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Rule-186. All sums of money received by way of security deposit from
contractors or others and all sums received are not the property of the
Commissioners and have been placed with the municipal authorities for a
temporary purpose only shall be received to the head “Deposit received” in the
Abstract register of Receipts (From 86)...

Rule-203. All money received at the municipal office shall immediately and
without reservation be brought to account in the cashier's Cash Book to be kept
in Form 78 under the direct supervision of the Vice Chairman. The receipts shall
be classified in the column provided according to the budget heads.

Rule-206. At the close of each day’s transaction the cash shall be verified by
actual count and the details of the cash balance shall be recorded in a bound
book in Form 79.

The cash balance certificate should be signed by the cashier and the Vice-
Chairman or other Commissioner or municipal officer in charge of the cash-chest.
The latter officer shall verify the cash balance and see that it agrees with the
balance of the cashier's Cash-book for the same day (Form 78).

Rule-207. All money received on account of the Commissioners shall be remitted
to the treasury as often as can be conveniently managed and shall on no account
be appropriated toward expenditure.

Rule-221. The Cash-book shall be kept in English in Form 83 by the accountant.
It shall be a substantially bound volume, containing a sufficient number of pages
to contain at least one year’s transactions. It shall be carefully pages before being
brought into use.

Rule-222. As soon as the Pass-book is received back from the Treasury (see
rule 211), the accountant shall compare and verify the entries in the Pass-book
with the duplicate challans and the cashier's Cash-book to ensure that all
remittance have been duly brought to account in the Treasury and the accountant
will then write up the receipt side of his Cash-book (Form 83) from the challans
and the cashier’s Cash-book.

In writing up his Cash-book the accountant shall transcribe the totals only under
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the various account headings in the cashier’s book into his Cash-book, but at the
same time he shall prove the compilation of the account and test the accuracy of
the amount and the classification of the items forming the totals by referring to all
the forms and registers in which receipts are given or collections recorded. All
miscellaneous receipts and license book counterfoils shall thus be checked daily
by the accountant, but the collections of municipal taxes should be compared
only with the sarker's collection registers after they have been duly checked
without scrutinising the counterfoils of the bills.

The date of receipt to be shown in the accountant’s Cash-book shall be the date
on which the challan is received by the Treasury Officer as shown by his stamp
and initials on the counterfoil.

Rule-223. The payment side of the Cash-book shall be posted from the details of
the vouchers and on the cheques drawn. The amount of each cheque shall be
entered as soon as the cheque is signed.

Rule-224. The Cash-book shall be balanced on the last working day of each
month and signed by the Chairman or Vice-Chairman in token of the correctness
of every entry made therein. The balance brought out shall be stated both in
words and figure and shall within three days of the close of the month be agreed
with the balance shown in the Treasury Pass-book, thus:-

Rule-240. All the entries on the receipt side of the Cash-book (From 83) shall be
posted by the accountant one by one direct from the Cash-book into the Abstract
Register of receipts (Form 86) and all the entries on the payment side of the
Cash-book shall be similarly posted into the Abstract Register of expenditure
(Form 87).

When transactions under any head are very numerous, it will be best to open two
or more columns with the same headings, and the headings under which there
can be no transactions may be omitted.

Rule-241. The Abstract Registers shall be kept in English and shall be posted as
often as may be convenient, but in no case later than 10 days after the close of
the month to which the account relates.

Rule-242. The cash transaction in the Abstract Registers shall be totalled every
month and the grand totals of the different heads of receipts and expenditures
must necessarily be equal to and shall be compared by the Mayor, Executive
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Officer or Secretary with the total receipts and payments in the Cashbook. He
shall initial the Abstract Registers in token of having made this comparison.

Rule-247. At the close of every month, the totals under the various heads of
account recoded in the Abstract Registers shall be entered in English by the
accountant in the separate register in Form 89 and 90 against the corresponding
heads under the appropriate month.

If it is desired to show the expenditure in greater details than according to the
prescribed budget heads, additional details heads may be inserted in the
Register of Expenditure.
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