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_avoid the Audit Qbservation the Details of Register/Book to be maintainéi/
sy State/DPO. '_ | ' T o
From perusal of the INTERNAL/STATUTORY/A.G. Audit reports of
various DLOs the books and registers are not maintained in Generic. Maintenance
of following Book Keeping are mandatory in all Districts Level Offices. After the
approval for payment of the bill, the following activities should be maintained for
passing the bill as such bill will automatically became a VOUCHER -

01.  Register of Fixed Assets should be maintained properly as per MFM&P-64
in Annexure —V
02.  Register of Stationery /Consumable Stores (Format enclosed)
03 Bill Register (Format enclosed)
04.  Register of Temporary Advance for Staffs, NGO and TA/DA/MFM & P-76-]
Annexure-VI
05. Register of Civil Works Advance (Component-wise)
06. Register of received cheque book from Bank
07.  Register of Grants received separately from State Office/MFM & P-96-1
Annexure-XI
08. Register of Cheque issued (Format enclosed)
09. Register of Monthly Salary of Teachers
10. Register of Utilization Certificate (U.C)FMF & P-106-16
1. Register of Attendance of Employee & Leave register
12. Register of Bank Reconciliation Statement (BRS)
L. Monthly Statements
II.  Cheque issued but not presented in Bank
III.  Debited by the Bank but not taken in Cash-Book
13.  Bank-Book should be yearly binded (Computerised Sheet)
14, Separate register of Audit Repox’trs Statulory/Internal/AG Audit should be
maintained.
15.  Register of outstanding Audit Objection as per MEM&P-110.1 in Annexure-

XXIV
16.  Register of liabilities created and its settlement maintained

17. Register of Diary/Dispatch
18.  Separate file register '
19. Log-Book of Generators/Govt. Vehicles/Telephones
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