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Preface

The “Treasury Rules, Bengal, and the Subsidiary Rules made
thereunder” were framed under section 135(1) of the Government
of India Act, 1935, and brought into force as from 1st April 1937.
With the commencement of the Constitution of India, the rules
framed under the Government of India Act, 1935, were continued
in force, in so far as they were not inconsistent with the provi-
sions of the Constitution, in the Finance Department notification
No. 3468F.B., dated the 31st March 1950, published in the
Extraordinary Issue of the Calcutta Gazette, dated 3lst March
1950,

2. The present compilation brings together the rules referred
to above, with necessary adaptation. These adapted rules are
being issued under sub-clause (2) of Article 283 of the Constitution
of India. The present compilation therefore supersedes the
compilation made under the Government of India Act, 1935 (with

all the corrections issued upto 31st May 1952).

3. This compilation, like the one which it supersedes, com-
prises two volumes: the first contains the text and the second

contains the appendices and the forms.

The first volume is divided into three parts—

Part I contains Treasury Rules made by the Governor in
exercise of the powers conferred upon him by sub-
clause (2) of Article 283 of the Constitution of India.

=



Part II contains Subsidiary Rules which were framed by the
Finance Minister in consultation with the Accountant-
General or the Reserve Bank of India, as the case may be,
in exercise of the powers delegated to him under certain
Treasury Rules. e

Part III contains Executive Instructions and Orders for the
guidance of the Treasury Officers in relation to matters
connected with resources, currency, coinage, and allied
subjects which do not fall strictly within the scope of
sub-clause (2) of Article 283 of the Constitution of India.

The Treasury Rules, the Subsidiary Rules and the Executive
Instructions and Orders appearing in Parts I, II and III
respectively have been given separate serial numbers, the Subsidiary
Rules being marked with guide letters “S. R.”

As the Resource Manual will not be issued as a separate
" publication in future, the rules and instructions contained therein
have been incorporated in this compilation, the portions relating to
the custody of moneys and verification of cash balances in treasuries
being included in the “Subsidiary Rules’’ under the relevant
Treasury Rules, and the residue dealing with resources, currency,
coinage and allied subjects being included in Part ITI,

4. The rules contained in this volume deal primarily with the
procedure which should be followed in treasuries, including offices
and agencies of the Reserve Bank of India conducting the cash
business of treasuries, and ‘by Government officers generally in
dealing with treasuries and the bank. As regards receipt, custody
and disbursement of moneys in offices other than treasuries and the
bank, these rules provide for vital principles and important safe-
guards of general applicability and special instructions applicable
to particular departments which are to be the basis of the latter’s
procedure. Details of departmental instructions on matters of

-
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minor importance or on subject special or peculiar to the depart-
ment concerned have been left to be prescribed by departmental
regulations. Formal authorisation to prescribe the procedure in
these matters or to make exceptions to general rules in specified

cases have been provided, where necessary, by means of rules in this
compilation.

In regard to Central transactions, the rules laid down in the
Central Government Compilation of the Treasury Rules should be
followed.

5. With regard to the procedure to be followed by Treasury
Officers in connection with payment of interest on Government
securities, repayment of principal of loans, receipt of subscriptions
to new loans and other transactions, the relevant rules laid down in
the Government Securities Manual, 1938, will continue to apply.

6. Existing instructions under some of the Treasury Rules,
have been brought together in one place and included in a separate
Appendix, viz., Appendix 3. -

7. The appendices connected with Treasury and Subsidiary
Rules have been given serial numbers, while those referred to in the
“Executive Instructions and Orders” have been serially marked

,with letters. Likewise, to distinguish the forms prescribed in the
Treasury Rules from the forms prescribed in the “Executive
Instructions and Orders’’ the former have been marked as T. R.
forms and the latter as T. E. forms. »

8. TFor facility of reference, two concordances, one showing the
source of each of the rules in Volume I and the other showing the
basis of each Appendix and form prescribed in Volume I1, have
been appended to the end of Volume I of the Compilation. A
memorandum explanatory to the treatment accorded to the rules,
appendices, and forms in the Treasury Rules, West Bengal, is

. printed in Appendix 18.
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9. The Accountant-General and Heads of Departments are
requested to bring to the notice of the Finance Department any
suggestion for corrections or additions. that may be considered
necessary.

B. DAS GUPTA,

Secretary to the Government of West Bengal,
Finance Department.

CALCUTTA,

The 9th June 1952.



VOLUME 1

Made by the Gprdmnor in exeroy
“of Article I
\\3;"\ ALIY

of the powers conferred by sub-clause (2)
the Constitution of India.

S

SECTION T.—SHORT TITLE AND COMMENCEMENT.
1. These rules may be called the ‘“Treasury Rules, West Bengal’’ and
they shall come into force with effect from 1st August 1952.

SecrioN IT.—DEFINITIONS.

2. In these rules, unless the context otherwise requires, the following
expressions have the meaning hereby assigned to them, that is to say:—

(a) “Accountant-General’’ means the head of the office of audit and
accounts, subordinate to the Auditor-General of India, who keeps
the accounts of the State and exercises audit functions in relation
to those accounts on behalf of the Auditor-General of India.

(b) “The Bank’’ means the Reserve Bank of India, or any branch or
agency of the Reserve Bank of India, and includes any branch of
the Imperial Bank of India acting as the agent of the Reserve
Bank of India in accordance with the provisions of the Reserve
Bank of India Act, 1934 (Act II of 1934).

“Reserve Bank’’ means the Reserve Bank of India.

(¢) “Collector” means the chief officer in charge of the revenue
administration of a distriet. .

(d) “Competent *authority’”’ means the Government or any other
authority to whom the relevant powers may be delegated by the
Government.

(e) “Finance Minister” means that one of the Governor’s ministers to
whom the business of finance is allocated by the Governor by
whatsoever designation such person may be called,

(f) “Government’”’ means the Government of West Bengal.
(9) “Governor’’ means the Governor of the State of West Bengal.

(h) “Indian Audit Department” means the officers and establishment,
being in India and subordinate to the Auditor-General of India,
that are employed upon the audit or upon the keeping and audit
of the accounts of the Union Government and of the States.

) (i) “State” means the State of West Bengal.
w
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[2-4] TREASURY RULES [PanT I]

(7) “Public Account’ means the .Public Account of the State of West
Bengal, namely, the consolidated fund into which moneys received
on account of the revenues of the State as defined in Article 202
of the Constitution of India, are paid or credited and from which

all disbursements of, or on behalf of, the State are met.
Nore.—Without prejudice to anything contained in Article 202 of the Constitution
of India ‘“revenues of the State” would include all moneys received by Government
officers on behalf of the Government as such; not only the proceeds of taxation and the
ield of ordinary revenues but also capital receipts, such as the proceeds of sales of
and; the prdceeds of borrowing cperations; unfunded debt; and, unless the contrary
intention appears, such receipts of a banking or deposit nature as, by virtue of any
statutory provision, or of any general or special executive order of the Government

have to be held in the custody of the Government.

(k) “Treasury’” means any treasury of the State and includes a sub-
treasury.

“Bank Treasury’’ means a treasury the cash business of which is
conducted by the Bank and a ‘‘Non-Bank treasury’’ means a
treasury other than a Bank Treasury.

Secrion II1I.—Locatiox oF MONEYS STANDING IN THE PUBLIC ACCOUNT.

3. Save as provided in sub-rule (2) of rule 7, moneys standing in the
Public Account must either be held in the treasury or in the Bank. Moneys
deposited in the Bank shall be considered as one general fund held in the
books of the Bank on behalf of the State. '

The deposit of such moneys in the Bank shall be governed by the terms
of the agreement made between the Governor and the Bank under section 21
of the Reserve Bank of India Act, 1934 (Act II of 1934).

Nore.—The agreement with the Bank was madein 1937 andis printed in Appendix T.

Secrioy IV.—GENERAL SysTtEM oF CoNTROL OVER TREASURY.

4. District Treasuries.—(1) Unless Government after consultation with
the Accountant-General otherwise directs in any special case, there shall be
a treasury in every district. If moneys standing in the Public Account are,
in any district, not deposited in the Bank, the treasury of that district shall
be divided into two departments: a department of accounts under the charge
of an Accountant, and a department of cash, stamps and opium under the
charge of a Treasurer.

Nore.—A list of Treasuries and Sub-Treasuries in West Bengal is given in
Appendix [T.

(2) The treasury shall be under the general charge of the Collector, who
may entrust the immediate executive control to a Treasury Officer
subordinate to him but may not divest himself of administrative control.
The Collector shall be responsible for the proper observance of the procedure
prescribed by or under these rules and for the punctual submission of all
returns required from the treasury by the Government, the Auditor-
General, the Accountant-General and the Bank.

Subject to the provisions of this rule, the respective responsibilities of
the Collector and tﬂe Treasury Officer for business of the treasury Sh}ﬂ_l be
such as may be defined in accordance with such rules as the Finance Minister
may approve, after consultation with the Accountant-General.

(3) The duty of verifying and certifying the monthly cash balance, if
any, in the treasury in such manner as the Finance Minister after
consultation with the Accountant-General may prescribe and of submitting

2
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[Part I] TREASURY RULES [4-7]

the monthly accounts of such balance in such form and after such
verification as the Accountant-General may require, shall be undertaken by
the Collector or by such other officer as may be authorised by or under these
rules to act in this behalf. Tt must be performed by the Collector in person
at least once in every period of six months.

(4) When a nmew Collector is appointed to a district he shall at once
report his appointment to the Accountant-General and shall certify to the
Accountant-General the amount of the cash balance, if any, which he has
taken over. The certificate shall be submitted in such form and after such
verification as the Finance Minister may, after consultation with the
Accountant-General, prescribe. ;

(5) No portion of the responsibility for the proper management and
working of treasuries shall devolve upon the officers of the Indian Audit
Department. The inspection of treasuries by officers of the Indian Audit
Department shall not relieve the Collector of his responsibilities for
management and inspection.

5. Sub-treasuries.—If the requirements of the public business make
necedsary the establishment of one or more sub-treasuries under a district
treasury, the arrangements for the administration thereof and for the proper
conduct of business therein, shall be such as may be prescribed by the
Finance Minister after consultation with the Accountant-General. The
daily accounts of receipts and payments of moneys at a sub-treasury must
be included in the accounts of the district treasury.

6. Office of the Accountant-Ceneral.—The office of the Accountant-
General may, with the consent of, and subject to such conditions as may be
prescribed by the Auditor-General of India, perform all or any prescribed

art of the duties of a treasury in respect of claims against the
sovemment that may fall due for disbursement and moneys that may be
tendered for credit to the public account at the headquarters of Government

at Calcutta. A

SECTION V.—PAyMENT 0oF REVENUES OF THE STATE INTO THE PUBLIC
AccouNT. \

7. (1) Save as hereinafter provided in this section, all moneys received
by or tendered to Government servants on account of the revenues of the
State, as defined in Article 202 of the Constitution of India, and all moneys
received for deposit in the custody of Government shall without undue
delay be paid in full into the treasury or into the Bank and shall be included
in the Public Account. Moneys received as aforesaid shall not be appro-
priated to meet departmental oxpeudit\xrg. nor otherwise kept apart from
the Public Account. No department of Government may require that any
moneys received by it on account of the revenues of the State be kept out
of the Public Account.

vore. 1.—Preside i ards are deemed to be Government seryants in
re\g;\egrnflthe rgzeistfgofogm;:::;; mI:)ntioned in items (k) and (1) of sub-rule (2) of this
rule. ; eoes

v 2 —Tixecutive g warnoration of Caleutta, and the Chairmen o o
muﬁ;éﬁalitimrare .dee_m?dﬂkt‘;r’beco(rlgvernment servants in respect of the receipts of
moneys mentioned in item (n) of sub-rule (2) of this rule.

3
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-

(2) Notwithstanding anything contained in sub-rule (1) of this rule,

direct appropriation of departmental receipts for departmental expenditure
is authorised in the following cases:—

(a) In the case of moneys received on account of the service of
summonses, diet-money of witnesses and similar purposes, in
Civil, Revenue and Criminal cases.

(b) In cases of deposits received at a Civil Court and utilised by the
court to meet claims for the refund of such deposits.

(¢) In non-appealable ecriminal cases, compensation may be paid out
of the fines imposed and realised before the parties leave court.
The realisation of the compensation fine from the offending party
and its disbursement to the injured party should be noted in the
proper columns of the fine register, the Magistrate being
responsible for the correctness of the entries made.

(d) In the case of fees received by Government servants appointed
Notaries Public, under Act XXVI of 1881, and utilised to
defray legal expenses, incurred by them in the discharge of their
duties as such Notaries Public.

(e) In the case of cash receipts utilised in accordance with departmental
regulations by the Works and Buildings Department to defray
expenditure on current works, or utilised by that department
under the authorisation of the Accountant-General to defray
pay and travelling allowance charges.

(f) In the case of cash found on the persons of prisoners at the time of
their admission to jail, and used for the repayment by Jail
Superintendents under departmental regulations of similar sums
due to other prisoners on their release,

(9) In the case of cash received by the Forest Department and utilised
in meeting immediate local expenditure,
Nore.—A non-territorial Forest Officer may obtain cash from the departmental

receipts with Rangers of the Division in which he is working for the time being in
exchange for cheques drawn by him,

(k) Receipts of the Khasmahal Department to meet departmental
expenditure at the following places:—

1. Jalpaiguri .. Khas Tahsil Office .. Mainaguri.
Ditto .. Falakata.
Ditto .. Bhalka.

2. Darjeeling .. Khasmahal Office .. Kalimpong.

(z) In the case of moneys realised in Registration Offices in accordance
with Article J or K of the Table of Fees approved by Government
and incorporated in the Registration Manual on account of the
travelling expenses of the Registering officer or his peon or a
commissioner for atfending at a private residence of a person in
connection with any proceedings under proviso to section 31 or
Bé%ﬁon 33(3) or 38(2) of the Indian Registration Act, XVI of
1908.

(j) Receipts in the Publication Branch of the West Bengal Government
Press to meet refunds in connection with publications and
advertisements.

4



[Panr I] TREASURY RULES [7-10]

(k) In the case of fees realised by Union Courts and fines realised .by
Union Benches under the West Bengal Village Self-Goyernment
Act (Bengal Act V of 1919) and paid into the Union Fund.

(£) In the case of Tolls, ete., received by or on behalf of Government
and fines under the West Bengal Ferries Act (Act I of 1885) and
paid into the Union Fund.

(m) In the case of amounts payable as commission to non-official agents
entrusted with the collection of fees for the issue of licenses for
the home-brewing of pachwai in districts where home-brewing
licenses are current; and also of amounts payable as money order
commission for the remittance of such fees to the Treasury.

(n) In the case of fees realised by the Municipalities and Corporation

of Calcutta under the West Bengal Fi i s
(ﬁ- e r _thnp We 3.ng 1 Fire Service Act

Provided that the authority “hereby given to appropriate departmental
receipts for departmental expenditure sha%l not be construed as authority to
keep the departmental receipts and expenses defrayed therefrom outside the
account of the payments into and the withdrawals from the Public Account.

8. Save as provided in Rule 35 and Rule 37, moneys received by a
Government servant whether in an official or another capacity which do not
relate to or form part of the revenues of the State shall not be included
in the Public Account, and a Government servant is not required to pay
into the Public Account any such moneys. If any question arises whether
moneys are or are not moneys relating to or forming part of the revenues
of the State, the question shall be referred to Government whose decision
shall be final.

9. (1) Save as hereinafter provided, a Government servant may not,
except with the special permission of Government, deposit in a bank monefs
withdrawn from the Public Account under the provisions of section VII
of these rules.

(2) With the permission of the Governor, his Secretary or Military
Secretary may open an account in a bank for the deposit of funds under the
personal control of the Governor.

10. The procedure to be adopted by Government servants in receivin
moneys on account of the revenues of the State, granting receipts for suc
moneys and paying them into the Public Account of the State, and hy
the treasury and the Bank in receiving such moneys and granting receipts
for them shall be such as may be prescribed by the Finance Minister after
consultation with the Accountant-General. The procedure so prescribed
shall, among other matters, contain provisions so as to secure that—

(i) any person paying money into the treasury shall present with it a
memorandum (chalan) in such form as may be prescribed, which
will show clearly the nature of the payment and the person or
Government servant on whose account it is made and will thus
contain all the information necessary for the preparation of the
receipt to be given in exchange and for the proper accounts
classification of the credit and its allocation between governments
and departments concerned;

(ii) (a) at places where the money is to be deposited in the Bank, the

memorandum or chalan referred to in clause (i) above shall,
except where otherwise provided, be presented to the Treasury

; PR b



[10-15] TREASURY RULES |Parr I ¢

Officer who shall enface it with an order to the Bank to receive
the money and to grant a receipt;

(b) if money is to be deposited at the Reserve Bank of India, Calcutta,

' in payment of Govermment revenues payable at a district
treasury, the memorandum or chalan referred to in clause (7)
above shall be presented direct at the Reserve Bank of India,
Calcutta, which shall grant a receipt;

(712) if a cheque on a bank is accepted in payment of Government dues
under any rules, a receipt for the actual cheque only shall be
given, but the formal receipt for payment shal? not be delivered
until the cheque has been acceptes by the bank on which it is
drawn; and

(iv) at places where the money is to be deposited in the Bank, the
advices of receipts, which according to any provision made under
this rule have to be sent to public officers or departments and
consolidated receipts or certificates of receipts required by any
such provision to be given to any public officer or department,
shall be given by the treasury and not by the Bank.

Secrroxn VI.—Custony oF MONEYS RELATING TO, OR STANDING IN,
THE PusrLic AcCCoUNT.

11. (1) The procedure for the safe custody of moneys in the hands of
Government servants, or held in a treasury shall be as prescribed by the
Finance Minister after consultation with the Accountant-General.

(2) The Bank is responsible for the safe custody of Government moneys
deposited in the Bank.

Skcrion VII.—WirapRAWAL 0F MoNEYS FrRoM THE PUBLIC ACCOUNT.

12. 1In this section “‘withdrawal” with its cognate expressions refers to
the withdrawal of funds from the Public Account for disbursement of or on
behalf of the State other than disbursements in the United Kingdom.

13. TUnless the Finance Minister, after consultation with the
Accountant-General, otherwise directs in any case, moneys may not be
withdrawn from the Public Account without the written permission of the
Treasury Officer or of an officer of the Indian Audit Department authorised
in this behalf by the Accountant-General.

\114. The Accountant-General may permit withdrawal for any purpose.

15. (a) Subject as hereinafter provided in this section, a Treasury Officer
may permit withdrawal for all or any of the following purposes, pamely:—-—
(z) To pay sums due from Government to the drawing officer.

(i1) To provide the drawing officer with funds to meet claims likely to
be presented against Government in the immediate future by—

_ (1) other Government servants, or
(2) private parties.
(1ii) To enable the drawing officer to supply funds to another Govern-
ment servant from which to meet similar claims.

(iw) To pay direct from the treasury or from the Bank sums due by
Government to a private party.

6
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[Parr I] TREASURY RULES [15-21]

(v) In the case of an officer or authority empowered to make invest-
ments of moneys standing in the Public Account, for the purpose
of such investment.

(b) Unless expressly authorised by the Accountant-General, a Treasur
Officer shall not permit withdrawal for any purpose not specified in clause (ag
of this rule. 2

16, Execept as provided in rules 26 and 27, a Treasury Officer shall not
permit withdrawal for any purpose unless the claim for withdrawal is
presented by such person and in such form, and has been satisfactorily
submitted by the Treasury Officer to such checks, as-the Finance Minister,
after consuftatiou with the Accountant-General, may prescribe. The
procedure so prescribed shall, among other matters, contain provisions so as
to secure— ;

(i) that any person having a claim against Government shall present
his voucher at the treasury duly receipted, and stamped where
necessary, and that unless otherwise specially provided no such
claim shall be paid unless the claim is first submitted to, and the
payment directed by, the Treasury Officer; -

(i) that where sub-treasuries are specially permitted by the Govern-
ment to cash certain classes of bills without reference to the
Treasury Officer, the payment of such bills shall not, except
under special arrangements and on particular occasions, be
allowed at the district treasury also; and

(#47) that all bills and vouchers on which payment is made by the
Treasury Officer or which are enfaced by him for payment at the
Bank or a sub-treasury shall show to what head or heads of
account the payment is to be debited, how the amount of the
payment is to be allocated between the different heads and the
amount or amounts, if any, to be debited to other Governments.

17. A Treasury Officer has no general authority to make payments on
demands presented at the treasury, his authority being strictly limited to
the making of payments authorised by or under these rules. If a demand
of any kind is presented at a treasury for a payment which is not authorised
by or under these rules, or is not covered by a special order received from the
Accountant-General, the Treasury Officer shall decline payment for want
of authority. A Treasury Officer has no authority to act under an
order of Government sanctioning a payment, unless the order is an express
order to him to make the payment; and even such special orders should, in
the absence of urgency, be sent through the Accountant-General.

18. A Treasury Officer shall not honour a claim which he considers to
be disputable, He shall require the claimant to refer it to the
Ageountant-General. X

19. Except as provided by rules 20 and 21, a payment shall, unless
Government by general or special order otherwise directs, be made in the
district in which the claim arises. '

20. The leave-salary of a gazetted Government servant who draws his
leave-salary in India may be paid in any district of the State. The
leave-salary of a non-gazetted Government servant may be paid in that
district only in which his pay could be drawn if he were on duty.

21. Pensions payable in India may be paid in any district of the

State.
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22. No withdrawal shall be permitted in order to meet the pay, leave-
salary or allowances of a gazetted (Government servant, or a reward or
honorarium payable to a gazetted Government servant, or any pension until
the Accountant-General has intimated to the Treasury Officer, the rate at
which payment shall be made; provided that the Government may, for
sgecial reasons and with the concurrence of the Accountant-General, waive
the provisions of this rule. .

23. No withdrawal shall be permitted on a claim for the first of any
series of payments in a district of pay or allowances to a Government servant
other than a person newly appointed to - Government service, unless the
claim is sugported by a last-pay cerfificate in such form as may be prescribed
by the Auditor-General of India. A Treasury Officer may not permit any
withdrawal in respect of pay or allowances of a Government servant to

whom he has granted a last-pay certificate, unless the certificate is first
surrendered,

24. The Treasury Officer shall be responsbile to the Accountant-
General for acceptance of the wvalidity of a claim against which he has

permitted withdrawal, and for evidence that the payee has actually reccived
the sum withdrawn. y

25. The Treasury Officer shall obtain sufficient information as to the
nature of every payment he is making and shall not accept a claim which
does not formally present that information, unless there are valid reasons,
which he shall record in writing, for omitting to require it.

26. A Treasury Officer may correct an arithmetical inaccuracy or an
obvious mistake in any bill presented to him for payment, but shall
intimate to the drawing officer any correction which he makes. .

27. A Collector may, in circumstances of urgency, by an order in
writing authorise and require a Treasury Officer to make a payment, not
being a payment of pension, without complying with the provisions of
these rules. In any such case the Collector shall at once forward a copy
of his order and a statement of the circumstances requiring it, and the

Treasury Officer shall at once report the payment, to the Accountant-
General.

28. A Government servant who is authorised to draw moneys by means
of cheques shall notify to the Bank or the treasury upon which he draws

the number of each cheque book brought into use and the number of cheques
it contains.

. 29. When a Government servant who is authorised to draw or counter-
sign cheques or bills payable at the treasury or the Bank makes over
charge of his office to another, he shall send a specimen of the relieving

Government servant’s signature to the Treasury Officer or the Bank,sas
the case may be.

SEcrron VIII.—TRANSFER OF MONEYS STANDING IN THE PUBLIC ACCOUNT.

30. The transfer of Government moneys from one treasury to another,
and between the currency chest halance and treasury balance of a treasury
and between a treasury and the Bank shall be governed by such instructions
as may be issued in this behalf by the Finance Minister after consultation
with the Bank. The transfer of moneys from or to a Small Coin erot
to or from a treasury under the qontrol of the Government of .the State
shall be governed by instructions issued by the President in this hehalf

8
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Secrrox IX.—RESPONSIBILITY ForR MONEYS WITHDRAWN FROM PUBLIC
AccounT.

31. If a Treasury Officer receives intimation from the Accountant-
General that moneys have been incorrectly withdrawn and that a certain
sum should be recovered from a drawing officer, he shall effect the recovery
without delay and without regard to: any correspondence undertaken or
contemplated with reference to the retrenchment order; and the drawing
officer shall without delay repay the sum in such manner as the Accountant-
General may direct.

32. (a) Subject as hereinafter provided in this rule, the procedure to
be observed by a Government servant in regard to moneys withdrawn from
the Public Account for expenditure shall be such as may be prescribed by
the Finance Minister after consultation with the Accountant-General.

() A Government servant supplied with funds for expenditure shall
‘be responsible for such funds until an account of them has been rendered
to the satisfaction of the Accountant-General. He shall also be responsible
for seeing that payments are made to persons entitled to receive them.

- (¢) If any doubt arises as to the:identity of the Government servant by
whom an account of such funds shall be rendered, it shall be decided by
the Government.

Secrion X.—INTER-GOVERNMENT TRANSACTIONS.

33. (1) Save as provided hereafter in this section no transactions of
the State with another Government shall be adjusted against the balance
of the State except in accordance with such directions as may be given
by the Auditor-General of India with the approval of the President to

regulate the procedure for the accounting of transactions between different
Go%ernments. '

(2) Moneys presented within the jurisdiction of another Government for
credit fo the Public Account or a payment made by another Government
as a withdrawal affecting the balance of the Public’ Account shall not be
credited or debited to the Public Account except under express authority
of the Accountant-General or any other Accounting Officer authorised in
this behalf by the Auditor-General of India.

(3) All adjustments against the balance of the State by debit or credit
to another Government shall be made through the Central Accounts Section
of the Bank.

34, Where such a course is authorised in consequence of a delegation
of funections made under sub-section (1) of Article 258 of the Constitution
of India, the Treasury Officer may receive or authorise the Bank to receive
monevs tendered on behalf of the Union Government, and may make or
authorise the RBank to make dishbursements on behalf of the
¥nion Government in accordance with such procedure as may
be specified in the rules made by or under the authority of the President.
Such receipts and dishursements on behalf of the Union Government shall
be adjuste(‘, as far as practicable, directly against the b'nlanve of the I'ni_on
Government held by the Bank, but where such transactions are temporarily
taken into account against the balance of the Public Account, the
Accountant-General will on receipt of intimation from treasury make the
requisite adjustments in respect of the aforesaid transactions through the
Central Accounts Section of the Bank, against the balance in the Public
Account of the Union Government held by the Bank.

9
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35. (1) The Treasury Officer may, subject to any general or specific
direction of the Government in this %ehalf, receive or authorise the Bank
to' receive moneys tendered on behalf of another State and may, if so
required by the Accountant-General, make or authorise payment of any
claim against another State. The necessary credits or debits in respect
of such receipts and payments against the balances of the State concerned
shall be made by the Accountant-General through the Central Accounts
Section of the Bank but, until such adjustments are made, the credits and
debits shall be entered in the Public Account.

(2) Moneys paid or received in the office of the Accountant-General on
behalf of another State, and book entries made in the office of the
Accountant-General affecting the accounts of another State shall likewise
be adjusted by the Accountant-General through the Central Accounts
Section of the Bank against the balances of the State concerned.

(3) The provisions of the preceding sub-rules shall apply to payments
made or moneys received on behalf of the Government of Burma and may
be extended with or without modification to payments made or moneys
received on behalf of the Railway.

36. In order that transactions pertaining to the Union and State
Governments may be correctly recorded against the balances of the
respective Governments, all chalans, bills, cheques, vouchers, ete., which
serve as evidence for payments into or withdrawals from the Public Account
of the State shall be printed on white paper, while such forms printed
on blue paper shall be used for Central transactions:

Provided that in the case of any particular kind of document, the
Finance Minister may, after consultation with the Accountant-General,
suspend or waive the operation of this rule. This is subject to the condition
that whenever forms other than those indicated above are used, such fd¥ms
must invariably be marked in red ink at the top right hand corner with
the letter “‘C’’ or “P” so as to indicate clearly that they pertain to
transactions of the Union or the State Government.

Secrtoy XI.—REecerprs AND DISBURSEMENTS OF THE STATE IN THE
Ustrep Kixcpom.

37. Until other provision is made by the Government in this behalf,
moneys received in the United Kingdom on account of the revenues of the
State may be paid into, and funds required for disbursements of or on
behalf of the State in that country may be withdrawn from, the balances
in the Public Account of the Union Government in that country, in
accordance with such procedure as may be prescribed by or under the
authority of the President for the transactions of the Union Government.
These transactions shall be adjusted in India, at the earliest opportunity,
against the balances of the Public Aceount according to such directions
as may be given in this behalf by the Auditor-General of India with the
approval of the President.

SEctioN XIT.—SUPPLEMENTAL.

38. The Accountant-General in the exercise of any of his functions

under these rules shall be subject to the general i
el ] general control of the Auditor-

10
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[Part I] TREASURY RULES [39-41,

39. Nothing in these rules, and nothing prescribed under these rules,
shall have effect so as to impede or prejudice the exercise by the Auditor-
General of India of the powers vesteg in him by or under the Constitution
of India, to make rules, or to give directions regulating the submission to
the Indian Audit Department of the accounts kept in treasuries or in
departmental offices and to be accompanied by such vouchers for their sup-
port as the Auditor-General may require for purposes of audit or for the
purpose of keeping the accounts for which he is responsible.

40. The Finance Minister may not exercise any power conferred upon
him by these rules so as to impose upon the Bank in connection with the
business of the Government any responsibility not imposed upon the Bank
by the terms of its agreement with the Governor (see Appendix I).

41. (1) Where under the provisions of these rules, the detailed
procedure with respect to any matter is required to be prescribed or
regulated by departmental regulations and where no rule or order has been
made by the Governor as to tie authority by whom the regulations shall be
made, such regulations to be observed by particular departments shall be
made by the (?overnment, or with the approval of the Government, by such
departmental authorities as may be authorised by the Government to act
in this behalf.

(2) Nothing contained in this rule affects the validity of anf' order,
instruction, or direction contained in any authorised departmenta Code,
Regulation, Manual or any other Compilation in force on the date of
promulgation of these rules, except in so far as such an order, instruction
or direction is inconsistent with or repugnant to any distinet provision
contained in these rules.
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PART 1I

Subsidiary Rules

3

Made by the Finance Minister in exercise of the powers conferred by the
Treasury Rules.

.

Chapter 1.—General organisation and working of Tréasuries.
Subsidiary Rules under T.R. 4.
SectioN I.—GENERAL ORGANISATION.
Collector.

8.R. 1. The Collector, as in general charge of the treasury, shall be
immediately responsible to Government for its general administration and
working. The appointment of a subordinate to the immediate charge of a
treasury shall in no way relieve the Collector from responsibility. This
responsibility extends not only to the security of cash balance, stamps,
opium and other Government property, and the 1mmediate detection of any
irregular practice on the part of -the subordinates, but also to the correctness
of prescribed accounts and returns and the punctuality of their submission,
and to the implicit obedience of the Treasury Officer to the instruetions
issued by the Accountant-General, the Currency Officer or any other
competent authority.

The Collector is personally responsible to Government for the due
accounting of all moneys received on account of the revenues of the State
as defined in the note under Treasury Rule 2(j) and credited into the Public
Accounts and for the withdrawal of moneys therefrom.

8.R. 2. The Collector shall send immediate notice to the Accountant-
General and other concerned authorities of any defalcation or loss of public
moneys, stamps, or opium and other property discovered in the treasury
or any sub-treasury, even when such loss has been made good by the person
responsible for it. Such notice shall be supplemented as soon as possible
afterwards by a detailed report after personal investigation into the case.
In dealing with cases of defalcations or losses as aforesaid and in reporting
such cases to the Accountant-General and other authorities, the Collector
shall be guided by such general orders or instructions as may be issued in
this behalf by Government.

Petty cases, that is, cases involving losses not exceeding Rs. 200 each,
need not be reported to the Accountant-General unless there are in any case
important features which merit detailed investigation and consideration.

Nore.—The general principles regarding the enforcement of responsibility for losses
sustained by Government through fraud and negligence and the detailed nstructions
for making departmental investigations of losses of Government money, etc., are set
forth in Appendix I to the West Bengal Financial Rules, Vol. 1I.

8.R. 3. The Collector shall remember that, when an irregularity of
any kind is brought to his notice by the Accountant-General, nothing byt
a report on his own knowledge, after personal investigation, can hg
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considered satisfactory. It is not énough for him to pass on the explanation
of a subordinate inasmuch as reports prepared in this manner have very
often, by lulling suspicion, led to greater irregularity afterwards.

S.R. 4. The Collector is bound to satisfy himself by periodical
examination, at least once in every six months for cash and opium, and
once a year for stamps, securities, draft and cheque forms—

(7) that the actual stock of cash, opium, stamps and securities is kept
gnlder joint lock and key, and corresponds with the book
alance;

(i7) that the Treasurer does nmot hold a sum larger than is necessary
for the convenient transaction of the Government business and
that this sum, together with the value of stamps and opium, if
any, in his sole custody, is not larger than the security given
by him;

(iit) that the stock of draft and similar forms which are intended for
use in monetary transactions are carefully kept under lock and
key by the Treasury Officer and periodically tallied with the
nominal balance of such forms on the stock books; and

(iv) that the sub-treasury balances are verified once a month by a
gazetted officer, besides the verification done by himself during
his tour.

Nore—The word ‘‘stamps’ used in this and other rules of this Chapter includes
Match IKxcise Banderols.

S8.R. 5. The Collector shall satisfy himself at least once in every
quarter that the deposit registers are kept according to rescribed rules,
and that all necessary entries are made and initialled without fail at the
time of the transaction.

8.R. 6, The Collector shall be speciallIy careful, when assuming or
making over charge, to see that the cash balance and stock of stamps and
opium are thoroughly verified and that a certificate of taking over charge
in which the state of cash, stamps and opium balances is to be shown 1is
invariably despatched to the Accountant-General with a certificate in T.R.
Form No. 1 on the same day that the transfer of charge takes place.

Treasury Officer.

8.B. 7. (a) Subject to the following conditions, the Collector may, in
his discretion, appoint as Treasury Officer, whether at district headquarters
or in a subdivision, either a Deputy Collector, a Sub-Magistrate and Sub-
Collector or a Sub-Deputy Collector—

(1) No officer should be placed in charge of a treasury unless he has
been thoroughly instructed in the rules issued for the guidance
of Treasury Officers and has passed the departmental examina-
tion according to higher standard;

(2) No Deputy Collector and Sub-Magistrate and Sub-Collector should
be placed in charge of a treasury unless he has completed 5
years’ service;

(3) No Sub-Deputy Collector should be placed in charge of a treasury
unless he has completed 10 years’ service; and

14
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(4) None but Deputy Collectors and Sub-Magistrat d Sub-Collec-
tors should be placed in charge of the fgllowin‘; t:-:asur;:es. o,

Midnapore. . 24-Parganas.

Nore.—When a promoted Deputy Collector is appointed as a Treasury Officer in
large of any of these treasuries, it is not necessary that he should have five years'
jrvice from the date of his appointment as a Deputy Colléctor provided he has already
bt in at least 10 years' service as a Sub-Deputy Collector.

’ (b) 1f a temporary emergency necessitates a departure from any of the
ove conditions, a report explaining the circumstances should be submitted
Government in the Finance Department and a copy thereof should
multaneously be sent to the Accountant-General for his information.

| S.R, 8, (i) As the Collector’s delegate and representative, the Treasury
flicer is responsible to the Collector primarily for the proper discharge
his duties, for thorough observance of all rules prescribed for his guidance
every branch of his duties and for strict attention to all detaiFs of the
aily routine of the treasury work. He is responsible to the Collector for
o working of the treasury and the conduct of the subordinate treasury
ficials; and, for the custody of cash balance, stamps and opium, he is
bintly responsible with the Treasurer. He must have carefully prepared
structions for the guidance of every branch of his office. This rule applies
lso to the officer in charge of a Subdivisional Treasury.

(i1) The Treasury Officer is responsible to the Collector for keeping the
ccounts of the treasury strictly in accordance with the directions contained
‘n the Account Code, for the accuracy of all initial records and vouchers
And for regularity of all transactions taking place at the treasury.

(iii) The special precautions to be observed by the Treasury Officer in
watters relating to receipt, custody and payment of Government moneys
re spevified in other relevant chapters of these rules. i

Relation with the Accountant-General.

8.R. 9. The Accountant-General may direct his communications
regarding treasury accounts and procedure either to the Collector or to
the Treasury Officer, but all important communications to the Accountant-
(GGeneral must issue over the signature of the Collector or with his approval.
Although he may manage his treasury by a Deputy, the Collector must
not treat his treasury as a separate and independent office. He should not
address the Treasury Officer officially, or forward the Treasury Officer’s
explanation as his own in reply to questions or enquiries concerning the
treasury work.

)

Relation with the Currency Officer.

8.R. 10. The Currency Officer ordinarily directs his communications
to the Treasury Officer but, save in matters of daily routine, all
communications to the Currency Officer must issue over the signature of
the Colleetor or with' his approval. The Currency Officer will bring to the
notice of the Collector the cases in which the Treasury Officer appears to
be neglecting his duties.

Nore.—The procedure to be observed by the Treasury Officer with regard to custody
of currency chests and verification of currency chest balances is regulated by the
orders contained in Part 111,
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Treasurer. .’*

8.R, 11. (a) The Treasurer is responsible for the handling of the
money at a treasury. It is the duty of the Collector to see that he gurnishes

sufficient security to protect Government against loss due to his negligence .
or fraud. o

(b) A model form for the Treasurer’s security bond is given in T.R, .
Form No. 2. The Promissory Notes lodged as security may be returned
after six months from the date of vacation of office by a Treasurer, but
the bond should be retained permanently, or until it is certain that the‘:b
is no necessity for keeping it any longer. ;

A ccountant.

8.R. 12. The Accountant is responsible under the orders of the Treasury =
Officer for keeping complete records of cash and book transactions of the
district and subordinate treasuries and for the compilation of prescribed
accounts and returns strictly in accordance with the directions and orders.
in force. He is also required to see that the rules and orders in force are
observed in respect of all transactions of the treasury and to bring all case?;%
of irregularity to the notice of the Treasury Officer.

AR

8.R, 138, The Accountant may be required to inspect, under the orders
of the Treasury Officer, the account records of sub-treasuries and to check
a percentage of the initial accounts.

SecrioNn II.—TREASURY ACCOUNTS.
Treasurer’'s Records.

8.R. 14, The Treasurer shall maintain a simple cash book (without
subordinate registers), in which each receipt and payment shall be posted
at the time and on the date on which they actually oceur and in the order
of occurrence. The Treasurer shall sign and immediately return to the
Accountant (after the necessary entry in his accounts) all receipts for money
received. He shall stamp all payment vouchers ‘“Paid"’ and retain them
for delivery to the Account Department when the books are compared.

8.R. 15. When stamps or opium have been sold, the total sales shall
be entered before the cas‘x book is closed, and a memorandum should be

repared and forwarded to the Accountant, so that the necessary entry may
Ee made in the accounts.

Accountant’'s Books.

8.R. 16. The form and procedure with regard to the initial accounts
kept in the treasury and the methods and principles in accordance with
which the accounts are kept, are governed by the directions contained in
the Account Code, Vol. II. Tt is the duty of the Treasury Officer to satisfy
himself that those directions are strictly observed, that the accounts are
correct in all respects and that the records of receipts and payments are
so clear, explicit and self-contained as to be produceable, if necessary, as
satisfactory and convincing evidence of facts. y

Nore.—A complete record of cash transactions and book transfers relating to the
district treasury, including those of sub-treasuries within its jurisdiction, will be kept
in the Accountant’s cash hook. Every item received or paid as well as all adjustments
by transfer should be entered in the cash book or in some register subsidiary to the

cash book in accordance with the directions contained in the Account Code, Vol. 1I.
The daily total irom each subsidiary register should pass into the cash book.
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8.R. 19. The Treasury Officer shall see that the cash balance of the
sub-treasury has been actually counted and certified by the Sub-Treasury
Officer on the closing day. The cash balance of the sub-treasury must be
written in words as well as in figures, the words being written in such a
manner as to leave no room for alteration or interpolation. The Treasury
Officer is also required to observe special precautions to satisfy himself that
Sub-Treasury Officer’s signature on the daily sheet and supporting documents
is genuine and the accounts have not been tampered with in transit. The
accounts must invariably be sent by post.

Closing for the Day.

8.R. 20. Subject to the directions contained in this behalf in the
Accfmll]nt Code, Vol. II, the process of closing accounts for the day shall be
as follows:—

(i) The daily total of each subsidiary register will be entered in the
appropirate part of the cash book, which will then be totalled, and
the balance memorandum at the top of the Accountant’s balance
sheet will be drawn up strictly in accordance with the directions
contained in the Account Code, Vol. II. To the account balance
thus brought out, the additions and deductions indicated at foot
of the cash book form will be applied so as to bring out the cash
balance at the district treasury.

(1) Meantime, the Treasurer will also sum both sides of his cash book
and draw up his balance memorandum in the form of the
Treasurer's daily balance sheet (T.R. Form No. 3).

(#%) If the results shown in the two balance sheets agree, the Treasury
Officer should sign the two cash books and the two balance sheets.
He should first satisfy himself of the correctness and good order
of all these documents and should give special attention to the
reconcilement of the account balance of the district with that
actually in the headquarters treasury; the latter excludes the
balance in sub-treasuries or under remittance within the district,
which the former includes.

17
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(iv) The following is a memorandum of some of the more important
parts of the verification. The Treasury Officer should—

(1) compare each entry of payment in a register with the
payment order, ticking off each voucher as it is passed.
This will not be necessary if the Treasury Officer adopts the
alternative plan of having the account entry presented to
him for initials at the same time that he signs the order of
payment; . . :

(2) examine at least two of the totallings on each side, marking
the totals as “Exd.”’; ; :

(3) see that the totallings are correctly carried from the register
to cash boek, initialling the totals as he thus compares
them;

Nore.—I'his must be do in the case of receipt registers, even when the total
for the day is blank; but is not necessary to initial blank payment registers. If
the number of blank receipt registers is great, the following plan may be adopted.
Such registers as are only rarely required for entry may be bound in a single volume
and kept under the Treasury Officer’s own lock. When the volume is required for
entry, he should give out the register for the purpose, and he should receive it back
at the time of signing the daily accounts, carefully seeing in doing so that all new
entries in it are correctly carried to thé cash book and initialling them accordingly.
1t 15 obviously necessary to guard against fraud or mistake of omitting to bring all
entries from these registers upon the cash book; and this precaution is not complete
if the 'I'reasury Officer examines only those registers from which an entry is made

upon the cash book.

(4) verify the totalling of the cash book or get it done by some
principal subordinate officer, other than the Accountant, who
should initial it as correct;

(5) see twice every week that all vouchers are properly arranged.

(v) Before signing the Treasurer's daily balance sheet, the Treasury
Officer shouﬁi roughly verify the balance in the sole charge of
the Treasurer, as shown in that sheet, and satisfy himself on
the following points:—

(1) that no uncurrent coins are left in charge of the Treasurer;

(2) that no more small silver and copper, bronze and nickel coin
is so left than is actually required for current use;

(3) that the whole balance in sole charge of the Treasurer never
exceeds his current requirements.

(vi) The Treasury Officer should always be careful to sign the
Treasurer’s balance sheet in the evening of the day itself to
which it vefers, but the signature and comparison of the
Accountant’s books need not be made fill the following morning
unless the office is to be closed for two or more days. The
Accountant’s balance sheet must not be signed, until it has been
carefully agreed with the Treasurer’s,

Nore.—Ordinarily, the Treasurer’s balance sheet should be compared and agreed
with that of the Accountant before closing the treasury for the day and it is only
when pressure of work renders this impossible that the comparison may be postponed
till the following morning. When this 1s necessitated, the certificate over the Treasury
Officer’'s signature at foot of the Treasurer’'s balance sheet should be altered in
manuscript by cancelling the words agreed with the Accountant's daily balance sheet
and’’ beiore the form is signed by the Treasury Officer, which must be done before
closing for the day. An additional certificate will then be added and signed by the
‘I'reasury Officer in the following morning, viz., ‘‘agreed with the Accountant’s daily
balance sheet.”” Kor the 3lst March and first few days of April, it will be
necassary for the Accountant to pregare a separate rough balance sheet on each of these
days for comparison with that of the Treasurer as the completion of the Accountant’s
balance sheet for the J1st March has to await the receipt of the Sub-Treasury Accounts.
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(viz) The foregoing provisions of this rule apply also to Bank treasuries,
subject to the modification that in the absence of the Treasurer’s
balance sheet, the correctness of the daily accounts should be
tested by a comparison of the totals of receipts and payments
in the Accountant’s cash book with the corresponding totals in
the daily accounts received from the Bank.

Nore.—The daily account of Bank may, with the concurrence of the Accountant-
General, be submitted to a treasury in the morning of the day following that to which
it refers. In such cases, the signature and comparison of the Accountant’s books

may be made in the evening instead of in the morning of the day on which the Bank’s
accounts are received, provided the pressure of work renders it necessary so to

postpone it. :
Closing for the Month.

S.R. 21. (1) With the single exception of March for which the accounts
of the district treasury must be kept open until receipt of daily sheet of
every sub-treasury for 31st March, the monthly accounts shall be closed
without fail on the last day of each month. Every endeavour shall be
made to close the March accounts at the earliest possible date and, in any
case, not later than the 5th of April.

(2) The latest date for the formal closing of the accounts of the several
sub-treasuries for the month shall be so fixed by the Government as to
ensure the receipt of the day’s returns at the district treasuries before the
end of the month. The transactions of every sub-treasury from the first
to the fixed closing date, shall be included in the account of the district
treasury on the day on which the daily sheet is received; those of later
days can only be brought on the account of the'next month, even though
the daily sheet is received before. The sub-treasury accounts for March
must, however, be kept open up to the 31st of March in order that all
receipts and payments taking place within the official year may, without
exception, be brought into the accounts of the year.

Nore.—The accounts of a sub-treasury for the month, except March, shall ordi-
narily be closed on the 27th of each month. The Collector may, however, fix a date
either earlier or later according as the sub-treasury is distant from or close to the
district treasury.

8.R. 22, (1) In closing the accounts of the district treasury for the
month, the month’s totals of the subsidiary registers will be carried into
the cash account in the case of receipts, and into the list of payments in
the case of payments, the cash account being closed in accordance with
the directions contained in the Account Code, Vol. II. The cash must be
verified by actual counting and the cash balance report made out in
accordance with the procedure prescribed in Chapter III of these Rules
(vide S.Rs. 79-81).

(2) The monthly cash account shall be subjected to a very careful check
by the Treasury Officer when it is laid before him. He must satisfy himself
that the opening and closing balances of this account are not merely
deductions from accounts but are statements of facts certified to have been
verified by actual enumeration of coin and nofes. The Treasury Officer
shall also check each entry in the cash account and list of payments with
the corresponding totals in the cash book and see that the totals of all the
registers are correctly carried into the cash book.

Nore.—If, at any time, the Treasury Officer be unable to compare all, at least
he may compare some; notahly, he should compare the entries in the plus and minus
memoranda _of deposits, stamps, etc., with the entries in the account, e.g., the
plus and minus memorandum shows a reduction in the stock of judicial stamps to the
value of Rs. 5,000; if the credit in the account be less, the difference must traced
and satisfactorily accounted for.
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Monthly Accounts and Returns.

S.R. 23. (1) A complete list of treasury accounts and returns to be
rendered on different prescribed dates to the Accountant-General, the
Currency Officer and other authorities shall be kept at each treasury. The
accounts and returns shall be written up in accordance with the directions
contained in this behalf in the Account Code, Volume II, and such orders
and instructions as may be issued by the Collector.

(2) With regard to the punctual submission of the accounts and returns,
the Government shall view with severe displeasure any avoidable delay on
the part of the Collector or of the Treasury Officer in the despatch of the
prescribed accounts and returns with complete schedules and vouchers,
particularly those required by the Government, the Accountant-General and
the Currency Officer.

Note.—The returns due for despatch on a holiday may be sent one day (but not
more than one day) late.

8.R. 24. Vouchers pertaining to each schedule relating to the cash
account or the list of payments shall be numbered consecutively in a separate
monthly series, and kept in the custody of the Accountant under lock and
key in the order of payment till the{ are despatched. Before despatch of
the lists of payments and schedules, the Treasury Officer shall, by
inspection, satisfy himself that the required vouchers are all attached. He
may find it profitable at intervals during the month to take up a schedule
and see that all its vouchers are present and in proper order. As no
payment can be made without a voucher there can be no excuse for the
absence of any, uunless it be that for specie remittance.

8.R, 25, The Collector when at headquariers must always verify the
distriet treasury balance in person on the first of each month and sign the
account to be rendered to the Accountant-General and the Currency gﬂicer.
When, however, he is absent on tour on the 1st of the month, or when he
is unable to perform the duties from physical inability, the duties may be
entrusted to the senior gazetted subordinate of the district staff present at
headquarters, not being the officer in charge of the treasury, or to any of
his assistants or district deputies in permanent charge of talukas or
subdivisions. The reason for his inability to sign the accounts must be
distinetly noted in the returns and accounts,

If neither the Collector mor any gazetted officer of the district staff,
other than the Treasury Officer himself, is present at headquarters when
the accounts are ready for signature, the cash balance may be verified and
the accounts signed by the Treasury Officer; but the absence of all other
officers as above must be certified on the face of the accounts; and the cash
balance shall be verified by another officer and reported to the Accountant-
(General and the Currency Officer as soon as any such officer returns to
headquarters.

Nor#.—Whenever a Collector proceeds to the interior of his district on duty for
more than a very short time, he must report to the Commissioner, the arrangement
which he proposes to make for the charge of the treasury and the performance of the
ourrent duties of his office.

Secriony I11.—TrEssuryY INSPECTION.
General Rules.

8.R. 26. Every Collector shall make a systematic inspection of the
working of the treasury once a year, with the object of ensuring that the
procedure actually observed at the treasury is in accordance with the rules
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and orders in all respects and that the accounts and other records are
properly maintained. The inspection shall be carried out in accordance
with the instructions laid down in Appendix 4.

S.R. 27, Copies of inspection memorandum and orders passed thereon
by Government or other authorities named in Appendix 4 shall be forwarded
to the Accountant-General for information.

Seerion 1V.—MISCELLANEOUS PROVISIONS.
Notices.

S.R. 28. Notices shall be posted up conspicuously in the office of the
hour at which the treasury closes for receipts and payments of money,
which should be at least an hour before the end of the day’s work, in order
to give time for closing and agreeing the accounts.

Nore.—Ii any local law reguire that the treasury on any day be kept open till
a named hour, the accounts cannot, of course, be closed till after that time, but should
then be closed and agreed in the usual manner before any one leaves office.

S.R. 29, The Treasury Officer shall personally see that the notices
which he is required to exhibit, under standing orders or other instructions
received from time to time, such as those regarding encashment of notes,
the supply of small silver coin, mnickel and copper, are exhibited
conspicuously in places ‘which the public enters freely and that no
favouritism 1s shown in the conveniences which the treasury can offer.

Nore.—Notices regarding financial matters which may in any way commit the
Government with the public, other than those issued by the Revenue or other depart-
ments with which the Currency Officer is not concerned, sbould not be exhibited in
any treasury unless its form is previously approved by the Currency Officer.

Cypher Code and “Treasury Agencies” Private Check Signal Book of the
Reserve Bank of India.

8. R. 29A., The Currency Officer of the Reserve Bank of India,
Calcutta, supplies Cypher Code and Treasury Agencies Private Check
Signal Book of the Reserve Bank of India to each Treasury Officer and to
the Sub-Treasury Officer of each Sub-Treasury which has a currency chest.
The Cypher Code contains a list of phrases and expressions, ordinarily
required in telegraphic communications on matters concerning resource,
currency and transactions under the Reserve Bank of India’s scheme of
remittance facilities and it should be used for telegrams relating to such
matters. The Check Signal Book should be used for authenticating all

telegrams relating to telegraphic transfers.
Safe custody of Code and Check Signal Books.

The Code and Check Signal Books are confidential and shall be kept
locked up carefully overnight, and during the day when they are not in
actual use, in a safe or in the strong-room. The keys of the safe or the
receptacle in which the books are kept shall remain in the personal custody
of tEe Officers-in-charge of the Treasury or Sub-Treasury or of any other
Government servant duly authorised in this behalf. TIf the books are kept
in a box or other receptacle, as provided above, the latter must be kept in a
safe or in the strong-room overnight. When the books are taken out for use
during the day, they must invariably remain in the personal custody of the

1—3 21



(8. R. 20A] SUBSIDIARY RULES [PanT II]

Government servants mentioned above, and must, on no account, be allowed
out of their possession. All spare copies of the Code and Check Signal Book
must invariably remain in a safe or in the strong-room. Negligence in
the observance of these instructions may involve Government and Reserve
Bank in considerable loss before protective measures could be adopfed.
Holders shall, therefore, exercise extreme care in regard to the custody and
handling of these books.

Procedure to be followed in connection with the distribution and
acknowledgement of the amendment slips.

Amendments to the Code and Check Signal Book will be distributed by
the Currency Officer, Calcutta, in the form, of confidential circular letters
with acknowledgement forms appended to them. The covers will be des-
patched by Registered Post—Acknowledgement due direct to all holders.
Tmmediately on receipt of the confidential circular the acknowledgement
form appended to it shall be duly completed by the holders, and returned
by Ordinary Post to the Currency Officer.

Procedure to be followed in dealing with amendment slips.

Immediately on receipt of an amendment slip, the reference number
and date appearing thereon shall be serially recorded on the fly-leaf at the
beginning of the ‘éypher Code or Check Signal Book as the case may be
under the signature of the Officer-in-charge. No correction shall, however,
be made at the appropriate place in the books until the date from which the
amendment takes effect. For this purpose, a careful diary note shall be
taken of the date from which the amendment comes into force which will be
stated in the covering letter and/or each slip and thereafter the amendment
slip shall be carefully filed along with the covering letter, if any, on a
special file expressly opened for the purpose. On the day the amendment
becomes effective, the relative slip shall be removed from the special file, cut
out and pasted at the appropriate place in the books, a suitable note of the
amendment being made in the proper place. Should it be found more con-
venient to carry out the amendments in manuscript in the body of the books
instead of pasting the relative slips therein, there is no objection to that
course being adopted, but in that event it iz imperative that the amend-
ment slips shall be carefully retained on the separate file referred to above.
On the date on which each amendment becomes effective, the fact that the
amendment has been carried out shall be noted in a separate column under
the signature of the Officer-in-charge against the entry already made on the
fly-leaf when the amendment slip was received.

Where files are used for recording amendment slips or the covering
letters, or both, the above instructions for the safe custody of the Code
Books shall apply mutatis mutandis to such files, All spare copies of
amendment slips must also be kept in a safe or in the strong-room.

Procedure to be followed in the event of the Cypher Code, Check Signal
Boog or amendment thereto being lost or falling into umauthorised
hands.

Should the Cypher Code or the Check Signal Book get lost or fall into
unauthorised hands at any time, the fact shall immediately be reported by
telegram to the Chief Accountant of the Reserve Bank of India, at Bombay
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(Telegraphic Address “Reservebank’, Bombay) for necessary action. The
telegraphic message shall also be repeated to the Currency Officer for his
information. A detailed report regarding the circumstances attending
the incident, the steps taken to trace the Code or the Check Signal Book in
the case of a loss, and the precautions taken to prevent a recurrence, shall
be submitted to the Currency Officer as soon as possible thereafter. In the
event of amendment slips being lost or falling into unauthorised hands, an
immediate report by letter, and not by telegram, shall be made to the
Currency Officer. This report shall be followed by a detailed report similar
to that prescribed above for the Cypher Code, and the Check Signal Book.

Procedure to be followed in the event of transfer of charge.

When a Government servant who holds copies of the Code and Check
Signal Book is relieved of his charge he shall hand over the copies in his
custody to the relieving Government servant and the latter shall certify as
follows in the certificate of transfer of charge: —

“T hereby certify that I have received and hold in my personal custody
—copy /copies of the Cypher Code of the Reserve Bank of Indi’ which has/
have been corrected up-to-date. The last amendment slip received 1is
No. , dated the————, for the code.”

“T also certify that I have received and hold in my personal custody
—————————copy/copies of the ‘Treasury Agencies’ Private Check Signal
Book of the Reserve Bank of India which has/have been corrected up-to-
date. The last amendment slip received is No. , dated the
——————— for the Check Signal Book.”

Annual Possession Certificates.

On the 1st day of April each year all holders of the Code and Check
Signal Book shall send direct to the Currency Officer a certificate in the fol-
lowing form: “I hereby certify that T hold in my personal custody—
copy |copies of the Cypher Code of the Reserve Bank of India which has/
have been corrected up-to-date. The last amendment slip received is

No.————— dated the , for the code.”

“T also certify that T hold in my personal custody———————copy [copies
of ‘Treasury Agencies’ Private Check Signal Book of the Reserve Bank of
India which has/have been corrected up-to-date. The last amendment slip

received is No.———, dated the , for the Check Signal
Book.”’
Dated 19—.

Signature:

Designation:

Place:

Qub-Treasury Officers shall also send a copy of the certificates to their
respective District Treasury Officers. In order to obviate unnecessary
reminders, a careful diary note of this shall be maintained by all holders.
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Chapter 11.—Receipt of Government moneys and payment of such moneys
into the Public Account.

Subsidiary Rules under T.R. 10.
SectioN I.—GENERAL RUGLES.
General instructions for handling cash.

8.R. 30. Moneys tendered as dues of the Government or for deposit
mn the custody of the Government shall not unnecessarily pass through the
hands of a departmental officer. Direct payment into the treasury or into
the Bank by the person who tenders such money shall be insisted on, and
direct payments arranged whenever this is practicable,

Nore.—In exceptional cases when direct payment into the treasury is not possible,
the Nazirs of District and Subdivisional Courts may receive money, but they should
at once enter it in their cash book and pay all the realisations daily, at the close

of business, into the local treasury, accompanied by chalan showing how the amount
is to be credited in the treasury accounts.

8.8./31£@Save as otherwise expressly provided in these rules or in any
authorised Departmental Regulations, the following rules shall be observed
by all Government Officers who are required to receive and handle cash:—

(i) Every officer receiving money on behalf of the Government should
maintain a cash book in T.R. Form Np. 4.

N Ngzn 1.—In the collectorate, the Nazir should maintain a cash book in T.R. Form
0. - .

Note 2.—In the Police offices cash books are maintained in T.R. Form No. 4B.

s 5"“\‘ (17) All monetary transactions should be entered in the cash book as

/

soon as they occur, and attested by the head of the office in token

w35 U of check.

Nore.—The use of a cash book may be dispensed with in offices where the moner
transactions are not heavy.

(#13) The cash book should be closed and balanced each day and
completely checked. The head of the office should verity the
totalling of the cash book or have this done by some responsible
subordinate other than the writer of the cash book, and initial
it as correct.

Nore 1.—Officers before initinllintg the ontries of the cash_book, should compare

the entries with the counterfoils of receipts, paid vouchers and ’I‘reasury Officer’s
receipts on the chalans.

Nore 2.—In the case of the Public Vehicles Department, Calcutta, however, the

Wote 24 entries in cash book showing total collections for any workm%vdny may be verified

Sew cosse With the balance of cash in hand and certified to that effect

Sip
o

the Taxing Officer/

205 Deputy Commissioner of Police, Public Vehicles Department, en the following working

day, provided the Taxing Officer/Deputy Commissioner of Police, Public Vehicles
Department, locks up the money at t[l)le end of each day under double locks, keeps
one set of with him and satisfies himeelf from an examination of the collection
figures that the amount put under double locks is roughly correct. -

Nors 3.—Where an office contains two or more clerks, the cash and the accounts
of that office should he in charge of different officers.

(iv) At the end of each month, the head of the office should verify
the cash balance in the cash book and record a signed and dated
certificate to that effect. The certificate should also be recorded
on the monthly cash account, primary abstract or account
current, where such account, abstract or account current is
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required to be submitted to the Accountant-General. Such
certificates must be signed by the head of the office who should
invariably date the signature.

(v) When Government moneys in the custody of a Government officer
are paid into the treasury or the Bank, the head of the office
making such payments should compare the Treasury Officer’s or
the Bauk’s receipt on the chalan or his pass book with the entry
in the cash book before attesting it, and satisfy himself that
the amounts have been actually credited into the treasury or
the Bank. When such payments are appreciable, he should, as
soon as possible after the end of the month, obtain from the
treasury a consolidated receipt for all remiftances made during
the month, which should be compared with the postings in the
cash book.

Not#.—FExcept in officers where Treasury pass book is kept a separate hill register
in T, R. Form INo. 5 should be maintained, in addition to the cash %ook, by all Eeads

of officos who aro authorised to draw money from- the Treasury on bills signed by
them. The register should be reviewed monthly by a gazetted officer and the result
of the review recorded thereon.

(vi) An erasure or overwriting of an entry once made in the cash book

, is strictly prohibited. If a mistake is discovered, it should be
corrected by drawing the pen through the incorrect entry and
inserting the correct one in red ink between the lines. The head
of the office should initial every such correction and invariably
date his initials.

(vit) A Government officer who handles Government moneys should not,
except with the special sanction of the head of the office, be
allowed to handle also in his official capacity money which does
not belong to the Government. Where under any special
sanction, a Government officer deals with both Government and
non-Government money in his official capacity, the Governmen
money should be kept in a cash box separate from the non-
Government money and the transactions relatin% to the latter
should be accounted for in a separate set of books and kept
entirely out of the Government account.

(viii) The employment of peons to fetch or carry money should be
discouraged. When it is absolutely necessary to employ an
inferior servant for the purpose, men with some length of service
and of proved trustworthiness should be selected. the amount
of a bill is between Rs. 500 and Rs. 1,000, two peons should
be sent to bring the money and if the money exceeds Rs. 1,000
a clerk of the department concerned should go to get the money
accompanied by two trustworthy peons. The clerk or the peon
who brings the money should be provided with a leather 'bag
with a lock and chain which can be secured to his body. When
the amount of money to be handled is considerable, a larger
number of peons or an armed police escort may be employed
at the discretion of the head of the department if the local
conditions or the amount of the sums carried make it advisable
to adopt additional precautions.

This procedure should also be followed in making remittances to the

freasury. ‘

Norn.(\)l‘ho duties imposed by clauses (ii) to (vi) of this rule on the head of the
office may be entrusted to a subordinate gazetted officer nominated by the head of
the office for the purpose.

(2) T G St Ak Ml e
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Receipt of Cotn, Notes, etc.

8.R. 32, Government dues or other moneys receivable on Government
account may ordinarily be realised in legal tender coin or notes only. The
conditions of legal tender and the currency of the various denominations -
of coin and notes are governed by the instructions embodied in Part ITI.

Norr.—In the Publication Branch of the West Bengal Government Press, receipts
of postage or revenue stamps for publications and advertisements are permitted.

Cheques tendered in payment of Government Dues.

8.R. 33, (1) (a) At places where the cash business of the treasury is
conducted by the Bank, cheques on local banks may be accepted in payment
of Government dues, or in settlement of other transactions with the
Government, if the cheques have been crossed by the drawer or the accept-
ance of uncrossed cheques in that class of transactions has been permitted
by the Government. Until, however, a cheque has been cleared, the

overnment cannot admit that payment has been received and consequently
final receipt shall not be granted when a cheque is tendered. A receipt for
the actual cheque only may be given in the first instance, but if a person
making payment in this manner so desires, a formal payment receipt shall
be sent to his address after the cheque has been cleared. Collection charges
of the Bank, if any, will be recovered by or under instructions of the Bank
from the party presenting the cheque.

The preliminary acknowledgment of the receipt of the chegue will be
given in the form below—

"“Received cheque No.................. 0T RUDACE .o s.  seassavsss drawn on

on account of 3,
e Alen o e S 5

Nore 1.—The Reserve Bank and the Imperial Bank of India reserve to themselves
the right to refuse to accept cheques collection of which, in their opinion, cannot
remsoptnblyube undertaken and which they would not accept on behalf of their own
constituents.

Nore 2.—Treasuries the cash business of which is not conducted by the Bank may
also be specially authorised by the Government to accept crossed cheques, if they
are not situated far from the Bank.

Nore 3.—The Collector of Excise, Calcutta; may accept cheques in payment of
excise duty and to issue passes before such cheques are realised subject to the following
safegnards : — .

(1) that only cheques drawn on a Bank mentioned in  the second Schedule
appendad to the Reserve Bunk of India Act, 1934 (IT of 1934), are accepted;

(i1) that such cheques are endorsed by the bank as ‘‘accepted for payment’* or
“good- for payment’’; and

(1ii) that steps are taken to realise the said cheques without delay,

(b) In the event of a cheque being dishonoured by the bank on
presentation, the fact shall be reported at once to the tenderer with a
demand for payment in ecash, but the Government cannot accept any
liability for loss or damage which may possibly occur as a result of delay
in intimating that the cheque has been dishonoured.

