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Standing Order #o. 42 dmted 1.9.71,

subject: Internal sudit wing in the office of the
: Pirector o Transport. : :

' . In response to Govermment Circular Finance Department
No.DAT 1669/1336/69/X11 dated €.8.69 an Internal Auddt wing is
formed in the office of the Directoer .of Transbort consisting the
fellowing staff. . , e U

I

1) One Senior Auditor |
2 Two Junior Auditors. |
3. Two Junior Grade Clerks. _ , . .

4)- One Typist. ‘ - : . IR

- This staff will be under the direct’ supervision.of the |
Director of Transport; Bombay no ciasnges should be effected without
prior approval of the Director of Transport,. e

The following duties will be allocated to the Internal‘Audit Staff, -

* Reversge checking of the P.W.Rs,

: Both the clerMs w1l a iund to “he work of reproducing
entries from P.W.Rs. on the prescribed registered for the purpc:s:
on one day and on the next day ther will check them with cash tocks/ -
- money .order Register/Cheque Register/Demand Draft Register. The
quantum of taking entiries is fixed approximately 100 entries per
day by one clerk while reproducing entries clerk. sholld alsec see
last ten entries and if there is any discrepancy he should rc<e the

- -.same on a separate sheet of bpaper- and bring it teo the noétice of the
concerned. auditor who will. communicate it to the branch ccncerned
in a form of memorandum.. He will verify rate of tax and amcunt of .
‘tax paid. If tax is not paid whether non-use is given, if nct, S
Demand Notice is issued. Thne discrepancies will be rechecxed by :
the junior auditors: The clerks reprcducing the entries frcm the:
PWR..should tick the entries by red pencil under their datec )

’ - initial in the remarks colcumn so that the same entry may nct be

p reproduced for verification next time, - ‘ :

Juniofouditors

permits, Motor Vehicles brought in this state frecm =x
. on temporary permits Assessment of tav on account 7
. in pay load.

2). To- scrutinize assessment cof passenger tax.

1) To scrutinize Tax o# Goods assessment cases of newly granted

. 3) To scrutinize rayments made under_Bombay Mgtcr vehicle Tax Act
and Tax cn Goods Tax Act for issue of Tewporary r=r=its by other

! States. . : e _ :
4) To check the assessment of Z.M.V. Tax in Luz-z:= 3Section of one -
division during every quarter by each Junicr =uiit-r. - : .
'5) To recheck the discrepancies ncoticed by the .rizr clerks ¢ ' S
during reverse checking.

_16) To check Service Fostage Stamps and 10% merewr -=lue forms.
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Senior Auditor \d

1) To supervise the work of g Junior grade clérk_in.Director df
Transport Office whe is ettending +c¢ the outsidé-Audit,objectionp
and notesg thereon, - f o D

Wing and also té help junior
eir duties, : R A -

3) To scrutinize the reperts received from the audit wing of the
Regional Transport Officers/ASsistant Regional Transport Cfficers.
in respect of observations made by thun and issue Instructiens
whereever'necessary. e ' :

.’ '
4) To cCarry out SurpniSe checks of cash at inte
tion of the cash with the 'Assistant Cashiers.

rvals and verificae

T

N o - sd/-

) Director of Transport,
R Bombay, o

)
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No. Internal Audit/ON-10072,
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Standing Grder No.b3 dated 1.9.71

Subjects:- Internal -Audit in the office of the
Regional Transport Officers and
Agsistant Regional,Transport Qfficers.

As per Government Circular BFinance Department No.DAT 1669/
1336/69/X11 dated 6.8.69 Government nas decided that internal
audit.of revenue and receipts shpuld be done in all revenuc earning
departments under the supervisicn of the Head of the Department.

, Government has therefor: under Government Resoluticn, Home
Department No.MVD %370/4 1559~A11 dated 2a,4,71 sanctioned some
staff for internal audit section in all the Regional Transport

*Officer's/Assistant Regional Transport Qfficers offices. Some
staff was already in ewistance in the Regional Transport Cffice,
Bombay, Regional Transbort 0ffice, roona and Regional Transport
Office, Nagpur. ' _ :

411 Regional Transport officers and Assistant Regional

#II.EJ Transpcrt Cfficers are directed to form Audit Wing in their

officez. =For this section they should spare persons who have

szt adequate kncvledge of ‘e working of the Department. Further the

staff assignsd to ihis section should not be disturbed as far as .
possible unless they are due for premcticn and 1o additional work.
from other Traoncnes should be given to them. Thig staff will be
under the direscT supervision of tThe Regional-Transport Officer or
Asstt. Regional Tronspert Officer and over all contract cf the

Director of Transzcr=; Rembay. No change should be effected with-
out prior approvel ~f the Director ol lranspoft, Bombay. ‘

The following scrk is assigncd To the Irternal Audi® Section.

