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8. Summary of Production Sheets :

a)

b)

The summary is required to be prepared every month in Annexure 16 with reference to certified
copies of Production sheets (AIR-P-57). The cost worked out in this sheet is required to be reconciled
with the total revenue billed for according to Bill Register.

This is required to be reviewed by the Head of the Office every month to ensure that there is no loss of
revenue.

9. Advertising Journals :

a)

b)

10.

b)

11.

b)

The advertising journal is required to be maintained in Annexure 21, and to be posted monthwise
with reference to accepted contracts. The amounts due are required to be worked out and indicated in
this register.

The total gross revenue due as per contracts is required to be compared with the total gross revenue as
shown in the Bill Register, to serve as a check against loss of revenue due to any under billing.

Subsidiary Cash Book :
Subsidiary cash book is required to be maintained in the prescribed form Annexure 17.

Entries are required to be made daily in the order in which cheques/ drafts are received with necessary
cross references of Advertisers’ Ledger in Col. 7. Every entry in this Cash Book is required to be
checked and attested by Accountant and D.D.O. This register should be closed daily and pro gressive
balances of unrealised cheques worked out.

All amounts received should be remitted promptly into the Bank and not later than the next to the
day of receipt. The date of realisation of cheque should be indicated in Col. 8 with reference to
receipted challan of the Bank under initials of the D.D.O. It is to be ensured that proper watch is
excercised on prompt and final remittance.

In case cheque is dishonoured, the proper procedure of writing back the entries as laid down is to be
followed.

At the end of each month, the entries made in this Cash Book, are required to be totalled and
reconciled with the amounts incorporated in the main cash book (TR-4) of the Office. A certificate of
reconciliation in this regard as well as a certificate of reconciliation with the bills register should be
recorded by the D.D.O. at the end of each month.

Issue of Receipts for Advertisement Money :

Receipts for the advertisement money received from agencies/ advertisers are required to be issued in
form Annexure-22. Receipts are to be prepared in duplicate by Carbon process checked by
Accountant and signed by D.D.O.

The usual procedure for the safe custody of receipt books and office copies is required to be followed
as being followed in the case of Receipt Books (TR-5) vide para 5.10.2.
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12. Reconciliation of Receipts:

The total revenue realised and remitted into the bank is required to be reconciled every month with the
figures appearing in the books of P.A.O. For this purpose, a statement showing the amount realised and
remitted during the month is prepared with reference to the cash book and sent to P.A.O. for verification
and return.

13. Proforma A ccounts:

Same procedure is to be followed as in the case of AIR Stations. The revenue realised by Commercial
service is to be accounted for under a separate head in the ‘Revenue Accounts’.

Note: The Annexures quoted herein are prescribed forms given in Chapter XVI of AIR Manual.
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