(¢) When Government dues which are payable by certain fixed dates
are paid by cheque, the person desiring to make such payment in this
manner without risk must take suitabﬁa precautions to ensure that his
cheque reaches the treasury or the receiving office at the latest on the
working day preceding the date on which the payment is to be made.
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€heques received on the last day of payment of Government dues may be
refused at the discretion of the officer to whom they are tendered and those
received later will not be accepted. q

(2) The Government may, in relation to any particular class of
transactions involving payment of Government dues, issue orders varying
or relaxing any of the conditions prescribed in this rule.

Note.——The term ‘“Local banks” as used in this rule means banks (including the

Reserve Bank and the Imperial Bank of India), located in the Station in which a
Bank treasury is situated.

S:R. 34, Demand Drafts shall not be distinguished from cheques for
the purpose of these rules and, provided that the cheque is honoured on
presentation, payment shall be deemed to have been made—

(1) if the cheque is handed over to the Government’s bankers or to a
Government officer authorised to receive money on behalf of the
Government, on the date on which it is so handed over; or

(i) if it is sent by ?]ost in pursuance of an instruction to make payment
by post, on the date on which the cover containing it is put into
the post:

Provided that where a cheque is marked as not payable before a certain
date, the payment shall not be deemed to have been made until the date
on which it becomes payable.

Nore.—The provisions of clause (ii) above apply mutatis mutandis to payments

niade to the Government by postal money order or by any other recognised mode of
remitting money by post.

8.R. 85. Special rules for the acceptance from the public of cheques,
bank pay orders and bani credit chalans in some departments are prescribed
in their departmental regulations.

Grant of Receipt to the Payer.

_ S.R. 36. (1) A Government officer receiving money on behalf of the
Government must give the payer a receipt. The receipt shall be signed
by a duly authorised officer who shall satisfy himself at the time of signing

the receipt and initialling its counterfoil that the amount has been properly
entered in the cash book.

(2) Where money is realised not in cash but by recovery from a
payment made on a bill setting forth full particulars of the deduction, a
receipt may be granted only if specially desired by the payer, the fact of
the recovery having been made by deduction from the bill being clearly
recorded on the receipt.

(3) All receipts must be written both in figures and in words.

Form and Custody of Receipt Books.

S.R. 37. Receipt books in machine-numlered T.R. Form No. 6 shall
be used by all Government officers receiving money on behalf of the
Government, unless any special form of receipt is prescribed by Government
to suit the convenience of any particular department or office. Receipt
books should be obtained from the head treasury of the district within
which the headquarters of the Government servant concerned are situated.

Nore 1.—Works and Buildings and Irrigation and Waterways Departments

grant receipts in T. R. Form No. 6A or 6B, the Forest Department in T.R. Form
No. 6C and the Presidency Police Department in T.R. Form No. 6D.
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Nore 2.—The Treasury Officer should maintain, in T. R. Form No. 62B, a register
showing therein the particulars of receipt books received and issued to departmental
officers. -

8.R. 38. The receipt books must be kept under lock and key in the
personal custody of the officer authorised to sign the receipt on behalf of
the Government.

S.R. 39. Before a receipt book is brought into use, the number of forms
contained therein shall be couated and the result recorded in a conspicuous
place in the book over the signature of the Government officer in charge

of the book. Counterfoils of used receipt books shall be kept in his personal
custody.

7’

Issue of Duplicates or Copies of Receipts.

8.,R. 40. No Government officer may issue duplicates or copies of
receipts granted for money received on the allegation that the originals
have been lost. If any necessity arises for such a document, a certificate
may be given that on a specified day, a certain sum on a certain account
was received from a certain person. This prohibition extends only to the
issue of duplicates on the allegation that the originals have been lost, and
does not apply to cases authorised by these rules or by special orders of the
Government in which duplicates have to be prepared and tendered with
originals.

Departmental Regulations.

8.R. 41. Subject as provided in this Section, the detailed procedure to
be adopted in any particular department of the Government with regard
to realisation of Government dues and granting of receipt for the money
realised may be prescribed by departmental regulations.

Secrion IT.—ProcEpURe For PaviNg MONEYS INTO THE PUBLIC ACCOUNT.

Payment of Moneys.

S.R. 42. Payments of money into the treasury or the Bank may
ordinarily be made only,in cash, but cheques, bank pay orders and bank
credit chalans accepted under the provisions of S.R. 33 and S.R. 35 will
be received for credit in the Public Account.

. Nora.—The conditions under which small coin and coin which is not legal tender,
including foreign coins and coins of other than Indian Mintage. may
received at the treasury are regulated by the orders embodied in Part III.

8.R. 43. Whenever under the provisions of sub-rule (2) of Treasury
Rule 7, moneys received on account of the revenues of the State, instead
of being paid into a treasury or the Bank, are utilised to meet departmental
payments, the gross receipts and the payments made therefrom shall
entered as receipts and expenditure in any record that may be kept of the
})ayments into and withdrawals from the Public Account, and accounted
or to the Accountant-General. 1f the receipts are in excess of payments
made, the excess shall be remitted to the treasury or the Bank, as the case
maiY be, and save where it is otherwise provided in these rules, the officer
making such remittance shall note on the memorandum or chalan presented
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under S.R. 46, the full amount of cash actually received by him, and
per contra, the expenses disbursed therefrom, and not merely the net
Teceipts.

When a departmental officer remits a cheque to the treasury or the
Bank in adjustment of departmental receipts temporarily appropriated for
departmental payments, the particulars of the cheque shall be noted on the
chalan or remittance note.

Nors.—Each registration office shall send on the last day of the month, or, if that
be a Sunday or a holiday, on the next working day, to the treasury er sub-
treasury a chalan showing the credit of the moneys realised during the month in
accordance with Article J or K of the Table of Fees in the Registration Manual on
account of travelling expenses of the Registering Officer or his peon or a commissioner
for attending the residence of a person in connection with any proceedings under
proviso to section 31 or section 33(3) or 38(2) of the Indian Registration Act XVI of
1908 and the payments made therefrom supported by the payment vouchers.

8.R. 44. An officer remitting a cheque to the treasury or to the Bank
for transfer credit in the Public Account must endorse the words ‘“Received
payment by transfer credit to (a)........c...co.......... " on the document. The
officer who endorses a cheque in blank shall be held primarily responsible.
for the loss if by any chance such a cheque is paid in cash.

(@) The head of account to which the amount of cheque is creditable should be
inserted here.

S.R. 45. Cash may not be received by Treasury Officers from officers of
the Government for supplies of service postage stamps, such supplies being
regulated by the procedure laid down in S.R. 256.

Memorandum or Chalan.

8.R. 46. Subject as otherwise provided in these rules, or unless the
Government in relation to any particular class of transactions direct
otherwise, any person paying money into a treasury or the Bank shall
greqent with it a memorandum (or chalan) in T.R. Form No. 7, showing

istimctly the nature of the payment, the person or Government officer on
whose account 1t 1s made, and all the information necessary for the
preparation of the receipt to be given in exchange, for the proper account
classification of the credit and, where necessary, for its allocation between
Governments and departments concerned. As far as possible, separate
chalans shall be used for moneys creditable to different heads of accounts.

Nors.—Where under rule 5 of Appendix 5—Part IT or under any other special rule
or order, revenue collected at outlying stations is permitted to be remitted to treasuries

by means of money order, no chalan will be required but the amount of the money
order may be adjusted by book transfer on t.h:q receipt signed by the Postmaster.

8.R. 47. Except as provided otherwise in these rules, chalans shall be
presented in duplicate. Save where any other arrangement has been
authorised by the Government for the supply of chalan forms, printed
forms of chalans which may with advantage be bi-lingual, will be supplied
by the Treasury Officer free of charge.

8.R. 48. Duplicate chalans are not required when remittances are made
to a treasury for obtaining Reserve Bank drafts or Cash orders, or when
such remittances are accompanied by remittance or pass books in which
the Treasury Officer is required to acknowledge receipt of the remittance.

S.R. 49. When money is paid by a private person into a treasury
located in the same place as the departmental officer concerned in the
payment, the chalan will, hefore presentation to the treasury, be signed
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by the departmental officer fo whose account the money is to be credited.
Otherwise, the chalan shall be tendered in triplicate, one copy of the chalan
being forwarded by the Treasury to the departmental officer.

Nore 1.—Chalans for payment of Excise revenue should always be presented in
triplicate, except that for payment of Excise duty on portable foreign liquor, absolute
alcohol, rectified spirit, and spirit contained in medicinal and other preparations
chalans may, where necessary, presented in quadruplicate.

Nore 2—Chalans for payment of revenues under the West Bengal Ferries Act, the
West Bengal Local Self-Government Act, the Licensed Warchouse and FKire Brigade
Act, the West Bengal Food Adulteration Act, the Caleutta Municipal Act, the West
Bengal Municipal Act, the Howrah Offences Act, the Vaccination Act, the Hackney
Carriage Act and the Cattle Trespass Act, should always be presenu‘d in triplicate,
one copy being forwarded to the local body concerned,

Nore 3.—A special form of chalan has been prescribed for the payment of tax
under the West Bengal Agricultural Tncome-tax Act, 1944 (West Bengal Act IV of
1944), which should be presented to the treasury in triplicate. The copy marked
“Original” should be sent to the Agricultural Income-tax Officer concerned.

Nore 4.—For each and every direct payment of loans made to the treasury by
the loanee under the Loans Act, chalans should always be presented in quadruplicate,
one copy thereof being supplied to the respective collecting staff, as and when it is

TR - ) ernd o - SR A -
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Amendment
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After item (21) of Part A of the said i

the following item, namely ;-

" Funeral expenses as admissible in re

*> gazetted and non-gazetted Government
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ghall present with the cash to thé& [TESfrer, wuu HUSL COmEs. :
money, enter the amount in his own cash book, and sign the chawn which
will again be taken to the Accountant for entry in his eash book and for
preparation of a formal receipt for his own or the Treasury Officer’s signature.
Such a receipt only shall be proper quittance.

Receipts to be given for the Money.

8.R. 53. Except as provided in S.R. 56, receipts for sums below Rs. 500
do net require the signature of the Treasury Officer and may be signed by
the Treasurer and the Accountant. As regards receipts for sums received
by transfer in account, which do not require the signature of the Treasurer,
the Collector shall by an office order designate the person who shall attach
the second signature in the case of sums under Rs. 500. Receipts of Rs. 500
and over must invariably be signed by the Treasury Officer.
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8.R. 54. Cancelled.

8.R. §5. It the chalan is, in duplicate, triplicate, or quadruplicate, the
chalan marked ‘‘original’’ shall be returned to the tenderer duly signed as
a receipt, provided that, where under any aunthorised rule or procedure the
“original’’ chalan is required to be returned to the departmental authority
or to be otherwise dealt with, the treasury receipt may be given on the
duplicate or such other copy as may be specially marked for this purpose.
In cases in which the chalan is accompanied by a remittance book or a pass
book, the treasury receipt may be given on the remittance book or pass
book, as the case may be.

8.R. 56. Receipts for supplies of service stamps, when such receipts
are to be given for cash received from the public or for cheques drawn
by an officer of an indenting department, shall be given in T.R. Form
No. 6. Such receipts shall always be signed by the Treasury Officer
whatever the amount may be.

Nore.—When the value of stamps is paid by cheque and a separate indent in
T. R. Form No. 39 is sent to the treasury under S.R. 256, the indent form should
bo r_ec;orded in the treasury and should not be signed by the Treasury Officer as a
receipt.
~ S.R. 57. The amounts of chalans should be written both in figures and
in words. ¥

Ezamination Fees.

8.R. 58. JFees payable by candidates for examinations conducted by
the Public Service Commission, West Bengal, may be received at the
treasury or may be remitted to the Secretary, Public Service Commission,
West Bengal, by means of crossed India postal orders. If the fees are
deposited in the treasury a single receipt only is to be given and a duplicate
may on no account be 1ssued.

Remittances of Departmental Officers.

S:R. 59. The procedure to be observed by the Treasury Office with
regard to remittances made by or in respect of departments mentioned in
S.R. 51, shall be regulated by the rules laid down in Appendix 5.

Sub-Treasury.

8.R, 80, The procedure in regard to the receipt of money at district
treasuries is generally applicable to sub-treasuries - also, except where
otherwise provided.

Bank Treasury.

8.R. 61. The procedure to be followed by treasuries the cash business
of which is conducted by the Bank with regard to moneys tendered for
credit into the Public Account, and by the Bank in receiving such moneys
and granting receipte far +howe ~hallho o1 0 3 W o ; 'il;'id down
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to the head—‘‘S-Remittances—Other Local Remittances—Cash Remittances
and adjustments between officers rendering accounts to the same Accountant-
General or Comptroller—Cash remittances between treasuries.”” The
original copy of the chalan will be given to the party, the duplicate
retained in the Bank and the triplicate forwarded by the Bank direct to
the Treasury Officer concerned, who will credit the amount to the proper

head of revenue by debit to the remittance head to which the amount was
originally credited by the Bank.

_ Nore.—In the case of revenue payable by a prescribed date, e.g., the FEkist day
in the case of Land Revenue, persons depositing revenue at the Reserve Bank of
India, Calcutta, should allow ample time to enable the Bank to forward the triplicate
copy of the chalan so as to reach the Treasury Officer concerned before that fixed
date. While exercising every care to ensure the prompt despatch of the triplicate
copy of the chalan to the Trasury Officer, the Reserve Bank will not be held responsible
for any consequences arising out of the mon-receipt of triplicate by the Treasury Officer
before the prescribed date.
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Chapter 111.—Custody of moneys relating to, or standing in, the Public
Account.

Subsidiary Rules under T.R. 11(1).

SectioN I.—CasH IN DEPARTMENTAL CHESTS.

General Rules.

8.R. 63, Public money in the custody of the department should be kept
in strong treasure chests and secured by two locks of different patterns.
In the absence of any precise orders from Government, the officer in charge
of the chest should make such arrangements for the custody of the key and
the proper disbursement of all moneys as he considers requisite. Duplicate
keys of all locks must, save as otherwise expressly provided in these rules,
be sent to the Treasury Officer for safe custody and as a general rule the
original key of the one lock in use should be kept apart from the original
key of the other lock and in a different person’s custody, when practicable.
The chest should never be opened without both custodians being Present.

| in cases where the keys of the two locks are kept in the ¢ TR ant
‘K--_ nerenns Whonavar o anchion witn addad -J A ~

Y

' Treasury Riiles, West Bengal amd the Subsidiary
z Volume I
i

Co SQ No. 171

Anendpment

After "Note 5' below Subsidiary Rule 68 of ti
+ note, namely :-

"ote 6. = This rule shall mot apply to the ¢

governed by rule 1338 of the Bengal Jail Cod

T s—

[—Covt. of West Bengal, Finance (Audit) De ' i .
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the words "Central®,

“month immediately after closing the cash account of the~x;;;);?h. but where
this is not possible, the cash balance may be counted on the first working
day of the following month before any disbursement is made on that date.
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to the head—*‘S-Remittances—Other Local Remittances—Cash Remittances
and adjustments between officers rendering accounts to the same Accountant-
General or Comptroller—Cash remittances between treasuries.”” The
original copy of the chalan will be given to the party, the duplicate
retained in the Bank and the triplicate forwarded by the Bank direct to
the Treasury Officer concerned, who will credit the amount to the proper
head of revenue by debit to the remittance head to which the amount was

originally credited by the Bank.

_ Nore.—In tho case of revenue payable by a prescribed date, e.g., the kist day
in the case of Land Revenue, persons depositing revenue at tho Reserve Bank of
India, Calcutta, should allow ample time to enable the Bank to forward the triplicate
copy of the chalan so as to reach the Treasury Officer concerned before that fixed
date. While exercising every care to ensure the prompt despatch of the triplicate
copy of the chalan to &e Trasury Officer, the Reserve Bank will not be beld responsible
for any consequences arising out of the non-receipt of triplicate by the Treasury Officer
before the prescribed date.
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Chapter 111.—Custody of moneys relating to, or standing in, the Public
Account.

Subsidiary Rules under T.R. 11(1).

SectroN I.—CAsH 18 DEPARTMENTAL CHESTS.

General Rules.

8.R. 63, Public money in the custody of the department should be kept
in strong treasure chests and secured by two locks of different patterns.
In the absence of any precise orders from Government, the officer in charge
of the chest should make such arrangements for the custody of the key and
the proper dishursement of all moneys as he considers requisite. Duplicate
keys of all locks must, save as otherwise expressly provided in these rules,
be sent to the Treasury Officer for safe custody and as a general rule the
original key of the one lock in use should be kept apart from the original
key of the other lock and in a different person’s custody, when practicable.
The chest should never be opened without both custodians being present,
in cases where the keys of the two locks are kept in the custody of different
persons. Whenever a cashier is attached to an office, the key of one of
the locks of the treasure chest will necessarily remain in his possession.

Note 1.—In the divisional offices of the Irrigation and Waterways Department in

. Calcutta, the key of one lock of the cash chests should be kept by the passed accounts

i

clerk who actually deals with the cash the key of the other remaining in the personal
custody of the Accountant; the duplicate keys should be deposited with the Collector
of Calomtta as provided in note 2 below.

Nore 2.—Duplicate keys of non-treasury padlocks used in guarding cash or cash
chests for offices located in Caleutta, should Y-e sent to the Collector of Calcutta for
safe custody. The duplicate keys of locks of different Calcutta Police offices are,
however, kept in the custody of the Deputy Commissioner, Headquarters (personal).

Note 3.—All duplicate keys of locks in use in the District Intellizgence Branch

safes and almirahs shall be sent to the Central Intelligence Branch Office, Calcutta,
for safe custody.

Note 4.—When an officer accepts charge of a fund which is not Government money
but money got by subscription or otherwise for expenditure on charitable and other
purposes under his auspices, he does so in his personal capacity. The best way to
discharge his responsibility would be to place the money in an account opened for the
purpose in hand either in a Co-operative Bank or in the Post Office and keep an
account entirely separate from the account of Government money maintained by him.
Government safes should not be used for the custody of such money or for the custody
of any personal property of a Government servant.

S.R. 64. The officer in charge of the chest will count the cash in {he
hands of each cashier at least once a month; or, in the case of out-stations,
he or any other Gazetted Officer named by him will count it whenever he
may visit them, and will record a note in the cash book showing the date

~of examination and the amount (in words) he found. ,

8.R. 65. The counting should be made on the last working day of each

“month immediately after closing the cash account of the month, but where

this is not possible, the cash balance may be counted on the first working
day of the following month before any disbursement is made on that date.
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Deposit of Cash Chests and Valuables, etc., of other Departments in the
: Treasury.

8.R. 66. Cash chests or sealed bags belonging to other Departments
may be lodged in the Treasury for safe custody where necessary., When
so lodged, they should be presented with a slip or memorandum stating
the contents, and a receipt should be obtained from the Treasury Officer
for the cash chests or seaied bags said to contain the amount specified in
the slips. The keys of the chests or of the treasure boxes in which the
sealed bags are kept in the treasury, should be kept by the. Depositing
Officer and he will be entirely responsible for the contents of the cas{: chests
or sealed bags deposited. The amounts of such chests must not be brought
into the accounts of the treasury.

Nore.—The following may be received in the treasury for safe custody:—

(a) Undisbursed pay of the past month of the Police Department and money
in the hands of the Police for purposes of investigation, which do not
involve the identity of the precise coins or notes.

(b) Sealed bags and coh that may be in the hands of Munsifs when availing
themselves of the annual vacation.

(¢) Sealed packets containing duplicate keys of strong room or currency chests
under the control of the Imperial Bank of India acting as agent to the
Reserve Bank. Detailed rules regarding this are contained in Appendix 6.

(d) Funds and papers of Co-operative Societies.

(¢) Cash chests of other Government Departments ‘and of Co-operative Socicties:—

(i) The cash chests should be embedded in the floor outside the strong room
within view of the sentry.

(1) The Postal Department is allowed, as a special case, to keep the cash of
the Post Office inside the strong room, during the Durga Pooja and
Christmas holidays. A

{f) Security deposits, security deposit Pass Books and Service Books of Government
servants.

N.B.—Service Books are not, however, valuables within the meaning of the rules
and should, therefore, be kept outside the treasury strong room under single
lock.

(7) Non-treasury padlocks and keys and duplicate keys of such locks. Detailed rules
regarding this are contained in Appendix 7.

(h) Sealed boxes containing Government promissory notes and other valuables
belonging to cantonment authorities.

e 68 A f33(i) Sealed packets oontainin§ question papers of the Calcutta University and the

Board of Secondary Education, West Bengal,

(j) Sealed bags containing undisbursed balance of takavi advances for a maximum
period of two weeks.

(k) Sealed bags containing loan collections to be deposited by collecting officers for
a period not exceeding 7 days.

N.B.—As an exception to the general rule, the duplicate keys of safes and chests
of the West Bengal Police Offices (including Malkhana chests) should be sent to the
local treasury in sealed covers for safe custody. The I'reasury Officer, after satisfying

« himself that the seal is intact, will record the receipt of the packet in the Register
prescribed in paragraph 3 of Appendix 7 and acknowledge receipt of the same. At
the time of quarterly verification or whenever the charge of the treasury is transferred,
the Treasury Officer should see that the seals are intact and record a certificate to
that effect in the Remarks column of the Register.

; . : voming into the hands
8.R. 67. Bullion, jewellery and other valuables coming into the
of a Government servant in his official capacity may be deposited into the
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Vide Letter No.4130-F/FIR-43/63 dated
the 5th September, 1963,

AVENDMENT S

1. FEor rule 68 of the said rules, subsiiiuta.
the following rule, namely =

" 68, When & Government servemt is, with proper
ganction, temporarily deputed for duty- out of
Indis either in connection with the post held

by him in India or in connection with any specisal
duty an which he may temporarily be placed, he
may be allowed by “overnment to drew during the
period of deputstion the same psy whish he would

have drewn had he remained on duty in India ¢

Provided that a Government ”rvant,"!who is
pleced on 'deputstion while alresdy on lesve oub
of Indie on aversge pay, may be required by
Government to contine to be on lesve, in which
case he ghall be given during that period, in
addition to his lesve salery, an honorarium
of one-gixth of the psy which he would have
drewn had he remained on duty in India. The
cost of passages, in such case, from and %o
India shall be borne by him.

Note 1. The portion of the pay which a Governmert
servant may be permitted to draw in foreign -
currency while on deputation abrosd will be
determined in acceodance with the orders issued
from time to time by Government in this rege d.

Note 2. Government servants for duty out of
India may also receive free passages and Com =
pensatory allowances under such conditionsws
and at such retes as Government may determine.

P.X.C
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it should not be piled on trestles but must be kept in boxes or
that no bags or boxes be placed within a prescribed distance of
the wall or in any particular part of the room. The inspecting
officer must specially examine the condition of any of the
enclosing walls which are so situated that they are not, on the
outside, under observation of the guard. .

(1) Existing strong rooms should he inspected annually by the
Executive Engineer, or by an experienced Assistant Engineer
or an Upper Subordinate holding subdivisional charge, deputed
by the Executive Engineer for the purpose.

The Inspecting officer will grant a certificate of safety and it is
the duty of the Treasury Officer to obtain such a certificate
annually. ,

(2i7) The District Superintendent of Police should record an order
prescribing the positions of the sentries, and may also require
any additional precautions to be taken in the strengthening of
fastenings, burning of lights, ete., but the responsibility for the
security of the building and its fixtures shall remain with the
Executive Engineer, and that for the security of chests and other
treasury furnifure not forming part of the building or fixtures,
with the officer in charge of the treasury.

() A copy of the inspecting officer’s certificate and of the District
Superintendent’s order should be hung in a conspicuous place
within the strong room. It is the duty of the Treasury Officer
to see that any conditions as to the manner of storage stated
in these documents are complied with.

(v) The doors and windows of the strong room must remain permanently
closed and locked, except during the time necessary for moving
coin or other valuables into or out of it. The Treasury Officer
must be personally present during the whole time between the
opening and the shutting of the strong room.

Ag an exception to this rule, the opening of shutters may be
permitted during office hours, in an aperture which is otherwise
barred, if it is necessary for the admission of light or air to any
other part of the building,. provided that coin or valuables remain
securefr packed under lock and key.

Custody of Padlocks and Keys of the Treasury and Sub-Treasury Strong
Rooms and Chests.
8.R. 70. (1) A register of all padlocks belonging to the headquarters
treasury and sub-freasuries and ftreasure chests ghall be maintained in the
following form and kept in the strong room of the district treasury:—

c Initials of Number and
Number Number of < Datoof |* Initial of
Date of | borne by | duplicate f;g“,‘;‘;z’“‘;’:‘fﬁ: removal of grad‘:r”r Treasury officer | Remarks,
Receipt. | padlocks koys padlocks and any pad_lock sanctioning removing n
and key. roceived, Keys. or keys. the removal. padiock or key,
1 2 3 K 5 6 7 8
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Separate pages shall be assigned to the headquarters treasury and for
each sub-treasury or treasure chest. Each sub-treasury shall also keep a
list of its own padlocks and keys in the above form.

“Nore—The term ‘Padlocks’ includes also the *self locks' of iron safes and steel almirahs'.

(R) Every padlock shall have a number impressed npon it or attached
to it by a metal or other label, and the same number shall be impressed on
or attached to the key belonging to it. No two padlocks in the same district
shall bear the same number.

(3) If a padlock becomes unserviceable or ceases to be required, or if
the key belonging to it becomes unserviceable or is lost, the circumstances
shall be reported to Government in the Finance Department who shall pass
orders regarding the disposal of the padlock and key, No padlock of which
the key has been lost shall continue to be used. No spare padlocks should
be kept at a sub-treasury or, except with the permission of Government in
the Finance Department, at a district treasury.

(4) No local mechanic shall ever be allowed to repair a treasury padlock
or to nake a new key for one.

(5) All spare padlocks with their keys which are held in the district
treasury with the approval of the Government in the Finance Department,
shall be kept in the headquarters strong room under double locks, the key
of one lock being in the hands of the Treasury Officer, and of the other
in the hands of the Treasurer. The duplicate keys of all padlocks (whether
spare or in use) should be destroyed in the presence of the Collector, who
is required to give a certificate to this effect in the remarks column of the

register.

~ (6) Whenever the charge of a treasury is transferred, or a Treasurer
is changed, all padlocks belonging to the treasury shall be ‘examined and
compared with the register, and a certificate shall be signed in the remarks
column of the register that they have been found to be correct.

the inspecting officer

At every inspection of treasury under S.R. 26,
all keys correct and

shall report whether he has found the padlocks and
deposited in accordance with these rules.

Storing of Treasure.

S.R. 71. (1) The following are the authorised methods of storing

coins and notes in strong rooms:-—
(i) Coin.—Coin should be made up in bags of uniform size each
containing Rs. 100, Rs. 500, Rs. 1,600 or Rs. 2,000, as is
estimated to be most convenient for local couditlous..but; one of

these sizes must be selected and adhered to. A slip in T.R.

Form No. 9 showing the description and tale of the contents

and signed by the person who has counted and examined them

should be placed in each bag. The bags should then be tied

up with string. :
(it) Notes.—Notes should be made up in bundles of 100 each for eacH
denomination, any balance of less than 100 forming a se arate
bundle. Each bundle should then be stitched with a la el in
T.R. Form No. 10 at the top, showing the denomination and

number of the notes and signed by the person by whom they
have been counted and examined.
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(2) Coin may be stored in either of the following ways: —

(1) In bags of uniform contents, placed in strong iron boxes or safes,
or wooden chests, or built recesses or welfs, each of which has
two independent locks, both of which must be opened before
access is obtained to the contents. One of the keys should
remain in charge of the Treasurer, the other in charge of the
Treasury Officer;.or '

(#7) in bags of uniform contents piled upon trestles, but this method
is not admissible unless every door, window, drain, skylight,
ventilator, or other aperture in the walls of the strong room

are so closed as to prevent the insertion of any rod or instrument
within the room.

_ (3) Coin may also be stored temporarily in boxes prepared for remittance
in the manner prescribed in S.R. 473.

Nore.—Gold coin must be kept in a separate safe or chest.

(4) All notes should be stored separately from coin in a tin box or other
receptacle designed to protect them from the injury by damp, insects, etc.

They should be kept in bundles of not more than 100 notes each, each
bundle containing notes of one denomination only.

Precaution against Substitution of Good Coins by Uncurrent or Counterfeit
Coins.

8.R. 72. To guard against the risk of uncurrent or counterfeit coin
being substituted in a treasury for good coin presented by the public or
received in remittance, shroffs and potdars or other subordinate officials
who handle coin in treasuries must on arrival for the day’s work, give up
to the Treasurer or a responsible subordinate to whom tge T'reasurer may
entrust the duty, all coin carried with them at the time. This coin should
be restored when the men are leaving office at the close of the day’s work.

Custody of Treasury Balance.

8.R. 73. Save as provided in this rule, the bulk of the treasury balance
must remain under double locks, one key being held by the Treasury Officer
and the other by the Treasurer. The Treasurer may hold in his separate
custody a sum sufficient for the convenient transaction of the Government
business, and this sum, together with the value of stamps, opium, etec.,
in his sole custody, must not be larger than the security given by him.
The sum so held shall be seen and roughly verified by the Treasury Officer
every night and locked up in the vaults under double locks.

Nore.—In the largest Treasury, the cash in the Treasurer’s possession need never

excead Rs. 3,000, and in a subdivisional treasury the cash in the Treasurer’s possession
nead not exceed Rs. 300.

8.R. 74, (1) In receiving coin into double locks, the Treasury Officer
should cause the contents of each bag to be emptied into the scales, weighed
and poured into another bag which should be tied up in his presence with
the siip in T.R. Form No. 9, placed inside it. The bags thus tested should
then Le counted into the chest.

(2) 1n receiving notes into double locks, the Treasury Officer should
count the motes in each bundle and satisfy himself that the notes are all
of the alleged value, i.e., that a note of a lower denomination has not been
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. included in a bundle for a higher denomination, and sign the label in
T.R. Form No. 10 on the top, as a token of this verification. The bundles
thus fested should then be counted into the chest.

In the case of fresh notes of the denominations of Rs. 10 and Rs. 5
received in a remittance from the Currency Office, the detailed check may
be confined to one bundle in every ten taken at random.

(3) Notes may be given out of double locks by counting the number of
bundles.

(1) Silver coin may be given out of double locks by counting the number
of bags only.

() Every amount passed into or passed out of double locks should be
registered in T.R. Form No. 3 (Treasurer’'s Daily Balance Sheet) at the
time by the Treasury Officer with his own hand, and a memorandum should
be kept in each chest showing its contents.

(6) The lines in T.R. Form No. 3 should be printed wide apart so as
to admit of two or three entries against each in the rare cases when the
same kind of money is taken out more than once the same day.

(7) Money arriving from a distance too late in the day for examination
may be kept in sealed bags under double locks but only until the next
working day, the fact being recorded in the register of valuables (T.R.
Form No. 8).

Secrion ITI.—VErirrcarios oF Casa BALANCE.

General Procedure.

8.R. 75. In verifying the cash balance of the district ‘reasury, the
Collector, or such other o%cer as may be authorised to undertake this work,
shall satisfy himself, by personal examination, that the actual stock of
coin and notes corresponds with the balance shown in the Treasurer’s
balance sheet (T.R. Form No. 3) and that the conditions laid down in
clause (71) of S.R. 4 are fulfilled.

S.R. 76, The following procedure shall be adopted in verifying the
cash balance by actual counting:—

(i) Gold coin.—The coin will be in bags of £100 each, the fractional
part of £100 being kept in a separate bag. First any bag may
be taken at random and 25 sovereigns counted from it. These
may be placed in one pan of a scale and balanced against a
like quantity counted and placed in the other pan. The

. contents of the second pan may then be transferred to the first
and the whole balanced against a like quantity of sovereigns,
which being transferred to the first pan, will raise its contents
to £100. The contents of the other bags should be verified
against this standard weight.

The contents of every bag containing a fraction of £100, as well
as those of any bag found to weigh less than the standard
weight, should be verified by actual counting.

(i7) Silver coin.—(1) The coin is kept in bags, each containing a certain
fixed amount. One bag may be selected at random, and
Rs. 50 or Rs. 100 counted out of it in detail and used as a

39



[S:Rs. 76.77) SUBSIDIARY RULES [Parr II]

weight in a small scale. Against this weight, other similar
sums should be weighed untif the whole contents of the bag are
exhausted, care being taken all the while that the requisite
number of parcels of Rs. 100 or Rs. 50 is made up. The whole
amount thus tested may be taken as a verified weight of
Rs. 1,000 or Rs. 2,000, as the case may be, and placed in one
pan of a larger pair of scales.

(2) The whole number of bags should then be counted, and one in
every twenty, taken at random, opened, and its contents poured
into the scales and weighed against the verified Rs. 1,000 or
Rs. 2,000. If their weight is less, they should be retested by
weighment in sums of Rs. 100 as in the preceding sub-clause
and if, on re-examination they are found correct, they should
be substituted for those taken before us the verified weight.

(3) Broken amounts may be verified by weighment in small quantities
of Rs. 50 or Rs. 100 or Rs. 200.

Nore.—With proper arrangements, about ten lakhs of coins can be tested in one
hour by this process.

(12t) Copper, bronze and mnickel coins.—The verifying authority may
adopt any method of verification which he thinks satisfactory,
but he must remember that he is personally responsible for the
correctness of the balance stated by him. He should occasionally
count the bags and examine their contents, but it is not essential
to do so each month.

(#v) Notes.—All notes of the 100 Rupees denomination must be person-
ally counted by the verifying officer. For mnotes of lower
denominations, the following plan is sufficient:—

The notes being in bundles of a certain marked number, a few
notes at the top may be folded back, and the rest counted by
clerks or assistants. The verifying officer will then see in the
case of each bundle whether the addition of the notes folded
back to the number already counted and marked, makes up
the whole alleged number of the bundle. The clerks or
assistants engaged should mnot be persons responsible for the
correctness of the bundle, and the verifying officer should
gsatisfy himself that the notes in the bundle are all of the
alleged value, i.e., for example, that a ten-rupee note is not
counted as one of a fifty-rupee note bundle.

When the Collector himself verifies notes of Rs. 2 and Re. 1 deno-
minations he should count all the bundles, see that each bundle
contains two-rupee notes or one-rupee notes only as the case
may be and that the bundle appears in size to contain as many
pieces as it is stated to contain. He should then select at
random 10 per cent. of the bundles and count them in the
manner preseribed above for all notes of lower denominations.

Nore—These rules should be printed and pasted on a board and hung up in the
strong room in a conspicuous place.

8.R. 77. The following supplementary rules may be useful. They are
of general character, and do not exhaust the means of detailed check which
a Collector’s experience may lead him to have recourse to, in the discharge
of his personat responsibility.
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Verification should primarily be directed towards three main points:—
(I) That the treasure which the treasury is stated to contain is what
it should contin.
(TI) That the treasury contains all the treasure which it is stated to
contain.

(ITI) That the treasury does mot contain any treasure which it should
not contain, 1t is nof sufficient merely to see that the amount
shown by the Treasurer in his account is produced as there is
ihus no guarantee that he 1s not keeping money out of nccount
which has been recvived info the treaswy and may still be

: there.

(@) The processes advised in vespect of direction (I), are the checking
Accountant’s balance sheet and its comparison
with the Treasurer’s halance sheet, The Aceountant’s balance sheet shows
the balance whiclh the ireasury should contain, This balance sheet is
checked by the Treasury Olficer with the cash book and subsidiary registers,
ete., in detail every day and it is nol expected that the Collector should
repeat those checks at the time of the monthly verification. He should,
however, generally satisfy himself as to its correctness before comparing it
with Treasurer’s balance sheet and specially see—

(z) that the several sub-treasury balances included in the Accountant’s
balance sheet agree with the sub-treasury balance sheets for the
last day of the month, the accounts of which have been
incorporated in those of the District Treasury, as certified to, by
the Sub-Treasury Officers;

(it) that remittances within the district, shown as in transit, in the
Accountant’s balance sheet, have been duly advised by telegram,
and that satisfactory explanation is forthcoming as to their
non-inclusion in the Treasurer’s cash book or the sub-treasu
daily sheets concerned. Remittances are required to be credite
in the Treasurer’s cash book immediately on receipt;

(#i7) having thus satisfied himself as to the general correctness of the
Accountant’s balance sheet, the Collector should compare the
balance as brought out therein with that shown in the Treasurer’s
balance sheet for the corresponding day, discrepancies, if any,
being reconciled or corrected and other suitable action taken.
He should then record the result of this comparison in the
Accountant’s balance sheet over his dated signature.

(b) The next step is the verification of the treasure with the detailed
distribution, as shown in the Treasurer’s balance sheet, as corrected, where
necessary, in the manner indicated below—

(1) The entire contents of each receptacle should be taken out,
examined and counted as required by S.R. 76 and in accordance
with such other orders as Government or the Divisional
Commissioner may have issued. The result should be recorded
by the Collector under his dated initials in the memorandum of &8
contents kept in each receptacle. Kach receptacle should be ‘;;é
locked in the presence of the Collector as soon as its contents
have (liJeen verified by him and before another receptacle is
opened. 3

(i) When the contents of all receptacles have been verified the

Collector should see that the total amounts, thus verified, agree
with the corresponding entries in the Treasurer’s balance sheet

of the corredtness of the
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and record the result of the comparison over his dated signature
in the Treasurer’s balance sheet. Any excess or deficiency which
cannot be reconciled should be reperted to the Accountant-
General on the same day.

(712) Having ascertained that the treasury contains all that it should
contain, the Collector should satisfy himself that the treasury
contains no treasure which it should not contain. For this
purpose, he should personally and carefully inspect every
receptacle in the strong room and in the single lock room, where
one exists, even if reported to be empty. A note to this effect
should be recorded on the back of the Treasurer’s balance sheet
for the day. Should any unaccounted for treasure be detected,
the Collector should immediately institute an enquiry and report
the result to the Accountant-General forthwith. The Collector
should also take steps to ensure that there is mo possibility of
treasure being introduced into or taken out of the strong room or
of being moved from one receptacle to another while the
verification is in progress.

8.R. 78. On the first day of each month, each Treasury Officer shall
telegraph to the Currency Officer, Calcutta, (1) the total treasury balance on
the last day of the preceding month without any details as to the denomina-
tion of notes or kind of coins, and (2) the net amount, if any, credited or
debited under the head “Reserve Bank Deposits” in the accounts for the
preceding month. No telegram is necessary when the detailed cash balance
report itself would reach the Currency Officer by the 3rd of the month.

Cash Balance Report.

8.R. 79. On the first working day of each month, a detailed cash
balance report shall be despatched by the Treasury Officer to the Currency
Officer, Calcutta.

8.R. 80. The report shall be prepared in T.R. Form No. 11 which, save
under the circumstances specified in S.R. 25, must be signed by the Collector
with a certificate that he has personally verified the several details of coin
and notes held. Whether it agrees with the account or by any chance
disagrees, it must state the literal facts, and include with the cash found
in the treasury the balances of the several sub-treasuries on the last dates
for which their returns have been included in the accounts of the district
treasury.

Nore 1.—For treasuries the cash business of which is conducted by the Bank, the
report may be modified as shown in T.R. Form No. 11, Such reports should show
the details of balances at non-Bank sub-treasuries only, but a separate memorandum
ghould be attached showing the value of small coin of each denomination and of

uncurrent coin of each class held by the Bank, the necessary information being
obtained from the Bank on the last day of each month.

Nore 2.—When the verification of cash balance takes place on a date other than
the first of a month, it should be reported to the Currency Officer, Caleutta, in the
uzual form of the cash balance report.

8.R. 81. The total balance must be stated in words, and its distribution
between the distriet treasury and sub-treasuries shall be exhibited so as to
show the amounts held in each in gold coin, in notes, in silver rupees and
half-rupees, in small silver, in nickel and in bronze and copper. The
amounts of notes of each denomination must be shown separately. In the
case of the balance at the distriet treasury, the amounts under double locks,
and under the Treasurer's single lock, shall also be noted separately.

42



[ParT II] SUBSIDIARY RULES [S.Rs. 82-85]

Chapter 1V,.—Withdrawal of Moneys from the Public Account.
Subsidiary Rule under T.R. 13.

Investment of surplus cash balances of the State Government.

8.R. 82. Money may be withdrawn from the Public' Account under
orders of Government in the Finance Department for the purpose of
investment in securities of a Government in India in the name of the
Government of West Bengal. All orders directing such withdrawals will be
signed by the Secretary of the Finance Department.

Subsidiary Rules under T.R. 16.
SecrioNy I.—GENERAL RULES.
Sus-sEctioN 1.—CrLAIMS FOoR WITHDRAWAL.
Mode of Withdrawal.

8.R, 83. Save as otherwise specially provided in these rules, money

mfa_i,;_lxllot be withdrawn from the Public Account except by presentation
of bills.

The purposes for which and the conditions under which money may be
drawn by cheques are specified in this and subsequent chapters of these
rules.

Ezxplanation.—A hll is a statement of claims against the Government containing

specification of the nature and amount of the claim either in gross or by items, an
includes such a statement presented in the form of a simple receipt.

A bill or a cheque becomes a voucher when it is duly receipted and stamped ‘“‘paid’’.

_S.R. 84, The Government servants who can draw cerfain cl'asses of
bills, the purposes for which and the conditions under which the bills may
be drawn, are shown in Appendix 8.

Nork 1.—The gazetted Government servants (including non-gazetted Government
servants referred to in S.R. 191 and subject to the restriction stated therein) are their
own drawing officers in respect of their personal claims.

NorE 2—The names of controlling officers who are authorised to countersign
travelling allowance bills of different classes of Government servants are gven in
Appendix 2 to West Bengal Service Rules, Part TI

Presentation of Claims.

S.R. 85. Save as hereinafter provided, all bills or cheques in payment
of claims against the Government shall be presented at the treasury or at
an authorised office of disbursement duly receipted and stamped where
necessary.

At places where the cash business of the treasury is conducted by the
Bank, this rule shall apply subject to the provisions of Chapter V of these
rules. 2
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S.R. 86. Except as expressly provided in these rules, or as the
Collector may arrange locally in special cases for particular classes of
claims, no bill or cheque may be presented at a sub-treasury without being
_first submitted to, and the payment directed by, the Treasury Officer:

Provided that where under the provisions of these rules or under any
special order of the Controller, a sub-freasury is permitted to cash a certain
class of bills or cheques without the orders of the Treasury Officer, the
payvment of such bills or cheques shall not, except under spécinl arr:;nge-
ment and 'on particular occasions, be made at the district treasury also.

Nots 1.—Payments which bave to be mada at sub-treasuries may be arranged by

obtmn@g cash orders or Reserve Bank drafts issued by the disbrict treasiury dn accord-
unca with the provisions of thesp rules.
Nowe . 2—The following classes of bills may be paid at a sub-treasury without
authority of the District Treasury:—- :
(1) Pay, travelling allowance and contingent bills and bills for servige
stamps of offices permapently stationed at a subdivision.
(2) Contingent bills of the Works and Buildings and Trrigation and Waterways
Departments.
(3): Grant-in-nid Lills phesed ‘by’ the Cirele Fuspectors of Schools.
(4) Scholarship bills passed by the Circle Inspectors of Schools.
(5) Cheguies drawn by Works and Baildings and Irrigation and Waterways
and Forests Departments who have been authorised to draw on the sub-
treasury.

(6) Cheques drawn by local bodies banking with the sub-tressury.
(7) Telegraphic transfers and Reserve Bank ‘of India dyafis issued on a sub-

postago

treasury.
(8) Repayments of Revenue, COriminal and Civil Courts deposits received at the
-~ subdivision. '

(9) Refunds of criminal fines.
(10) Pension bills of pensioners authorised to take payment, at sub-treasuries.

(11) Remuneration bills of copyists.
(12) Bills for loans under the Agriculture and Land Improvement Loans Act.

(13) Bills pre-audited by the Accountant-General.

(14) Bills for gratuitous relief.
table Endowment Funds issued

(15) Interest payment orders in respect of Chari ]
by the Treasurer, Charitable Endowments, West Bengal and those in respect

of Trust Funds issued by the Reserve Bank of India, Calentta.
(16) Bills drawn by Sub-Registrar on account of remuneration to extra Muherers
of the Registration Department.

(17) Pay bills of the temporary establishment.
(18) Bills for refund of the value of Stamps.
(19) Bills for grants-in-aid or subventions to Local Bodies.

8.R. 87. When a person not in the Government employment claims
payment for work done, services rendered, or articles supplied, such claims
shall, unless there are express orders of the (Government to the contrary, be
submitted through the head of the department or other responsible
Government officer under whose immediate order the seryice was done or
the equivalent was given for which payment is demanded.

Norm 1.—The rules prescribing the detailed procedure to be followed in regard to
payment to persons not in Government employ are contained in S.R. 140,

Nors 2.—Payments to pensioners are governed by special rules preseribed in Section
VI of this Chapter. .
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S.R. 88, Subject as provided in S.R. 332, or unless in any case the
sauctioning authority directs otherwise, all bills for grants-in-aid, contribu-
tions, ete., to local bodies, religious, charitable or educational institutions
and other non-Government bodies or _persons, shall be presented for
payment either through some responsible Government official, or after they
have been countersigned by him.

8.H. 89. The procedure to be observed by disbursing officers of the
Works and Buildings and Forest Departments in: making withdrawals
from the Public Account, shall be regulated by the provisions. prescribed
i Appendix 3,

Arrear Cluims.

8.8, 80. (a) No claim against the Government not prefarred within

ais months of its becoming due can be presented witlhoul an aulhority from
the Aceountant-General. This rule does not apply to elaims of Rs. 5 or less

which are preferred within one year of their becominz due, nor does it
apply to payments of claims on account of pensions, which are regulated by
Sudt, 297, nar fo payments of interest on Government securities or any pther

class of payments which are governed by special roles or orders of the
Government. |, :

Notr 1.—Claims of Government against Railways for overcharges and claims of
Harlways against Government departments for undercharges will be recognised and
adnitted if the claims are preferred within' six rmontlhs-—-

(1) In the case of ecash payments—irom the dnte of payment.
(i) In the case of warrants or credit notes—from the date of presentation of
bill by the Railway Administration.
The Railways named in Appendix § have agreed to the adoption of the above rules.

Frplanation—The terms “overcharges” and “‘undercharges’ used in this note mean
overcharges and undercharges of railway freight and fares only. They refer to
shortages and excesses in the items included in a bill which has already been rendered;
the omission of an item in a bill is not an *“‘undercharge’’ mnor is the erroneous
inclusion of an item an ‘‘overcharge.”

Noms 2.—(i) Scholarships (other than Middle English, Middle Vernacular, Upper
Primary and Lower Primary) and grant-in-aid bills become due on the last day of
the menth in which earned and travelling allowance hills become due on completion
of the journey. The six months limit should, therefore, be calculated from that date,
and not from the date of countersignature. .

(ii) Middle English, Middle Vernacular, Upper Primary and Lower Primary

Scholarship bills not cashed at the treasury within 6 months from the dates of their
becoming due may be paid without preaudit, provided they are not more than be.

year old, In cases of unusnal delay the cause of the delay should, however,
enquired into.

Nore 3.—This rulo‘does not apply to the duplicate bills for grants-in-aid or for
minor and vernacular scholarships or for Primary Schools.

(b) Claims of GGovernment servants, whether gazetted or not, to arrears
of pay or allowances or to increments which have been allowed to remain in
abeyance for a period exceeding one year but not exceeding 3 years, cannot
be investigated by the Accountant-General, except under the special orders
of the anthority which appoints the Government servant by whom the claim
is made. The investigation of claims more than three years old will
require the sanction of the Government.

y inconvenient

Nore 1.—Delays in payment are opposed to all rules and are highl e tie

and objectionable, and when not satisfactorily explained should be brought
notice of the head of the department concerned.
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Pre-audit of arrear claims involves a great deal of labour which is often out of all
proportion to the amount or the importance of the claims preferred. All petty arrear
claims other than tifose that affect an officer’s pension, and all claims efor shose
;le!l_:geq. u:subnnssion an adeguate explanation is not forthcoming, should be rejected
orthwith. -

In considering claims more than three years old recommended for sanction, the
Government will also take into account the fact that it is normally not possible. owing
to the limited period of preservation of records, to audit claims more than six years old.

Notk 2.—When 2 bill for arrear pay, allowance or increment is presented at the
treasury, it should be supported by an authority from the Accountant-General sanction-
ing the payment. In any case, however, in which an allowance has heen claimed
at the treasury but in consequence of some objection taken payment has been delayed,
the Treasury Officer will not refuse to pay such bill, if when the objection is satisfied,
the claim happens to have become more than a year old.

(¢) In the case of sanctions accorded with retrospective effect, the periods
of six months, one year or three years referred to in clauses (a) and (b)
above should be calculated from the date of sanction and not from the date
from which the sanction takes effect.

Payment through Indian States or Private Bankers.

8.R. 91. In every case in which it is deemed necessary to utilise the
treasury of an Indian State or the agency of a bank or of a private banker
for dishursement of any claims due by the Government, such claims shall,
unless there are express orders of the Government to the contrary, be
presented in accordance with the procedure prescribed in these rules for
presentation of claims at a Government treasury.

General Instructions regarding the preparation and form of Bills.

8.R. 92. The following instructions with regard to the preparation
and form of bills shall be observed : —

() Printed forms of bills in English should be adopted as far as possible;
but when, from any circumstances, a bill in an Indian language is unavoid-
ably necessary, a bi-lingual form should be used.

(ii) Tf, in any case, the use of a bill purely in an Indian language
becomes unavoidable, a brief abstract should be endorsed in English under
the signature of the preferring officer stating the amount, the name of the
payee, and the nature of the payment.

(éii) A1l bills must be filled in and signed in ink. The amount of each
bill should, as far as whole rupees are concerned, be written in words as well
as in figures. The fractions of a rupee may, howeyer, be written in figures
after the words stating the number of rupees, but in case of there being no
fraction of a rupee, the word ‘“‘only’’ should be inserted after the number
of whole rupees and care should be taken to leave no space for interpolation
as in the following examples: ‘“Rupees twenty-six only’’, ‘““Rupees twenty-
five -/4 /-7,

(iv) All corrections in the total of the bhill whether made in words or
figures should be attested by the full signature of the drawing officer with
date instead of by his dated initials.

Erasures and overwritings in any bill are absolutely forbidden and must
be avoided; if any correction be necessary, the incorrect entry should be
cancelled neatly in red ink and the correct entry inserted. Each such
correction or any interpolation deemed necessary should be authenticated
by the drawing officer setting his dated initials against each.
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(v) The full accounts classification must be recorded on each bill by the
drawing ?fﬁce{', the classification in the budget being taken as a guide.
The classification should also show whether the expenditure is voted or

c!ml’&'ed: and, as far as practicable, itsgallocation between departments or
Governments, where necessary.

(v1) Charges against two or more major heads should not be included in
one bill, but the Treasury Officer or any other disbursing officer will not
take exception to a bill on this ground, unless the items require different
action in his office, such as entry in different registers.

3 This rule does not apply to the allowances of a Government servant drawn
with pay, as in such cases the whole of the allowances, even if belon;iing to
two or more major heads of accounts, should be drawn on a single bill, if
debitable wholly to State revenues.

(vi7) When bills are presented on account of charges incurred under any
special orders, the orders sanctioning the charge should be quoted. Copies
of sanciions accompanying a bill must be duly certified by a gazetted officer

ﬁfeatc)lyo? tﬁ:lz)%lzg)le subordinate specially authorised in this behalf by the

This rule does not authorise a Treasury Officer or any other disbursing
officer to refuse payment of a bill on the ground that the charge has not

been sanctioned. The responsibility for incurring unsanctioned charges
rests with the drawing officer.

(viit) The authority under which deductions are made in a bill should
be quoted.

(i) Dates of payment should, when possible, be noted by the payees in
their acknowledgments in sub-vouchers, acquittance rolls, etc. If, for any
reason, such as illiteracy or the presentation of receipts in anticipation of
payment, it is not possible for the dates of payment to be moted by the
payees, the dates of actual payment should be noted by disbursing officers
on the documents under their initials, either separately for each payment or
by groups, as may be found convenient.

() When the drawing officer requires payment to be made through some
other person or agency, he must specifically endorse an order or furnish
such authorisation as may be necessary to pay to that specified person or
agency.

Note.—The general position in regard to endorsements on bills is set out in 8.R. 125.

(#7) When payment is desired wholly or partly by a Reserve Bank draft,
a formal application for the draft should accompany the bill and the manner

in which payment is desired should also be indicated in the drawer’s receipt
on the bill,

(#it) When it is desired that either the whole or a part of the amount of
a bill should be remitted to a person or persons by Postal Money Order, the
bill should be accompanied by properly prepared money order form or forms,
as the case may be. The amount of the money order as well as the amount
of commission due thereon should be shown as deductions in the bill. The
purpose of the money order must be briefly stated on the acknowledgment
portion of money order form in continuation of the entry "‘Recelved the
sum specified on the reverse on *', sufficient space being left below
the manuscript eniry thus made for the signature or thumb impression of
the payee. (See also S.R. 151.)
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(@i1i) Pies should be eliminated from amounts payable on a bill where
this is required under the provisions of S.R. 93.

=(xiv) The spaces left blank either in the money column or in the column
for particulars of the bill shoul® invariably be covered by oblique lines.'

“(aw) A note to the effect that the amount of the bill is below a specified
amount expressed in whole rupees should invariably be recorded on the
body of the hill in red ink. The amount so specified should be a sum
slightly in excess of {he total amount of the bLill.

-
Elimination of Pies from Government Account.

8.R. 93, The following transactions of the Government shall be taken
to the nearest anna, gix pieg and over heing treated as one whole anua and
amounts less than six pies being omitted:

(1) ‘Pagments 1o or recoveries from Government servanis and pensioners,
except as specified balow:—

(#) In the case of emoluments fixed by statute, the payment may be

made to the next higher anna. )

(7) In the case of pies occurring in life insurance premia under the
Post Office Insurance Scheme, and in gubscriptions to Service and
other funds, which are deducted from pay bills, the total sum for
twelve months is bound to be an even sum of annas, and every
subseriber should be asked to pay to the nearest anna eleven
months in the year, the necessary adjustment being made in the
last month; thus, a subseriber who has to pay Rs. 3-5-7 per
month may pay Rs. 3-G-0 per month for eleven months and
Rs. 3-1-0 in the twelfth month.

Nore 1.—FEach individual item in a pay and allowance, pension or travelling
allowance bill should be taken to the nearest anna.
. Nore 2.—As regards recoveriezs of amounts under objection, when all amounts of
bills are calculated in annas, there cannot be any pies in objection books.

Nore 3.—In the case of the General Provident Fund, Contributory Provident Fund
and other Government Provident Funds, deductions will be made in whole rupees or
even annas, as may be required by the rules of the fund concerned.

(2) Accounts rendered to another Government or by one department of
the Government to another, unless in any case it is not possible to remove
the pies from the original transactions.

(3) Amounts converted into Indian currency from sterling and other
foreign currencies.

(4) Payments for claims in respect of contingent and other charges when
claimants have no objection.

annl;’on 1.—Pies in the totals only of the claims should be rounded off to the nearest

Note 2.—Fractions of a pie should neither be received nor paid,
(5) Reserve Bank remittances, deposits, and all receipts other than

receipts of revenue which are fixed by or under any law, or are specially
exempted by the Government from the operation of this rule.

Nors.—Pies may be accepted for the issue of Reserve Bank Government drafts on
account of sums which represent dues fixed by or under any law or under any contractual
obligation of the Government.
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Forms of Bills for Various Classes of Claims.

8.R. 94. The forms prescribed for the preparation of bills relating to
the various cl_ﬂsseﬂ of claims, such as pay and allowances of Government
gervants, contingencies, pensions, etc., and the procedure to be observed in
the presentation of such claims, are specified under relevant heads in the
subsequent Sections of this Chapter.

Signature and Countersignature on Bills.

8.R. 95. TUnless the ‘Government have expressly authorised it in the
case of any specified office, no payment may be made on a bill or order signed
by a clerk instead of by the head of an office, although in the absence of
the latter the clerk may be in the habit of signing letters for him. Nor may
any money be paid on a bill or order signed with a stamp. When the
signafure on a bill is given by a mark or seal or thumb impression, it shall
be attested by some known person. Signature in Indian- characters must
always be transliterated.

8.R. 96. The head of an office may authorise any gazetted officer

gerving under him to sign a bill or order for him, communicating the name

and the specimen signature of the officer to the disbursing office concerned.
This will not, hOWevcr, relieve the head of the office, in any way, of his

" responsibility for the accuracy of the bill or for the disposal of the money

received In payment,

Note.—The above rule provides for the authorisation of a gazetted officer by the
head of an office to draw biYIs, subject to the head of the office’s ultimate responsibility.
There is no rule authorising a non-gazetted officer to draw bills. Government consider
that the necessity of such authorisation can arise on very rare occasions when the
gazetted staflf of an institution is not greater than two. Government have accordingly
decided that the head of an office may authorise a non-gazetted officer to draw bills
onl:;'}_:hen such authorisation is absolutely necessary subject to the following
conditions :—

(1) The delegation to a non-gazetted officer shall be confined only to the case
of the senior non-gazetted officer of the establishment and shall be under the
previous authority of the head of the department in each instance,

(2) The head of the office shall accept previously in writing full responsibility for
all financial transactions which take place in his office during the period.
(3) The delegated power shall be confined to such tramsactions only as cannot,

without inconvenience to Government business or hardship, await the
return of the head of the office.

8:R. 97. Bills requiring previous countersignature shall not be
plx;esqutfld at a disbursing oﬁice before such countersignature has been
obtained.

S.R. 98. Bills which under any rule or order require to be pre-audited
by the Accountant-General before disbursement, shall not be presentted to
the Treasury Officer except through the Accountant-General.

Duplicates and Copies of Bills, etc.

8.R. 99- (1) No Government officer may issue duplicates or copies of
bills or other documents for the payment of money which has already been
paid, on the alleﬁatlon that the originals have been lost. If any necessity
arises for such a document, a certificate may be given that on a specified day
a certain sum was paid to a certain person. This prohibition extends only
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brings into use and the number of cheques it contains. Tn the case of sub-
treasuries, the advice shall ordinarily be sent through the district treasury;
but in cases of emergency, it may be sent direct to the Sub-Treasury Officer,
a copy being forwarded simultaneously to the Treasury Officer.

S.R. 106. Cheque books shall on receipt be carefully examined by the
drawing officer who should count the number of forms contained in each
and record a certificate of count on the flyleaf.

S.R. 107. Before a cheque book is brought into use, all the cheque
forms in it shall be marked by a distinguishing letter. Cheques drawn by
a drawing officer on a particular treasury shall be distinguished by a
different letter from those drawn by his subordinate officers against his
drawing account on that treasury and also from those drawn by himself on
any other treasury or sub-treasury.

8.R. 108. KEach cheque book must be kept under lock and key in the
personal custody of the drawing officer who, when relieved, shall take a
receipt for the exact number of cheques made over to the relieving officer.

S.R. 109. The loss of a cheque book or blank cheque form shall be
notified promptly to the Treasury Officer with whom the disbursing officer
concerned has a drawing account.

S.R. 110. All cheques shall have written across them in words, at right
angles to the type, a sum a little in excess of that for which they are
granted; thus “‘under rupees thirty only’’\will mean that the cheque is for
a sum not less than Rs. 20, but less than Rs. 30; and gimilarly ‘‘under
rupees eight hundred only’” will mean that it is for less than Rs. 800, but
ot less than Rs. 700. The amount shall be written in the manner prescribed
for bills in clause (ii7) of S.R. 92, and no abbreviations such as ‘‘eleven
hundred’” for ‘‘one thousand one hundred” is permissible.

Nore 1~—In drawing or cashing a cheque it should be remembered that a common
form of fraud consists in altering the word “one'’ into ‘‘four” by prefixing an “f"
and changing the ‘e’ into an “r'’, the figures being easily altered to correspond.
The word “‘twenty” written carelessly has also sometimes heen changed into “seventy’’.
The drawer of a cheﬂuo in which these words occur should, therefore, so write them
as to make the fraud impossible and the treasury should examine the words and
corresponding figures with special care. A .
.. Note 2.—All cheques should be written in Calcutta Stationery Office registration
ink obtainable from the Controller of Stationery and Printing.

8.R. 111, (1) Cheques drawn in favour of Government officers and
departments in settlement of Government dues shall always be crossed
““A/C payee only—Not negotiable.”

(2) In the absence of a specific request to the contrary from the paiee
cheques drawn in favour of corporate bodies, firms or private persons s all
also be crossed. Subject to any instructions received from the payee, a
cheque shall be crossed ““......c.ccoeiimriiiieeiionniinins & Co.”, with the addition
of the words ‘““Not negotiable’”” between the crossing. Where the payee is
believed to have a banking account, further precautions shall be adopted,
where possible, by crossing the cheque specially (instead of by the general
erossing’ *Fo i I IR & Co.”) ﬁy quoting the name of the bank
through which the pavee will receive payment and by adding the words
““A/C payee only—Not negotiable.”

This rule shall apply to all cases where the use of crossed cheques is

prescribed. 4 :
Nore.—The procedure prescribed in this rule applies mutatis mutandis to Indian
Postal Orders used for remittance of money on Government account.
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S.R. 112. (1) Every cheque in favour of a Government officer must be
made payable to order only; but when the payee is not in Government
service, the drawer may, at his request, make the cheque payable to bearer.
The Treasury Officers, will, therefore, cash cheques payable to “4.B. or
bearer’’, except when A.75. is a Government officer. If a cheque payable to
a person not in Government service “‘or bearer’’ or payable to such person
or to such person ‘‘or order’’ is presented, the Treasury Officer may decline
to pay it, if he is unable to satisfy himself of the identity of the person
claiming payment, or, in the case of a cheque payable to order, of the
regularity of the endorsement, if any, by which such person has become the
holder of the cheque.

(2) Ordinarily, a cheque payable to order shall not be cashed by the
Treasury Officer unless it is receipted by the payee himself or other person
in whose favour it is regularly endorsed for payment.  In special cases,
when the head of an office is unable himself to receipt cheques payable to
his order, owing to his being absent on tour or for other causes, and when
he considers that strict compliance with the ordinary rule will canse
inconvenience, he may specially authorise in writing a subordinate gazetted
officer to endorse for him cheques drawn in his favour by his official
designation. '

Nors 1.—Endorsements by duly constituted and authorised attorneys of cheques

payable to the order of their principals may be acted upon by the Treasury Officer.
It)is, however, necessary that such powers of attorney shoulg be registered' at the

Nore 2—1In cases in which a cheque is presented not for cash payment but for
transfer credit in the treasury accounts, the procedure prescribed in S.R. 44 should
be followed. :

Nore 3,—Pre-audit cheques in respect of establishment and contingent bills (in~
cluding travelling allowance bills of non-gazetted establishment) of offices located in
Calcutta, should%)e issued in favour of the heads of offices themselves and not in
favour of non-gazetted Government servants except in cases of inconvenience
to touring heads of offices.

S.R. 113. No advice of the issue of any cheque need be sent to the
treasury.

8.R. 114. As a general rule, cheques should not be issued for sums
less than Rs. 10 unless this is permissible under the provisions of any law
or rule having the force of law; but the following cases are exceptions to

this rule:—
(1) Cheques on account of Wards and attached estates.

(2) Cheques issued by heads of educational institutions for withdrawal
o? caution money deposits held at the treasury in Personal Ledger

Accounts.

3) Cheques issued for withdrawal of - Landlords’ fees and Landlords’
2 :x(-lansfer fees deposited in a Personal Ledger Account at the

treasury.

(4) Cheques issued for withdrawal of the Chaukidari Equipment Tund
held at the treasury in Personal Ledger Accounts.

(5) Cheques in the West Bengal Alluvial Lands Act Department of
Collectorates.

8.R. 115. All corrections and alterations in a cheque shall be attested
by the drawing officer by his full signature.
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Extract from the Deputv Secretary to the Govt, of
West Bengal, Finance Department, Audit Branch No.
3838-F dated the 16th August, 1963,

AMENDUENT €5 No- 1E)

In Appendix 3 to the said rules below Instruc-
tion No. 2A., insert the following note, namelvs-
" Note., In the case of Indian Air Force, air Force
Station Commenders and in the case of Indian Navy,
Senior Naval officers are authorised to request
treasuries/Sub-treasuries to be kent open on
holidavs on mobilisation and in on emergencv not
entailinz mobilisation."
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8.R, 116, Cheques shall be payable at any time within three months
after the month of issue; thus a chegue bearing date any time in January
is payable at any time up to 30th April.

If the currency of a cheque should expire owing to its not being
presented at the treasury within the period specified above, it may be
received ba ' by the drawer who should then destroy it and issue a new
cheque in lieum At AR, p 35"

8.R. 117. A Government officer authorised to draw cheques on sub-
treasuries shall give notice to the Treasury Officer from time to time, of
the probable amount of his drawings on each sub-treasury in order that
funds may be provided as far as possible.

8.R. 118. When it is necessary to cancel a cheque, the cancelment
must be recorded on the counterfoil, and the cheque, if in the drawer’s
possession, shall be destroyed. If the cheque is not in the drawer’s
possession, he must promptly address the Treasury Officer to stop payment
of the cheque, and on ascertaining that the payment has been stopped,
shall make the necessary entry in his accounts.

