any major defects noticed during audit?

(b) Cash Book
i) Is the Cash Book maintained properly?

ii) Whether cash book is closed daily and tallied with cash in hand? 
iii) Are disbursement made immediately on receipt of the cheque from CC of A's office?

(iv) Are the recoveries made through the Pay Bill (including coopera​tive dues) deposited immediately after these are effected?

15. ATTENDANCE
(i) Is the Attendance Register is reviewed daily?
(ii) Late attendances are regu​larised as per Para 264 O.M. Pt-I. 
(iii) CPL is pre-sanctioned 
(iv) Following types of irregu​larities are not occurring.
(a) Arrival & departure times are not put in the Attendance Register. 
(b) Individuals are not signing the Attendance Register scoring off the “LA” mark
(c) “LA” marks in the attendance registers are not found regularised. 
(d) Overwriting/Erasing in the Attendance Registers.
(v) Surprise check of Attendance is carried out.
16. LEAVE ACCOUNT
(i) Are the leave accounts of the staff up to date? (In case of arrear the reason should be investigated)
(ii)Statement of leave sanction during the month sent to M.O.

17. COMPUTERISATION

      Ordnance Factories have gone a large scale computerization includ​ing account related applications like Pay Rolls, Inventory (PSA & PSL) and costing.
(i) Whether Branch Accounts Offices 2 are in a position to undertake the computerized operation of ` three major applications with any effective support from factory? 
(ii) How many individuals have been trained showing the category of individuals?
(iii)Whether Data Processing is done by Accounts staff independently? 
(iv) Whether the computer is operated by Accounts staff independently? 
(v) How many individuals have been trained in P.C?

18. MISCELLANEOUS 
(a) Conference

Is monthly conference of SOs (A), AAOs & AOs held regularly to discuss on various Govt. orders OF13s, CGDA’s and CC of A (Fys) orders & instructions issued during the month?
(b) Training
(i) Are the new recruits being given training as envisaged in Office Manual?
(ii) Are the SOs/AAOs & AOs having no factory Accounts background given training? If not, whether the matter has been taken up with the C of A (Fys) group charge of the Accounts Office?

(c) Opening & Closing duty

Is the Register for opening and closing duty maintained properly? 
(d) Transfer of staff

Is change of staff made at regular interval at all sensitive posts? 

(e) Status of work
(i) Is the report on “Status of work” is being rendered monthly to the JC of A (Fys)/C of A (Fys) I/c of Group of Fys in time?
(ii) Is the correctness of the data verified by the AO I/c of Accounts Office before rendering the Report? 
(f) M.R.Os (T.Rs)
(i) Whether MROs are received and adjusted centrally by Accounts Office as per Main Office circular No. A/VIII/674/PC dt. 10.5.84 and C of A (Fys) circular D.O. letter No.A/VII/674/PC dt. 10.4.84.

(ii) Are the MROs linked with T.E. Register?
(g) Accommodation Residential

(i) Is any Register maintained of applicants for 

allot​ments Fy. Quarter.

(ii) Is recommendation of names for allotment of Quarters for a particular type made on the basis of priority/seniority(in case of deviation the reasons should be investigated) 
(h) Fictitious Code heads 
(i) Is Register maintained or record and watch the clearance of fictitious code head operated in a month as intimated by EDP section of M.O.

(ii) Is a list of code head operated by the section given and are maintained by each task holder. 
(iii) Is remedial action taken to avoid recurrence of operation of fictitious code head?
19. OFFICIAL LIBRARY
(i) Whether official library is there? A Register showing the list of books, their price & source of Receipt with No. and date of letter maintained?
(ii) Whether books are issued under the signature? Concerned indivi​duals in a Register?
(iii) Is stock taking of books carried out yearly and a report is rendered to M.O. in due date?
(iv) In case of any loss of book, the same is regularised as per procedure?

20. 'D' SECTION
(a) Cheques/Cheque Pads
(i) How is the cheque Books/ cheque pads kept (blank)? 
(ii) Are required number of blank cheques drawn by the concerned Auditor under the initial of SOW/ AAO and A.O
(iii) Is there any account maintained for cheque books & cheque pads? 
(iv) Is the account balanced daily after use?

(b) Reconciliation of Schedules-III with that of D.P. sheets

(i) Is the reconciliation of schedule with that of D.P. sheets carried out daily ac noted in a Register as per Para O.M. Pt.11 Vol.(I)

(ii) Are the schedule-III with all connected documents sent to M.O. Accounts Section regularly?
(c) Issue of cheque
(i) Is any cheque handed over to third party?
(ii) Is any cheque handed over to any individual of the Factory who is not authorized to collect cheque?
(iii) Whether any duplicate cheque issued without obtaining ‘No payment certificate’ from the concerned bank and Indemnity Bond?

21. REGISTERS

Are all registers prescribed in the office Manual and various circulars issued from Main Office being maintained do reviewed monthly? (List of Registers maintained should be obtained by Inspection team)
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Signature of SOs (A)/AAOs of 'G' Section & 'D' Section 
Signature of the A.O I/c of 'G' Section do 'D' Section
INSPECTION MANUAL
LABOUR SECTION
	1. It is ensured that the entries in the Accounts Records are correctly brought forward from the previous Accounts Records and a certificate to that effect got enforced.

2. Are the primary documents received in Time? Is the even flow of Piece work/Day work cards being maintained? 
3. Is the attendance checked on daily basis by comparing the Acquaintance Rolls with Casualty reports and the total No. of IEs actually present, recorded on the outer sheets of Accounts Record? Whether discrepancy reports for incorrect marking of attendance were raised and record of settlement of discre​pancies kept?
4. Is the summary of attendance
in the Master Roll being initialled by the Accounts Staff? Whether the progressive weekly attendance of each IE as marked in the A/Rolls is being verified in audit and posted in Accounts Records.

5. Are the primary documents being initialled in token of their been audited by the Accounts Staff and with a view to identifying the persons who priced the piece work/day work cards.

6. Are the primary documents signed by authorized persons and OT sanctioned by competent authority?

7. Is the leave record being maintained in the proforma prescribed vides Ministry of Defence No. 84932/Org-4(Civ) (a) 22775/ D (Civ-II) dt. 29.3.71 and subjected to audit as prescribed?

8. Is it verified that in the case of IEs coming on transfer from other factories/ formations, pay has been drawn as per details given in the LPCs, FOs, and Service records.

9. Is it ensured that pay is got fixed in all cases of promotion/demotion/re​employment.

10. Is the date of next increment and period of the non-qualifying service being noted in the Accounts Records?

11. Are the leave wages calculated correctly under the Departmental Rules and the Fys Act.?

12. Are the DW Cards posted in warrants and SWODs including these for indirect WOs and the total time of work as per the muster rolls tallied with the time booked to jobs or DW Cards? 
13. Have the various schedules in r/o RDR heads being forwarded in time to the M.O.
14. Are the piece work cards posted in the warrants before payment?

