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IINDA 3140303208

School O
Ram Naga
Bathinda

f Eminence

A. Impo

* Tho Gommiitae tacomandad that Panteipaln of ol achooks In o finta,

1. Complete six tier classiﬁcali;on (Major Head, Sub M

2. The classification of heads of account i

5. A reference o the rule/instructions undar which
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Checklist

4
.

rant issues to be kept .in::,:view while issuing sanctions.
ajor Head. Minor Head. Sub
Head, Detailed Head and dbjecl Head} under which the expenditure in quastion
is to be classified: .

ndicated In the sanction should be same

as provided in the demand of Grants/Supplementary Demands,

3. The particulars of Drawify and Disbursing: Officer (DDO) by whom the

sanclioned amount Is to be drawn [rom Ihe Ireasury should be Indicaled on the

sanclion;

4, Detall of avallabllity of funds with the DDO for the sanclioned amount should be

ensured;
the sanction has been issued
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s

duly stating that the sanclion has been g, i
ssued by the authority rompetent to do
50 should be included in the sanclion:
6. In respe ; .
: ect sanation for C vl .
pect of sancl AANS DI given o varous hodias, {0 must ha
specifically mentioned ns 10 whothor, the Ulilization CGortificnle s roquitad o be
oblained by the grant sonctionlng authority, If so, e period by which thes
Utilization Certificate has to be pbtained.

7. The sanction order should carreclly classify the sanctioned expenditure into

Voted/Charged calegories, where required;

8. The sanction for drawl of budgé\ed funds should not be merely to avoid lapsing

of budget provision;

9. Sanctions to write off of amounts/stores should be issued after following the

prescribed procedure laid down in Punjab Financial Rules.
B. Important points to be kept in view in preparation of vouchers.
1. The expenditure should not be i‘gncur{ed without proper budget allocation.
2. To ensure the arithmetical accur;acy of vouchers and challans.

3. The amount accounted for in the Schedule of Payment is same as the amaunt

actually paid as per Voucher. o

&, The amount accounted in the Sdhedqle of Receipts is same as the amount

actually

received as per Challan,

5. Detailed Contingent Bill should bz received within the specified period for

amounts drawn on Abstract Contingent Bill.

6. The amount actually paid as per Voucher should be same as per the receipt

signed by the recipient.

7. The total of sub- vouchers should be equal to the paid amount as per main
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: oucher. A " -
The total of Detailed Contingent Bills (including challans in case ol
refun Maod ¢ .
d of unutilized amounts) s:|!o\.|(| be equal to the amount drawn as per

Abstract Contingent Bills.
ad in corresponding

The deducted amounts from bills should be correctly book

9
eceipt, Public Account Maijor Head.

Revenue Receipt/Capital R
bed format and contains all

he bills/challans are in the prescri

g. Verify whether t
he bill/challans.

documents required 10 be attached to t
XXX XXX XXX
XXX XXX
q
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