8.R. 119. (1) If a drawing officer be informed that a cheque drawn by
him has been lost, he shall address the Treasury Officer drawn on, forwarding
for signature a certificate in the following form:—

“Certified that cheque No............. T LT B A B i e .
fore BB ey, reported by (the drawing officer) to have been drawn
by lim on this treasury in fayour of............... has not been paid, and

will not be paid if presented hereafter’’.

(2) 1f, after search through the lists of cheques paid, the Treasury Officer
finds that the cheque has mnot been cashed, he will sign and return the
certificate, taking care to note the stoppage of the cheque, a board showing
the particulars of stopped cheques being hung up before the clerk concerned.
I the original cheque be presented afterwards, the Treasury Officer shall
refuse payment and return the cheque to the person presenting it after
writing across it ‘‘Payment stopped.”

(8) The drawing officer, on receipt of the certificate duly signed by the
Treasury Officer, shall enter in his account the original cheque as cancelled,
and may issue another.

8.R. 120. If a cheque is issued by the Government in payment of any
sum due by the Government and that cheque is honoured on presentation
to the Government's bankers, payment shall be deemed to be made—

(i) if the cheque is handed over to the payee or his authorised
messenger, on the date it is so handed over; or

(it) if it is posted to the payee in gursunnce of a request for payment
by post, on the date on which the cover containing it 1s put
into the post,

Nore 1.—The provisions of clause (ii) above apply mufatis mutandis to payments
made by the Government by Postal Money Order or by any other recognised mode
of remitting money by post.

Nore 2.—Cheques marked as not payable before a particular date should net be
charged to the accounts until the date on which they become payable.

8.R. 121. The provisions of S.Rs. 101, 104 to 116 as also of S.Rs. 118
and 119 apply to cheques drawn on the Bank. _—
WAL G:'
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Letters of Credit, Assignments and other Orders for Payments.

S.R. 122. (1) Where under the provisions of these rules or under special
orders of the Government, a letter of credit or assignment (T.R. Form
No. 12) is issued in favour of a drawing officer, such letter of credit or
assignuent shall specify the maximum amount up to which the officer

credited shall have authority to draw on the particular treasury on which
the letter of credit or the assignment, as the case may be, has been issued.

(2) A drawing officer in whose favour a letter of credit or assignment
has been issued, is not permitted to draw the whole amount and place it
in a separate drawing account at the treasury or the Bank or in a private
account.

Note.—T.R. Form No. 12 prescribed for letters of credit is a general form which
may be modified by the Accountant-General, where necessary, to meet the special
requirement of any particular drawing officer.

S.R. 123. (1) At places where the cash business of the treasury is
conducted by the Bank, any letters of credit or assignments issued on the
treasury, shall also be communicated to the Bank.

. If the drawing officer in whose favour a letter of credit or assignment
has been issued, requires funds both at the headquarters .and at a sub-
treasury, the Treasury Officer shall provide the funds at the sub-treasury,
advising the Bank of the amount to be placed at the eredit of the drawing
officer at the headquarters.

(@) A letter of credit or assignment shall lapse at the close of the
financial year in which it is issued and a cheque drawn before, but paid
after the end of the year, shall be taken against the letter of credit or the
assignment of the year in which it was drawn. If this causes overdrawal
of the credit, the excess shall be treated as an overdrawal and the attention
of the authorities concerned shall be drawn to the irregularity.

8.R. 124. 1In the absence of any distinct rule or order to the contrary,
an order or authority issued by an Accountant-General, whether in the form
of letter, telegram, enfacement on bill, or otherwise, for payments to be
made at a place outside the limits of his own jurisdiction, may not be
communicated to the Treasury Officer or the disbursing office concerned
except through the Accountant-Generdl within whose jurisdiction the
treasury or the disbursing office is situated,

Endorsement on Cheques, Bills, ete.

8.R. 125. All cheques, bills, ete. preferable at a treasury for payment
being non-negotiable instruments, can be endorsed only once in favour of
the specific party to whom the money is to be paid :

Provided that—

(1) When the endorsement is made on a cheque or a bill in favour ot

a banker, a second endorsement can be made by the banker in
. favour of a messenger or an agent for collection only,

(2) In the case of a contingent bill which has been endorsed in favour
of a firm of suppliers under sub-rule (i) of Subsidiary Rule 242,
the firm can re-endorse to its banker or to a messenger for col-
lection only, and the banker can in turn endorse it to a messenger
or an agent for collection only. Thus in all, three endorsements
are permissible in such cases, provided that of the three one is
to the payee's banker and one is to a messenger or agent for col-
lection only, and
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(3) An agent may, notwithstanding anything contained in clauses (1)
and- (2) for the purpose of collecting the cheque or bill, endorse
it in favour of his messenger.

Eaxplanation.—In this Rule an agent mepns any bank acting as a collect-
ing agency for and on behalf of the payee’s banker.
Nore.—Cheques drawn directly on the Bank without the intervention of the

Treasury Officer are negotiable instruments and are not subject to the' provisions of
this rule.

Specimen signature and other Safeguards.’

S.R. 126. Every Government officer who is authorised to draw cheques
or sign or countersign bills payable at a treasury shall send a specimen of
his signature to the Treasury Officer through some superior or other officer
whose specimen signature is already with the treasury. When such an
oflicer makes over charge of his office to another, he shall likewise send
a specimelm of the signature of the relieving officer to the Treasury Officer
concerned.

Specimen signatures, when forwarded on a sheet of paper other than
the forwarding letter itself, must duly be attested by the officer signing
the forwarding letter.

The procedure prescribed in this rule shall be observed mutatis mutandis
by all Government officers who are authorised to draw upon the Bank or
any other office of dxsbursemgnt.mwo p 357

Covrn ol
S.R. 127. The Accountanz-(}eneral will supply all Treasury Officers and
other disbursing officers within his audit circ?e as also other Accountants-
General, to whom he may issue authority for payment direet, with an
attested copy of the specimen signature of all gazetted officers serving under
him, who are authorised to draw cheques, or sign payment orders on bills,
or to issue letters of authority for payment to be made by such Treasury
Officers, disbursing officers or Accountants-General. Attested copies of
specimen signature of such gazetted officers serving under him as are
authorised to draw cheques or sign payment orders upon the Bank, will
also be supplied by the Accountant-General to the Bank.

When any change of office occurs among the gazetted officers aforesaid,
the fact will be intimated and attested copies of the specimen signature of
the relieving officers supplied to the Treasury Officers, disbursing officers
and the Accountants-General concerned as well as to the Bank.

8.R. 128. All orders and authorities for payment issued from one
Accountant-General’s office on another will be stamped with a special seal
which will remain in the personal custody of the officer signing them and
specimen impressions of the seal duly attested will be supplied to all
Accountants-General concerned.

Svs-SEcTioN I1.—PayMENT oF Criims AT THE TREASURY.

Introductory.

S.R. 129. The rules of procedure prescribed in this sub-section are
designed primarily for the guidance of Treasury Officers in dealing with
claims upon the Government that may be presented to them for disburse-
ment, Special rules applicable to treasuries the cash business of which is
conducted by the Bank, are laid down in Chapter V.
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Checks to be applied at the Treasury on Claims presented.

.R. 5 ill, cheque or other document presented as a claim for
mo:e;‘ sl:i?ﬁ beTI;:c:)ive’d ang examined by the Accountant and then laid
before the Treasury Officer who, if the claim is admissible. the_ autlmnfy
good, the signature, and countersignature where necessary, genuine and in
order, and the receipt a legal quittance, will sign the order for Payment at
the foot of the bill, etc., taking care to adopt the precautions prescribed
in clause (i2) of S.R. 92. Careful attention must also be given to the
instructions contained in these rules regarding the completion of bills,
cheques, etc., presented in support of claims against the Government. All
pay orders must be signed by hand and in ink, specifying the amount
payable both in words and in figures.

Nore.—When a payment is made by transfer to a head of revenue or receipt, the
payment order should run— . it of—( Yaad ned)” or “Puy R
" : 1t O revenue head concer ay 8.

by ﬂﬁsﬁﬁ'—aﬁ (t::g(!iliatfcirt t!‘l)s caro distinct item in the Cash Book” according as -a

régister of revenue or not is maintained in the treasury.

8.R. 131. All corrections and alterations in the: order of payment must
be attested by the dated initials of the Treasury Officer.

Corrections and alterations in orders of payment given by the Treasury
Officer on the Bank must be attested by his full signature.

8.R. 132. Special care shall be taken that all bills, cheques, ete.,
passed for payment at the treasury are paid on the same day and that no
payment is made except under the written pay order of the Treasury Officer.

8.R. 133, (1) When a bill is presented by a person who is not the
actual payee or his duly authorised agent, he may be required to produce
a letter authorising him to take the payment. The signature of the
messenger, or his thumb impression, if 1llxterat_e, shall be taken op the

ill as a proof that the messenger actually received the money on hehalf
of the payee, ‘

(2) In cases in which the endorsement on a bill is Unauthorised,
incomplete or otherwise irregular, the Treasury Officer may refuse payment
of the bill and return it to the person who presents it with a memorandum
explaining why payment is refused.

8.R, 134 Special precautions must be taken by the Treasury Officor as
regards all bills and documents showing signs of alterations; ang i such
ocuments he frequently received from any office, the attention of i}, heaq
of the office should be formally drawn to the irregularity. No document
bearing an erasure can be accepted and payment on such document shall be
refuse«? by the Treasury Officer and a fresh document called for,

8.R. 135, With regard to the ‘claims presented either on bills or on
cheques, the signature of the drawing officer shall be compareqd with his
Specimen signature received under S.R. 126, before payment js opdered.
In the case of payment to be made on the authority of an’ order purporting
to have been issuad from the office of the Accountant-General, the Tregsury

cer ghal] verify the signature on the order by comparison +ith the
8Pecimen signature of the signing officer received under S.R. 127,

NoTB.—Specimen & ived by tl :
-3 gnatures rece ¥ the Treasury Officer should pe cprefully
ng:;l in guard files, which must be kept in the personal custody of th: '}[;;m“r!
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handwriting and, if suspicions arise, he may defer payment until he has
referred the matter to the drawing officer.

8.R. 145. Pass books (T.R. Form No. 65) sent to the treasury to be
written up shall ordinarily be returned to the drawing officer on the same

day. & A% N g foul.

S.R, 146. In the case of a cheque lost before payment, in respect of
which a certificate of non-payment has been furnished by the Treasury
Officer to the drawing officer, the precautions prescribed in clause (2) of
S.R. 119 shall be carefully observed with a view to preventing the payment
of the cheque in question.

S.R. 147. (1) Every payment made on the authority of any letter of
credit or assignment must without fail be noted at the time of payment
under the Treasury Officer’s initials either in the appropriate register of
payments, or on the reverse of the letter of credit or assignment itself.

(2) The Treasury Officer must bear in mind that the letter of credit for
assignment shows the maximum amount he has authority to pay, or the
departmental officer credited has authority to ask for, and that any further
payment is made at the treasury officer's own risk; the progressive total
of his payments must, therefore, be so recorded that there can be no risk
of overpayment,

. o~
Disbursement of Claims and Record of Payments.

8.R. 148. (1) After a cheque or bill has been completely entered in the
accounts, and the order to pay signed by the Treasury Officer, it shall be
passed on, together with the payee, to the Treasurer’s department, when
the Treasurer shall make the payment and enter it in his cash book. The
Treasurer shall punch the stamp, stamp the document “paid’’ and retain
it for delivery to the Account Department when the books are compared.

(2) The Treasury Officer shall take special precautions to see that
receipt stamps are so defaced that they cannot be used again and offer no
temptation to the abstraction of the vouchers for the sake of stamps upon
them. It must be borne in mind that several cases of loss of vouchers have
occurred owing to neglect of this precaution.

Nore l.—Any deductions made by the Treasury Officer reducing the net amount

claimed on a bill should be explained in a memorandum signed by the Tressury Officer
to be given to the presenter,

Nore 2.—When a payment is made by transfer, that is, by entry of the amount in
the accounts as received under some head of receipt, no payment of cash takes place
and the item should not find a place in the Treasurer’s cash book, nor should the
voucher be stamped ‘‘paid’’ by him. When the entries in the accounts are complete,
such a voucher should be stamped by the Accountant “‘paid by transfer’’.

Nore 3.—Cheques received in payment of value of service postage stamps should be
entered in the Treasurer's cash book on both sides.

Note 4.—Receipt stamps affixed to bills and vouchers should be punched through
without destroying the signature after the bills have been paid at the treasury or
sub-treasury.

S.R. 149. Treasury Officers, when cashing Dbills for Government
servangs at a distance from the treasury, shall furnish a note explaining
the amount of cash and Reserve Bank drafts (if any) issued, and any
deductions or alterations that may be made in the bill presented. The note
should be in bi-lingual form, as it is important that the guard or
messenger who receives the money should ascertain that the amount stated
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agrees with the actual cash or Reserve Bank drafts delivered to him, and,
when that gerson is unable to read, the Treasury Officer should himself

explain to him the amount entered on the note.
The following form is recommended : —
Rs. 8. p.
Bills presented for pay and allowances, efc. o o 00
Bills presented for contingencies o 0 0
Bills presented for sundries .. 5 o 00
Total 0 0 0
Rs, a. p.
Paid in cash oo g oo 000
Paid in drafts oo .o e 00000 =
*Deductions (if any) .. o ) 00 0
*Explanation.

(Signature of Messenger.)

; Payment by Postal Money Order.

8.R. 150. In cases in which money due by the Government is paid by
Postal Money Order, the cost of remittance shall, in the absence of any
special rule or order to the contrary, be borne by the payee.

Nore 1.—Money representing the pay, travelling allowance and other dues payable
by Government to gazetted and non-gazetted Government servants stationed at a
distance of more than & miles from a sadar or subdivisional treasury should be remitted
to them either in notes by registered post insured, or by money order or by both

methods combined, whenever in the o%uuon of the controlling officer, it would conduce
to economy, safety or convenience. The insurance and registration fees and the money
order commission will be charged to the appropriation for contigencies of the
department concerned.

This rule will apply to the Police Department subject to the proviso that the
amount to be transmitted at any one time shall not exceed Rs. 600.

Note 2—In cases of payments to-suppliers of stores, remittances of amount of
less than Rs. 25 for which Reserve Bank of India Government drafts cannot be issued
by Treasury Officers, may be made by postal money order at the public expense.

The conditions governing the issue of “Reserve Bank of India Government drafts’
are confained in Appendix 17

8.R. 151, (1) When the whole or a part of the amount of a bill is
required to be remitted to a person or persons by Postal Money Order, the
Treasury Officer shall, if the bill is in order, pass it for the net amount
after deduction of the amount to be remitted and the commission due
thereon, credit the deductions by transfer to the Post Office and send the
money order form or forms to the Post Office with a certificate to the effect
that the amount of the money order with the commission due, which must
be specified in the certificate, has been credited to the Post Office by book
transfer. The words “adjusted by book transfer” shall invariably be
written in red ink across the money order form. The Treasury Officer shall
also see that the purpose of the money order is stated in the acknowledg-
ment portion of the money order form as required by clause (2ii) of S.R. 92.
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(2) On obtaining the money order receipt, the Treasury Officer shall
check it with the amount deducted from the billyand transmit if, where
necessary, to the drawiing officer concerned.

_ Note,—The procedure prescribed in this rule applies mutatis mitandis to all cases
nl; which money orders are issued by the Treasury Officer under the provisions of
these rules,

Payment at Sub-Treasuries.

8.R. 152, Subject as provided in S.R. 86, the procedure in regard to
payment of claims at district treasuries is generally applicable to sub-
treasuries also.

Cash orders on Sub-Treasuries.

8.R. 153. 1In cases in which remittances cannot be effected by means of
Reserve Bank drafts under the provisions of Chapter X, a Treasury Officer
may issue an order in T.R. Form No. 13, upon any sub-treasury within the
district for payment of cash—

(i) in payment or part payment of pay bills of any district establish-
ment, part of which is employed in the interior of the district;
(1) in payment of contingent expenditure drawn on a bill presented
by an office located at the headquarters of the district;
(717) in,sl(wlecial cases, in lien of cash received at the district treasury;
an
(iv) in other cases authorised by these rules or by the Collector.

S.R. 184, When a cash order is issued, the Treasury Officer shall
assign a serial number to the order and enter the amount and other
particulars in the appropriate register prescribed in the Account Code,
Vol. II. An advance in T.R. Form No. 14, shall then be sent by first post
to the sub-treasury drawn upon and the Cash Order handed to the person
tendering the money or the bill against which the order is issued.

8.R. 155, On receipt of the advice of a Cash Order from the Treasury
Oificer, the Sub-Treasury Officer shall immediately enter the particulars in
a register in T.R. Form No. 15, and when a Cash Order is presented, the
advice register must be consulted before.payment; the Cash Order with
the receipt endorsed will be the voucher for the payment, which must be
noted at the time in the advice register.

. NoTE.—The adjustment of Cash Orders will be watched at the treasury in accordance.
with the directions contained in the Account Code, Vol. II.

S.R. 156. (1) Cash Orders outstanding for more than three months
shall be held as lapsed and should be stopped, the charges they represent
heing cancelled and adjusted by the Accountant-General. The fact must
be noted in the relevant registers kept in the treasury and sub-treasury.

Note.—A statement of lapsed Cash Orders will be submitted by the Treasury Officer

to the Accountant~General in accordance with the directions contained in the Account
Code, Vol. II.

(2) 1f payment is subsequently claimed, the claimant shall be required
to forward the lapsed Cash Order fo the Treasury Officer who will arrange
for the payment or issue a fresh order, a note being made against the entry
concerned in the appropriate register so as to prevent a second payment.
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8.R. 157. 1If, for special reasons, a sub-treasury is in any case autho-
rised by the Collector ta issue Cash Orders on the district treasury or any
other sub-treasury in the same district, the procedure shall be the same as
that preseribed for orders issued by the district treasury.

SEctioN II.—PERsONAL CLAIMS OF (GOVERNMENT SERVANTS.

GENERAL RULES.
Due Date.

8.R. 158. Bills for monthly pay and fixed allowances of Government
servants may be signed at any time on the last working day of the month
by the labour of which such pay and allowances are earned, and shall be
due for payment on the next working day.

Nore 1.—Pay and Establishment bills payable at Headquarters of the State which
required to be pre-audited, and those myall))le at Distriet Treasuries may be signed and
presented for payment five and two days respectively before the last working day of
the month to which they relate.

Nore 2.—Establishment pay bills payable in Calcutta by cheque may be paid by
the Accountant-General on the last working day of the month by cheque, dated the
first day of the following month on which the Bank is open.

Nore 3.—In the case of Government servants accompanying Government to the
hill station, pay bills drawn at the hill station for payment at the capital of the ﬁ""t‘;’
or vice versa, may be signed one, two or three days before the end of the month, tl.xougx
they will not be due for payment before the first working day of the next month.

.
S.R. 159. In the following cases, separate bills may be presented for
En{ and allowances due for part of a month, and these bills may be paid’
efore the end of the month—

(@) When a Government servant proceeds out of India on deputation
or on leave or on vacation.

_ Nori.—If a Government servant is permitted to draw his leave salary in India, he
will not he paid up to the date of his relief, but wili be allowed to draw his pay and
allowances for the broken period of the month at the commencement of the next month
along with leave salary for the rest of the month,

(b) When a Government servant is transferred to another Audit Circle,
or within the same Audit Circle—

(1) to or from the Works and Buildings, Irrigation and Waterways
or Forest Department;

(i) from.o-u"e Works and Buildings or Irrigation and Waterways
Division to another; or 3
(i) to or from service in Iran.
Note.—When men in the additional police force whose ay is debitable to the
General Police Fund are transferred from the district to which the additional police
i8 attached to another within the same audit circle, the portion of their pay for the

eriod for which they were attached to the old district may be paid in the old district
fore the end of the month,

(¢) When a Government servant finally quits the service of Government

or 1s transferred to Foreign service.

Norp.—When a temporary Government servant finally quits service on the 3lst
March, the pay for the whole month due to him may be paid on the afternoon of that
day provided there is provision in the smw(tiprz_'eﬂ budget for the purpose.

8.R. 160, (1) If the first 8% days.of a month are public holidays on
which pay and allowances are not dishursed at the treasury, Government
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may, at their discretion, direct the payment on the last working day before
the holidays of monthly pay bills other than those of gazetted Government
servants. Al An Coreacltisw ALp A2 B =5,

Nore.—This power may be exercised in respect of their own and subordinate offices
by Tlx_ch bgltthtr authorities as may be authorised by the Government to give directions
in this alf,

(2) The Government may in special cases relax any of the conditions
specified in this rule.

Forms and Preparation of Bills.

S.R. 161. The forms on which claims for pay, allowances, etc., are to
be preferred and the detailed procedure to be observed fh the preparation
and presentation of such claims, shall be regulated by the provisions
contained, in the case of gazetted Government servants in Section III and
in the case of non-gazetted (Government servants, in Section IV of this
Chapfer. ;

Depvcerions ¥royM BiLrs.
Fund Deductions.

8:.R. 162. The duty of noting the proper deductions to be made from
sny bills on account of Provident and other Funds shall devolve on the
rawer of th# bill, but no discretion is allowed in carrying out any order
received from the Accountant-General to make any particular deduction.

The procedure to be followed in making such deductions is laid down in
Chapter VI.
Nore.—Deductions on account of Indian Civil Service Provident Fund in respect

of sterling portion of the pay of Government servants in receipt of sterling overseas
pay, should be made in India.

Deductions of Taxes on Income.

8.R. 163. Deductions from pay bills on account of income-tax (and
super-tax) shall be ‘made strictly in accordance with the relevant provisions
of the Income-tax Act, 1922 (Act XI of 1922), as modified from time to time
and the rules and orders issued thereunder and brought together in the
Income-tax Manual, supplemented by instructions issued from time to time
by the Central Board of Revenue in this behalf.

Nors 1.—Sterling overseas pay disbursed in England is, under section 18(2-A) of
the Income-tax Act, taxed by deduction at source in India, along with, and in
precisely the same manner as, rupee pay actually drawn in India.

Nork 2. —Memorandum of Instructions issued by the Central Board of Revenue for
the guidance of the drawing and disbursing offices for deduction of Income-tax and
super-tax from salaries, ete., is reproduced in Appendix 11.

S.R. 163A. Disbursing Officers, that is, Treasury Officers or Accounts
Officers in the case of Gazetted Officers and Heads of offices in the case of
non-gazetted officers, should, as required by section 62 of the Indian Income
Tax Act, 1922, issue to the person from whose salary income-tax is deducted
at source, an annual consolidated receipt in form T. R. 26-D for the tax
so deducted during the financial year.

63

P



{S.Rs. 164-166] SUBSﬁ)IARY RULES [ParT II)

House Rent Deductions.

8.R. 164. (1) When demands for rent of public buildings, recoverable
from Government servants, are received from the Works and Buildings or
Irrigation and Waterways  Divisional Officer or any other
authority in charge of such buildings, the Government servants
who draw their own pay  billsy, and heads of offices
in the case of non-gazetted Government servants, shall make the necessary
deductions as specified in the demands from the next bill in which pay 1s
drawn. After the recovery has been made, one copy of the demand statement
which will be rendered in duplicate, shall be returned to the authority from
which it was received after noting the amounts recovered, the other copy
being attached to, the bill. from which the recovery has been made. In
noting the deductions in the bills, the head of account to be credited and
other particulars as given in the demand statement must be shown.

(2) If the rent recoverable from a Government servant is limited to a
certain percentage of the emoluments of the Government servant, the
particulars of such emoluments shall be noted in the remarks column of
the demand statement before its return. Where, after the return of the
demand statement, the emoluments of a Government servant are changed
retrospectively, such changes shall either be shown in the next demand
statement or intimated to the authority concerned by a special letter.

(3) Notwithstanding anything contained in this rule, the recovery of
rents from (Government servants of the Union Government in respect of
public buildings belonging to this State, may be made in accordance with
such procedure as may be prescribed by the Government.

(4) The provisions of this rule apply also to other charges, e.g.,
additional rent recoverable for furniture, electric, water, heating and
sanitary installations, charges for cost of water, electric energy, etc., which
may, under the orders of competent authority, be recovered in the same
way as, and together with, rents of buildings proper.

7 Recoveries ordered by the Accountant-General.

count of sums disallowed from pay hills
ance with the instructions issued by the
f a sum disallowed from a pay bill
and of a sum disallowed from

8.R. 165. Deductions on ac
ghall be made strictly in accord
Accoubntant-(i}eneral. hThe re;:overy g_"
may be made from the next pay bll, : :
tragelling allowance bill, from the next payment of travelling allowandcep,
but sums disallowed from a travelling allowance bill must be recodvere 1:1
cash or from the pay bill when the Government servant concgﬁefd oes llll'ol;
within a month, present any other travelling allowance bill from whic

they can be recovered.
Note.—See also S.R. 570.

etc., for Debt.

Attachment of Pay and Allowance,
ervant is attached by any

8.R. 166. When the pay of a Government s : d
order of a Court of Law, 1t is the duty of the officer receiving the

attachment order to see that the proper deduction is made in sat.li]fachon
of such order from the pay bill of the Government servant concerned. Wi
: i { ;ant are exemp
Nors 1.—The extent to which the emoluments of a Government servant
™~ from attachment for debt is laid down in section 60(1) of the Code of CRIL P{g"g,;"";g’d
1908, as amended by the Code of Civil Procedure Second Amendment) Iixz's) i o
further modified by the Government of India (Adaptation of Indian L ’
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1937, and the Government of India (Adaptation of Indian Laws) Supplementa;'y Order,
1937. The following is an extract of the relevant provisions of the section:—

“60. (1) The following property is liable to attachment ~/ . in
execution of a decree * e H i &

Provided that the following particulars shall not be liable to such attachment
¥ *., namely :—

- - . - . - - »

(i) the salary of any public officer * * to the extent of the first hundred
rupees and one-half the remainder of such salar{: Provided that, where
the whole or any part of the portion of such salary liable to attachment
has been under attachment, whether continuously or intermittently for a
total period of twenty-four months, such portion shall be exempt from
attachment until the expiry of a further period of twelve months and, where
such attachment has been made in execution of one and the same decree,
shgll be finally exempt fro.m attachmen.t in executio.u of that dqgree:

e -
() Any allowance forming part of the emoluments of any public officer...............
which the appropriate Government may by notification in the official gazette
declare to go exempt from attachment, and any subsistence grant or
allowance made to any such officer * v % while under suspension ;
Ezrplanation 2.—In clauses - — . and (i), ‘salary’ means the totad
monthly emoluments, excluding any allowance declared exempt from attachment under
the prt]wisions of clause (I) derived by a person from his employment whether on duty
or on leave.

Ezplanation 3.—In clause (I), ‘appropriate Government’ means—

(i) as respects any public officer in the service of the Union Government;* * the
Union Government;

(i) as respects any other public officer * * * *, the State Government.”

Nore 2.—The following declaration has been issued by the Government of West
Bengal under clause (I) of sub-section (1) of section 60 of the Code of Civil Procedure,
1908 (Act V of 1908):—

The following allowances of public officers serving in connection with the affairs
of the State of West Bengal shall be exempt from attachment:—

(i) All kinds of travelling allowances;
(it) All kinds of conveyance allowances;

(ii1) All allowances granted for meeting the cost of—
(a) uniforms, and
(b) rations; . ) e
(iv) All allowances granted as compensation for higher cost of living in localities
considered by the State Government to be expensive localities, including
hill stations;

() All house rent allowances.

8.R. 167, In accordance with the above provision, the maximum amount
attachable by a Civil Court is to be calculated thus:—

1f the total gross emoluments earned by the Government servant are represented
by X, and the allowances declared to be exempt from attachment (vide note 2 to
S.R. 166) and, if the Government servant is under suspension, any subsistence grant
or allowance made to him, are represented by Y, the net amount attachable, if any,
s X—-Y

3 - 50,

8.R. 168. Any deductions which may have to be made on account of
subscriptions to provident funds recognised by Government, taxes on income
payable by the Government servant and debts due to Government should be
made from the non-attachable portion of the Government servant’s salary,

Nore.—Recovery of outstanding instalments of loans if and when intimated b
any Co-operative Societies in terms of section 51 of Bengal Act XXI of 1040, shoul
similarly be made by the disbursing officers from the non-attachable portion of the
Government servant’s salary. The procedure for disposal of such recoveries should be
the same as laid down in S. R. 169(1) below.
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8.R. 169. Without prejudice to the appropriate provisions of the law
as contained in rule 48 of Order XXI in the First Schedule to the Civil
Procedure Code, 1908, as amended by the Civil Procedure Code
(Amendment) Act, 1939 (Act XXVI of 1939), the procedure to be followed
by disbursing and drawing officers in making recoveries from pay bills of
Government servants of amounts in compliance with attachment orders
x.ﬁued by Courts, shall be regulated in accordance with the following
rules: — :

(1) Subi'ect as hereinafter provided in this rule, the gross amount of
pay and allowances shall be drawn on a pay bill, but only the net amount,
after deducting the amount recoverable under the attachment order, shall
be disbursed to the Government servant concerned. The authority whose
duty it is to make the deductions is responsible for remitting the amounts
without undue delay to the Court concerned. The cost, if any, of
remittance to a Court of money realised under its attachment order, shall
be deducted from the amount realised and the net amount remitted to the

Court.

No1¥.—{a) Notices attaching the pay and allowances of Government servants
mentioned below will be sent to the officer mentioned against each:—

Judgment-debtor. Officer to whom -nztices should be
sent.

(i) Gazetted Government servants, and non-
gazetted Government servants who are permitted
to draw their pay, ete., on bills in forms prescribed

for gazetted Government servants . Accountant-General, West Bengal.

1 - Government servants Hend of the office in which the
(69 Ohterarion A judgment-debtor is employed.
who draw their

g i tovernment servants mentioned in item (i)
Except in the case of Government R s,

from the office of the Accountant-General, West Bengal, the Accoun
g‘;ﬁ forward the order of attachment to the Treasury Officer concerned,

: asury Officer will maintain a Register in T.R. Form No. 16 (called
Att(at)lmglg:t'rﬁ:gistgr) in which he should note all orders of attachment 1mme_¢§mtely
on receipt. He should also watch the recoveries of instalments and their re(g‘mttx'n‘nge
to the Court concerned. The amount recovered should be remitted to tlm' Jo(l]xr in
cash if the Court is situated in the same station, otherwise by postal money order or
Reserve Bank draft (after recovery of necessary premium).

n-gazetted Government servants mentioned in item (ii) above, the
Reg;igwr: g::'l(ll l}: |:gin%nined in the same way by the head of the office, who will remit
the amount to the Court in cash when the Court is situated at the same station,

otherwise by postal money order,
tant-General under prohibitory order of a Court
e o T gt e hen the Court is located at Calcutta,

i he Court by means of a cheque w :
:l:?llelnl:‘i’n:al:g t'Il{)e}ie:ve Bank Draft (after recovery of necessary premium).

h its the amount to the Court in cash will obtain a
(o) Tha Boed o ity By which should be filed with the Acquittance

int for the amount from the Court ¢
;?e:ﬁ“:hile gimilar receipts from Courts for cash payments obtained by the Accountant-
General or the Treasury Officer should be filed in the relevant page of the Attachment

i intained in T.R. Form No. 16. The receipt when the amount is remitted
%l:gr:m]n;]a;xey ?ﬂ‘der should, on receiglt, be either filed with the Attachment Register
e.

or Acquittance Roll as is found suita

iivil Court declines to receive the amount for any reason, the amount
sho(uel)dlttet:‘eefug:i‘eld into the Treasury or adjusted by short drawal in the next establish-

ment bill, as the case may be.
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(f) The officer maintaining the Attachment Register should initial the Register
when the attachment order is first received and note when each instalment is recovered
and again when the receipt from the Court for the amount paid is received.

(g) In cases when a Treasury Officer or a head of office is unable to understand
the Court’s order, he should apply to the Court for direction.

(2) In the case of an attachment order issued by a Court in India
against a Government servant on leave out of India, whose leave salary is
disbursed in the United Kingdom, the appropriate authority in India,
namely, the Accountant-General in the case of gazetted Government servants
and the departmental drawing officer acting as or on behalf of the
Accountant-General in the case of others, will be responsible for drawing
the amounts recoverable monthly in compliance with the attachment order
and remitting them to the Court concerned, unless timely intimation is
received by him of the death of the Government servant or of any other
event necessitating the discontinuance of such payments. The transactions
will not, however, be carried through before the 10th of the month followin
that to which the portion of the leave salary for the time being withhel
relates. The recovery of Indian Income-tax (and super-tax) wiﬁ be made
wholly from the portion of the leave salary disbursed in the United
Kingdom.

The Auditor-General will issue such instructions as may be necessary
in order to ensure that the amounts that will have to be deducfed in
compliance with the attachment order are specified in the original cr
amended English TLeave Salary Certificate of the Government servant
concerned, with necessary directions to the disbursing authority in the
United Kingdom to make the corresponding reductions in the montily bills
presented to it for payment.

Nore,—The provisions of this sub-rule apply mutatis mutandis to other cases in
which the salary or allowances of a Government servant subject to an attachment
order issued by a Court in India are to be disbursed outside the local limits to which
the C9de of Civil Procedure, 1908, for the time being extends.

(3) In cases in which a judgment debtor does not sign the acquittance
roll and intentionally allows his pay to remain undisbursed, or the judgment
debtor, being a gazetted Government servant, or not being gazetted
Government servant but being permitted to draw his pay on a separate pay
bill, refrains from preparing his pay bill and drawing his pay regularly
in order to evade payment on account of an attachment order issued by a
Court of Law, the head of the Office, or in the case of gazetted Government
servant or of a Government servant treated in this respect like a gazetted
Government servant, the administrative officer of the department concerned
may draw the pay of the judgment debtor in satisfaction of the attachment
order, subject to the prescribed restrictions, and remit the amount to the
Court concerned.

(4) The amounts drawn under sub-rules (2) and (3) above shall be treated
in the accounts in the same way as leave salary or pay drawn Dby the
Government servant concerned, the particulars of the attachment order
being cited in the pay bill or the acquittance roll, as the case may be, as
an authority for the charge, and the Court’s receipt for the amounts shall
be filed with the Attachment Register or such other suitable record as may

be kept by the drawing officer.
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First Payment of Pay, Allowances, eto.

8.R: 170. When a Government servant presents his pay bill for the
first time, or when the name of a Government servant appears for the first
time in an establishment bill, the bill shall be supported by a last pay
"certificate in the form prescribed by the Auditor-General, or if he did not
previously hold any post under the Government, or is re-employed after
resignation or forfeiture of past service, a health certificate must accompany
the bjll in conformity with, and if so required by, any rule or order
governing the conditions of the service to which he belongs.

If a pensioner is re-employed, the fact shall be stated in the bill.

Nore 1.—The payments of pay, leave salary, «tc., of gazetted Government servants,
are further subject to the provisions laid down in T.R. 22 and S.R. 198.

Nore 2.—No payment is to be made without the orders of the Accountant-General
to a gazetted Government servant transferred from another State or from another
department or on return from leave out of India.

Nore 3.—The form of last pay certificate prescribed by the Auditor-General and
the detailed instructions issued by him for its preparation are reproduced in
Appendix 12.

Nors 4.—When the head of an office is himself a non-gazetted Government servans,
be should not sign his own last pay certificate, but should obtain one from his superior

gazetted Government servant,

8.R. 171. In all cases of transfers, the re_spousibil_ity for obtaining his
own copy of the last pay certificate from his last disbursing officer shall
rest with the Government servant concerned.

Payment on quitting the Service.

S.R. 172. The last payment of pay or allowances shall not be made
to, or in respect of, a Government servant whose pay is drawn on gazetted
Government servants’ bill form, finally quitting the service of the
Government by retirement, resignation, dismissal, death or otherwise, or
placed under suspension, until the disbursing officer bas satisfied himself,
by reference both to the Accountant-General and his own records, that
there are nodemands outstanding against him. In cases of other
Government servants, payments may be made without reference to the
Accountant-General on the responsibility of the head of the office concerned.

Death of Payee..

8.R. 173. Pay and allowances can be drawn for the day of the man’s
death; the hour at which death takes place has no effect on the claim.

Nore.—*Day’’ for the purpose of this rule and S.R. 298 should mean a calendar
day beginning and ending at midnight.

S.R. 174. Pay and other allowances claimed on behalf of a deceased
Government servant may be paid without the production of the usual legal
authority (1) to the extent of Rs. 500 under orders of the Collector or other
officer responsible for the payment after such enquiry into the rights and
title of the claimants as may be deemed sufficient; (2) for the excess over
Rs. 500 under the orders of the Government on execution of an indemnity
bond, with such sureties as it may require, if it is satisfied of the right and
title of the claimant and considers that undue delay aqd.hard.shlp would be
caused by insisting on the production of letters of administration.
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In any case of doubt, payment should be made only to the person
producing the legal authority. :

Nore 1.—In making payment of arrears of pay under this rule to legal heirs of
deceased Government servants, the procedure laid down in S.R. 172 should be fol]owed.'

Norg 2.-The form of indemnity bond mentioned in this rule is prescribed as T.R.
Form No. 17. The sureties accepted for joining in such bonds should be of proved
financial ability to meet the obligations undertaken.

Note 3.—This rule applies also in the case of gazetted Government servants.

PLACE OF PAYMENT.

- Pay and Allowances.

8.R. 175. (1) Save as lereinafter provided, and subject to any special
rule or procedure that may be prescribed by departmental regulations,
bills for pay and allowances are ordinarily payable only at the treasury of
the distriet in which the claim arises.

° (2) Gazetted Government servants may at their option, if there is no
branch of the Imperial Bank of India at their headquarters, draw their
pay partly at the treasury of the district in which they may be serving and
partly at Calcutta, subject to the following conditions:—

(i) The concession shall be admissible only to gazetted Government servants whose
pay 18 subject to personal audit and is not less than Rs. 500 per month.

(it) Not less than Rs. 100 in any month shall be*drawn outside the district treasury
and all sums so drawn must be in multiples of Rs. 100,

(iii) Except when Reserve Bank Government drafts are used, the amounts required
to be drawn at Calcutta, shall not be altered at intervals of less than three months.

(3) Gazetted Government servants entitled to the concession specified in
sub-rule (2) above may, at their option, obtain Reserve Bank Government
drafts at par for the payments to be made outside the district treasury.

(4) Nothing contained in this rule shall have the effect of withdrawing
any concession that has been or may be allowed by the Government to
individual Government servants or class of Government servants for drawing
a part of their pay at places other than the district treasury of their
headquarters.

S.R. 176, Bills for arrear pay, leave salary and travelling allowances,
of gazetted officers accompanying Government to Darjeeling may be drawn
there even though they are not in connection with the move to Darjeeling
and the claims do not arise in that distriet.

8.R. 177, (a) Gazetted Government servants of the Works and Buildings
or Irrigation and Waterways Departments may, in addition to the concession
admissible under S.R. 175, present their pay and travelling allowance bills
at the treasury or sub-treasury nearest to their headquarters or at any
treasury or sub-treasury within their jurisdiction. After the place of pay-
ment has been selected it can be changed only with the consent of the
Accountant-General or, if both the old and new places of payment are within
his jurisdiction, of the Treasury Officer.
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(b) The bills for pay and allowances of the establishments of the
Works and Buildings or Irrigation and Waterways Departments are pay-
able at the nearest district treasury with which they will be placed in account
by the Accountant-General.

Nore.—To prevent abnormal delays in payments to establishments, in exceptional
cases, one or more of the following devices may he adopted:—

(1) Drawing officers may be permitted to present the bills of their establishment
direct at the nearest sub-treasury, but no Government servant should be
allowed to draw on more than one treasury or sub-treasury.

(2) Reserve Bank drafts obtained by drawing officers in part payment of their
bills may, at the time of issue, be made payable at sub-treasuries of other
districts within the State.

(3) Cash orders on sub-treasuries within a district may be obtained by drawing
officers in part payment of the bills of establishments working in places
other than district headquarters.

(4) The pay and allowances of subordinates employed in out-of-the-way places
may be remitted to them by postal money order st Government cost.

S.R. 178. The bills for pay and allowances of the establishment of the
Rongo Cinchona Plantation in the district of Darjeeling as well as the
salary bills of the Manager of the plantation may be encashed at the
Jalpaiguri treasury. Contingent bills of the plantation drawn by the
Manager and countersigned by the Superintendent, Cinchona, West
Bengal, may similarly be encashed at the Jalpaiguri treasury.

8.R. 179, In case of transfer, the pay due in respect of the old
post, which has not been drawn at the time of the transfer, may be drawn
at the new headquarters or at the place in which the pay in respect of the
new post is drawn. -

S.R. 180. When a gazetted Government servant proceeds on leave and
is permitted to draw his leave salary from a different treasury in India,
the pay and allowances due to him for the broken period of the month in
which he proceeds on leave may be drawn along with his leave salary.

Leave Salary.

8.R. 181, Subject to any special rule or procedure that may he
prescribed by departmental regulations, the leave salary of a gazetted
GGovernment servant who draws his leave salary in India, may 1be paid at
any treasury in India, and leave salary of a non-gazetted Government
servant may be drawn from that treasury or office of disbursement only
from which his pay could be drawn if he were on duty. In the latter case,
the GGovernment servant must make his own arrangement, where necessary,
for getting his leave salary remitted to him.

The Government may by special orders exempt any particular class of
non-gazetted Government servants from the operation of this rule.

Bills of Inspecting Officers and their Establishment.

8.R. 182. A Government servant whose duty requires him to travel
about on inspection, shall ordinarily take with him a last pay certificate
which will enable him to draw from the nearest treasury or office of
disbursement within his circle of jurisdiction such portion of his pay as
may be entered in it at his request, the balance, if any, being drawn at his
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headquarters. Should he pass from one Accountant-General’s jurisdiction
to, another’s, the last pay certificate will be countersigned by both. In
such a case, no advance is made and no recovery or adjustment becomes
necessary. Similarly, he may draw his travelling allowance on the
prescribed bill form with necessary certificates countersigned by the
controlling authority, if any, but he cannot take advances on account of
travelling allowance. ;

Nore.—An Executive Engineer in charge of a Works and Buildin%x or Irrigation
and Waterways Division who is obliged to be continuously absent from his headquarters
for more than a month at a time, may be admitted by the Superintending Engineer
to the benefit of the concessions admissible under this rule.

S.R. 183, When a part of his establishment moves with an inspecting
officer, the head of the office may grant a last pay certificate for that part
in order to enable him to draw from another treasury or office of
disbursement such portion of the pay for it as may be desired, the balance,
if any, being drawn at headquarters.

Pay due to Gevernment Servants absent out of India.

S.R. 184. If pay or allowances be due in India to a Government servant
absent out of India, he must make his own arrangements to receive it in
India: it

Provided that when the Government servant has finally quitted India
and it is not possible for him to make his own arrangements for receiving
his pay and allowances in India, payment mai be made to him through
the Hblgh Commissioner for India or through the India Office, as the case
may be.

Pavmest or Pay, LEave S:LARY, ETC., THROUGH AGENTS.

Pay and Allowances.

S.R. 185. (1) Save as hereinafter provided, pay and allowances mag
be paid only upon the personal claim of the Government servant concerne
and to his personal receipt and not otherwise, except under the special
authority in each case of the Government or of the Auditor-General. The
Government servant may be allowed to receive payment through a
messenger duly authorised by him to receive the money on his account, but
there can be no endorsement on the bill to pay to any such person; and in
such a case, the Government accept no responsibility in respect of money,
cheque or draft that may be handed over to the messenger.

(2) (a) At his written request or order, the pay bill of a Government

servant who is permitted to draw his own bills may be made payable to
some well-known banker or agent: provided that the receipt of the banker
or agent shall not be accepted as a final quittance unless the bill itself is duly
endorsed in favour of the banker or agent by means of a distinct pay order.
The receipt of the banker or agent alike, if it is recorded on the bill itself
or separately, shall be stamped, unless the receipt on the bill has already
been duly signed and stamped by the Government servant himself.
. Nore 1.—Cheques on the pay bills of gazetted Government servants will be issued
in favour of a bank or an agent, if the bill has been distinctly endorsed as payable
to either of them or their order, otherwise cheques will be made payable to the drawers
of the bills, When the endorsement on a bill is incomplete or irregular the Treasury
officer should refuse payment of the bill and return it to the person who presents it,
with a memorandum explaining why the payment is refused.
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Nors 2.—Pay and leave salary of Government servants proceeding on leave out
of India must, if drawn through an aeﬁent in India, be drawn in the State in
which the Government servant is employed,

(b) Pay and allowances of a Government servant who is not authorised
to draw his own bills may, when he is unable to present himself in person
to receive payment, be paid to a banker or agent duly authorised by him
to receive the money and %ive a legal quittance, provided that the banker
or the agent holds a legally valid power of attorney to act in his behalf.
In the absence of such a power of attorney, the Government servant
desiring to receive payment through 'a banker or agent must furnish the
latter with a legal quittance for the money claimed, signed by himself,
which will have to be surrendered to the disbursing officer, with a letter
of authority for the payment to be made. The banker or the agent must
also furnish a formal receipt (which need not be stamped) to show that the
money has been actually received by him.

¢) A Government servant or a single person cannot be constituted an
““Agent’’ for the purpose of this rule, except where he holds a legally valid
power of attorney to act for the Government servant concerned.

™

N

(8) The provisions of this rule apply to all payments in India, whether f
on account of pay, travelling or other allowances, which are made to {
Government servants on their personal account. The requirements of |
personal claim or personal receipt do not, however, apply in the case of
sterling overseas pay admissible to a Government servant, the amount}
being payable in the United Kingdom to the receipt of the banker or the
agent nominated by the Government servant to receive payment on his
behalf. i

Leave Salary.

8.R. 186. A Government servant who signs his bills himself, when
claiming leave salary in India, must either appear in person at the place
of payment or furnish a life certificate signed by a responsible Government
officer or some other well-known and trustworthy person. If hq draws his L
leave salary through an authorised agent, the agent must furnish the life 3
certificate aforesaig, or execute a bond to refund over-payments under the ‘
provisions of S.Rs. 187 and 188. g

Boxp oF INDEMNITY.

S.R. 187. (1) Government servants may make arrangements with their %
agents to draw their leave salary, vacation pay, etc., either granting them -
powers of attorney to emable them to do 8o, or leaving their bills duly
completed and signed in the dgents’ custody for collection, the agents in
their turn giving the Government a bond of indemnity as security against
any loss in the case of over-payment. '

Nore.—A register of powers of attorney should be maintained by the disbursing officer
jn T.R. Form No. 18 and all cases in which the power of attorney has been granted

should be recorded therein,
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(2) The bond of indemnity, which must be stamped, may be of the
following form in the case of a firm or bank:—

our pay
In consideration of- theis being permitted to draw the leave salary
- pension
of— —during his absence from 5

we
hereby engage to refund to  the

the (here insert the name of the bank)

Government on demand, any over-payment that may be made to—tl:;-.sm— as
his agents :

agent

+ It must be seen that the person signing the bond of indemnity has
authority to bind the firm or bank.

S.R. 188, (1) It is not necessary for a separate bond to be entered
into for each individual. Such banks as are included in the Second
Schedule to the Reserve Bank of India Act, 1934, may be allowed to execute
a general bond in T.R. Form No. 19 to cover the pay, leave salary
pensions, ete., of their constituents in general. .

(2) Separate bonds must be executed for payments relating to or for
persons whose salaries or pensions are debitable to—

() the Union Government, or
(i7) the Government of a State.

Applications for such bonds to cover payments under the jurisdiction of a
single Accountant-General may be dealt with by that Accountant-General,
but where such bonds are intended to cover payments under the jurisdiction
of more than one Accountant-General, arrangements for their execution
must be made through the Auditor-General.

(3) Nothing contained in this rule, shall affect the validity of bonds
duly executed and continuing in force from dates prior to 1st April 1937,
unless in any particular case the Government issue orders to the contrary.

(4) Lists of Agents who have executed general bonds of indemnity under
the preceding sub-rules are contained in Annexure A to this Section.
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(2) The bond of indemnity, which must be stamped, may be of the
following form in the case of a firm or bank:—

OOE pay
In consideration of- the: being permitted to draw the leave salary
o pension
of- during his absence from: !

we
hereby engage to refund to  the

the (here insert the name of the bank)
Government on demand, any over-payment that may be made to-—tf-;%— as

3 agents

agent

+ It must be seen that the person signing the bond of indemnity has
authority to bind the firm or bank.

®

S.R. 188. (1) It is not necessary for a separate bond to be entered
into for each individual. Such banks as are included in the Second
Schedule to the Reserve Bank of India Act, 1934, may be allowed to execute
a general bond in T.R. Form No. 19 to cover the pay, leave salary
pensions, etc., of their constituents in general. .

(2) Separate bonds must be executed for payments relating to or for
persons whose salaries or pensions gre debitable to—

(1) the Union Government, or
(iZ) the Government of a State.

Applications for such bonds to cover payments under the jurisdiction of a
single Accountant-General may be dealt with by that Accountant-General,
but where such bonds are intended to cover payments under the jurisdiction
of more than one Accountant-General, arrangements for their execution
must be made through the Auditor-General.

(3) Nothing contained in this rule, shall affect the validity of bonds
duly executed and continuing in force from dates prior to lst April 1937,
unless in any particular case the Government issue orders to the contrary.

(4) Lists of Agents who have executed general bonds of indemnity under
the preceding sub-rules are contained in Annexure A to this Section.
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Annexure A.

[See sub-rule (4) of S.R. 188.]

A. List of Agents who have executed general bonds of indemnity with
the Government of West Bengal for the purpose of drawing pay, leaveialary
and pensions of Government servants serving under the Government of
West Bengal : —

1._ The Nath Bank, Lid.

2. The Calcutta National Bank, Ltd.
3. The Pioneer Bank, Lid.

4. The Calcutta Commercial Bank, Ltd.
5. The Noakhali Uni;)n Bank, Ltd.

6. The Mohaluxmi Bank, Ltd.

7. The New Standard Bank, Ltd.

8. The Hooghly Bank, Ltd.

9. The Bank of Commerce, Ltd.

10. The United Industrial Bank, Ltd., Calcutta.
11. The Hind Bank, Ltd.

12. The Bankers’ Union, Ltd.

B. List of Agents (including Agents whose bonds executed prior to
1st April 1937, continue to be valid) who have executed general bonds of
indemnity with the Auditor-General of India for the purpose of drawing
the pay, leave salary, and pensions of Government servants of the Union
or State Governments.
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Part T—constitutes the list of Agents who inter alia have secured the
title to draw, on behalf of their constituents, pensions payable in India
on behalf of Colonial and other Governments as well, while Part II
mentions those who are not so entitled : —

FPart 1.

The Imperial Bank of India.
The Allahabad Bank, Limited.
Messrs. Grindlay & Co., Limited.
Messrs. Lloyds Bank, Limited.
The Mercantile Bank of India, Ltd., Delhi.
The Bank of Behar, Limited.
The Bank of Hindustan, Limited.
The Punjab Co-operative Bank, Limited.
The Group of undermentioned firms carrying on business at
Nagpur, Kamptee, etc.—

() Indra Bhan Bansilal, R.B.

(it) Bansilal Abir Chand, R.B.

(171) Chandrabhan Banmsilal, R.B.

(ir) Ramchand Ram Rattan Das, R.B.

(v) Bansilal Ram Rattan Das, R.B.

(vi) Bansilalji Daga, R.B.

(vt1) Sir Kastur Chand Hanuman Das, R.B.
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Part 11.

The National Bank of India, Ltd.

The Hongkong and Shanghai Banking Corporation, Bankers and
Army Agents.

The Bank of India, Limited.

The Army and Navy Stores, Ltd.

Messrs. Binny & Co., Ltd., Bankers and Army Agents.
Messrs. Parry & Co.

Messrs. Cowasjee Dinshaw and Brothers.

The Central Bank of India, Ltd.

The Mercantile Bank of India, Ltd., Madras.

10. The Punjab National Bank, Ltd.

11. The American Express Company, Incorporated, Bombay.
12. The Bengal Central Bank, Ltd.

[e—y
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13. Madhya Pradesh Co-operative Bank, Limited, Nagpur.
14. Nainital Bank Limited, Nainital.
15. The Bank of Bikaner, Limited.

Secrioxy II1.—BirLLs oF GAZETTED GOVERNMENT SERVANTS.
Introductory.

8.R. 189. The provisions of this Section shall apply primarily to claims
of gazetted Government servants, including those of non-gazetted Govern-
ment servants drawing their pay in the forms provided for gazetted
Government servants, which are payable on bills drawn directly on the
treasury or on the office of the Accountant-General. With regard to claims
of Government servants which are payable by or through departmental
office of disbursement, these rules shall apply subject to such variation or
modification as may be authorised by departmental regulations.

Fory or Birrs.
Pay, Fized Allowances, etec.

S.R. 190. (1) The pay and fixed allowances of a gazetted Government
servant shall be claimed on bills in T.R. Form No. 20, or, in the case of
claims to be presented at the office of the Accountant-General under S.R.
351, on bills in T.R. Form No. 21, in which the whole of the fixed
allowances other than the sterling overseas pay claimable by a Government
servant in respect of the same post shall be set forth. A Government
servant who draws an additional allowance for a separate office need not
present separate bill for it uunless it is payable from a source other than

the general revenues of the State.

_ (2) Subject as hereinafter provided in this Section, the forms prescribed
in this rule shall be used for claims relating to leave salary and all occasional
payments to a gazetted Government servant that are made on his personal

account,

Nore.—Instructions for the drawal of salary and travelling allowance bills by
members of the Legislature of the State are contained in Appendix 13.

S.R. 191, The Government may permit certain classes of Government
servants, who are not ranked as gazetted Government servants, to draw
their pay and fixed allowances separately in the form provided for gazetted
Government servants, instead of through the pay bills of their office
establishment. The conditions under which such bills may be drawn are

set forth in note 1 below.

Note 1.—The pay of the Inspectors of the West Bengal and the Calcutta Police who
are ranked as gazetted Government servants except for purposes of audit, as also
of Sub-Registrars and Subdivisional Inspectors of Schools who are not ranked as
gazetted Government servants, should be drawn separately in the form preserib
for gazetted Government servants without the countersignature of any superior
authority. The pay bills of the Assistant Chemical Examiners of the office of the
Chemical Examiner to Government, Jailors and Sub-Assistant Surgeons should also
be drawn separately in the form provided for ‘gnmtted Government servants, and
duly countersigned before payment by the following authorities ; —

(a) Assistant Chemical Examiners of the office of the Chemical Examiner to

Government—The Chemical Examiner to the Government of West Bengal,
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(b) Jailors—The Superintendent of the Jail.

(¢) Sub-Assistant Surgeons—The Civil Surgeon or the Magistrate in Mufassil;
and the Superintendent, Nilratan Sarkar Medical College, the Police Surgeon
and the Superintendent of the Presidency Lock-up, in Calcutta; Professor
of Medical Jurisprudence, Calcutta; Superintendent, Pasteur Institute,
Calcutta; Principal, Medical College, Oalcutta; Principal, Lake Medical
College, Calcutta; Director of Cinchona Plantation, West Bengal; Superin-
tendents of various Jails in West Bengal; Superintendent, Medical College
Hospital, Caleutta; Secretary to His Excellency the Governor of West
Bengal and the Subdivisional Officers as the case may be

Nore 2.—The Sub-Assistant Surgeons should draw their pay and fixed allowances
in pay bills in T.R. Form No. 22 (both for payment at treasuries and at the office of

the Accountant-General). Bk S"“+ e (g *\ R

8:R. 192. C(Claims for house allowance admissible under the Calcutta
House Allowance Rules or under any special rules or orders shall be
supported* by certificates in the form prescribed in such rules or orders.

Sterling Overseas Pay.

S.R. 193, (1) Government servants claiming sterling overseas:pay for
the first time shall address the Accountant-General in T.R. Form No. 23,
asking him to arrange for the payment of their overseas pay to their
nominees in England, giving their full address, ete.

(2) The Accountant-General will, on receipt of the application, send the
necessary authority for payment to the High Commissioner for India, who
will make arrangements for the payment. ;

(3) Additions to or alterations in the amount of sterling overseas pay
will be reported by the Accountant-General to the High Commissioner for
India as they occur, any reduction or cessation being communicated
immediately by air mail or by cable, as may be directed by the Auditor-
General.

(4) No separate bill is required in respect of sterling overseas pay, but
the Accountant-General will in each month prepare a consolidated statement
of dues in respect of Government servants under his payment and send it
by the 20th of the month following that to which the dues relate to the
High Commissioner for India. )

S.R. 194. The High Commissioner for India, when once authorised to
make payment at a certain rate, will continue to pay at that rate until
advised to the contrary, and will verify the payments so made by him as
they fall due, that is, on the first of the month following that to which
the payments relate, against the amounts reported as due in the monthly
statements mentioned in clause (4) of S.R. 193, any short or excess payment
being settled, after correspondence, by subsequent payment or recovery.

Nore.—Payment of sterling overseas pay on behalf of a Government servant to
more than one nominee simultaneously is not permissible.

Travelling Allowance.

8.R. 195. Travelling allowance bills of a gazetted Government servant
shall be drawn in accordance with the rules under which such allowance
may be due. For mileage, halting or daily allowance, T.R. Form No. 4

is prescribed for general use.

8.R. 196. When a circuitous route is taken, the reason for doinsr )
must be stated on the bill. When a Government servant is entitled to draw
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actual expenses, such expenses shall, in the absence of special orders to
the contrary, be set forth in detail.

8.R. 197.. The provisions of clause (:i2) of S.R. 217 apply mutatis
mutandis to bills for travelling allowance of gazetted Government servants.

Cost of Medical treatment.

8. R. 197A. The expenditure incurred by, and to be reimbursed to,
gazetted Government servants on account of medical attendance and treat-
ment may be drawn by them in salary bills under the sub-head ‘‘allowances,
honoraria, ete.””, without the prior authority of the Accountant-General.
The amount drawn in the bill must be supported by proper receipts and
vouchers in all cases.

Alterations of Pay, ete.

S.R. 198. Save as provided in T.R. 22, no gazetted Government
servant may draw an increased or a changed rate of pay, leave salary, fixed
allowance, or any reward or honorarium unless the bill on which he draws
it is either pre-audited by the Accountant-General, or is accompanied by a
letter of the Accountant-General authorising the amount to be drawn.
These letters will be issued from the Accountant-General’s office as soon as
possible; but as delay may occur if the change is made near the end of a
month, or if it takes effect from a date which cannot immediately be
ascertained, or cannot be fixed by a certificate of transfer of charge
appended to the bill, Government servants shall, in the case of pay, leave
salary or fixed allowances, either draw their bills for no more than old rates,
or send their bills for pre-audit to the Accountant-General, if they have
not received his letter of authority.

Adwvances.

S.R. 199. Advances to a gazetted Government servant on fransfer or
on tour may be drawn from the treasury on the fom prescribed in
S.R. 456, on the authority of the sanction or a duly certified copy thereof
a&ppendfd to the bill, without any previous authority from the Accountant-

eneral,

No other personal advance can be paid to a gazetted Government servant
unless the payment has first been authorised by the Accountant-General,
or the claim has been pre-audited by him.

Norte.—The sanction to personal advances may, if preferred, be obtained in the form
of countersignature on the bill itself before it is presented for encashment.

Rewards for Proficiency in Oriental Languages.

8.R. 200. Bills for rewards under civil rules to Civil Officers, including
Military Officers in civil employ and Works and Buildings or Trrigation
and Waterways Department Officers shall be presented to the Accountant-
General for pre-audit.

Bills for rewards under military rules to Military Officers in civil
employ shall be submitted to the Accountant-General, who will pass them
for payment after having them pre-audited by the Defence Accounts Officer
concerned.
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Passages.

S.R. 201. A Government servant entitled to passage concessions, when
desiring to obtain one, shall apply on T.R. Form No. 25 to the Accountant-
General who maintains his passage account, for the necessary certificate of
eligihility, on the authority of which the passages are to be booked.

Note.—Payments in respect of such passages will be arranged by the Accountant-
General to whom weekly bills supported by the certificates of eligibility are presented

by the Steamship Companies, ete., in accordance with special arrangements approved
by the Government.

Secrion IV.—Birrs oF NoN-GAZETTED ESTABLISHMENT.

Introductory.

S.R. 202. The rules of procedure prescribed in this Section shall apply
primarily to personal claims of non-gazetted Government servants whose
pay, allowances, etc., are payable on bills drawn directly on the treasury
or on the office of the Accountant-General. In their application to personal
claims of non-gazetted Government servants, which are payable at a
departmental office of disbursement, these rules are subject to such variation
or modification as may be authorised by departmental regulations.

Monthly Bills.

S.R. 203. For purposes of this Section, parts of an establishment under
the same officer, which appertain to different major heads, shall be regarded
as distinct establishments, e.g., a District Officer’s Excise establishment
shall be treated as distinct and separate from his Land Revenue
establishment.

8.R. 204. In the bill presented for payment, the establishment shall
be distributed in such secfions as may be fixed by the Accountant-General
in communication with the head of the office or establishment concerned.

Form and preparation.

8.R. 205. (1) Bills for pay, fixed allowances and leave salaries shall be
prepared in T.&i. Form Nos. 26, 26A and 26B (the former for general use
by all departments, while 26A and 26B for Jail and Police Departments
respectively) separately for permanent and temporary establishments as
also for those classes of establishments for whom no establishment returns
are submitted and no service books are maintained, the instructions printed
on the form being carefully observed. Except as provided in S.R. 208,
the name of every substantive and officiating or temporary incumbent shall
be shown against each post, and against each temporary post shall be
noted the sanction thereto. The rate of pay claimed shall always be noted
and when pay is drawn for a portion of a month only, the number of davs
for which it is claimed shall be stated either against the name of the
Government servant in the body of the bill or in a note at foot of the page.

Nore.—Bills for extra establishment in the Registration Department should be °
prepared in T. R. Form No, 26C.

(2) The various sections comprising the establishment shall be shown
separately, the description of each section as well as the sanctioned number
of posts included therein being prominently written in red ink at the top.

Nore—All fixed allowances, including permanent travelling allowance, conveyauce
allowance, horse allowance, ete., should drawn in the establishment pay bill.
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8:R. 206. If for any reason, the leave salary admissible to a
Government servant on leave is not known (as for example, when the kind
of leave to be granted to him has not been tinally decided by the sanctioning
authority), the amount of pay to which he would have been entitled had
he remained on duty, shall be entered in the money column of the form
which is intended to show leave salary, the amount being left undisbursed
and treated as held over pending the fixation of the amount of his leave

salary.

S.R. 207. The entries in all the money columns of the bill shall be
totalled separately under each -section and the totals written in red ink.
The totals must be checked by the drawing officer himself or by some
responsible person other than the clerk preparing the bill.

S:R. 208. (1) The names of incumbents whose pay is less than Rs.\50
a month and who do not substantively hold ermanent posts under the
Government may be omitted from pay bills; as also the names of all persons
in inferior service, of all Assistant Sub-Inspectors of Police, Head
Constables and Constables and of Forest Guards; provided that in all such
cases, a certificate in the following form is endorsed on the bill : —

“Certified that all persons whose names are omitted from, but whose
pay has been drawn in, this bill have actually been employed durin
the month, and that full details of the names of the Persons concerne
and the emoluments drawn for them working up to the total included
in this bill have been duly shown in the office copy.”’

The Government may, in consultation with the Accountant-General,
extend the provisions of this rule to specified classes of establishments when
the entry of names in the bills is not essential for audit purposes.

(%) The claims of Government servants whose names are omitted under
the provisions of this rule, shall not be lumped together and entered as g
single item in the bills, but the bills must show separately the numbers on
different rates of pay or with different designations.

8.R. 209. (1) When leave salary of superior non-gazetted Government
servants based on average pay is drawn in a bill, the bill in which it is
first drawn, shall be accompanied by a statement attested by the drawin
officer showing the calculations by which the amount drawn on account o
leave salary has been deduced. If the caleulation is based on pay drawn
outside the Government servant’s substantive section or office, a reference
to the bills in or the office from which such pay was drawn shall be given

in the statement,

(2) If leave salary is based on actual pay and not on average pay, the
drawing officer shall attach to the bill a certificate in one of the following
forms: — :

(£) If the absentee is emntitled to leave under rule 204 of West Bengal
Service Rules, Part I:—

“That the leave salary is based on the pay of permanent post held

substantively by the absentee at the time of taking leave and that the
absentee was in permanent Government service on the 11th January

1928.°?

(i7) In all other cases—

“That the leave salary claimed is admissible under (a) ¢
(a) The rule under which the leave salary has been elaimed must be specified here,
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Absen‘tee Statement.,

S.R. 210. (1) The monthly bill shall be supported by an absentee
statement in T.R. Form No. 27, if any person in superior service was absent
during the month, either on special duty or suspension, or with or without
leave other than casual leave, or when a post is left vacant substantively
whether any officiating arrangements have or have not been made against it.

(21) In the case of provincial or amalgamated establishments, a
consolidated absentee statement showing the complete chain of arrangements
shall be separately furnished by the controlling authority within a period
fixed by the Accountant-General. No separate absentee statement need be
furnished by the drawer of the bill along with the monthly pay bill, but
in cases in which the power to sanction leave and officiating arrangements
within the office has been delegated to heads of offices, the requisite absentee
statements shall be furnished by them along with the pay bills, and such
vacancies and arrangements shall not be inecluded in the consolidated
absentee statement to be furnished by the controllig anthority.