(b) What is the number of P. W. and D. W. cards not posted in Manufacturing warrants on date? up to which month postings have been completed?

15. Are the lists of completed warrants forwarded by the Fy monthly and action taken thereon promptly?

16. Are the NRRs audited before payment? 
17.
Are the Piece work rate forms finalized within 3 months?

18. Are the new PW Rates or revisions thereto scrutinized in post audit with the technical details furnished by the Fy and examined from financial post of view to ensure correctness of the same?

19. Are the higher figures of pricing in PW cards whether in words or in figures. 20. Are the higher figures of pricing in PW cards whether in words or in figures. 
21. Are allowances like, HRA CCA do DA and fringe benefits such as O.T., Incentive Bonus, honorarium for master craftsman, Night duty allowance being paid correctly?

22. Are all supplementary bills included in the Agreement Form of Labour? Is the Cross-linking in Agreement form of labour and disbursement certificate done to ensure that no supplementary bill is omitted nor accounted for twice in the D.C.?

22A. Is the D.C. received from factory by the due date? Is it audited and adjusted promptly?

23. Is the D.C adjusted correctly in financial account and the wages of IEs compiled correctly in the financial accounts.

24. Are the demands cleared with reference to D C? And postings made in the demand registers?

25. Is the absentee payment register audited and initialled by the Accounts Clerk in token of his having done the same with reference to the lists of absentees received with the D. C.

26. Are the absentee payment sheets after complete disbursement remove and posted in the respective muster rolls?

27. Is the amount of IEs advance not far in excess to the amount disbursed? 

28. Is 20% check of wages done by Internal: Audit Cell and the results recorded in the register and the items checked initialled by the auditor who has checked them on the body of the records, as per Main office circular No. Pay/Tech-II/ 01050 dt. 19.5.87.

29. Is the review of primary documents being conducted by the Accounts ‘L’ section and results thereof recorded?

30. Is the prepayment check to the extent of 3% by Accountant being exercised and register maintained to record the results?

31. Is the recovery towards IOFWP/GP Fund made correctly?
32. Are the TA/LTC bills being submitted immediately on completion of January? Is the action envisaged in the CDA (Fys) Calcutta circular letter No. T/09 dt. 10.10.57 in r/o outstanding cases and in cases where the bills are not forth​coming, being taken.

33. Is the half yearly audit of the fixation of pay being conducted regularly i.e. 1/5 in each month.

34.
Is the date of birth noted in the Accounts wages Record with Red Ink in the month of April?

35. Is the constant D.A % sufficient to absorb the amount the amount of DA HRA CCA actually paid? Is there any under/over absorption? If so, whether it is within the reasonable limits? 
36. Are the Factory orders audited and noted by the auditors concerned and those having financial or accounting aspects issued after obtaining the con​currence of the AO where ever necessary?

37. Is the interest of various advances being calculated promptly and intimated to the factory for recovery and noted in the demand register?

38. Are the registers prescribed, in O.M. Part VI being maintained and submitted to AO monthly for review?

39. Is the strength of IEs commensurate with the work load handled by the section?
40. Is the management preparing the requisite statement before sanctioning systematic OT for the quarter in justification of the same?
41.
Are the guarantee wages to piece workers being paid correctly as per orders? 
42. Are there cases of P.Ws being paid guarantee wages consistently? If so, whether any disciplinary action is taken by the management.

43. Does Govt. sanction exist for idle time payment for other than Authorised reasons which are “within control” In case idle time for authorised reasons becomes necessary for more than 6 days, is the sanction of the DGOF being obtained?


44. Are the advance payments of wages on the eve of festivals or leave under factories act made correctly and their recovery/adjustment watched properly? 

45. Are the belated payments sanctioned by G.M.? Does the sanction of CDA (Fys) exist for amounts booked to W.O. 02/00074/00 representing related claims? 
46. Are the claims under W.C. Act 1923 audited in accordance with Paras 98 & 99 of O.M. Part VI after ensuring that the factory management has imple​mented the requirements of the Act? 
47. Is the Fine-Fund Accounts audited as per Para 102 O.M. Pt VI and the requisite certificate rendered to CDA (Fys) annually?

48. Are the payments of subsistence allow​ance made correctly as per rule? 

49. Are the claims for reimbursement of medical expenses children Education Allowance, 
Reimbursement of Tuition fees paid accordingly to rules?

50. Are the superannuation statement of IEs being received in time from factory/ inspectorate and audited list thereof maintained in the prescribed proforma? 
51. Are the increment sheets to the extent of 5% being selected and audited in the details with reference to primary records maintained by factory?
52.  Are old outstanding
demands being reviewed and progressed properly? 
53. Are Account records for June and December of each year kept for 35 years and the rest for 6 years properly, as per Main office circular No.M/PR/1050 dt. 3.3.69.

54. Are cases of high profits in PW Sections being intimated to the Mgt. for correc​tive action?

55. Are the payments made for each elements of Pay nearest to rupee? 
56. Whether objection register is maintained properly and AO exercised his financial power to clear old outstanding objection were possible and whether old outstanding objections are discussed with the GM for early clearance. 
57. Is a chart of Reports and Returns and a chart for watching of submission of Registers of due dates maintained properly?

58. Is a Master Note Book maintained in the Section and all important orders and instructions noted therein?

59. Are subject files maintained separately from correspondence files?

60. Is weekly outstanding report in respect of letters and bills prepared regularly and correctly?

61. Are work books for all the auditors maintained and a reminder chart kept along with the same and submitted regularly to the Accountant/A.O.? 
62. In case the Payment of IEs wages has been computerized
i) Is it ensured that the entitlement of different element of wages for attendance, OT, OTB, NDA, NSB, etc. are correctly filled in the input data sheets from the Muster Roll. 
ii) Are the check lists properly verified before payment made through computer
iii) Are the manual input data sheets properly recorded month wise along with the computer Pay slips.
iv) Is the 100% Post audit on Computerized wage roll of IEs carried out as
per Main Office circular Pay/Tech...? v) Is the discrepancy less 
or excess pay​ment, if any, recorded in the Register and subsequently adjusted as per M.O Circular ...
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Signature of SOs (A)/AAOs of Labour Section

                                Signature of the A.O I/c of Labour Section
INSPECTION MANUAL
FUND CELL
	FUND CELL
Has the Fund work computerized?

(1)
Month up to which schedules received from Fy management.

(2)
Month/year of schedules for which batch totaling  completed

(3)
Month/year of schedules for which data entry completed?