‘ \,//1) Reverse checking of every 8th M.V.No, (CBR)
- ) : 70th Folio (PWR) ‘
“after toking entries from s25S/Fins(Here every 8th M.V. will be

strictly.according to the rumTer viz. &, 16, 24, 32 .or 7, 15, 23,
31). The starting Number wil_ -- fixed by the senior Audirtor in
Regional Transport Officer, Zcminy and by Junior Auditors 1n.
other Regional Trapspert CZZitsr: offices and Assistant Regional

~ -

Tyransport Officers offices. :;nibarly,'the'starting folio number
should be fixed by senior ~-Ai-crs o in Regional Transport O0ffice,
Bombay and by Junior Audit-Ts in cother offices and every 10th

folic should be taken for o =wersc checking viz. 2, 12, 22, cr 5, 15,
15, 25. The number should no— be repeated next time. -

\/2) Checking of assegsment (T tex in case of newly regiStered
vehicles, form V of Coods Tax of newly granted permits, non~-use
cases, change of class (i.z., BT form) write off cases.

3} 5% ¥.,V.Act and Rules fecs ~hecking with papers, cdsh bock and
recelpts. o o -
L), 4 points checking of Receipt under B.M.V., Tax Act (Except in
Régional Transport 0ffice, Bombay as *this Wwork 1s already-being
carried out by the Head Clerk). Y B

“?6) % points checking bf receipt under Tax on Gocods Act.

\3K‘6) To maintain a register shoWing.disnrépancies-observed, recovery
< due and mace., : ‘ ‘ ) : : g

..2/=
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7)) Examine totalling 5% in cash borks vtilised cn every day in .

‘ g/pﬁ any day in other R &.08./1.R.T.0s, offices and initial with
da

. “cum-Receipt bocks gnd receipts broks. R

\/ﬁ@)]Checking of the ccunter folls of the tckens of tempcfary

B 4. ,—-.’---—- : L
‘//kwj-To cee whether dead stcck 1s checked every six mconths and
certificate of cfficer recorded in dead stock register.

.

N,

Difference, if any, in the total should be pcinted cut tc the |

"ihe subsidiary accounts of issue cf.tax-tckén—bumfReceipt becks

memorandum No.1201 dated 12,2.67 ruspectively.

in due dates. Whether the regonciled figures of receipts have

Regional Transpcrt O¥fice, Bembay and 10% in cash book utilised
te against that total marking tThe tctal as- Examined™.

Acccuntant of the cencerned braich imncdiately inform of a
menorandull. - ‘ -

8) Physical verificaticn of steck balznce of unused tax”token-
b . o 4 -

9) Verification of the proper mointenance by section officésjef
and Receipt Bocks. _ _ : N ST
10) Verification of wheﬁher'unqsed tax—tcken5-whicﬁ;are hot
required to be used further, are cancelled; and returned to the
Record Clerk. _ : - - S o . N

11) Verificaticn of crass entry cf the chegue/Money .Order/Ghallan.
Allccation Registers.with,Cheque/Mcney Order  /Challan depcsit
registers. “w ' R .-

'2) Verification c¢f whether, 21l the cash book entries are .
attested by Head Clerk of Regicnal Trengport Office, Bombay and-
Inspe¢tor ¢f cther. Regicna. Trensnort Offices. This is dene
during the course .f reverse checking.

A . o . N - ]
_13) Verification of whether the tax teken-cum-iteceipts Nies. ¢r

Receipts Nos. as the case may be-used, during the days tiansacticn
on a particular “ay, are noted at the beginning of the entries cf
cash transacticn in the cash heoks and whether they are correct
according tc the receipt numbers or tax token-cum-Receipts Nes.

as menticned in the cash bu X cn that day. . This may be done
during ‘the ccurse cf reverse shesking.

registraticn with C.R, Temperiry A Forms.