(3) Officers drawing establishment pay bills in which compensatory
allowances, etc., are drawn for absentees, should furnish on the pay bill
a certificate in the following form :—

“Certified that in cases where compensatory allowances have been
claimed during leave/ temporary transfer, the likelihood of the officers
returning to the same or similar posts was recorded in the original
orders sanctioning the leave/temporary transfer.”’

Nore 1.—In the case of Provincial or amalgamated establishments on time-scales

of pay, the arrangements made by heads of offices should be reported to the controlling
authority for inclusion in the consolidated absentee statement.

Note 2.—Whenever an absentee statement accompanies a bill, certificate No. 2
printed on the bill form should be struck out.

Nore 3.—When an officer signs an absentee statement accompanying an establish-
ment bill, he should see that a diagonal line is drawn across the blank space, if any,
below the last entry.

Norg 4.—In the case of Forest Guards, Jail Warders, Assistant Sub-Inspectors of
Police, Head Constables and Constables, the requisite absenteo statement may be
dispensed with provided the names of t.ile absentees and full Earticulars of their
absence (e.gz., leave, deputation, suspension, etc.) are clearly shown in the body of
their pay bills.

Nore 5.—In the case of the non-gazetted Government servants who bave been
permitted to draw their pay bills separately in bill forms of gazetted Government
gervants (vide note 1 to B.R. 191), certificates similar to certificates Nos. 3 and 4 in
T.R. Form No. 26 (prescribed for Establishment pay bills) should be furnished to the
Accountant-General, on such date as may be fixed by him, with the consolidated
absentee statement, or statement of transfers, postings nndﬁenve, as the case may be,
by the authority responsible to furnish such statement.

When, however, such a statement is not required to be furnished, a certificate
similar to certificate 2 in T.R. Form No. 26 should be furnished.

8:R. 211. Whenever leave salary is drawn in respect of a non-gazetted
Government servant who has served under another Government or,
department which is treated as a separate unit for purposes of allocation
of leave salary, a detailed statement showing the allocation of such leave
salary shall be prepared and attached to the absentee statement of the
month in which the leave salary is first drawn,

Increment Certificate.

S.R. 212. To the first bill in which & periodical increment is drawn
for a Government servanf, a certificate in T.R, Form Ne. 28 shyll be
appended.
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8.R. 213. Of the two alternative certificates printed on T.R. Form
No. 28, the former may be used in any case in which the increment becomes
due to the Government servant concerned for having been incumbent of
the post specified for the prescribed term counting from the date of the
last increment or of appointment to the post, excluging periods of suspension
for misconduct and absence on extraordinary leave, etc., and, if he has
held the post in an officiating capacity, all other kinds of leave which are
shown in the tabular portion of the certificate. An increment so earned
may be drawn in the establishment bill without further authority.

In all other cases, the second alternative form shall be used and the
certificate with the explanatory memorandum showing briefly but clearly
the grounds on which the increment is claimed, shall be submitted about
one month before the increment falls due to the Accountant-General, who
will pass and return it after check. The increment may be drawn onl
on a certificate passed by the Accountant-General. Increment shall be
drawn when due in the ordinary establishment bill, but if arrears of
increment have accrued when the certificate is returned by the Accountant-
General, they may be drawn on a separate bill. :

S.R. 214. When an increment claimed operates to carry a Government
servant over an efficiency bar, it must be supported by a declaration from
the authority empowered to allow the increment that it has satisfied itself
that the Government servant concerned is fit to cross the bar.

Overtime Allowance.

8:R. 215. Subject to any general or special orders issued by the
Government in this behalf, every hill in which overtime allowances are
cilfaimed, shall contain a certificate of the head of the office to the following
effect : — :

“Certified that—

(1) the men for whom overtime allowances are claimed in this bill haye
actually earned them by working overtime;

(2) the periods for which overtime allowances are claimed in this bill
have been checked with the initial records and found correct:

(3) the overtime allowances are claimed at rates sanctioned by
competent authority; and

(4) the overtime allowances have been taken into account in
calculating the income-tax due from the Government servants
noted in this bill.”’

Nore.—In cases in which overtime is paid out of fees recovered from privafe
parties and credited in the Public Account, the drawing officer should certify on the
bill that the prescribed fees have heen realised and credited into the treasury.

Arrear Bills.

S.R. 216. Arrears of pay, fixed allowances or leave salary shall bhe
drawn, not in the ordinary monthly bill, but in a separate bill, the amount
claimed for each month being entered separately, with quotation of the
bill from which the charge was omitted or withheld, or on which it was
refunded by deduction, or of any special order  of competent authority
granting a new allowance or an increase in pay. A note of the arrear bijl
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shall invariably be made in the office copy of the bills for the period to
which the claim pertains, over the dated initials of the drawer of the arrear
bill, in order to avoid the risk of the arrears being claimed over again.

Subject to the conditions laid down' in 8.R. 90 such bills can be presented
at any time and may include as many items as are necessary.

Travelling Allowance Bills.

-S.R. 217. Subject as provided in S.R. 221, bills for travelling
allowance, othér than permanent or fixed allowances, shall be prepared and
=~ nresanfedin accordance with the following: rules:— A

Extract from the Government of West Bengsl

Finance Department Audit No. 455-F.1.FIS/5R-248/
62(pt.I) dated the 15th Septemoer, 1962,

MEMORANDIINM

5353 Travel Concession.

The undersigned is directed to state that, suo-
Ject to the fulfilment of other condi“iors laid :
down in Para 16 of the Finsarce (Audit )Department
Memorandum No.5471-F dated the 27th December,1961
read with clsrifications issued from time to time
Travel Concession mav be allowed to a Government

servant enjoving other kinde of leave in conjuc-
tion with earned leave, '

—uweruner m.xt‘rilmve"stuj:mneu‘“mySMI that the amounts included
mon 3
in the bills drawn 2 months previous to this date, with the exception
3 months

of those detailed below (of which the total amount has beén refunded
by deduction from this bill), have been disbursed to the Government
servants therein named and their receipts taken in the office copy of
the bill or in a separate acquittance roll.’”’ ’

S.R. 218. The bhill completed as under the last preceding rule may be
cashed at the treasury on the receipt of the head of the office; but no bill
requiring previous countersignature of a controlling authority shall be
presented at the treasury, before such countersignature has been obtained.

S.R. 219, The travelling allowance bills of non-gazetted Government
servants accompanﬁ'mg an officer on tour, shall be presented at convenient
intervals during the officer’s tour or immediately on any return to the
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headquarters and in any case, before 38lst of March. This bill may be
cashed at the treasury on the receipt of the head of the office and the
amounts distributed as in the case of the establishment bill.

S.R. 220. When travelling allowance bills are cashed before counter-
signature of the controlling authority, a bill in T.R. Form No. 29,
setting forth the details of the several bills drawn on accouunt of the same
month (if more than omne), and explaining any divergence from the
recognised route, shall be drawn up by the head of the office at the end of
the month and submitted to the controlling officer, if any, for review and
transmission to the Accountant-General after counfersignature under the
rules applicable to contingent expenditure. The bill shall be headed ‘‘Not
payable at the Treasury’’ and bear a certificate in the following form:—

“Certified that I am satisfied that the amount shown in the bill,
have been disbursed to the Government servants named, and their
receipts taken in the office copy of the bill or in a separate acquittance
roll.”’

Nore.—The countersigning officer may, if he_(grefers it, retain the bill for check
of future bhills, and merely send to the Accountant-General a notice that he had *‘passed

the establishment travelhn% all}gwauco |11 8 AR R s for the month of
or KRS&....... 2esssnbnisuivdarstunavessnanss ,» as lollows:—

No. of bills paid at treasury.
Amount.

Amount disallowed.

Reasons.

The bill contains the required certificate of the disbursement of the amounts.'

8.R. 221, In the Works and Buildings or Irrigation and Waterways
Department, save where any special rule or procedure has been authorised
by departmental regulations, travelling allowance bills can be presented for
payment only after the claims have been passed by the controlling officers

concerned.

The subordinates shall prepare their travelling allowance journals in
T.R. Form No. 30, and, after tgesé are duly countersigned by the controlling
authority, an abstract bill showing the totals under each head of claim for
each person shall be prepared in T.R. Form No. 31 by the Divisional Officer
for presentation at the treasury, the original journals being either submitted
to the Accountant-General direct or attached to the ab?trac;t blllt. o ;
N — | ma in consultation with the Accountant-General,
re};\cme liheT;‘& §°‘i‘f§§.m§2:m Ng.’ 24 by non-gazetted upper subordinates in lien of

.R. Form No. 30

i j dinates are subjected

Note 2.—In cases where travelling allowance journals of subor sul 1
to a periodical test audit by the Accountant-General, the Government may, in c:llxl
sultation with the Accountant-General, dispense with their submission to 0

Accountant-General's office.
Cost of medical treatment.

g : 3 ¥ g

8.R. 221A. The expenditure incurred by, and to be reimbursed %
non-gazetted Government servants, on account of medical attendancehaug
treatment may be drawn in the Establishment Pay Bills under the sub-hea

allowances, honoraria, ete.”’.

Passages.

«R. -- The procedure prescribed in S.R. 201 shall apply also to
&0 azgtted Govg'nment servants who are entitled to passage

f non-
ﬁﬁiﬁgsfofs, witﬁ the modification that such Government servants shall
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apply for

Or passages to the Accountant-General and correspond further on
the subjec

t through the head of the office, instead of directly.
Section V.—CoNTINGENT CHARGES.

Sun-sEcTiON I.—INTRODUCTORY.

S.R. 223, The term ‘‘contingent charges’ or ‘“‘contingencies’”’ used in
this Section means and includes all incidental and other expenses which
are incurred for the management of an office as an office or for the technical
working of 5 department, other than those which under prescribed rules of
f:‘lnssxﬁcation of expenditure fall under some other head of expenditure, e.g.,

WOI‘ks,H “StOL‘k," “tOO]S an(l I)lﬂllt,” efe.

.S:R. 224, The rules of procedure prescribed in this Section shall apply
primarily tq contingencies, but miscellaneous expenditure which is not
classed as contingencies, is also subject to these rules, except in so far as
1t may be governed by any special rules of procedure prescribed in other
Sections of this Chapter or by any departmental regulations.

S.R. 225. The provisions of this Section shall apply primarily to
confingent charges of heads of offices, etc., who draw money required by
them to disburse these charges by bills drawn on the treasury. Contingent
charges of other departments and offices are also subject to the rules in

this Section, except in so far as they are supplemented or modified by
departmental regulations.

Sup-sEcTIoN II.—GENERAL RuULES.

ch b Classification of Charges.

o~

W S.R. 226. (ontingent charges incurred on the public service are

divided into the following classes, the classification adopted in each
department or office being determined by orders of competent authority : —

(1) Contract contingencies—those for which a lump sum is placed
annually at the disposal®* of a disbursing officer for expenditure
without further sanction of any kind. They generally consist
of charges the annual incidence of which can be averaged with
reasonable accuracy.

(i2) Scale-regulated contingencies—to comprise such contingent charges
as may be regulated by scales laid down by competent authority,
e.g., rewards for destruction of wild animals, ete.

(1i1) Special contingencies—to include such contingent charges, whether
recurring or non-recurring, as cannot be incurred without the
previous sanction of superior authority.

(iv) Countersigned contingenci€s—to include such contingent charges
as may require the approval of some controllin autﬁorit.v before
they can be admitted as legitimate expenditure against the
Government, such approval usually taking the form of counter-
signature after payment on a detailed bill submitted to the
Accountant-General.
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(v) Fully-vouched contingencies—to comprise contingent charges which
require neither special sanction nor countersignature, but may
be incurred by the head of the office on his own authority subject
to the necessity of accounting for them. These may be passed
on fully vouched bills without countersignature.

Nore 1.—The five classes of contingencies set forth above are not necessarily
mutually exclusive. There may be cases in which special contingencies may be
regulated by scales, or in which a bill for scale-regulated contingencies may require
countersignature. When a contingent bill falls within two or more classes, the
procedure preseribed in Sub-gection 1V of this Section for each of these classes sflould,
as far as possible, be applied to it.

Nore 2.—The list of contract contingent items as well as the departments in which
i)he s,\isltem 18 in force is given in Appendix 9 to the West Bengal Financial Rules,
art 11.

FPermanent Advances.

S.R. 227. Government officers who have to make payments for
contingent expenditure before they can place themselves in funds by drawing
contingent bills on the treasury, may make such payments out of permanent
advances or imprests which they may be permitted to hold under the orders
of competent authority, subject to recoupment on presentation of
contingent bills.

Nors 1.—Permanent advance should be drawn on a simple bill in T.R. Form
No. 48, necessary changes in the form being made in manusecript.

Nore 2.—The following procedure should be observed in making payments out of
the permanent advance helJ’ by the Secretary to the Governor of West Bengal on
account of His Iixcellency the Governor's discretionary grant:—

(a) As soon as His Excellency the Governor announces a grant, the Assistant
Secretary to the Governor will issue a cheque out of the personal ledger
account iu favour of the payee and  obtain a receipt from him.
He should at the same time communicate the orders of His Excellency the
Governor sanctioning the grant to the Accountant-General.

(b) The Assistant Secretary to the Governor will periodically recoup the perma-
ment advance by drawing bills to be supported by the payees' receipts.

General Limitations.

S.R. 228. All charges actually incurred must be paid and drawn at
once, and under no circumstances may they be allowed to stand over to be
' paid from the grant of another year.

; S.R. 229. No money shall be drawn from the treasury unless it is
| required for immediate disbursement. It is not permissible to draw money
(from the Treasury in anticipation of demands or to prevent the lapse of
‘budget grants,

8.R. 230. The charges relating to two or more major heads may not
be showns in one register, nor included in one bill. But expenses which
are shared in some gxed proportion between two branches of the same office
may, unless they are reviewed by different authorities, appear in one bill.
In such a case, the joint grant may be entered in one register only for
purposels of control, the account adjustment being left to the Aecountant-
(General.

8.R. 231. (1) Save as hereinafter provided in this rule, no pay of any
kind and no additions to pay may be drawn on bills for contingent
expenditure. :
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(2) Subject to any general or special orders issued by the Government,
the pay of inferior servants, by whatever designation they may be called,
who have been, or may be. declared by competent authority to be ineligible
for pensions and who discharge the duties of the classes mentioned below,
may be treated as contingent expenditure : —

(#) hot weather establishment;

(i7) mazdoors engaged on manual labour and paid daily or monthly
wages;

(i11) sweepers; and

(iv) other classes of inferior servants, e.g., dhobies, tailors, syces,
grass-cutters, ete.

Nore.—A list of inferior servants declared to be ineligible for pension is given in
Appendix 8 to the West Bengal Financial Rules, Part 1T.

The wages of temporary filled establishment of Surveys and Settlements
and of extra potdars entertained for accompanying remittances, etc., may
also be drawn on contingent bills.

S.R. 232. Confingent charges incurred on account of the wages of
mazdoors engaged on manual labour and paid at daily or monthly rates, shall
be supported by a certificate signed by the disbursing officer to the effect
that the mazdoors were actually entertained and paid. '

8.R. 233. 1In the case of all other inferior servants whose pay is drawn
. on contingent bills, a certificate in the following form shall be furnished
by the disbursing officer: — :
“Certified that all inferior servants whose pay has been charged in

this bill were actually entertained in Government service during the
period concerned.’’

Responsibility of Drawing Officers.

S.R. 234. Every Government officer shall exercise the same vigilance
in respect to petty contingent expenses as a person of ordinary prudence
may be expected to exercise in spending his own money. The drawing
officer 18 further responsible for seeing that the rules regarding the
preparation of bills are observed, that the money is either required for
ymmediate disbursement or has already been paid from  the permanent
advance, that the expenditure is within the available appropriation and
that all steps have been taken with a view to obtaining an additional
appropriation if the original appropriation has either been exceeded or is
likely to be exceeded, and that in the case of contract contingencies the
propesed expenditure does not cause any excess over the coniract grant.

Responsibility of Controlling Authority.

S8.R. 235. The countersigning officer shall be respereible for seeing
(z) that the items of expenditure included in a contingent bill are of
obvious necessity and are at fair and reasonable rates, (i1) that previous
fanction for any item requiring it is attached, (#ii) that the requisite
vouchers are all received and in order, (iv) that the calculations are correct,
and specially, (v) that the grants have not been exceeded nor are they likely
to be exceeded and (wi) that the Accountant-General has leen informed
either by a note on the bill or otherwise of the reason for any excess over
the monthly proportion of the appropriation. If expenditure be progressing
too rapidly, he shall communicate with the drawing officer and insist on
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its being checked. He should also arrange with his sybordinate officers
for reporting to him monthly expenditure to enable him fo exercise a check
on the total expenditure against the total appropriation under his control.

Cancellation and Destruction of Sub-vouchers.

S.R. 236. The following rules for the prevention of the fraudulent use
of sub-vouchers shall be observed by all drawing and controlling officers
in the matter of cancellation and destruction of sub-vouchers:—

(7) Unless in any case it is distinctly provided otherwise by any rule
or order, no sub-vouchers may be destroyed until after a lapse
of three years.

(1) Every sub-voucher which under the provisions of Sub-section IV
of this Section, is not forwarded either to the Accountant-General
or fo a controlling officer along with bills but is recorded in the
office to which the expenditure relates, must be duly cancelled
by means of a rubber stamp or by an endorsement in red ink
across the voucher, the cancellation being initialled by the officer
authorised to draw the contingent bills of the office. The
cancellation should be made at the time when the contingent
bill, in which the sub-voucher or sub-vouchers are included, is
actually signed. If the amount of sub-voucher exceeds the
permanent advance, the cancellation should be made imme-
diately the payment is made and entered in the contingent
register.

(vit) Sub-vquchers submitted to a controlling officer, which he is not
required to forward to the Accountant-General, should be duly
cancelled by him after check and the cancellation should be

attested by the controlling officer at the time of countersignature
of the bill,

() In all cases in which sub-vouchers are not required to be
submitted to the Accountant-General or the controlling officer,
the drawing officer should certify in the bill that sub-vouchers
other than those attached to the bill have been so defaced or
mutilated that they cannot be wused again. A similar
certificate should be furmished by the controlling authority in
respect of sub-vouchers submitted to him by the drawing officer
gut wliich he is not required to submit to the Accountant-

eneral.

Nore 1.—Sub-vouchers which are unired to be sent to the Accountant-General
‘should not be cancelled either by thercel?awing officer or 13' the controlling officer, as
the duty of cancelling these sub-vouchers and keeping them in proper custody to
prevent their fraudulent use devolves on the Accountant-General.

Norm 2.—These orders touching the use and defacement of vouchers are applicable
to all moneys disbursed by Government servants in their official capacity, even, to
take an instance, from the Wards Rate Fund.

Sus-Secriox [1I.—REcorn or CONTINGENT EXPENDITURE.
Contingent Register.

S:R. 237. A register of contingent expenditure shall be kept in each
office and the initials of the head of the office, or of a gazetted officer to

whom this duty has been delegated by him, shall be entered against the
date of payment of each item.
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8.R. 238, The standard form of the contingent register will be as in
T.R. Form No. 32. The actual details such as the number of columns to.
be opened, the sub-heads and detailed heads and such further detailed:
classification as may be required for the purpose of control, may be settled|
by the Accountant-General and the controlling authority to suit the.
conditions of each department and office.

As a general rule, the most common sub-heads and detailed heads may
have separate columns with appropriations noted at the top. The less
important and trivial items may be lumped together in one column when
each of the separate items need not be accounted for or watched separately.
Any charge falling under any of the separate columns, but requirin
explanation may be deseribed in the column headed ‘‘Desecription,”” though.
the amount of it is entered only in its special column; and the same -
“D.escription” column will serve also for note of the month or period to .
which any recurring charges (e.g., rent, wages of punkha pullers) entered
in the other columns belong.

Nore 1.—If more convenient, a separate register may be maintained for each class
of contingent charges.

Note 2,—If during the absence of the head of the office and of the gazetted officer
to whom the duty of maintenance of contingent register has been delegated, the entries
in the contingént register have been initialled by a non-gazetted Government servant,
the register must be reviewed and the entries re-initialled by the head of the office
or such gazetted officer on return to duty in the headquarters.

8.R. 239. As each payment is made, entries must be made in the -
contingent register of the date of pavment, the name of payee and the
number of sub-vouchers in the three columns to the left, and the amount
in the proper column; and in the case of any charge requiring explanation,
the initial of the officer incurring it, shall be taken against the description.

8:R. 240. To enable the disbursing officer to watch the progress of the
expenditure under each detailed head, as compared with the appropriation
for it, a progressive total of all the columns must be made monthly
immediately after the monthly total, so as to include all payments under
each head, as also charges adjusted by book transfer under S.R. 255, from
the commencement of the vear up to the end of the last expired month.

Sun-Section IV.—BrrLs ¥or CoxTINGENT CHARGES.

General.,

-

8.R. 241. (1) When it is necessary to draw money for contingent
expenses, as for example, when the permanent advance begins to run
Short.-or when a transfer of charge takes place, and in any case at the end
of each month, a red ink line shall be ruled across the page of the register
or registers, the several columns added up and several totals posted in
separate bill for each class of contingent expenditure. The head of the
office, or the officer to whom this duty has been delegated, shall carefully
serutinise the entries in the register or registers with the sub-vouchers,
Initial them if this has not already been done and sign the bill which will
then be dated, numbered and presented for payment at the treasury.

. (2) The heads of contingent expenditure may be entered in manuscript
n the bill and the totals posted against them, provided that in cases of
expenditure requiring explanation, full details of the charges must be
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entered in the bill, except when they are given in the sub-vouchers sent to
the Accountant-General.

Nore,—When the permanent advance is running short, » demand may be presented
in excess of the balance; this item too should be entered in the register and included
in the bill, the number given being that which the sub-voucher or sub-vouchers will
bear when payment has been made.

S.R. 241A, Contingent Bills preferring claims for rents, electricity
and other connected charges on account of private buildings hired or requi-
sitioned by the Government for accommodation of Government = Offices
should be accompanied by the following certificates signed by the dis-
bursing officer: —

“Certified that the amount drawn on account of rent, rates and taxes in
Contingent Bill No.......... SN Aidated rYhE il Sl ol SR
was actually paid to the parties concerned and that—

(i) no portion of the building for which the expenditure was incurred
was ufilised for residential or other purposes during the period
the charges were paid;

(¢7) the expenditure in respect of the portion of the building used for
residential or other purposes during the period for which the
charges were paid, has been recovered from the undermentioned
Government servants from whom it was due.”

Provided that in the case of Drawing and Disbursing Officers who, do
not find it possible to furnish the first portion of the certificate preseribed
above due to the fact that the imprest amounts held by each of them are
much less than the monthly rate of contingent expenditure on rent, rates
and taxes, ete., required to be paid by each of them to different parties, the
following certificate should be furnished in lieu of the first portion of thé
certificate prescribed above:— -

“Certified that— _

(a) the amounts drawn on account of rent, rates and taxes, etc., in the
previous contingent bill No............. bibdatedd oaaian i }
have aetually been paid to the parties concerned; and that

(5) the amounts drawn in this bill will be paid to the parties on
realisation.”

S.R. 242. (1) Subject to any order or instruction issued by the
Government in this behalf, a contingent bill for payment to suppliers, efc.,
which eannot be met from the permanent advance, may be endorsed for
payment to the party concerned. This procedure shall not apply to cases
where the disbursing officer is authorised to incur expenditure by drawing
cheques on the treasury.

2) Whenever under the provisions of this rule, a contingent bill is
endorsed to a private party, the drawing officer shall issue an advice
simultaneously to the Treasury Officer concerned, giving full particulars
of the bill. The item must at once be entered in the contingent register
and a note made to the effect under the initials of the drawing officer that
the amount has been drawn.

(3) Aun endorsement on a contingent bill by a drawing officer in favour
of a messenger is not an endorsement for the purpose of this rule.

Nore.—Endorsements will in all cases remain current for three months only,
counting from the date of issue. In the case of bills issued in the last quarter of
the year, however, an endorsement should be enterad to the effect that the payment
orders will lapse unless the bills are cashed by the end of March.
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Notilication Noe4962-F/FIT-4 (95)/62 dated 31,10.62

from Government of ‘West Bengal, Finance Department,
Audit,

\

Ce 5S¢ Noo 145
AMENDMENT o

"To clause (2) of subsidiary rule 294 of the said rulés
add the following proviso, namely ="

"Frovided that the payment of grat utilds may be made
without the personal appearance of the gratuitant,
throuly anauthorised agent, including a bank, who shall
-be required to give the Government spearately in respect
of each psyment, a Bond of indemnity, which shall be dhly
atamped, in the follewing form, ngmely i-

In consideration of our being authorised to draw the
gratuity amount to s (in wards) payable
to.......-o.oooo.oooooo..o.ooooooo(nm of 8ratu1tmt)
®®000ccsssvcncensncvsscsnseny in accordance with gr&‘buity
Wmnt.ordorﬁo.....................'..dated.........o......
issmed by the Accountant - Gen&ral’ooooo--ooooooooooooo’ ve
the ooooo.ooooooooo-ooooo--oooo.(nm of the Bank or Agmr
$900cssesceesescesccccesesseesecli@raby engage to refund

o the State Government on demand, any over payment that
may be made to us on this account.®
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S:R. 243. When, in paying rewards to informers, or in any other case,
it is not desirable to disclose the names of payees, a certificate in the
handwriting of the disbursing officer to the effect that the payment has
been duly made, shall be submiited to the Accountant-General in support
of the payment in lieu of the payee’s receipt ordinarily required.

-

Contract Contingencies.

8.R. 244. 1In respect of contract contingencies, the bill shall be
presented in T.R. Form No. 33. Sub-vouchers for more than Rs. 25 shall
be retained in the office while the others shall be destroyed or so defaced
that they cannot be used again.

S“L /‘glb £

& w7 7 " Fully-vouched Contingent Charges.

N X . . .

<" 8.R. 245. (1) O(ﬁcers'w.hose contingent bills do not require counter-
signature and who do not embody in their bills charges of any officer
xleahui separately with the treasury, mneed not submit monthly bills; but
they should draw money from the treasury by bills in T.R. Form No. 34,
showing full details of the charges.

Norp.—The following illustration explains the second condition. A, whose bills do
not require countersignature, has subordinates, who hold part of his permanent
advance and place themselves in funds by sending paid vouchers to 4, and obtaining
from A the amount of their actual expenditure; 4 need not submit monthly bills,
The bills of B do not require countersignature, but his subordinates are allowed to
deal direct with some treasury, presenting bills for encashment, which are to be
adjusted by B's monthly bills; B must submit monthly bills in adjustment of the
bilis cashed by himself and his subordinates.

(2) Unless in any case the Auditor-General directs otherwise, sub-
vouchers for more than Rs. 25 shall be submitted to the Accountant-General.

Charges regulated by Scales and Special Contingencies.

S.R. 246. Charges regulated by scales and special contingencies which
require the previous sanction of superior authority before they can be
incurred shall be drawn in the abstract hill form (T.R. Form No. 335)
with a full deseription of the charges and accompanied by sub-vouchers
above Rs. 25 or such other limit as may be preseribed by the Auditor-
(General. In the case of special contingencies, the orders of sanctioning
authority must be quoted; and when expenditure, for which a lump sum
is granted under a single special sanction, is continued over more than
one month, the second and subsequent months’ bills shall bear a note of
how much has been spent up to date under the sanction.

CouNTERSIGNED CONTINGENCIES.
Abstract Bill.

8.R. 247. Except in the case of contingencies requiring counter-
signature before payment, contingent charges falling under this group may
be drawn from the treasury by presentation of abstract bills in T.R. Form
No. 35, subject to the presentation of detailed bills to the controlling
officers for countersignature and transmission to the Accountant-General in
accordance with the procedure hereinatter preseribed.

Note.—The conditions under which the Secrotary to the Public Service Commission
is allowed to draw money on Abstract Contingent bills for payment of remuneration

to examiners and printers ar}?ointod in connection with the various examinations
held by the Commission are laid down in Appendix 14. :
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. numbers assigned to the sub-vouchers pertaining to each
entx:s\:lzr.\ 1’:?\?3 nbgl:lx'?lct bill (T.R. g].:“orlll-NO. 39) shall be detailed against the
entry concerned, the amount being given only in those cases where a suh-
voucher is for more than Rs. 25. A certificate to the effect that the
monthly detailed bill for abstract bills drawn in the previous month has
been submitted for countersignature to the controlling officer on such and
such a date shall be attached to the first contingent abstract bill presented
for payment after the 10th of each month. On no aceount may an abstract
bill be cashed after the 10th of the month without this certificate.

Detailed Bill.

S.R. 249. From the monthly totals of t_]le contingent re
monthly detailed bill shall, in the case ‘of confmg@nt charges countersigned
after payment, be prepared in T.R. Form No. 36 headed “Not payable
at the treasury,” and showing th.e‘monthlf total of each column, with
description of each charge requiring explanation. The numbers assigned
to the sub-vouchers shall be entered in _detail against each item; and the
number and date of every abstract contingent bill cashed at the treasury,
and the sub-vouchers included in each, shall be shown in the memorandum
at foot. The amount shown in the bill must be agreed with the total of
the abstract bills cashed during the month. Differences, if any, between
the total of a detailed bill and the register must he adequately explained.

The detailed bill shall be signed by the head of the office and submitted
fo the controlling officer, or if there be no controlling officer to the
Accountant-General direct, with all sub-v()ughers above Rs, 25, his
signature to the certificate endorsed on the bill taking the place of the
smaller ones. i

N — 1mi .. 25, above which sub-vouchers are re uir We .
to ?h?f{géouﬁ?:nalﬁal:nginrl‘,s is%s’u?)ject to alteration by the Audi(:or-a(j-nt:r;b]e submitted

l,

Nore 2.—A district officer need not personally give the certificate veqtiired’ from

a d?a(l;:rsing :)fﬁcer; with the sanction of the competent authority ha may  delogate
the duty to one of his gazetted subordinates.

gisters, the

8.R. 250. If, in any month, the monthly proportion of the
has been exceeded, a report of the special cireumstances wl
the excess necessary, shall be sent to the countersxgmng o
detailed hill.

appropriation
ich rendered
flicer with the

Countersignature.

8.R. 251. On receipt of the monthly detailed bil
countersigning officer, it shall be reviewed by the
with the sub-vouchers. Any disallowance, with the
voucher concerned and explanation of the objection, must he noted on the
bill, and in the contingent register or such other recorq as may he kept.
in the office of the controlling officer. The countersigning officer shall
then record the date of a(lnn&?l()n under his Initials, sign the bill and
despatch it to the Accmmtunt-Qene_rul direct, with the sub-vouchers for
items for more than Rs. 100, his signature to the certificate endorsed on
the bill taking the place of the smaller ones,

N —The term “items” refers to items of expendityr

.\Ta‘d}xirge for Rs. 120 for section-writers would net ¢ and no
e.{iz: ucher, if the amount is made up of sums paid to sever
sel)l:ce:is Rs. 100. The limit of Rs. 100 is, 1

Auditor-General.

| in the office of the
countersigning officer
number of t}e suh-

! t items of charge,
mire to be supported by a
: al individuals, none of whicl
lowever, subject to alteration by the

922
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Nore 2,—In the absence of the countersigning officer, the examination and counter-
signature of the bill may be performed by some responsible gazetted officer authorised
by the countersigning officer.

Nore 3.—A register of contingent expenditure may also be kept in the office of
the controlling officer in such form and according to such method as may be settled
by Government in consultation with the Accountant-General.

Disallowances.

S.R. 252. After despatch of the Dbill to the Accountant-General, the
countersigning officer shall communicate any disallowance to ihe
drawing officer and its amount shall, without fail, be refunded by short
drawing in the next contingent bill presented at the treasury for
the same department or office. The gross amount of each sub-
voucher shall be entered in such bills and below the total shall be
entered ‘‘Deduct disallowed from bill of......coveevinvininns Y e i A
the receipt given being for the net amount only. If, after correspondence,
the countersigning officer withdraws his objection, the amount may be
redrawn in the next bill presented at the treasury by entering after the

total of the sub-vouchers ““Add amount of disallowance from bill of............
refunded by deduction from contingent bill No............. »aated: 2t Sl .
and:allowed. a8 per..s .. i o e **; the receipt would be for the

gross amount, and the items would be re-included in the next monthly
contingent bill.

8.R. 253. Bills for contingent charges requiring countersignature
before payment shall be drawn in T.R. Form No. 37.

Inspecting Officers’ Bills.

S.R. 254. An inspecting officer who is not authorised to fake advances
on account of office contingent charges must provide himself with a portioix
of his permanent advance, and recoup himself from time to time by
presending at the different treasuries or offices of disbursement, contingent
bills in the ordinary form.

In the case of countersigned contingent charges, one detailed bill may
adjust moneys drawn at more than one treasury, details of places of
payment of the several encashed bills, as well as their dates of payment
and amounts, being noted at foot of the bill. The amounts drawn must
be taken as final payments, and not as advances,

Sus-Stcrioy V.—MiscenLnaNeouvs Rures.

Inter-departmental Trans fers.

8.R. 255. In the case of work done by Government factory (such as
Jail, Mint or Workshop) as also in other cases in which inter-departmental
adjustments are {;:mussnble, the officer-in-charge shall, if the adjustment
is to be made by book transfer, prepare an invoice of the quantity and price
of the work done, and forward it in triplicate to the officer served, who,
on approving the invoice, will countersign {1]]. and return one copy to the
supplying officer. Another copy he will file in his own office, and the
third he will attach to his contingent bill for the current month, noting
the amount in the statement of account at foot, in order to work out the
available balance of his grant, but not including it as a disbursement
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among the charges of his bill. Before despatching his monthly bill, he
must post the amount of the work bill in his contingent reglster, and
mclude_it in the furw:}rd total, in order that he may agree the forward
total with that shown in the statement of account on his contingent bills.
In the register of the cpuxntersxgnxni officer, where such a register is kept,
the amount of such a bill must in like manner be separately entered. Such
invoices shall never be retained by the countersigning officer.

Nore 1.—At places where telephone service is under the control of the Posts and
Telegraphs Department, bills for telephone charges should be forwarded in duplicate
and not in triplicate to the officer served, who, on approving the bill, will countersign
both and return one copy to the supplying officer. The other copy he should submit

with the contingent hill to the Accountant-General after making the necessary notes
in his contingent register.

Note 2.—The Government servant served should, at the time of countersigning
the invoice, see that complete account classification has been given therein, so that
there may not be any difficulty in Account Office, in allocating the expenditure.—See
also note below S.R. 306.

Nore 3.—For rules regulating inter-departmental transfers, see Chapter 4 of Account
Code, Vol. 1. 3

LS B ()_V‘C\'X’
v $'(:. '
¢x S.R. 256. The following procedure shall be adopted by Government

officers for obtaining service postage stamps from the treasury, efe., and
for the adjustment of their value:—

Service Postage Stamps.

(1) Officers who draw money from the treasury on contingent bills.—

A Bill in T.R. Form No. 38 should be prepared by ftle

departmental officer when he requires service postage stamps.

The bill should contain the acknowledgment of the drawing

officer of the receipt of the stamps indented for and ‘should in

other respects be treated in the same way as a contingent bill

for drawing cash from the treasury. Tl}? Treasury Officer should

pass the bﬁl for payment “by transfer,”” have the stamps issued

and enter the amount in the list of payments, crediting the

- value of the stamps in the same manner as if cash were realised.

() Officers who draw money by cheques.—Cheques to be presented in
payment of the value of service stmn‘)s should be drawn in favour
of ‘the officer (official designation without name) who supplies the
stamps, whether they are drawn by the officer who indents for
the stamps or by a departmental officer on the indenting officer’s
requisition. Such cheques must always be crossed in accordance
with the provisions of clause (1) of S.R. 111. Cheques drawn
on the Bank may be accepted and the stamps issued without
insisting on the cheques being deposited first in the Bank. A
separate indent drawn in T.R. Form No. 39 should accompany
the cheque. The Treasury Officer will retain the indent and
grant a receipt under S.R. H6.

(3) Officers whose bills are paid after pre-audit by the Accountant-
General.—The charges for service postage stamps should be
drawn on a separate contingent bill form (T.R. Form No. 38)
in the usual way, and separate cheque therefor should be issued
by the Accountant-General in favour of the Collector of Stamp
Revenue, Caleutta. Cheques so issued will not be subject to
any special minimum amount,
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8.R. 257. Service postage stamps may be issued direct from sub-
freasuries on the presentation of bills or cheques in accordance with the
provisions of the preceding rule, without such bills or cheques being first
passed by the District Treasury Officer.

SectioN VI.—PExsiony PAyMENTS.

Sup-SecTioN I.—PrLAcE 0oF PAYMENT.

8.R. 258, Pensions payable in India may be paid from any treasury
of the State or from the office of the Accountant-General, West Bengal,
performing the functions of a pension disbursing officer with the consent

of, and subject to such conditions, as may be laid down by, the Auditor-
General, '

Stus-SEcrioN IL.—AurHoriTy ror PAVMENT.

Pension Payment Orders.

8.R. 259. (1) Payment of pensions can be made only upon Pension
Payment Orders issued by the Accountant-General.

(2) In issuing a Pension Payment Order, the Accountant-General will—

(1) attach to the Order, a specimen signature of the pensioner'if he
can sign his name and, except in the case of pensioners specified
in clause (2) of S.R. 295, his thumb and finger impressions of
the left hand, the specimen Signature and thumb and finger
impressions being duly attested by the head of the office concerned
or by some other responsible person; and

(17) paste a certified copy of the pensioner’s photograph in passport
size on the Treasury Officer’s portion of the Pension Payment
Order. This requirement will not apply to European or
purdanashin ladies, persons who are in receipt of family
pensions granted under the Wound and Extracrdinary Pension
Rules, persons who retired from gazetted posts, persons who hold
Government titles or to any other person specially exempted by

the Government from the operation of this rule.
Nor!:,u—l*‘or pensions payable at the office of the Accountant-General, the purpose
of the Treasury Officer’s portion of the Pension Payment Order is served by the

Audit-Register kept by the Accountant-General in which the necessary particnlars
relating to each pensioner are entered in full.

S.R. 260. (1) On receipt of a Pension Payment Order at the treasury,
the pensioner’s portion shall be made over to the pensioner after proper
Yu‘lentlhca_tmn when he appears to receive his pension for the first time.
The specimen signature or the thumb impression, as the case may be, of
the pensioner shall be taken, where necessary, in the space provided for
the purpose in the Treasury Officer’s portion of the Pension Payment Order.

(2) The Treasury Officer’s portions of the Pension Payment Orders
shall be pasted in serial order in separate files, one for each class of
pensions, such as Service, Political, Colomial Governments, ete. These
files must be kept in the personal custody of the Treasury Officer in such
manner that pensioners shall not have access thereto. i

Nore.—Pension Payment Orders should ordinarily be filed in one series for the

whole district, but the Accountant-General may allow filing by sub-treasury or any
other series a#s may be found convenient.
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S.R. 261. When a pensioner is specially exempted from personal
appearance, the fact shall be noted by the- disbursing officer on his Pension
Payment Order. and in all cases of non-appearance of a pensioner, a note
shall be made on the Pension Payment Order of the form in which proof
was given, within each year, of the pensioner’s continued existence, e.g.,
“‘appeared in person on *’; and the initials of the disbursing officer or
of the officer verifying the fact, shall be put against the note.

S.R. 262. Treasury Officers are authorised to renew Pension Payment
Orders wtihout reference to the Accountant-General in cases in which
Pensioner's portion is lost, worn or torn, or the entries on the reverse of
either the Pensioner’s or the Disburser’s portion are completely filled up.
The renewed Pension Payment Orders shall bear the old number, date and
facsimile of signature of the issuing officer and the old ones, if available,
shall be retained by the Treasury Officer for three years and then destroyed.
A note of the issue of the new Pension Payment Order shall be made in the
“Remarks’’ column of the register mentioned in S.R. R67.

S.R. 263. On the renewal of a Pension Payment Order, the portion of
the original order containing the facsimile of the pensioner’s signature, or
his thumb impression, as the case may be, and the copy of his photograph,
where it is kept, shall be cut off from the old and pasted on the renewed
Pension Payment Order, before the latter is signed by the Treasury Officer.

8.R. 264. After the commuted value of a portion of a pension is paid,
both portions of the Pension Payment Order must be returned without delay
to the Accountant-General, who will issue a fresh Pension Payment Order
authorising payment to the reducéd pension in future.

~ 8.R. 265. If the Pension Payment Order received from the Accountant-
General's office relates to a pensioner in whose favour an anticipatory
Pension Payment Order has been issued, special care shall be taken to return
both halves of the anticipatory Payment Order, together th-!n the voucher
for the first payment of the final pension to the Accountant-General’s office
m a registered cover in advance of the treasury schedule.

I’aymcn! at Sub-treasuries.

S.R. 266. When the payment of a pension is authorised at a sub-
treasury, the Sub-Treasury Officer shall be furnished by the district
Treasury Officer with an authenticated copy of the Disburser’s portion of
the Pension Payment Order with the Collector’s 9rder for PQ.Ymcnt' at the
sub-treasury endorsed thereon. In issuing copies of Pension Payment
Yrders aforesaid, the Treasury Officer shall re])rodu('e the full order of the
Accountant-General and make the endorsement ‘‘Made payable at............
sub-treasury with effect from................... A similar endorsement shall
be recorded over the Treasury Officer’s signature on the Disburser’s portion
of the Pension Payment Order, so that payment may not be made at the
distriet treasury as well,

Register of Pension Payment Orders.

8.R. 267. Kach Treasury Officer shall keep a register in T.R. I‘m:m
Noa. 40 of the Pension Payment Orders issued on his treasury, wl‘u(eh will
serve as an index to the files of orders referred to in clause (2) of S.R. 260.
After seeing that a new order is correctly entered in this register, the

Treasury Ofticer shall put his initials in the column of ‘‘Name of pensioner,”’
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and rule a red ink line across the page below the entry. The column of
remarks will be blank as long as the order of payment is in force; but when
both portions of the order are returned on account of death of pensioner or
application for transfer or otherwise, which causes strike it permanently
off the list of pensioners under his payment, the date and cause of return
shall be entered there under the Treasury Officer’s initials.

S:R. 268. On the receipt of an intimation about the death of a
pensioner, prompt action shall be taken to record the fact in the register
and on the Disburser’s portion of the Pension Payment Order.

In the case of pensioners whose pensions are paid by money order under
the provisions of S.R. 291, the necessary note shall be made on both portions
of the Pension Payment Order.

S.R. 269. Pensions which are not granted for life but are subject to
special condifions, e.g., when they are to cease on marriage, or at a given
age, or under other specified circumstances, shall not be entered in the same
register with other pensions, but shall be recorded in special registers to
be kept for the purpose. All Pension Payment Orders of such pensions
will bear the letter ““S’” in addition to the number.

Additional columns shall be opened in such registers to show clearly and

precisely the special limitations and conditions attached to each pension of
this category.

Sus-SectioN TIT.—MANNER OF PAYMENT.
Due Date.

S.R. 270. Pensions fixed at monthly rates are payable monthly on and
after the first day of the following month :

Provided that when there is a variation in the rate of a pension
consequent on the disbursement of the commuted value of a portion thereof,

peusion for the broken part of the month at the original rate may be paid
before the end of the month. : ’ :

S.R. 2711, If the first six days of a month are public holidays on which
pensions are not disbursed at the treasury, the Government may, if it thinks
fit, direct the payment on the last working day before the holidays, of
pension bills of pensioners drawing pensions of Rs. 100 or less.

. The Government may in special cases relax any of the conditions specified
in this rule,

Payment of Claims.

8.R. 272. Rave as hereinafter provided, a pensioner must take payment

i_;lrd}::;rson after identification by comparison with the Pension Payment

8.R. 273. A pensioner specially exempted by the orders of competent
authority from personal appearance, a female pensioner not accustomed to
appear in public, or a pensioner who is unable to appear in consequence of
bodily illness or infirmity, may receive his or her pension through a
representative upon the production of a life certificate signed by a

;(;aponsible Government officer or by some other well-known and trustworthy
rson.
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S:R. 274. A pensioner of any description, who produces a life certificate

signed by some person exercising the powers of a Magistrate under the c o3

Criminal Procedure Code or by any Registrar or Sub-Registrar appointed
under the Indian Registration Act, 1908, or by any pensioned officar who,
before retirement, exercised the powers of a Magistrate, or by a Chaplain
or any gazetted officer, or by a Munsiff, or by any person holding a
Government title, is exempted from personal appearance.

S.R. 275. Payment of pensions to police pensioners may be made in
accordance with the rules in this sub-section, but if the disbursing officer
entertains any doubt as to the identity of such a pensioner, he may require
the local Inspector of Police to identify him. The Inspector would then
be responsible for the correct identification of the pensioner,

S.R. 276. A pensioner not resident in India may draw his pension in
India through a duly authorised agent, who must produce a certificate by
a Magistrate, a Notary, a Banker or a Minister of Religion, on each
occasion, that the pensioner was alive on the date up to which his pension
i claimed, unless the agent has executed a bond to refund overpayments
and produce such a certificate as aforesaid at least once a year.

8.R. 277. A pensioner of any description resident in India is exempted
from personal appearance if he draws his pension through an agent who
has executed a bond to refund overpayments and produce at legst once a
year a life certificate signed by a person authorised under S.R. 274 to sign
such certificates.

$.R. 278. The pension of a person drawing his pension through an
authorised agent who has executed a bond to refund overpayments, shall
not be paid on account of a period of more than a Year after the date of
the life certificate last received, and the disbursing officer shall be on the
watch for authentic information of the decease of any such pensioner, and
on receipt thereof, shall promptly stop further payments.

8.R. 279. When a pensioner is a minor, or is for any other reason
incapable of m:m:}ging his own affairs, and has no Tt‘g[llnr!y appointed
manager or guardian, or when no such manager or guardian is nominated
by the sanctioning authority, the Collector may, on application b¥, ‘or on
behalf of, the pensioner, and subject to such cundxtmns‘as he may mpose,
declare any suitable person to be the manager or guardian for the purpose
of receiving, on behalf of the pensioner, the pension due to him, and
payments of pension may be.made to such manager or guardian in the same
way as to the original holder, provided that sufficient proofs are fortheoming
at the time of each payment of the original holder being alive and eligible
to receive the pension for the period covered by the payment. Such
declaration may, at any time, be revoked or altered at the discretion of
the Collector.

Forms of Pension Bills and connected Certificates.

S.R. 280. (1) Save as hereinafter provided in this rule, clajms
payment of pensions shall be presented on bills in T.R, Form No: 41 ({f”g:
payment at the Accountant-General’s office) or in T.R. Form No. 42 (for
payment at Treasuries), a copy of which will be supphed by the disbursip
officer to each pensioner or his agent or representative. The bil] must he
duly receipted by the pensioner or by some other person authorised to give
legal acquittance on his behalf, and 1f the pensioner cannot sign, his thumb
impression shall be taken on the bill.

Y,
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Save as provided in clause (2) of S.R. 287, the pensioner’s portion of
the Pension Payment Order must invariably be presented with the bill.

In the case of illiterate pensioners and pardanashin ladies, quittance
by seal mark aitested by some well-known and respectable person may be
accepted in lieu of thumb impressions.

(%) Instead of requiring each individual pensioner to present a separate
bill in T.R. Form No. 42, the Treasury Officer may, subject to such general
or special instructions as the Accountant-General may issue in this behalf,
prepare a single bill in T.R. Form No. 43 for all on account of each class
of pensions. On this plan, the recelpt of each pensioner appearing person-
ally shall be taken in the column provided for tll)mt. purpose, while separate
receipts shall be appended to the bill in support of payments, if any, made
at the sub-treasury, or on life certificates, note being made in the latter case
on the separate receipts of the names of the person actually receiving the

money. On all such documents shall be entered the number of the enfry
in the bill.

S.R. 281. A life certificate must accompany every claim which is not
ersonally presented, except in the cases specified in S.Rs. 276 and 277.
g\’hen payment is made on life certificate, it can he made only for periods
completed on or before the date of the certificate. The life certificates must
be signed by a person authorised under these rules to sign such certificates.

S.R. 282, When a pensioner draws his pension through an agent or
representative, the claim must be supported by the written authority of the
i)ensiuner to pay the pension to the agent or the representative nominated by
lim to receive payment on his behalf. In such cases, the endorsement
“Received payment’’ must be signed by the pensioner and a separate receipt
which need not be stamped shall be endorsed by the agent or the nominee,
as the case may be, in token of having actually received the payment.

S.R. 283. Where the determination of a pension cannot be fixed for a

precise date, the pensioner’s bill must be accompanied by a certificate in
T.R. Form No. 44.

8.R. 284. A declaration in T.R. Form No. 45 shall be obtained hali-
yearly from female pensioners whose penusion is terminable by their marriage
or remarriage, and shall be attached to the bills for pension paid for
December and June,

S.R. 285. (1) A certificate of non-employment as printed on the
forms of bills shall be obtained from all pensioners in receipt of service
pensions, other than ez-inferior servants and cz-policemen  who are in
receipt of pensions of not more than Rs. 10 a month. If a pensioner who is
required to sign the certificate is re-employed either permanently or
temporarily in a Government establishment, or in an establishment paid by
a local fund, during the period for which pension is claimed, he must furnish
the necessary particulars therein, and the disbursing officer shall ascertain
and ropimrt whether the rules regarding such re-employment have been duly
observed.

In the case of a pensioner permitted under rules of the Government to
draw pension after re-employment, the certificate must be modified according
to facts.

(2) When a pensioner draws his pension through an agent who has
executed a bond of indemnity, under S.R. 188, tﬁe certificate modified
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suitably may be signed by the agent, provided that the pensioner himself
furnishes once a year a certificate concerning the period for which the
pension has been drawn on the basis of the agent’s certificates.

Rate of exchange for conversion of pensions fized in another currency

S.R. 286. The payment in rupees of pensions fixed in sterli i
other foreign currency shall be regulated by such general or spteecli{:il[‘irnsotl;-ul(:
tions as may be issued by the Government in this behalf. In issuine
Pension Payment Orders for such pensions, the Accountant-General wil
either mention the exact amount to be paid in rupees, or indicate the rate
at'ghich the amount stated in sterling or in any other currency shall be
paid.

Checks to be applied by the Disbursing Officer.

S.R. 287. (1) On appearance of a pensioner claiming payment of
pension, his personal marks shall be checked by the disbursine officer and
the signature to the receipt shall be compared with the facs?mile of ‘th(;
signature taken on the Disburser’s portion of the Pension Payment Orde 4
1i the pensioner cannot sign his name, his thumb impression on the recei rf;
shall be compared with the original impression taken on the Order lp
cases of doubt, payment may be made on the strength of the rescmb'lun 5
between the pensioner and his photograph, where one is pasted on tlge
Disburser’s portion of the Pension Payment Order, pending final settlemen%
of any question which may arise about identification marks, signature op
finger impressions. 5 2

2) A pensioner drawing pension for the first time shall be i
,pméuce the copy of the order by which the sanction to his p:eer:]slil:);e‘dwto
communicated to him, and his signature or thumb impression on the biaﬁ
shall be compared with the specimen signature or thumb impressions received
with the Pension Payment Order. i

S.R. 288. When a pensioner draws his pension through another person
the disbursing officer must take special precautions against frauduleni
presentation of claims and satisfy himself of the existence of the pensioner
and of the identity of the payee before any payment is ordered, and if h
feels any suspicion, shall refer it to the pensioner before paymel,lt. 3

8.R. 289. In view of the special risk of fraud involved in 5
of pensions of women who do not appear in public, special care s}fkfl Il))?tm Ent
in the identification of such pensioners. The descriptive rolls ahen
originally prepared, and the periodical certificates of the continyed e’xis:‘ o
of such women, shall be attested by two or more persons of respectabili Shos
the town, village, or pargana. ty in

Record of Payment.

8.R. 290. Every payment must be entered on
portions of the Pension Payment Order and attested by ttlll: srie;ea:tse e
Treasury Officer. In case of pensions paid at a sub-treasur gto ‘;lr.e l:)f the
a copy of the order with the Collector’s order thereop isysu ‘lvl(f only
S.R. ‘266, the Sub-Treasury Officer shall make the entry on thgli)le _und.;r
portion of the Order and on his copy, while the Troasirs O ensioney’s
headquarters treasury shall, from the connected voucher, make th cer at the
note on his original of the Order. - € Decessary
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Payment of Pensions by Postal Money Orders.

S.R. 281. The payment of pensions not exceeding Rs. 50 a month may
be made by Postal Money Order at the option and expense of pensioner.
When this mode of payment is adopted, the following rules shall be
observed : — '

(1) A pensioner who elects to have his pension paid by money order,
gshould present in person to the Treasury Officer a declaration to that effect
with his copy of the Pension Payment Order. The Treasury Officer should
then identify the pensioner as laid down in S.R. 287. After this has been
done, he should paste the declaration and both portions of the Pension
Payment Order in a separate file headed ‘‘Pensions Payable by Money
Order.”” On a date not later than the 10th of each month, the Treasury
Officer should arrange to make out a money order form for each pension
recorded in the file mentioned above, less money order commission, and make
corresponding payment entries in the table on the Pension Payment Orders.
The Treasury Officer should sign the money order form and initial the
entries on the Pension Payment Orders after carefully comparing the three
documents. -

(77) The amount to be remitted should not be paid to-the Post Office in
cash but by transfer to the credit of the Post Office. The money order forms
should be sent to the Post Office with a certificate by the Treasury Officer
that the smounts of the money orders and the fees thereon have been
credited to the Post Office in the Treasury Accounts by transfer in
accordance with the procedure preseribed in S.R. 151.

(it1) Tn order to minimise the risk of fraud, the Treasury Officer should
compare the signature on the money order receipt every month with the
pensioner’s signature on the Disburser’s portion of the Pension Payment
Order. The Treasury Officer should also satisfy himself once in every six
months, in such manner as he thinks desirable, that the pensioner is actually
alive. In token of having done so, he must endorse on the schedules of
payments for the months of April and October each year, a certificate to the
effect that he has satisfied himself that the pensioners were actually alive
on the dates on which the pensions were remitted to them.

{tv) In the case of female pensioners whose pensions are terminable on
their marriage or re-marriage, the Treasury Officer should, before remitting
the pensions for December and June, obtain the half-yearly declarations
prescribed in S.R. 284.

(v) The Collector should arrange with some village official or other
suitable subordinate agency, such as the police, for reporting promptly to the
Treasury Officer the death of a pensioner whose pension is paid by money
orders,

(vt) It will not be necessary fo prepare separate pension bills for such
payments. The payments should be shown in a separate schedule which
will serve as voucher. A certificate in the following form in the hand-
writing of the Treasury Officer should be endorsed on the schedule:

“Certified that T have satisfied myselt that all payments noted in the
schedule have actually been remitted by money order.”

(vii) In the schedules for January and July each year, an additional
certificate in the following form should be added:—

“Certified (1) that T have obtained, where necessary, from each
pensioner, a declaration that he has not received any remuneration for
serving in any capacity under Governmenti or under a local fund during
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the past six months, and (2) that I have obtained from each female

pensioner whose pension is terminable on her marriage or re-marriage,

a declaration in T.R. Form No. 45 that she is not married and that she

has not been married during the past half year.”

(viit) In the schedule for the month following the month of payment
the Treasury Officer should furnish the following certificate:— 4

¢(ertified that I have satisfied myself that all pensions included
in the schedule for the previous month, have been paid to the proper
persons and that I have obtained all money order receipts in support of
these payments and filed them in my office.”

Nore.—The procedure authorised in this rule may be applied mufatis mutandis
ta pensious payable at a sub-treasury.

S.R. 292. (1) Where, owing to old age or infirmity, or In consequence
of some physical disability, it is not possible for a pensioner to present in
erson to the Treasury Officer a declaration electing to have his pension paid
Ey money order, the Treasury Officer may accept instead a written declara-
tion signed by the pensioner, which is duly verified by a gazetted officer, a
Mugistrate or a Justice of the Peace. The officer verifying the declaration
shall specify the circumstances in which he holds that it is not possible for
the pensioner to present the declaration in person to the Treasury Officer.
(2) Should the pensioner be physically incapable of si ing the declara-
tion, the Treasury Officer may authorise payment on production of a certi-
ficate from the Civil Surgeon of the district or a registered medical
practitioner to the effect that the pensioner 13 alive but is unable to sign the
required declaration. In such a case, the pension may be paid to the heir
not being a minor, who would receive payment of the arrears of pension in
the event of the pensioner’s death, provided it is certified by the Collector
that the person claiming to be the heir 1s in fact the heir and continues to
be the heir throughout the period for which he draws the pension.

Payment of Com mutation Money.

S.R. 293, The payment of the commuted value of a portion of a
psion can be made upon the authority issued by the Accountant-General
onlv to, and upon the receipt of, the person legally entitled to receive it
and not otherwise. ?

Gratuities.

$.R. 294. (1) Gratuities shall be paid on the authority received from
the Accountant-General, to whom the sanction is communicated by the
sanctioning authority or by another Audit Officer. The payee must be
required to produce the copy of the order by which the sanction to the
cotuity wis communicated to him; and the Treasury Officer shall record
the fact of payment having been made on the copy of the order so produced.
(2) Gratuities may be paid only to. and upon the receipt of, the persons
legally entitled to receive them and not to, or upon the receipt of, the head
c: the office or department in which the gratuitants formerly served.

Jpp-Secrion 1V.—PERIODICAL IDENTIFICATION OF PENSIONERS.

General Rules.

8.R. 295. (1) On the first appearance of a pensioner on or after the
#2st of April each year, the disbursing officer shall, except in the case of
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pensioners mentioned in clause (2) below, take an impression of the thumb
and all the fingers of the pensioner's left hand on the pension bill. The
pensioner shall then be identified from the partsculars given in.the
Disburser’s portion of the Pension Payment Order or in the Audit Register,
as the case may be. Identification shall also be made by an examination of
the impressions given on the bill with those attached to the Pension Payment
Order or kept in the Audit Register or, by reference to the pensioner’s
photograph where one is pasted on the Disburser’s portion of the Pension
Payment Order, if he cannot be identified by other means with absolute
certainty.

The provisions of this clause with regard to the taking of the thumb and
finger impressions of pensioners and the examination of such impressions
for purposes of identification, may be relaxed or modified by the Government.

(2) Except Indian Princes, European ladies, persons who have been
gazetted officers, persons who hold Government titles and persons who have
been specially exempted by the Government on the ground that there can be
no difficulty in future identification, all pensioners shall be liable to the
operation of this rule.

(3) Purdanashin ladies and illiterate pensioners must give a thumb
impression on their bills in the presence of the person who grants the life
certificate, or, in the case of illiterate pensioners who personally attend the
* paying office, before the disbursing officer.

S8.R. 296, In all cases referred to in S.Rs. 273, 274 and 279, the
disbursing officer must take special precautions to prevent impositions and
must, at least once a year, receive proof independent of that furnished by

° the life certificate of the continued existence of the pensioner. For this
purpose, the dibursing officer shall, save in cases of exemptions from
personal appearance allowed by orders of competent authority, require the
personal attendance and due identification of all male pensioners who are
not incapacitated by bodily illness or ifirmity from so attending and in all
cases where such inability may be alleged, he shall require proof thereof in
addition to the proof submitted of the pensioner’s existence. The disbursin
officer is personally responsible for any payment wrongly made, and in al
cases of doubt, he must consult the Accountant-(}enenﬁ.

Note.—A pensioner of rank may be privately identified by the disbursing officer
and need not be required t¢ appear at the disbursing office.

N Sus-SEctioN V.—UNDRAWN PENSIONS AND ARREARS.

-

) General.

8:R. 297. (1) Unless the Government by general or special orders
rect otherwise, a pension remaining undrawn for more than one year shall
y9¢ to be payable by the Treasury Officer. If the pensioner afterwards
pears or a elaim is presented on his behalf, the Treasury Officer may make
e payment, but the arrears cannot be paid without the previous sanction

the competent authority—

() if the pension in arrears is to be paid for the first time, or

(27) if the amount in arrears exceeds Rs. 1,000:
. Provided that, if in any case a pension remains undrawn for three years
n the case of a service pension, it cannot be paid without the authority of
the Accountant-General,

Nore 1.—Power has been delegated to the Deputy Commissioner of Darjeeling to
sanction, without reference to Accountant-General, the payment of arrears
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of pensions extending beyond a period of one year in respect of Gurkha pensioners
of the:Military Police Departments of various Governments who draw their pensions
from Darjeeling and Kehmpong treasuries.

Nore 2.—If the suspension of payment is attributed to error or neglect by any
Government officer, the Accountant-General may direct payment of the arrears on his
own authority.

(2) A gratuity payment order shall remain in force for one year ouly,
and no such order shall be retained in a dishbursing office 1f payment has not
been made op it within a year of its issue.

Death of Pensioners.

S.R. 298. (1) Subject to any rule or order issued by the Government
in this behalf, the procedure for {)aymeut of arrears of pension due in
respect of a deceased pensioner shall be regulated by the following rules:—

(i) Pension can be drawn for the day of a man’s death: the hour at
which death takes place has no effect on the claim.
Nore—*‘Day” means a calendar day beginning and ending with midnight.

(1t) On the death of a pensioner, payment of any arrears actually due
may be made to his heirs, provided that they apply within one
vear of his death. They cannot be paid thereaiter without the
sanction of competent authority to be obtained through the
Accountant-General : §

Provided that, if the arrears do not exceed Rs. 100 and the case
presents no peculiar features, the Accountant-General may pass
the arrears on his own authority. ¢

(7)) Subject as provided in the preceding clauses, the provisions of

S.R. 174 shall apply to payment of arrears of pensions due in

respect of a deceased pensioner, as they apply to payment of

arrears of pay and allowances due in respect of a deceased

Government servant.

»

(2) Any person claiming as the heix" of a de(-,o)asml_ pnu)sloucr shall be
required to produce the pensioner’s portion of the Pension Payment Order,
or if no Pension Payment Order has been issued, the copy of the order in
which the sanction to the pension was communicated to the pensioner or
the heir.

(3) After payment of the arrears of pension, both POT‘HOBS of the
Pension Payment Order shall be returned to the Accountant-General, with
a report of the date of the death of the pensioner.

Reports to the Accountant-General.

8.R. 299. Fach Treasury Officer shall sumbit to the Accountant-
(General every six months a statement of cases of failure to draw pensions.
The statement shall be prepared in two purts, one part showing the names
of all pensioners who have not drawn their pensions for three years, and the
other part showing the names of pensioners other than those included in
the former part, who have not drawn their pensions for more than one year,
The reason for the non-drawal, if known, shall be stated against each name,

The Disburser’s portions of the Pension Payment Orders of all pensioners
whose names are included in part T of the statement, as also of deceased
pensioners, where the arrears of pensions due are mnot claimed within one
year of the pensioner’s death, shall be returned to the Accountant-General
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along with the statement. The Treasury Officer shall sort out such cases by
examining the file of Pension Payment Orders every month.
S Special Annual Enguiries.

8.R. 300. The Accountant-General will, by the 15th November each
year, make out lists of pensioners paid from each treasury under his juris-
diction, whose age according fo records maintained by him, is known to be
over 70 years, and send such lisis to the Treasury Officer concerned, in order
that the continued existence of the pensioner may be iested by special
enquiry. Thé Treasury Officers are required to see that this special enguiry
is carefully made and a report is furnished to the Accountant-General
without undue delay. ' '

Purdanashin ladies must be actually recognised by some respectable
persons living in the same town, village or pargana, with whom the verify-
ing authorities are personally acquainted.

SectioNy VII.—PayMeENTS FOR PURCHASE OF STORES.

INTRODUCTORY.

Norw.—In this Section the term ‘‘Stores” is used to indicate all articles and
materials required for the public service or coming into an officer’s possession for
various purposes, and includes sationery, furniture, machinery, tools and plant, ete.

8.R. 301. Subject to such general or special rules or subsidiary
instructions as may be issued by the Government for the guidance of officers
who are required to make purchase of stores on Government account, the
payments for acquisition of stores required for the public service, shall be
regulated in accordance with the provisions of this Section, except in so far
as they are supplemented or varied by special departmental regulations.

Local purchases of petty articles or consumable stores out of office
contingent grants are not subject to the rules in this Section.

Porcaases 1x Ixpia.
Purchases through the Indian Stores Departmment.

8.R. 302. (1) Without prejudice to the generality of the provisions
contained in this Chapter with regard to withdrawal of moneys from the
Public Account for disbursement on Government account, the procedure
relating to payments for stores purchased through the Indian Stores Depart-

{n(iut may be regulated by special orders issued by the Government in this
sehalf.

(2) Subject as aforesaid, payments will be made by the Controller of
Supply Accounts (Civil), by means of cheques drawn on any treasury or

the Bank:

Provided that when the amount payable is less than one rupee, the
payment will be made by the indenting officer concerned in accordance with
the procedure applicable to contingent expenditure.

