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HBefore an auditaor may be espocbed to complete a satisfactory

audit, he fir
prepare the necs

has bewsn develovod by clbhers, ho mug

U omust develop a propeor audit  program  and
= If the Program
be Lrained in its use.

sy e paps

Guide for Auditor

Tho o awd: b oproceduros cablined Rerein oare  desi gried Lo
gutde  the awdy bar s pertormance of a regular audit of
Cormeral taorvaoess oy it ovemnents Lo these procechnr e

should Ly rre ey ed Lu YL SUpErvi sor for

consideration

The  detodls indioatoed  and  aress  coverod  are NOT
consider ud all—-i1ncluaive, Thoy do, however reprosent
the basiyo audit conmderation  and  coveraye.
particul at clrocumstang swrrounding each  audil will
determine btho oxbont, o sy, ef o the expansion of theso

e

This  awd:t rrocedurs L9 o bwe wvolumes, ) e
procedures, arcd L l- thae  opadiior s ghoecklisty  and
guestroentor e, The  mrodcoder os oo e Lc; be uweed  on
S sequent audi e, whoreas bhe checklicts, and

Ylennmedres will oty e ool
tonal  of 1o

REEICERVHEC PR

Lho working papere and boe

sBTBL:
Tur fabure rofoerence untl

tiled in the rc
thie retentoon puo

This procedure b Leen daveloaped ta  vover awdits in
most  Fformations withon WARRA,  Many of the procedutres
included will probably not apply  to  an  operating
division o other small foraations, since some of the
items  coveraed are nol uodee bhe control of  the Local
Mg,

After the auditor has reviewsed the  formation  bei ng
awdited, he should have no  trouble delerming ng the
auditarie functions, however being femilioar with  the
overall program  will alert his to look for auditable
function that ke might, otherwise overlook under
normal circumstanceo

Suspicion or Discovery of Fraud

Should fraud be suspooted, or disclesed, the auditor
must develop a progeam, Agrecable to Management, for
the discovery of the facts and the determination of the
amount,




fal

st that confrdent:al matters
are handled Mo acousations are to be made
and  no commbaento, obligatrag WAEDY o any kind of
Ltlemont, are Lo bho onterod into.

Caution muat

u

T e ecnential Lhat local cupervicory personnel have
an oppoaslhunaty to comment  upon the auditor "o

preliminary findings and propocsd recommendations, and
bheoappropriately summarised in the

that thoir vemar! s
sty U s

sing contrdentyal

TR VN R TR SN AT U B

Dicoretlion

vdsor monsitivoe matiera webh oo ons local pecsonnel.,

[IRSTAFTS! e sonned P ng e 0t rmal o noel edyge o
¢ ; ! § I t knowl edy ¥
Froegen by can whed addytianal light

Tocaondabione, Ty
: Porone Boovdog o an o ymporkart hear tng

[SIRET WAV TS P R N TR L
o Ehe parbicoler asl ber . This discussion has  the

fallowing wivaclagoess

ificat ion - Coan eatabjich validity and  acceplance
wt findings and reconmendations,

I dnciusion  of misdirected
Coreluea ons, Can prevent  unneceosary
acdditronal tovestiigation,

Frotection - Can AVOL L

= Can mabe o gootd working relationship. An
iapertoant factor :n offective auditing.

Audit Report

Before the zauditor propares the awdit report, ho chould
review  chapter AVO preparing Madit Reports of Valume 1
of the Irtermnal Audit Divieron - Andib Manual.

The ucy o —in-char ge has the recponsibility to  draft
the  4inal avdet report and forward e the  Reports
Secltion ol Ghe Depubly Chiaof Auditor o office.

A

The  suditor muzt be familiar with the orgaincation he
1o to awdit, The position desariptions of the members
wof  the organization showld be rovicwed o undarstand

cach employes’'s duties and responsibilities.

Fach  formation  ehould  have  assigned  the following
dullies  to  an eoployee within the organization o~ the
the duty himsel $:

Manager hoan  accepbe


http:appruiot-iLz:.ly

- Leasing, ra-leasing and wvacating all  tvpes ot
bulldings  wneluding compdaand offices, customer
service  cenbters and ares ot fices (sub-divisions

are includaed)

Coand maanvenance of all buildings

- Agsures  repalr:
within the fTormetion.
- Frocurement o1 oftice  furnlture  and  equipment

Ny procedures,

using approved oo chas

- Mantaing rocore o f otfice furniture and
aquipment,

- Recommends replacement of obsolete and
unserviceable office furniture and equipment and
preparas purchase documents for approved
replacemerls.

- Ensures the service and  repair of nffice
equipment,

- Consolidates the formation’'s requirements for

stationery and abtains, wsing approved purchasing
procedures.

- Obtaine authorized telepnone service and teleu
system and insures eanipment 1S properly

medntained.

- Coordinates the maintenance and repairs of
vehicles and monitors the repairs performed b
outside workshops or WAFDA s central repair shop
in a2 timely mannper,

- Monitors the operation of the formation’ s vehicles
to maximice velacocle utilirzation.

Folicies_and_Frocedures

The auditor must ba famliar with toe policies and
procedurgs bthat govern the organization he 15 to audit.
He: must review these to assure they are on hand, up—~to-
date and undersitood by the anployees. Ay
recommendation to changs any policy or procedure showld
first Dbe discussed wibh the auditor-in-charge who will
neek instructions from the Senior Audit Officer in-
charge of field awditors or the Deputy Chiet Auditor.

WAFDA's "Book of Financial Fowers, 1977"

This book should be with the auditor while performing
this audit for ready reteronce.
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wﬁfpe;ﬁmmepmpendiummmpfm“lmpprtént.MUD;nggiyggigiiLga_
Orders. _Issued by the Authority From_1lst July-1976  to
December-1984.

Chanter 11 Covers "t edatan s G, vreee" anm the widrtor
most e Tanyler wailh i monbentle, & Tupy should boe at
.

Liiie format o Lo Liag) SRR I YT N PRGN I audl tor s [RE-TulN

[RINIE SRR Ce I R RIS RN R Fhas i by Bl
R A N LI Lefd ) .



arking. . Areas and Grounds

Outline.  of Subject

Poadiermets a0 bt ldings
FEGLLITE Ay vt Ey protect and preserve  such
Py S1cal properties ard o provide oessential day-to-day
Loy e dfecbovm) e wiil o FHhe properties in  the

Cwnerrehily ana/Zor s

VT LT

CONAUCE oy WAFD s o Uik -

Such Aactavib e add vibo wo (L) categories - -
operating  and  maintaiming,  #l) ef which COMPrise  a
burlding meniagemeant DG A . 1 should be a common
practice for managere ot Lbuildings  to segregat 2

expenses incurred as tollows:

1. Cleaning Y. Alteration,repairs and
maintenance
Pepreciation 8. Electric ftacilities
Tanes Y. Heating facilities

Insurance (11 applacable) 1. Flumbing tacilities

H. Beneral QIR PENE 11, Elevatorsy
. ALr Conditioning (It applicable)

The responsibility  fore plannuong and SUPCrv1eing the
activitios comprising such Program may be central l-ed
ar decentrali~ed. Furbhermore, Lhe scope ot the
progeamn and o the relative Lmportance of sach Activity
will vary depending on Lypes o cteactures  and thelr
PDCTUpancies and the economic values of fhe propertices,

B

vice personned may  be

With reaspect Lo manpower,

WAFDA ' employess and/or enplovess  of contractorsg
hawving VAT e sb:ille, n0Omes Wwho normally and

cusltamarily perform tleeor work ss5ignments with little
Or My an-the-job “up2evision and some who have direct
crr=the-job supmrvision.

This audit procedurs as to SRCVE a5 a guide in making
an audib snd appraisal of some of the common activities
and services included in a muilding management program.

Objectives of Audit

The objectives of this audit are:

- To determine  thalt  investments in owned and/or
leased huildings are sateguarded through adequate,
effecient ond sconomical builddang management; and

- To bring Lo esttention those conditions for which
corrvctive aclions =zhouvld bhe tabken.
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accamplish these objectives, the awditor will, to

gxtent  decmed recess: review  and  appraise
mcwunting  practooes and records, determine that  the
burlding  wmanagemsnl progeam mecbs Lhe requirements of

sound busineos practiees  and  WAFDA ¢ formul ated
nolictes aral vaoveni e fAactuat data to evaluate

[BICEAR Rel ST VA TRTOIN

Frinciples and Fractices

A Lw o are PO one weneduded o o rormations  wethin an

AEB/Region on o yearly bascs,  cerceplt where conditions
resqulr e more freaguent v b, A 1w the practice with

obher aperatronal andita, tbowmdl bhe nec ary to
S F IR AT b e - payrot o, cach  roceipte an
disburcomenta, matoertals anet supplleas, accountse
recer vab e i) ol o mrepier Uy, coemtracta and

ry to compile

] .
inuurance,  buat 3hNLY To thoe ertenl nocesos
dabta pertinenl bo thoo auede b,

Beof orre ool ing thas aodr b the avdid tor must be familiar
with the contents ot WAFDATS "Book of Financial Fowersg,
L7 and hapler—it Eolaton %20 Services of  WAPDA s
SAHfice Orders Issued

Compendiam of Tepoctant Dircoctive
F S TR SR N SO

Thee  Firct awdst uf @ fermedidon chould require more  of
the auditor '« time, since he will be required to search

e recoode Lo comprie bk necessary tonformation
rEeGULred Lo prnpar e 0 iteling  of nuildings and
structor o i e par broeny soformation., Thiec

tondormation  wetd be orebatoed oo Lhe auditor’s  working
and cann e wlibired for cubseguent audites and

{

[RNSES EX
Wik

el e an wodate,

Grdy the moul cemman sctyvitaes and services comprising
a building management program are included in the scope
af bhits awdit procodure, thoeos being (1) Operating and
Matntaining, (2 Db liby Ser vicws, () Secw ity and
Sadely, and (2 Alloraton/Doctealion of Office Space.