(4)
Month/year schedules for which check listing and updation completed

(5)
Month/year of schedules posted on computer correction of all validation, errors?
(6)
Whether the amounts (debit/​credit) are reconciled with the printed compilation and whether any      difference is noticed?
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INSPECTION MANUAL

MATERIAL SECTION

	1. Commitment Register
(i) Whether carry-in-commitments are noted?

(ii) Whether carry-in-commitment plus current commitment is being watched against the allotment?
(iii) Whether the list of outstanding supply orders (in duplicate) has been sent to the Management for taking necessary action i.e. either to short close/or cancel as deemed necessary by them.
(iv) What action has been taken for the outstanding liabilities against L.P (for more than 3 years)

(v) Whether the commitment register main​tained as per M.O. circular No. S/082 dt. 19/28-12-88.

2. Supply Order Register
 (i) Whether the Register
is reviewed yearly to ascertain No. of outstanding supply orders together with outstanding amount payable and the list in duplicate is being sent to the Management.

(ii) Whether the Register is maintained In proper format or not? Form No. IAF (CDA-93).
(iii) Any blank number is settled with the Management.

3. 90%, 95% and 98% Advance Register 

(i) Whether the Register of 90%, 95% and 98% is maintained as per M.O. circular No.S/II/031/XXII/Ordex dt. 8.12.88. 
(ii) Whether 90%, 95% and 98% advance payment made is being cleared against the 100% Receipt Voucher received from the Management keeping only the balance payment as outstanding assets as per M.O Important Circular No. S/III/4201/Statt dt. 30.12.83 (Para 4(b).
4. Spot Payment Register
(i) Whether the Register is maintained as per M.O. circular No. S/11/031/Order dated 19/27-10-87.

(ii) Whether outstanding cases of spot pay​ments for more than 2 months, 6 months and 1 year are being brought to the notice of the GM in the Monthly Liaison Meeting. If so, a copy of the Minutes of the Liaison Meeting may be obtained. 
5. Outstanding assets and liabilities
(i) Whether monthly report on outstanding assets and liabilities is being sent to the M.O. regularly.

(ii) What is the progress of linking?
(iii) What is the No. of Receipt Vouchers received in Accounts Office? How many are linked with the paid vouchers (DVs). How many remain unlinked and what is the reason for this unlinking?
(iv) What is the oldest date of outstanding assets and liabilities and what action has been taken by the Accounts Office for liquidation of outstanding assets and liabilities?

6. D.D. Vouchers

(i) What is the No. of D.D. Voucher and outstanding? What action has been taken for regularization of D.D. Vouchers?
(ii) Whether the matter has been brought to the notice of the GM regarding out​standing D.D. Vrs. in the Liaison Meeting, if so, a copy of the minutes of the meeting may please be collected.
7. Stores-in-transit
(i) What is the number and amount of stores-in-transit?
(ii) What action has been taken for regularization of stores-in-transit?
(iii) What is the oldest date of stores-​in-transit?
(iv) What are the reasons for the out​standing?

8. Outstanding Railway Claims
(i) How many Railway Claims are outstanding with value and year wise breakup?
(ii) Whether the matter has been taken up with the Management in the Liaison Meeting; if so, a copy of the Minutes of the meeting may please be obtained. 
9. Outstanding Loss Statement
(i) How many items are outstanding with latest position?

(ii) Reasons for outstanding?
(iii) What action has been taken by the Accounts Office (Last reference number & date)
9. (A) Auction Sale

(i) Whether minimum reserve price fixed with the concurrence of LAO
(ii) Whether the issue voucher is promptly acc​ounted for in the PSL and necessary adjustment is given to the difference between sale value and book value
(iii) Is prompt action taken to forward M.R.O. to regional controller for adjustment and watch for the T.E. number and copy of P.M. from them?
(iv) Is the amount is reflected in the CCO2.
10. Audit of Supply Order
(i) Whether the supply orders are audited as per procedure?

(ii) In case of supply orders placed as per the decision of Tender Purchase Committee & whether the Minutes of T.P.C. are checked with the Supply Orders.
(iii) Whether any late tender has been accepted as per M of F (Deptt. of Expenditure U.O. No. 1039-E-II (A)     /84 dated. 22.6.84 circulated under OFB No. 14/4/MM (P7) dated 15.9.84. Late Tender/delayed Tender should not be considered
10A  Guard File
(i) Whether Guard File for keeping the Minutes of Tender Purchase Committee is maintained as per M.O. circular No. S/II/031/XXII/Order dt. 8-12-88. 
(ii) Whether Supply Order No. & dt are noted in the Minutes of the TPC as per M.O.Circular dt 8-12-88.
10B  Audit of SHIS

(i) Whether before placing of the Supply Order or before convening any Tender Purchase Committee Meeting SHIS are invariably concurred in from financial angle and the checks as envisaged in Para 248 O.M. Pt-VI are carried out.

(ii) Whether Register of SHIS is being maintained as per Para 248 O.M. Pt-VI.

11.  L.P. Bills
(i) Whether LP Bills Register is main​tained properly and bills are passed as per the date of receipt.

(ii) After bills are passed and DP Sheet is prepared only after entering the same in the DV Register.

(iii) DV Nos. is noted in the Bill Register against the relevant bill No.

(iv) All LP Bills are invariably passed only after obtaining credit verifica​tion from Material Ledger Section.

(v) Whether any payment is made prior to Audit of supply order
(vi) Whether before payment of any bill date of delivery is checked with reference to the actual date of supply.
(vii) Whether payment of electricity charges to the state electricity Board is with reference to contracted demands. If not what action has been taken to regularize the excess payment?
11.  (A) Security Deposit Register.
i) Is the Register maintained properly and separate pages are allotted for cash/other than cash items.

(ii) Before release of S.D. (Cash) necessary confirmation regarding credit verification is obtained from M.O. and recorded in the register
(iii) How many cases of S.D. over 3 years are held? Are they current or lapsed? What is the action taken to adjust the lapsed deposit?
11.   (B) Cancellation of Cheque
(i) Whether a register is maintained to enter all cancelled cheques and issue of fresh ones.

(ii) Is monthly report rendered to M.O regularly?

