Government of West Bengal

Department of Panchayats and Rural Development

63, N.S. Road, Jessop Building, Kolkata-700001.

   No. 4671 / PN/O/I/4P-2/06                                                                   Dated: 14. 09. 06

O R D E R

The Government in the Panchayats and Rural Development Department for some time past is considering the imperative need for introducing computerized accounting and fund monitoring system and also for computerization of other functional process in the Gram Panchayats of this State. A software package named Gram Panchayat Management System (GPMS) has been developed for that purpose. The software package has been installed on pilot basis at as many as 188 different Gram Panchayats. It has been observed that the use of the software has proved to be effective in terms of reduction of time in maintenance of accounts as well as ensuring accuracy. But these Gram Panchayats are also maintaining the books of accounts manually, as the present West Bengal Panchayat (Gram Panchayat Miscellaneous Accounts and Audit) Rules, 1990 has no provision to permit keeping the system generated books of accounts. So it is considered necessary and expedient to make necessary orders so as to eliminate duplication of works of maintenance of accounts both through computer as well as manually. On careful consideration of the matter, the Governor, in exercise of power conferred by section 212 of the West Bengal Panchayat Act, 1973 (West Ben. Act XLI of 1973), is pleased hereby to issue the following instructions for the guidance of all the Gram Panchayats for the purpose of maintaining computerized accounting and fund monitoring system.

1. The concerned Panchayat Development Officer or Panchayat Accounts and Audit Accounts Officer as may be authorized, by an office order, by the concerned Block Development Officer, for this purpose shall maintain a Register as mentioned in paragraph 10 of this order for recording the names of different users, their designations and roles in (i) data entry, (ii) verification of entries, (iii) supervision of data entry constituting maintenance of the whole system of accounting. The role of a user shall be any one of the two categories, which are classified as Operator and Verifier. The Panchayat Development Officer or Panchayat Accounts and Audit Officer as the case may be shall assign a user ID and an initial password to each of the users and record it in the register which shall be kept in his personal custody confidentially and the user ID and password shall not be disclosed to any other person excepting the concerned user. The concerned user shall immediately upon receipt of the password, log into the system and shall change his/her password.

2. The Secretary or Sahayak as may be decided by the Pradhan will be assigned with the role of Operator. They will be able to add, query data in the voucher entry form. 

3. Executive Assistant of the Gram Panchayat shall be assigned the role of Verifier. In case, the post of Executive Assistant is vacant, the Sahayak shall be assigned the role of operator and the Secretary may perform the role of verifier.  The Verifier shall check each and every entry and verify the vouchers by use of verification mode in the voucher entry interface (for both receipts and payments). Thereafter, there shall not be any scope of deletion or addition of any voucher.

4. As soon as a fund is received or an expenditure is incurred necessitating entry in the books of accounts, the Operator shall enter it in the system using the voucher entry form and get a print out of the system generated receipts and payment vouchers, as the case may be. In case of receipt of money from outsiders, Miscellaneous Receipt in Form No 5 of the West Bengal Panchayat (Gram Panchayat Miscellaneous Accounts and Audit) Rules, 1990 shall be generated by the system on the pre printed stationery. 

5. The Operator in charge of recording receipt of money shall print money receipts on pre-printed paper containing the name or logo of the Gram Panchayat, printed in watermark. The receipts shall be printed in duplicate containing a duplicate carbon, which should have ink on both the sides. Each such receipt and its duplicate shall bear a machine printed serial number suffixed by a code, which may distinguish a Gram Panchayat from other Gram Panchayats within the district. Each Gram Panchayat should have a unique code called LSG code and a list of LSG code has been given in Annexure-I of this order. As long as the pre-printed papers for printing money receipts are not available, the existing procedure of issuing money receipt in form 5 shall be followed.

6. After issue of receipt to the payee in Form No 5 of the West Bengal Panchayat (Gram Panchayat Miscellaneous Accounts and Audit) Rules, 1990, the duplicate receipts shall be preserved in bounded volume containing 100 receipts serially. A certificate of number of pages in the bounded volume showing first serial to last serial number of receipts, mentioning the missing serials and serial numbers of spoilt receipts shall be recorded on the front page of such bounded volume of duplicate receipts.

