STANDING OPERATING PROCEDURE FOR

SAPPER SARAI  : DEPOT BN

Gen
1.
Sapper Sarai was started on 09 Jun 1975 with aim of  providing lodging facilities for serving and Ex-servicemen and their families of the Bombay Sappers who come to visit Pune. This facility also extended to parents and relative of serving JCOs/OR who are living in barracks and cannot entertain and keep them in said barracks and  ESM and their  families who came to Pune for any work or have to visit  MH  Kirkee / Comd  Hosp or  when they come for recruitment rallies.
2.
A large number of JCO’s / ORs at the time of  retirement wish to visit the place of  historical/ religious importance alongwith their families and relatives. They are also accommodated in Sapper Sarai.

Aim
3.
The aim of these instrs is to lay down a standard operating procedure  (SOP)  for smooth functioning and the management  of the Sapper Sarai account of  Depot Bn, BEG & Centre Kirkee,Pune-3.

Accn
4.
The accn in Sapper Sarai consist of  09 single rooms for use by families and one barrack for use by 20 single man. The rooms are fully furnished with TV,  furniture, crockery and also have attached bath rooms with Geysers in every room. The barrack has 20 beds with mattresses and linen. There is a water cooler placed in the verandah with water purifier for drinking water. Accn is reasonably comfortable.

Meals
5.
Meals are provided from Depot Bn Canteen on payment, which includes morning tea, breakfast, launch and dinner. Hotcases are made available to bring  meals from  the canteen

Attending Staff
6.
There is  one NCO who looks after the day – today running of the Sarai. It is supervised by  JCO Adjt, Depot Bn.
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Rental  Charges
7.
The Guest rooms  in Sapper Sarai are allotted to JCOs/ ORs i for a period of  three days. The rent details are as under :-
	S No
	Accn
	Str
	Rent  for  Bombay Sappers


	Rent  for Non Bombay Sappers
	Meal Charges per day

	(a)
	Barrack Type Accn

NCOs/OR
	20
	Rs 15.00  per head per day
	Rs 20.00 per head per day
	Rs 30.00

	(b)
	Guest Rooms
	10
	
	
	

	
	(a)   Offrs
	
	Rs 60/- per day
	Rs 60/- per day
	Rs 30.00

	
	(b)   JCOs
	
	Rs 50/- per day
	Rs 50/- per day 
	Rs 30.00

	
	(c)   ORs
	
	Rs 40/- per day
	Rs 40/- per day
	Rs 30.00


Auth Expdr

(a)
Purchase of property items.

(b)
Any misc expdr ordered by the CO for maint.

Allotment
8.
The accn is allotted by Adjt Depot Bn. Accn once allotted, will generally not be cancelled unless there is a very valid  reason.
Responsibility  of Running and Maint
9.
Depot Bn has been given the responsibility of running and maintaining the Sapper Sarai.

Accts
10.
Sapper Sarai Account will  be operated by the Account Officer as nominated by the Commanding Officer , Depot Battalion BEG & Centre, Pune-3.
Cash Book

11.
Sapper Sarai account will be maintained in Columnar Cash Book (IAFA-811). The book will contain a certificate giving the number of pages it contains. Each page will be stamped, serially numbered and initialed by an officer. The cash book and other accountable documents will be kept  in the safe custody of  the in-charge of  accounts Offr/ Clerk.
Cheque Book

12.
Cheque book will be kept in the safe custody of the concerned account officer.  The cheque book will be drawn by the in-charge accounts clerk and when required for making cheques and the same will be returned on the same day  after issue of cheques.
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Correctness and alterations
13.
Erasures and overwriting in the cash book or vouchers are absolutely forbidden.  Any corrections/ alterations necessary for the incorrect entry shall be scored out neatly and correct entry inserted.  Each such correction or interpolation deemed necessary should be  authenticated by  the accounts officer by his initials against each entry. 

Balancing of Account
14.
At the end of the month accounts will be closed.  The balance in the cash book will be compared with the actual balance in RTC.  Statement of account from Bank will be obtained and balance shown therein will be verified for correctness and reconciled.  Assets and liabilities will be tabulated and should balance each other.

Inspection of Account by CO
15.
The account will be put up to Commanding Officer for his examination and countersignature by 10th of each month.

Handing/Taking over of account
16.
A proper Handing/Taking over be carried out whenever the accounts holder is proceeding on Annual Leave or on permt posting.  The offr taking over will check that last month balance have been correctly brought forwarded as the opening balance for the current month and will verify subsequent entries with the vouchers and cash book.

Cash in bank
17.
Cash in bank should be minimised.   Excess amount if any, be invested in short terms deposit/long term deposit.

Bankers
18.
The account will be maintained with State Bank of India BEG (Khadki) branch, Kirkee, Pune-411003 as saving accounts.

Procedure for Sanction
19.
Expenditure from the fund will only be incurred after obtaining sanction from the commanding offr.  For this, a sanction register will be maintained in the accounts section.

20.
The expdr on items exceeding the Commanding Offrs Sanctioning power will be duly got sanctioned from the appropriate auth for which a comprehensive case/Noting Sheet will be prepared.  The expdr will only be incurred after sanction has been obtained.
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Financial  Powers
21.
Power of sanction/expdr will be in accordance with the Army HQ letter No A/57035/AG/PS-3(d) dt 22 Jul 2005 as under:-


(a)
Commanding Offr
-
Rs 75,000/-.

(b)
Comdt


-
Rs 1,90,000/- 

Mode of Payment
22.
All payments of purchases be made by cheques only.  However, to avoid for making cheques for small purchases, payments up to Rs 2000/- can be made in cash.  In an unavoidable  circumstances cash payments can be made with the prior approval of Commanding Officer.

Cash Holding Limit
23.
Cash up to Rs 5000/- can be kept with accounts holder for making cash payments.

24.
Advances   For immediate purchase an amount equivalent to the cost of the items will be paid to an authorised individual as temporary advance on a proper receipt for which a suitable entry will be made in the cash book.  Once the purchases are made and relevant bills obtained, final payment entries will be made and advance liquidated.  

Audit
25.
The account will be audited quarterly by station Audit Board as ordered by Stn HQ. Proceedings will be forwarded to Group HQ for the countersignature of   the Comdt.  

26.
In addition to the Quarterly Audit this account will also  be audited by chartered accountant nominated by HQ BEG & Centre  half year ending Sep and Mar every year. The observation, if any, raised by CA will be clarified by the Account Officer and action will be  taken to settle the observation.  Audit  report of CA will be submitted to Gp HQ alongwith  reply  on audit observations duly settled by the Chartered Accountant for the perusal of  Commandant.
Station : Kirkee, Pune-03




( N Krishnan  )









Lt Col
Dated :           May 2009




Adjt
COUNTERSIGNED