12.   P.S.A
        Whether the certificate to the effect that "the discrepancies of quantitative balance of stores between the Bin Card and Store Ledger as revealed from stock-taking sheets prepared during the quarter ending have been reconciled" has been rendered to Main Office within 2 months of the Annual Consolidated Store Accounts as per M.O. circular No. S/081 /IV dt. 23.2.78 & No.S/081/IV dt. 5.8.78 (This certificate should be rendered by 25th of the month following the quarter ending June, September, December & March).
       When the monthly PSA during last 6 months rendered to Main Office AA/Section.
       Whether the certificate to the effect that “the discrepancies of quantitative balance of stores between the Bin Card and Store Ledgers as revealed from stock-taking sheets prepared during the quarter ending have been reconciled” has been rendered to Main Office within 2 months of the Annual Consolidated Store Accounts as per M.O. circular No. S/081/IV dt. 23.2.78 and No. S/081/IV dt. 5.8.78 (This certificate should be rendered by 25th of the month follow​ing the quarter ending June/Sept./​December/March)?
When the monthly PSA during last 6 months rendered to Main Office (AA Section)?
13. Review of Primary Documents

      Whether review of primary documents (Receipt Vrs/Issue Vrs. and adjustment Vrs.) are carried out as per Note below Para 211 OM Pt-VI and a Register is being maintained properly in this regard.
14. Income Tax Register.

      Whether Income Tax Register is maintained in proper format? If so, whether yearly return is rendered to
 Income tax authorities as per Para 184(7) OM Pt. VI No. & dt of the forwarding letter.
15. Black Listed Contractors Register 

      Whether Register/Guard File for Black listed contractors maintained as per Main Office circular No. S/03102 dt. 6/22-9-73.
16. Contingent Bill Register

      Whether progressive total is carried for each transaction and the Register is maintained in proper format. Whether the list of Contingent items as envi​saged in Para 3481 DGOF’s procedure Manual do after relevant Govt. letters are consulted before admitting any contingent claim under I&M Grant. 
17. Register for the Provisional Pricing of Vouchers.

      Whether the Register for the Provisional Pricing of Vouchers as per Sl. No 13 of Annexure ‘B’ to Chapter IV - OM Pt-VI is maintained properly?

18. Register for recording IFD Receipt Vrs. for linking with the Consignor's Issue Vouchers.

       Whether this Register, is maintained as per M.O. circular No. S/1901/VRS/​SPL dt. 13-4-1970.

19.   Provisional Payment Register.

(A) Whether Provisional Payment is sanctioned by the General Manager as per M of D letter No. G (4X4)/ (Admin)/62/OFB dt. 28.6.84 circular under OFB No. 412/4/MM (Pt) dt. 28.11.86 and reproduced in Main Office Pt.-I O.O. No. AT/9 dt. 23-2-81.
(B) Whether Register of Provisional Payment is reviewed monthly and outstanding cases are pursued vigorously with the Factory Management through monthly Liaison Meeting.

20.  Progress of Expenditure
(1) Is the progress of expenditure noted against the allotment under different heads?

(2) Is
the fortnightly (now monthly) report on progress of expenditure is rendered to the GM in due date?

(3) In case the progress of expenditure is alarming/abnormal/whether the same has been brought to the notice of the GM as per Rule 114 FR Pt-I? 
21. List of Registers

Whether the list of Registers maintained?

22. Registers
(i) Whether all Registers as provided in OM Pt-VI/OM Pt-II (Vol-I) & Main Office various circulars are maintained?

(ii) Name of various Registers maintained in Material Section?

23. Reports & Returns

Whether a chart of Report & Returns is maintained?

24. Master Note Book

Whether Master Note Book is main​tained and all important order/Govt order noted therein?

25.Note Book
Are all SOs (A)/AAOS maintaining Note Book on IAFA-487 for noting all important decisions or orders effecting the work dealt with in the Section?
26. Work Books

Are all the Work Books maintained by all Sr. Auditors/Auditors/Clerks to note all letters/bills received by him/her daring the course of a day as per Para 497, OM Pt-I and submitted to SO (A)/AAO daily and weekly to AO?
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Signature of the SOs (A)/AAOs of the Material Section           
Signature of the AO I/c of the Material Section
INSPECTION MANUAL
MATERIAL LEDGER SECTION

	1. Ledger Documents
What is average No. of Demand Notes and Rt. Vrs. received per month? Is the flow of the Demand Notes, Rt. Vrs. is even? If no, what is the action taken? Was the case discussed with the Management? What is the result of the discussion?

2. Progress on Pricing of Ledger documents
(a) Receipt Vouchers
 Is the Pricing up to date If not, why not?

(b) Demand Notes

Is the Pricing up to date?  If not, why not?
(c) Whether Auditors are putting their initials with date in the Rt/Issue Vrs. and Demand/Return Notes in the prescribed column?

3. Dead Ledger Sheets
(i) What is the date up to which Dead Ledger Sheets have been removed? 
4. Posting of Documents in Ledger
(i) Is the posting up to date?

(ii) Is it always ensured that Rt. Vrs. and Return Notes are posted prior to the posting of Demand Notes and Issue Vrs.
(iii) Are the posting of Cat. ‘A’ items test checked as prescribed in C of A's circular?
(iv) Whether the drill for manual posting of Ledger documents as circulated in Main Office circular No. S/081 dt. 15.9.66 is followed? And proof sheets of the postings are kept by the Auditors and submitted to SOW/ AAOs for checking?
(v) Whether Auditors are putting their initials with date after posting of Ledger documents (viz. D/R/Notes and Rt/Issue Vrs.)

5. Unorthodox Balance
(i) Whether Unorthodox Balance Register is maintained properly?

(ii) What is the average No of Unorthodox Balance arising in last three months? 
(iii) What are the actual reasons on account of which Unorthodox Balance arose each month?
(iv) Have any steps been taken to reduce the Unorthodox Balance?
(v) If so, with what result?

6. Average Ledger Rates
(i) Are the Average Ledger Rates worked out at the end of each month? And a Register as per M.O. circular No.

S/081-IV dt. 6.2.78 is being kept? 
(ii) Are the test check on Average Ledger Rates carried out for Category ‘A’, ‘B’ & ‘C’ items?
7. Stock-verification Sheets
(i) Are the Stock-verification Sheets returned to Fy. in time after noting thereon the ledger balances? If not, what are the reasons for delay?
(ii) Whether any Register is maintained to note the discrepancies as per OM Pt-VI?
8. Review of Inventory Holding
(a) Whether ‘A’ Category items have been identified to over 80% of the total Inventory Holding.

(b) Whether ‘A’ Category items are reviewed with reference to Bin Cards and PSL and necessary adjustments passed on through PSA.
(c) Whether prescribed check to the extent of 100% by SO (A)/AAO and 10% by A.O. is carried out in respect of ‘A’ Category items?
(d) Whether Register for high value stores as envisaged in M.O. circular No. S/01006 dt. 25.1.58 (re-circulated under M.O. circular No. S/III/8203/XI dt. 23.12.81) is maintained properly as per M.O Important circular No. S/III/081/INV/TF dt. 19.4.83 and a Register are maintained for this?
(e) Whether Register of Review of primary documents as per Para 211 OM Pt-VI is maintained? And review is carried out regularly?

(f) Whether slow-moving/non-moving items are properly identified, reviewed and intimated to GM for further action.

