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CIRCULAR

While conducting the internal expenditure audit in previous year(s) of the
offices of XEN (Civil) RVPN, Jaipur City and other offices, the following

general observations have been pointed out by the audit team(s), as brief

hereunder:-

(i) General observations related to purchase/ work orders:-

« Rubber seal of participating firm(s) is not found on tender documents.

« Seal of firm is not found on final bill(s)/ running bill(s).

« Date of agreement is not mentioned on stamp paper(s).

« Signature of concerned authority is not done on check list of works
cases.

o White fluid is used on tender documents.

« There is found huge difference in the work order amount and final bill
amount.

« Signature & seal of concerned authority is not found on ‘G’ schedule.

e Copy of GST invoices for concerned work is not found in the case
file.

« Copy of technical sanction (T.S.) is not found in the case file.

» Contract agreement is made on stamp papers purchased on different

dates. G
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(ii)

Prior approval of concerned competent authority for Extra/ Excess
item(s) is not obtained and the same is obtained after the stipulated
date of completion of work as mentioned in the work order.

The copy of previous work order is not found in file which is required
for justification of rate and the rate analysis sheet/statement is not
signed by the concerned competent authority.

Contract agreement is being executed after preparing of bill.

No written documents for rate negotiation is found only approval of
contractor regarding rate negotiation is obtained on telephonically.

Signature & seal of concerned officer is not found on tender
documents.

General observations related to Establishment, leave records

and service books:-

Casual Leave / Restricted Holidays marked in leave maintenance
register but signature of concerned authority is not found in register.
Commuted Leave is mentioned in attendance register but the same
is not found in SAP attendance statement.

Office Duty/ Tour etc. is not mentioned in attendance register.

White fluid is used in attendance register.

Cutting & corrections are found in attendance register.

Privilege Leave/ Half Pay Leave is credited in service book but
signature of concerned authority is not found.

Privilege Leave/ Half Pay Leave shown in absentee statement but is
not debited in personal file/ service book.

Privilege Leave/ Half Pay Leave balance has not updated in service

book since long and same is not verified by the concerned authority.
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Photo of employee is not affixed in service book and not verified by

concerned authority.
Base of date of birth is not mentioned in service book.

Transparent tape is not found on date of birth.

Maternity Leave of 180 days sanctioned and mentioned in service
book but the same is not found in SAP attendance statement.

Half Pay Leave is credited under probation period.

Extra Ordinary Leave availed by employee is not entered in service
book.

Date of birth of employee is not verified by concerned authority.
Detail of joining is not verified by concerned éuthority in service book
of employee.

Re-attestation date is left blank in service book.

ACP allowed to employee but service period is not verified by
concerned authority. '

Child Care Leave availed is not mentioned/ entered in absentee

statement.

The above position was placed before the 111™ Audit Committee meeting
held on 09.11.2020. The Audit Committee have taken the matter seriously
and directed that the necessary directions be issued for carrying out the

work as per the norms/ rules.

In view of above, all concerned officers are requested to make strict
compliance of the above directions as imparted by the Audit Committee
and to ensure that such type of general observations shall not be repeated
in future, failing which, the matter shall be apprised to higher authorities for

taking necessary action against the defaulting officer/ official(s).

Chief Con%e{f of Accounts

Scanned with CamScanner



Scanned with CamScanner