Buildings Leased by UAFPDA

Since a large percontages of the buildings that house
WAFDA's  emploayees, both residence and non-residence,
the  avditor  oest be faliar with WARDA s leasing
policy.

Enciosed an thhae  procodure ds annex B 1o a copy  of
WARFRA S Lease Agracment Form, The procedwres governing
the  varroua bease arrangesaenls are to voluminous to
include in Lhis manual, however Chapter-11, Estates %
Zervice addrosses them. The duthorcty may have  issued
additional  inotruchbions from fime-to time, which also
should boe cuncidored 1o the andrtor "o review.



2.

Qperating and Maintenance

Includes cleaning services, scheduled and non-schedul ed
maintenance, alterations and repairs  to  buildings,
roadways, parting  areas  and grounds, including
appurtenances thereto, such as heating, air
conditioning, electrics]l  and plumbing systems, and
elevators.

This gecticon of Fhe audit procedurs 15 sub-divided inte
five parts: (1) General, (X) Scheduled Work, (%) Non-
Scheduled  Woirk, (4) Materials and Equipment, and (%)
Security and Satet,.

The civil works department o1 each AEE/Region  is

normally CErE oG 1) e tour  schedoiod FepaLrs and
maantenanoe o1 WAFDY Gwoed npuildirngs, tiwerefore the
formakbions i Lhee  AFE should only  be reguired to
complete  wmino rEpaars and be responsible for the

cleanness  of Ehiair ABSLOned Droperty.
9 ! |

The scheduled, non-schoduled repalr and maintenance of
hirad builcdings are bto be carried out according to the
tering of loase a groeemn b,

The anditor should determine the conditions that exist
al  each formabicn being audited and apply the audit
funclbions reguired.

- Frepars a list of all office and residental
puildings  and structures te be  1ncluded in
the auwdit  from the "Reqister of Lands and
Buildings.”

o] ldentitication, Adiiress . ownership and &
brief description of  the functional
purpose of the L.and, buildings and/ar

structures.,

] Age and book cost, 1f owned, or terms of
leasehold rights and rental

considerations, it occupied under lease,
Lax valuation and insurance coverage (if
applicable) tor each facility listed.

[w] Names  of tonants who oncupy space with
o wALthood o deass agreensnt,  rental

corsideralion and Lerns or aCCupansies,

- The aucl Lor Shonl e determine what
specy fications  have heen  established ko

maintain standards wikh ragpect to preventive
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maintenance of the building and appurtenances
thereta, Sl appearance, lighting, space
utilization and equipment (fixed, mohile and
portablel 1n accordance wilh WAFDA policies.

To  the exlent pouncblo v the awditor should
alse  delorp e 1 f auel ot andarde  are bei ng
comploed  with and whelley Lhey are  adeguate

FOr cur s enl il by wes, I¥ gpecifications
and/ar slandar de hawve not baan
eetabl tulica, L audr tor vhould give

vonarderalboon Lw the  need  and e ent of

ARPreprlate CEcomnenoat o,
Rewview  manpower o determine {a)  whether
el lding eper atione and maintenance group ig
Over o unoermannad and (b)) whether there are
Cecurring activitieo cods o conditions which
requdee a Longor a YoUnIrease or decreage in
Yhe  mumbhor 07 wueh enal oy e, If item (b))
conditions  lave  been erperienced, and  iF
Siygni ficant, male nQuity an to the reasons.

)

Fesviow pr Sriuistibions and retirements
Cobrue Lur e thelr  appurtenances) to
delermine  1f Lhey wo e properly  autharized
and recordes on bonloe i recordes.,

Consider ation should be grven Lo each item of

real IAERISTRIRR RN hutldrnys el their
anpurtonancog) bodetoermine i it jg oy sed
and/or usedal an the e ondust  of WAFDA's

business, e so dorng, ot may be desireable
te deternine the annual coor of one or nore

facilitie,

Dotermine  whothor  ofd: ce furnishinge are
compatable with needs and WAFDA s polici @s;y
whethor  the allocations of floor cpace are
consistent  with WAFDA o policy;  and whother
arean  are offectively  aoed , taking into
acoount Leo Titble or oo much gpace.

The  allocaticon o+ spoaze for employees may be
an area that aadi bors, may aver  look  since
most  WAFDA tplovens  accepl over crowded

canditiuomng, WAFDA  management  want their
Ol Oyees o have Lhe begr worling conditions
avallable, therofora, crowded  conditions
should  not be allowed to o ontinue in  most
CRS0%. Some quod  planm g can no doubt

eliminaboe many wergal sTachory situations.



- That engine

- The auditor shouwld dotermine  the frequency
and need of romtals of off-premise
facilities.

- Reviown  cuworent oracticese with respect  to
requasting  services of  building  opaerations
and i J Awonnel forr rouwtine  and
sipectal woohe Fo aramploe, are such reguests
channel ol shaowgh w0 rentrol offioe for
acct vanent od sohaeduling by a supervisor,
and oo Weorenect oopromptly acsigned and
campletod?

Devbetrming A copole roome for onsthes Job
cleaning supplioy, btools  and agquirpment are

adogquatoly apopped andd chrobegroally lonated

i etach b Ll ag.

whebher  ell sthpulabtions are being tul filled
vy the pen fros vhorotoy and determine of
rental considerations are proper,

- Bovice  vesdo e ay eesent Lo determine

Schedul ed Work

The auditor sthowid determine that:

- Freventive maintenanuse work is current  with
athedul e, Lhat  costs e proper  and  that
records thereo! are aderuate and up-to-date.

- The guality of clearsnyg within buildings and
surraunding outestde areans
- Froper ot oly prerawitons are taken to

prevent injuwores Lo rvice pergsonnel and
cthers whe  may be oan an area where work is
7

reing por Formed.

Non-schedul ed Worlk

The auditor should debormine:

- That orders for repairs and alterations  weare
oroper by aubhior s beftore wor k was

peaerformed.

aring plans and  cost  estimates
were  prepared  for major projects  and  that
actual coste were proper for the wor k
parformead.

- That contractors met  all  requirements  of
WwarDA  with  reaspect to performance bond  and
insurance.



{

That adguate oot records of  contrector's
biltlings under Fuump ssun and/or unit  cost
contracts, aced o billings for extra  work
were maintalned.

Thal  coniractor’s hallings for  labor  and
equipment raentalys were 101 accordance with the
contract agreesment.

That final project cost was properly recorded
i records Of acoount .

That retiraements from plant accounts, i+ any,
were proeperly ctated and rocorded.

Materials and Equipment

With respect to malerials, the auditor shaould
derbermlne,

0 That,  purchases  are  made  in economic
lots.

1 That wat balances of items in inventory
are  maintained wilhin prescribed and/or

rerasoaainle Timi b,

0 That shorage, invenlory and dishursing
facilities, methods and  controls  are
adeguate,

&} That  procohorged ctocks of supplies are
kapt att reasonable levels.,

0 That prropor conirols are saintained  for
Pncome derived fron sales of waste paper
antd olther asorapped materials,

0 Thal poriodic reviews are made to olear
cbonlete  and/or excese materials  from
inventory,  and  bhat the sales of  such
matweriala ore properly acceunted for and

recordead,

With respect to toolc and work equipment, the
audi tor should determine:

L That Lol and work eguipment meet
saftety specifications.

o] That replavement coslbs of hand tools and
small  power  toolws, due Lo loss  and

brreakago, ar e ol exceoosi ve .
)

10



Q That an  inventory and/or charge-out
control i in effect for tools and worls
@guipment..,

Tl s ar plant  items loaned to
enplaoyees  are to be recorded on a “TaE
Rew il o Tonue Reglister." The auditor
shoul d eV L ey thig reglater and
ascertain  Uhal ot is  being properly
mainvained.

4] That o or eventative maintenance program
is o eftect for portable  and mohile
powesr Louds and equipmente.

- With  respoect o clecbrical and  mechanical
equipmenil o bvd ldings,  the auditor should
chatermine:

[9) That parte  ligts are available for
ardering equipment replacement parts.

tovenbory of replacement partes,  if

e}
does nel include BHORsS1 ve

anbitiaes wnd obsolete 1tens.
4] That performance with respect to
contracted  gervicing and inspection of

eouipeent 1o oon accordance with service
agreenents and e satisfactory.

Security and Safety

Inelwdes sorvices,  suchooas property  patrols,
tre G and fore alarm gyshoems,  devices  to
prevent frves and mewcoleeping 1o protect WAFDA s
bty and perconnel from outside  or inside
07 damage.