(g) Whether the item of surplus
stores/ obsolete stores etc. are priced correctly for disposal by the Management.

9. (a) Whether all the Registers as prescribed in OM are maintained.

(b) Whether a list of all Register is main​tained and review is watched?
(c) Whether credit for Report & Return is maintained?
10. Whether the report on analytical split up of stores rendered to OFB, GM and Main Office Store Section as per M.O. circular No. AA/82/E dt. 19.5.53, OFB (DGOF) No.2755/5/SP(C) dt. 3.6.53 and M.O. store section No.S/01003/VII dt. 16.12.58 & No. S/01003/VIII dt.

11. Whether
half-yearly extraction of Ledger Balances (value only) being carried out for half-year ending March and September every year and reconciled with PSA balances through Control Register as per Para 9 of Avenue

A (Chapter-VI) Page-116 OM Pt VI as amended vide CS No. 4 of 1960. 
12.Posting of Demand/Return Notes in Material Warrants
(i) What is the average No of Demand Notes, Return Notes, Transfer Vrs. Red D/Notes, Return Notes prepared by the Management?

(ii) What is the total No. of such Vrs. not posted in the Material Warrant? What is the oldest date outstanding?

(If the outstanding more than 2 months, the reasons should be investigated) 
(iii) Are the Material Warrants paired with the completed shop copy of Warr​ants? What is No. of Material Warrants awaiting pairing? What is the oldest date?
(iv) Are there any case of overdrawal of Material or drawal of materials after completion of Warrants? If so, what is the action taken?
(v) Are there any cases wherein materials have been drawn even though Warrants has not been issued? If so, what is the action taken?

13. Quarterly Report on Reconciliation of Bin Card Balances with that of Price Store Ledger Balance.

Whether the Quarterly Report on the reconciliation of Bin Card Balance and Store Ledger Balances as revealed in Stock-taking Sheets is rendered in due dates as per Main Office circular No. S/081/IV dt. 23.2.78 and dated 5.3.78.
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Signature of the SOs (A)/AAOs of Material Ledger Section                    Signature of AO I/c of Material Ledger Section
INSPECTION MANUAL

COSTING SECTION

	I.(a) EXTRACTS:
(i) Is it ensured that all Class-I/Class-II (relating to Navy, Air Force & MES) and Class-IV Extracts have been received in the Accounts Office through Finance Division/OFB
(ii) Is it ensured that all Class-V Extracts received direct from the DGO bear clear indication that they have received the concurrence of the Finance Division/ OFB

(iii) Are all the Extracts posted in the Extract Register duly linked with the Warrant Register?
(iv) Are Extract Registers maintained properly and all particulars noted in the different columns of the register?
(v) Are separate Extract Registers maintained for separate class of Extracts and sub​mitted to the AO in time?

(vi) Whether a list of Extracts outstanding as on 31st March is prepared for each class of Extracts showing the quantity outstanding against each Extract as per Production Ledger Card and is sent to the Factory for check and return? On whether these lists are being prepared by the Factory Management and the quantity shown as outstanding therein is checked in the Accounts Office.
(vii) Whether the facts of cancellation/suspen​sion/of Extracts/ reduction/increase in the quantity ordered are noted in the remarks column of the register with the No. and date of the DGOF’s orders.
(vii) Whether in all cases of cancellation/ suspension of Extract and reduction of order, financial repercussion has been worked out according to.

(ix) Whether regularization of in fructuous expenditure due to cancellation/suspen​sion/reduction of Extracts is watched?
I.(b) WARRANTS

(i) Are all Warrants noted in the Warrant Register immediately after receipt? Is every Warrant enfaced with page number and serial no of Warrant Register where the Warrant has been entered? 
(ii) Are separate Warrant Registers main​tained for different series of work orders? Are these Registers maintained properly and all particulars noted in the different columns of the Register? Whether the Warrant Register is cross linked with Extract Register?

(iii) Are Warrants checked cent percent with the estimates by the Auditor as per Para 32 OM VI and necessary endorse​ment about the exercise of check made thereon? Is the check of Warrants with estimates test checked by the Accountant? (Inspection Team will select at random some Warrants already checked with estimates).
(iv) What is the number of Warrants not checked with estimates and not passed on to ‘L’ & ‘M’ Section? What are the reasons for delay?
(v) Has the list of outstanding Warrants carried forwarded from previous year been prepared with year wise breakup of figures?
(vi) What are the reasons for not closing the Warrants older than 12 months? 
(vii) Have the question of closing of old outstanding Warrants been discussed with the GM in the monthly Liaison Meeting and what are the results thereof? 
(viii) Has the sanction of the DGOF been obtained for extension of the life of the Warrants beyond 6 months?

II. ESTIMATES & REVISION THERE OF 
(i) Are the Estimates prepared and sent to the Accounts Office allotted serial number?   Are they
posted promptly in the Register of Estimates? (Examine the bundle of estimates still to be posted?

(ii) What are the number of estimates and the oldest date still lying in the Costing Section for checking and pricing?

(iii) What are the number of estimate and its oldest date which is lying in Material Section for checking and pricing in respect of material portion?
(iv) Are the standard Estimates reprised at least once in every six months? Is there any machinery to watch the

same? Please refer to M.O. Circular No. PR/0920/Estt dt. 7.7.89.
(v) Is there any case where Warrants have been received but the corresponding estimates have not been received in Accounts Office? How many cases have been noticed? 

(vi) Are the estimates for Civil trade order/ Export item priced immediately on receipt according to the extant orders?
(vii) Are revisions of estimates made through Revision Forms? Are they allotted serial number by the Factory Management?
(viii) Are the Revision Forms posted in the Register promptly after receipt?
(ix) Are revisions incorporated in the estimates within reasonable time?
(x) What is the number and oldest date of revision forms which are still lying for action?
(xi) Have any unusual feature/unjustified revisions of P. rates/material provision been noticed during post audit of revisions to estimates? Have such cases been reported to GM and what is the result thereof?

III.  SWODs
(i) Are SWODs received in Accounts Office immediately after they are floated? Are they signed by the competent authority?

(ii) Is the Register of SWODs maintained properly and particulars as required noted in the different columns of the Register
(iii) Is the post audit and pricing of SWODs completed within 7 days of their receipt in the Accounts Office and necessary observations issued? If not, what are the bottlenecks?
(iv) Do the SWODs bear the signature of the AO in token of their having been post audited and priced?
(v) Are separate SWODs placed for repair of separate machines?
(vi) Where estimated repair cost of a machine in labour and material is 10% or more of the original capital cost and non​recurring charges? If so, has the GM been asked to inform whether the benefit of the repair is likely to accrue for two years or more and if so, whether the expenditure has been treated as deferred revenue under the approval of the DGOF?