15)_To check up and ensure tnat reccnciliatioﬁ of "expenditure énd
receipts is carried cut by the secticn concerned according to the
time schedule given iniS.0. 16 of 1968 dated 13.4,1968 and

16) Tc see whether the Regional Transpert Officers/Assistant .
Regicnal I'ransport ®0fficers have sent the expenditure statements

been forwarded to,the Director of Transpert cn due dates.

1

;f?) To verify whether cfficer in charge of Receipt Bocks cash

|
" books anc tax token beoks has reccrded a certificete showing the ‘
number c¢f pages contained in each book pefore it 1is brought in use.l

© 18) Recovery of agicunts in lieu of 1ishcnoured cheques should be

verified cnce a month.

9) Carrying out surprise check of cash at intervals and verifica=-
tion of the cash @;th;ihe_dealing clerks/casniers at counter. i
This work shculd be done by the senice suditor in Regicnal Trans-
-port Office Bombay and . Junicr Auditors in other offices. .

. . . , i A ) - I

20) To send monthly statemente of the above tc the directcr cf
 "ransport O0ffice gbcutrdiscrepancies-ébsgrved.andirECOVerées

made - etc, in the proforma prescribel. «Proforma attached .

L3/
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%_ 21) To reply the gutéide gudit objectisn and note therecn.

22) Te check Servﬁce postage stamps and 10% meney value forms
(by Junior Auditors). - Lo

_ The internal audit will de the werk of réverse checking cn
the fellowing lines., Junicn Grade Clerks sheculd do the work of
reprcoducing entries frem CBR and PWR in the register as rer
proforme attached on cne day and -n the next day they should check
them with cash begks/challan registers/Mcney Order Registers/
J Cheque registers, - The quantum cf taking entries should be
f (apprcximately) 100 entries per day either from CBR or PwWR |
E
i

T,

registers by cne ¢lerk. While reprcducing erntries clerk should
also see entries cf last eight quarters in CBR/10th entries in
PWR immediately preceeding entry of the current quarter and if
there is any discrepancy he shculd ncte the same alsc on a Separatl
' sheet of papeb. and communicate it to the branch concerned in form
l of a memcrandum. He will verity rate of tax and amount of tax pai
If tax is not paid whether non~use is given, it not, Demand Notice
1s issued. The discrepancies pointed cut by the clerks will be
rechecked by the senior clorks in Regional Transport Office,
Bembay anad selecticn grade clerks in otherlofﬁices. ‘

. The clerk reprcducing the entries frem the CBR/PWR should |
tick the entries by red pencil under his dated initial in the
remarks ccloumrso that the same entry shall not be reprcduced

 for verificatid¢h next time. ' : :

All the items frcm 2 tc 21 will be attended tc by the
Junior Auditors inﬂﬂegicnal,Transport Qffices and Assistant
Regional Tronsport . Officer!s cffices. In additien te thiz they
will berscnally lock after the cnses of mis-appropifation9~fra@d
refunds caoses and write off cases. In Regicnal Transport Office
Bombay Item Nc. 18 tc 21 will be attended by the Senior isuditor. ;
He will 2lsc lock after the cases of misappropiraticn fraoud |
refund cases and write off cases. Senior Auditcr and Junior
Auditers should maintain monthly diary regarding the day tc¢' day
work dene by internal sudit wing during the menth and submit it
to Regiocnal Transport Officers/Assistant Regirnal Transpcrt
Officers by the 5th on the next mcnth in the rollowing brcforma,
ana invite personally by an independent note the attenticn of
Regicnal Transport Officer/Assistant Regicnal Transport Officer
the audit pcints where immediate rectifying action is required,

L Rl I o L -.‘-—‘,_‘—. —y am u'—‘—'—_.u.n.\u,—.-—.-—n—um -y Wy me g oms e

Diary for the ménth'of. of Shri - _(Desigﬁa%ion)

ﬁnn.m...o....___....._.......,.'............_....._....._,-,_

Date ' Werk done o Remarks

-

Directoer of franspcrt, é
Bcmbay.

Forwarded tc!hegional Transpert Cfficers/Assistant
Regicnal Transport Officers/lotcr Vehicle Insvecters Ratnzgiri/
Shel oo

-

f““r/Ahmednagar/thlié/;k;;2 Yerled for informaticn s-s
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