R
faclre whicihr could or eades ¢

With respect Lo safe practices, the auditor should
determine:

- That raegul ar inspeclions are made to
eliminate condilions which may cause fire
and/or eeplosions.,

- That fire fighting equipnent is inspected and
serviced in avcordance with  specifications
and WAFDA s procedures

- That precsure vescels (boilers) are inspected
regularly. (14 applicablieo)

11



With
shouwi

That =zome areas may need better ventilation.
That no wator seepage conditions exist.
That wlana wave  besn made  to evacuate

butldings 1n event of disaster and that the
oo Ul large facilities)

secur ) Ly aeasures,  the auditor

!

I L gl g aroosuitiaient o prolect the

peapee by and that '..: womethod to  check  the

grards Yo determinoe of Rhey  are performing
stwtacborily e adeguate.

That T P TRR I I sanc are not perimtted
to  enter yoards and bualdinges and an entrance
e v oy mernborned whore applioabile.

That autharization or passes are required for
removal or teals ard cgupment from preni ses.,

If  employess are permitted to use facilities
and/or  Loola or egquipment a  control  system
should bhe cstabliched.

That  wriauthoriced vehicles f(cars, trucks,
motorcyslos, Gcooters  and bicycles) are not
parked on HAFDA o proporly.

That  keys nd combinations  to  storeroons,
tool cribe (room:s) , and othor storage areas
with dtems  of  high fteaptation value are
Limited to avlthorized personnel .,

That teys wre picked up from  termicated
enployeoss and conteactors,

That locks and combinations are changed when
changies  In personne) and assignments are
nu.u.lc.- for sensilive areas.

That master keys to building entrance  doars
can not bhe usaed to gain access te areas where
items of great value are otored.

That yard fencing and gates are adequate and
in good repair,

That the gate locking schedules are adhered
to applicabklie time Lables.

12



ALLOCATION/OCCUFATION _OF OFFICE SFACE

General Manager, Administration has prescribed the following
vardastick for the allocation of space in WAPDA Howse:

GaNo. Lesingn:a Gpace in  Sq. 1t
i. Ganeral Manageras A2 Y Alongwith
o P.hg.
e Chief Engineers 276 %

. Cfficore in BFG-19 120

4. Officers in BFS-17-18 2

9. Dradf tomon 80

b, Remaining Sitafs L2 %
* Five caployees will be accomadated in a bay of 274

8q.fL  giving an average of 59 sgq.ft per employse,
including record.s,

To avoid wasting space, it has also been decided that:

- All  old obhsclete and cnwanted office records should be
reviewed periodically Lo clear offices from Lnnecessary
cluttering of wasts paper  and the same  sheould  be
divposed of or doestroyed in  accordance with the
standing instructions of ths Authority,

- Office Furniture should be in  accordance with the
standard scale prescribed by the Authority; old  and
gigantic Fables should be done away with.

Even  though  the above covere the a)llecation  of space  in
WAFDA Houge, the guidelinzs chould apply through-out. WAFDA,
Sinca auditors  have  the advantaye of visiting other
offices in the couwrse of their duties, they will be able to
detect unsuitable situations and recommend solutions.

The areas an  auditor should concern  himself with are
outlined hereunder:

- Is the office aver crowded?
A over~crowded orfice does notb necessarily mean  that
the proper space is not available. The firasb item to

detect is  that records  are nobt being retained  af ter
the retention period.

A suprrvisor  may  be  occupying  larger  space Lhan
raquired, when o smaller area may satisfy his nesds and
the larger room could be utilized more afficiently.

13
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The over-crowded situation could be a temporary
condition and will correct Josold, tf the auditor can
Fecammend chang that will correct the prohlem, he
showld propara o otch Yo suppost his recommendations.

e

- Is the offroe space undor ubiliszed?
The attda tor sheuld rescarch ihe poscibility of
combining funchtions of HMAFDA to utitize all  available
GRALe.
Future plans  for L facilily chould be considered
bolore recoanmonding any chonges.,

et o I RN A TSR o not L

i Lo e :
: WAFDA o ot iice space cas)l onless the situation is
y unsud talite, bt bo wlilrce available  space and
v
’

S
e el
hopeful l
surtable  conditions for WARFDA G @

readuce AR cost  and provide  the best
L loyes,

In  addition Lo wtilization of office gpace  the auwditor
zhouid avaluate  the office  layout, which means the
arrangement of  furnibwe and equipnent.. A praper layout

increases efficiency, improves utilization of floor  space,
enables  bLetter sopervicion, better conmunications, better
: Ehe worker s comfort

wed f office coudprent, aecd oo
avid g at,

Soune af 0 bhe aceas the atds Lo should  consider 1n his
evaluation of the office layoul aro:

¢ Flow of  work should result on minpioum  wovement  of

ductments and enplayaes,

] Floor  space should be feee of obstacles to allow  {ree
movement and the leasl interruption to clher employses.
Li OFf3 cee poud psents abowld Lo ploced in the best  poscible
area o0 an pob Lo disturb wllher employeo Wbl din

Liiez,

] Office furniture shoold be arranged to allow as  much
woek area as possible and sealting arrangements  should
not  allow bhe eoploye Lo face each other unless the
work requires such an arvangement

T

€ The availability of natural and artificial light as
well  as heating and ventilation musi be considered in
arrangement of an odTioe snviconmoent.,

4] Govd house -kaepiayg showld be evident  as well as  {the
appearance of  the office should be as pleasant  as

14
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Gomuch o as
worlking

Lot btiors o oan gffice should be controlled
possible €0 as not. to  interrupt the
environment.

A sign-out orocedurs may be reqguired in certain offices
to control the movement of employees,

An  evaluation shouwld be made as to the control  of
effice supplies such as miol shores being created by
offices within a complew or eoployees  within  an
office.

1} wruction  of confidental doecuments should  alwo  be

observed.

Filing of records should be observed for  various
rEASONS guch  as a.d indered according to the
Authoarity s policies b)) eacy access Lo authorized
amp l oyees co) ounavailable to wunauwthorized employees

d.) maintained according to the retention policy, and
e,) filed neatly far easy ac and ta  prolong  the
Life of the document:s:,

tach office reaguive certain policieys and
proseduraes Lo be un file accooding to the funection  of
the  offioe (Exanples A administration office would

require  all pelicices and procsdures pertaining ta  the
atimini stration funchion.) The zauditor should determine
what  ig required and verify that they are available to
Lhe eoployees. (Folicies and proceduwes  that  are
maintained in the supervisor’'s office are nol normally
readily available to the other ewployees).

Satety in an office is normally not  considered a
problam to most enployess,  when infact many accidonto
cdo  ocow  din bkhis environment.. The auditor  should
detormine  what cafety instructions oshould be displayed
and verify they are posted. Y raview of the accident
File could revesl if the office hag  experienced  any
aceidants, - oshould also have a  method of
reporting conditions that  will result  in
appropriate

5
B3
’
£

Security is always & problem in an office environment
because of the fwnituwre, eguipment, files and supplies
available, The auditor chould evaluate the security
conbrols praclticed during worlking hours and  when the
offices are vacanl.

Fach office compler will have a person ascigned who i
responsible  and & large complex will be sub--dividecd

15
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into areas of recnoncibllstied. There should also  be
a «chain of cammand established to manage the comples.

The auditor should veridy that o chain of command has

heen asutablivhed and a eaethod of contact available to
the socurity in cag of security breeches, fire and

other annatuwral aocte

16



4.

CONTINGENT EXFENDITURES

Qs

d.

Defi

Contingent mpendi tures comprisay those charges which
are incidental Lo the managemant of an affice "as an
office” vl inelude Lhe oot of stationery, postage,
terlear am chareee Farnibure,  adverti sementys, officae
P (o count of ot
and cold wealher v tentingenl wobabl i shoent v liveries,
Fepaire i For i Lue Laxth hire on duty  connected
Wilh bhe offico  and o ther similar pett Y Chargas,

Wiy bl e teadroiie, chiaege

WAFLA = "book of Fuvangd al Fowe: o, 1977 Covers DI TR
for thegs expendt Lurog,

Outline of Sub iect

Contingent erpendy lures, as the definition indicates,
are the  aupoad. bures Lo aperate an office. Most of
Lhoee Cependiluren w1l e f ound at any office within
Lhe  WAFDY O Gan L 2t Lo, The size of  the office
alengeith  fhe functaon of the office will dictate thies
valume rogquirad,

Rocauvae e the nature of theoe eipendituwres  and  the
overall caost o WARDA,  Lhe Authority hasg established
Mty POILCies, oo e and records as a means to
conterol bherr costg,

Dhizotives  of Audg 1

Thias audit RProcedure is (o serve ag a guide in making
an audit and appraisal of some of the common activities
and  services  included sn the contingent expendi ture
pragram., The: auchrtar ig ta ASSWre management thats

- Proper control enrate gver purciase, recording and
usage  of thege supplies and services.