      Are the registers and cost cares of all SWODs for Deferred Revenue Expenditure maintained?

IV    NRR/NRMs
(i) Are NRRs / NRMs post audited/priced and value noted in the prescribed register? Are they promptly sent to Labour/Material Sections? Are the Registers submitted to AO regularly?
(ii) Are all NRRs/NRMs signed by the Mana​ger, R&E Section of the Factory?
(iii) Is there unusual rush of NRRs/NRMs towards the end of the month and, if so, to what extent.
(iv) Are the reasons given in NRRs/NRMs conducive for verification in audit? 
(v) Is it ensured that NRRs/NRMs issued are justified? Have any unusual features been noticed during post audit of these documents and objections raised promptly where necessary?
(vi) Are there cases of revisions of estimates by NRRs/NRMs such as provision of unavoidable rejection percentage in the estimate or amendment thereof by NRRs/NRMs? If so, whether the irregularities are brought to the notice of the Factory Management immediately? 
V   COST CARDS

1.  Opening of Cost Cards
(i) Are the Cost Cards opened immediately after entering the Warrants in the Warrant Register and serial No. of the Warrant Register are noted in the Cost Card? Are all particulars shown in the Warrant viz. Work Order, Warrant Number, Extract No., Estimate No. etc. noted in the Cost Card?

(ii) Are the opening entries in the Cost Card checked and initiated by the con​cerned SO (A).
(iii) Is estimated cost always noted in pencil on the Cost Cards was that estimated cost calculated within the previous six months?
(iv) Has the AO carried out test check of opening of Cost Card?

   (The Inspection Team will select A/Cs copies of a few Warrants from L/M Sections at random and see that the relevant Cost Cards have been opened and all particulars shown in the Warrants are entered in the Cost Cards)

2. Cost Card Register
(i) Is the Cost Card Register maintained properly with reference to list of com​pleted Warrants? Are the date of closing of Cost Cards and other particulars etc. noted in the Cost Card Register? 
(ii) Is the Cost Card Register kept up-to-date and regularly submitted to the AO?
 (The Inspection Team will verify at random from the list of completed' Warrants to see that (a) the same have been entered in the Cost Card Register and (b) the Cost Cards have been closed without delay. The position of closure of Cost Cards on the date of Inspection should be noted down and verified with the position shown in latest MPR Proforma ‘A’ of the Costing Section) 
3. Postings in the Cost Card
(i) Is opening Semi brought forward from the previous year in the Cost Card? 
(ii) Are the postings in the Cost Cards from the various Abstracts carried out?
(iii) What is the oldest month in respect of which the Abstract has not been posted in the Cost Card?
(iv) Are the posting of expenditure from the various Abstracts into the Cost Cards test checked by the SO (A) at the prescribed percentage?
     Is the test check also carried out by the AO?

     (A few items in the various Abs​tracts will be selected, to see that post​ings have been correctly made in the Cost Card)
(v) Is the fictitious Work Order / Warrant Register maintained and is all fictitious Work Orders / Warrants detected in a month entered in the Register?
(vi) Is regular action taken to scrutinize the fictitious Work Order/Warrant Register and transfer the expenditure to the correct Work Order/Warrant?
(vii) Is the Register regularly submitted to the AO? (The Inspection Team will select certain entries made in the Register and check its clearance by preparation of TV)

4. Closing of Cost Cards
(i) Have all Cost Cards relating to the Warrants declared completed been closed? Have detailed analysis of variances between the estimated and actual cost been made?

(ii) What is the oldest date of completed Warrants in respect of which Cost Cards have not been closed?
(iii) Are all closed Cost Cards -having varia​tion of 10% or more between estimated cost and actual cost (total as well as element wise) sent to the GM with, detailed analysis of the reasons for variations?
(iv) Are important cases of cost
variations and unusual features such as, utilisation of excess material, alternative / sub​stitute material, employment of different trades and grades of lEs, issue of NRRS/​NRMs, belated drawal of materials, belated payment of labour, heavy rejec​tions in manufacture etc. reported to the GM for his remarks and objections issued and
watched through Objection Register?
(v) What is the number of Cost Cards in which variation of 10% or more' in cost (element wise/total) have been noticed?
(vi) What is the number of Cost Cards sent to the GM for his remarks and what is the number yet to be sent to the GM?
(vii) What is the number of Cost Cards lying with the GM for over one month for his comments?
(viii) Have GM's comments on the closed Cost Cards sent to him with observation been furnished under the signature of the GM.
(ix) In respect of Cost Cards closed during the last 6 months are there any avoidable rejections?
(x) Are the rejection losses being noted in the prescribed register to watch progress of their regularization?
(xi) Are the original Cost Card of the past year/years in regard to a Warrant tagged to the current Cost Cards?
(xii)Are the Accounts and Shop copies of the completed/ manufacture and material Warrant tagged with the closed Cost Card.?
 (The Inspection Team will select a few closed Cost Cards to see the above points).

5. Unfinished Semi Statements
(i) Are the Semi Statements received from the Factory Management in time, checked with reference to the Accounts records and discrepancies settled promptly?
(ii) Are these Statements priced in orthodox procedure in accordance, with the instructions issued from time to time?

(iii)Are any items
of semi outstanding for a long time? If So, what are the reasons therefore? Has any action been taken for their clearance? 
VI   Concurrent Review Report
(i)  Is Concurrent Review Report prepared according to the existing orders and submitted on due dates?

(ii) Have any cases been noticed in which labour as booked in the Cost Card is not commensurate with the progress of manufacture?
(iii) Are there cases (a) where considerable labour payment in respect of a Warrant has been made without drawal of any material /insignificant quantity of material and/or (b) heavy expenditure under material has been incurred without any payment of labour?
(iv) Are such cases of belated documenta​tion/irregularity reported to the GM and what is the result thereof?
(v) Has any case been noticed where progress of Issues is very slow as compared to the quantity manufactured? 
VII   OVERHEADS:

(A)    Variable Overheads
i) Are Shop Budget Committee and the Central Budget Committee meetings held sufficiently in advance for the budget of variable overhead charges being framed at the commencement of the year.

ii) As Members of the Shop/Central Budget Committee, is it ensured by the SO (A)/AO that budgeted Direct Labour, Direct Material, VOH charges has been framed according to the extant order on the subject?
iii) Are budgeted VOH charges for each Shop prepared important work order wise?
iv) Are the leviable VOH percentages worked out by the Shop Budget Committee and these scrutinized/ approved by the Central ‘Budget’ Committee according to the existing orders? Are the percentages intimated, to the concerned authorities by the due date?
v) Are quarterly analysis of; budget, showing, Shop wise actual and budgetted figures prepared and submitted to the Central Budget Committee together with analytical data spotlighting, the nature and location of variation, for, their examination and comments? Are the comments of the C.B.C. together with GM's recommendation for closing the gap between the, actual and, Budgetted figures communicated to, the DGOF by due date?
vi) Are the allocation of various items of variable charges to, different indirect Work Orders made monthly basis?
     (The Inspection Team will, verify as to whether actual depreciation charges of plant and machinery,  P.S.A. items are allocated to various indirect Work Order on monthly basis).