7. At the end of each day of transaction when recording of all the transactions have been completed, the Verifier shall log in to the system and verify all receipts and payments. After verification of all transactions occurring on the day, the verified Cash Book in Form 1 of the West Bengal Panchayat (Gram Panchayat Miscellaneous Accounts and Audit) Rules, 1990 shall be printed. The Pradhan shall then proceed to authenticate the Cash Book by putting his signature on the printout of the Cash Book after being satisfied that the balance shown in the Cash Book is correct and the printouts shall be preserved serially for consecutive days in a File. At the end of each month printouts for the whole month shall be bounded in volume and a continuous serial number shall be inserted manually on each page of the Cash Book on the top right hand corner and a page certificate for the whole month shall be given on the top page of the bounded volume in the following manner:

“Certified that the Cash Book for the month of _________________ contains _________ number of pages from ___________ to ____________.”

8. Similarly at the end of each month, the subsidiary Cash Book(s), Ledgers and compiled collection and expenditure report shall be printed, verified and maintained in bounded volumes. Continuous page number shall be inserted manually on each page of the subsidiary Cash Book and General Ledger on the top right hand corner and a page certificate shall be given on the top page of the bounded volume in the same manner as prescribed in Para 7.

9.  After each day’s work, the operator shall take a back-up of the work using the back-up module within utility. Copy of the back-up (mbd file) should be taken in a CD on every week as a safeguard against any data loss due to sudden break down of the system or any other disaster.

10. The User ID and password allotted to each Operator and verifier shall be maintained by the Panchayat Development Officer or Panchayat Accounts and Audit Officer in a Register in the form as stated below: -

Register for User ID and Password

                     _________________ Gram Panchayat

	Sl.No.
	Name of employee
	Designation
	User ID allotted
	Password allotted
	Role
	Date of allotment 
	Signature of PDO / PAAO
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11. The Gram Panchayat shall convene a meeting of Artho O Parikalpana Upa Samiti for taking a resolution prior to switching over to computerized accounting procedure from manual system. The Gram Panchayat should, however continue to use the computerized accounting system as also the system of manual maintenance of accounts simultaneously for at least 3 months until its performance is felt to be satisfactory by the GP, as well as by the internal auditor, i.e., concerned Panchayat Accounts and Audit Officer. After ascertaining the performance of the computerized system, manual system shall be discontinued.

12.  Prior to switching over from manual to computerized accounts in Gram Panchayat the following objective indicators shall be examined for ascertaining the performance of the concerned Gram Panchayat.

(i) The employees of Gram Panchayat have themselves used the system for three months ;  

(ii) they have used their own password and user ID for entering transaction to the system ;

(iii) the balances of all the Books of Accounts generated through the soft ware has exhibited the true picture of financial affairs and the outputs are at least as satisfactory as those given by the manual system,  i..e., the system generated outputs are in conformity with manual outputs;

(iv) back-ups are taken regularly, i.e. once in every week;

(v) the print outs of documents are preserved in bounded volumes as stated in the draft order and are authenticated by authorized persons.

This order takes immediate effect.

                                                                                                By order of the Governor,

                                                                                                           Sd/- M.N.Roy

                                                                                                  Principal Secretary to the 

                                                                                                     Govt. of West Bengal.

No. 4671/1(16) PN/O/I/4P-2/06                                                     Dated: 14. 09. 06
Copy forwarded for information and necessary action to: -

1. The Principal Secretary, Finance Department, Government of West Bengal, Writers’ Buildings, Kolkata – 700001

2. The Commissioner and ex-officio Secretary (Internal Audit), Finance Department, Government of West Bengal, Writers’ Buildings, Kolkata – 700001 

3. The Accountant General (Local Bodies Audit) West Bengal, CGO Complex, MOS Buildings, DF-Block, Sector – I, Salt Lake, Kolkata - 700064

4. The Commissioner of Panchayats and Rural Development, West Bengal, Panchayat Bhavan, 11A, K.S.Roy Road, Kolkata – 700001

5. The Director, State Institute of Panchayats and Rural Development, Gandhi Bhavan, Kalyani, Nadia

6. The Sabhadhipati …………………………………….Zilla / Mahakuma Parishad (All)

7. The District Magistrate ……………………………………………………………(All)

8. The Additional Executive Officer……………………………… ….Zilla Parishad (All)

9. The Sub-divisional Officer…………………………………………………………(All)

10. The District Panchayat & Rural Development Officer…………………………...(All)

11. The Block development Officer ……………………….…………………………(All)

12. The Pradhan ……………………………………………………Gram Panchayat (All)

13. The Project Director, SRD Cell, Department of Panchayats and Rural Development,

14. The Joint Secretary, MIS Cell, Department of Panchayats and Rural Development,  

15. The Budget Cell, Department of Panchayats and Rural Development, 

16. The Accounts Cell, Department of Panchayats and Rural Development.

                                                                                             Joint Secretary to the 

                                                                                       Government of West Bengal
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