- Coste to others e recovered to WARDA ‘e account.,

Principles

Hefore  the  audit iy started, the auditer should bre:
familiar Wwikh the policies and procedures that cover
each activity invol ved. He should aleo be Ffamiliar

with the duties and responsibilities of the emplovess
involved in resording, verifying and approving  the
expendi tbures,

17
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v s g o B e (e

The  auditonr chould roeviaw the relevant account.  to
obtain  the necassary (nformation regarding purchases
and payment.  of retcen. Certarn registers may  he
maintained at the sub-dovisions which would requier= a

ravLow By e aeds bor
e showd b o e

Verf oy el propor budget provisions snisted  for
the experncli Luroes,

- Verify that puarchases are supported by sanction of
propor authority.,

- Comparative statements are on record, if regured.

- Furchase  agresments are executed according to the
Lerma.

The guides for avdit of the various suppli ©s, equlpment
and  servicos as listed below are further detailed in
thic audiit procedure:

-~ ShoLianery
. Foetage

- Liberary Hoo
-- Consumable JTtons
Liverieas

3

Stationery requirements are satisfied through the
Central  Stationery  Storss.  Annual  requirements  are
forecasted  and  forwarded  to  the Director, Central
Stationery Office,

shen  an ilem or a grows of 1tems  are not  available
at the Cenbtral Stores, a nop-availability certificate

e ohitadned  feom the Coentral Statonery Of fice
the offeclt  that the desived btype and qualilty  of
Loeeny e Urons crandl e asupplied from Hhee

stock in Lhe desieed Gime.
N such  werlyfroaic snad Ll b reguired  in wrgent

cases and pucchases from Lhe open mar kel can bhe  made
according ko the asture of power .

The fallowing sbeps  aoe required Lo procure stalionary
from bthe marbet:

18
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- A non—-avallability certificate is obtained from
the Caentral Stationery Stores.

- Aucogiet o prooeee slome are cerbiitied.
- Sanction o the puwrchase is obtained  from  the
compotant suthority (Refor to Book of  Financial

FPowera, 1977,

- Compety bive prices are obtained by a survey of
the market and the puwrchase 18 made.

- The purchasing of froor records a certification on
the purchase document bo indicate the amaount paid
i e bthe lTowest.

Tor Bhe guaaneicty s g

- Frayeoen @ sl vy obtaened and properly
recorded.

Register of Staltionmey

Each office is required to maintain & register of
stationery which shows Uthe quantity of various items
recelved, iasuwed  and  Lhe  balance. Each item is

allocated a separate column it the register.

gach  payge shoald hove o colemn for date,  source of
receipt Lo whom fscued,  items (cne column  for each

ttem?)  and bthoe signature of the rocepient. e balance

at  the ond of o manth (o physically verified by the
of{icer yvacherge and the rosnd bt of verification

recarded therein.

fLach  1aesus P stpported by a requisition and each
requisition should be properly  authorized by the

supervisor  or admindstrative officer and supported by
an acknowledgenent. of the recipient of the stationery,

[roe

e

Eaciy office  in Lhe WAPDO organdsation will praobably be
required Lo purchase postage stamps for ouwtgoing mail.
In order Lo contrw! this large exspenditure a register
of postage stampg  will be maintained with all the
particulare.

Register of Foolage Stampe

Fach page of the register provides columns for dates,

names of office o person to whom the mail 1is
forwardecd  and  bthe address. The register will also

tndroate il contents,  ouch ac retter number and dato,
and the cost of postage for cach piece of mail.

19



Wver: pochage ot aro purchoood,  the cost will b
antered 1o the regiater and each day’s usage will  Le
deducted  to irdicate tha bal@:nce on hand, AL the end
af wach month the cegister well be authenticated by a
reeenonait] o oo wil he wil)l conduect a physical
ver i eal aangen o hard and record a statoment
[ SN KIS PR B IR Ty ~Ling for appropriate actien on the
b oany.,

disorepanic o

Thie: Authoraty  han authorics cartain level o
mar.agemae®  bo porohoace the following:

i cal Faklications - Technical Bool:w

- Reports - Other Books to
Facilitate Offive
Business

- Specificativong and Maps

The  Coent:o ol WSPDS Labraery,  Lahaore should be  utilizeo
aas much as pogsetitae,

When boet L s swrchased they shall be brought on the

"Register  of ibary Books" and maintained  propoerly.

Rewpfsiber of « tioary Boole

Eacte  oftice  Lthat maintaing & libary is  requirod 0
maintain a2 Register of Library Books. A separate page
is marntaraed for ecach type of  boobk and the purdhaces
are recarded. Whar the bhooks are issued, the date and
wployer s name oo ecorded and when returned the date
wi bt ot wmnbered. othe ool ig nob to bhe returned o
roterere e Lo gee of oula be completed.,

A periods thventor v af  the library  showld he
prrformed  and rovorded 1o the register. svidence  of

follow-up  acbion far rebarn of material should alsa be
avai lably,

Consumalyle [Lams

Conasumab? e items ave cambation  dtems, croclkary,
elvctric balbs,  hube lights, cwilches, ebtc., and each
office  will maintain a "Register of Conoumable Ttews,

Reoisber of Convumablie Tlomg

Each office {4 required to maintain & Register of
Consumable ITteme  and  record  all items which aroe
considerad  consumed whaen palt in wse.

20
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fach rtem shoula be recorded on oA separate page  and

ch  page  shauld have a0 coloas ror date,  quantity
recaivad, auantaity rasosd tor consumption, balance and
the z.gnatiire oOF e fecep:ent,

Each  a1ssue vh o supoarted byoa requisttion and  each

regui s tion shio b L oapeze [y adthoriced by the
superyvisor pr admrsleat e ofticer and supported by

Lhe scknaowieagsasnt of the  vecipient,

Liverias (Hnntorme)

WOFDA has  aoresd o furmish unaforms at oa  prescribed
soale  and  oost o Ly certawn categories of  emplayees,

such ag  securily  guards, asub~-station attendents,
Linemsn, ELC ., and each office will maintain &

"Rigister o1 Liveraoes*.

Pie g taln cases,  the cost of liaveries will be paid as
part of the nmployee’s salary.,

Feqister of Liveris

Any  office that supplies liveries should maintain  a
regloter whoeb sihows the  particualars of issues  to the
entitled snploveens,

Each  page  snhoold  have a column for  date, name  of
emplaves the anitora s asgued and the signature of the
enployes  roceiving the issue. Separate  pages should
he maintained for  woach o =gory ot employees entitled
to uniforms and the oriteria laid down by bhe Authoraty
should be nated for gquidaence.

Telephones

Telephones may  be  Ehe  nost abuased servace WAk LA
furnishes. Theraiora, strict  control  has  to be
maintained to minimize this cost., For this purposmn a

2lephone Regilster”  will be malntained Tor each

office. CDertain monetary limits  have bpon prescribed
for office and residantial telephonaes.

tach oftice  should  have on file a record of
zanctioning  e2ach telephonse  whierh the auditor shold
vertfy. He gshould also determine that pach telenbhone
R 2 Y 1 W VB ¥ Sl W ST IR IS 1 Gvtent tow Lis rrepaye,

(The office zould s paying for sorvres Eaey are et
prrovaclad, ) Hex  showld slso versiy hhal  excess over
presecri bed limyt s recoverod 1rom the usor.,
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Telenhwn Rogo -

[N SR AR

A Toalophono Roglastor must  be maintalned {or
racordation of all trunk calle (long distance  callg).,
Each pags shoewld hoave coluammn for dates, time tiwe 11
Was macdic Lolephong omber cailed and  the station,

.

arevrg o owe i Lhe i poce of the ool The: cignature of
the  percon malbing the call wilh reforence Lo recovery

crasnal ocal toabhow e . fhoe cignatuwre of the per.on
contiol aver Lhae phone  will  alsao be

of {
thalt  pous

[CIRE ST 4 BRI o VTR Ty B R SRR R

3% Live o : Coolomontiey ro aummar o 1 s propared
shoving  thae oo dous typas of charges included 100 bhe
billing. The  oevend e will show the date 1l wis
pracel ved and the 10 responsible +or 1l
vorificotran WY appar o, N referenece Lo the

payment  vouchier onag chiegque oonbar and Lte date will be
ecorded  on the Jnviedoe, Necoveries  Iin excess of
prescribed Timits should also be on

Uiadily o

UL Loty ey ce dneluwle cweply of 0 waler , gas and
@lectra oy, Tinece Uyes ot v sy are metaored Lo

doeternine the cos it ong 2 s b of Uradlity Servic

is maintaanaed Lo control conta,  The auditor should

wer Sfy Ehal b mater e are o fact oworiiing or that
o Lhat vepatrs hove heen requested,

aevidence e

ey

o L he Wil be omaontarned f o)

SBepar ale sagos

mac Lype o A0 Wenf N page should have  columns
for datioo, (R RS nl N TN CHNIE g roeadings, canswinpkion
during btho pen dod,  cost oaf coosunption, alloacation of

CUs 2 rrET Ohee fo payinen!t wcouchar and recover sy of
vertatin cast froam indicaduaal s
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The audit  of oiffice fonituwre and equipment. will cover the
Procuremanit by maintenance and  eepairs, recarding,
depreciation, rnvenbtoary and diwsposal .