vii) Are fictitious Work Order ‘01’ and ‘02’ series of Work Orders appearing in the S.V.C. and S.F.C. noted in the register cleared in monthly basis? What is the No. of items of ficti​tious Work Order appearing in the S.V.C. and S.F.C. statements during the last 3 months?
viii) Are step ladder percentages for alloca​tion of service section expenditure to production section shops as fixed by the Management reviewed from time to time and action taken for their revision where necessary?
ix) Are any unusual features noticed in the actual overhead expenditure under certain important heads viz,
 02/00002/00 - General shop labour 
 02/00006/00 - Maint & Repair of Plant 
                        & Machinery

 02/00080/00 -  02/00081/00, 
 02/00070/00 and   02/00358/00
x) Are the constant DA percentages reviewed to ensure that levy is not widely disproportionate to the actual? 
( B ) Fixed Overheads
i) Is register of fixed charges maintained properly and submitted regularly?

ii) Has the stabilized on cost rates worked out by the Accounts been concurred in by the Factory Management?
iii) Have there been wide variations between Actual Direct Labour and fixed charges with Datum Load figures? If so, what are the reasons?
iv) Has there been hung under/over absorption of Fixed charges levied at SOC rates? If so, what are the reasons?

v) Has there been under-absorption of fixed charges even when Factory is working, systematic overtime? If so, what are the reasons?
vi) Are the superannuation charges of the Factory calculated monthly and allocated to the respective W.Os

vii) Are Pay & Allowances of the staff allocated to the respective Work Orders monthly with reference to the monthly pay bills?

(C) Power Cost Statements
i) Are the power cost statts. viz., Electric/ Steam/Water received from the Factory Management in time?

ii) What are the due dates and   actual dates of submission of these, statts for the last 3 months?
iii) Are the unit rates of power,
steam and water worked out? How do these rates compare with the previous month’s rates?
iv) Has the cost of power consumed in each service and production section worked out with reference to unit rates and posted in the Step Ladder against the concerned sections?
v) Is it ensured that total units of Electri​city Cost Statt agree with the total units as shown in
the bills for which payments are made?
vi) Is there any transmission loss or power involved? If so how is that regulated?

(D) Monthly Cost & Financial Review Reports

      Are the Monthly Cost & Financial Review Reports prepared and sent to Administrative & Financial authorities on due dates as per MO Important circular No. PR/IV/670/DFA/MOD dated 20/21-6-89.

(E) Quarterly Inventory Status and Miscellaneous    

      Features Report.

Are the Quarterly Inventory Status & Miscellaneous Feature Reports rendered on due dates as per MO circular No. PR/IV/670/DFA/MOD dt. 20/21-6-89.

(F)  Status of Work Report

Whether monthly report on status of work rendered on due dates?
VIII. PRODUCTION LEDGER CARDS 

i) Are all the Production. Cards opened Warrant wise simultaneously with the Cost Card and are all particulars shown in the Warrant viz. work order, Warrant No., Extract Estimate No. etc. are noted in the Production Card?

ii) Are the opening entry in the Production, Card checked and initiated by the SO (A)?
iii) Are the Inspection Notes/Issue Vouchers, received from the Factory Management in even flow?
iv) Has the finished, Semi, brought forward from last year been posted in the Production Card wherever necessary?

v) Are the ‘P’ Issue Vouchers promptly priced with reference to latest actual/ re-priced estimates
and priced, copies scheduled to the consignee LAOs.

vi) What is the number of ‘O’ & ‘P’ I/Vr not posted on date in the Production Cards and what is the date of the oldest voucher.
vii) What is the number of ‘O’ & ‘P’ I/Vr. not yet received from the Factory and oldest date of the same?
viii) What are the number of ‘P’ vouchers not yet priced and the oldest date of the same?
ix) Is monthly skeleton list of vouchers received regularly from the Factory? 
x) Is the receipt of duplicate copies of I.D. list properly watched?
xi) Is the schedule of ‘P’ Issue Vrs. main​tained properly?
xii) What is the number of ‘P’ Issue Vrs. Awaiting to be scheduled on the date of Inspection with oldest date?
xiii) How is it ensured that latest estimated cost is used as the basis for pricing of 'P' Issue Vouchers and the actual, cost of manufacture become available? 
xiv) Are the production ledger card balanced/ reconciled with the Finished Semi Statement received from the Factory Management?
(a) Number of payment issues
(stock and production) that are outstanding with year​ wise breakup and value 

xv) Are all payment issue vouchers priced at quotation rates prescribed rate and
recovery thereof watched through the register of Payment Service? 
xvi) Are the register of quotation of payment issues and the register of payment service maintained promptly and all particulars noted
in the different cols. of the registers?

xvii) Is the
register of inter departmental rate book maintained, properly and the latest cost of manufacture of articles recorded therein? 
xviii) Have the cash loss in respect of civil trade worked out as per existing orders? 
xix) Are there items of finished Semi outstanding for a long time? If so, what are the reasons? And what action has been taken to clear them.
xx) Is the Manufacturing Account Statement ​‘A’ prepared independently from ‘P’ vouchers and reconciled with schedule of ‘P’ vouchers and sent to the Main Office regularly on due date?
xxi) (a) Is the Manufacturing Account Statement ‘B’ prepared and' sent to Main Office regularly on due dates?
 (b) What is the total number of cases in which recoveries from the concerned parties is due for more than a year and what are the amounts involved and action taken for their recoveries? 
IX   CAPITAL

i) Are all the ‘M’ and ‘B’ series Receipt Vouchers regularly received from the Factory Management?

ii) Are these vouchers priced promptly and posted in the schedule of Rt. Vouchers, Capital Block Register and Linking Register.?
iii) Are the Active/Idle Statement received from the Factory Management regularly? 

iv) Are the depreciation charges calculated monthly with reference to the Active & Idle Statement received from the Factory Management? Are the cal​culatations test checked? If so, by, whom and to what extent.
v) Are the subsidiary register of depre​ciation charges maintained?
vi) Are separate Block Registers main​tained for Machinery/Building: and other items? Are registered numbers, Receipt and Issue Voucher No. original cost, first year depreciation recorded, against each item?
viii) Are the items of Assets/Liabilities in respect of Capital items as shown in the Linking Register reviewed regularly?
viii) What is the action taken, to clear the outstanding assets/liabilities older, than a year?
ix) What is the action taken for the clear​ance of Capital items' held in suspense?
x) Is Punching Medium prepared regularly every month in respect of expenditure on Departmental Capital Works?
xi) Is reconciliation between cash com​pilation and the amount of expenditure shown in the monthly statement received from UA GE effected monthly?
xii) Is the amount of expenditure shown in the A, B, C, and D Statt received from the UAGE reconciled with the figure booked in cash compilation under relevant Capital Code Heads and ‘B’ series Receipt Voucher priced accordingly.
xiii) What is the number and value of Plant/​ Machinery awaiting installation and declared surplus but awaiting disposal? What are the reasons thereof?
xiv) Is the reassessment of life of machines having ‘Nil’ value made?