Nore.—Bills will be prepared by the surplier and submitted in tri licate. In the
case of bills paid by the Controller of Supply Accounts (Civil), unless there are special
instructions to the contrary, the consignee should retain the triplicate copy of the
bill for record in his office. The particulars and the amounts of such bills should be
noted in the memorandum of expenditure in his contingent bill, which need not 2
supported by s copy of the bill as is required in ihe case of other work bills mentione

m 8. R. 255.
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Other Purchases in India.

S.R. 303. Subject as hereinafter provided, the provisions of Section V
of this Chapter shall apply generally to payments for stores purchased in
India otherwise than through the Indian Stores Department.

S.R. 304. As a general rule, payment for supply is not permissible
unless the stores have been received and surveyed. Payments prior to
verification of quality and quantity of the materials may be permitted in
exceptional cases only, provic&ed that adequate safeguards exist to secure the
Government against all losses in the event of the materials "being found
short or defective. In all such cases, a bill based on actual measurement
must be obtained as soon as possible after payment has been made for
submission to the Accountant-General.

8:R. 305. If not provided otherwise by departmental regulations, hills
presented in support of payments for purchases of stores shall be accom-
panied by a certificate that the articles detailed in the vouchers have been
actually received and entered in the stock register, that their quantities are
correct and their quality good, that the rates paid are not in excess of
accepted or market rates and that suitable notes of payment have been made
in the indents and invoices concerned to prevent double payment.- The
authority, unless it is a general one, under which the purchase is made,
shall also be quoted. :

S.R. 306. The provisions of S.R. 255 apply also to supplies of stores by
one department of the Government to another, where the adjustment of the
cost of such supplies has to be made by book transfers.

Note.—The following instructions should be printed on all forms of invoicc_,»ge forlthv
supply of stores, etc., and the officer receiving the supplg should comply with them
before the invoice is countersigned:—

“Tt is essential for purposes of accounting and audit that the entrlxe.s: below sflmy,lllml:\‘;
bae filled in. Failure to do so may result in unnecessary delay and return o I
invoice for compliance.

1. Head of account (Major, Minor, Sub-head and detailed head).ciceccamrrrerrii
2. Month and year to which the charge relages.......cimres
3. Accounts Officer by whom the amount is adjustable ..
4. Department to which the charge is debitahle .o

Purchases in the United Kingdom, ete.

8.R. 307. Payments for all purchases ordered through the Indian
Stores Department, London, will be made by the High Commissioner for
India, the debits being passed on to India for adjustment.

S.R. 308. (1) Pavmenis for articles .obtai’n.ml by direct order from
private firms and individuals in the United l‘ungdo.m can be made only
through the High Commissioner for India. The officer desiring to make
such a payment shall, as soon as all the checks necessary in connection with
the receipt, inspection and verification of the articles have been applied,
forward the firm’s bill in original to the Accountant-General for audit and
payment, Particular care must be taken to ensure that no double payment
is authorised in respect of the same claim.

(2) The following procedure will be observed by the Accountant-General

in making these payments:—
(1) At the close of each month, the Accountant-General will prepare a
consolidated statement of the payments to be made. He will
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then purchase a sterling draft for the total amount in favour of
the High Commissioner for Imdia, and forward the draft, with
necessary details of the payments to be made to suppliers, fo the
Secretary to the High Commissioner for India.

(#1) The Accountant-General will bring the cost of the sterling draft
finally to account against the relevant appropriations in the
Indian portion of the budget.

(it1) In the case of urgent payments to be made in the United Kingdom,

; the Accountant-General will authorise the High Commissioner
‘for India by telegram to disburse the amount in question and
include it in his next monthly sterling draft, making a suitable
note in the statement accompanying the draft. This portion of
the remittance will then be taken by the High Commissioner for
India against the payment already made by him on the authority -
of the telegram.

The procedure indicated in this clause should be followed in cases.
of real urgency only.
(iv) The Accountant-General, when making remittances under this rule,
will endorse to the officers concerned a copy of his letter of
authority to the supplying firms. :

(8) In the case of stores ordered direct from firms abroad on f.o.b basis
subject to inspection by the Director-General, Indian Stores Department,
London, the payment will, if the purchasing officers have so desired, be
made directly by the High Commissioner for %ndin on receipt of suppliers
bills duly verified and certified by the Director-General. Such payments
will be passed on to the Accountant-General, West Bengal, for adjustment
through the Account Cufrent between England and India, supported by
the suppliers' bills duly certified by the Director-General.

Noti 1.—Special care should be exercised by the purchasing officer in differentiating
the articles purchased through the agency of the Director-General of Stores, Indian
Stores Department, London, from those merely delivered *to or shipped through his
ageney. In the former case, payment cannot be made from Indin: whereas in the
latter case the procedure prescribed above should be observed.

~ Note 2—The procedure laid down in this rule may be followed mutatis nmlamiis
in the case of other paymente of a similar nature, e.g.. those chargeable to the
estimates for a work, to be made direct to a party in the United Kingdom,

S.R. 309-v Payments for direct purchases made in a foreign country
other th.;m T‘{ll{(*(] Kingdom may be made direct to the suppliers by the
purchasing officers, the cash required for such paynients being drawn under
the rules preseribed in Section V of this Chapter.

Secrion VIII.—WorkS EXPENDITURE.
5 :

General.

8.R. 310. The rules in this Section shall apply to expenditure on
special services connected with the construction, repair and maintenance of
buildings, roads and other works of public utility, whether carried out by
the Works and Buildings Department or under special orders of the
Government by the depariment using or requiring such works.

. Expenditure on petty construction and repairs which, under any orders
issued by the Government, is treated as contingent expenditure of the
department incurring it, is subject to the rules in Section V of this Chapter.
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Mode of obtaining Cash.

8.R. 311. Save where under the provisions.of these rules, a disbursing
“officer is authorised to obtain funds by drawing cheques on the treasury or
the Bank, or on presentation of a simple receipt, cash required for works
expenditure may be drawn on contingent bills in. accordance with the
procedure preseribed in Section V of this Chapter.

8.R. 312. When contingent bills are drawn for works expenditure,
details showing the name of the work, the number and date of the order
sanctioning the work and the amount of the sanctioned estimate shall
invariably be entered in the bill. A full description of each item of the
expenditure, together with details, where necessary, showing the rates and
quantities shall be given, and sub-vouchers, together with the actual payees’
receipts, shall be furnished under the rules in Section V of this Chapter.
When it is not possible to give detail of the expenditure at the time of
drawing the bill, they must be given subsequently in a bill in T.R. Form
No. 36, headed ‘“‘Not payable at the Treasury,”” to which the necessary
sub-vouchers shall be attached. The transmission to the Accountant-General
of the detailed bill and the sub-vouchers shall never be delayed for more
than a month.

SRN(‘I;l‘;?).—Payments for labour should be supported by the certificate prescribed in

Paymenis by Cheques.

S.R. 313. (1) In cases in which a disbursing officer is authorised to
draw cheques on the treasury or the Bank, all payments in respect of works
expenditure shall be made by cheques, as far as possible. In drawing such
cheques, the disbursing officers shall be guided by the general rules laid
down in Section T of this Chapter.

(2) Subject as provided in S.R. 114, petty sums under ten rupees shall
not be paid by cheques and for the disbursement of these and other claims
which have to be paid in cash, e.g., wages of labourers and of the establish-
ments charged directly to works, ete., the disbursing officer may draw
money from time to time from the ftreasury or the Bank by cheque to
replenish his cash chest.

Save as provided above, no cheque shall be drawn until it is intended to
be paid away, and cheques drawn in favour of coniractors and others shall
be made over to them by the disbursing officer direct, though occasional
delivery of a cheque through a subordinate may be permitted at the
diseretion and responsibility of the disburser. :

Nore 1.—It is not permissible to draw cheques and dogqsip them in the departmental
cush chests at the emy of the year for the purpose of showing the full amount of the
grent as utilised.

Nore 2.—Payments due to contractors may he made to their banks direct in
accordance with the provisions of the note below S.R. 140,

Payments to Labourers.

S.R. 314. As a general rule, and subject to such exceptions as may be
authorised by departmental regulations, wages of labourers engaged
departmentally shall be drawn on muster rolls showing the names of the
labourers, number of days they have worked and the mmount due to each.
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The daily attendance and absence of labourers and fines, if any, inflicted
on them must be so recorded as to prevent any tampering with, or
unauthorised additions to, the entries once made.

Subject as provided above, the muster rolls may be kept in such form
and in accordance witlf such methods as may be authorised by departmental
regulations.

8.R. 315. The payment made on muster rolls must be made or witnessed
by the officer of the highest standing available in the disbursing office, who
should certify to the payments individually or by groups. The amount paid
on each date shall be noted in words as well as in figures at the foot of the
muster roll.

8.R. 316. If any items remain unpaid, the details thereof must be
recorded separately in the muster roll in which they were originally drawn,
before it is finally passed by the person who made the payment. Unpaid
1tems shall subsequently be carried forward from muster roll to muster roll
until they are paid, the payments being recorded and certified in the same
way as current items.

_ Notwithstanding anvthing contained in this rule, it will be optional
with the disbursing officer to adopt any other alternative method of making
payment of unpaid wages, provided that a systematic record of items
remaining unpaid is maintained on the basis of the original entries in the
muster roll in which they were drawn, and that suitable precautions are
taken‘ to prevent double pavment.

Payments to Work-charged Establishment.

8.R. 317. Wages of members of work-charged establishment may be
drawn on the form of pay bills of establishment (T.R. Form No. 26), or on
such other suitable form as may be prescribed by Government according
to local circumstances or to meet local requirements.

Note.—For the drawal of wages of the members of work-charged establishment

. R. Form No. 24, which is a combined pay hill and acquittance roll form, has been
prescribed hy Government,

S.R. 318, The names and claims of the entire work-charged establish-
ment concerned, including absentees, must be shown in detail in each bill,
The names shall be grouped by works on which the men are employed, and
the drawing officer must certify that the men were on duty during the
periods shown against their names, each man being employed on the work
and on the duties for which his appointment was sanctioned. Sanctions to
the entertainment of the establishment shall be quoted in each case.

Nore 1.—Deductions on account of fines, income-tax, etc., should be shown by
special entries against the names concerned.

Nora 2.—If the acknowledgment of the payee cannot conveniently be obtained on
the bill itself, it may be obtained separately and attached to the bill as s sub-voucher.

8.R. 319. Pay bills may be signed at any time on the last working day
of the calendar month in which the wages are earned, though they are not
due for payment before the first working day of the following month.
When, however, the services of an individual are dispensed with, it is
permissible and advisable to settle up his account at once.

Broeption.—The rules contained in S.Rs. 158 to 160 apply in the case of those
Dredger officers who are appointed under definite agreements.
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S:R. 320. Wages remaining unpaid on a passed bill on the date fixed
for closing the accounts of the month, may be paid subsequently when
claimed: on a separate bill, reference to the bill in which the charge was
originally included and to the particular item thereof being quoted in each
case. In making payment of arrears, suitable notesof payment must be
kept against the original entries in the bill or other records as to guard
against second payment. ~ «

Payments to Suppliers and Contractops.

8.R. 321. Unless in any case the Government after consultation with
the Accountant-General direct otherwise, payments for all work done other-
wise than by daily labour and for all supplies shall be made on the basis of
measurements recorded in measurement books kept for the {mrpose. Claims
for such payments shall be prepared so far as possible by the claimants
themselves in authorised forms of bills and vouchers and no payment other
than an advance payment may be authorised unless the correctness of the
claim in respect of quantities and rates as well as the quality of the work
done or supplies made have been accepted and all calculations carefully
checked by a responsible officer.

Subject to such general or special instructions as may be issued by the
Government after consultation with the Accountant-General, measurement
books may be kept in such form and according to such methods as may be
authorised by departmental regulations.

Payments for Works done through Local Bodies.

8.R. 322, When the maintenance of any Government buildings or
roads is entrusted to a local body. the payment made to it on this account
shall he treated in the same way as a payment for work done by a
contractor.

1f lump sum payments have been agreed upon, euch pﬂ.\'nwm»’nmst he
supported by a certificate recorded by a responsible Government officer that
the work has been done in accordance with the conditions agreed upon.

Advances to Contractors.

8.R. 323, As a general rule, and subject to such exception as may be
authorised hy the (Government, no payment ecan be made to a_contractor,
except for work actually done or supplies actually received. Subject to such
general or special orders as may be issued by the Government in this behalf,
advances, if any, made to confractors during the execution of a work, shall
invariably be recovered from their bills for the value of work done or
supplies made before final payment is made, which must in no case be
permitted without detailed measurement.

Bills and Vouchers.

SIR- 32‘. \\'ifhnut ]'“'P‘u(]i('e to ih(x gener:l“(y uf thl’, TU]?:\ ill t_hi!l
Section, the detailed procedure to be observed by departmental disbursing
officers in making payments for works expenditure and the forms of 41
and vouchers on which such payments are to be made, may he prescribed by
departmental regulations. ¥
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SEcTION TX.—MISCELLANEOUS PAYMENTS,

LRefunds of Revenue.

8.R. 325. Refunds*of revenue can be drawn only on the demand and
on the receipt of the person entitled to receive them after production of
proper authority; on no account may they be drawn on the receipt of a
departmental officer and lodged in a deposit account pending demand.

S.R. 326. Every refund shall be noted against the original credit in
the departmental accounts or other documents in which the moneys-received
are entered in detail, and a certificate of such a note having been made must
be given in all vouchers for refunds.

8,R. 327. (1) Except as hereinafter provided, or unless some other form
1as been preseribed by departmental regulations for any particular class of
refunds, bills for drawing money from the treasury on account of refunds of
revenue shall be prepared in T.R. Form No. 46. The officer who received
the original amount shall fill in columns 1 to 5 of the form and sign the
certificate at foot, while the Treasury Officer shall verify the credit by means

of the particulars in columns 4 and 5 and affix his signature in column 6
in token of his having done so.

(2) The procedure to be followed in refunding fees received by the
}1’1;!)110. Service Commission, West Bengal, is prescribed in 5. R. 328
helow.

. Nome 1.—In cases where the value of stamps returned to the Treasury is refunded
in cash, a note should he made in the voucher indicating the particular treasury plus
and minus memorandum in which the returned stamps have been accounted for.

Note 2.—As an exception to the general rule laid down in S.R. 827, the numbers
and dates of chalans under which the cost price of country spirit, ganja and Lhang
is deposited in the treasuries are not required to be furnished with the refund bill
for refunding the cost price to contractors and ather porsons concerned. Bills for
such refunds shall be prepared in T.R. Form No. 47, The Distriet Excise Officers
will, however, have to fend to the Treasury at il end of every month a statement
showing the balance of unrefunded cost price brought forward, the total amount
deposited by vendors during the month, the amount in respect of which a refund bill
has heen issued during the month and the closing balance <o that the Treasury Officer
may verity the figures with his books.

~ S,R. 328, (1) If the amount of an examination fee, originally deposited
in the treasury or any part of it, is to be refunded, a certificate will be
endorsed upon the original receipt by the Secretary to the Public Service
(.70.mmission_ West Bengal, or the appropriate authority concerned, speci-
fying the amount to be refunded; and the amount so authorised may be
paid on presentation of the original receipt endorsed as above, the recipient
giving his receipt below the endorsement.

. If the original amount was paid into the Bank, the refund will be made
I accordance with the above procedure by the Accountant-General.
Nore.—When a refund has to be made of a part of a Iump sum remitted into the

treasury on behalf of several candidates in a school, for which a single collective
receipt has been issued, the procedure laid down in S.R. 327 should be followed.

(2) If the amount of an examination fee originally received from a candi-
date through or by means of a crossed Postal Order. or any part of it, is
to be refunded, the Secretary, Public Service Commission, West Bengal,
will present to the Accountunt-General, West Bengal, a bill for the amount
to be refunded duly supported by the original challan crediting the money
to the Government Account. The challan should also indicate under the
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Secretary’s dated = signatures the total amount to be refunded. Ti the
amounts were deposited in lump sum into the Bank a statement showing
the names of the candidates demanding refunds, the amounts to be refunded
fo each, the l_mmber and date of the challan in which the money was ori-
ginally «}eposxted, and the amount, if any, already refunded, duly attested
by the Secretary, Public Service Commission, West Bengal, should accom-
pany the bill instead of the challan. The bill will then be pre-audited by
he ccountant-General, West Bengal, and endorsed for payment to the
Post Master concarned. The Secretary, Public Service Commission, West
‘liiengul, will thereafter present the bill together with money order forms
uly filled in to the Post Master who will arrange for the remittances by
transier credit to the Post Office in accordance with the procedure prescribed
in rule S. R. 151. The Postal Money Orders Receipts will be watched by
Secretary, Public Service Commission, West Bengal, and recorded after
necessary check. The Secretary, Public Service Commission, West Bengal,
will also note in the original copy of the challan under his dated signature
the amounis refunded.

8.R. 329. The follnwing provisions shall apply to refunds of revenue
<redited, where the amount mvolved does not exceed Rs. 100:—

(i) On receipt of a refund order passed by the Collector or other officer
concerned, the Treasury Officer may at his discretion’ issue a
notice (a) inviting the person to whom the refund is to be made
to receive payment at the treasury, and (b) intimating that on
failure to comply with the invitation within one month (or :3uch
longer period as may appear necessary) the amount of the refund
will be remitted to the payee by postal money order at his

expense.
(##) When the payee appears in person at the treasury, the Treasury
Officer should see that no avoidable delay occurs 1n getting the
voucher for the refund signed by the payee who may then recelﬁ‘e.
the payment personally or by a duly authorised agent or Dy

money order at his own expense.

¢iii) When a money order is issued ander clause (b) ot the notice

referred to in (i) above, the Treasury Officer should follow the
of the remiftance

procedure prescribed in 8.R. 151. The purpose mitf
should be briefly stated by the Treasury Officer on the nc]\uo;:'-
ledgment portion of the money order form in continuation of the
printed entry there “Received the sum specified ;\b()\'p—j——fl 2
sufficient space being left below the manuseript entry thus made,
for the signature or thumb impression of the payee.
(iv) On receipt of the money order acknowledgment duly s_lgue(l by the

ayee, 1 ache the refund voucher in which the
pavee, it should be attached to the o sade therefrom on

fuil amount of the refund and the deduc :
account of the money order commission s!lould be clearly eho:]‘:';l,
the voucher should then be disposed of in the usual way. i
Accountant-General will accept such '\'ouuher with the money
order acknowledgment as a valid receipt for the full amount of

the refund entered therein.

Grants-in-aid, Contributions, ete.

' includes such classes of

Note.—The term ‘‘grants-in-aid, econtributions, ete.,’
or educational institutions,

expenditure as grants to lveal bodies, religions, charitable
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stipends, contributions to public exhibitions ‘and fairs, expenditure from the discro-
tionary grants placed at the disposal of the Governor, Commissioners, ete., and
compensations to Government servants for accidental losses, etc.

8.R. 330. Grants-in-aid, contributions, ete., sanctioned by the Govern-
ment, shall not be disbursed at the treasury except under the authority of
the Accountant-(ieneral, but when such® expenditure is sanctioned by
subordinate authorities under the powers delegated to fhem, the Treasury

(()fﬁner may make disbursements without specific authority of the Accountant-
reneral.

8.R. '831. [Educational scholarships and stipends sanctioned by the
Government may be disbursed by the Treasury Officer without specific
authority from the Accountant-General.

8.R. 332. Save as hereinafter provided, bills for grants-in-aid, contri-
butions, etc., shall be presented in T.R. Form No. 43, unless some alter-
native form is authorised by departmental regulations. The orders sanction-
ing the payment must be quoted in each case. Unless in any case the
sanctioning authority direct otherwise, the bills shall be prepared and
vouched for by the grantees; and no such bill shall be paid by the Treasury
Officer, unless it bears the signature or countersignature of the sanctioning
authority, or such other Government official as may be nominated by it in
this behalf: provided that when the sanction of the Government is
communicated in the form of an express order to the Accountant-General to
make the payment, the Accountant-General may authorise the payment of

the bill without requiring the signature or countersignature of a Govern-
ment official.

S.R. 333, In the Works and Buildings Department, grants-in-aid may
be included in the same bill as contingent charges, but the abstract of the
bill should show the total amounts for each class separately.

8.R. 334. Bills for educational scholarships, stipends, etc., shall be
presented in T.R. Form No. 49, or in such other form as may be prescribed
by the Government acter consultation with the Accountant-General. In the
case of payments to institutions under private management, such bills shall
be prepared and vouched for by the authorities of the institutions concerned
and countersigned by such Government official as may be nominated in this

behalf by the (overnment. The orders sanctioning the payment.must be
quoted 1n each case.

If any conditions are attached to the payment of scholarships or stipends
the bill must bear a certificate of the countersigning officer that he is
satisfied that the prescribed conditions have been fulfilled.

8:R. 335. Compensations to Government servants for accidental losses,
ete., due to effects of floods, cyclone, earthquake, or otherwise, may be drawn
In ordinary pay bill form; and subject as provided in S.R. 330, bills so

drawn may be paid at the treasury on the authority of the sanction noted
in the bills,

Interest on Gevernment Debt.

.3«R. 336. The procedure with regard to payments of interest on
different forms of Government securities shall be regulated by the rules and
orders contained in this behalf in the Government Securities Manual issued
under the authority of the Government of India and West Bengal Govern-
ment, Securities Rules, 1938.
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Compensation for Land.

8.R. 337, The procedure to be observed for the payment of compensa-
tion for land taken up for public purposes shall be regulated by the special
orders contained in Appendix 15.

Discount on Stamps.

S.R. 338. When discount upon stamps is allowed by deduction from
the purchase money, a detailed bill in T.R. Form No. 36, headed ‘‘Not
payable at the Treasury’’ shall be prepared by the Treasury Officer every
month for the amount of discount allowed, and submitted to the controlling
:(;,Iuthorilty coucerned for countersignature and transmission to the Accountant-

feneral.

S:R. 339, The Government may, after consultation with the

- Accountant-General, dispense with the submission of detailed bills, provided

that the connected schedule accompanying the treasury account is supported

by a certificate of the Treasury Officer that the discount has been actually
allowed to the parties to whom it was due, according to sanctioned rates.

Commission to Regi\étrars.

8.R. 340. Commission to Registrars may be drawn under departmental
regulations on bills which must exhibit the fees upon which the commission
is claimed, in such a form as to be capable of verification by comparison
with the treasury accounts.

8.R. 341. In cases in which the commission is calculated upon number
of documents registered, the bill shall be supperted by a cerfificate of the
District Registrar or other controlling officer that the amount has been

correctly calculated. »

Payments to the Reserve Bank.

-

S.R. 342. Bills for sums payable to the Reserve Bank, e.g., bills in
connection with the floatation of new loans, management of Public Debt,
ete., shall be countersigned by an officer of the Finance Department before
they are paid.

Nore.—The Bank is authorised to debit to Government account, in advance of the
snbmission of consolidated bills for expenses incurred in connection with the floatation
of n Government loan, payments which it may make to bankers, ete., on account of

brokerage, subject to the condition that the Bank accepts the responsibility in the
event of any excess payment being made. The advance so made should be adjusted

against the final bill of the Bank.

Commissions and Committees.

8.R. 343. The procedure fo be observed by commissions and committees
of the Government in drawing moneys for their expenditure, shall le
governed by the orders embodied in Appendix 16.
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Expenditure against Grants at the disposal of an Administrative

Department of the Government.

8.R. 344. (1) When a sum of money is placed under the orders of an
administrative department of the Government for expenditure on specified
objects, all appropriations sanctioned against.it must be supported by an
order of the department eoncerned stating—

() the particular object of the expenditure, which must always be
within the general purpose of the grant;

(17) the amount of the appropriation sanctioned for it;
(722) the person in whose charge the expenditure is to be; and
(iv) the treasury or treasuries where the money is required.

(2) A copy of this order shall be sent to the Accountant-General, West
Bengal, who will thereupon authorise the treasury to pay the amounts on
the receipt of the disbursing officer. .

S.R. 345. The disbursing officer may draw the moneyv on his receipt, -
specifying the order under which it is sanctioned. He may not draw more
than what lie actually requires from time to time for expenditure; but can
draw as often as he finds convenient. He may also make his receipts
payable to any other person, advising the Treasury Officer of his action.

S.R. 346. An account of the expenditure against the appropriation
must be rendered to the Accountant-General, in which the officer should
enter on the receipt side all sums he has drawn from the treasury and on the
expenditure side all amounts he has spent. Vouchers must be furnished in
the same way and under the same rules as in the case of a contingent bill}

A copy of this account (without vouchers) shall also be sent to the adminis-
trative department concerned.

S:R. 347. The account must be sent at the end of every month, except
when if is estimated that the sanctioned expenditure will be completed and
the account closed within three months from the date of the order sanction-
ing 1t.  In such a case, the account may be withheld till the end of the said
period of three months, and then sent in complete up to date. An

account must in any case be made up and sent in up to the 31st March of
any year,

Chapter V.—Special Rules for Bank Treasuries.
Subsidiary Rules under T.Rs. 4, 10, 16 and 30.
SecTioy I.—GENERAL,

8:R. 348. The rules in this Chapter are intended primarily for the
guidance of Collectors and Treasury Officers and of officers of the Bank in
dealing with the receipts and disbursements on account of the State
(overnment at places in which the cash business of the treasury is conducted
by the Bank. They include information on most points likely to arise; but
in cases of doubt, and as a general rule, the Collector shall refer the matter
1o the Accountant-General. -

Note.—In Caleutta the cash business of the Government is, for the most part,
conducted by the Reserve Bank, At other places where there are branches of the
Imperial Bank of India, which act as agents of the Reserve Bamk, in accordance with
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the provisions of the Reserve Bank of India Act (Act I1 of 1934), the cash business
of the treasury 1s conducted by those hranches of the Imperial Bank of India as
agents of the Reserve Bank.

S.R. 349. In printed and manuscript forms or documents used in
connection with Government business at the Bank, the words ‘“‘General
Treasury’’ or ‘‘His Majesty’s Treasury’’ shall never be used, as those words
do not correctly represent the relation of the Government to the Bank. Any
other erroneous expressions which misrepresent this relation, shall be
careiully avoided by all Government officers.

8.R. 350. The Bank will be kept open for the transaction of treasury
business on a recognised holiday, if so required by the Collector.

8.R. 351. In Calcutta, the functions of the Treasury Officer under these
rules will, except where the context otherwise requires, and subject to the
provisions of T.R. 6, be performed by the Accountant-General.

S.R. 352. All hills, cheques and other documents passed by Treasury
Officers and Office of Accountant-General for payment at the Bank as well
as Interest Payment Orders, etc. being non-negotiable instrument warrant
special precaution on the part of the Bank in the matter of identification
of payees. All such claims have normally to be presented by the payee
personally at the Bank and save as provided in Subsidiary Rule 125, no
endorsements are permissible. The Bank will not however disburse pay-
ments of such claims, unless the Bank is previously in possession of a
specimen of the payee’s or endorsee’s signature as recorded thereon and
the messenger, if any, through whom the payment 1s made 18 1dentified to

the satisfaction of the Bank.

SeEctioN I1.—PAyMENTS INTO THE BANK.

General Rules.

8.R. 353. (1) Save as hereinafter provided, _and subject as p:ovide(l
in S.R. 46, any person who desires to pay money 1o the ‘Bank,:m Govern-
ment account shall first present at the treasury a chalan (Form I"R. No. 7)
in duplicafe (which, if necessary, will be prepared in the treasury). The
Accountant or other official entrusted with the duty of exumining _the
chalans shall, after examination, enter the chalan in the appropriate
register of chalans issued, which is kept under S.R. 379, and write on bhoth
original and duplicate the word “‘correct’’; he shall then affix his initials to
the chalan with the date, specify the head of account qnd. if the amount is
not less than Rs. 500, submit the chalan with the register to the Treasury
Officer who, if it is in order in all respects, shall enface it with an order to

-

the Bank to receive the money and to grant a receipt.

Both the original and duplicate copies of the chalan thus enfaced, shall
{hen be returned to the payer, who will proceed with them to the Bank.
There the money will be received and credited to the proper head of account
and, subject as provided in S.R. 55, an :m.knowledvgment will be granted to
the payer on the original chalan, the duplicate being retained by the Bank
io be forwarded to the treasury with the daily account.

Nore—Chalans for sums of Rs. 500 and nbove must be enfaced by the Treasury
Officer, hut those for sums less than Rs. 500 may be enfaced by the Treasury Accountant,
All ohallans presented at a sub-treasury must invariably be enfaced by the Sub-

Treasury Officer. = r/-, ¥ g ARG t* }ﬁ .
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(2) In cases in which chalans are presented in triplicate or quadruplicate,
the acknowledgment of the Bank will be given on the original chalan, or on . L0
such other copy as may specially be marked for the purpose, the other copies

being retained by the Bank to be forwarded to the treasury with the daily ot~} 75
* account. . fs‘?

(3) Moneys tendered with a chalan signed by a departmental officer under

the provisions of S.R. 49, may be received direct at the Bank without the
intervention of the Treasury Officer.

S.R. 354. Chalans shall be valid only for such time, not exceeding ten
days, as may be fixed by the Collector; if they are presented after the

allotted time, the money will not be received by the Bank until they are
revalidated by the Treasury Officer.

8.R. 355. Cheques on local banks will be accepted by the Bank in
accordance with S.R. 33. There will be a daily clearance of cheques
accepted and the transactions will be included in the daily account rendered
to the freasury, after the cheques have been cleared.

Remittances of Departmental Officers.

S:R. 356. Moneys received by officers of the departments named below,
will be received at the Bank direct without the intervention of the Treasury
Officer in accordance with the special rules specified against each:—

Works and Buildings or Irriga-

tion and Waterways Depart- 3 y
ment ... Rules 3 to 6 of Appendix 5—Part 1.
Forest Department ... Rules 2 to 5 of Appendix 5—Part I1.

Chalan forms shall be supplied to the Bank by the Treasury.

S:R. 857. In the case of departments, other than those mentioned in
the preceding rule, moneys received by departmental officers shall be
forwarded by them daily to the Bank direct with a chalan in duplicate,
describing the several items and the heads under which they should appear
in the accounts. The duplicate copy of the chalan will be retained bg the
Bank and forwarded with the accounts of the day to the treasury and the

oxf-tiiginul returned, receipted, to the departmental officer for record in his
omee.

. The original chalan may be in the form of a book sent daily for
signature.

Deposit and Lecal Fund Receipts.

.S.R. 358. The detailed account of local funds and registers of deposits
will be kept in the treasury or in the Magistrate’s and Judge’s offices, the
Bank only receiving the amounts tendered in accordance with S.R. 353 and
crediting them under their proper designation.

SECTION ITT.-—WitHDpRAWAL FROM THE PUBLIC Account 41 THE BANK.
Civil Charges.

Subject as hereinafter provided, all bills for pay and
ances and contingent expenses of officers of the civil establishments,
which are ordinarily drawn upon the treasury, shall be presented to the
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Treasury Officer in the first instance for examination. The Treasury Officer,
if he passes the claim, shall enface on the bill an order to pay a specified
amount. Such orders shall be recorded in the register of payment orders
issued, which is kept under S.R. 379, and shall be numbered, dated and
signed. The bill shall then be returned to the person presenting it, and
will be paid at the Bank in accordance with the order of the Treasury Officer,
the Bank being responsible only for strict adherence to this order and for
obtaining upon the bill a proper discharge from the payee. The discharge
must be in addition to the signature at the foot of the bill.

Nore—When payment is desired wholly or partly in Reserve Bank Draft, and o
formal application for a draft accompanies the bill, the Treasury Officer, if he is
satisfied that the grant of the draft is permissible, will forward the application to
g;e liznk, specifying clearly in the pay order the manner in which payment should

made.

S.R. 360. Bills of civil establishments, which are payable at Calcutta,
shall be presented in the first instance at the office of the Accountant-
General, West Bengal, for pre-audit and, unless there is a special request on
a bill for cash payment, or the sum payable to one single party does not
exceed Rs. 20, such bills may be paid by cheques upon the Bank issued by
the Accountant-General, or by any subordinate gazetted officer authorised by
the Accountant-General in this behalf.

8.R. 361, Without prejudice to the generality of provisions made in
these rules with regard to withdrawal of moneys from the Public Account,
the procedure to be followed in the payment of claims presented for pre-
audit at the office of the Accountant-General may be governed by such
instructions as may be issued in this behalf by the Auditor-General.

Pensions.

8.R. 362. (laims for pensions payable at Calcutta, shall be presented
at the office of the Accountant-General and paid by cheque upon the Bank
if the amount exceeds Rs. 250, or in cash if the amount 1s Rs. 250 or less.

At other stations, pension bills will be cashed by the Bank upon pay
orders issued by the Treasury Officer concerned.

Departmental Payments.

8.R. 363. Officers of the Forest Department are authorised to obtain
funds required for deparmental disbursements from the Bank direct in
accordance with the rules laid down in Part IT of Appendix 5 (rules 7 and
8).

S.R. 364. (a) Officers of the ‘Works and Buildings or Trrigation and
Waterways Department are authorised to draw funds by bills as well as by
cheques.

(b) Bills will be cashed by the Bank only on payment orders endorsed
thereon by the Treasury Officer.

(c) In respect of cheques, no letters of credit will be issued by the
Accountant-General, but where a Divisional Officer has intimated any
limits on the drawings of a Subdivisional Officer, the Bank will observe the
prescribed limitations. In all other cases, cheques will be cashed without
any limitation, if otherwise in order.
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Refunds.

' 8:R. 365. Refunds of revenue, fines, ete., will be made by the Bank
on bills bearing a payment order signed by the Treasury Officer in
accordance with the procedure prescribed in S.R. 859.

Discount on Sale of Stamps.

8.R. 366. When discount on sale of stamps is allowed by deduction
from the amount paid in by the purchaser, the net amount will be received
and brought to account under S.R. 353, the receipted chalan being the
payer’s authority for receipt of the stamps from the treasury.

Pusric Depr.

Government Promissory Notes.

8.R. 367. Government Promissory Notes, on which interest may be
due, shall be presented to the Treasury Officer, who, having made the
necessary examination and record, shall give the holder an order on the
Bank in the following form:—

Pay to Rupees , being
interest for—————half year at———per cent. due on Government
Promissory Note No. of for Rupees

Bearer Bonds.

8.R. 368, The interest coupon attached to a Bond shall be presented
to the Treasury Officer, who, having made the necessary scrutiny and
record, shall issue necessary orders on the Bank to make the payment.

Stock Certificates.

S.R. 369. Interest on Stock Certificates will be paid by the Bank on
Interest‘\Varrants issued by the Public Debt Office without the intervention
of the Treasury Officer. The Bank will arrange to pay the interest due on
the Warrant to the proprietor of the Stock Certificate. -

Repayment of Principal.

S.R. 370. The provisions of S.Rs. 367 to 369 apply mutatis mutandis
to repayment of principal of any Promissory Note, Bearer Bond or Stock
Certificate, which may be notified for discharge ; but nothing in these rules
shall be deemed to override any rule or order contained in the Government
Securities Manual issued by the Government of India, regulating the
procedure for the payment of interest on or principal of any Publie Debt.

Depasit Payments.

. 8.R. 371, (1) Repayment of deposits standing at the credit of
individuals in the treasury register or in the agistrate’s or Judge's
accounts, will be made on the order of the sificer on whose register they are.
Persons claiming repayments of such deposits must, therefore, apply to the
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officer who received them, who, after examining the appropriate register
and making the necessary record, will give the applicant an order for
payment at the Bank. A Magistrate’s or Judge’s order must be taken to
the Treasury Officer for countersignature before being presented at the

ganll'zt, unless the Bank keeps a personal ledger account for deposits of each
ourt.

(2) In cases in which personal ledger accounts of Civil or Criminal Court
Deposits are kept by the Bank, each Court will duly intimate from time to
time to the Bauk the amount of lapsed deposits to be deducted from the
personal ledger pass book.

8.R. 372. Unless in any case the Government direct otherwise, cheques
for withdrawals from a personal deposit account at the treasury shall be
drawn upon and presented to the Treasury Officer, who will enface them
with an order on the Bank to make the payment.

Local Funds.

S.R. 373. Payments will be made on cheques drawn by competent
drawing officers of the local body concerned. Unless in any case the
Government direct otherwise, such cheques will be drawn on the treasury
and cashed by the Bank on pay orders issued by the Treasury Officer.

Where, under any special orders, a local body draws money from the
treasury bi resentation of detailed bills, the procedure prescribed in
S.R. 359 shall be followed.

Currency of Payment Orders.

8.R. 374. Payment orders issued on the Bank shall be valid only for
a time not exceeding ten days, fixed by the Collector; if presented after the
allotted time they will be refused payment by the Bank until revalidated Ly
the Treasury Officer.

Secrion 1V.—DatLy Accounts AND RETURNS.

8.R. 375. The accounts and returns to be rendered by the Bank to the
Treasury Officer in respect of transactions of the Government will consist
of—

(¢) A daily account of recei‘)ts and payments in T.R. Form No. 50,
together with comnected chalans and vouchers.

(ii) A pass book or register of receipts and payments, to be daily
forwarded to, and returned by, the Treasury Officer. X

8.R. 376. In the daily accounts rendered by the Bank, such payments
and receipts will be classified ns may be directed by the Accountant-General
in order that their arrangement may fit in with the forms preseribed fox'-
accounts kept at the treasury. The daily account will be prepared every day
and the Manager or Agent, as the case may be, after satisfying himself as
to its accuracy, will docket and forward it to the Treasury Officer with the
register of daily reooiTts and payments and with all the appertaining chalans
and vouchers at the close of the day. :
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The net amounts of payments only are to be entered, that is, when a
deduction is made from the amount of a bill, the daily account will show
only the amount paid after deduction, and not the gross amount of demand.

Nors 1.—It is of importance that these documents be secured in a locked box when

sent by the Bank to the Treasury Officer, in order that there may be no sibility

of any alteration or abstraction of any paper before they reach the hands of the
Treasury Officer.

Nors 2.—With the concurrence of the Accountant-General, the daily accounts may

bo submitted in the morning following the date to which they refer, instead of at the
cloge of the same day.

8.R. 377. Care shall be taken that vouchers sent to the treasury are
conspicuously marked by the Bank with the word ‘‘Paid.’’ Imattention to
this rule may lead to documents being paid twice, in the event of their
falling into unscrupulous hands.

8.R. 378. The Register of daily receipts and payments will contain
five columns for (1) the date, (2) the total receipts for the day, (3) the total
payments of the day, (4) the initials of the Manager or Agent, as the case
may be, and (5) the initials of the Treasury Officer. It will be written up
and forwarded with the daily account to the treasury, the entries being
certified by the initials of the Manager or the Agent in the 4th column. The
Treasury Officer shall check the receipts and disbursements columns of the
daily account, agree their totals with the figures entered in the register and
examine the vouchers, and after initialling in the 5th column of the register
in token of his verification, shall return the register to the Manager or
Agent the same day or, as soon as possible, on the following day.

Secrion V.—MISCELLANEOUS.

Register of Chalans and Orders for Payment.

8.R. 379. The Treasury Officer shall maintain two registers in suitable
forms, namely, a register of chalans issued and a register of orders for
payment. The former of these may be worked by departments, the chalans
of land revenue being passed and registered by the Land Revenue Depart-
ment of the Collector’s Office, those of excise revenue by the Excise
Department, and so forth.

Daily Posting of Accounts.

8.R. 380. When the daily account with the chalans and vouchers is
received from the Bank, the account shall first be examined against the
chalans and vouchers which support it. Then the chalans and vouchers
which have been already approved and registered by the Treasury Officer,
shall first be marked off in the register of chalans issued and of orders for
payment, that is, the date of discharge shall be noted against the entries of
them in those registers. Hach item og receipt or payment will then be posted
from the daily account, with its chalans and vouchers, into the cash book
either direct or through some subsidiary register, and the net difference
between the total receipts and total payments posted in the Reslqter of
Reserve Bank Deposits, in accordance with the directions contained in this
behalf in the Account Code, Vol. II.

Advices and Certificates.

8.R. 381. Advices of receipts or payments which, according to any rule
or order have to be sent to public officers or departments, and consolidated
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receipts or cerfificates of receipts or payments required by any rule or order
to be given to any public officer or department, shall be prepared in the
treasury and not in the Bank, as the point to be advised or cerfified is not
that the money has been receiyed or paid at the Bank, but that the receipt

or payment has enfered the treasury accounts.

Nothing contained in this rule shall be deemed to override any local
usage or practice under which advices and certificates referred to above are
prepared by the Bank.

Treasury Returns.

. S.R. 382. All treasury returns, with the exception of those the Bank
is instructed to furnish under the rules in this Chapter or under express
orders of the Accountant-General, shall be prepared in the “treasury and
not in the Bank.

Remittances.

S.R. 383. The procedure with] regard to remittance of treasure from
the Bank and the testing of remittances made to the Bank from treasuries,
will be regulated by the provisions contained in Chapter IX of these rules.

Chapter VI.—Public Debt.

Subsidiary Rules under T.Rs. 10 and 16.

SECTION I.—PERMANENT AND TEMPORARY LOANS.

8.R. 384. When under the terms of a loan notification issued by the
Government, subscriptions to any new loan are receivable at the treasury, the
procedure to be observed by the Treasury Officer in receiving such subscrip-
tions and crediting them into the Public Account, shall be regulated by the
provisions of Chapter VII of the Government Securities Manual issued by
the Government of India, and by such supplementary instructions, if any,
as may be issued by Government in this behalf.

8.R. 385. The procedure to be followed by Treasury Officers and the
Public Debt Office in making payments in respect of the principal of any
loan when it falls due, shall be governed by the rules contained in Chapter
VIIT of the Government Securifies Manual issued by the Government of
India, and by supplementary instructions as may be issued by Government

in this behalf.
Section 11.—Frosminc Debr.

Treasury Bills.

S.R. 386. Unless the Government direct otherwise, Treasury Bills wi
be issued from and repaid at the office of the Reserve Bank of India. al

. The procedure to be observed by the Bank in connection with the sale and
discharge of such bills will be governed by such instructions as may be
issued by the Government to the Bank.
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$.R. 387, Treasury Bills can only be paid on maturity at the office of
the Reserve Bank. After payment the discharged bills shall be transmitted
to the Accountant-General or the Treasury Officer, as the case may be, In
the same way as other paid vouchers.

Ways and Means Advances.
S.R. 388. When ways and means advances are taken by the Govern-

ment from the Bank, the request to the Bank shall be accompanied by a
demand promissory note for the amount on behalf of the Governor. At the

* same time, the particulars of the advance, that is, the amount and the,

interest payable thereon, will be communicated by the Government to the
Accountant-General.

8.R. 389. When notifying a repayment, the Government will endorse
to the Accountant-General a copy of the instructions to the Bank. The

Bank will cancel the promissory note for the advance repaid or make a note
on it if it is a part payment. The note on final cancellation will be returned

to the Government through the Accountant-General.
S:R. 390. Interest on the advance will be debited by the Bank at the

time of repayment.

SectioN III.—OrHER OBLIGATIONS.
ProvinpeNT AND orHER FuUNDS.

(t) Recovery of Subscriptions, ete.

8.R. 391. Su.bscri})tions to a Service. or Provident Fund of the Govern-
ment can be received from such Government servants as are either required
or permitted by the rules of the Fund to subscribe to it, the recoveries being

- made ordinarily by deduction from pay bills of the Government servants

concerned.,

The subscriber himself is responsible for seeing that proper deduction is
made from his bills, though for his convenience, it has been provided in
S.R. 162 that the resgonsxbihty for making the necessary deductions
regularly and correctly devolves upon the drawers of the bills.

8:R. 392. Premia or subscriptions to the Post Office Insurance Fund
may be recovered by deduction from pay bills of the subscribers or in cash

(in accordance with the rules of the TFund. Such premia or subscriptions

shall, in no circumstances, be received at the treasury, payment in cash

'bheing permissible at Post Offices only,

Subscribers to the Post Office Insurance Fund, who have retired from
the service and whose pensions are to & paid in India, may be allowed the
option of deducting their premia or \@scriptions from pension bills. The
Payment Order will in such cases
ote the amount of the monthly deduction in the Pension Payment Order.
he insured person, however, shall be personally responsible for entering the
sorrect amount to be deducted in the pension bill; and if he fails to do this
n any occasion, it will be open to him to pay the amount into the Post

flice,

S.R. 393. (1) Contributions, donations, ete., payable in respect of the
ndian Civil Service and the Superior Service (India) Family Pension
unds, are recoverable by deduction from pay bills of the subsecribers, or in
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cash if tendered at the treasury, at the rates communicated by the
Accountant-General, Central Revenues.

(2? Contributions, etc., payable in respect of the Indian Military Service
Family Pension Fund and the Indian Military Widows’ and Orphans’ Fund,
shall be recovered from the subseribers in accordance with such instructions
as may be issued by the Controller of Military Accounts and Pensions.
Nore.—The treasury and other disbursing officers must check the deductions in

respect of the Funds mentioned in this rule, at the time of passing for payment the
pay bills of the Government servants concerned.

S.R. 394. (1) Subscriptions to the FIunds specified below, may be
received at a treasury only under special instructions of the authorities of
the Fund, received through the Accountant-General—

West Bengal Uncovenated Service Family Pension Fund.
West Bengal and Madras Service Family Pension Fund.
General Family Pension Fund.

Hindu Family Annuity Fund.

West Bengal Christian Family Pension Fund.

(2) In the case of subscribers drawing their pay or pensions from the
Government, the subscriptions are recoverable by deduction from their pay
or pension bills, except that in the case of the General Family Pension
Fund, the Hindu Family Annuity Fund and the West Bengal Christian
Family Pension Fund, such subscriptions may, at the option of the sub-
scriber, be paid in cash either direct to the authorities of the Fund con-
cerned, or at a treasury.

Nors.—Subscriptions to the West Bengal and Madras Service Family Pension Fund

may be received in cash at treasuries only when permitted by e Accountant-
General, West Bengal.

8.R. 395. In cases in which subscriptions, including refunds of with-
drawals, are paid by deduction from pay bills, the requisite particulars
shall be entered by the subscriber, if he draws his own pay, or by the head
of the office in other cases, in a separate schedule in one of the Forms
T.R. 51, T.R. 51A, T.R. 52 or T.R. 53, as may suit the requirements of
the Fund concerned, and the form so completed shall be attached to the
pay bill. If the subscription is paid in cash, the number of the account or

policy, as the case may be, and all other Earticulars must be furnished. -

In all cases where a subscription is paid for the first time, the rule or special
authority under which the subscription may be received shall also be
quoted in the form or, in case of cqe_h payments, in the separate document
of particulars.

8.R. 396. When a subscriber to any Fund whose subscriptio x 2
realised by deduction from pay bill is transferred to another distri(?t orn;u*:ﬁi -

circle, the fact that he is subscribing to the Fund shall be certified on the
last pay certificate by noting thereon the amount of his monthly subscrip-
tion and the number of his account or policy.

Nors,—When & subscriber to the Post Office Insurance F i 3
another audit eircle, notice of the transfer should also hc: gi::,:‘ k,“'th:'?:gﬁ;ﬁ’gntg\,

General of the new audit circle and to the Deputy Ace s
Telegraphs, Calcutta, through the local Accounbant-Genemj?untwwenemlr Posts and &
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(#) Withdrawals.

Provident Funds.

8.R. 397. (1) Advances from a Provident Fund, if permissible under
the rules of the Fund, may be drawn by gazetted Government servants on
T.R. Form No. 54, the bill being supporteg by a duly certified copy of the
order sanctioning the advance. In the case of non-gazetted Government
servan{s, the advance, if admissible, may be drawn on the same form, the

bill being supported by a copy of the sanction duly attested by the head of
the office.

Payment may be made on the authority and responsibility of the officer
sanctioning the advance, without the previous authority of the Accountant-
General, dprovided that the bill is supported by a certificate in the form

rescribed in sub-rule (2)(a) below, that the advance is covered by the
alanceat the credit of the Government servant concerned.

(23 (a% Withdrawals from a Fund, when permissible under the rules of
the Fund, to meet payments towards policies of life insurance or subserip-
fions to a Family Pension Fund may be made, as and when required, by
heads of offices for their subordinates on their own authority and respon-
sibility, without previous reference to the Accountant-General. Gazetted

overnment servants may also draw the amounts required for their own
policies, etc., in a similar manner and under similar conditions. The bills
may be prepared in the same manner as for advances mentioned in sub-rule
(1), the particulars regarding the policy or policies on which premium or
subscription is to be paid being noted on the bills.

In all such cases, the drawing officer shall be responsible for seein
that there is no overdrawal, and a certificate in the following form sha

be recorded by him on the bill presented at the treasury or any other office
of disbursement : —

@ . my credit
- Certified that the balance at e e e the date of
withdrawal covers the sum drawn on this bill’’.

(b) The bill in which the first premium is drawn must contain an
additional certificate to the effect that the details of the policy have been
communicated to and accepted by the Account Officer.

(3) Save as provided in this rule, no payment on account of any
Provident Fund, whether as a refund of subscription overpaid, or as a
repayment of the whole or a part of the amount accummulated to the credit

of the subscriber, can be made without the express authority of the
Accountant-General.

8:R. 398. When a subscriber to a Provident Fund is about to retire
and under the rules of the Fund the money lying at his credit in the Fund
becomes payable to him, he shall place himself in communication with the
Accountant-General by whom his Fund account is maintained, giving the
date of his retirement and requesting that steps may be taken to close

1s account and pay him the amount due. The Accountant-General being
satisfied of the correctness of the claim, and on ascertaining the date up to
which the subscription has been paid, will arrange for the payment of the

amount at credit of the subscriber in the account of the Fund. The bills
may be prepared in the same Form T. R

1 : . 54 as prescribed in sub-rule (7)
of 8. R. 397, the bill being supported by a duly certified copy of the letter
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of authority from the Accountant-General, West Bengal. In case of non
gazetted Government servants, the letter of authority should be attested by
the Head of the office.

The procedure prescribed in this rule shall apply mutatis mutandis to
all other cases in which the amount lying at credit of a subseriber in his
Provident Fund account becomes payable to him on finally quitting the
service.

8.R. 399. Final payment on account of any Provident Fund, when
authorised, can be made only on the personal receipt of the subscriber,
or when he is absent from India, on that of his duly authorised agent. In
the event of his death before payment has been made, payment can be
made only to such person or persons as may be authorised to receive payment
under the rules of the Fund concerned and such subsidiary instructions
as may be issued by the Government in this behalf.

In cases in which the amount is drawn and disbursed by theyhead of
an office, a disbursement certificate in the following form shall be rendered
lt: the %ccouutaaneneral as soon as possible after the disbursement has

en made : —

““TI certify that I have satisfied myself that the sum of Rs

...............

drawn under rule..................... 3R Ol Sy Jes Pl Provident
Fund Rules from...... by Provident Fund Account of..7..................
on bill No................ I ad e R b L e , wWas
actually disbursed to.i........ L (o N R YRy R R
and t},x,e payee’s receipt was taken in acquittance roll maintained in my
office.

Funds not under Government management.

8.R. 400, In the case of Funds not under Government management,
withdrawals from the Public Account in respect of sums credited, either
by way of subscriptions, or interest allowed by the Government, shall not
be permitted except under the authority of the Accountant-General through
whom the accounts of the Fund are settled. The Accountant-General may
issue letters of credit on specified treasuries, against which withdrawals
may be made by the authorities of the Fund concerned by means of cheques.

Chapter VI1l.—Deposits,

Subsidiary rules under T.Rs. 10 and 16.
Sl;;CTION I.—INTRODUCTORY.

8.R. 401. Moneys received at the treasury for deposit in the Public
Account are classified according to the department through which they
are received, the usual classes being (1) Revenue Deposits, (2) Civil Court
Deposits and (3) Criminal Court Deposits.

Another important class is ““Personal Deposits of which the account
kept at the treasury is of the nature of a banking deposit account, the
receipts and payments being recorded in personal ledgers. Other classes of
deposits may be added under special orders of the Government.

Norn—Separate registers must be kept for each class of deposits in accordance

with the directions contained in this behalf in the Account Code, Veol. II, or under
special instructions of the Accountant-General.
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8:R. 402. Uunless there be anything repugnant in the subiect or confext

Government of yest Bengal,
Finance Department
fudit Brench

No. —9062 = F Calcutta,
F1T-4(45) /60 The 2nd December, 1961

-

NOTIFICATION
JAnendment

Under Subsidiary rule 404 of the said rules insert the
followin: note, namaly :=

"Note. The amount realised in instalments from Certifie
debtors on account of the employees' special
contribution under the Employees' State Insurana
Act, 1948 (34 of 1948) and on account of the
Employees' FProvident Fund, may be kept in revemy
deposit, till the amount is realised in full £,
the certificat® debtors and remitted to the
te:ional PFrovident Fund Commissioner or the
Employees' State Insirance Corporation-as the
case may be",

By order of the Governor,
-"L. K. ltey

Secretary to the GCovernment
of West Bengal,

0"74\-& &'7“‘" l.n :/:95.
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S:R. 402. Unless there be anything repugnant in the subject or confext,
the relevant provisions of this Chapter shall apply to deposit transactions
of the Works and Buildings or Irrigation, and Waterways and Forest
Departments whose initial accounts are kept in departmental offices, except
in so far as they may he varied or supplemented by departmental regulations.

S.R. 403. Af places where the cash business of the treasury is conducted
by the Bank, moneys tendered as deposits will be received and repayment
of such deposits will be made by the Bank in accordance with the procedure
Jaid down in S.Rs. 357 and 371 to 873.

SecroN IT.—GENERAL RULES AND LIMITATIONS.

8.R. 404. No moneys shall be received for deposit in the Public
Account, unless they are such as by virtue of any statutory provision or
of any general or special orders of the Government are required or
authorised to be held in the custody of the Government.

Subject as aforesaid, it is the duty of the Treasury Officer to see that,
save as expressly otherwise provided by these rules, no money is credited
as a deposit except under the formal order of a Court or other competent
authority and also, if the amount could be credited to some known head in
the Government account, to make representations to the Court or authority
ordering its acceptance or in whose favour the deposit was received.

8.R. 405. The treatment of the following items as deposits is
prohibited : — A
- (?) No pay, pension or other allowances should be placed in deposit
on the ground of the absence of the payee or for any other

reason,
Nors.—When a pension is granted to several persons jointly, it may not be drawn

on the appearance of one claimant only and payment of his computed share made,
the balance being placed in deposit. P i f ]

(1) No fines should he placed in deposit on the ground that appeal
is pending; they should be credited at once to the Government
and refunded, if necessary, on order of the appellate Court.

But compensation fines (including costs in criminal cases) due

to an injured party, and not to the Government, may be kept
i deposit both in appealable and non-appealable cases, till they
lapse under the ordinary rule.

(#17) As provided in S.R. 325, no refunds, whether of stamps or of other
receipts, can be drawn to be lodged in deposit pending demand
by the payee.

‘ 8.R. 406. No. jewels or other property received for custody and
‘éstoration in kind may be brought on the deposit account, though the value
‘e stated in money. An exception may be made in a case where the
Yollector has to receive from an Indian State a sum of money to be paid
ut to certain claimants: if the money is paid in Indian State coin, it ma
le credited in the deposit register at its reputed value; repayments, whic
7ill be in the same coin, being of course made at the same value.

_S.R. 407. Government Promissory Notes or other security deposits (not
emg cash) received from revenue farmers, contractors or other parties
st on no account be credited as deposits.

S.R. 408. The net sale-proceeds of unclaimed impounded cattle may be

ept in deposits for three months, and, if no claim be made within that time,
Fe to be credited to the proper account.
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8.R. 409. The sale-proceeds of unclaimed property are not to :
in deposit at all; under Act V of 1861, section 26p th}e property itgglfp I;;Lig
be kept for six months, but money realised by sale is at once (section 27)
at the disposal of the Government, and should be taken to credit of the
appropriate receipt head concerned. Exceptions must, however, be made in
the case of property left by persons dying intestate and without heirs, which
Civil Courts will secure and hold for certain periods in accordance with
the local law.

Nors 1.—If unclaimed property be perishab i
kept, or if it be sold for thg bgnefit of the osw.v‘nei"3 o?"l()ieckfxssoi]a P:ex(l)l‘xl: si(:x ;(Essc?llx::ﬁtteb:
rupees, its proceeds should be held for six mionths in deposit, but the circumstances

should be clearly stated in the Chalan presented at the treasury for ]
“Nature of deposits’’ in the deposit register. & sty nder

Nors 2—Money belonging to prisoners in jail should not be held for I t
the Jail Department, but should be paid into the treasury at convonientoir:l%ur‘:'rax?: 2

Nore 3.—The Police Department should have no deposits except security and
earnest money deposits, which should be aid into the treasury as ﬁevenno Deposits ;
unclaimed property found by, or dclivere(l) up to, a police officer should bo made over
to the Magistrate; proceeds of sales of old stores or other Government property should
be paid into the treasury for credit to Government account.

S.R. 410. The following provisions apply to moneys tendered for credit
as Personal Deposits at a treasury:—

(a) Moneys tendered by, or on behalf of wards’ and attached estates
and estates under (Government management, may be accepted
at a treasury for credit as Personal Deposits.

(b) Save as provided above, moneys tendered by Government officers
acting in their official or any other capacity, and funds of
quasi-public institutions, even though like certain dispensaries
they may be aided by the Government, mag not be accepted as
Personal Deposits at a treasury without the special permission
of the Government for the opening of a banking account with
that treasury. Such permission may not be granted, except
after consultation with the Accountant-General and unless the
Government be satisfied that the initial accounts of moneys to
be held in such Personal Deposit accounts are properly maintained
and are subject to audit.

(¢) Nothing contained in this rule shall operate to affect the bankin
accounts kept at « treasury of any Personal Deposits whic
formed part of the Public Account on the date of promulgation
of these rules.

8.R. 411. Save as otherwise provided by any law or rule having the
force of law, and subject to any general or special orders of the Government
to the contrary, the provisions of S.Rs. 419 to 426 apply mutatis mutandis
to Personal Deposits and all other classes of deposits dealt with in this
Chapter.

Secrioy 111.—REvEsve DEPoOSITS.

Receipts.

8.R. 412. All deposits must be separately paid into the treasury with
chalans or other documents sefting forth all the particulars nece&cg-v lfm.
the entries to be made in the register of deposit receipts. J

Nome.—Each item of receipt must be recorded in the register of receipts and each

entry must be checked and initialled by the Treasury Officer i d : :
direthions contained in this behalf in the Account Code, V(ﬁ‘.. irI‘ ST, the
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8.R. 413. In respect of earnest money deposits made by intending
tenderers, which are creditable as Revenue Deposits, no previous authority
of the departmental officer is necessary, but the depositor must state the
designation of the officer in whose favour he makes the deposit and that
designation must be stated on the receipt given by the treasury. These
deposits may be received at sub-treasuries as well as at district treasuries.

Repayments.

S.R. 414. (1) Refunds of deposits can be made only on the receipt of
_the person entitled to them after production of due authority.

(2) Save as provided in S.R. 417, a person claiming refund of a deposit
must produce an order of the authority which ordered acceptance of the
deposit. The Treasury Officer shall compare the order with the entry in
the register of receipts and, if the balance be sufficient, he will take the
- payee’s receipt, make payment, and record it at once under his intials

both in the register of repayments and in that of receipts, noting in both
also the date and amount of the repayment. If there be not a sufficient

balance at credit of the particular item, the Treasury Officer shall endorse
this fact on the order and return it to the person presenting it.

8.R. 415. The provisions of S.R. 329 apply to refunds of deposits as

they apply to refunds of revenue, when the amount involved does mot
exceed Rs. 100.

Repayment Order and Voucher.

8:R. 416. T.R. Form No. 55 shall be used for repayment order and

voucher for deposits repaid. A deposit repayment voucher must in no case
be prepared at the treasury.

As a safeguard against fraud, the authority ordering repayment shall

enfer the name of the payee after the words “passed for payment,”’ thus:
“SPassed for DRYINER 10} S, o i R e <2

8.R. 417. Earnest money deposits cannot be refunded except under the
authority of an order endorsed upon the original deposit receipt of the
Treasury Officer by the departmental officer in whose favour the deposit was
made, and under no circumstances can part payment be made.

S:R. 418. 1f the departmental officer desires that an item of earnest
money deposit, instead of being refunded, be carried to the credit of the
Government, he must return the deposit receipt with this direction,

whereupon the Treasury Officer will make the necessary transfer on the
authority of this voucher.

8.R. 419. In order to avoid the inconvenience and risk which accompany
_the payment of money upon orders recorded in an Indian language, and
to ensure caution in the issue of such orders, every order issued by a Court
or office for the payment of money from a treasury shall be in English unless
the officer ordering the payment is unacquainted with that language. If
the disbursing officer does not understand English, and the officer ordering
the payment does, the order for payment shall be both in the Indian
language commonly known in the district, as well as in English.

8.R. 420. Unless it be otherwise provided by any law, or rule or order
issued by competent authority, a deposit repayment order shall remain in
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force for a period of three months from the date on which it was issued,
after which no repayment ean be made on its authority uuless it is
revalidated. k

Payment at a Sub-Treasury.

S.R. 421. When an officer in charge of a sub-freasury has occasion to
place in deposit an item which under any rule or order may be so dealt
with, he may, subject to the provisions of this section, repay it without
formal orders from the district treasury.

If any class of deposits is payable at a sub-treasury, it must not, except
with the special permission of the Collector, be payable at the district
treasury also.

Lapsed Deposits:

8.R. 422. Deposits not exceeding one rupee unclaimed for one whole
account year, balances not exceeding one rupee of deposits partly repaid
during the year then closing and all balances unclaimed for more thun three
complete account years shaﬁ, at the close of March in each year, be credited
to t{:e Government. Of deposits and balances thus lapsing, the Treasury
Officer will submit to the Accountant-General immediately after 31st March
a list prepared in accordance with the directions contained in the Account
Code, Vol. II.

Nori—For the purpose of this rule, the age of a repayable item or of a balance
of it is to be reckoned as dating from the time when the item or the balance, as the

case may be, became first repayable.

8.R. 423. The Government may, in relation to any particular class of
deposits, issue orders varying or relaxing any of the conditions or limitations
specified in the last preceding rule.

Nors—The following conditions govern the lapsing of Kevenue Deposits :—

Deposits or balances of deposits not exceeding five rupees unclaimed or party
repai? during two years including the year of deposit, deposits or balances
thereof, transferred to Clearance Register which are reduced to five rupees or

less by part payments during the third year from the year of deposit and all
deposits or balances thereof unclaimed for more than three complete account

vears, will, at the close of March in each year, be credited to Government by
means of transier entries in the Accountant-General's office.

S.R. 428. Deposits credited to the Government under S.Rs. 422 and
423 caunot be repaid without the sanction of the Accountant-General, who
will authorise payment on ascertaining that the item was really received,
and was carried to the eredit of the Government as lapsed, and that the
claimant’s identity and title to the money are certified by the officer signing
the application for refund. '

8.R. 425. The application for sanction shall be made in T.R. Form
No. 56. There must be a separate application for deposits repayable. to
each person, and it shall be used as the bill on which the payment is to be
made at the treasury. 1

S.R. 426. The repayment of a lapsed deposit shall he recorded in the
appropriate deposit register of receipts so as fo guard against a second
payment.

1f the repayment is made after the register of receipts has been destroyed
the responsibility for verifying the clanpzmt’s title to refund, shall devblvé
on the authority who signs the application in T.R. Form No. 56.
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SecrioNn IV.—Crvir axp CrnvaNarn Courrs’ DEPOSITS.
Receipts and Repayments.

8.R. 427. Subject as hereinafter provided in this section, the provisions
of Section 11I of this Chapter relating to receipt and repayment of Revenue
Deposits, shall apply in relation to Civil and Criminal Courts’ Deposits,
with such adaptation and modification as may be authorised by the Chief
Judicial authority, after consultation with the Accountant-General.

S.R. 428. Subject to such general or special orders as may be issued
by Government, Civil Courts and Magistrates may either—

() keep a banking account with the treasury, remitting without
detail their gross deposit receipts for credit in Personal Deposit
accounts and making repayments by cheques on the treasury
against such Personal Deposit accounts, or

(¢z) arrange that each degosit is separately paid into or drawn from
the treasury, upon documents passed by an authorised officer of
the Court and setting forth the particulars necessary for the
entries in the deposit registers kept at the treasury.

Nots 1.—The object and effect of the arrangement set out at (1) above, is simply
to relieve the Treasury Officer of the responsibility for the detsils of deposit transac-
tions, not to abolish the detailed record, but to confine it to the departmental office
in wiuch registers of receipts and repayments and other initial records must be kept
in_accordance with the directions contained in the Account Cede, Vel. II.

The Civil Court or Magistrate in this case should be respousible for the submission
of such monthly and Eoriodicnl accounts and returns as may be required by the
Accounsant-General, although the vouchers are to be sent by the Treasury Officer.

Nors 2.—In cases in which the first method referred to in this rule is followed,
each Civil or Criminal Court should incorporate in its own accounts, the deposit items
of its subordinate Courts as a treasury does those of sub-treasuries, unless any
subordinate Court is authorised to keep independent accounts and submit the returns
directly to the Accountant-General. Separate accounts should be kept for, and
separate returns submitted by, the several Small Cause Courts.

3 S.R. 429. Each transaction of receipt or payment of a Civil or a
Criminal Court deposit must be initialled by the Judge or Magistrate, or
by some duly authorised gazetted officer of the Court.