For  the purpose of this  audit, office Ffurniture and
equipment includes:

- Chasra - Water Coolers

- Tablesg - Bicyales

- File Cabinets - Reproduction Machines

- File Racks - Fersonal Computers

- Drawing  Instronenls - Calcul aters
Typowriters - Air Conditioners
Space Healers o Refrigerators
Curtains & Rugs - Fans
Cleaning Youipment . Othereg

The auditor should securso the T4 Register and benome
familiar with 1ts contents, The titles of the items
Histad ahould be according o accepted practices.,

2l AL Lrony e oo pbven Lo hiring of  wffice
tarniturs and  wpecial toole and plant since  the Boak o
Financial Fowers, 1977 alatos the following:

"Hiring oFr office fuwrniture and special tools and plant
“hall o ordinary Lo avoioed and Fhe pericd  Of hire shall
be restricted Lo gix  months within which oftice
furni bure/apecial tools and plants shall be purchased
o orequired for longer period and  the hired articles
returned. Where,  however , the period of hire esceeds
tr o months Lat not twelve mortth, approval of the next
Nigher autlior ity whiall be obtained, "

The auditor-in-charge will detormine what items are to be
inventoried, leeping 1o mind that all costly items should
be  veritfied that they actually exist, Ttems  inventoried
during  the Jant awd.t enould also be  considerec in  the

aelaction, During  the audit of inveatory the auditor will
mote note of ite cendition and determine if repaire are

necded Lo prolong its Life ar should the iten he disposed.

I items on the inventory atre at a location othor than the
of oo being awadiGed, Dhe avditor should vioit that location.

A1 e the vercsilcatron of assote o roview of the  relovant
account records should  be made to obtain informaktion
regarding purchoses cnd deternine bhe following:

- Netw  purchasns  are  supported by the sanction of the
campetent  autborsty and budget provision.
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- Tenders  were published, f required,  and enquiries
el to bhe WARDA regilstaer ed suppliers.

Wer e d

- Comparative gtatemenls were properly  prepared and
aunthenticated by tha opening  comm ttee.

- Acceptance of quotations was proper and appraved by the
competent anthority,

- Furchase agrzencsnic were noade with the proper supplier.
- Purchase  agreemenlts  were executed in accordance  with

sl berin,

-k

Iome  wera 1nupe bedore acceptance.

- Guantity and value recards were updated.
The nest stoep would ko to review Lhe dryoposal records to

ensure thatb s

-. nNosurvey  roport wasn o prepared o declare the item
unservicable  and/or abcolete. Determine that the
ttems  were  Lhe results of noreal  wear and tear  and
nalt. dua to an ineftective maintenance pragram.,

- The disposel was authoriced by the proper authority.
- The value of the aseet was deducted from the value
record corroctly  ang the guantity was adjustoed

accordingly.,

Duvring  the phygical veriticoation the  awditor should have
delarmined 11 a proper maintenance praogram is  in effect,
however, the avditor will need to:

- Invastigatse any vacoptianeg,
- Review any  cervrce  agrecmenlse and determine  if the
7

service being  patd for i actually performed  and
effeckive,

Othoer items the awvditor should veridy ares
!

- The overall value of Lhe furniture and equipment agrees
with the contral seeoanta,

- Thal Leaoo e of tlhems Lo ather formatiors Was
prroperly authors sod and properly achnowl edgad.

- Depreciation i charged accarding to the policy and the
nal anc

e i adjusled at the time of dispocal.

- Maintenance  charges  are not  out-of-line. Particul ar
attention <hould be given to any large 1nurease

¥
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DISFOSAL. OF TEMPORARY AND UNSERVICEABLE RUILDINGS

To dismantle and sell bemporary and unserviceable builtdings
the competant  aubhority is shown  below:

Authority Over Rs. 220 lacs

Managing Directors Rs. 20 lacs

General Managers Ra. 10 lacs

Chied Engirneers Rs. 5 lacs
These powers  will only be exercised atter a building has
bean declared unserviceable by a commilttee constituted for
the pPuUIrpOSe by the General Managera/Chief Engineers
concerned which  ahall  also include a Senior Engineer
(Civil)y provided thal  fhe dismantlenent of  temporary
buildings  talse place wnly after other departments  of
Government wilth  local interasts have been consulted in

regard Lo any dse they nay hoave for bthe building proposed
to ber dismantled.

To well curplas bhulidings the same policy applies after  the
commi ttee has declarad them sworplus,

o ing the aud) U of mo formations within WAFDA the auditor
will not normally be faced with disposal of temporary,

WO vl Greab l e and/or surplus buildinge,  however when the
gituation does esorslt the  auditor  should complete the

following:

Review  the  records cnd ident:fy buildings that have
heen dismantled and/aor sold.

Review 211 the rocords pertaining to the disposal  and
detarming if the aroper procedures were complied with.

wag pnvolved, the awditor shouwld vreview
the canbiract records and deltermine that all
conditions were compliod with, proper  payments wer e
made and propaer records maitntalned,

- I+ a contr

- Tf during the  audii there is evidence of  dismantling
and  the buildings are anocoupied,  the awditor  ghould
viart  tho  gitoe o determine  that conditions are  the

LUy

same as Lho records incdicabe,

Determineg Ehat the coade price 1y in-line with local
caondi tions.

Determing  that Lhe amount received for the sales has
bean praoperly ceocorded.

- PDetermine that the depreciation schedule has bea
adjusted accordingly.
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the dintenl o for the land. I+ the
land was la and ne fuether  wse is required,  the
lease shouwld cancellod. IF the land is owned and no
further use ig roguired, the land  ghould be sold. (See
Awd b oprocedure for sale af Tandd.

Deat g2t imi nge

Note.l Audit  procedures for disposal of other surplus
are  Loverid  in Audit of Disposal aof  Scrap  and
Surplus.

Mote. 2 Thie procothure 18 not intended to cover  large
schemes. Special  awdi b procedures  should  be
developed o0 thooe prode. La.
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S 05A0L OF AN fND LAND B LGHT-0F ~WAYS

Thais  auwdit mrocedurs 15 for dispmsal of land and land
right-of-ways and 15 not antented Lo cover large schemes
where  land  was acqoared for a specific purpose and later
Tound  to be sueplus., Special audit procedures should be
developed for those jrojects.

Thes
Satuations:

proocedune Lo antertod to cover the following

- Land was oL e g el for erection of temporary
facilities znd the tecilities have been demolished nd
the land hos besn declared surplus,

- Land was purchased for a project ard after the project
was developed it was doetermined  that  surplus L ang

axishs.,

- Right-of-ways have been abandoned or not used for their
original wntent and WARDA has no further use.

The auditor should mabe a list of all land acorded in the

land accounts. The list showld indicate the following:
- Identification, address and a hrief description of the

functional purpose of the land. Determine if the land
consists of buildings and/or structures.

- Date purchased, book coste and tax valuation,
- If  the larnd is leasod, securse the name of the tenants
anid a copy of the lease for revicw and determine if

the lease is being complied with and rents collected
and properly  recorded.

Nokta: This list showld rFemain 1n the auditor's work

paper to be used on subsequent audits.

A similar list should be prepared for land right-of-ways.

After the lists are prepared, the auditor should discuss
them with a knowlecdgeable person in the organization to
determine if any items have been declared surplus and if
Lhera may be a possibility that some of the items should be
disposed. After reviewiny the records, maps and sketches,
and his discussions, the auditor mavy find it necessary to
viait the area for further determination.

IT any land or land right-of-wavs have been disposed of
since the last audit, the auwditor should review the complete
file to determine i1 211 policies and procedures have been
complied with.
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The complete  Uransaction  should be followed  through  the
accounting rocords bo determine 1f the proper entries have
bean made. The «ale price ohould be compared with  JTooal
conditions and deltermine 1f the price was in order.

Land  that is not occupled by WAFDA enplayees or authorized

Lenants shouwld be roviewad to determine i unauthorized
!
persnns  are cocodpyrng bhe lLand.

28


http:accou.nt

Bl

TRANSPORT EQUIFMENT

Tranasport  equipment consicty of cars, Jeeps, pickups,
trucks, lifters, tractars, buses, matorcycles, ete., Hecause

VR

their  chortage and large coet te WARDA, management has

a great interest i the audit of transport equipment.

Fon

the purpose of thic audit procedure , it will cover the

ol lawings

Frocurement
Operation and Useage
Madrtenance and Rep
Dicposal

The auditor aust secure a list of the transport
equipment  at the formation. A review of the pertinent
accounts will veridfy that the list is up-to-date.

The auditor wmust understand  Lhe “"Book of Financial
Fowers, 1977 and further instructions issued by the
Autharity from Lime Lo time to enable a satisfactory
audi t wof peoacuranent,

A mester file is prepared for cach piece of equipment
and should contain the follawing:

- Capy of purchase order

- Capy of delivery challan/iscue note/etc.

- Initral inepecticn report

- Warranty card

- Fitnese certificate, when reqguired

- Ingpection report afber completing 1,000 K.M. of

operatioan

The auditor shaould  review  the master files ard
determine bthat procuwrement procedures were adequately
followed.

When new vehicles are recieved,  the following action
is required:

- Registration and token tasx

- Third party insurance

- Numberoed plates figed

- WAPDA "« monogram and serial nunbers are marked
The auditor should verifty that the necessary  action

has in fact been taken.
While reviewing the procuremnent files the awditor must

keep  in mind that the use of vehicles is  subject to
entitlement and that policy 1o as f0llows:
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Staff

WAFDA will provide chauffer driven, WAFDA
maintained, 1,000 CC cars for official and private
use,  along with A quota of petrol as  authorized
in the management scale.