      (The Inspection Team will select at random each of the above items and verify).
xv) Whether
 the project registers are maintained properly and the performance of the projects watched regularly, 
X. PRINCIPAL LEDGER
i) Are the figures from CCO-2/PSA/'​Manufacturing Account Statements A & B posted monthly in the, Princi​pal Ledger? What is the
month up to which Principal Ledger has been posted? 
ii) Is the reconciliation between cash and Cost

Accounts effected regularly? What is the month up to which recon​ciliation of cash compilation has been completed?
iii) Is Total Balance prepared monthly to ensure the correctness of postings in the Principal Ledger?

      (The Inspection, Team will, examines the Principal Ledger to see that monthly postings are made and there is no deviation from the authorized procedure). 
iv) Sectional Cash Compilation.
    Is reconciliation carried out between compiled actual and p.m.?
    Is monthly certificate rendered to M.O.?
XI  PROCESS COSTING

(A) Foundry Statements
i) Are the various foundry statements received regularly from the Factory Management? If not, what steps are taken to obtain the same in time? 
ii) Are separate foundry work orders allotted for each class of articles e.g. for Iron Foundry, Steel Foundry and Brass Foundry.
iii) Has the Form-II been correctly pre​pared by the ‘L’ Section with reference to the PW Cards?
iv) Has the Form-I been correctly made out with reference to the particulars available in Form-II &III.
v) Are the quantities of materials shown in Form-III checked with reference to relevant estimates?
vi) Is any audit of the programme of manufacture of Ingots conducted to ensure that there is no indiscriminate manufacture resulting in an avoidable built up to stock?

(The Inspection Team will verify the working of foundry costing by selecting one month’s foundry statement).
(B) Process Cost Statements
i) Are the production and issue statements received regularly from the Factory? 
ii) Is the quantities of materials shown in the monthly statements rendered by the Factory Management checked with reference to the Demand Notes? 
iii) Does the unit cost of each process for the quarter compare favorably with the previous quarter's cost? 
iv) Are transfer vouchers prepared by the AO for debiting the concerned out-turn Warrants and crediting the process work order?
XII. RENT GROUP

(i) Revenue Ledger. 
(a) What is the last date of review of Relevant Ledger?

(b) What is the position of outstanding and action taken for early clearance of old outstanding?

(c) Are occupation and vacation report received in A.Os office, and linked with rent bills?
(ii) Is recovery of rent and allied charges watched?

What are the outstanding with oldest date?

XIII. Test Audit/Local Audit Objections.
(i) How many local audit and Test audit objections are outstanding?
(ii) What action taken to clear the outstanding? 
XIV Local Audit of Unit and formation.

 Is the half yearly local- audit of cash, store, M.T. Audit etc. completed?
ADDITIONAL POINTS OF COSTING  SECTION:
UNFINISHEDSEMI STATEMENTS 

Whether there is any running warrant for the last two years which are not shown in the semi statement by the management? 
WARRANTS.
(i) Is there any warrant lying outstanding for more than three years?
If so, what are the reasons? Whether this unusual feature has been high lighted to the management and what action has been taken by them in this regard?

(ii) Whether value of semis for the warrants remaining outstanding relating to the previous year/years has been taken into account in the semis statement of the current financial year?

OVER HEADS

As per the extant Govt. orders rate of DA is reviewed twice a year. Whether these likely changes arising there from are taken into account while fixing the constant DA percentage and O.H. percentages for the ensuing year?

CONCURRENT REVIEW REPORT
Whether any register in respect of common item of production is being main​tained and comparison on cost of common item of production is being carried out in accordance with this office circular Nos. PR / 1/0/1130-5(70-71) dated 5.6.70 and PR/0/1130-26 (71-72) dated 28.5.71 for rendering financial advice to Factory Management in this regard?

STATUS OF WORKS REPORT
Whether all the cost cards in respect of completed warrants shown in the status of work report for a month as completed up to the month are actually being closed.

DUES-IN (Introduced vide PR/IV/​1388 dt. 22.4.87 )
(i)
Whether amount outstanding as per the latest quarterly dues in statement agree with the figures as per books maintained in Accounts Office?

(ii) Whether amount shown as dues in against Co1.4 of the report agree with total" issues made up to the quarter?
MONTHLY COST AND F.R.R.

Whether figure shown in Part ‘A’ of the report tallies with the figure reflected in CCO-2?
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INSPECTION MANUAL
COSTING SECTION
	PROJECT.
1. How many projects are being executed in the    Factory?

2. Whether separate registers are being maintained
for each project?

3. Whether all projects sanc​tions are available?

4. Whether the registers are being submitted to the    A.O. duly signed by AAO/ ​SO (A) every month (by the 25th of each month in pursuance to this office circular no. S/VII/210309 dated 8.6.83.)?

5. Whether Factory management are
 furnishing a detailed list of plant and machinery, civil works and. Deferred Revenue (as per M.O. secret circular No. PR/0/1188/​order-III dt 24/26-4-89.)?
6. Whether management are furnishing a list indicating the ‘M’ & ‘B’ series Rt. vouchers of the Projects every month (vide M.O. circular dated 24/26-4-89 cited above)?

7. Whether project expenditure is being compiled against the correct project code? 
8. Whether wrong compilation of project expenditure is rectified in time (vide M.O. circular No. PR/0/1188/​Order dt. 30.11.87.)?

9. Whether any concurrent review is carried out with physical achievement (M&B series Receipt Vrs.) vis-à-vis expenditure incurred?

10. Whether
the compilation​ of project expenditure is watched to see that it does not exceed the sanction?

11. Whether
any delay in the compilation of project(s)

is brought to the notice of the Fy. Management?

12. Whether delay in the installation of Plant and Machinery
is brought to the notice of the Fy. Management? ​

13. Whether achievement of capacity as per project sanction is looked in to and the
fact is brought to the notice of G.M. in case of short fall? 
14. Whether
 correction cost of plant and machinery has been indicated?
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                                   Signature of- the AO I/c of Costing Section
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