




























































































AIR MANUAL 146
ANNEXURE vI

(See Paragraph 20.3.41(a))

List of forms to be used in the Prototype Unit, Research Department, All India Radio
(1) CPWA Series No.
1. Cash Book.
. Imprest Cash Account.
. Receipt for Payment to Govt.
. Treasury Remittance Book.
. Cash Balance Report.
- Public Works Cheque.
. Indent for Stores.
13. Account of Receipt of Tools and Plant.
14. Account of Issues of Tools and Plant,
15. Register of Tools and Plant.
21. Muster Roll.
22. Casual Labour Rolk
23. Measurement Book Works.
. 28. Hand Receipt.
29. Pay Bill of Work Charged Establishment.
53. Transfer Entry Order.
55. Advice of Transfer Debit/ Credit.
56. Acceptance of Transfer Debit/ Credit.
57. Register of Transfers Awaited.
58. Register of Sanction of Fixed Charges.
59. Register of Miscellaneous Sanction.
61. Schedule Docket.
64. (Revised) Schedule of Works Expenditure.
67. Suspense/ Deposit-Register
74. (1) Classified Abstract of Expenditure
76. Schedule of Debits/Credits to Miscellaneous Heads of Account.
76 (A) Schedule-of Transactions Adjusted Under the Head “Cash Settlement Suspense Account”,
77. Schedule of Debits/ Credits to Remittances.
(2) Some Special Local forms used in C.P.W.D. Workshop.
1. Requisition for Material from Store Specimen

2. Delivery Memo forms
attached.
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AIR MANUAL 147

ANNEXURE VII

(See Paragraph 20.4.1)

BRIEF NOTE ON THE COSTING SYSTEM

Form No. 1—Goods Received Note. (Annexure 8)

This is prepared as and when each consignment is received and provides a record of materials purchased.
This is prepared in duplicate, one copy is retained in store and the other sent to the accounts, with the

necessary certificates of receipt of materials for taking action on the invoices of suppliers as and when
received and for entering in the stores ledger.

Form No. 2-Stores Ledger (Annexure 9)

Separate folio is opened for each kind of material. Col. under “RECEIVED” are posted from the Goods
Received Note, Form No. 1. Materials under “ISSUE” are posted at Form No. 2. Purchases have to be
priced at the total actual cost incurred upto their receipt in factory, including delivery, freight, insurance,
etc. Balance should be struck with each receipt and issue. Physical stocks should be counted periodically
and the book balance and physical balance reconciled.

Summary of cost may be prepared each month if the Job is running for long periods, or on completion of
Job. After completion of jobs the cost sheet should be scrutinized by the Works Manager to satisfy that
the costs booked are reasonable, as compared to the estimates already prepared by his office.
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AIR MANUAL ' 148
ANNEXURE vIII

(See Annexure VII)

PROTOTYPE UNIT—A.LR.
INDRAPRASTHA ESTATE
NEW DELHI

Goods Received Note

Name and Address Purchase Order
of Suppliers No. and Date
Quantity Received Description Grade Condition of Goods

Counted by: Date Store Keeper

Inspected by:
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AIR MANUAL v
ANNEXURE IX

(See Annexure VII)
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Form No. 2.
PROTOTYPE UNIT—A.LR.
INDRAPRASTHA ESTATE
NEW DELHI
Stores Ledger Sheet
B in No.
Maximum
Minimum
Received Issued Balance

Date Purchase Quantity Unit Total Date Requisi- Quantity  Unit
Order No Cost Cost tion No. Cost
& Date & date

Total Quantity Unit Total
Cost on Hand Cost Cost
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1. JETEAT 21.1.1
2. SACT] 21.1.2
3. gfyreror fFareemy 21.1.3-4
4. T e 21.1.5
5. qQET P 21.1.7
6. i 21.1.8
7. YA U ARy qiramd 21.1.10
8. T9e X [Er 21.1.11
9. RERICERCRLHUIEE i R E G 21.1.12
10. BTy (gfeew) 21.2.12
11. aferfeatA-awrd st @ fa/ 7w 21.3.1
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CHAPTER XXI

STAFF TRAINING INSTITUTE (TECHNICAL)

SL.No. Subject Paras
1. Introduction 21.1.1
2. Organisations : 21.1.2 ,
3. Training Activities ' 21.1.34
4, Technical ' Manuals 21.1.5
5. Examination Cell 21.1.7
6. Stores 7 21.1.8
7. Laboratories & Other Facilities 21.1.10
8. Budget and Accounting 21.1.11
9. Payment to Professional & Specialist Service 21.1.12
10. Hostel 21.2.1-2
11. Payment of Fee/ Honorarium to Officials/ Non-Officials 21.3.1.