- Managiog Diroctors and Beneral Managers
WARDY Wil arovide rhawd o er riven, WAFDA
maintaimed, 1,000 00 carys for  opfficial and
prLvate z aleog with a quota of 175 litres of
peteol per month,

- Chief Ingineers and Equivalent

WAFDA s provided two (2 options for  these
manayers as detalled hereander:

& Option fne
- WOFDEA will provide a BOO CC car without
chauffar,
- HWAFDA wmill provide a guota of 150 litres
of petrol {for official and private wse.
- WAPDA  will provide up to Re. 4,000 por
year for  maintenanco, with a 10 %

incraase per yoar, reimbursable on  an
actual expenditure basis, estimating the
useful Vife orf  the car as  five (5
yearg,

- The war wil) remain with the officer
wherever he may be posted.

8] Option Two
- WAFDA  will provide a  chauffer driven,
BOO CC car.
- WAFDA will) provide a ceiling of 150

litres of petrol for afficial use
aonly.

- The car can be used only during working
hours, the officer is not allowed to

hire the car for personal use and  the
car will be parked at a WAPDA  facility
duwring of ¢ howrs.,

Generral Managers and Chief Engineers posted in a field
environment., if authoriced by the Authority, will be
pravided a jeep for their headguarters, for field duty




only. Jeeps will be maintaincd by WAFDA, along with a
driver., The mep will be made available for  ather
towring o2fficiale as well,

Gonsultanks

L WARDS s co o ovide Lranspor totion for consul tants,
par Leras of conbracl, & 1,000 CO car will  be mado
s Tahbl e, [ v vondstroning i <. reguired,
[Per ol S0 ream L Aulhor ity auat be granted.

Dfocars are Yoo grovidod Lo WARDA in adds or grante
for  use by WUOFDA oidiciale , Lhe ald giving agency is

cequieend Vo vy SO0/ Gt D0 carrea.

Transport Fools

The Authority fos established  transport  pools  for

visiting YIFs and sentor officers of the Authority.
Lecal  officers mey use these vehicles on a payment

basis for  personal  wse,  according to  the WAFDA
LGB, The 1,000,600 CL cars are for

G

Teansporl kol e,
protocol duties.

This foliowing Yool e andd  areas servicoed are detailed
"J
hereunder :

- Is) amabad

This ponl  will cater to lslamabad, Mangla, Muree,
Tarbella and swrounding areas and it is under the
AER Chairman, lslamabad.

- Lahore

The Director Transport will maintain this pool for
the arsas wupto Sargodha, Gujranwala, Sialkot,
Feaosuar, eto,

- Karachi

The Harachi pool is under the administratiwve
control of Chief Resident Representative Karachi
(CRRED and  will  cater to  Karachi, Hub  Dam,
Hydaorabad and Qasim Fort areas.

The Authority has aiso established sub-pools Q@
detailed hareunders

This sub-pool is under the administrative control
of the General Manager (South) and will service in
and arround Hyderabad.
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[

- Deva lanas b FEhas

Visitors Lo Dot ovhan, Chashma Harrage and
Falabagh Dam site may utiiitze this  sub-poal which
15 under Lhe admnistratyrve control ot the Chief
Engines , Chashan Tghl Gand Canal  (CRBO) .

- e i

WA

Foshavar "< sub-poou!l 19 under the  adminmsterative
contr-el of the General Manager (Morth) and  will
Gupport the Fochiamar Mordan, Sawnat and

S OUNGL NG areas.
- Quetig

The  Quetto  cub-pool 1s under the administratswve
control  of Lhe ACE  Chairman, Buetta and  will
support Ouetta and surroundring arcas.

- Mul tan

The adminicstrative control of the Mulban sub-pool
will be under the N Chatrman, Malbtan and  will
provide tronsportation 1o el tan,  Bahawalpur, ot
Adu and Sahiwal arcas.

Notes The wet:  of  large  vang (L2105 ceaters)
g}

should not be allocated to a single otficial

For hio private use. They should be used by

farmations where a group of employess have to
trave! tor aoff1ciol daties within therr ar By
o Lhey should he assigned to community

CerEport

The auditor should delersine Uhwe purpose faor which
the vehicles were purchased and review the procedures
thalt  control the limile vetell:ched and wmethod of  fhe
employes 'y relnbarsenent  to WOAFDA when those limits
teeded.

Are ¢

A reviw of the perticent accounts will  verify theat
the proceduras are in fact warking.

Dperation _and Usane

Transport equipment io purchased for specific reasons

as gtated wnder procurasment. Each Fformation will
have  a person assigned that 1o responsible for the

equipment as to 1bs wse, matntenance and repairs,

The  auditor obaewid make coptact  with Lhic  pero s andd
become familiar with his dutics and responsibilibis
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A review of b Filen wa bl detrane ULy e b

accordancee with the latoedol poiroies and procedures,

The Followiag  doownoento aihoeid e avad tohle Jor Lt
aud: tor  ba yeview  and debloragne 1 the  btranuport
et pment o, being ueed proporiy and Lhat appropeiale

cevords e oo Ta e of v e abion:
el g b
e e borond ae G st opor b vourpment are oo be
-

revosdost s YMehoo e ogisbes, A page  of  bhe
AT IR AT, seone e addaltod for recording deladie
of  wack precoe ancd any teots they may  have  bheon
'-.L’]l',:? Vot

- kow Booky
toe Tt it s (ol TR e % 3 o n e S e by
Loy Bt Y AR Popar e oand eash veheole

S
should have ono. loone 10 a record of  Ltoola
supplood wrle the o vebtr ol ond part two is foer
matntaining o record of oparatiorn, by recording
the codonge and destiootcon along with bhe dato,
Eime andh porwace of Jour riy .

Yoebrtele i oo U Maneals are tus woer s and

i ivere wiirh GO Gptrind liats ard L oadd

IR EXRN T WU S ST T in acddo by, inslractione we Lo he

it acbiony dwrang fivst 1,000 Ems  of

aperabiiorn, s aw et eaceeding the break-in opeed

Lvat b andd racing Lhe motor af ter & cold  start,  buot
i : terowmiurm gy ndual by,

ad b eneing bl v :

e a3 L

s

e are bonuedd within o outside the hooe
: : : vl brips oubtyide, an authorizat ion
Lo assuad by Lhe Fogoonal Doepuly Director - Transport

TR B I T ST LU st toonae dr e for s records.,

Freum bhose vehiole. not authaorized to be taken home by
affictala, they are pobed inoan auwthorised :
arsaand e by mast be provided.

Duesng gt bon od ter completing first 1000 EMs  fuel
conwumption Lewsts are alon carriod out and yard stick
esiabliched co brlometers per litre of fuel (KEL).

To  make Lhe yards sbick realistic,  BEPL figure must be
basod  onoan average of throee rips and trials on good
and  bad  roadg inoan araa where  the wvehicle would
nurmally operato.
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The weharolo shevedld b v 0 mechanycally it
condibron and ongine perrectly toned.

i tor  awest cncnre chat fae) Conswnpton adeguate
and o acoercdong o determeed L iy signd frcant

varratren Sheme b e nornted e

Foetr ol ob b ooy Todey toonk Lorw rwsued on the  boagie
(SR IEEEE P4 TU RN IR A U AR U R deanyr gy ot dote g crgratere o
well as Lo offioras Shamp of wie aulhorizing of ricer.
il 1 s ROl are entored an v "Lng ool

Thes ey Jrer ey A 4! eletveyr Wbt gign bhe
e B O T A L S S VO Y SR R S S S SRS LA O
aa ot (SRR STy vheem o o ey e Jdarin
SNV TR ot e el b st o mwnth 0 nanmar y v o mode
sl ing thvey  weagon Solorng v B aurpoose and POL 1 aouee
AU T S TR LR Ay I

I ERERRNITRES B IR SOt thiat tho vehiiodlo rogicteor an
fact Jiabs wd Lho trancoport egurpment
At compie o e bowle choer cgarnet onltrics o the
Log Boors onoeas i wno,

I+  the foomation au borge and aony vehsoloes esiot bt
auditor  wall delect a samnle of Log  Boolks  to he

roaamitee, Foegrng v meod the Jollewing:

- Seloct at Jeast ano for 2wl Lype ob agquipment.

Duorot celeo ool Uhaoose woowead the headguar bors,
but. Labe o voprosontative sample for out laying
A Rel WO e w2l en o mey by e,
Do rest shoct e Lhat  wsre revigwed on
precvioun sundrte ey Lhie andi b report o andioad
peobioems, Uhen lhose  whould  be reviewed Lo
el myee 0 vhe came e oblems exniost.