S-R.'430. In Civil Courts where numerous petty sums are received
from suitors for immediate disbursement in full (as for diet, postage, etc.)
the detailed control may, with the approval of the Chief Judicial Authority,
be left with the receiving Court.

Nore 1.—The receiving Court, however, should record and deal with these tty
deposits with the same care and formality as others. It should enter all in detail
i a register of dzgosit. receipts of the ordinary form labelled “Sheiriff’s petty accounts,””
and repayment should be recorded in the similar separate registers of repayments, -
both to he handled and attested like the general registers. From these two separate
registers, daily totals should be carried into the general registers (though, of course,
without numbers), and also into a register of the personu? ledger form in which a
daily balance should be struck ; monthly totals of receipts and of paynients on Sheriff’s
petty accounts should be noted on the extracts from the goneral; registers submitted
to the Accountant-General, and lapses periodieally reported.

Norz 2.—The detailed procedure for the record of these petty deposits may be
prescribed, whenever the system is permitted, by the Chief Judieinl Authority after
consultation with the Accountant-General.

Agreement with the Treasury.

S:R. 431. (1) When the different Civil Courts of a district bank with
the treasury, the Treasury Officer may, if it facilitates the comparison of
the accounts, open a Personal Deposit account for each Court, even though
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the deposit transactions of the subordinate Courts be brought b i
Court in detail on its own registers. % 4

Nore.—To prevent di eement between the deposit figures d
Accountant-General by Civil Courts and by Treasury Sﬁiceru, xg;uis ne;:sl;g:;em rr’n:;:
that the former should report completed transactions. A Civil Court may not receive
money but give the intending depositor an order to the Treasury Officer to accept
it; and so, though recording the issue of the order in a register in sufficient detail
it should nof' bring the item on the deposit registers till the Treasury Officer advises
receipt. Similarly, it should ascertain from the treasury at the close of the month
which of its cheques have been cashed, and detail at the faot of its extract registor
of repayments sent to the Accountant-General, the cheques which are unpaid, deducting
their total at the foot of the extract. 5

(2) The Treasury Officer s}mll furnis}} the Court with a daily advice list
of the sums received m_ld paid, or advise the receipts and payments in a
pass book as may be laid down by the Accountant-General.

8.R. 432. When it is inconvenient for a depositor to proceed to the
treasury with the Court’s order to lodge his deposit, it may be received by
the Court, and by it afterwards forwarded to the treasury. Courts in the
same town with a treasury shall make remittances daily; if at a greater
distance, they shall remit f.requ'ently at fixed intervals. Similarly, when
it is inconvenient for a claimant to proceed to the treasury to obtain
repayment of a deposit, the Judge may pay him in cash, provided that there
are 1n the Court funds sufficient, whether of current deposit receipts or of
the office permanent advance, to meet the payment.

Nore 1.—In these cases, the gross receipts and payments taking place at the Court
must be shown as remitted to and from the treasury, and the payment be supported
by the paid orders. If the receipts are in excess o the payments, the excess should
be remitted in cash to the treasury; and if the payments are in excess of the receipts,
the treasury should pay the excess to the Court, which will thus recoup the permanent
advance account.

Nore 2.—No permanent advance may be given and held apart specially for the
repayment of deposits; the office permanent advance may be augmen sufficiently.

S.R. 433. When the list of lapses under S.R. 422 is made up by the
Court. notice of the amount must be sent to the Treasury Officer to enable
him to deduct the amount in the personal ledger.

Seorion V.—PErsoNAL DEeposITs.
Receipts and Repayments.

S.R. 434. Subject as provided in S.R. 410, moneys tendered as Personal
Deposits may be received at the treasury from the administrators of the
deposit accounts without specification of detailed items.

8.R. 435. Unless in any case the Government direct otherwise
withdrawals can be allowed only on cheques signed by the responsiblé
administrator of the deposit account concerned. The charges in the
treasury accounts shall be supported by the original paid cheques.

Withdrawals shall on no account be allowed to exceed the balance at
eredit in the deposit account.

Secrion VI.—DEposits ¥or works poNe ForR Punric Bonies or INpivinuvaLs
S.R. 436. Payments made to the Government by Distriet Boards
3 S,

Municipalities and other Local Bodies for the cost of land taken up on thei
behalf under the Land Acquisition Act shall be received at thep treusuxe-;rt
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in accordance with the procedure laid down in paragraph 21 of Appendix
15. The number and date of the award statement as well as the date on
which the deposit was credited in the treasury accounts shall be noted on all

orders and vouchers on which the payments are made out of the deposit
account.

8.R. 437. Deposits for works to be done on behalf of Local Bodies and
other parties may be received and dealt with by the Works and Buildings
or Irrigation and Waterways, and other departments carrying out the
works, 1n accordance with departmental regulations.

. Nore.—When under departmental regulations the Local Body or the party concerned
is authorised to pay the deposit direct into the treasury, the accompanying chalan

should state clearly the name of the department to which the amount is creditable,
and the division and the work to which the deposit relates.

Secrion V1I.—DEerosits oF FEES.

8.R. 438. Tees received from non-Government bodies or private persons

for work done for them by Government servants shall be dealt with as
follows : —

(1) In cases where a Government servant is permitted to retain the
whole of a fee, he should collect it himself and the Government
will not be concerned with the transaction.

(#7) In cases where the fees are divisible between the Government and
the Government servant concerned—

(a) If the exact amount of the fees and the distribution of shares
between the Government and the Government servant are
known beforehand, the share due to the Government
should be ecredited as miscellaneous receipt of the
Department to which the Government servant belongs,
and the rest should be collected by the Government
servant himself. The Government share should be paid
into the treasury as far as possible, by the body or person
paving the fee; ;

(b) If the amount of the fees or the shares are known only
approximately beforehand, all the fees should in the first
instance be paid into the treasury to the credit of the
Government, as far as possible, by the body or person
paying the fees. The recoveries should be credited to the
appropriate deposit head, pending final settlement, when
the share due to the Government should be credited as
miscellaneous receipt of the department to which the
Government servant belongs, and the rest should remain
under deposit head for disbursement to the Government
servant in accordance with the procedure set out below:
The Government servant himself, if he holds a gazetted
post, or the head of office on behalf of a non-gazetted
Government servant, must claim the amount due to him
on a bill in ordinary pay bill form specifying therein the
authority sanctioning the payment of fees, and forward
the bill to the Accountant-General through thé Treasury
Officer concerned, who will furnish necessary details of
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the credit in the treasury accounts. The Accountant-
General will, after verifying the credits, authorise the
payment and return the bill to the Treasury Officer who

will pay it by debit to the deposit head concerned.
Nore.—These rules are intended to be applied to cases in which the whole or a
share of the fees as such is payable to the Government servant doing work for non-
Government, bodies or persons.. They are not applicable to cases, e.g., fees. levied. for
overtime work in departments where it is in existence, where a Government servant
undertakes the work as a part of his official duties although, in view of the extra work
involved and in consideration of the fees realised, he is remunerated by a share out
of these receipts. In the latter cases the fees realised are adjustable as departmental
receipts and the disbursements to the Government servant as departmental expenditure.

Qecrioxn VIII.—Seeciar. RureEs ror DEerosirs oF Locan Funps.
Eaxplanation.

8.R. 439. The expression ‘‘Local Fund” denotes:—

venues administered by bodies which by law or rule having the
force of law come under the control of the Government, whether
in regard to the proceedings generally, or to specific matters
such as the sanctioning of their budgets, sanction to the creation
or filling up of particular appointments, the enactment of leave,
pension or similar rules,

(i7) the revenues of any body which may be specially notified by the

Government as such.

; () re

Receipts and Payments.
B

8.R. 440. Save where it is expressly provided by any law or rule havin
the force of law, moneys pertaining to a Local Fund may not be receive
for deposit at a treasury without some general or special order of the
Government.

8.R. 441. The accounts of Local Funds at a treasury shall be kept as
being paid into and drawn out of the

a pure banking account, moneys 8 ‘
he nature of receipt or expenditure.

treasury without specification of the ) !
Unless in any case the Government direct otherwise, withdrawals can be
made only by cheques signed by the administrator or some responsible

officer of the Local Anthority concerned.

S.R. 442. Tf, under any: special order of the Government, moneys
required by a Local Body have to be drawn from the treasury on detailed
bills, such bills shall be presented, as far as possible, in accordance with the
relevant provisions of Clmpter IV. ®The gross amounts of bills shall be
debited by the Treasury Officer against the Local Iund concerned, the
deductions on account of in_cmue-tax, fund subscription, ete., being credited
by transfer in distinet entries.

8.R. 443. No Local Body is allowed to overdraw the balance at its
credit in the Public Account, without obtaining beforehand a loan or
eontribution from Government funds to cover the overdraft.

Verification of Balances.

S.R. 444. The balances at credit of each Tocal Fund shall be verified
at the end of the year by the Treasury Oflicer in communication with the
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Accountant-Gieneral on the one side, and the officer or committee administer-
ing the fund on the other. The balance on the Accountant-General’s books
is the balance acknowledged by the Government, and the Treasury Officer
is required to follow it, and not the local accounts as his standard.

J

Secrioxy I1X.—OraER DEeEPOsiTS ACCOUNTS.

8.R. 445. Moneys appertaining to special deposit aceounts which do
not strictly fall under any of the separate classes specified in this Chapter
may be paid into or drawn out of the Public Account in accordance with
such general or special directions as may be given by the Government.

Chapter VIIi.—Loans and Advances.
Subsidiary Rules under T.Rs. 10 and 16.
SecrioN I.—GENERAL.

i Introductory.

8.R. 446. The rules in this Chapter shall apply to loans and advances
of different classes, which are granted out of funds provided by the
Government . under the heads ‘‘Loans and Advances by State
Governments’ and ‘““Advances Repayable,”” except in so far as they are
governed by any special rules contained in other Chapters of these rules or
in any departmental regulations.

Mode of Drawing and Repaying.

S.R. 447. A bill on which a loan or advance is drawn must quote the
authority sanctioning such a loan or advance. Subject to the provisions
of Section II of this Chapter, a Treasury Officer may authorise payment of
any loan or advance only if the bill has been signed or countersigned by
the authority competent to sanction such loan or advance, or if the sanction
has been specially communicated to him.  In the case of loans and advances
requiring sanction of the Government, no part of such a loan or advance
can be disbursed except under the orders of the Accountant-General.

8.R. 448. Except as otherwise provided in Section I1 of this Chapter,
loans and advances may be drawn on simple receipt in T.R. Form No. 48
(necessary changes in the form being made in manuseript).

S:R. 449. Tn repaying a loan or advance, the memorandum or chalan
presented at the treasury, or if the repayment is made by deduction from
the amount of a claim against the Government, the bill for such a claim,
must state the original date and amount of the loan or advance, or otherwise
give sufficient particulars for its idemtification. If the amount repaid
includes interest as well as principal, the interest must be separately
specified. If the repayment is a fixed periodical amount, including both
Interest and principal, the orders fixing the amounts shall be quoted.
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Secriony II.—SpEciar. RULES APPLICABLE TO DIFFERENT CLASSES OF LOANS
AND ADVANCES. v

Loans to Municipalities, District Boards, ete.

8.R. 450. TUnless in any case the Government direct otherwise, the
issue of loan money shall be governed by the following rules:—

(¢) Every loap granted to a Municipality, District Board or any other
quasi-public body or person will be recorded in the books of the
Accountant-General, and no part of it can be issued except under
his authority.

(i) No department or Government officer may incur any expenditure
or any liabilities against a sanctioned loan, unless a statement
in writing is first o%tained from the Accountant-General that the
amount is available out of such a loan and has been placed by
him in a separate account so as to be available for the proposed
expenditure.

(ii) The Accountant-General, before furnishing fthe statement
mentioned in the preceding clause, will ascertain that the
municipality or other body responsible for the loan has assented
to the arrangement, or that it is distincily stated by the

-

Government among the terms of the loan. -

(¢v) Funds spent under clause (i7) shall reckon for inferest as if they
were drawn on the last day of the month in the accounts of
which they are included by the spending department or officer.

Revenue Advances.

8.R. 451. The following special procedure is preseribed for the drawing
of Revenue Advances which include takavi advances, advances under the
Land Improvement Acts, and any other advances which Revenue Officers
are allowed or directed to make under the provisions of any law, or under
special order of the Government.

Nore.—Takavi works advances in the form of expenditure on Takarvi works in the
Irrigation and Waterways Department are regulated by departmential rules. Save

where the estimated cost of such works are recovered in the Irrigalion and Waterways
A : R ;
Department, recoveries of such advances will be made by the Collector in the same

way as arrears of land revenue.

8.R. 452. Advances may be issued from the treasury upon orders signed
or countersigned by the Collector or other duly authorised officer. Neither
the Treasury Officer nor the Accountant-General will be responsible for
taking further cognizance of each individual transaction after payment by
a treasury beyond keeping a separate plus and minus memorandum for_eac
officer who authorises the advance, in acordance with the directions
contained in this behalf in the Account Code, Vol. II. For all further
accounts and supervision, the departmental authorities will be responsible.

8.R. 453. (1) Advances may be made either direct to the parties
concerned and on their receipt (stamped when necessary), or in lump sums
ont abstract bills in T.R. Form No. 35 to Government oflicers disbursing
the advances.

(@) In the former case, the payments in the treasury accounts must be
supported either by actual payees’ receipts, or where these are required by
the departmental officer, by a certificate. from the Collector or other duly
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authorised officer to the effect that the payments have been made to the

pflg)per parties and their receipts duly taken and filed in the departmental
office.

(b) In the latter case the following safeguards should be adopted :—

() No officer disbursing theése advances should be allowed to draw a
second abstract bill without producing a detailed bill to account
for the amounts already disbursed from the last advance taken,
any balance left being at the same timeé refunded into the
treasury. In no case should the submission of the detailed bill
be delayed beyond the end of the month following that in which
the advance was drawn from the treasury.

(i1) Disbursing officers should take the receipts of the payees on the
spot as soon as the advances have been made, and certify at the
foot of the detailed bill that the advances were duly sanctioned
by the competent authority and paid in their presence.

(#17) Payees’ receipts need not be sent with the detailed bill and their
names need not be shown in it. The detailed bill should be
forwarded to the Accountant-General through the Treasury
Officer in support of the debit appearing in the treasury account.

(iv) The Collector or the head of the department concerned should
prescribe a money limit for the amount which can be drawn on
abstract bills by each officer with due regard to the circumstances
of each case.

(2) No officer authorised to make advances may question the accuracy
of the treasury plus and minus memorandum as the record of his
responsibility, otherwise than by satisfving the Accountant-General of its
erroneousness and causing him to correct it. Every officer should see that
the debits and credits made to his account accurately correspond with those
which enter his own registers and returns for each month. If he is fiot
the Collector, he must obtain from the treasury a copy of the plus and minus
memorandum with which he is concerned and take necessary steps for the
removal of \differences  between the -two. sets of. accounts. Special care
should be taken in paying recoveries into the treasury that the amounts
of interest and principal recovered are separately and distinetly credited,
as the former must not, and the latter must, be credited® in the plus and
nmanus memorandum.

Advances under Special Laws.

_8.R. 454, Advances under this head will be regulated in _nccordt_mce
with the provisions of the relevant Acts and rules framed thereunder, or by
such orders, general or special, as may be issued by the Government in this

behalf,

Advances for Departmental Purposes.

S.R. 455. Advances granted under special orders of competent authority
to Government officers for departmental or allied purposes may be drawn
on the responsibility and receipt of the officers for whom they are sanctioned,
subject to adjustment by submission of detailed accounts supported by
vouchers or by refund, as may be necessary.
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- In the case of advances for survey and other departmental expenditure,
which are ultimately recoverable from private owners or other parties, the
duty of maintaining detailed accounts of the advances, of watching their
recoveries and of supervision, ete., shall rest with the departmental
authorities concerned, the Terasury Officer being responsible only for
maintaining a plus and minus memorandum, where necessary, in accordance
with the directions contained in the Account Code, Vol. IT.

The provisions of clause (2) of S.R. 453 apply also to advances of this
class of which the detailed accounts are kept departmentally.

Advances to Government Servants on Personal Account.

S.R. 456. These advances may be drawn on ordinary pay or travelling
allowance bill form, or on simpie receipt form (T.R. Form No. 48), as
mav be found convenient. The names of Government servants with their
designations and amounts of advances sanctioned for each should be clearly
indicated in the form to be used for this purpose.

A personal advance to a Government servant may be repaid either in
cash or by deduction from his pay or travelling allowance bill, as may be
required under the rule or order applicable to each case. ‘In cases in which
repayment is made in cash, remittance of the amount to the particular
treasury or office from which the advance was drawn is not necessary.

Other Loans and Advances.

~

8.R. 457. Subject to the general provisions contained in Section I of
this Chapter, loans or advances not falling, under any of the separate
classes specified in this section, may be drawn and repaid in accordance
with such general or special order as the Government may issue in each

case,

Chapter 1X.—Transfers of Moneys standing in the Public Account.
#  Subsidiary Rules under T.R. 30.

SrerroNn I.—INTRODUCTORY.
General.

8.R. 458. The subsidiary rules in this Chapter are issued after
consultation with the Reserve Bank.

Kinds of Transfers.

8.R. 459. Transfers and remittances of moneys standing in the Public
Account are of the following kinds,-namely:—

(a) Transfer through currency, that is, a transfer of money between
the treasury balance and the currency chest at one place in
consideration of an opposite transfer of the same amount being
made at another place, e.g., ftransfers at a district treasury
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against opposite transactions at a sub-treasury subordinate to it,
‘and transfers at the Currency Office against deposits and
withdrawals at treasuries and sub-treasuries.

Norte.—Currency chests are maintained at treasuries and sub-treasuries on behalf

of the Issue Department of the Reserve Bank in accordance with the arrangement
described in Chapter 2 of Part 11I.

(b) Remittances of coin and notes—

(i) Bank remittances, that is, remittances from the Bank to a non-
Bank treasury or sub-treasury or wvice versa, when both the
receiving and the remitting offices are not within the jurisdic-
tion of a single State.

(i) Remittances between treasuries, that is, remittances from the
treasury balance at one treasury to the treasury balance at
another treasury, when both the remitting and t}le receiving
treasuries are not within the jurisdiction of a single State.
This method of remittance applies only to remittance to and
from sub-treasuries where there is no currency chest and to the
remittance of foreign notes and coin, and of uncurrent coin,
ﬁl}en such coins are not sent separately for remittance to the

nt.

(#i7) Mint remittances, i.e., remittances to the Mint of uncurrent coin
or coin withdrawn from circulation from a treasury or from the
Bank conducting the cash business of a treasury.

Nore.—Remittance of uncurrent coin from a sub-treasury to the district treasury
af a State will be treated as a local remittance affecting the balance of the State
overnment.

Application of Rules.

S.R. 460. The subsidiary rules preseribed in Section IT of this Chapter

apply to transfers between the currency chest balance and the treasury
balance at a treasury.

8.R. 461. Unless in any case the Government after consultation with
the Reserve Bank direct qtherwise, all remittances mentioned in clause (b)

of S.R. 459 shall be governed by the provisions of Section IIT of this
Chapter. :

Secrion I1,—TraNsrErs THROUGH (CURRENCY.

Bank Treasuries.

S.R. 462. All transfers from and to currency chests at the Bank will
be effected under instructions from the Currency Officer, and such transfers

will not affect the Government balance and will not pass through the Public
Account.

S.R. 462A. Subject to any special direction contained in Part III, all
transfers from and to currency shall be of whole rupees and notes. .

8.R. 463. At sub-treasuries where there is a curreney chest, the
transfer of funds shall be made in accordance with the following
procedure : —

(i) When a Sub-Treasury Officer requires funds, he should, with_thg
previous permission of the Treasury Officer, transfer the require
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amount from the currency chest to his treasury balance and report
the fact forthwith to the Currency Officer direct by wire (or by
letter if it can reach its destination within twenty-four hours)
on the date of the transfer.

Nore 1.—In cases where payment of a Draft or Telegraphic Transfer has to be
effected and the sub-treasury balance is not sufficient to meet it, the Sub-Treasury
officer may withdraw funds from his sub-chest sufficient to meet the Draft or Telegraphic
Transfer without the previous sanction of the Treasury Officer. No payment of a
Draft or Telegraphio Transfer should be made direct from the chest balance. Funds
should first be transferred from the chest to the treasury balance and payment made
therefrom.

Nors 2—The Currency Officer may, on the recommendation of the Treasury Officer,
permit a Sub-Treasury Officer to transfer funds from the chest without the sanction
of the Treasury Officer, subject to such conditions as he may impose regarding amounts
and the period of such sanction.

(#t) When surplus funds accumulate at a sub-treasury, the Sub-Treasury
Officer should deposit them into the currency chest and
communicate the fact forthwith to the Currency Officer by wire
(or by letter if it can reach its destination within twenty-four
hours) on the date of the transfer, an intimation being simul-
taneously sent to the Treasury Officer by post.

(#i7) In districts where an agency of the Bank conducting treasury
business is situated at a place where there is a sub-treasury,
instead 'of at the headquarters, the opposite payment in respect
of currency transfers at the district treasury and other sub-
treasuries in the district shall be arranged for in the same wa
as set out in clauses (i) and (i¢) above, and no payment shall be
made at the Bank.

Nore—Chest slips should be submitted by the Sub-Treasury Officer to the Currency
Officer through the Treasury Officer.

8.R. 464. At sub-treasuries where there is no currency chest, transfer
of funds will be made by the remittance of notes or coin from the Bank
to the sub-treasury, or wice versa, in accordance with the procedure
prescribed in Section ITT of this Chapter. The Bank will provide the

funds for remittances to sub-treasuries at the request of the Treasury

Officer.

Non-Banlk Treasuries.

8.R. 465. Transfer of funds from or to the treasury balance shall be
made in accordance with the following rules: —

(i) The Treasury Officer may at any time deposit surplus funds into
the currency chest at his treasury. When owing either to
receipts at the treasury or to withdrawal from the currency chest
against deposit at a sub-treasury, the treasury balance exceeds
by any appreciable amount the mnormal bhalance fixed by the
(_‘Lovernment, the excess should be deposited into the currency
chest,

(i7) When the Treasury Officer requires funds either to meet disburse-
ments at the treasury or for deposit into the chest agaifxst
withdrawals at sub-treasuries, he should make the NeCessSary
transfer from the currency chest- to replenish the trensufy

balance.
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(#iz) Every transfer from the {reasury balance to the currency chest,
or wice versa, must be reported at once to the Currency Officer
by telegram (or by letter if it can reach its destination within
twenty-four hours), in addition to sending slips in Form T.E. 2,
unless a corresponding transfer is made at a sub-treasury.

S.R. 466. Transfer of funds to and from sub-treasuries where there is
a currency chest shall be made through currency, the opposite payments
being made at the district treasury or at "another sub-treasury so as to
retain the total balance in the currency chest of the district unchanged.
The procedure shall be as follows: — :

() When a surplus accumulates at a sub-treasury, the Sub-Treasury
Officer should deposit the surplus into the currency chest. When
the sub-treasury balance exceeds by any appreciable amount the
normal balance laid down by the Treasury Officer, the excess
should be transferred to the currency chest, unless heavy
payments are expected to absorb it within the next two or three
days. On receipt from the Sub-Treasury Officer of the chest
slip in Form T.E. 2 reporting the transfer, the Treasury Officer
should make the corresponding ftransfer from currency to
treasury at the district treasury.

It is the duty of the Treasury Officer to see that the Sub-Treasury
Officers deposit surpluses promptly into the currency chest. 1f
at any time it appears that the balance at a sub-treasury is
unnecessarily large, the Treasury Officer should order a deposit
of the surplus into the currency chest.

(it), When a Sub-Treasury Officer requires funds, he should apply to
the Treasury Officer for sanction to a transfer from the sub-
treasury chest. If the Treasury Officer considers that the transfer
is necessary, he should make a transfer of the amount
from treasury to currency at the district treasury and order the
corresponding transfer from ecurrency to freasury at the sub-
treasury.

Nore 1.—The instructions laid down in note 1 below S.R. 463(i) apply equally to
pagments of drafte and telegraphic transfers from non-bank sub-treasuries.

Nore 2.—The Currencf Officer may, on the recommendation of the Treasury Officer,
ermit a Sub-Treasury Officer to transfer funds from the chest without the sanction
of the Treasury Officer, subject to such conditions as he may impose regarding amounnts

and the period of such sanction.

'8.R. 467. Transfer of funds fo and from sub-treasuries where there is
no currency chest shall be made by the remittance of notes or coin in
_accordance with the procedure prescribed in Section III of this Chapter.
Such remittances shall not be made except under the instructions of the
Treasury Officer.

Secrioy 11T.—REMITTANCES oF CoIx AND NOTES.
General.

8.R. 468. The provisions of S.Rs. 469 to 513 shall apply primarily to
remittances to and from treasuries and sub-treasuries, the cash business of
which is not conducted by the Bank. At places where the cash business
of the treasury is conducted by the Bank, these rules shall apply
subject to the provisions of S.Rs. 514 and 515 and such other instructions
as may be issued by the Reserve Bank.

141



[S.Ra. 460-472] SUBSIDIARY RULES [Parr II]

Despatch of Remittances.

S.R. 469. (1) No remittance of coin or notes from a sub-treasury or
treasury to a treasury or sub-treasury in another district or to the Currency
Office, shall be made except in accordance with the special or general
instructions of the Currency Officer. When a surplus of coin or notes
accumulates in the district, the Treasury Officer shall report the details of
the surplus to the Currency Officer and obtain his instructions for
remittance to another treasury or the Currency Office. Uncurrent coin and
notes unfit for issue shall be dealt with in accordance with the provisions

of S.Rs. 476 and 477 respectively.

. (2) Remittances within the district, that is, between two sub-treasuries
in a distriet or between a treasury and a sub-treasury subordinate to it, may

be made under the orders of the Treasury Officer.

S.R. 470. (1) All remittances despatched by rail, river or road must
be escorted by a guard, except remittances of mickel, bronze or copper coin

during transit by rail.

NorB.—When a potdar accompanies
whole course of the journey for the contents o
an escort. The potdar will not interfere in a 3 )
of its legitimate duties but he must be permit to satisfy himself thutbzll pec_e&a.lr)y
precautions are being taken. Tn the event of damn%e occurring to a i it 18 ttg
duty of the potdar to take over any coin that may fall out and to verify the conten
and repack the box if repacking becomes necessary. The qscorb_oﬁieor must nob

in the execution of his duties.

permit the potdar to be interfered with

a remittance he is responsible during the
¢ the boxes and the police guard acts as
ny way in the performance by escort

(2) Tmmediately on receipt of a remittance order from the Currency
Officer or as soon as the Treasury Officer decides to make a remittance to
a sub-treasury, the Police Depariment shall be informed of the kind and
amount of the treasure to be remitted and asked for a sufficient escort,
whicl it will supply according to the prescribed scale. All officers on _thg
line of march from whom any assistance may be required shall be advise

by the despatching office.
in advance in T.R. Form

3) Th iving office shall be informed } '
No.( 5)7, ofe tll;?aci)larti%ulars of the remittance to be despatched, in order that
necessary arrangements may be made for receiving it.

i : i it will be in
4) A remittance shall not be sent at such a time that it wi

tr:ugsi)t at the end of a month, or that will reach its destinatiom, on a
Sunday or other authorised holiday.

vise the Currency Officer of

S.R. 471. The Treasury Officer shall ad

ittance to a place outside the district on the same
. 1? tho})treusury is so situated that the advice

day which it is despatched. ;
cai’m?)?. relz:ch the Currgncy Officer within twenty-four hours, if sent_by post,
the Treasury Officer shall send the advice by telegram. The advice shall
state the nature of the remittance and give the name of the treasury, sub-
treasury or branch of the Bank to which 1t has been despatched.

Remittances of Coin.

Coin shall be packed for remittance in stout bags, tied and

S.R. 472. 9 has been placed in each bag. The

gealed after a slip in T.R. Form No.
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Treasury Officer must satisfy himself generally of the contents of the bags,
and must see that the proper number of bags 1s placed in each box.

Nore 1.—~For remittances to the Calcutta and Bombay Mints, contents of bags
should be as below : — i

Each denomjnation of coins must be in separate bags—

Denomination. VD}):}P" Tale per bag.
Rs.

Rupees ol oo, ot o ~R 2,000 2,000 pieces.
Half rupees .. e e ot % 2,000 4,000
Quarter rupees ate Se) 0 5 800 2,006 P
One eighth rupees oo o L s o 500 4,000
Eight annas ] o A oL gt 250 500
Fou; annas 45 e AN S0 250 1,000 ,,
Two annas Nickel or nickel brass o e 250 2,000 ,,
One anna A o (i A 200 3,200 ',
Half-anna o A ib 5 125 4,000 ,,
Double pice .. e oo e ¢ 50 1,600 ,,
Single pice & o ot 55 S a0 3,200 ,,
Half pice P Ve oo s o 30 3,840
Pie pieces v» .o . . .o 10 1,920

Nore 2.—In case of a remittance sent without a potdar, the despatching officer
should examine a certain percentage himself and place a private mark upon the tickeb
of the bags so examined and the special attention of the receiving officer should be
drawn to the necessity for protecting the interest of the absent remitting officer.

S.R. 473. For journeys by road, the bags may be packed in treasure
tumbrils, or in large chests placed in carts, at the door of the treasury in
the presence of the Treasury Officer. For journeys by rail or boat, an
also (if convenient) for journeys by road, they must be packed in stout
boxes capable of containing Rs. 4,000 to Rs. 6,000 each, nailed down and
bound with iron, without gunny covering or ropes, and the hoops shall be
riveted or nailed together where they cross. Every box must bear the name
of the despatching treasury cut into, or painted on it with a number.

Nors 1.—Where coin remittances are sent in padlocked boxes, the instructions for
the use of such hoxes will be given by Government.

Nors 2.—Remittances of coin from Currency Office are usually sent in patent

remittance boxes. Special instructions regarding the method of dealing with such
boxes will be given by the remitting officer.

8:R. 474. To each box designed for river conveyance or to cross any
unfordable stream by a ferry, shall be fastened a buoy formed of a piece
of unsplit bamboo or other floating material. The rope of the buoy shall
be at least ten yards long. The police officer in charge is responsible for
seeing that it is never detached from the box, mnor, so’long as the box is

143



[S.Ra. 474-478) SUBSIDIARY RULES . [Part II]

on board any boat, knotted or entangled in any way.  When treasure is
gent by a sea-going vessel, the despatching officer shall remove the buoys
after the boxes are shipped, and the receiving officer shall attach the buoys,
when landing the treasure; if he is not the Treasury Officer, he shall obtain
the buoys from that officer. .

Nore.—The above precautions are not necessary in the case of remittance covered
by insurance.

8.R. 475. [Invoices shall be prepared separately in triplicate in T.R.
Form No. 58, one copy shall be retained by the remitting officer, another
shall be despatched by post on the same day to the receiving treasury, and
the third made over to the escort officer. The weights entered in the invoice,
shall be those ascertained by weighment in the presence of the escort officer.

Nore.—Separate invoices must be prepared for treasury and currency remittances,
the words ‘“Treasury Remittance’’ or ‘‘Currency Remittance,’”’ as the case may be,
being written on the top.

In the case of treasury remittances, the invoices should show separately uncurrent
@) silver, (2) nickel and (3) copper or bronze coins, giving separate totals for each
group of coins. )

Uncurrent coin.

S.R. 476. (oins withdrawn from ecirculation shall be remitted to the
Mint in accordance with the following rules:—

(1) Broken and cut coin should not be remitted ordinarily until a sum
of at least Rs. 20 has accumulated.

(i) Invoices of the remittances should be prepared in T.R. Form
No. 59. Treasury Officer should devote particular care to filling
them up correctly.

(iit) The Mint Master will prepare a valuation statement of the
remittance received and forward it to the remitting treasury. :

v 7 denev in tale found by the Mint Master must be made

Sl Aggogeﬁ;u&cey 'i‘:}ezt;urer and any excess in tale will be returnec

to the remitting treasury. Any excess in value found by the

Mint Master will be credited to the Union Government.

Remittances of Notes.

8.R. 477. All notes unfit for issue, which may have accumulated_atha
treasury, shall be sent to the Currency Office (or treasury named by t.s
Currency Officer), on each occasion on which a remittance of notes or coll)
is sent to or received from the Currency Office. Such notes should not be
cut for remittance. Adviee of the remittance giving details of the
denominations and value of the notes shall be sent by post to the Currency

Officer.

8.R. 478. New notes or notes fit for re-issue should never be cut for
remittance. When the value of the notes to be remitted does mot exceed
Rs. 2,000 and the notes cannot conveniently be included in a specie
remittance, they may be sent by post insured up to their full value. When
the value exceeds Rs. 2,000, the notes shall be sent in charge of a potdar
and police guard. -
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S.R. 479. The following instructions shall be observed for packing
parcels of notes: —

(i) Notes of each denomination must be arranged in separate bundles
stitched by one edge into books of 100 each, any excess over
multiples of 100 being made into one book. To each bundle
of books should be attached a slip in T.R. Form No. 10, stating
the number of pieces it contains and bearing the full signature
of the official who last counted them and made up the bundle
before despatch.

(i7) For remittances in charge of a potdar and police guard, the bundles
should be packed in parcels of ten bundles each and the parcels
should be placed in strong wooden boxes which should be securely
fastened and sealed. The boxes should be weighed in the
presence of the escort officer and the weight and contents of each
box entered in the invoice in T.R. Form No. 58.

Nors.—Fresh notes of the denominations of Rs. 5 and Rs. 10 are remitted from the

Currency Office to currency chests in the original bundles received from the Security
Printing Press.

S.R. 480. 1In the case of remittances sent in charge of a police guard,
an invoice in T.R. Form No. 58 shall be prepared in triplicate, one copy
being sent by post to the receiving officer, one given to the police officer in
charge of the escort and the third retained by the despatching officer for
record. The escort officer shall sign a receipt on each copy of the invoice,
;slmqu that he has received the boxes of the marks and weights detailed

1erein.

Escort Officer’s Duties.

S:R. 481. The escort officers shall see the boxes of notes and coin
weighed, or in the case of chest or tumbrils containing bags of coin, shall
count the number of bags. He must sign the receipt at the foot of each
copy of the invoice, the blanks being filled up in words, and if the escort
officer be ignorant of English, he should be required to write the numbers
of the bags or boxes which he has received in the Indian language commonly
used in the district on the copy of the invoice to be retained by the Treasury

Officer.
S.R. 482. The escort officer shall wire to the receiving officer the number
of the train (passenger or goods) conveying the remittance and its hour of

departure, and shall also wire again en route if any change in the train
has been made or if anything has occurred to delay its arrivaﬁ.

S:R. 483. When the escort officer is relieved in the course of the

journey, he shall obtain a receipt for ““.............cc.cceu.n. tumbrils in good
order said to contain..................... coin to the value of Rs......covvvinnvinnnnn.
ENrh +.+-bags” or for ““........c..... boxes, or for sealed wagons, in good
order, said to contain............... coin (or notes) to the value of Rs.......... .
When the remittance reaches the addressee, the latter will count the ba

and weigh the.boxes, and give a receipt for ““............ bags said to contain
............. t....coln to the value of Rs.............,”” or for ‘“..................boxes
of marks and weights detailed in the invoice said to contaim............... coin
(or notes) to the value of Rs................ ’’ 1f any box be of short weight, or

show signs of h:x\ving‘ been tampered with, it must be opened in the presence
of the escort officer; otherwise he may be allowed to return at once.
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Potdars, Shroffs, etc., accompanying remittances. '

S.R. 484. (1) Subject to any general or special instructions issued by
the Currency Officer in this behalf, Treasurers may send in charge of silver
coin or note remittances potdars who will remain in charge while the
treasure is being examined and who will take back the locks, and, if
convenient, the bags. If the guard be returning to the station of original
despatch, tumbrils or chests shall be sent back under his charge; otherwise,
they must wait for the potdar.

(2) For coin remittances the following scale may be followed :—
(i) 1 potdar up to 10 lakhs, and

(1) 1 potdar for every additional 10 lakhs or a fraction thereof up to
a maximum of 3 in all.

Nore.—The Currency Officer may sanction the deputation of a second potdar for
journeys occupying such a long time that one man cannot be expected to exercise the
necessary supervision.

(3) For note remittances one potdar may be usually sufficient, unless
the Currency Officer sanctions the deputation of a second potdar for journeys
occupying such a long time that onme man cannot be expected to exercise
the necessary supervision.

(4) In cases of heavy remittances, whether (_)f coin or notes, or of both,
the Currency Officer may authorise the deputation of one or more clerks in
addition to the usual escort of potdars. kxtra shroffs or potdars may also
be engaged, whenever necessary, with the special sanction of the Collector,
to deal with heavy receipts, or to accompany remittances, or to take the
place of permanent shroffs or potdars who do so.

S.R. 485. (1) A potdar shall, on no account, be sent either to
accompany a remittance of nickel, bronze or copper coin, Or to watch the
examination of such coin at the receiving treasury, Mint, or the Bank.

9) Potdars accompanying remittances of withdrawn silver coins and
rem(it)tances for specia% eian%ination to the Mint shall be released by the
Mint authorities as soon as nunbers of sealed boxes in the remittances have
been checked with the relative invoices and found satisfactory and correct;
on no account shall they be detained to watch the examination of any

remittance at the Mint.

8.R. 485. Potdars or clerks accompanying remittances shall' be
furnished by the remitting Treasury Officer with a certificate in T.R. Form
No. 60 witu columns 1 to 8 filled in. The officer receiving the remittance
shall consiJer with reference to the amount and kind of the remittance
received an | the number of men available at his office for exam_llx:ulhou,
how long the potdars or clerks accompanying the remittance are like ybtlo
be Jetained ay the station and inform them _forthWIth in writing to juu he
them to make suitable arrangements for their stay .a't the station. t the
end of the examination he shall complete the certificate and.retulrln 1‘t to
the remitting treasury. He shall state in column 12, the daily a o_w.mﬁe
which he recommends for the halt in excess of ten days and gxplgm the
reasons for the recommendation on the reverse of the -ce!-.hﬁc%te' On
veceipt of the certificate from the receiving officer, the remitting Treasury
Officer shall forward it for necessary action, if halts in excess of ten days
have been wade, to the Currency Officer or to the Collector according as
the charges for the remittance in question have to be borne by the Reserve
Bank or by the Government, and the authority concerned will indicate in
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column 13 of the certificate the rate at which the allowance should be
drawn. The certificate shall be attached to all bills for travelling and other
allowances, special or otherwise, admissible to the men accompanying the
treasure.

S:R. 487. 1If any chest, tumbril, or wagon be secured by double locks,
one key shall be held by the potdar, and the other by the escort officer;
if there be only one lock, the key shall be held by the potdar, but the
escort officer is responsible for not allowing the chest or wagon to be opened
before arrival at the destination, save in case of a breakdown when the
treasure must be removed to another chest or wagon in his presence. In
the case of remittances sent without potdars, single locks shall be used and
the keys entrusted to the escort officer in a sealed cover which he should
not open except when absolutely necessary due to a breakdown on the road.

Receipt of Remittances.

S.R. 488. (1) Tmmediately on the arrival of a remittance, credit for*
the invoiced amount shall be given in the cash book or other appropriate
register, and in the case of a remittance received from a place outside the
district, an advice shall be sent to the Currency Officer, stating the name
of the treasury or Currency Office from which the remittance has been
received and whether it is a currency or a treasury remittance. The advice
shall be telegraphic if a postal advice cannot reach the Currency Officer
within twenty-four hours. ‘

(2) The remittance must then be examined. The first step in this
examination is the weighment of each box in the presence of the escort
officer and the Treasury Officer and the comparison of this weight with
that shown in the invoice. A receipt shall then be given to the escort
officer and a copy of this receipt sent by post on the same day to the
despatching treasury.

-8.R. 489, When the weight of each box is not given in the invoice
the boxes must be opened and the contents examined in the presence of
the escort officer. Any infraction of the rule requiring the weight to be
stated shall be brought to the notice of the remitting officer. 1f any box
be short weight or show signs of having been tampered with, it shall

similarly be opened and its contents examined before the escort is released.

S.R. 490. If coin or notes received in the remittance are required for
despatch to another treasury within a few days of its receipt, the boxes
may be deposited unopened in the strong room, provided they are in good
order and that they are in charge of a potdar who will be available to
accompany them to their final destination.

8:R. 491. (1) New nickel or bronze coin received either directly from
the Mint or from any other treasury in the original Mint boxes may be
accepted as correct, provided the boxes are numbered and the seals bear a
distipet impression and both remain intact at the time of receipt.

(2) In all other cases, the boxes shall be opened immediately whether
the remittance is accompanied by a potdar or nmot. When a potdar has
accompanied the remittance, the boxes shall be opened in his presence.
Unless the detailed examination of the whole remittance is immediately
proceeded with, the bags of coin or parcels of notes shall be deposited in
the strong room under double locks, care being taken as far as practicable
to place them apart from other treasure. To guard against abstraction of
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coin from remittances which may remain unexamined in the strong room
for some time, and which cannot be separately secured in a chest or chests,
it shall be arranged, when the amount of the remittance does not exceed
rupees five lakhs and when the procedure will not cause practical
inconvenience, that the entire contents of each bag are weighed by emptying
them into the scales before depositing the remittance in the strong room.
This weighment must be supervised by the Treasury Officer.

(3) In the case of larger remittances, similar care must be exercised,
though it will usually be impossible for practical reasons to examine them
in the same detail. The Treasury Officer in such cases must satisfy himself
that the remiftance has not been tampered with, by personally picking out
a number of boxes and bags from time to time, and having the contents of
these weighed under his supervision. In the case of remittances exceeding
rupees five lakhs, or when it is not found practicable to weigh out smaller
remittances, care shall be taken to cover completely all bags forming parts
of the remittance with tarpulins, the notes being secured in a chest or
«chests or replaced in the original boxes with the lids securely fastened.

S.R. 492. The detailed examination of the remittance shall be conducted
in the presence of the potdar from the remitting treasury and under the
supervision of the Treasurer of the receiving ftreasury or some othg?
responsible person acting on his behalf. If, however, the remittance is
not accompanied by a potdar from the remitting treasury, the detailed
examination must be made in the immediate presence and under the
personal supervision of the Treasurer of the receiving treasury who should
see that the interests of the remitting treasury are adequately safeguarded.

8.R. 493. Every facility must be given to the potdar of the remitting
treasury to watch the examination. Any complaints which he may make
shall be reported at once to the Treasury Officer. If any fraud is suspected,
arrangements shall be made for the search of the examining potdars in the
presence of the potdar of the remitting treasury.

8.R. 494. Only such portion of a remittance shall be taken out of
the strong room as can be examined during the course of the day. When
any portion remains unexamined, the attending potdax" may, if he so
wishes, be allowed, at the time of the closing of the office, to place one
lock of his own on the chest containing the unexamined portion, or if this
is not possible, on the outside door of the strong room.

8.R. 495. The notes and the coin composing the remittance shall be
counted and examined in detail so as to ensure not only that they are all
genuine but also that each bundle of notes or bag of ecoin contain the
alleged number. In the case of remittances of fresh mnotes from the
Currency Office sent in bundles of 1,000 pieces, the bundles shall be split
up into packets of 100 notes each. Any light weight or other uncurrent
or defective coin found in the course of the detailed examination of a
remittance of current coin shall be separated and dealt with under the
instructions contained in Chapter 3 of Part ILI, while deficiencies whether

in the tale or due to bad or counterfeit notes or coin, shall be dealt with in
the manner preseribed in S.R. 499,

8.R. 496. As the examination of each bundle or bag is completed,
the relative slips, in T.R. Form No. 9 or 10, as the case may be, contained
therein, shall be taken out and replaced by fresh slips prepared by the

receiving treasury.
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The slips of those bags and bundles, the contents of which have been
found correct, shall be made over to the Treasury Officer for immediate
destruction, while the rest shall be attached to the report to be made to
the remitting treasury under sub-rule (1) of S.R. 499. d

Nore.—In the case of remittances of coin from the Currency Office, all the slips
must be returned to the Currency Office after the remittances have been examined.
-

8.R. 497. The Treasury Officer shall supervise the examination of the
remittance generally- and see that adequate safeguards have been taken by
the Treasurer to avoid during examination all malpractices whether on the
part of the accompanying potdars or the examining potdars. He shall
put away the examined notes and coin under double %ocks of the treasury
or of the currency chest, as the case may be. On completion of the
detailed examination, he must send a formal report to the remitting officer
showing the result of the examination.

8.R. 498. No time shall be lost in examining a remittance both in
order to release the potdar who accompanied it and so reduce the cost of
remittance, and in order that any deficiency may be recovered from the
remitting Treasurer.

Nor#,—The minimum amount of coin and notes of each denomination which one
man should examine in a day is as follows:—

Coin. Rs.
New rupees g 2,00,000
Old rupees w7 8,000
New % rupees of the value of ... 50,000
Old % rupees of the value of 4,000
New 4 rupees of the value of 24,000
Old %} rupees of the value of 2,000
Old ! rupeces of the value of 1,000
New 4 anna nickel of the value of 18,000
Old 4 anna nickel of the value of 2,500
New two anna nickel of the value of 7,000
Old two anna nickel of the value of 2,000
New one anna nickel of the value of 3,500
Old one anna nickel of the value of 1,000
New half-anna nickel-brass of the value of 1,750
Old half-anna nickel-brass of the value of 500
New single pice of the value of 750
Old single pice of the value of 400
New } pice of the value of 500
Old } pice of the value of 250
New pie pieces of the value of 200
Old pid pieces of the value of 150

Notes. Pieces.
New notes of all denominations 15,000
Old Re. 1 and 2-8 notes 8,000
01d notes of higher denominations 2,600
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Deficiency or Excess found in Remittances.

S.R. 499. (1) If any deficiency is found in the detailed examination
and is not immediately recovered from the potdar in charge, it must be
entered in the cash book as a distinet item of payment with full particulars
and the Treagury Officer of the remifting treasury requested to recover the
amount and credit it in his own treasury.

A deficiency discovered at the Bank or at a Currency Office will be
made good from its own cash balance and will be shown as an expenditure
on Government account under advice to the remitting treasury, for recovery
and credit in its accounts. Similarly, a deficiency é(zliscnvm'ed at a treasury
in a remittance from the Bank or from a Currency Office shall be made
good from the treasury balance under advice to the remitting office, which
will ecredit the amount to Government account. Recoveries of such
deficiencies will be watched by the Accountant-General.

(2) The Government will be responsible for any shortages discovered at
the Mints in a remittance received from a treasury or a sub-treasury.

(3) Every defect or deficiency discovered during examination shall be
entered on the slip pertaining to the bag of coin or bundle of notes
concerned and must be specially reported to the remitiing officer direct,
whether or not it is made good«by the accompanying potdar, the slip
being attached to the report. If a potdar of the remitting treasulll'y
is present to witness the examination, he must be required to attest the
entries as they are made. Any bad coin or notes which have fo be returned
to the remitting treasury shall be made over to the potdar, or, 1n his
absence, remitted by insured post at the cost of the remitting lrez;surer.
1f there is no potdar in charge, the report must state the name ml\)( Tuntk
of the officer who personally supervised the examination, and must be sent,
together with the attached slip, immediately on the close lof the 'L;J::gmm.;{t‘l'on,
or, if it is a prolonged one, at the close of the day, to hj-“ TBRILLAIE O ltetr,
to enable the Treasurer of the remitting treasury, for his own purpose, to

.

fix responsibility for the deficiency which he is obliged tollqak_c goo('l. 'If'
any bag or bundle of notes is recen.'ed without a slip, and 18 }:“ “ﬂ),t:‘_a.\
short or deficient, an immediate special report shall be sent to the remitting

officer.

8.R. 500. All excesses found in a remittance shall be rvturned.bt]o t%e
remitting office through the attending potdar, or if this is “'OthPOSSI 'et" \
registered post or by money order, the cost being borne by the remitting
oftice.

8.R. 501. When new nickel or bronze coin 18 yeg‘eived _eithor directly
from the Mint, or from another treasury in the orl@!{"“l Mint boxes, any
rxeess or deficiency found on  examination shall be immediately reported
and the printed slip of contents forwarded to the Mint Master. The report
shall state the number of the box in which the excess or deficiency was
found and the condition of the boxes on delivery.

Additional Rules for Remittances by Railway.

8.R. 502. When large remittances are made, notice shall be given
some fime beforehand to the railway authorities at the station of despatch,
in order that wagons of convenient sizes may be brought together.
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8.R. 503. (1) When treasure is loaded for despatch by rail, the doors
on one side of the wagons shall, if possible, be secured from inside, and
all doors that can be opened from outside shall be secured by good padlocks.

(2) Small remittances need not be forwarded by wagon, but can be sent
in the same compartment in which the guard in charge travels.

(3) It is the duty of the remitting Treasury Officer to supply- the
padlocks and there must be a sufficient stock in a treasury whence frequent
remittances are sent by rail. The Treasury Officer shall take the receipt
of the escort officer for the padlocks. 1f the escort is returning, the
receiving officer shall return the padlocks through the officer in charge of
the escort; otherwise, a receipt shall be given to the police and the locks
returned as soon as possible by parcel-post or by rail or through the potdar.

8:R. 504. The Treasury Officer jointly with the police officer who is
to travel in charge, shall superintend personally or by substitute the loading
of the vans, and shall hand over to the Police Officer a memorandum of
istructions (in T. R. TForm 68), and as many blank receipts as there will
be reliefs. The Treasury Officer shall take a receipt for these documents.

8.R. 505. The escort accompanying the treasure to the atation, and
protecting the loading, shall be of such strength as may be fixed by the
Government for the escort of such a sum by road or for the special purpose,
and a new one of corresponding strength must meet the treasure at the station
of delivery. During the railway journey, it may be protected by a guard
of reduced strength accommodated in adjoining brake-van, if the remittance
is_carried by goods train, or in the end compartment of the carriage next
adjoining the treasure van. neither door of the compartment occupied by
the escort should be locked. The strength of this escort also may be fixed
by the Government; there should never be less than a petty officer with
two men, and when the treasure is loaded in more than one wagon, the
scale should allow two men to each. When a wagon containing treasure
is detached from the train for any reason, the station master, or the guard
in charge of the train, will warn the police guard in charge of the treasure,
in order that the necessary arrangements may be made to guard it.

8.R. 508. As the instructions for the guidanse of the guard require
the men to be constantly on duty, arrangements shall be made to relieve
them at convenient points, giving to each party a stage of about twelve
hours. The exact length of each stage may be laid down by local orders.

8.R. 507. Arrangements for the relief of the guard will be made by
the police department. The officer in charge when starting with the

remittance, shall telegraph to his relieving officer the probable time of his
arrival at the relief station.

Payment of freight.

S.R. 508. (1) The railway fare and freight may be paid in cash or
by warrant or credit note according to local practice. In the case of cash
payments, the police or other oﬁicer may obtain from the‘treasury a
sufficient amount as an advance to be accounted for afterwards. The
vemitting officer or the officer arranging the remittance, will ascertain the
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nature and extent of accommodation required for the purpose without
unnecessarily increasing the cost of remittance, and send the following
requisition to the railway authorities:—

“To the Station Master

Conveyance by railway to.............. sl R R S S A A T oo SRR
............ veerereresseasneannnee-is required for treasure belonging to the
Government ’ 5
Rebars8 Bankici India to! the value of........cooa isis lakhs of rupees
loaded for............... and contained in.................. wagons.”’

(2) The station master will give the officer commanding the guard a
_paper notifying that he is in charge of treasure loaded in so many wagons.
Nore 1.—The requisition mentioned above must not be confounded with the notice

to be sent beforehand to the railway authorities, in order that the necessary wagons
may be provided. .

Nors 2—Treasure should always be booked through to the final station, and the
officer who makes the requisition should inform the railway authorities that he has
provided reliefs for the guard at specified stations.

S.R. 509. Remittance of nickel, bronze or copper coin shall be
booked at rxg!wny l‘lﬂz U BB

8.R. 510. A guard travelling in charge of notes shall have the hox
in the same carriage, and shall sit in the end compartment of the carriage
with the box under the seat against the outer planking; if the box be too
large to go under the seat, accommodation must be reserved on the terms
usually charged.

Lransport of treasure at the destination.

8.R. 511. Necessary arrangements for the transport of lrensurelut
the destination must be made by the receiving officer so as to save delay

at the railway station and inconvenience to the police department.

Additional Rules for Remittances by Steamer.

8:.R. 512. (1) An escort shall accompany a remittance of notes by
sea if freight is paid at cargo rates, in which case the value of the _notc-:‘s
shall not be entered in the bill of lading but only the num_b‘er of pieces.
But if it is cheaper to pay freight at specie rates, and if the steamer
company ace responsibility for the face value of the notes, then this
latter course shall be adopted and no escort need be sent. 1f, however, 1n
any case, the above responsibiilty is not accepted by the steamer company,
even if freight is paid at specie rates, the remittance shall be sent as
ordinary cargo at cargo rates in charge of an escort, though this course
may entail some additional expense.

(2) Remittances of coin by sea shall usually be sent insured or at the
company’s risk without an escort.

(3) Remittances of notes or silver coin (of any description) by inland
stegmer shall be sent un-insured under the protection of an adequate police
escort. ®
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S.R. 513. C_onsigmﬁents of treasure shall be taken delivery of on
arrival at a station; otherwise the treasure will be carried on to the next

station at the risk and eXpense of the consignee and the consignee will have
unnecessarily to pay demurrage charges.

Special Rules for Remittances to and from the Bank.

8.R. 514. (1) In the case of branches of the Imperial Bank of India,
when the Agent wishes to remit any surplus notes or coin from the currency
chest or surplus small coin from his balance, or desires a remittance of
notes or coin to be sent to his Branch, he will report to the local head office
or Link Branch to which he is subordinate. The local head office or the
Link Branch will communicate with the Currency Officer and orders for the
remittance will be issued simultaneously by the local head office or Link
Branch to the Agent and by the Currency Officer to the Treasury Officer.

(2) The Agent of the branch will supply the Treasury Officer with the'
notes and coin required for sub-treasuries in the district, except in those
cases in which it is more convenient to supply a sub-treasury direct from
the Currency Office or from a treasury or a branch of the Imiperial Bank
of India situated at another district, if so desired by the Currency Officer.

(3) The procedure prescribed in S.Rs. 469 to 487 with regard to packing
and despatch of remittances, will be observed by the Bank, but in the
absence of any special arrangements to the contrary made with the Agent,
the Treasury Officer shall arrange for the actual conveyance and, where
necessary, escorting of the remittances. The provisions of sub-rule (4) of
S.R. 484 vesting in the Collector the power to sanction the entertalnment
of extra potdars do not apply in the case of Bank treasuries.

8.R. 515. The following rules shall be observed in the-examinaticn
of remittances of coin or notes made to the Bank from treasuries. They

shall be fully explained to the potdars in charge of every remittance made
to the Bank:—

(a) Weighment of boxes must be made on receipt of a remittance.
The result of this weighment must be entered on the receipt
given to the officer or potdar giving delivery of the remittance.

(b) AWl remittances must be examined in a room separate from the
general business of the Bank, or if a separate room cannot be
made available, at some distance apart from the place where
the ordinary banking transactions are taking place.

(¢) The contents of each bLag of coin should be emptied into another
and passed through the scales. Potdars must see that the index
of the scales is steady before the contents are thrown out.

(d) The treasure should then be secured in separate chests and kept
distinct from other trasure under the joint keys of the Bank’s
Manager or Agent and of the remitting Treasurer’s agent until
regularly examined and brought to account.

(e) Nothing must intervene between the remitting Treasurer’s agent
and the Bank's examining potdars, so that an uninterrupted
view may be obtained by the former of the examination of the
treasure. The remitting Treasurer’s agent should sit within
the railed enclosure along with the Bank's examining potdars.
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(f) Upon completion of examination of a remittance, light weight coin
should be weighed against full weight cbin and a certificate of
the result granted on the gpot to the remitting Treasurer’s
potdar.

(9) Weighing and examining a remittance must be conducted
separately, not simultaneously, the one must be completed
before the other is commenced.

(k) If the work of weighing or examining be not finished within the
day, the bags or parcels of notes not finally taken over by the
Bank, should be placed in chests under double locks, the key
of one lock to be retained by the remitting Treasurer’s agent.
and of the other lock by the Bank authorities.

(i) The Bank potdars who commence weighing and examining a remit-
tance must continue at the same guty until completion of the
examination of the remittance, or such portion of it as has been
taken over for examinaion; their places must not be filled by
others except through unavoidable circumstances.

(7) When a remittance is not accompanied by a potdar, the examination
should be proceeded with by the Bank’s officer, but the Ageni
must ask the local Treasury Officer to depute a subordinate to be
present at the examination, and to see thn} it is carried wout by
the Bank with sufficient precautions. The Treasury Officer
should depute for the purpose a subordinate of some standing and
not a low paid clerk.

(k) The potdars accompanying the remittance must before finally lcm;mg
the. Bank, sign in a book kept for the purpose, @ .m_emnrn;u un;
of the uncurrent and spurious coins and of any deficiency founc
after examination of their respective remittances.

i i . i any of the above
(1) Should potdars accompanying a remittance find any of th oxY
. rules not being complied with, or should nn]w«hmema.?‘T:lik:,n,sq
kind be placed upon a free and open scrutiny of the p!]‘f)lijt. thg‘:'
durin ts:e examination by the Bank’s officers otr c};‘():‘h‘:-rhl.l":nlc.v

should immediately report the same to the Agen

Chapter X.—Other remittances through Covernment.
Subsidiary Rules under T.R. 30.
REservE Bang oF INDIA REMITTANCES.

I.—Introductory.

8.R. 516. The rules in this Chapter are designed prn_nurll-_\' 1;01 'ittlll:
uidance of Treasury Officers in dealing with the payments into :ulnl w oy
rawals from treasuries in connection with the facilities afforded by ;“

Reserve Bank to Government officers and others for rmmtt;uu-«i ")f“I:‘Wilj‘;i\;i
from one place to another. These remittances are arranged for l.\t 1€ 185
of telegraphic transfers, drafts, etc., on the Reserve Bank account.

8.R. 517. Remittances between places where the Hes_er.vti f]\f:ilxlll(‘: f]’ﬁ
its own offices or is represented by its Imperial Bank ’ugm_u-lo.-\ ha ing lAt
currency chest facilities, will not pass through the Public Account.
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places where the Reserve Bank is not so represented, all treasuries and sub-
treasuries with currency chest facilities and such other treasuries or sub-
treasuries as may be nominated by the Reserve Bank in this behalf, will be
regarded as “Treasury Agencies’” of the Reserve Bank for the issue and °
payment of telegraphic transfers and drafts drawn by or upon them. The
connected receipts and payments in the treasury accounts, which will be
carried initially against the balance of the Government will be cleared by
the Accountant-General by daily adjustments advised to the Central Account
Office of the Reserve Bank in accordance with such directions as may be
given by the Auditor-(ieneral with the approval of the Governor-General.

Norn 1.—At places where the cash business of the treasury is conducted by sub-
offices of the Imperial Bank of India having limited currency chest facilities (i.e.,
Treasury Pay Offices), Reserve Bank remittances will be drawn by or upon the treasury
or sub-troasury at such places acting as Treasury Agency of the Reserve Bank and
not the Treasury Pay Office of the Bank, though the cash and clerical work in con-
nection therewith will be transacted by the latter under the orders of the Treasury
or Sub-Treasury Officer, as the case may be

The names of treasuries and sub-treasuries which, for the purpose of this rule,
are regarded as Treasury Agencies of the Reserve Bank, will be found in the separate
publication ‘““List of Treasuries and Sub-treasuries in India" issued by the Govern-
ment of India. '

Nors 2.—For the purpose of the rules in this Cha ter, the term “draft” includes
also Reserve Bank Dividend Payment Orders referred to in S.R. 518.

8.R. 518. The various types of remittances between one Treasury

Agency and another, or between Treasury Agencies and places where the
Reserve Bank is represented, will consist of—

(1) for Scheduled Banks, Indigenous Bankers, Co-operative Banks and
Societies, and for the general public—

(a) Telegraphic transfers,
() Reserve Bank drafts.

(1) On Government Account—

Reserve Bank of India Government drafts to be superscribed
“On Government Account only'’.

(i1i) For the Reserve Bank's domestic purposes—
(a) Security Deposit Interest drafts.
(b) Dividend Warrant Payment Orders.

The rates at which and the conditions and limitations under which
telegraphic transfers and drafts on the several accounts can be issued by
Treasury Agencies will be regulated by such general or special instructions
as may be issued by the Reserve Bank with the approval of the President.

Nork—Government drafts at par will be granted within prescribed limits to
Government officers and others at and on all offices and agencies ‘(m'cl'mlmgt'l‘reast:_ry
Agencies) of the Reserve Bank for remittances on behalf of the Government and for
ot%lcr quasi-public purposcs set forth in Appendix 17.

8.R. 519. The procedure to be observed by Treasury Officers in
respect of the issue and payment of telegraphic transfers and drafts on the
Reserve Bank®account will be governed by the following rules, but the,
Treasury Officers shall comply with any general or special instructions that
may be issued to them in this behalf by the Currency Officer.

8.R. 520. Subject as hereinafter provided, the various f{irmivitﬁ }’)‘;
used in connection with drawings on or by Treasury Agencies

designed by the Reserve Bank.
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The form of initial accounts to be kept by Treasury Agencies in respect
of remittances drawn and encashed by them, and the methods by which
accounts of such remittances are to be rendered by them to the Accountant-
General, will be governed by such directions as may be given by the Auditor-
General with the approval of the President.

II.—Telegraphic Transfers.

8,R. 521. A person applying for a telegraphic transfer must pay the
amount of such transfer together with the prescribed charges, including the
cost of telegram, before the telegraphic transfer is issued.

The application shall be made in the form prescribed by the Reserve
Bank, which may be obtained from the fressury. The application form
dulyfilled in will serve as a chalan for the money tendered. The Treasury
O will retain the application for transmission {o the Aecountant-General
along with the daily Schedule of Reserve Bank of India Remittances Drawn
(S.R. 546), and grant the remitter a receipt in T.R. Form No. 6.

S.R. 522. In issuing a telegraphic transfer, the following instructions
shall be observed by the Treasury Officer:—
(i) The telegram to the office making payment of the transfer should
be sent in code authorised by the Reserve Bank.
(1) A post copy of the telegram should be despaiched to the paying
office at the same time as the telegram is issued.

8.R. 523. In paying a telegraphic transfer the following precautions
shall be observed : —

(1) The person claiming payment should be required to produce the
telegraphic advice from the place where the transfer has been
issued.

(i) 1f the person to whom the transfer is payable is not known to him,
the Treasury Officer should require identification by a well
known aud responsible person, who should certify that the payee
is known to him.

(#it) The payment of the transfer should be reported at once by a letter
to the issuing officer.

(ir) Tf the Treasury Officer has any reason to doubt whether uny person
claiming payment is entitled to it, he should telegraph to the
issuing office for confirmation.

(v) If the post copy of the telegram author
within three days of the date on 1 shou
Trasury Officer should communicate with the issuing
ask for his confirmation of the telegram.

8.R. 524. The provisions of S.R. 543 apply mutatis mutandis 1o
payment of telegraphic transfers as they apply to payment of drafts.
L

ising payment is not received
which it should arrive, the
officer and

TII.—DraPrs—DRAWINGS AND ENCASHMENTS.
Eaxplanations.

8.R. 525. The person or office that draws (i.e., issues or grants) a
deaft is called the drawer; the. person or office on which it is drawn and by
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which it is payable is called the drawee; the person or party to whom a draft
is granted is called the remitter; the person or party to whom it is payable
is the payee.

8.R. 526. A dJraft on Government account is not transferable and is only
pavable to or on the receipt of the person named therein as the payee or his
lawful agent. All other drafts, unless the contrary intention appears from
the form itself, are transferable, the original payee being entitled to transfer
his right by endorsement. This he may do by simply signing his name on
the back, in which case it becomes payable to bearer, or he may write above
his signature, “Pay to C.D.” or ““Pay to C.D. or order’’, in which case
C.D. stands in the same position as the original payee did originally and
has the same power of transfer. The writing by which such a right 15
transferred is called an endorsement, the endorsement to **C.D. or order™ is
a special endorsement; and the person to whom a draft is suecessively
transferred are endorsees, and the person in rightful possession of a draf#
18 the holder.

Form of Drafts, ete.,

8.R. 527. Draits shall be issued in special forms to be obtained from
the Currency Officer under S.R. 556,

8.R. 528. Linmediately on receipt of a parcel of forms of drafts, they
must be carefully examined by the Treasury Officer and a proper acknow-
ledgment sent to the Currency Officer. The acknowledgment must certify
thut the forms have been counted and found correct.

_ S.R. 528. The forms of drafts and of advices (S.R. 533) shall be placed
In store under the key of the Treasury Officer, who should each morning issue
the book or books containing draft forms and the advice forms for the day’s
use. He must be careful not to issue a book of a later serial number before
an earlier, and therefore, should see that the store is so arranged as to
prevent mistakes. lvery evening the unused forms will be returned to him,
and he should see that this series is unbroken; that no form is kept back
unissued unless it be spoilt; and that the number of draft forms expended
in the day agrees with the total number listed in the Schedule of Reserve
Bank of India Remittances Drawn for the day (S.R. 546).