Quicir o have made your welection, every efiort should
Breo madey Lo oompLele your reviow, I+ the vehaole o
nat. madse avatlabale (U could indicate  that  someihing

ety DO WG .

sed o e

o slart o yoaur review of  Log  Boets
velect o list of equipment Jfor review
povlaining to nadntenance and repairs. Yo
may heo able to complote both reviews at  the
sivne Bime,

Fooothe  sudll o oado oof oquipment e TO be maintained,

P OpENT ST i sham needs  ootabliched, and &
elrabl e ancd copare palioy enforced by
marragemen
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Flocuase W o o Loarge orgeoncation and covere the
antien  counbey,  cach formation will not have the <ame
o A, th R TR U s oa lorge  concentration of

vehicles  may riat, spectal  consideration may have
peen made {for mountenance and ropelrs., Therefore, Lhe
audi tor  will to determine  what  policy 1 in

effect proor b

The main three §Lems Lhe awditor will be cancerned with
are  1.) Inspeciions, 200 Fresentive Maintenance, and

E.) Repailrs.

Inspections are uwedul toole  tao monitor  the
fitnese state of vehicles and measure the sucoess
0f the maintenance and ropoiry pragrang.,

Ingpections mety e cabtegorized LS general
inepection. e bechmieal dnspaotions as fur ther
dascr e horenayder e
1 Tho o o pose 0f o Qereral anspection ie Lo
irmpect Lhe goeoneral condition of a viahicle.
T can be wasily accomplished by one  per son

wi Lhowt the wse  nf Ltools orr  technical
shillia, Ty cheei 1oy pointy listed on oan
inguecticon fora, Hhe can judge i+ the vehicle
Pv. o beiog cercod for by the driver, 1t should

tabe apprepiumately 10 minutes per vehicola Lo
7

connpd oo,

The =suditeor  showld determine 1f a  general
inspection program elohs and verify evidences

that it 10 fact 14 being dene. If no
program w@xiats,  bhe cuditor should recommend
that  the menagoer of formation assign ot
recponsL b ie porson Lo ingpect the vehicles

once a0 month and Lhie manager should inspect
all loant twa vehicoles himself once & month,

3 Tie  purpose  of bechiioal incpections is  to
check  a vehele  thoroughly to a.)  assess

the mechoentoal and eloctrical conditione, b.
idonty by dofecty, o) check repair  work, ard
4.3 aoneos  thoe  standards eoetablished  Jor

’

~

maintenance and repalr .

Technaoal cpectiong must be completed by
inspectors  knowledgeablo of vehiclaes and  be

w111 ed in lhe wuse of  tools and  test
inspections are to be

eguipment.  Technic
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rocorded and reportc prepared. They are
categorized anoooas Yy anitial, NI atter
bt sl oper ation, o) defect, d repair, e.)
aurvoy amd o F o anmuaal .,

[ATH proviousty dyaonsoed g the procurement
section, Lhoe tnrbtial inspection repart becomss the

bravei o et b oo wnere, gilwves vehicle
specsticabyun and aobthee aaedal Totormation and the
repor tow il be Founad dn o the venlele master file.

The  nepoctron arier tndial running is completed
for 1 nose vohodiee ) noramally after the  firat
L0 bls wr witabover bhe manuf acturer specidilos.

Tte  prupooa v Lo dhotormg ne that VAF1IOWS movIng
parts  are properly  beddod. Fucl consumption
yardulbichs st ol eotoblished duaring thaa
inagpoclion and apecifioc as BEPL OO0 lometors per
Iy L) o PE-B WMideg por ol donm) .,

When A hetver coportys problems a cdetfact
inapee bl svovonductod o locate and adentidfy
the prablen betore ropatrs can be  recommended.
Thewo Jnupections wll o detinately  reguire an

expuorimnoed mechang o,

A Lo wepny o coompleted o repalr inspeclion
i PRI P L tw debtarming A
removal Seecticicatlon o reported  defoeocte b))

genuwine ceplacemenl parts e spares ware  actual ly
vepates, and dor state oui the

ween, ol ) gualaly

verlb e, This | actoen may require  to be done
in stage, v MAJOr epALra are hoang

peedormad .

weh ol components  are belng
wthep Formatiang o being
dea od o dhbaposal o cuevey cnspection wrlld

Wit

trayens
Cons
he roguiroed.

AN technloal inopections are te chech  the
condition and standavd of the maintenance pragram.
Moslt Formaltions will have this annual inape

performad by  a transporl staff from a highar
headyuartera. Ay annual technical  inspection
reporl. summary will be completed for distribution
tor Phe  hrgher eoagemsnt of  the inspected

foraalion,

Fowrywrh 1w b

nleran

Froventyve  wmarntencenoe must be  performed  on A
raegular basia (F Lhe program 1s ta be effeclive,

The aackl o shoald  detoraine the preventive
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mal ntenance netabliched {for tho
formalion Doeing aud anid then determine if the
: wally wn effect and producing the

progeoam s
requarad e

ntenance program  wyll

N IRESTaRI D! arevenbhivce me
coms et at  a.)  daxly  bor o monthly, and  ¢.)

g L Vo nbenanoe,
Daiiy mod nlenanao, nermedly  rotersod Lo A
operator o muonbenaere sl be pertaorned by the
drivor or oporator ond oo tats of cor tain b
Dedtore, durang and e ter ogoralion., These inclade
cleaniinneae, o s el Level o, 1wk ayen,
Cightness or Fuilonge,  Uyre pragsura, battery and

relolod conno Crone, brghta, hoarng fray fan bells,
atarter, Auisw during aperation and obher abnorma 1

condi bione.

Monthly moinlenance 1o normelly  alww pecfor wed Dy
the dreaver, hawervor an erperienced  mechanic
should  seporviwe  amd assrob since Gt inc Ludes
checking U cleanlineus., water and il lTevelas,
air and wil filbere, brabte flaid, tightening of
taoee fittings, tighknese and condition af helts,
checking  nd cleanloness of hattery and  rolated
connsetLond, hocking i Jeal ags and the

Gerovicang i Lhe vobole, v 4 requared.

Guartarly Mt nbunianee  coguires an  @xperienced
meinand ¢ voance U gnrciudes o thorough cleaning
of  the wohiwle,  cheebing and  wservicing the
mechan: cal ad webaee Lot axd PR H R Lneiuding
@ngdne, beanom ©560n, uontrole, susparsion and

the cehsole for unusal nol ses and
worling ot the  engine, steering,
cn and ather acchanical items.

[QR O MR R
the  of

cluich,

Repoaire  otiteald  be made when defects are +ound
et ther during  Lhe various inspections or during
the slages  of prevenbl ve maintenance. The
audi tor e d doterming what policies  and
provedur sa are 1nowef fect o repairs, (Has  WAFDA
gstablished Fanair facilities for the  formation

or are repoirs performed by local worksehops”

A review of the pertinent accounts will give the
audi tor a lint of reparr costs which  he  should
PRV LOW. Her should pay particular attention  to
large repalr charyges,

pihiloe rovwiing the repare charges Lhe  dauld tor
will ke interested :n the tollowing:
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(] Wae tho ropa e U oraxr wear amd toas or
minuses by operator?

0 Counld  Lhe  ropaars hove beoen  prevented  af
Prope:s asintencnce and/Zor inspections were

oy

pee For s

¥ Were  eoumatoes recerved  and i temized to
enablc propor o analyorn
@] Wac, propoer appr oval recolved before work was

atthor i zed?

© Wares Lives vardastich for vezhicle repar
consul ted  before o decision was made  to
author poe the expendl ture?” ( See Annex. "AY)

Iw] Aare the cost ot repalr parts in line with

mar ot praoec’™

avcording to local

H
J

4] AT
conditrong’

o Gowld the oosve have been paid oand the work
nat per formed”

0o Hao  proper oredit besn racelved for exchange
of party th Al have o value as wsed part
(Eotampd e okt way byeoa, fuel punpe, obtc,)

[4] Have necessary unlries  been made 1n the Log

pooks cad e anopoel s arda?

An analysis  of repaldr. wil!l allow  the auditor o
14 I .

detormine Lhats

0 Thes Joupeet g A oor are not being

perforned as scheduied and are effective  or
reed  Jmpravemeni,

o The proverntive  asalotenance program is or is
not effective.

(] The drivers are or are not properly trained
anc  wupervised, (A roview of the accicdents
wher o vehic) e wore snvolved will help  make
Lhia debormination .

The andr tor Shoued now  have  deternined  that
acoursition cast of vemicles is a great burden
Lo the  WAFDA  budget and the maintenance and
repalr costas add to that burden. Each formation
mfm-\uv-r‘ chonld Lo aindoroed that hre costa Qe

in-tur war ho atvioed of areas that rienasdd

10N ea.
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Diapoual of Johiel o

whern a

[T B Y E T T W A | ERENG

The

i
vehicie o congidored for Jdiaposals

v b oan accident .
areenrlenarve due ta age  and/or

!
0o Flepairs
condr b o,

v Heayomd (RIS I ConLrs ol dering the

romatrrg taede! o Tufer,

A comml Uhee wil) noraally be formed Lo ourvey the
Fitneus  of v ol s v siprogal Thay will
Rrepoar s N copart whr ol cread d conbaine

(& Fartioatar s o the vehicle, tncluding cost
1

o g aling condiiyong

Ssrnee date of purchase

¥} Inpaeevron
4] Total vepair costs

shoivaler of vopain o
sment of romainiog wseful afe

recommendat s ona

recaommendation for disposal 19 approved by

ko oauthor by, Ui wenielo w1l b

0t aceor g L WAFDA a disposal

ared o] o ated to Pegional AField Stores
opesal action.,

I+ the
the compe
disiposed

roodoe e

wilhin one manth Lo aw:

T obtarn Gorepbatement velhele, Lhe  survey

rapoct o will o ns coasidered,

The atditor whenld review  the fites on ail
divpoued vahicles Lo assure the praper procedur e
orenords adousted
are sold to emplayees,

[STEN S Foad Vo and  anee
aceordingly. I+ vohicles

agsurse the  oolicy woe
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YARD STICK FOR VEHICLE REPAIR Annexure At
-ANNUAL EXPENDITURE OF ’
\.fHOR_REPAIR AND SERVICE

KAJOR REPAIR WHICH IS HORMALLY REQUIRED AFTER

COVERING X.M. SHOWN TN THE REMARKS COLUMN =
TR VEAICLES MINe TERGINE TERIRE [STEE- | ELEC~ | HONTALY T Body TOTL TECIRE T FOSHY ™ DER= | STEE- | SIOR= | TR 10D T UNS TUTAL | RENARRS
NOJ MAKE & TYPE| TUMING RING. | TRICAL | SERVICE | WORKS OVER~ -] ISH & TING | RING | OBSE- | SMrsd spr-1 Foms
N TRAMS— HAUL- | SZAT & BUSH- ! RVER | STON. IMG. | SEEN
MISSION e HEP-{ PAIN- ! BEAR-
AND UN- AIR { TING. | ING
FORE WORN
SEEN - STEE-
. - RING
KT .
- 2 3 4 5 6 7 ] 9 10 1" 12 4 13 14 15 16 17 18 19 20
. A}
1 HMotor Cycle 360/~ 100/~ 150/~ - 80/~ 600/- 300/~ 1590/~ 790/- 100/~ 200/~ 60/~ LoO/- 300/ - 200/~ 2050/~ .50000 KM
.2 Car 800-CC 400/~ 350/~ 350/~ 100/~ 300/- 2000/~ 500/~ 4o00/- 6000/~ 600/~ 300/~ 500/- 800/~ 700/~ 200/- 500/~ 12900/~ - 80000 KM
3 Car 1000-CC 1000/~ 350/~ 300/~ 150/- 300/~ 2500/~ 750/~ 5500/-| 7800/- 150/~ 3500/~ 700/~ 1250/~ 300/-- - 750/~ 14450/~ 100000 K
4 car 1300-CcC 1100/~ 350/- 500/- 200/~ 350/- 2600/~ -12{0/- 6350/~ 13000/~ 200/~ 4500/~ 1080/~ 2280/~ 1680/~ -~ 1000/- 23740/- 100000 KM
5 Jeep Suzuki 660/-: 300/~ 500/~ 200/~ 300/- 2400/~ 1200/- 5560/-| hLoco, - 500/-- 3000~ OO/~ 1600/~ 830/~ - 800/~ 11190/~ B5000 KM
6 Pick-up Small 14-00/—: 350/—‘ 300/~ 150/~ 300/- 2000/- 500/- 4ooo/-| s000/- 150/- 3560/~". 700/~ B850/~ 300/~ - 800/- 11300/~ 80000 KM
7 Pick-up Lerge  -5000/-1 500/- 600/~ 300/~ 300/- 2700/~ 1200/~ 10600/~ } 14000/~ 200/- 3500/~ 600/- 2000/~ 1000/~ -~ 1800/- 23100/- 100000 EM
8 Van Szall : -'-oo/-_-: 350/~ 300/~ 150/~ 300/- 2000/~ 500/~ Looo/-| 5000/~ 150/~ 3500/~ €00/~ 850/~ 300/~ - 800/~ 11200/~ 80000 KM
9 Van Lerge sooo/-': 600/~ 500/~ 500/- 500/~ 2700/~ 1700/~ 11500/-| 16508/~ 1800/~ 3900/~ 1300/~ 1280/~ =~ =~ 1400/~ 26180/ - 100000 KM
10 Buses 5000/-: 600/~ 2000/~ 750/~ 750/- 3600/~ 3100/~ 415800Q/- 18000/~ 3200/~ 2800/~ 2000/~ 1400/~ 2200/- 450/-1500/- 32550/~ 85000 KM
41 Trucks 5000/~ 600/~ 2000/~ 750/~ TS0/~ 3600/- 1850/~ 14550/ 18000/~ 300/~ 3200/- 2000/~ 1400/~ 2200/~ L50/-1500/~ 29050/~ 85000 KM
Nctes:~
1. ENGINE TUNTIG:

The following parts are replaced if

required, CB Point, Spark Flugs, Condensers, 'Fuel Filter
end Kit Repair Carburater of Petrol Engine, ' ' . ’ '
2, SERVICE: 011 Pilter,

Diesel Filter and Timing Belt of Toyota Hisce is replaced on completion of
} Mileege /KM,

IRTENCTION PUMP: Puzp Diesel service is carried out periodically with the replacement of Kit,
: Rotor Head, Liner Bleade, .
4 COMPLETE -
ENGINE OVER~ .
HAULING: It mainly consists of replacement of Piston, Ring Set
Hain Big and Bearing, Washers, Bushc: Volves, Camshari Grinding and
setting, Machining of Cylinder Blo:k, Setting of Diesel Pump, nll Filters and
Engine 011 will also be changed.
5 Major repair will only be carried out when-required, btut not before the K.M. covered as
mentioned in the repair columm, - R

-Note:'-;.ad.d 10X 1n tne total or minor repair for every year that passes.

BEST AVAILABLE DOCUMENT



ANNEX B

LEASE AGREEMENT FORM

of 198 between the

This Indenture made this day
called the

WATER AND POWER DEVELOPMENT AUTHORITY LAHORE (hereinaEEér
lessee) of the one part

(hereinafter called the lessor) of the

other part.

Whereas the lessor has agreed with the lessee to lease out to the lessse

the dwelling house known as No.
Lo consigting of rooms with - compound and

outhouses. attached  thereto and the garden, and ‘basements “and
appurtenances relating thereto as shown in the sketch/details, enclosed, - -

jow this Indenture witnesseth that in pursuance of the said agreement and
in consideration of the rent hereby reserved and the conditions and
covenants hercinafter contained and to be observed by the lessee! the
lessor doth hereby demise unto the lessee the said house hereinbefore
mentioned to hold the same unto the lessee for a period of eleven wuonths

comnencing frou the day of 198 .

AND it 1s further wutually agreed and declared between the parties

thereto as follows, that is to say:-

~_day

1. That this 1lease shall commence from the
of 198 .

pay to the lessor through crossed cheque or

2, That the 1lessee shall
in cash, the sum of Rs, PM, as rent, every wmonth in
advance, the first of such payments to be made on the " day
of 198 , and subsequently on the first day of each éucceeding
calendar wonth during the continuance of the lease on production of
bills,

3. - That the lessor will pay all rates and Taxes and assessments
whatsoever payable, or hereinafter to become payable, in respect of

(except the charges of Electricity,

the premises hereby demised
paid direct by the

Water Supply and Sui Gas, which will be
occupant), to the lessor.

4, That the lessees shall no: rewove or destroy any fittings or make
any additions or alterations within or without the buildings hereby
demised, and shall be responsible for all damages due to .amy act or
omission on the part of the lessee or his employee to whom the
premises mnight be or wmight have been allotted by the legsee for
occupation and use, reasonable wear and tear excepted.
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That the lessee shall not assign or sublet the premises hereby
demised, or any part thereof, without the previous consent in
writing of the lessor. The lessee shall, however, have full right
to allot this house to any employece of Water and Power Development

Authority.

This Agreement will initially hold good for a period .of eleven
wmonths subject to termination on one month's notice from either
side. The Agreement is, however, rencwable for similar period with

mutual consent of the parties.

Should the agrecment be terminated by the lessee before the expiry
period the lesscr shall undertake to refund to the lessee advance

rent received by him for the remaining period for which advance has

been paid.

And the lessor, hereby, covenants with the lessee that he (1.e,
the lessor) will once in cach year carry out the customary repalrs
and for such purpose the lessee shall permit the lessor hig agents
and workren to enter upon the said premises at all reasonable times
to view, examine and repair the same, besides auny other petty
repairs that may o¢ required from time to time. It is, hereby,
further agreed that in case the lessor fails to carry out necessary
repalirs within one month of the intimatlon given by the lessee to
the lessor, the lessee shall be empowered to get the repaivs done
at his own instance the cost of which shall be recoverable frea the

rent bills.

And the lessor doth hereby further covenant with the lessee that
th: lessee paying the rent, hereby, reserved and performing the
conditions and covenants, herein, contained and by him to be
performed and observed, shall and may peaceably and quietly hold
and enjoy the premises, hereby, demised during the continuance of
this lease without any interruption by the lessor, or any person

claiming through hi.

The cost of Stamp on this deed shall be borne by the
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10. The term 'Lessee' shall also mean and include the term 'the
Director Estates WAPDA' or such other officer as may be appointed
by WAPDA as the substitute of the Director Estates WAPDA,

Signed & delivered by Signed and delivered for and
the saild Lessor (namely) on tehalf of Pakistan Water &
Power Development Authority.

Signature of Signature of
LESSOR, Director Estates (WAPDA) Lahore,

Signatures of Witnesses:
(with name & particulars).

1)

2) (Signature of Occupant)
(With name and designation)
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