Spoilt forms shall be destroyed by the Treasury Officer after noting in the
remarks column of the Register of Reserve Bank of India Remittances
Drawn (S.Il. 544) under his signature, the printed numbers of the forms
destroyed and certifying that the forms have been cancelled and destroyed.

N NT?—"\ stock register of the draft form should be maintained in T. R. Form
No. 62-A.,

Issue of drafts.

~ S8.R. 530. A person requiring a draft shall tender with the money a
formal application in prescribed form, which may be obtained from the
treasury. The application form duly filled in will serve as a chalan for the
money tem]en:ed. The application will be retained by the Treasurg Officer
for transmission to the Accountant-General along with the daily Schedule
of Reserve Bank of India Remittances Drawn.

_ Nore—A person applying for a “Government'' draft should certify on the applica-
tion that the draft is wanted for bona fide public purposes and describe the ohject
of the remittance; if the Treasury Officer doubts whether the object is really wmblic,
he should state his doubt to the applicant or take the orders of the Coilector.
Questionable grants should be reported to the Currency Officer with a view to the
issue of instructions for” future guidance.
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8.R. 531. Drafts shall be prepared and signed from time to time as they
are applied for, immediately on the receipt of cash or its equivalent; the
business of signing them must not be postponed till the close of office, and
on no account may the office be closed till all drafts applied for have been
issued. Each draft must be signed legibly with the full signature of the
Treasury Officer.

S.R. 532. At the time of signature of a draft, the register (Form
T.A. 25), together with the application for the draft, the advice (S.R. 533)
and the book of forms shall be laid together before the Treasury Officer. The
Treasury Officer will initial each entry in the advice and the corresponding
entry in the register at the same time as he signs the draft, after he has
satisfied himseli that—

(1) the several documents agree;

(i) the authority for issue is sufficient;

{11i) the date and office of issue and the name of the payee are legibly
and distinctly entered in the body of the draft;

(iv) in addition to the amount being entered in figures, the amount of
whole rupees is entered a second time in words and fraction of
a rupee in words or figures; that the words are written continu-
ously without lifting the pen and that when the amount cons:sl»ts
of rupees only and does not contain fractions of a rupee, the
words end with the word ‘“‘only™; ) j

(v) a sum a little in excess of that for \vh_it'h the dra_ft 15 gra'nted 18
entered in words across the draft at right angles to the type.

i i 15 t less than
B thirty rupees” will mean that the draft is for a sum not i
R&N;(')r but H:sdc’:’;mu Ri. : and similarly ‘‘under eight hundred rupees’’ will meat
that it is for less than Rs. 800, but not less than Rs. 700.

Advice of Remittances Drawn.

8.R. 533. An advice of all drawings effected on a pnrtwulnr):.rﬁzu?m::
the Bank on any particular date shall be gent to the t]r{ea:u;_g (Bank. e
draway upon in the special form prescribed by the_ 10. e}i‘ e i
advices must be completed, signed and despatched by the lre 3

before the treasury closes on the day of issue. Advi(-:s ‘of t(liu?f-t:q (:h;:::‘\fn ]:):
the Bank shall be sent direct to, the Manager or Agent, as the case I
of the Bank.

8.R. 534. If alterations be made in a draft pri , ey
shall be noted in the advice, and each alteration, l)ntl} m (lmlf:‘-r-l::'.l :;L‘;‘;:i
shall be suthenticated by the drawer’s full -"!I‘"”“”i:w 11“1 Ull;lti‘f the flmmmt
hesitation on the part of the drawee. If the d'rawm-]s fou (]elontl\' g
so carelessly as to enable a stranger to alter if, .all]( {ﬂU(_“l must bear the
payment of a larger amount, the drawer, and not the drawee, musi

o apply the
loss. But the Treasury Officer drawn on must remember and appl

numerons defensive checks provided for him in these rule

or to issue, the corrections

Regularity of signature.

8.R. 535. Variation in the signature of t!lﬁ ldrn‘w?rl often mil}t{ll;];():]::;}\l'

i i , drawer will be held responsible an

trouhle on the paying office, and the dit be held respe :
i;cm:vunience (I)r delay which may be caused fo individuals in consequence
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of changes in, or illegibility of, his signature, or other serious irregularity
on the face of the draft, as the drawee would be justified in suspending
payment in cases of doubt arising from such causes.

8:R. 536. When any change of Treasury Officer occurs, a specimen of
the signature of the relieving officer shall be forwarded by the outgoing
officer to all offices usually drawn on. The following form will be
convenient : —

““The undersigned begs to notify t0.......ccocveiiiieierivieennianeannins
that he has on this day been relieved of the executive charge of
the treasury at.c...v...coveeehonees S DS el e A el S SO

a specimen of whose signature is annexed.

Relieved Officer.

Relieving Officer”,

Nors 1.—If it should be necessary for a Treasury Officer to draw on a treasury or
an_office not usually drawn upon, to which a specimen of his signature lLias not been
sent under the provisions of t-‘)is rule, he shoulJ: at the time of issue of a draft. also
forward a s[»ecsme.n of his signature under a special forwarding lotter duly stamped
with the seal of the treasury which should be posted in o separate cover and not in the
cover containing the advice.

Nore 2—When an officer who was formerly in charge of a treasury resumes charge

of it after a lapse of time, his signature need not again be cirenlated among treasury
and other offices.

Encashment of Drafts. :

8.R. 537. The advices received from the issuing treasuries or the Bank
musft be opened in 'the presence of the Treasury Officer, and each dated
and initialled by him, after he has satisfied himself of its genuineness by
exaummnf the signature of the drawer and, if necessary, the post mark.
They shall then be sorted and arranged according to the offices from which
they are received and pasted chronologically in guard files in such a way that
advices received from each drawing office may be kept together. These
fites must be kept under lock and key.

Nore.—~The Treasury Officer should purticula'rl_\- guard against the possibility of
the frand of altering after signature the amount shown in an advice, by a comparison
of the total amount reported in words in the heading with the real total of the
figured amounts of the advice. Any alteration of iany euntry, whether of names or
figures, in an advice requires the drawer’'s full signature, so that it is scarcely possible
that any fraud should be attempted by altering the advice hefore he has signed it,
since at the time of signing he would notice any uncertified correction.

8.R. 538. The advices arranged in the manner prescribed in the last
preceding rule will facilitate the examination and identification of drafts,
presented for payment. The entries made in an advice should be such as to
place sufficient obstacle to the encashment of drafts forged or fraudulently
altered: and their sequence should effectually bar the use a second time of

a particular serial number, and suggest suspicion even of the advice where
a high number follows a low one. i

Necessary notes of references touching irregularities of cancellation, issue
of certificates of non-payment, advices of seconds or thirds, and of any
other points of importance shall be made on the advice.
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8.R. 539. (a) On a draft being presented for encashment the Treasury
Officer must compare it with the advice, and satisfy himself carefully that
it is in order, and that it is receipted on the back by a person entitled to
give a legal quittance. It must be borne in mind that in the case of a
Government draft, the liability to the payee mamed in the draft can onky
be discharged by payment of the amount due thereunder to—

(1) the payee or his lawful agent on identification; or

(2) the pavee's banker who should certify that the amount has been
placed to the payee's credit; or

(3) a person holding a letter of authority from the payee, whose
signature must be known to the Treasury Officer, and if the
letter directs the Treasury Officer to pay the money to a certain
named person, that person must be identified to the Treasury
Officer before payment can be made. '

The only endorsement on such a drait should be payee’s receipt or
that of his lawful agent.

(b) In all other cases, where payment is not made on an :
in favour of a recognised bank, the Treasury Officer must not %‘:;{iossealgg?t'
himself of the genuineness of the claimant’s signature to the receipt on th}
back of u draft but, if the claimant himself is not in attendance mui
assure himself that the presenter of the draft is the agent or messen’ger :f
the legal holder. duly authorised to receive payment. If the presenter is
unknown to the Treasury Officials, or, if known, should there be reasonable
grounds for questioning his being in lawful possession of the draft, the
Treasury Officer shall demand a writing from the legal holder, author’isin
the presenter to receive payment on his behalf. Similarly, in cases wher%
payment is made on an endorsement to a recogmised bank, the Treasur
Officer must assure himself that the presenter of the draft is the a\ufhori59§
agent or messenger of the bank. :

(¢) Where the name of the payee and/or endorsee appears on the
instrument in English and the signature is made in English, the Treasury
Officer should, in addition to the precautions prescribed in S.R. 140(3) for
making payment to the proper person on identification, see that the signature
tallies letter for letter with the name as spelt on the instrument. Where the
pame of the payee or endorsee is spelt incorrectly, the spelling of the endorse-
ment must correspond with that of the mis-spelt name but if the payee
wishes, he may add his correct name in brackets.

S.R. 540. Drafts payable at the district treasury cannot be endorsed for
payment at a sub-treasury. But if the money payable on a draft is required
at a sub-treasury and the remittance cannof be effected in accordance with
the procedure laid down in S.R. 553, a cash order may be issued to the payee
for presentation at the sub-treasury. In such a case, the payee must receipt
the draft as ‘“‘Received payment by a cash order on —Sull))-
treasury’’, and the Treasury Officer at the district treasury shall finally deal
with the draft and take the same precautions regarding the delivery of the
casl}: order as are prescribed in the following rule in the case of payment in
cash.

8.R. 541. (1) Before issuing pay orders on a draft, the Treasury Office
¢hall satisfy himself that the draft has been adyised; that it corresponds i;
all particulars with the advice; that it bears the genuine signature of the
drawer: that it has not been tampered with ; and that it is not a cancelled ¢
a lapsed draft or one of which a duplicate has been paid. 5

169



[Parr II] '~ SUBSIDIARY RULES ~ [S:Rs.541-543)

(2) A draft may be paid—

(1) without Advice, if there is no reason _whatsoever te doubt its
genuineness, and if sufficient security is offered. 1In the case of
well known and reliable holders, this security may be dispensed
with at the discretion of the Treasury Officer. The Treasury
Officer shall in all such cases apply for the necessary advice
without delay; >

(i) even though differing from the advice, at the discretion of the
Treasury Officer, provided there is no suspicion of fraudulent
alteration, nor any possible doubt of the genuineness of the
draft. * Special caution must be exercised before paying on a
draft an amount larger than that named in the advice.

Doubtful Drawings.

S.R. 542. In case of erasure, alteration, or other serious cause for
suspicion, the Treasury Officer shall, before payment, refer to the drawer,
the post office, or the Currency Officer, as_ the case may require. Any
material alteration of a draft, after it has been drawn or endorsed, affecting
the date, sum, time or place of payment will invalidate it; but the mere
correction of a mistake, such as 'l))y inserting the words ‘“‘or order’’ in the
endoresment of a draft, will have no such effect.

Form of Receipt.

8.R. 543. For the sufficiency of the receipt, it is necessary to see that
it is not for a part only of the draft, and that it is given by the legal holder.
On no account may a draft be paid by instalments; receipt for the full
amount must be given on the reverse, and the full amount must be paid.

: (a) 1f the legal holder be dead, payment can be made only to his legal

representative; a draff for less than Rs. 100 may, however, be paid without
a certificate of administration.

" (b) If the receipt be signed by an agent or attorney, note of the existence

and of the record in the treasury, of thé power of attorney, should be made
on the draft.

(¢) If more than one person be named in a draft, all must join in order

to give a valid endoresment or receipt.

(d) A draft payable to A.B. cannot be cashed on the receipt of his
partner C.D. without production of a formal power of attorney; a draft

payable to A.B. & Co. can be paid on the receipt, as A.B. & Co., of any
member of the firm.

(e) Drafts payable to an incorporated company or any other corporate
body may be paid on the receipt of the official authorised. generally or
specially, by its regulations or by power of attorney fo receive monevs
payable to such company or body. v

In the case of drafts payable to an unincorporated body, payment may be
made to a person holding authority to receive moneys payable to such body,

but the Treasury’ Officer must first satisfy himself that the authority has
been duly conferred. .

(f) A Government officer when he sends a draft to a treasury, not for
cash payment, but for credit of its amount in the treasury accounts, must
before he signs the receipt, add to the words ‘‘Recejved payment'’ the
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further words ‘‘by transfer credit to .’ Omission to
do this z'ucﬂitates fraudulent appropriation of the money.

IV.—Rrcorn or DRAWINGS AND ENCASHMENTS.

S.R. 544, A record of telegraphic transters issued and drafts drawn by
the treasury will be kept in a register (Form T.A. 25) in accordance with the
directions contained in this behalf in the Account Code, Vol. II.

8.R. 545. As each draft or telegraphic transfer is paid, it must be
stamped “‘paid,’”” the date of payment being at the same time noted in the
advice under the initials of the Treasury Officer. Entry must be made at the
game time in the Register of Reserve Bank of India Remittances Encashed
(Form T.A. 26) in accordance with the directions contained in the Account

Code, Vol. II.

On receipt of advice of cancellation of any draft, or on its lapse, the fact
shall be noted in the advice originally received.

8.R. 546. At the close of each day, separate schedules for drawings and
encashments during the day will be prepared in special forms preseribed by
the Reserve Bank for submission to the Accountani-General in accordance
with the directions contained in the Account Code, Vol. II. The application
forms for remittances drawn and also the receipted drafts and the payees’
receipts in respect of telegraphic transfers encashed, shall accompany the
schedules mentioned above. 4

8.R. 547. The following are the cross checks which the Treasury Officer
shall each evening apply to the several documents connected with remittances
drawn and encashed. The registers of remittances drawn and encashed and
the connected schedules check one another directly; the total of each
schedule must agree with total receipts or fotal payments for the day as
booked under the head “‘Reserve Bank of India Remittances'” in the cash
book, after allowing for receipts and payments, if any, at sub-treasuries,
which will be entered under a separate sub-head. The total of the several
advices for the day must also agree with the total of the column ‘‘Amount’
in the schedule of drawings, and this agreement shall be at times checked by

the Treasury Officer himself.

V.—Otrer RuULES.

Issue of Duplicates.

8.R. 548. In the case of an application received for the issue of a
duplicate draft, the original of which is reported either lost or destroyed, it
is not necessary for the issuing office to obtain a fresh application on the
Bank’'s standard form from the purchaser. A letter intimating the loss of
the original draft and requesting the issue of a duplicate one in lieu thereof
will be sufficient for the purpose.

The duplicate draft should not be issued unless the issuing officer has
watisfied himself by reference to the office drawn upon that the original has
not been paid. A duplicate draft issued in lieu of a lost one should be
revalidated by the drawing officer if the period of currency of the lost draft

Jhas expired.
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(1) Reserve Bank ‘‘Government Draft.”’

When satisfactory evidence has been given that a Government draft has
been either lost or destroyed, and an application is made within a reasonable
period after issue but before it has lapsed (S.R. 555), a duplicate may,
without reference to the Currency Officer, be issued to the applicant or to the
payee, or fo the legal representative of either, but to no other person. If
a lost Government draft has been endorsed to the payee’s banker, the
endorsee must apply for a duplicate through the original payee.

It the draft should not have been presented for payment within three
months, it will be necessary for the applicant to produce a certificate of
non-payment from the drawee; but the issue of this certificate will be no bar
to the payment of the lost draft, if presented before the duplicate is paid.
In the event of the loss of both original and duplicate, a triplicate may be
issued on the same terms as the duplicate, the non-payment of others being
certified. Neither duplicate nor triplicate can be issued without reference
to the Currency Officer if the draft has lapsed. Issues of duplicate or
friplicate must be promptly advised to the drawee, in order that proper note
may be made on the advice originally received.

(it) Reserve Bank “Bank'’ Drafts.

The duplicate of a Reserve Bank **Bank’ draft will not be issued to any
one other than the person who applied for the original draft. A letter of
indemnity in the prescribed form (ride specimen form given in T.R. Form
No. 61) should be taken from the purchaser of the original draft irrespective
of whether the draft reported lost is current or has lapsed. The letter of
indemnity should be signed by the purchaser and, ordinarily, by two
sureties each good for the amount of the draft. If the applicant is of
undoubted standing and the amount of the draft is small, the production of
sureties may be waived; but where the amount involved is large, sureties
must be taken. If the issuing officer has any doubt as to the advisability
of dispensing with the sureties or as to the acceptability of the names of the
purchaser and/or the sureties on the agreement for indemnity, he should
refer to the Currency Officer, at the same time forwarding his confidential
reports on the means and standing of the parties.

The letter of indemnity should be stamped as an Agreement in accordance
with the Stamp Act of the State in which it is executed and should not
be attested. The completed letters of indemnity will be retained for record
at the issuing office, of which the officer in charge will be personally
responsible for their custody.

8.R. 549. The duplicate and triplicate must be drawn in exactly the
sanie terms as the original instrument, with the same date, the same number,
the same amount and the name of the same payee; so that, if a lost draft has
been endorsed, the endorsee must apply for a duplicate through the original
payee. It will be issued under the signature of the officer in charge of the
treasury at the time, although he be not the person who signed the original
draft.

Nore.—Whenever a duplicate draft is issued, the words “Duplicate issued in lieu
of Draft No. , dated .»’" should be prominently superscribed
thereon in red ink under the initials of the Issuing Officer. A fresh advice in respect
of the duplicate draft in the prescribed form prominently marked “duplicate’ in red
ink should also be issued to the office drawn upon.

8.R. 550. No duplicate or triplicate older than six months shall be paid
without previous reference to the Currency Officer.
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Cancellation and Refund.

8.R. 551.. (1) No draft can be cancelled without surrender of the whole
set. Thus, if a duplicate or a triplicate has been issued, the draft can be
cancelled only if the original together with the duplicate (and the triplicate,
if issued) be swirendered. Consequently, no refund can be made on a lost

draft; a duplicate must be obtained and payment taken at the treasury or
office drawn on.

(2) All parts being surrendered, a draft may be cancelled and its amount
refunded at the discretion of the Treasury Officer, on the application and
receipt of the remitter in the case of a Government draft, and of the payee
in the case of other drafts. If in the latter case the receipt of the payee
cannot be obtained, the remitter’s application for cancellation with
explanation of the reasons for his request, and of the difficulty in the way
of obtaining the payee's signature shall be submitted for orders of the
Currency Oificer. Although no difficulty should be made about cancellation
of Government drafts, it must be clearly understood that other classes of
drafts can be cancelled only as an indulgence, and for suflicient cause
shown. No exchange which has been levied can be refunded.

Nore.—If alteration of the name only of the payee is required by the remitter,

it will suffice for the drawer to alter the name in the draft under his full signature
and to advise the drawee.

8.R. 552. When a draft is cancelled, the fact of cancellation must be
conspicuously noted across the face of the draft; at the seme time an
intimation siall be sent to the office drawn on, in order that the fact may
be recorded in the advice originally received and necessary precautions
taken against payment of the cancelled draft. The cancelled draft shall be
duly receipted by the remitter or the payee, as the case may be.

Nore—The amount refunded will be entered in the Register of Reserve Bank
of Indin Remittances Encashed, and also in the proper columns of the schedule of

such encashments for the day on which the canceliation t-:_gkos place, in uccordance
with the direction contained in this behalf in the Account Code, Vol. T1

Erchange of Drafts.

8.R. 553. A Treasury Officer may issue a draft in exchange for one
drawn on him,

(1) if on Government account, only if the payee be a Government
officer and require the draft to be exchanged for reasons to be
stated in his application. :

(2) in other eases, only if the holder has been removed fo the neighbour-
hood of another treasury or of an office or agency of the Bank.

Note 1.—A ‘draft is said to be exchanged when the holder being unable to_appear
and take payment in cash, applies for a new ane endorsing the original “Received
payment by draft om..... RGN i

1f be can appear and take payment in cash, his obtaining a new draft with the
cash paid on the old one is a matter to be disposed of under ordinary rules,

Nors 2—When a draft is exchanged for another, the original draft will be treated
and charged ns n draft presented for encashment and the amount again credited as
received for the issne of a new draft.

Unpaid Drafts.

8.R. 554. Drafts which are outstanding for more than six months can
be paid only after obtaining necessary confirmation from the drawing
officer.
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Lapse of Drafts.

S.R. 555. Drafts which are not paid before the end of the third account

year after that in which they are issued shall be treated as lapsed and shall

e s0o marked in the advice. Should any one apply for payment of a lapsed
draft, he should be directed to address the Currency Officer for orders.

Supply of Forms.

8:R..556. Forms of drafts and all other forms prescribed by the
Reserve Bank for use in connection with the remittances dealt with in this
Chapter will be supplied to the Treasury Officer by the Currency Officer.
Indents for such supplies will be in T.R. Form No. 62 or in such other form

as the Reserve Bank may prescribe, and will ordinarily be for twelve
months’ supply.

VI.—SrEciaL RULES FOR REMITTANCE OF SEPOYS AND POLICEMEN.

8.R. 557. In the case o} sepoys’ and policemen’s remitta‘nces,
Commanding Officers will forward the drafts to the payees direct.
Descriptive rolls of the payees duly filled in and signed will at the same
time be sent to the Treasury Officers concerned.

Nore.—The Commanding Officer, in the case of a policeman, is the District Superin-
tendent of Police. There 1s no objection, if such a course is preferred, or is required
by de{{nrtmental regulations, to his sending the draft to the District Superintendent

i

of Police of the district in which the payee resides, who will deliver it to the payee
after satisfying himself as to his identity.

8.R. 558.. The drafts are payable to the parties described in the roll.

In cases of doubtful identity, payment may be made on security at the
diseretion of the Treasury Officer,

8.R. 559. These drafts, if not presented for payment at the expiration

of six months from the date of issue, shall be considered as cancelled, and
if they are presented after that period, payment shall be refused. A draft
which has thus become uncurrent may be returned by the payee to the

drawer for the issue of a fresh draft or for the refund of the amount, as
may be required.

Should such a draft, whether original or duplicate, be lost in transit,
th_e Com.nmnding Officer will report the loss to the Currency Officer, who
will deglde_ the case specially on its merits, sanctioning refund to the
person indicated, if it appears right. When the draft is six months old
and therefore void, there need be no hesitation in permitting refund on
production of a non-payment certificate from the treasury or office on which
it was drawn.

Nore.—These drafts may also be cancelled as provided for in S.R. 551.

Chapter X1.—Responsibility for moneys withdrawn from Public Account.
Subsidiary Rules under T.R. 32(a).

Voucher for payment.

.S:R. 560. Subject as hereinafter provided in this rule, a Government
officer entrusted with the payment of money shall obtain for every payment
he makes, including repayment of sums previously lodged with the
Government, a voucher setting forth full and clear particulars of the claim
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and all information necessary for its.proper classification and identification
in the accounts. Every voucher must bear, or have attached to it, an
acknowledgment of the payment signed by the person by whom, or in
whose behalf, the claim is put forward. The acknowledgment shall be
taken at the time of payment.

Nore 1.—In the case of monies due to a gnrtuership, the disbursing officer should
require the submission of a bill duly receipted by all the partners, or i the event of
the death of one of them by the surviving partners and the legal represetnatives of

the deceased partner for the amount due to the partnership during the life time
of the deceased partner.

Norz 2.—If a disbursing officer anticipates any difficulty in obtaining, from the
person to whom money is due, & receipt in the proper form, it is open to him to decline
to hand him tho cheque or cash, or to make a remittance to him, as the case may be,
until the acknowledgment of tixe payment, with all necessary particulars, has been
given by him. In all cases of payment by remittance, a note of the date and mode
of remittance must be made on the bill or voucher at the time of remittance. In cases
of remittance by postal money order, the purpose of the remittance should be briefly
stated in the acknowledgment portion thereof—vide clause (xii) of S.R. 92.

8.R. 561. In all cases in which it is not possible or expedient to
support a payment by a voucher or by the ]l))ayee’s receipt, a certificate of
payment prepared in manusecript, signed by the disbursing officer and
countersigned, if necessary, by his superior officer, together with a
memorandum explaining the circumstances, should invarizﬁﬂy be placed
on record and submitted to the Accountant-General, where necessary. Full
particulars of the clatms should invariably be set forth, and where this
necessitates the use of a regular bill form, the certificate itself may be
recorded thereon.

Nor# 1.—In the case of articles received by value-payable post, the value-payable
cover, together with the invoice or bill showing the details of the items paid for,
may be accepted as a voucher. The disbursing officer should endorse a note on the

cover to the effect that the payment was made through the Post Office and this also
covers charges for the money order commission.

Nori 2.—A certified copy (marked ‘‘duplicate’) of a receipted voucher may be
retained by the disbursing officer, should this be necessary to complete the record
of hLis office, but the payee should not be required to sign such a copy or give a duplicate
acknowledgment of the payment.

8.R. 562, The provisions of S.Rs. 92 and 100 regardin r the Ergpamtion
of bills and giving of stamped receipts shall be carefully observed in regard
to claims presented at a departmental office of disbursement.

Note.—Cash memoranda which do not contain an acknowledgment of the receipt
of money from persons named therein are not receipts within the meaning of sec-
tion 2 (23) of the Indian Stamp Act (II of 1899). Further, the mere writing of the
purchaser’s name and address on a cash memorandum for delivery purgoses does not
transform it into an acknowledgment to the purchaser that the money has been paid.
Cash memoranda will not therefore be regarded as sub-vouchers in audit unless they
contain an acknowledgment of the receipt of money from the person named therein
(with stamps affixed when the amount exceeds Rs. 20).

8.R. 563. Every voucher must bear a pay order s.ig'qed or initialled,
and dated by the responsible disbursing officer, specifying the amount
pavable both in words and figures. All pay orders must be signed by hand
and in ink.

Nore.—Cashiers and others authorised to make disbursements on passed bills,

should made no payment without a proper pay order of the responsible disbursing
officer recorded clearly in ink on the bill.

8.R. 564. All paid vouchers must be sta—mped “‘paid”’, or so cancelled
that they cannot be used a second time. Stamps affixed to vouchers must
also be cancelled so that they may not be used again.
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8.R. 565. Vouchers and acquittances which are not required to be
snbmitted to the Accountant-General, shall be filed and retained carefully:
in the office concerned as important documents till they are destroyed
under the orders of competent authority.

S:R. 566. All sub-youchers to bills must be cancelled in such a manner
that they cannot be subsequently used for presenting fraudulent glaims or
other fraudulent purposes. '

The provisions of S.R. 236 with regard to cancellation and destruction
of sub-vouchers relating to contingent expenditure shall apply generally to
sub-vouchers in respect of other classes of payments, unless they are
governed by special departmental regulations or orders of the Government
to the contrary.

Overcharges.

. S.R. 567. Subject to such special orders as the Government may issue
in any individual case, the responsibility for an overcharge shall rest
primarily with the drawer of a bill, and it is only in the event of culpable
negligence on the part of the controlling officer or.of the Treasury Officer,
that the question of recovery from either of them may be considered.

Audit objections and recoveries.

8:R. 568. Every Government servant must attend promptly to all
objections and orders communicated to him by the Accountant-General and

return the objection statements or audit memoranda within a fortnight, or
send letters explaining the cause of delay.

. S.R. 569. When an  Accountant-General disallows a payment as
unauthorised, the disbursing officer is bound not only to recover the amount
dxsall.owjed mthout‘hstenmg to any objection or protest, but also to refuse to
pay. it in future till the Accountant-General authorises the payment to be
resumed ; th'at no warning slip has been received by the Government
servant against whom the retrenchment has been ordered or that, being

received, 1t has been answered, are facts with which the disbursing officer
shall have no concern.

Nore 1.—If a Government servant from
to the jurisdiction of another disbursing offi i
on to that disbursing officer without delay.

Nore 2.—A dishursing officer must
s : 2 ; . not, when
into any correspondence with either the .-\ccc’»untnut-(?e
concerned ; it-is his duty simply and promptly to carr
and to leave the person aggrieved to refer the case

NoTE 3,—Representations and protests against

Accountant-General may not ordinarily be e T3 i iti
if submitted later than three months J;'rom L:?t?:-le:,‘]?g by Shie WimiaAt il sn e

b e 3 date of receipt of the intimation
Eqbﬁl{:inﬂggo!’f?&e:l ﬂ(’z:\'(cll‘rlrtlgle:ft, e;ef:(-’vapt. This proviz:ionL does no!o remove from the
b b ] r - - = a4 %
ordeF At il '1‘.R.,mg{').lmmcdmw]y the recovery of a retrenchment

ecovery is ordered, is transferred
cer, the order of recovery should be passed

retrenchment is ordered, enter
neral or the Government servant
¥ out the orders he has received,
to the proper authority.

retrenchments ordered by t.ho"

‘S;llli_. 15": R_ecoveri.es may not ordinarily be made at a rate exceeding
()1.n_‘ third o ]pa), Qx.l_leas the Government servant affected has, in receiving
or drawing the excess, acted contrary to orders or without due Jjustification.

Note.—For the purpose of this rule, “pay’ includes sterling overseas pay, -

S.R. 571.‘ A register shall be maintai
other disbursing office for recording all
Accountant-General. Separate columns sh

ned at the treasury and every
retrenchments ordered by the
all be provided to show the name
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- Part 111.—Executive Instructions and Orders.

. INTRODUCTORY.

1. The orders and instructions reproduced in Chapters 1 and 2 of this
‘Part are designed primarily for the guidance of officers in charge of
treasuries and sub-treasuries in matters relating to control of treasury
balances, maintenance of currency chests, and other transactions in
counection therewith. In their application to Bank treasuries and sub-
treasuries, these instructions are subjeet to such orders and directions as
the Reserve Bank may issue to its own offices and branches of the Imperial
Bank of India conducting the cash business of treasuries as its agents.

2. Chapter 3 reproduces the orders and instructions issued by the
Union Government. which have heen adopted as executive instructions for
the guidance of the Treasury Officers. The Union Government being the
authority concerned with all matters relating to coinage, any amendment
to these instructions can only be made in consultation with that Government.

. 3. Instructions relating to Currency and Bank notes have been
Incorporated in Chapter 4.

4. The ‘orders and instructions relating to matters with which the

Reserve Bank is directly concerned will be amended only in consultation
with the Reserve Bank.

5., The procedure regarding the supply, distribution, custody, etc., of
stamps of all clns§es, including match excise banderols, which are the
property of the Union Government, will be regulated by the instructions
contained in the West Bengal Stamp Manual. i

Chapter 1.—Provision of Funds at Treasuries and Sub-Treasuries.
(Issued in consultation with the Reserve Bank of India.)

Cash Balance of the Government.

ite 1. The cash balance of the Government is made up of the balance in
; : account with the Reserve Bank and the balances at treasuries and sub-
reasuries, the cash business of which is not conducted by the Bank.

Distribution of Funds.

2. It is the duty of the Currency Officer, Caleutta, to keep the treasuries
adequately supplied with all kinds of coin and notes, and to arrange for
the transfer of funds between treasuries and between treasuries and the
Bank; and for the remittance of notes and coin between treasyries and
currency office.
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Supply of Funds.

(i) Bank Treasuries.

3. At distriet treasuries, the cash business of which is conducted hy
the Bank, the Manager or Agent, as the case may be, is responsible for
the provision of funds to meet Government disbursements. To emwable him
to make the requisite provision, the Treasury Officer should send him on
each Saturday a statement showing as accurately as possible for the
following two weeks separately : —

(¢) the probable receipts and disbursements on Government account at
the district treasury; and

(72) the probable receipts from or remittances to sub-treasuries.

The Treasury Officer should also inform the Bank at once of any expected
payment exceeding Rs. 20,000 in amount as soon as he receives information
that the payment will have to be made.

Nore.—A list of offices and branches of the Imperial Bank of India js given in
Appendix A.

4. The provisions of the preceding paragraph apply mutatis mutandis
to sub-treasuries, the cash business of which is conducfed by the Bank.

(i2) Non-Bank Treasuries.

5. At places where the cash business of the treasury is not .conductml
by the Bank, the Treasury Officer is responsible for keeping sufficient funds
at the district treasury and sub-treasury to meet all Government
disbursements and at the same time for maintaining the balances as low as
possible, in order that money may not be locked up unnecessarily. The
Currency Officer will watch and ask for an explanation, if such balances 1ise
above the normal figures prescribed by the Government under paragraph 7
below, and will arrange for the transfer of f_uuds \yhere necessary, but he
will not be held responsible if an excess 18 not immediately brought to
notice and rectified.

. i is responsible for watching the balances at
sub-stre::gll::iefr:ﬁzug\sl(x)ﬂ;ﬁgﬁn’ess ofp which is not conducted by the Bun.k,
and should arrange for transfers of funds from and to such sub-treasuries
either through Currency or by remittance of notes and coin, in accordance,
with the procedure prescribed in Chapter IX of Part II.

Normal Balances.

7. In January of each year, the Treasury Officer will be informed by
the Finance Department under advice to the Currency Officer, Calcutta, of
the normal balances fixed for his district for each month during the ensuing
financial year., Treasury Officers should watch their balances carefully to
see that they do not exceed by any appreciable amount the balance fixed by
the Government.

Nots 1.—The balance at a Bank treasury or sub-treasury is nil.

NoTE 2.—Tho normal balances may be fixed at a higher figure for certain months
of the year, should this be deemed necessary.

8. On learning the normal balance fixed for his district, the Treasury
Officer should fix the normal balance for each of his sub-treasuries during
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the ensuing year. When the balance at 'a sub-treasury exceeds by any
appreciable amount the normal balance fixed for it, prompt steps should be
taken to transfer the excess.

9. On the Tth, 14th, and 21st of each wmonth, the Treasury Officer
should report to the Currency Officer, Calcutta, the treasury balance of the
district without any details as to the denomination of notes or kind of coin,
If the balance shown in these reports or in the cash balance report prescribed
in S.R. 79 exceeds by any appreciable amount the normal balance fixed for
the disrict, the reasons for the excess should be stated.

Chapter 2.—Currency Chests.
(Issued in consultation with the Reserve Bank of India.)

Ezplanation.

10. Under the provisions of the Reserve Bank of India Act, the amount
of Currency and Bank notes in circulation, which constitute the liabilities
of the Issue Department of the Bank, should not exceed the assets of that
department held in gold, sterling securities, rupee coin (including rupee
notes) and rupee securities. A portion of these assets is held in the various
currency chests in the form of rupee coin and rupee notes. The Currency
and Bank notes held in these chests are not notes in circulation but pass into
circulation only when they are transferred to the treasury balances.
Assuming that there are no transactions elsewhere, the deposit of Currency
and Bank notes in a currency chest decreases the amount of such notes in
circulation and the deposit of rupees and rupee notes in the chest increases
the assets of the Issue Department of the Bank. A deposit of notes or coin
in currency chest thus enables the Bank to issue notes elsewhere up to the
amount deposited without increasing the total amount of the notes in
circulation. Tf, therefore, a transfer of funds from the treasury balance at
A to the treasury balance at B is required, this can be effected at short
notice and without the actual remittance of coin or notes by transferrin
money from the treasury balance to the currency chest at 4, ang
transferring the same amount from the currency chest to the treasury
balance at B. A currency chest thus enables the treasury balance at a
treasury or sub-treasury to be kept at a low figure, as it is always pessible
to replenish the bulance quickly by a transfer of money from the currency
chest. It also obviates the necessity for frequent remittances of coin and
notes, as surplus funds can always be deposited into the currency chests and

made available for use clsewhere, pending a convenient occasion
for remittance.

Location of Currency Chests.
¢4

11. Unless in any case the Government after consultation with the
Reﬁvrve Bank direct otherwise, permanent currency chests should be
maintained at all treasuries and sub-treasuries where the transactions are
of such a magnitude that the additional facility for the transfer of funds
thus afforded reduces appreciably the locking up of moneys or the frequency
of remittances of coin and notes. At sub-treasuries where a permanent
currency chest is not maintained, temporary chests may he opened during
the revenue collecting season, in order that the money collected at the
sub-treasury may be available at once for transfer through currency.
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Treasury Officers are authorised to open temporary chests at sub-treasuries
when required, but they should report the opening of each chest and the
amount of the first deposit into it by telegram to the Currency Officer.

Nore 1.—The district and sub-treasuries where currency chests are maintained are
mentioned in the ‘‘List of Treasuries and sub-treasuries in West Bengal'' printed in
Appendix 2.

Nore 2.—At places where the cash business of the treasury is conducted by the
Bank, the currency chests are kept in the sole custody of tha Bank.

Provision of Funds.

12. The Currency Officer will be responsible for maintaining the
required form of currency in currency chests. It is the duty of the Treasury
Officers to see that currency chests at district and sub-treasuries are
adequately stocked with notes and rupees to meet all reasonable demands
* for change. .

Custady.

13. At treasuries and sub-treasuries in which currency chests are kept,
an entirely separate receptacle or receptacles must be set aside for the
contents of the currency chests, which should be kept under double locks,
One key of this chest should be held by the officer-in-charge of the treasury
or sub-treasury and the other key by the Treasurer of the treasury or sub-
treasury, or by such other person as may be selected by him for the
ﬂur ose, subject to the approval of the pollectOI'. The notes and the coin

eld in the chest must be kept quite distinet from the treasury balances and
must not be touched except in accordance with these or(!urs or un.der special
instructions of the Currency Officer. The procedlurc laid down in S.R. 74
for receiving money into and giving it out of double locks should be
followed in making deposits in or withdrawals from the c¢urrency chest.

Nore.—Where the currency chests are kept in the custody of the Bank, the Bank
will be responsible for the examination and correctness of coin or notes at the time
of deposit into or withdrawal from the chest, and for sending the chest slips prescribed

in clause (v) of paragraph 14 below.
14. The following instructions should be observed by officers in charge
of currency chests:— ; '

(i) Silver eight, four and two anna pieces, copper, bronze or nickel
coins should never be deposited in the chest except in the case
mentioned in clause (8) of paragraph 25 below.

{(11) A curreney chest book in Form T.E. 1 should be kept in the chest
and the balance proved and signed at every transaction by the
officers in charge of the chest. They should satisfy themselves
that the transaction has been correctly entered and the balances
correctly worked out.

Nori.—The chest books should be retained for three complete account years.

(#77) Transactions should always be in even hundreds of rupees.

{(fv) Notes may be deposited in a chest in exchange for coin or notes
of other denominations or vice versa by the officers in charge of
the chest. These exchanges should not ordinarily be of small
sums and should be avoided as far as possible during the last
week of the month. Tf important exchanges take place during
the last three days of the month, the traysactions should be
telegraphed to the Currency Officer. X
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(#) On each day on which a chest is opened a slip in Form T.E. 2
serially numbered and signed by the two Government officers in
charge of the chest, must be sent at the close of the day to the
Currency Officer. 0 -

Nors 1—The chest slips may be destroyed three months after the balances have
been verified.

Nore 2.—Detailed instructions regarding issue of chest slips are embodied in
Appendix B.

Verification of Balances.

15. The following instructions should govern the periodical verification
of currency chest-balances:—

(1) In the case of chests in the custody of the Bank, the Reserve Bank
will conduet through its own officers such verification as it
considers desirable.

(77) At district treasuries, the cash business of which is not conducted
by the Bank, the balance should be verified at the close of each
month by the officer who verifies the treasury balance under
S.R. 25, subject to the conditions therein stated.

(12) At sub-treasuries, the cash business of which is not conducted by
the Bank, the balance should be verified by the Sub-treasury
Officer as at the close of business on the day on which the
accounts for the month are closed, and a verification certificate
forwarded to the Treasury Officer.

(7v) At every change of incumbency of the charge of a currency chest
not in the custody of the Bank, the balance should be verified
by the incoming officer, and a report of the correctness of the

balances of notes and coin sent to the Currency Officer through
the Collector.

(v) The balances in the chests at sub-treasuries, the cash business of
which is not conducted by the Bank, should also be verified by
mspecting officers who verify the treasury balances. A certificate
of verification should be forwarded to the Currency Officer
through the Collector.

(vi) The Treasury Officer should send monthly to the Currency Officer
a consolidated verification certificate for the currency chests in
his district other than chests in the custody of the Bank,
detailing the balance in each chest separately and certifying
that the balance in the district treasury chest is correct and that
certificates of Sub-treasury Officers regarding the correctness of
the balances in the sub-treasury chests have been received

by him.

(vit) The verification certificates referred to in this par:\grabh will be
an form T.E. 3.

Nore 1.—The verification certificate should be retained until the next one has
been received,

Norg 2.—Any surpluses found in the currency chests located in treasuries should
be credited to Government in the case of currency chests at non-banking treasuries
under the head “XLVI—Miscellaneous—Miscellaneous—Other items” and to the
Imp{’rml. Bank in the case of currency chests in the custody of that Bank. Any
deficiencies found in the currency chests located in treasuries should be made good from
the treasury balance in the first instance. The difference should then be investigated
and the deficiency reccvered from the persons concerned.
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16. The procedure for the verification of balances of currency chests
not in the custody of the Bank is as follows:— d

- (#) The balances of notes or coin kept in receptacles which have not
been operated on since the last verification and which are under
the previous verifying officer’s seal need not all be examined at
each verification, but the examination should be so arranged
that no receptacle is left unverified for over six months. The
seal to be affixed on such receptacles should be the private seai
of the verifying officer or a special seal kept in the custody of
the Collector or a gazetted officer of the district staff other than
the Treasury Officer: The seals on the receptacles left unverified
should, however, be scrutinised every month to see that they
are intact.

(iz) The procedure preseribed in S.R. 76 should be followed mutatis
mutandis for the verification of coin and notes in the currency
chest.

Remittances to and from Currency Chests.

17. Transfers between currency chest balances and cash balances of
the Government at the freasury or the Bank will be regulated by the rules
laid down in Chapter IX of Part II. Subject to any general
or special instructions that may be issued in this behalf by the Currency
Officer, the provisions of Section IIT of Chapter IX of Part II
will apply also to remittances of notes or coins from a currency chest or
currency office to another chest or office. A remittance of this kind does
not affect the treasury balance and involves mno locking up of* Government.
funds. Notes or rupees should, as far as possible, be sent as currency
remiftances. .

Accounts of Currency Chests.

18. Detailed instructions for the guidance of Treasury Officers in
maintaining the accounts of currency chests are contained in Appendix B.

Chapter 3—Coin.

Kinds of Coin and Legal Tender.

: 19: Under the Indian Coinage Act (Act III of 1906) as amended from
time to time, the following coins have been issued : —

(i) Silver—Rupee, half-rupee, guarter-rupee and eighth-rupee. The
standard weight of the rupee is 180 grains troy, eleven-twelfths
fine and the other silver coins are of proporotionate weight.
Silver rupees, half-rupees and quarter-rupees issued under the
Indian Coinage (Third Amendment) Ordinance, 1940, Indian
Coinage (Amendment) Ordinance, 1940, and the Indian Coinage
(Amendment) Act (Act VI) of 1940, respectively, are one-half
fine,

Nore.—Under Act TV of 1918, silver eighth rupees are no longer coined and issued.

Joins previously issued continue to be legal tender under the conditions specified in
this chapter.
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(i) Nickel—Eight-anna piece, four-anmna piece, two-anna piece and
one-anna piece, the standard weights of which are 120, 105, 90
and 60 grains troy respectively.

. Nore.—Nickel eight and four anna pieces are not issued now. The coins already
issued have been called in under Section 15A of the Indian Coinage Act.

(#i2) Nickel-Brass—Two anna piece, one-anna piece and half anna piece,
the standard weight of which are 90, 60 and 45 grains troy
respectively. ;

(iv) Bronze—Single pice or quarter anna, half-pice or one-eighth of
an anna, and the pie or one-twelfth of an anna. The standard
weight of the pice is 75 grains troy, and the other bronze coins
are of proportionate weight. The standard weight of new design
single pice is 30 grains.

.. 20. Subject as provided in paragraph 21 below, the rtupee and the
silver half-rupee are legal tender to any amount, and the quarter-rupee and
eighth-rupee for any sum not exceeding one rupee, provided they satisfy
the conditions of currency laid down in paragraph 29 below. Nicﬁel four-
anna, nickel or nickel brass two-anna, and one-anna and half-anna pieces
and bronze coins are legal tender for any sum mnot exceeding one rupee.
Nickel eight-anna pieces are now legal tender only at currency offices.

21. Silver coins of the denominations specified in clause (i) of
paragraph 19 above (including silver eighth-rupees) coined and issued under
the Coinage Act of 1835 and subsequent Acts, other than rupees and
hglf-rqpees bearing on the obverse the effigy of Her late Majesty Queen
Victoria, ‘are legal tender for the amounts stated in paragraph 20, provided
they satisfy the conditions of currency laid down in paragraph 29 below.
All silver coins issued under these Acts bear as device the head of the then
;'g:lg(zlmng sovereign, and no coin which does not not bear such a device is legal

er.

be Nome.—Al rupees and half-rupees issued in the reign of Queen Vietoria ceased to
> legal tender with effect from 1st April, 1941, and those issued in the reign of
King Edward VIT from 1st June, 1942, George V and George VI standard rupees
and half-rupees have also ceased to be legal tender from the 1st May, 1943,

22. Copper coin of the denominations specified in clause (1) of
Iéi\fagrnph 19 above and also double pice coined and issued under the

omage Act of 1835 and subsequent Acts are legal tender for any sum not
exceeding one rupee.

23. (1) Under the Native Coinage Act (IX of 1876), Government Mints
may com money for Indian States, such coin being identical in weight and
fineness with the corresponding Indian coin.

The following coins have been issued under the provisions of this Act:—

Alwar State Rupees.

Bikaner State Rupess and copper coin.

Dhar Statoe Copper coin.

Dewas (Senior and Junior) Copper quarter snnas and pies.

Sailana State Bronze quartar annas,

These voins are legal tender in India to the some extent as Indian coin
of the same denominations.
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(2.) The orders regardin7 the -conditions of currency and the treatment
of uncurrent coin applicable to Indian coins apply to all coin of
t}iael g'?g;e weight and value coined under the Native Coinage Act IX
o A

Receipt of Coin at treasuries and sub-treasuries.

24. The following instructions regulate the receipt at treasuries and
sub-treasuries of snmﬁ coin and of coin which is not legal tender:—

(7) Nickel four-anna, nickel or nickel-brass two-anna, one-anna and
half-anna pieces, copper, bronze and small silver coins should
be received in payments to the Government to any amount,
although they are legal tender only for a sum not exceeding

one rupee,

(11) Silver coins issued before lst September, 1835, that is to say, all
silver coins issued by the Kast India Company bearing merely
inscriptions in Indian character (chief among which are the
coins known as ‘‘Furrukhabad’ and ‘“‘Murshidabad’ rupees)
should be received at the treasuries at the following rates:—

(1) at 8 annas a tola, for each tender of 500 coins or less; and

(2) for amounts in excess of this number, at bullion value
calculated at the market rate of silver of the day, to be
ascertained from the Manager, Reserve Bank of India,
Bombay. \

(i1) Copper coin bearing any trace of mintage by the E@st India
Company, e.g., coin having as a device a pair of scales and XX
cash (of which the value 1s one third of an anna) should be
veceived in payment of Government dues up to any amount.

(ir) Gold mohurs coined under the Gold Coinage Act (XIV of 1918)
should be received for exchange at Rs. 15 each, if they are not
counterfeit and if not of less weight than 122} grains and if they
have not been fraudulently defaced. A coin which does not
fulfil these conditions should be returned to the tenderer. The
coins thus exchanged should not be transferred to the currency
chest but retained in the treasury, pending remittance to the
Currency Office at the earliest opportunity.

(r) Sovereigns and half-sovereigns which have ceased to be legal tender,
under section 59 of the Reserve Bank of India Act, 1934 (IT of
1934) should not be accepted either in payment or on account,
but they should be received for exchange at offices of the Reserve
Bank, any treasury other than a sub-treasury, and branches of
the Imperial Bank of India acting as an agency of the Reserve
Bank other than branches conducting t_he cash business of sub-
treasuries. The procedure for the receipt and disposal of these
coins is laid down in the foHowing paragraph.

25. (1) Each individual tender of sovereign and half-sovereigns should
be ireated separately,

B\ . i . .
(2) A complete record of the various tenders received on each day should
be maintained i a register in Form T.E. 4.

(3) (i) The tender should first be examined for counterfeits -and these
ould be rejected.
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(z2) Coin to.which solder or other metal has been attached should be
returned to the tenderer for the complete removal of the solder, ete.

(7i7) All other genuine coins should be accepted even if they appear
to be sweated or otherwise defaced.

(iv) If the coins are very dirty, the tenderer should be asked to remove
the dirt before they are accepted for exchange, or if the tenderer has no
objection, the dirt should be removed .at the treasury.

(4) After examination, the coin accepted for exchange should be weighed
in the sovereign scale against a special set of weights to be supplied by the
Mint. The weighment should be correct to a half-grain. If a tender
consists of more than one coin, they should be weighed in bulk up to the
maximum capacity of the scale in as many different operations as may be
necessary. Coin should not be weighed individually.

(6) The tenderer should be given every opportunity to watch the weigh-
ment and examination of his tender. \

(6) After weighment, payment should be made at the rate of 924559

grains of standard gold per rupee. Payment should be made to the nearest
anna. E

(7) The coin received from each tenderer should, after weighment, be
placed in a cover which should be sealed and marked with the register
number of the tender, as given in the record mentioned in sub-paragraph
(2)~above. A slip showing the register number and signed by the potdar
who weighed the tender should also be placed inside the cover.

(8) The sovereigns and half-sovereigns thus exchanged should be placed
m the currency chest at the close of the day at the value paid for them to
the tenderers, " against the withdrawal of an equivalent amount in notes
and coin from the chest. For this exchange, it will be permissible to keep
the necessary amount of small coins in the currency chest. These tran-
sactions should not pass through the treasury account at all.

. (9) The coin should not be re-issued but should be dealt with under
instructions from the Currency Officer.

Exchange of small coin.

au]z?; Nickel or nickel-brass two-annas, one-anna and half-anna pieces
in(t ronze coins (and copper and small silver coins subject to any special
frzc;UCthons which may be issued for their withdrawal) should be issued
G ¥ % persons wishing for them, either in payment of claims against the
°"e’rnn'1ent, or in exchange for rupees, or for notes which the treasur may
> c_“shmg- Treasury Officers are responsible for seeing that a sufficient
stock of small coins is maintained to meet all such demands.

& 37' (1) Rupees and notes should be issued freely in exchange for legal
ender copper, bronze, mickel or nickel-brass coin in parcels of the value
of not less than two rupees at every treasury and sub-treasury and at the
Bank conducting the cash business of a treasury or sub-treasury.

(2) Whenever large bodies of men are assembled on public works under
construction for purposes of famine relief or otherwise, the local authorifies
should make special arrangements to supply on the spot notes and rupees
in_exchange for the legal tender copper, bronze, nickel or nickel-brass

coin which may be collected by the purveyors or foremen at such
assemblages.
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28. If the instrurtions in the preceding paragraph are carried out,
legal tender copper, bronze and nickel or nicﬁel-brass coin should never
circulate at a discount. If nevertheless such coin does, af any time, or
anywhere, circulate at a discount or at a premium, the circumstances
should be immediately reported to the Currency Officer, with a full expla-
nation of the supposed causes and of the remedial measures taken.

“Conditions of Currency.

29. The statutory rules issued under the Indian Coinage Act are
printed as Appendix €. The conditions of currency of the various coins
under the Indian Coinage Act and the statutory rules are explained
below : —

(1) No silver coin is legal tender if it has been defaced. Defacement
includes clipping, filing, stamping or such other alteration on
the surface or in the shape of a coin as is readily distinguishable
from the effects of reasonable wear.

(i7) Silver coins which have not been defaced are legal tender as long
as they have not diminished in weight by more than the
amounts shown below—

Rupee and half-rupee 2 por cent. below standard weight.

Quarter-rupee and eight-rupee 12§ per cent. below standard weight. .

(i2i) No conditions of currency have been prescribed for nickel, nickel-
brass, bronze or copper coin. Such coins are, therefore, legal
tender even if they are worn or defaced, provided that they bear

traces of Government mintage.
Cutting or Breaking of Counterfeit and Diminished Coin.

30. (1) Section 16 of the Indian Coinage Act (Act III of 1906) as
amended from time to time provides that when any silver coin which has
been coined and issued under the authority of the Union Government is
tendered to any person authorised to act under that section and such ‘person

bas reason to believe that the coin—
(1) has been diminished in weight so as to be more than such percent-
age below standard weight as may be prescribed as the limit of
reasonable wear, or

(i2) has been defaced, 1
he shall, by himself or another, cut or break the coin.

A loss of 61 per cent. below standard weight in the case of the rupee
and of 12} per cent. in the case of the half, quarter and eighth rupee has
been prescribed as the limit of reasonable wear.

(2) Section 20 of the Indian Coinage Act provides that when any silver
or nickel or nickel-brass coin purporting to be coined or issued under the
authority of the Union Government is tendered to any person authorised
to act under that section and such person has reason to believe that the
coin is counterfeit, he shall, by himself or another, cut or break the coin.

31. A list of the persons suthorised to act under Sections 16 and 20
of the Indian Coinage Act, is given in Appendix D. A memorandum
giving certain hints for the detection of counterfeit coins is given in
Appendix E,
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Acceptance and disposal of counterfeit, diminished, defaced, shroff-marked.
and soldered coin.

32. The rules in Appendix C regulate the cufting of counterfeit,
diminished and defaced coins, other than coins which have been fraudu-
lently defaced, and the rates at which diminished and defaced coins should
be accepted and paid for. A memorandum indicating the special charac-
teristics which ordinarily distinguish fraudulently defaced coins is given
in Appendix F. .

33. Any person authorised to cut or break counterfeit silver or mnickel
or nickel-brass coin may at his discretion, either return the cut coin to the
tenderer, who shall bear the loss caused by such cutting or breaking, or
in the case of silver coins, receive and pay for the coin according to the
value of the bullion contained in it.

34. Any authorised officer to whom a counterfeit coin is tendered, may
purchase it from the tenderer at its bullion value, or at suitable price, not
exceeding its nominal value, charging the cost to the Government, if from
the exccheuce of the execution or for any other special cause it seems
desirable that the coin should be acquired as a specimen. The officer
purchasing the same should send it to the Mint reporting to the Mint Master
the grounds upon which its purchase was considered desirable. In the case
of coins purchased by Treasury Officer and sent to the Mint, each coin
should be sent in a separate wrapper bearing the name of the treasury, a
mark and date whereby it may be subsequentfy traced in correspondence.

35. Judicial Officers may send counterfeit coins to treasuries and sub-
treasuries for remittance to the Mint. With these coins a short descrip-
tion of the case should be furnished and any implement such as dies,
moulds, ete., which may have been found, should be sent. These receipts
should be kept quite separate from coins withdrawn by the Treasury
Officers, etc., which have to be remitted in accordance with the instructions
confained in S.R. 476. Each remittance by a Judicial Officer should be
put into a separate wrapper with details of the source of receipt of the coins
and other particulars. If the Government so direct, the Treasury Officer
should send the counterfeit coins to the Mint through the Inspetcor
General of Police or other officer nominated by the Government.

36. Counterfeit silver coin found in a remittance should be broken and
sent to the Mint in accordance with paragraph 34 above. Counterfeit
nickel or nickel-brass coins received in a remittance should be returned to
the remitting treasury, if the the Treasurer of the remitting treasury wishes
them to be returned and is willing to bear the cost of returning them; other-
wise they should be sent to the Mint in accordance with paragraph 34
ﬂbu\'e.. In the case of remittances to the Mint unaccompanied by potdars,
the rejected coins should not be sent back to the remitting treasury, except
on a special application for their return which must be made by the treasury
immediately after receipt of the Mint advice. The cost of returning the
coins will be borne by the Treasurer of the remitting treasury.

Note.—The rejected coins and slips from remittances received from the offices of
the Reserve Bank and branches or the Impesial Bank of India will be collected by
their local representatives from the Mint pefiodically; preferably once a month. The
representative will take with him to the Mint Master a letter authorising him to receive
the rejected coins and slips in respect of any particular Mint outturn certificate. The
Mint reserves the right to destroy all rejected coins not asked for within three months
of the date of issue of the outturn certificate.
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37. At places where there is meither a Currency Office nor a branch,
sub-branch or Treasury Pay Office of the Imperial Bank of India, Treasury
and Sub-treasury Officers are authorised to accept for disposal in the usual
manner suspected coin tendered by the Post and Telegraph Offices.

Diminished and Defaced Coin.

38. When a silver coin which has been diminished in weight so as to
be more than 25 per cent. below standard weight, is tendered to any person
authorised to act under section 16 of the Indian Coinage Act, such person
shall eut or break such coin and return the cut coin to the tenderer,
who shall bear the loss caused by such cuiting or breaking. Coins which
have been diminished in weight but not more than 25 per cent. of the
standard weight should, when tendered, be disposed of in accordance with
the rules in Appendix C.

39. Soldered and shrofi-marked coins are defaced (but not fraudulently
defaced) coins under the Indian Coinage Act and should be received and
paid for as coins which have been diminished in weight. In determining
the weight of coin to which solder or other metal has been attached, the
weight of such solder or other metal should not be taken into account.
Ordinarily, presenters should be required to remove as much as possible of
the solder at their own cost.

40. When silver coin which has been fraudulently defaced is tendered
to any person authorised to act under section 16 of the Indian Coinage Act,
such person shall cut or break the coin and return the cut coin to the
tenderer, who shall bear the loss caused by such cutting or breaking. If
the defacement is not frandulent, the coin shall be received at the rates
prescribed in Appendix C for coins diminished in weight, but it shall not
be re-issued.

41. The following instructions should be borne in mind in determining
whether a coin is fraudulently defaced. A liberal interpretation is given
in the Mint to the orders for rejection of coin as fraudulently defaced with
the combined objects of (i) protecting innocent holders, such as those who
hold their savings in the form of coin made up into necklaces and other
ornaments, or those through whose hands defaced coin passes and who are
unable to detect and refuse coins that have been defaced with fraudulent
intent, and (7z) encouraging the return of defaced coin by the publie, with
a view to maintaining the standard of the coinage in circulation.

(i) A coin which bears on its surface radial stri@ should be deemed to
have been fraudulently defaced.

(i) Defaced coins bearing clear signs (i.e., such as must be obvious to
the public) of defacing with fraudulent intent should be rejected
as fraudulently defaced.

(#ti) Coins from which silver has been deliberately removed by filing,
clipping, scooping or punching, and coins other than soldered
coins which have been remilled, Sho}ﬂd be rejected as fraudu-
lently defaced. Soldered coins having only a section of the
milling unevenly filed, where solder has been removed and the
milling refiled, should not be treated as fraudulently defaced.

(iw) Drilled coins which appear to have been used as ornaments, and
which beéar ™o other signs of reductions, are not fraudulently
defaced, but should be accepted as defaced. If tendered in
large numbers, however, a fraud should be suspected.
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(v) “P. M.” marked coins should be accepted as defaced.

(vi) “Sweated” coins that have been reduced by the action of acids
are defaced but not fraudulently defaced, unless the signs of
sweatling are clear enough to be“obvious to the public.

(vii) Cut or broken coins that have been patched together with solder
should be rejected as fraudulently Sefaced.

(viti) Coins on which any part of the design on obverse or reverse has
obviously been re-engraved by hand should be rejected as
fraudulently defaced. :

42. Soldered coins should be accepted, provided that—
() They are in one piece.

(17) They retain sufficient impression to admit of identification as
genuine India coin. If unidentifiable they should be returned
uncut as unacceptable coin.

(777) The solder has been carefully and sufficiently removed by tools
or by heat treatment. 3

(7v) They have not been reduced by sweating with acid.

(v) Silver has not been scooped or filed from the coin under pretence
of removing solder. : ¢

(vi) Pieces of the original coin have not been removed and replaced
with solder or base metal.

43. Defaced nickel or nickel-brass, bronze and copper coins are legal
tender and should be accepted at treasuries. But if they are soldered, or
otherwise unfit for re-issue, they should not be issued to the public but
should be dealt with like other uncurrent coin.

Acceptance of Burnt Coin.

.. 4. (1) Burnt silver coins may be received at treasuries if they are
identifiable  as genuine India = coins. When such coins  have
diminished in weight by more than 2 per cent. below standard weight,
payment should be made at the rates laid down in Appendix C. All burnt
coins accepted at treasuries will be set apart for remittance to the Mint as
uncurrent coins. Burnt coins which are not identifiable as genuine
India coins should not be accepted at treasuries. The presenter. should be
directed to send them to the Mint where, after the coins have been melted
and assayed, " outturn certificates will be prepared and issued for payment
at the local treasury. Value for the silver contents after assay will be given
at the market rate on the date of receipt of the coins at the Mint.

B 3 s .
(2) Burnt copper, bronze and nickel or nickel-brass coins may be
received at treasuries at their face value, provided they are identifiable as

genuine India coins. Such coins if unidentifiable will not be accepted at
treasuries or at the Mint,

45. Payments at treasuries of outturn certificates issued by a Mint
Master on account of burnt, soldered, dumb or defective coins sent to the
Mint should be passed on for adjustment to the Accountant-General,
West Bm.\gal or Bombay, according as the outfurn certificates were issued
by the Mm_t Master, Caleutta or Bombay. Outiurn certificates not exceeding
one rupee, if uncashed for one whole account year, and those above one rupee

uncashed for three complete account vears, will be credited to the Union
Government at the end of each year.
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-

Supply of Weights and Scales.

46. (1) For testing silver coin, minimum weights of 15/16, 7/8, 13/16,
3/4, 7/16, 3/8, 3/16 and 3/32. tola a piece are obtainable from the Mint
on application to the Mint Master. To enable a Treasury Officer to
determine whether a rupee, half-rupee, quarter-rupee or eighth-rupee is
fit for re-isuee or not, minimum weights of 176-4, 882, 39:375 and 19-6875 -
grains respectively, are also supplied by the Mint on indents.

(2) Those weights are supplied by the Mint Master free of charge to all
treasuries and to the Bank conducting the cash business of a treasury. If
they are supplied to replace weights lost, the person through whose default
the loss has occurred will, if the Collector in the case of treasuries, and the
Manager or Agent in the case of the Bank, so directs, pay a penal charge
of one-rupee for each weight lost, the recovery being credited to the Union
Government as a misceﬁaneous receipt. No adjustment in the Mint
accounts is necessary. If the weights are supplied to a Foreign State, the
State concerned should bear the cost.

(3) Weights other than minimum weights and scales of various sizes,
including minimum weight scales, are supplied by the Mint on payment.
If any treasury desires to purchase these from the Mint, it will send an
indent for the supply to the Mint Master direct.

(4) Worn out and surplus minimum weights should be returned to the
Mint for disposal.

Weighment of Coin against minimum weights.

47. (1) Coins should never be directly wei hed _:1gainst thc_e miqimum
weight, that is to say, it is incorrect to place the minimum weight in one
pan and the coin in the other, as, if the arms of the soal'e are not of exactly
the same length, the weighment is false. At the beginning of work, the
minimum weights should be placed in one pan, and S,h"“ld. be balanced
exactly by pieces of metal placed in the ‘other pan. The minimum weight
should then be removed from its pan and the coins to be tested sl.muld be

laced one after another on the pan from which the minimum weight has
een removed. The minimum weight should only be put buck in 1its pan
to test the counterpoise occasionally during the day. If th-xﬁ method,
which is the only correct one, be adopted any error due to difference of
length of arms of the balance, however minute, 18 avoided and wear and
tear of the minimum weight will be greatly reduced. '

(2) Minimum weights should invariably be replaced caréfully in the
boxes in which they are supplied and every care taken to avoid an abrasion.

Light weight coin in remittances.

48. TUncut rupees and half-rupees found in remittances from treasuries,
currency office and the Bank, which have lost more than .6,} per cent. and
12} per cent. respectively, but not more than 25 per cent. in weight, sh'ould
be cut on receipt and credited at one rupee per tola on their tgtul weight.
Coins that have lost more than 2 per cent. but not more than 61 per cent.
in weight through reasonable wear in the case of the rup(-e_mul 124 per cent.
in the case of the half-rupee, should be credited at their nominal value,
but if their number exceeds 3 per cent. of the whole remittance, the fact
should be reported to the Collector, the Currency Officer or the ‘Manager,
as the case may be, of the Reserve Bank, or the Local Head Office of the
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Imperial Bank of India in whose jurisdiction the remitting office lies,
according as the remittance is received from a treasury or sub-treasury,
from an office of the Reserve Bank or from a branch of the Imperial Bank
of India, for taking such disciplinary action as may be considered necessary
to improve the quality of shroffing.

Light weight and other coins cut in certain Indian States.

49. Baroda, Kashmir, and some of the States in Rajputana, Central
India, and the Madras and Bombay Presidencies have adopted the
India rupee and the rules in force in India for the cutting and
breaking of silver coins. Light-weight and other coins cut and received in
these States in accordance with the rule of the Union Government will,
when presented at the nearest treasury in India, be paid for at the
rate of one rupee a tola on their total weight.

Withdrawal of coin from circulation.

50. (1) The above instructions provide for the withdrawal of counter-
feit, light-weight and defaced coin from ecirculation, but in order to main-
tain the currency in the hands of the public in as good a condition us
possible, the following coins should also be withdrawn from circulation
whenever they are received at a treasury, although they are legal tender: —

(1) Rupees and half-rupees of the mintage 1835 and 1911.

(1) Silvey quarter-rupees which are worn to such an extent that the
device is faint or obliterated.

(2¢2) Silver cuips of full weight which have any defect in coinage,
e.g., coins which are split, scaled or which bear the impress of
one die only or ring badly.

(tv) Nickel or nickel-brass and bronze coins which are defaced or which

are so worn that the denomination and date are not easily
decipherable.

(v) Copper coins which are defaced or badly worn or which for any
other reason are considered to be unfit for circulation.
(v2) “All double pice.

(vii) All silver eighth-rupees.
(vird) All nickel eight and four anna coins.

(2) Coins called in by the Union Government should be withdrawn
from circulation, as soon as they are received at a treasury or the Bank.

. 51, Treasury Officers should remember that the state of the currency
in the hands of the public is largely dependent on the strict observance at
treasuries of the above instructions for the withdrawal of coins which are
unfit for circulation. Treasurers and their shrofis are primarily responsible
for this work and should be required to keep a rough memorandum book
showing the tale of the coin examined by each man per diem and the
number of light weight and other defective coins discovered per thousand
rupees tested. Constant supervision should be maintained by the Treasury
Officers, and if it appears that the number of coin withdrawn from circula-

tion is small, special steps should be taken to see that all coins received at
the treasury are properly shroffed.
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52. All coin received by Government officers and withdrawn from
circulation should, whether or not it has been cut or broken, be sent at the
first convenient opportunity to the Mint at Bombay or Calcutta, or to any
principal treasury appointed by the Currency Officer to receive such coin,
for remittance to the Mint. Such coin will be credited in the officer’s cash
balance as ‘‘uncurrent coin’’ at the actual value at which it has been
received, and, on transfer to the Mint, will be credited at the Mint at the
rates prescribed by the Government, any loss incurred in recoinage being
adjusted in the Mint accounts.

53. Coin received by a person other than a Government officer and
withdrawn from circulation under these instructions should, whether or not
it has been cut or broken, be sent to the nearest treasury where it will be
paid for at the prescriled rates and remitted to the Mint in the usual course.

54. (1) The ﬁ)rocedure for the remittance into the Mint of coins with-
drawn from circulation is laid down in S.R. 476.

(2) When the proportion of current weight rupees fit for circulation
found in such a remittance whether or not cut or broken, exceeds five per
cent. of the whole, the Mint Master will make a special report to the
Colleetor, or the Manager of the Reserve Bank, or the Local Head Office
of the Imperial Bank of India, according as the remittance is received
from a treasury or sub-treasury, an office of the Reserve Bank or a branch
of the Imperial Bank of India, for such disciplinary action as may be
c;)ﬁxsidered necessary to improve the quality of shroffing in the remitting
office. ’

55. (1) The following special instructions should regulate the receipt
at the Mint from Railways in India of silver coins presented by railway
officers at treasuries and cut at the latter:—

(1) Remittances to the Mint, which may be made at such intervals as
are found convenient, should as far as possible be in quantities
weighing not less than 500 tolas at a time.

(1) A deduction of 1 per cent. will be made by the Mint Master on
account of melting charges subject to a minimum charge of Rs. 2.

(#127) The credit to be given to the railways will be caleulated at the
market rate of the bullion on the day of receipt, subject to
maximum of one rupee per standard tola, and the Mint Master
will, after the coin has been melted, prepare an outturn certi-
ficate showing the value payable to the railway and forward it
to the Chief Accounts Officer concerned for encashment af the
local treasury. A copy of the certificate will also be sent to the
Accountant-GGeneral, West Bengal, in the case of the Calcuita
Mint, and to the Accountant-General, Bombay, in the_ecase of the
Bombay Mint.

_(2) The above instructions apply only to fraudulently defaced comn amna
coin which has been diminished in weight so as to be more than 25 per cent.
below * standard weight, cut and returned to a Railway Administration, and
position of private tenderers and are not entitled to receive ecredit
from the Mint for the market valug, or to have the coins
assayed and reported on by the Assay Offiee, . When, however, any
unusually large amount of counterfeit coins is tendered to railway cfficers,
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or the existence of such coins in circulation in large quantities in any
locality is otherwise brought fo their notice, a special report on the
subject should be submited to the Government.

(3) Railway Administrations should send to the Mints, through the
State Government (or the Inspector-General of Police, the eputy
Inspector-General of Police in charge of the Criminal Investigation Depart-
ment and Railways, or any other officer holding a similar position whom
the State Government may designate), only such counterfeit coins as
are exceptionally well executed. Ordinary counterfeits should be sent to
the treasuries to be cut or broken. They should submit to the Mint
quarterly, not later than the 10th of the month of follotving the quarter to
which it relates, a return showing the total number of counterfeit coins
received in the previous quarter, including both the coins sent to the
treasury and those sent to the Mint. Copies of the statement should be sent
to the State Government or the officer designated for this purpose.
Station Masters or other railway officers should also give the earliest possible
information to the police of the tender of any counterfeit coin.

Returns of coins cut or broken or withdrawn from circulation.

56. Uncurrent silver coin received at treasuries under paragraphs 24,
38, 39 and 48 to 50 should be entered in a separate registers in Form T.E. 5
at the end of the day of their receipt, and the several kinds of coin kept
in the seperate bags under double locks. A separate record of uncurrent
silver coins cut under the rules but not paid for, should be maintained in

For;m~T.E. 6 to asyst in the preparation of the annual return in Form
T.E. 7 of uncurrent silver coins cut.

57. The total amount of 1835, 1911, light-weight, shroff-marked,
soldered and other defaced, uncurrent and defective comns, as well as coins
called in by proclamation, withdrawn from circulation and held in the
treasury should be shown separately in the monthly cash balance report.

58. A return in Form T.E. 8 should be submitted to the Currency

Officer with the cash balance report showing the details and balances of all
silver coins withdrawn from circulation.

59. Treasury Officers should, on the 20th April each year, submit to
the Curredcy Officer a return in Form T.E. 7 showing genuine silver coins
cut or broken during the previous year on account of being reduced in
weight. They should also submit to the Mint quarterly, not later than
the 10th of the month following the quarter to which it relates, a return
in Form T.E, 9 showing counterfeit coins received in the previous quarter,
excluding receipt from Railways but including receipt from Courts and
from all other sources. The return should include the coins received by
the Bank conducting cash business of the treasury. The necessary figures

will be furfiished by the Bank to the Treasury Officer immediately after
the close of ecach guarter, .

* Supply of Coin.

80. (1) In districts where the cash business of the treasury is not
('.(md.u(:ted by the Bank, the Treasury Officer is responsible for maintaining
at his treasury a sufficient §u{)ply of all kinds of coin for issue to the public.
He should, as far as possible, submit to the Currency Officer his requisi-
tion for the supply of small coin and rupees with the cash balance report.

185



[60-65] EXECUTIVE INSTRUCTIONS AND ORDERS [ParT TII]

Ordinarily, remittances of coin will be sent to the district treasury and
distributed to sub-treasuries from there by the Treasury Officer, but in
certain cases, e.g., when a sub-freasury is on a Railway, it may be more
economical to send remittances to a sub-treasury and make the distribution
from there.

(2) In districts where the cash business of the treasury is conducted by
the Bank, the Manager or the Agent of the Bank is responsible for main-
taining a sufficient stock of rupees and small coin to meet all demands from
the public and also demand from the Treasury Officer for supply to sub-
treasuries. When the Treasury Officer wishes to replenish the stock of
coin at a sub-treafury, he will obfain the necessary coin from the Bank,
unless the sub-treasury requirements are large and it is more convenient
and economical to obtain a direct remittance from Currency Office, or a
small coin depot. In the case of branches of the Imperial Bank of India,
the Agents will submit their indents of supply of coin to the
Local Head Office or Link Branch, which will arrange with the Currency
Officer for the necessary remittances.

Foreign Coin.

61. Save as hereinafter provided, foreign coin or notes should not be
received in treasuries, except under some general or special orders of the
Government.

82. Troops returning from a campaign, where they have been paid in
foreign money, are allowed to exchange it at the treasury nearest the
frontier (or at the next, on a certificate that the frontier treasury has not
sufficient funds) at the rate of exchange at which it may have been issued
to the troops, the Officer Commanding the troops certifying the rate and
also the fact that the money has been issued as pay.

63. TForeign coins may, in special circumstances, be paid into a treasury
as part of a deposit, eventually to be made over to a third party. The
disbursement will be of the same coins, and so it is immaterial whether,
for purposes of account, the market rate, the assay rate, or a purely arbi-
trary value is assigned to such currency.

Banlk Treasuries.

64. The instructions contained in this chapter apply mutatis mutandis
to treasuries, the cash business of which is conducted by the Bank, except
where special instructions are laid down. The Manager or Agent of the
Bank will supply the Treasury Officer with the information necessary for
the preparation of the returns mentioned in paragraphs 56 to 59 above.

Chapter 4.—Currency and Bank Notes.
(Issued in consultation with the Reserve Bank of India.)

Denominations of Notes.

65. Under the provisions of the Reserve Bank of India Act (Act IT of
1934), the sole right to issue Bank notes in India has been vested
in the Reserve Bank with effect from the 1st April, 1935, and the Govern-
ment have ceased to issue currency notes. The Reserve Bank has taken
over the liability for the currency notes issued by the Government.
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66. Currency notes of the denominational values of one rupee, two
and a half rupees, five rupees, ten rupees, twenty rupees, fifty rupees, one
hundred rupees, five hundred rupees, one thousand rupees and ten thousand
rupees have been issued by the Government. Under the provisions of the
Reserve Bank of India Act, these notes are now legal tender throughout
India and the distinction between universal and non-universal
notes does not now exist. The issue of currency notes of the denomina-
tional values of one rupee, two and a half rupees and twenty rupees has
been discontinued and curency notes of the other denominational values
supplied by the Government have been issued by the Reserve Bank in
addition to its own notes.

. 67. Bank notes issued by the Reserve Bank will be of the denomina-
tional values of two rupees, five rupees, ten rupees, one hundred rupees, one
thousand rupees and ten thousand rupees, unless otherwise directed by the-
Government on the recommendation of the Central Board of the Bank.

Bank notes and currency notes issued by the Bank are legal tender through-
out India.

68. One rupee notes issued by the Union Government are unlimited
legal tender, and, although these notes are treated as rupee coin for all
purposes of the Reserve Bank of India Act, the instructions cointained in
the following paragraphs will, save where the contrary intention appears,
apply to these notes as they apply to Currency and Bank Notes.

Receipt and Issue of Notes.

69. The form of currency demanded by the public should be supplied,
but in view of the waste involved in the use of silver coin as currency, the
use of notes should be encouraged as far as possible.

. Notes should, therefore, be received freely by all Government officers
in payment of Government dues or in settlement of other tramsactions, and
should be tendered to persons receiving payments from the Government,

unless the payee requests payment in coin, when the demand should be met
as far as possible. !

1'{0- No restrictions are imposed on the issue of notes at treasuries in
exchange for coin or for notes of other denominations.

71.  Although no person has a legal claim to obtain coin for notes
presented at a treasury, this accommodation should M given whenever
p()sﬂlb]_e. and all applications for exchange should be grantef, provided that
the coins or notes agplied for are available, subject to any general or special

lmutatu_ms which the Reserve Bank or the Government may find it neces.
sary to impose from time to time.

72. Subject to any limitations which may be imposed in particular
cases, the Treasury Officer should, whenever he is satisfied that no incon-
venience will be caused to the treasury, exhibit in some conspicuous place
a placard in English and the Indian language in local use, notifying that
he is prepared to give coin for notes.

. . s .
Nore 1.—Notes to a limited extent may be cashed for the convenience of travellers
when the treasury is unable to cash them for the gereral public,

Nore 2.—Facilities should be given as far as possible for encashment of notes at
sub-treasuries.
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73. Whenever there are reasons to believe that notes are selling in the
local market at a discount or a premium in large amounts, the Treasury
Officer should at once bring the fact to the notice of the Currency Officer.

74. The ordinary exchanges with the public mentioned in paragraphs
70 to 72 above sh'ou{g be made from the treasury balance. When, however,
the amount of rupees or notes of any denomination in the treasury balance
is insufficient to meet the demand for exchanges, rupees or notes of the
required denominations may be obtained from the currency chest.

75. 1t 1s desirable from the point of view of the popularity of the note
issue that clean notes only should be put into circulation. This has, at
the same time, the advantage of making it more difficult for forged notes
to escape detection, as these are frequently intentionally soiled or smudged
in order to conceal their defects. 1In the case of districi treasuries, however,
it is not feasible entirely to discontinue re-issues, but Currency Officer will
arrange to keep the treasuries in his jurisdiction supplied with sufficient
stocks of clean notes in order to meet all probable demands. Notes much
soiled, defaced or torn should not in any case be re-issued to the public and
cut notes should not be re-issued. Notes unfit for re-issue should be- sent
to the Currency Officer (or treasury named by the Currency Officer) in the
first remittance made thither.

76. Subject to the remarks in the preceding paragraph, all notes, if
fit for issue, may be issued to the public, irrespective of the circle from
which they were issued, or deposited in the currency chests under the
relevant orders.

Currency notes of the denominational values of one rupee, two and a
Lalf rupees and twenty rupees should not be issued to the public, but should
lé)emremltted to the Currency Officer (or treasury named by the Currency

cer).

. 77. In order to prevent the older issues of notes being stored for an
indefinite period in a treasury, notes fit for re-issue should be arranged in
the double lock treasury balances and the currency chest balances in order
of receipt and should be re-issued from these balances in the same order.
otes received across the counter in the course of daily transactions may be
re-1ssued at once, provided that they are in good condition,
78. Notes unfit for issue should be kept separately in the currency
ghif{st 4!13,_1111109, pending remittance to Currency Office 1 accordance with
R. 477.

*  Forged, defective and lost notes.

79. (1) In the event of a forged note being presented, the note and the
presenter should be made over to the police, if the Treasury Officer considers
it advisable 10 do so. 1f, however, the Treasury Officer is convinced that
the presenter has presented the forged note in good faith, believing that
1t was genuine, he should impound the note, take the name and the address
of the presenter and his statement regarding the person from whom he
received the note. The forged note and the presenter’s statement should
be sent to the police for further enquiry. After the enquiry has been
completed, the police will forward the forged note to the Currency Office

salong with a report.

v Yore.—When a forged note is impounded, it should be stamped with the word
Forged”, or the word ‘“Forged' should be written on it in red ink in large letters
before it is sent to the police for enquiry.
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1 5 tinised
isfigured by oil or other substances should be scru
“'itlgzgpi?;‘iscg:‘::, gas forge()l notes are sometimes intentionally thus disfigured
to render detection difficult.

* joi ¢ bank cchange banks have

3) The managers of some joint stock banks and exchange ;
‘nst(nzctions to sexgul forged notes presented to them to the nearest treasury
for impounding. When a treasury officer receives a forged note from a
bank, he should take action in accordance with sub-paragraph (1) above.

(4) The Reserve Bank has authorised the Secretary and Treasurer of
each of the Local Head offices of the Imperial Bank of India, every Agent
or Sub-Agent in charge of a branch or sub-branch and every employer in
charge of a Treasury Pay Office of the said Bank to impound forged notes.

(5) At places where there is neither a Currency Office nor a branch, sub-
branch or Treasuxar Pay Office of the Imperial Bank of India, Treasury
and Sub-treasury Officers are authorised to accept for disposal in the usual
manner, suspected notes tendered by the Post and Telegraph Offices.

(6) When suspected notes sent to treasuries by Post Offices or managers
of joint stock banks for adjudication are adjudged by Treasury Officers as
genuine, their value will be g

v ccounted for under the head *‘Civil Deposits—
Revenue Deposits’”,

pending repayment of the amount to the parties
concerned. If these deposits rem

ain unclaimed for one whole account year,
they should lapse to the credit of the Union Government.
These instructions apply mutatis

mutandis to suspected coins sent by
Posi Offices to Treasury Offic

ers under paragraph 37

80. No person is of right entitled to recover the value of any lost,
stolen, mutilated or imperfect Currency or Bank note, but rules have been
framed under the Reserve Bank of India Act, preseribing the circumstances,
conditions and limitations under which the value of such notes may be
refunded as of grace. The rules are repr¢duced in Appendix G.

8!- Half, mutilated, mismatched or altered notes, and notes disfigured
by oil or other substances in such manner as to render their identification
doubtful should never be received in payment of Government dues or
cashed. The holder should be advised to apply to the Currency Officer
competent to deal with the matter in accordance with the rules in Appendix

G for instructions regarding the procedure under which the value of suca
notes can in some cases be recovered.

Nore 1.—Notes with only a slight mutilation which does not interfere with identi-
fication or suggest fraud, may ke received at the treasury and dealt with under
S.R. 477. The features necessary for the identification of a note are, besides the
number which must, including the serial letters, be all intact, the denomination, the
place of issue where indicate , the signature and the watermark.

Note 2.—Defective notes should be stamped with ‘“‘Half note—Payment refused’’,
‘‘Mutilated—Payment refused’’, “;\Iismutcﬁed—l’n_\‘mont refused'” or “Altered—
Payment refused’”, as the case may be, or such words should be written in red ink in
large letters before they are returned to the presenter.

82. The value of lost, stolen or wholly destroyed notes of the denomi-
nation of Rs. 10 and below will not be refunded. Persons applying to a
Treasury Officer for a refund of the value of lost, stolen or wholly destroyed
notes of the denomination of Rs. 20 and above should be referred to the
Currency Officer of the office of issue to which the notes are alleged to belon

for instructions regarding the procedure under which the value of suc
notes can in some cases be refunded.
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Banlk Treasuries.

83. Provisions of paragraphs 69 to 82 above apply mutatis mutandis
to Bank treasuries.

Indents for Notes.

84. The Treasury Officer is responsible for keeping the currency chest
and treasury balances sufficiently stocked with all denominations of notes to
provide for issues to the public in payments on behalf of the Government
and in exchange for rupees. He should, as far as possible, submit to the
Currency Officer his requisitions for the supply of notes with the cash balance
report. Ordinarily, remittances of notes will be sent to the district treasury
and distributed to sub-treasuries by the Treasury Officer, but in certain
cases, e.g., when a sub-treasury is on a Railway, it may be more economical
to send remittances to a sub-treasury for distribution.

85. At places where the cash business of the treasury is conducted by
the Bank, the Manager or Agent of the Bank is responsible for keeping in
the currency chest a sufficient stock of notes to meet all demands from the
public and ‘also demands from the Treasury Officer for supply to sub-
treasuries. When the Treasury Officer wishes to replenish the stock of
notes in a sub-treasury, he will obtain the necessary supply of notes from
the Bank, unless the “sub-treasury requirements are large and it is more
economical and convenient to obtain a direct remittance from Currency
Office. In the case of treasuries the cash business of which is conducted
by the branches of the Imperial Bank of India, the Agent of the Bank will
submit his indent for supply of notes to his Local Head Office or Link
Branch which will arrange with the Currency Officer for the necessary

remittance.
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Concordance showing the source of each rule in ‘‘the Treasury Rules, West
Bengal and Subsidiary Rules made thereunder”—Volume I.

Note.—This concordance has been compiled sololy for the purpose of assisting referen-
ces and no expression used in it should be considered as in any way interpreting
the rules.

The follwing abbreviations have been used in this concordance :—
T.R.—stands for “Treasury Rule’’.
S.R.—stands for “‘Subsidiary Rulo"l.

B.T.R.—stands for ‘‘Treasury Rules, Bengal and the Subsidiary Rules made
thereunder, 1937 Edition''.

C.T.R.—stands for “‘Central Government Compilation of the Tresaury Rules,
First Edition (1941)". :

B.F.R.—stands for ‘Bengal Financial Rules, ete.—1st Edition (Reprint) 1930,

Part I.—Treasury Rules.
T.R. 1—is based on T.R. 1 of B.T.R.

T.R. 2—gives definitions of certain terms used in this compilation, bassd on corresponding
definitions as given in T.R. 2 of B.T.R., except in the following cases :—

(#) clause (¢) is noew and is based on clause (h) of Rule 2 of C.T.R.

(#) clause (i) gives the definition of the term “Indian Audit Department’’, based on
paragraph 1 of the “Introduction to the Indian Government Accounts and
Audit—2nd Edition, 1940,

(##%) The note below “‘clausa (k)—Public Account’’ is based on note below clausa (1) of
rule 2 of C.T.R.

(iv) clause (1), which oormsponds to clause (¢) of T.R. 2 of B.T.R., has been amplified
to include the terms “Bank Treasury’’ and “Non-Bank Treasury’’,

T.R. 3—corresponds to T-R. 8 of B.T.R., the note therounder is now.

T.R. 4—clauses (1) to (5) reproduce the corresponding clauses of T.R. 4 of B.T.R., with necessary
amplification of clause (3) to accord with the corresponding clause of C.T.R.
Note below T.R. 4(1) is new.
T.Rs. 5 and 6—reproduce respactively T.R.s 5 and 6 of B.T.R.
T.R. 7—reproduces the corresponding clauses of T.R. 7 of B.T.R. Clause (b) below T.R. 7(2) is
new and is based on clause (¢) below rulo 7(2) of C.T.R. Note 2 below T.R. 7(1) is
based on Finance Department No. 2050F., dated the 17th September 1951.

T.R. 8—is based on T.R. 8 of B.T.R.
T.R. 9—is based on T.R. 9 of B.T.R.

T.R, 10—is based on T.R, 10 of B.T.R., a5 reconstructed with reference to Government of India

Finance Department, letter No. D-163-08D., dated the 17th Septomber 1938.

T.R. ll—-i_s based on T.R. 11 of B.T.R., as reconstructed with reference to Government of India
Finance Department, letter No. D-163.0SD., dated the 17th September 1938.

T.Rs. 12-20—correspond respectively to T.R.s 12 to 20 of BT.R.

T.R. 30—reproduces T.R. 30 of B.T.R.

T.R. 81—reproduces T.R. 31 of B.T.R.

T.R. 32—is based on T.R. 32 of B.T.R., as amplified by insertion of clause («) with referonce to.

Government of India, Finance Department, lotter No. D-168-0O8D., dated the 17th
September 1938,
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T.R.
T.R.
T.R.

T.R.

T.R.
T.R.
T.R.
T.R.
T.R.

- -

33—is based on T.R. 38 of B.T.R.
34—is based on T.R. 34 of B.T.R. omitting the reforences to “Foderation’'.

36—clauses (1) and (2) are based on corresponding sub-paragraphs of T.R. 35 of B.T.R.
Clause {3) takes in the substance of T.R. 36 of B.T.R. ns roconstructed with reference to
corresponding rule 31(3) of C.T.R.

36—is new, based on Government of Bengal, Fiananco Dopartment, Circular No, 7826-F.,
dated the 20th July 1937.

37—corresponds to T.R. 37 of B.T.R. aftor omitting the roferonces to “Federation™.
38—corresponds to T.R. 38 of B.T.R,

39—reproduces T.R. 30 of B.T.R. as modified with reference to rule 85 of C.T.R.
40—corrasponds to T.R. 40 of B.T\R.

41—takes in the substance of rule 37 of C.T.R.
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Part 11.—Subsidiary Rules under the Treasury Rules.
Chapter I—Qeneral organisstion and working of Treasuries.

S.R. 1-—is based on S.R. 1 of B.T.R. and rule 39 of C.T.R.
S.R. 2—iz based on rulo 40 of C.T.R. ; the note bolow S.R. 2 is now.
8.Rs. 3 to 6—are based respectively on rules 41 to 44 of C.T.R.
S.R. 7—is based on S.R. 4 of B.T.R. Also see Finange Department No. 4617F., dated the 13th
December 1950.
S.R. 8(i)—is based on rule 48 of C.T.R. and S.R. 5(1) of B.T.R.
8(#i)—is based on rule 490 of C.T.R.
8(iii)—is based on rule 50 of C.T.R.

S.R. 9—is based on rulo 52 of C.T.R. and S.R. 3(1) of B.T.R.
S.R. 10 with note—takes in only such portion of rule 53 of C.T.R. as is nocessary.
S.R. 11—is based on S.R. 32 of B.T.R.
S.Rs. 12 to 23—are basad respectively on rules 57 to 68 of C.T.R.
S.R. 24—is based on rule 69 of C.T.R. with specific provision for custody of vouchers.
S.R. 25—is basod on rule 45 of C.T.R.
Note—is based on note below S.R. 3(2) of B.T.R.
S.R. 26—takes in the substance of rule 70 of C.T.R.—the detailed instructions for inspection,
being incorporated in Appendix 4,
S.R. 27—is based on rule 71 of C.T.R.
S.R. 28—is based on rule 74 of C.T.R.
Note—roproduces the note below rule 345 of B.F.R.

S.R. 20 with note—reproduces rule 75 of C.T.R. with note thereunder.

S.R. 20A—is based on Government of Bengal, Finance Dopartment, memorandum No. 23 44F.B.,
dated the 9th March 1950.

Chaptor IT—Receipt of (Government moneys and payment of such moneys into the Publio

Account,
S.R. 30—is basod on rule 76 of C.T.R.
Note—reproduces S.R. 10A of B.T.R.
S.R. 381—is based generally on rule 77 of C.T.R.
Clause (i)—is based on rule 77(i) of C.T.R.
Note 1—roproduces note 3 to rule 84 of B.F.R.
Note 2—reproduces note 6 to rule 34 of B.F.R.
Clause (it)—is based on rule 77(i) of C.T.R.
Note—roproduces note 1 to rulo 34 of B.F.R.
Clauso (#ii)—is based on rule 77(iii) of C.T.R.
Note 1—takes in 3rd sub-para. of rulo 34 of B.F.R.
Noto 2—reproduces noto 8 to rule 34 of B.F.R.
Note 3—roproduces note 5 to rule 34 of B.F.R.
Clauso (iv)—is based on rule 77(iv) of C.T.R.
Clause (¥)—is based on rule 77(v) of C.T.R.
Nolug;w:lc Finance Department memorandum No. 2146F., dated the 4th July
Clause (vi)—is based on rulo 77(vi) of C.T.R.
Clause (vii)—is basod on rule 77(vii) of C.T.R.
Clause (vifi)—is based on note 7 to rule 34 of B.F.R.
Note—reproduces note below rule 77 of C.T.R.
8.R. 32—is based on rule 78 of C.T.R.

Note—reproduces the “exception’® below rule 3 of B F.R.
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S.R. 33(1)(a)—reproduces rule 79(1)(a) of C.T.R.
Note 1—reproduces note below rule 79(1)(a) of C.T.R.
Note 2—reproduces “exception’’ below rule 4 of B.F.R.
Note 3—reproduces note 3 to rule 4 of B.F.R.
S.R. 33(1)(b)—reproduces rule 79(1)() of C.T.R.
S.R. 33(1)(c)—roproduces rule 79(1)(c) of C.T.R.
S.R. 33(2) with note—reproduces rule 79(2) of C.T.R. and note thereunder.
S.Rs. 34 to 36—are based respectively on rules 80 to 82 of C.T.R.

S.R. 37—is based on rule 83 of C.T.R. and rule 2 of B.F.R.
? Note 1—is based on rules 2, 2A and 2B of B.F.R.
Note 2—is based on Finance Department No. 4516F., dated the 4th December 1950.

8.Rs. 38 to 42—are based respectively on rules 84 to 88 of C.T.R.

S.R. 43—is basad on rule 89 of C.T.R.
Note-—is based on S.R. 21A of B.T.R.

S.R. 44—is based on rule 90 of C.T.R.

S.R. 456—is based on rule 91 of C.T.R.

S.R. 46 and note—is based on rule 92 of C.T.R. and note thereunder.
8.Rs. 47 to 40—reproduce respectively rules 93 to 95 of C.T.R.

Notes bolow S.R. 40—reproduce notes below S.R. 13 of B.T.R. Also see Finance
Department No. 3980F., dated the 26th September 1950,

S.R. 50—is based on rule 96 of C.T.R.
S.Rs. 51 to 53—are based respectively on rules 98 to 100 of C.T.R.
S.R. 54—(deleted).
S.R. 556—reproduces rule 102 of C.T.R.
8.R. 56 with noto—reproduces rule 103 of C.T.R. and note 2 thereunder.
S.R. 57—roproduces S.R. 24 of B.T.R.
S.R. 53—is based on Finance Department No. 3672F., dated the 22nd August 1950.
S.Rs. 59 to 61—reproduce respectively rules 104, 105, 106 and 108 of C.T.R.
S.R. 62 with note—is based on S.R. 30A of B.T.R. and note thercunder.

Chapter III—Custody of monoys relating to, or standing in, the Public Account.
8.R, 63—is basod on rule 5 of B.F.R. :

Note 1—is based on note 1 to rule 5 of B.F.R. with necessary modification based on

existing practico.
Note 2—is based on note 1 to rule 5 of B.F.R. ; also incorporates the existing practice
in respect of the Polico Department [vide Home (Police) Department file No,

P. 6R—64 of 1942].
Note 3—is based on note 3 to rule 5 of B.F.R.
Note 4—is new, based on existing practice [vide Home (Police) Department file No.
P. 6R—64 of 1942].
Noto 5—reproduces note 2 to rule 5 of B.F.R.

S.R. 64—is basod on rule 6 of B.F.R.

8.R. 65—is based on rule 7 of B.F.R.

S.R. 66—is basod on S.R. 42(8) of B.T.R., as amplified with reference to rule 72 of C.T.R.
Noto—roproduces note below S.R. 42(8) of B.T.R. -

S.R. 87—is based on S.R. 42(9) of B.T.R., as modifisd with reference to rule 73 of C.T.R.
Note—reproduces note below S.R. 42(9) of B.T.R.

S.R. 68—is based on S.R. 42(10) of B.T.R.
Introductory note at the beginning of Section IT—is based on corresponding note
above rule 113 of C.T.R.
S.R. 69—is basasd on S.R. 31 of B,T.R.
8.R, 70—is based on S.R. 37 of B.T.R.

8.R. 71(1)—is based on S.R. 36 of B.T.R.
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S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.
S.R.

S.R.
S.R.
S.R.

S.R.
S.R.

S.R.

S.R.
S.R.

S.R.

S.R.

S.R.

S.R.
S.R.
8.R.
S.R.
S.R.
S.R.

71(2)—is based on S.R. 34(1) and (2) of B.T.R.

71(3) with note—is based on S.R. 34(3) of B.T.R. and note thereunder.
71(4)—is based on S.R. 35 of B.T.R.

72—is based on S.R. 33 of B.T.R.

73 with noto—is based on S.R. 41 of B.T.R. with note thereunder.
74(1) to (7)—is basod on S.R. 42(1) to (7) of B.T.R.

75—is based on rule 120 of C.T.R.

76 with note—is basod on rule 121 of C.T.R. and note thereunder.
77—is based on S.R. 8 of B.T.R.

78—is based on rule 122 of C.T.R.

79—is based on rule 1238 of C.T.R.

80 with notes 1 and 2—are based on rule 124 of C,T.R. with notes 1 and 2 thereunder,
81—is based on rule 125 of C.T.R.

Chapter IV—Withdrawal of moneys from the Public Account.

82—is based on S.R. 50A of B.T.R.
83 with explanation—is based on rule 130 of C.T.R. and “explanation’ thereunder.
84—is based on S.R. 51 of B.T.R.
Notes 1 and 2-—are new.
85-—is based on rule 131 of C.T.R.
86—is based on rule 132 of C.T.R.
Note 1—reproduces note below rule 132 of C.T.R.

Note 2—roproduces S.R. 56 of B.T.R. Also see Finance Deﬁanmont Nos. 9857F.B.,
dated the 7th September 1949 and 2684F., dated the 27th May 1950.

87—is based on rule 133 of C.T.R.
Noto 1—is now.
Noto 2—is based on note below rule 133 of C.T.R.

88—is based on rule 134 of C.T.R.
89—is based on rule 135 of C.T.R. : }

90(a)—is based on rule 136 of C.T.R. and rule 30(a) of B.F.R. with note 5 thereunder,
Note 1—reproduces note 1 balow rule 30(a) of B.F.R. .
" Noto 2—reproduces note 2 below rule 30(a) of B.F.R.
Note 3-—reproduces note 4 below rule 30{(a) of B.F.R.

90(b)—is based on rule 30(b) of B.F.R.
Note 1—is based on note 1 below rule 30(5) of B.F.R.
Note 2—is based on note 2 below rule 30(b) of B.F.R.
90(c)—is based on note 3 below rule 30(a) and note 3 below rule 30(b) of B.F.R. as reconstruc-
ted in consultation with the Accountant-Genoeral.
91-—is based on rule 137 of O.T.R.
92—is based on rulos 138 and 139 of C.T.R.—Clause (viii) reproduces S.R. 70 of B.T.R.
93 with note—is based on rule 789 of C.T.R. and note thereunder.
94—is basod on rule 140 of C.T.R.
95—is based on rule 141 of C.T.R.
96—is based on note 1 below 8.R. 67 of B.T.R.
Note—is based on note 3 below S.R. 67 of B.T.R,

S.Ra. 97 to 101—are based respectively on rules 143 to 147 of C.T.R.

S.R.

102—is based on rule 148(1) of C.T.R. For note, 86 Finance Department No, 4576F.,
dated the 4th December 1950,

S.Rs. 103 to 1089—are based respectively on rules 149 to 155 of C.T.R.
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S.R. 110 with notes 1 and 2—reproduces rule 156 of C.T.R. and notes 1 and 3 theraunder,
S.R. 111 with note—is based on rule 157 of C.T.R. and nots thereunder,
S.R. 112—is based on rule 158 of C.T.R.
Nota 1—is based on note 1 below rula 158 of C.T.R.
> Note 2—is based on note 2 balow rale 158 of C.T.R.
Nota 3—is basad on nota 1 balow S.R. 80 of B.T.R.
S.R. 113—is based on rule 159 of C.T. '
S.R. 114—is based on rule 13{d) of B.F.R. and notes 1 to 4 and 6 thereunder.

S.Rs. 115 to 120—are based respectively on rules 161 to 175 of C.T.R. Also see Finance
Department No. 1000F., dated the 1st April 1952.

S.R. 130—is basod on rules 177 and 208 of C.T.R.
Note—reproduces note 2 below S.R. 141 of B.T.R.

S.Rs. 131 to 147—are basged respectively on rules 178 to 194 of C.T.R. S.R. 137 is b.sed on
Finance Department No. 1F., dated the 2nd January 1951,

S.R. 148—is based on rule 195 of C.T\.R.
Notes 1 and 2—reproduce respectively notes 1 and 2 below rale 195 of C.T.R.
Notes 3 and 4—reproduce respectively notes 2 and 3 below S.R. 144 of B.T.R.
S.R. 149—is based on rule 196 of C.T.R.
S.R. 150-—is based on rule 197 of C.T.R.
Note 1—is based on S.R. 55 of B.T.R.
Note 2—is based on rule 27 of B.F.R.
S.Rs. 151 to 157—are based respectively on rules 198 to 204 of C.T.R.
S.R. 158 and notes 1 to 3—is based on rule 51 of B.F.R. and nota 3 thereunder.

8.R. 159-—is based on last sentence of rule 51 of B.F.R.

Clause (a) with note—reproduces clause (a) of rule 51 of B.F.R. and note thereunder
with necessary changes to conform with rule 218(a) of C.T.R.

Clause (b) with note—is based on clause (b) of rule 51 of B.F.R. and note thereunder.
with necessary changes to conform with rule 218(b) of C.T.R.

Clause (c¢) with note—is based on clause (¢) of rule 51 of B.F.R. and note 4 thereunder.
§.Rs. 160 to 164—reproduce respectively rules 219 to 223 of C.T.R.
S.R. 163A—i& based on Finance Department No. 3F., dated the 2nd January 1952,

S.R. 165—reproduces rule 224 of C.T.R.
Note—is new.

S.R. 166—is based on rule 225 of C.T\R. _
Note l-—reproduces rule 53A of B.F.R.
Note 2—is new. It is based on Judicial Department notification No. 4766J., dated

15th September 1942,

S.R. 167—is based on rule 226 of C.T.R. as amended by G.I.F.D. Memo. No. FO(I1)-F44, dated
25th July 1944.
Note—is based on note 4 below rule 53A of B.F.R.

R. 168—is based on rule 227 of C.T.R. as amended by G.LF.D. Memo. No. FO(II)-F44, rlnt.gd
pe ] 2:18!,11 July 1944, For note, ses Finance Department No. 2400F,, dated the 9th May 1950.

S.R. 169—redraft of rule 53B of B.F,R. and rules 228 and 229 of C.T.R.

].R. 170—is based on rule 230 of C.T.R,
Note 1—is based on note 1 below rule 230 of CT.R.

Note 2—reproduces S.R. 157 of B.T.R.
Note 3—is based on note 2 below rule 230 of C.T.R.
Note 4—reproduces note 2 below S.R. 93 of B.T.K,
S.Rs. 171 to 173—are based respectively on rules 231 t0 233 of C.T.R.
S8.R. 174 with notes 1 to 3—is based on S.R. 09(b) Jof B.T.R. and notes thereunder,
8.R. 175—is based on rule 235 of C.T.R.
B.R. 176—is based on S.R. 150 of B.T.R.
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8.R. 177(a)—is based on S.R. 151 of B.T.R.
S.R. 177(b) with note—is based on S.R. 152 of B.T.R. with note.
S.R. 178—is based on S.R. 152A of B.T.R.
S.R.s 179 to 183—are basad respectively on rules 237 to 241 of C.T.R.
S.R. 184—is based on rule 243 of C.T.R.
8.R. 185(1)—is based on rule 244(1) of C.T.R.
S.R. 185(2)(a)—is based on rule 244(2)(a) of C.T.R.
Note 1—reproduces note 4 below rule 54 of B.F.R.
Note 2—reproduces note 5 below rule 54 of B.F.R.

S.R. 185(2)(b)—is based on rule 244(2)(b) of C.T.R.
S.R. 185(2)(c)—is based on rule 244(2)(c) of C.T.R.
S.R. 185(3)—is based on rule 244(3) of C.T.R.
8.R.s 186 to 190—are based respectively on rules 245 to 249 of C.T.R.
Note below S.R. 190 being based on note 3 below S.R. 81 of B.T.R,

8.R. 191—is based on rule 250 of C.T.R.
Note 1—based on Finance Department No. 3871F., dated 14th September 1950.
Note 2—based on paragraph 225(11) of Bengal Audit Manual, 1939,

S.R. 192—redraft of rule 251 of C.T.R.

S.R.s 103 to 199—are based respectively on rules 252 to 2338 of C.T.R.

S.R. 200—is based on rules 259 and 260 of C.T.R.

8.R.8 201 to 204 —are based respectively on rules 261 to 284 of C.T.R.

8.R. 205(1)—is based on rule 265(1) of C.T.R.
Note—is new.

S.R. 205(2) with note—is based on rule 265(2) of C.T.R. and note therounder.
8.R.5 206 to 208—are based respectively on rules 266 to 268 of C.T.R.
8.R. 209—redraft of S.R. 89(68) of B.T.R.
8.R. 210(1}—is based on S.R. 91(z) of B.T.R.
8.R. 210(2)-—is based on S.R. 01(b) of B.T.R.
8.R. 210(3)—is based on S.R. 91(d) of B.T.R. 5

Note 1—reproduces note below S.R. 91 of B.T.R.

Note 2—reproduces note 2 below rule 270 of C.T.R.

Note 3—reproduces clause (¢) of 8.R. 91 of B.T.R.

Note 4—is new.

Note 5—is redraft of latter portion of S.R. 84 of B.T.R.

-
8.R.s 211 to 216—are based respectively on rules 271 to 276 of CT.R. «

S.R. 217—is based on rule 277 of C.T.R. ; the note below clause (1) of the rule is based on para-
graph 351 of the Bengal Audit Manual—2nd Edition (1939).

8.R. 218—is based on rule 278 of C.T.R.
S.R. 219—is based on rule 279 of C.T.R. and includes latter. portion of S.R. 97 of B.T.R.
8.R.s 220 to 222—are based respectively on rules 280 to 282 of C.T.R.
S.R.s 223 to 225—reproduce respectively rules 284 to 286 of O.T.R.
8.R. 226—reproduces rule 287 of C.T.R.
Note l—reproduces note below rule 287 of C.T.R.
Note 2—is new. .
8.R. 227—is based on rule 288 of O.T.R.
Note 1-—is new,
Note 2—reproduces S.R. 52A of B.T.R.
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S.R.s 228 to 234—are basod respectively on rules 989 to 205 of C.T.R.
Note below clause (iv) of 8.R. 231(2)—is new-

8.R. 235—reproduces rule 89 of B.F.R.

S.R. 236—reproduces rule 207 of C.T.R.
Note 1—reproduces note below rule 297 of C.T.R.
Note 2—reproduces note 2 below rale 03 of B.F.R.

S.R.s 237 to 246—are based respectively on rules 208 to 307 of C.T.R.
S.R. 241A—basad on Finance Department No. 3625F., dated fth December 1951,
Note—is new.
8.R. 248—is based on rule 309 of C.T.R.
8.R. 240—is based on rule 310 of C.T.R.
Note 1—reproduces note below rule 310 of C.T.R-
2 Note 2—reproduces note 1 below rule 93 of B.F.R.
§.R.s 250 to 254—are based respectively on rules 311 to 315 of C.T.R.
S.R. 255—is based on rule 316 of C.T.R.
Note 1—reproduces note below rule 316 of C.T.R.
Note 2—reproduces note 2 below S.R. 104 of B.T.R.
Note 3—is new.
8.R. 256—adopts rule 317 of C.T.R. with necessary modifications.
S.R. 257—is based on rule 318 of C.T.R.
S.R. 258—is based on rule 323 of C.T.R.
S.R.s 250 to 200—are based respectively on rules 3
8.R. 201—is based on rule 360 of C.T.R. and S.R. 118(2) of B.T.R.
Note—reproduces note below rule 360 of C.T.R.
S.R. 202—is based on rule 361 of C.T.R.
S.R.s 203 to 206—are based respectively on rules 365 to 368 of C.T.R.
S.R. 207(1)—is based on rule 369(1) of C.T.R.
Note 1—reproduces note 6 below rule 30(a) of B.F.R.
Note 2—reproduces note below rule 369(1) of C.T.R.

8.R. 207(2)—is based on rule 369(2) of C.T.R.
S.R.s 208 to 300—are basod respectively on ru
Introductory note above S.R. 301—reproduces note above rule 376 of C.T.R.
S.R.s 301 to 318—are based respectively on rules 376 to 393 of C.T.R.
Note below 8.R. 317—is new.
S.R. 310 with exception—reproduces rule 228 of the B.F.R. and note thereunder,
8.R. 820 to 326—are based respectively on rules 304et0 400 of C.T.R.

8.R. 327—is based on ‘rule 401(1) of C.T.R. Also see Finance Department No, 3672F.,
dated 22nd August 1950.

Note 1—reproduces note 1 below S.E. 123 of B.T.R.
Note 2—is new and is based on G. B. F. D. endorsement No. 7744F.B., dated 9th
June 1942,
8.R. 328 with note—adopts rulo 402 of C.T.R. and note thereunder. Also see Finance
Department No. 3672F., 22nd August 1950.

S.R. 320—adopta rule 403 of C.T.R. with necessary modifications of clause (iii) with reference
to rule 4(8) of Appendix III to B.T.R.

Note defining the term “Grants-in-aid, ete.”—is based on corresponding definition
as given in the introductory note above rule 404 of C.T.R.

8.R.s 330 to 341—are based respectively on rules 404 to 415 of C.T.R.
8.R. 342 with note—adopts rule 417 of C.T.R, with note thereunder.
8.R.s 343 to 347—are based respectively on rules 419 to 423 of C.T.R.

23 to 350 of C.T.R.

les 370 to 372 of C.T.R.
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Chapter V—Special Rules for Bank Treaguries.

S.R:s 348 to 383—are based on corresponding rules in “Part VI—special rules for Bank
Treasuries” of Central Treasury Rules, omitting rules 438, 444, 445 and 461. For

S.R. 352, see Finance Department No. 1000F., dated 1st April 1952,

Chapter VI—Public Debt.

S.R.s 384 to 390—are based respectively on rules 591 to 597 of C.T.R.

S.R.s 391 to 398—are based respectively on rules 600 to 607 of O.T.R. Also see Finance Depart-
ment No. 1132 F,, dated 19th April 1951.

S.R« 398—is based on rule 609 of C.T.R., the existing certificate of disbursement being also pro-
vided,

8.R. 400—is based on rule 612 of C.T.R.

Chapter VII—Deposits.

S.R.s 401 to 445—are based on corresponding rules 614 to 658 in “Part IX—Deposits’’ of the
Central Treasury Rules, omitting clause (b) of rule 623. The note below S.R.
423 reproduces rule 12 of Appendix III to B.T.R.

Chapter VIII—Loans and Advances.

S.R.s 446 to 457—are based respoctively on rules 659 to 670 of C.T.R. Also see Finance Depart-
ment No. 2524 ¥., dated 9th August 1651,

Chapter IX—Transfers of moneys standing in the Public Agcount.
S.R. 458—is basad on rule 675 of C.T.R.

S.R.5 459 to 461—are based respectively on rules 671 to 6738 of C.T.R.
S.R. 462—adopts rule 676 of C.T.R.
S.R. 462A—adopts rule 677 of C.T.R.

8.R. 463 with note 2—adopts rule 678 of C.T.R. with note.

Note 1 below clause (i)—is based on endorsement No. Res. 23204, dated 1st May
1944, from Currency Officer, Reserve Bank of India, Calcutta.

S.R.s 464 to 469—are based respectively on rules 679 to 684 of C.T.R.
Note 1 below 8.R. 466(i1)—is based on letter No. 1383/Res. 4-44, dated 18th July
1944, from the Currency Officer, Reserve Bank of India, Calcutta.

8.R. 470—is based on 8.R. 171 of B.T.R. Note 1 is based on Finance Department No. 987 F.,
dated 5th April 1951.

S.R. 471—is based on rule 686 of C.T.R.

S.R. 472 with notes 1 and 2-—is based on rule 637 of C.T.R. and notes 1 and 2 thersunder with
necessary changes as suggested by the Reserve Bank.

8.R. 473 with notes 1 and 2—is based on rule 638 of C.T.R. and notes 1 and 2 thereunder,

8.R.s 474 to 503—are based respectively on rules 690 to 719 of C.T.R.

S.R. 504—is based on 8.R. 205 of B.T.R.

S.R. 505—is basad on rule 721 of C.T.R.

8.R. 506—is based on 8.R. 207 of B.T.R.

8.R.5 507 to 515—are based respectively on rules 723 to 731 of C.T.R.
Chaptor X—Other remittances through Government.
8.R.s 516 to 520—are based respectively on rales 733 to 737 of C.T.R.
S.R.s 521 to 531—are basad respectively on rules 739 to 740 of C.T.R. Alsp ses Finance Depart-
ment No. 4516 F., dated 4th December 1950,
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B.R. 532 with note—is based on rule 750 of C.T.R. and note 1 threunder.

S8.R.s 533 to 535—are based respectively on rules 751 to 753 of C.T.R.

8.R. 536 with notes 1 and 2—is based on rule 754 of C.T.R. with notas 1 and 3 respectively.

8.R. 537 with note—is based on rule 755 of C.T.R. and note thoreundor.

8.R. 538—is based on rule 756 of C.T.R. >

B.R. 539(a) and (b)—are based on rule 757(a) and (b) of C.T.R. ‘

8.R. 539(0)T‘§; :;mw, based on Finance Department Memorandum No. 1120(27)F., dated 1st April

B.R.s 540 to 547—are based respectively on rules 758 to 765 of C.T.R.

8.R. 548—is new, based on Reserve Bank of India (Issus Dept.) endorsamant No. 17400/ Res.-0-42 ,
dated 14th March 1942, to the Government of Bengal, Finance Dapartmant.

8.R.s 549 to 558—are based reapectively on rules 767 to 776 of C.T.R.
8.R. 559 with note—is based on rule 778 of C.T.R. with note thereundar.

Chapter XI—Responsibility for moneys withdrawn from Public Account.

B.R. 560—is based on rule 205 of C.T.R.
Note 1—reproduces S.R. 128(b) of B.T.R.
Note 2—reproduces note 1 below rule 25 of B.F.R.

8.R. 561 with notes 1 and 2—is based on rule 208 of C.T.R. and notes 1 and 2 theraunder.
S.R. 562—is based on rule 207 of C.T.R.

8.R. 563 with note—is based on rule 208 of C.T.R. and rale 24 of B.F.R. with nots thsreunder.
8.R.s 584 to 567—are based respectively on rales 200 to 212 of C.T.R.

8.R. 668—is bassd on S.R. 5(5) of B.T.R. and ruls 213 of C.T.R.

8.R. 569—is based on S.R. 5(8) of B.T.R. and rule 214 of C.T.R.
Notes 1 to 3—reproduce respectively notea 1 to 3 balow ruls 214 of C.T.R.

8.R. 670 with note—reproduce note 2 below 8.R. 5(8) of B.T.R.
8.R. 571—reproduces note 4 below S.R. 5(6) of B.T.R.
8.R. 572 with notes 1 and 2—reproduce rule 283 of C.T.R. and notes 1 and 2 thereunder,
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Part I11—Executive Instructions and Orders.

Introductory.

Paragraph 1—reproduces paragraph 1 in Part XIV of C.T.R.

Paragraphs 2 and 3—take in the substance of paragraph 2 in Part XIV of C.T.R.
Paragraph 4—reproduces paragraph 3 in Part XIV of C.T.R.

Paragraph 5—based on paragraph 4 in Part XIV of C.T.R.

Chapter 1—Provision of Funds at Treasuries and Sub-troasuries.

Paragraph 1—takes in 1st sentence of paragraph 1 of Chapter I in Part XIV of C.T.R.
Paragraphs 2-6—reproduce respectively corresponding paragraphs of Chapter I in Part XIV of
C.T.R.

Paragraph 7—is based on S.R. 38 of B.T.R.

Notes 1 and 2—reproduce the corresponding notes 1 and 2 below pamgmp-h 7 of
Chapter I in Part XIV of C.T.R.

Paragraphs 8-9—reproduce the corresponding paragraphs of Chapter I in Part XIV of C.T.R.
Chapter 2—Currency Chests.

Paragraphs 10 to 18—are based on corresponding paragraphs of Chapter IT in Part XIV of C.T.R.

with the omission of paragraph 16. Also See Finance Department No. 4770 F.,
dated 28th December 1950.

Chapter 3—Coin.

Paragraph 19—is a redraft of paragraph 20 of Chapter III in Part XIV of C.T.R., based on

Government of India, Finance Department, letter No. D-767-08D, dated 10th,
August 1942,

Paragraphs 20-64—are generally based on corresponding paragraphs of Chapter III in Part
iiflvm of C.T.R. with necessary modifications as suggwgd by the Reserve Bank or
ndia,

Chapter 4—Currency and Bank Notes.

Paragraphs 65 to 85—are based on corresponding paragraphs 67 to 87 of Chapter IV in Part
XIV of C.I.R.
Concordance showing the source of each Appendix and Form prescribed in the
Treasury Rules, Bengal and Subsidiary Rules made thereunder—Volume 11

(Appendices and Forms).

Note.—The following abbreviations have been used in this concordance :—

B. T. R—stands for “Treasury Rules, Bengal and Subsidiary Rules made thereunder,
1937 Edition®.

C.T. R.Yatla’r,xds for “Central Government Compilation of the Treasury Rules, First Edition

8. R.—stands for “‘Subsidiary Rule in the Treasury Rules, Bengal, 1937 Edition."
T. R.—stands for “ Treasury Rule in the Treasury Rules, Bengal, 1937 Edition."”

C. R.—stands for “Treasury Rules in the Central Government Compilation of the Treasury
Rules, First Edition, 1941." %

B. F. R.—stands for “Bengal Financial Rules, ete., First Edition (Reprint),. 1830."" "
C. A. C.—stands for “Civil Account Code, Eighth Edition (Second Reprint).”’
R. M.—stands for “Resource Manual, 1929 Edition."’

(050 1 E.—stands for ‘‘Executive orders contained in Part XIV of Central Government
Compilation of the Treasury Rules—First Rdition, 1941."

Sy.—is a standardised form of Account Office.
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APPENDICES.

qurial Subject. Corresponding or analogous Appendix.
0.

1 Agreement between the Governor of West  Now.
Bengal and the Reserve Bank of India.

2 List of Treasuries and Sub-treasuries in New.
West Bengal.

38 Instructions under certain Treasury Rules B.T. R. Appendix II (paragraphs 1 to 3),
’ B. T. R. Appendix IV omitting (i)
instructions under T. R. 21, T. R. 23,
T. R.26, T. R. 28 and T. R. 32 for
the reasons given in Appendix 18 and
(i1) including 8. R. 166 of B. T. R. as

instruction under T. R. 22,

4 Detailed procedure for inspection of B. T. R. Appendix Il (only the portion

Treasuries and Sub-treasuries. which containg instructions regarding
inspection of Treasuries and Sub-
treasuries).

5 Special Rules for (i) Works and Buildings This Appendix is new. Tt cmbodies in
and Irrigation and Waterways and (is) one place the relevant rules relating to
Forest Departments. () orks and Buildings, Irrigation

and Waterways (1) Forest Departments,
in relation to their transactions

with Treasuries or Bank. The source
of each rule is ns below :(—

Part I—Works and Buildings and
Irrigation and Walerways Departments,

Rule 1 i3 based on S. R. 133, the note
thereunder reproduces S.R. 134,

Rule 2 reproduces note 1 to 8.R. 133.
Rule 3 is based on C.R. 542,

Rule 4 is based on C.R. 498,

Rule 5 ig based on S.R. 14,

Note is based on note to 8.R. 15.
Rule 8 is based on S.R. 18.

Rule 7 with note is based on 8.R. 135 with
note.

Rule 8(7) with note is based on C.R. 545(s)
with note.

Rule 8(2) is based on C.R. 545(3i).
Note is based on note 2 to S.R. 101,
Rule 9 is based on S.R. 137.
Note 1 is based on note 2 to C.R. 546,
Note 2 is based on note below S.R. 137,
Rules 10-15 are based respectively on
C.R.s 547-552.
Part IT—Forest Department.
Rule 1 is based on C.R. 553.
Note below Rule 1 is based on S.R. 130.
Rules 2-11 are based on corresponding
Rules 554 to 563 of C.T.R,

6 Rules regarding receipt, custody and delivery B.F.R.—Appendix 1A.
of duplicate keys deposited into Treasury
by the Agent of a branch of Imperial
Bank of India.
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[ArrENDIOES]

TREASURY RULES

[7-18]

APPENDICES—concld.

Serial
No.

7 Rules for the safe custody of non-treasury

Subject.

padlocks and keys, and duplicate keys

of such locks.

8 List of Government servants who are
authorised to draw certain classea of
bills from treasury and the conditions
under which such bills may be drawn.

9 List of Railways which have adopted the
procedure for settlement of arrear claims
of Government for over-charges or
claims of Railways for under-charges,
if preferred within six months.

Different classes of receipts exempt from
stamp duty.

Memorandum of instructions for deduction
of income-tax and super-tax from
“‘Salaries,’’ ete.

Rules made by the Auditor-General for
regulating the preparation of Last Pay
Certificatos in coses of transfers on duty,
or of return from leave.

Instructions for the drawal of salary and
travelling allowance bills by members
of the Provincial Legislature.

Procedure for payment to examiners and
printers for the Public Service Com-
mission, West Bengal.

Rules for the payment of compensation for
land taken up under the Land Acquisi-
tion Act.

Instructions for Commissions and Commit-
tees.

Reserve Bank of India Remittances—con-
ditions governing issue of Government
Drafts.

10

11

13
14

15

16
17

18 Memorandun explaining how the rules,
o dices and forms embodied in the
“Treasury Rules, Bengal and Subsidiary
Rules made thereunder (1937 Edition) '’
have been dealt with in the new “Trea-
sury Rules, Bengal and Subsidiary

_ Rules made thereunder.”
Appendix A-—List of Offices and Branches of the
Imperial Bank of India.
Appendix B—Instructions to Treasury Officers
and Agents of the Imperial Bank of
. India in charge of Currency Chests.
Appendix C—Indian Coinage Rules ..
Appendix D—List of persons authorised to cu
coin under sections 16 and 20 of the
Indian Coinage Act.
Appendix E—Hints on detecting counterfeit coins
Appendix F—Memorandum on the distinguishing
features which would constitute the
“fraudulent defacement’’ of a coin.
Appendix G—The Reserve Bank of India (Note
Refund) Rules, 1935.
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Corresponding or analogous Appendix.

B.T.R.—Appendix V, also B.F.R.—Appen-
dix lB.ppeAlso Finance t
No. 965 F., dated 28th March 1952.

B.T.R.—Appendix I,

Annexure A to Chapter I of B.F.R.

~

Redraft of Appeadix 2 to C.T.R., Vol II,

C.T.R.—Appendix 3.

Appendix 4 to C.T.R., also certain instruc-
tions under T.R. 23 in B. T. R.—Appen-
dix IV.

L
P -

B.T.R.—Appendix VL
4

B.T.R.—Appendix VII.

CT.R.—Appendix 6 and Appendix b
to B.F.R,

C.T.R.—Appendix 7.

C.T.R.—Appendix 8 with necessary modi-
fieations with reference to rules in
Articles 169 and 170 of Civil Account
Code, Volume I. The Annexure “A"
corresponds to Annexure A referred to in
Article 189(1) N.B. of C.A.C., Volume I,

Also See Finance Department No. 236 F.
dated 12th February 1945.

New.

O.T.R. 1940—Appendix A.
C.T.R.—Appendix B.

C.T.R.—Appendix C.
C.T.R. 1949—Appendix D.

T.R.—Appendix E.
.

C
C.T.R.—Appendix F.

C.I'R.—Appendix G.



[Forus)

TREASURY RULES

[1-19]

Serial No. of forms.

T. R. Form No. 1

”»

”»

»

»

»

2

B6A

6B

6C

6D

10

11

12
13
14
15
16

17

18

19

Forms.

Description.

Certificate of transfer of chargo o)

Model Form of security bond to be taken
from Treasurers,

Treasurer's Daily Balance sheet P
Caosh Book—General = s

Cash Book of the Nazir of Collectorate .

Cash Book of the office of the Superin-
tendent of Police.

Cash Book—for Commissions and Com-
mittees.

Bill Register .. o 73
Receipt Formn—General .. G

Receipt Form-—for use in the Works
and Buildings and Irrigation and
Waterways Departments where Cash
Books are maintained.

Receipt Form—for use in the Works
and Buildings and Irrigation and
Waterways Departments where Cash
Books are not maintained.

Receipt Form—for use in the Forest
Department.

Receipt Form—for use in the Presidency
Police Department.

Chalan Form .. e

Register of valuables lodged[in the trea-"

sury for safe custody.

Potdar’s slip to be placed in each bag of
coin,

Potdar's slip to be placed in each bundle
of note.

Cash Balance Report

Letters of credit 4

Cash order on sub-treasuries

Advice of cash orders

Register of advices of cash orders it
Register of attachments .. .o

Corresponding or analogous
forms.

CT.R.—1, B.T.R.—13, C.A.C.
—1D, West Bengal form 2374,

C.T.R—2, B.T.R—I9R.M.—
1.

C.T.R—3, B.T.R.—20, R.M.—
2.

C.T.R.—+4, C.A.C.—18, B.F.R.—
2 and West Bengal form 376.

West Bengal form 225.
West Bengal form 5313.

C.T.R—4A.

Finance Department No. 2183F.,
dated 4th July 1951.

C.T.R.—6, B.F.R.—1B, C.A.C
—18A.

B.F.R.—1, West Bengal form
39,

B.F.R.—IA.

B.F.R.—1C.
B.F.R.—1D.

C.T.R.—6, B.T.R.—18, West
Bengal form 2380. C.A.C.
form 32A.

B.F.R.—25, West Bengal form
2626.

C.T.R—7, B.T.R.—28, RM.—
19.

C.T.R.—8, B.T.R.—30, R.M

—21

C.T.R.—10, B.T.R.—22, R.M.
=g

C.T.R.—11, C.A.C.—62.

CER~—12.
C.T.R.—12A.
CiE Res13;

B.F.R.—26, West Bengal form
2627,

Bond of Indemnity for drawing arrears of C.T.R.—14, B.F.R.—27, C.A.C

pay and allowances or pensions of
deceased Government sérvants or pen-
sioners.

Registor of Powers of Attorney, Probates, Government of India Security

succession certificates, ete,

Bond of Indemnity for drawing pay,
pensions, annuities, oto.
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Manual Form No. 16.

CT.R.—15, B.F.R. Appendix I,
C.A.C. Appendix 1.



[20-39]

TREASURY RULES [Forms]

Serial No. of formas.

T.R. Form No. 20

”

”»”

»

"

21

22

23

24

25
26

26A

31

32

33
34

35
36

Forms—contd.
Description. Corresponding or analogous.
- ‘ OrIIs,

Pay Bill of Gazetted Government ser- C.T.R.—16, B.T.R.—1, C.A.C.

vants (for payment at treasuries), —1, West Bengal form 2428.
Pay Bill of Gazetted Government ser- C.T.R.—I17, B.T.R.—IA, C.A.C.

vants (for payment at the Aceountant- —1A, West Bengal forms

General's Office). 2420,2430 and 2431.

Sub-Assistant Surgeon’s Pay Bill form Bengal form 2502,
(for payment at the Accountant-
General’s Office or at treasuries).

Aplglication for payment of Overseas C.T.R.—19, C.A.C.—1B, Bengal

ay in England. form 2624.
Travelling Allowance Bill (Gazetted C.T.R.—20, B.T.R.—2, C.A.C,
Government servants). —2, and Bengal form 2445,

Also see Finance Department
No. 979F., dated 5th’ April

1951.
Application for Passages Overseas .. CT.R.—21, C.A.C.—2B.
Detailed Pay Bill of Permanent/Tem- C.T.R.—22, B.T.R.—3,CA.C.—
porary Establishment—General. 10, and Bengal form 2432.

Also Finance Department
No. 800F., dated 14th March
1952 and 11466F., dated

20th November 1946.
Detailed Pay Bill of Establishment—Jail Bengal form 2435. Also see
Department. Finance Department No.
800F., dated 14th March
1952,
Detailed Pay Bill of Establishment— Bengal form 2434. Also see
Police Department., Finance Department No.
S00F,, da l4th March
1952,

Pay Bill of extra-establishment in the Bengal form 2503.
Registration Department. i

Receipts for income-tax deducted at Finanoe Department No. 4F,

source. dated 3rd January 1952,
Absentee statement o " w OTR—23,;BT.R-—4,C.AC—
8-9, and Bengal form 2438.
Periodical Increment certificate .. CT.R.—24, BT.R—5, CAC—

10A, and Bengal form 2442,

Travelling Allowance Bill (Non-gazetted C.T.R.—25, B.T.R.—8, C.A.C—
establishment). 11, and Bengal form 2446.

Travelling Allowance Journal (for Works C.T.R.—26, B.T.R.—7, C.A.C.—
and Buildings and Irrigation and 12, and West Bengal form
Waterways Establishment). 2621.

Abstract, 'I‘mvellixg Allowance Bill (for C.T.R.—27, B.T.R.—S8, C.A.C.—
2

Works and Boildings and Irrigation 13, and West Bengal form
and Waterways Establishment). 2622.
Register of Contingent Charges .. CT.R.—29, BF.R—8, CA.C.—
14, Bengal form 2401,
Contract Contingent Bill .. .. Q.T.R.—380, Bengal form 2459,
Fully-vouched Contingent Bill .. CT.R—30,BT.R—9,CA.C.—
16,
Abstract Contingent Bill .. .. CT.R.—3I, CA.C.—15.

Detailed Countersigned Contingent Bill C.T.R.—32,B.F.R.—9, C.A.C.—
15A, Bengal form 2466.
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[Forus] TREASURY RULES [40-58]
Forms—contd.
Serial No. of forms. Description. Corresponding or analogous
» forms.
T.R. Form No. 37 Detailed Contingent Bill countersigned C.T.R.—33, C.A.C.—15B, Ben-
before payment. gal forms 2539 and 2540.

» 38 Contingent Bill for Service Postage C.T.R.—34, C.A.C.—14A, Ben.
Stamps. . gal form 2460.

» 39 Indent for Service Postage Stamps C.T.R.—35, B.T.R.—15.

» 40 Register of Pension Payment Orders .. C.T.R.—36, B.T.R.—10, C.A.C.

3 -—40, Bengal form 2298.

» 41 Pension Bill (for payment at the Account- Sy. 166.
ant-General's Office). 2

5 42 Pension Bill (for payment at treasuries) C.T.R.—37, Bengal forms 242

and 2423.

3 43 Pension Bill for drawal of pensions of C.T.R.—38, B.T.R.—11, C.A.C.
several persons of the samo class at —41, Bengal form 2427.
treasuries.

o 44 Certificate of non-termination of event C.T.R.—39, C.A.C.—41A.
determining pensions,

» 45 Half-yearly declaration of female pen- C.T.R.—40, C.A.C.—41B.
sioners whose pensions are terminable
on their marriage or re-marriage.

% 46 Bill for Refund of Revenue C.T.R.—41, B.T.R.—12, C.A.C

-—17, Bengal form 2419.

- 47 Bill for refund of cost price of distillery Bengal form 2420.
spirit supplied under contract system,

48 QGrant-in-aid Bill/Simple receipt form, C.T.R.—42.

”

£

”»

40
50

51

52

63

o7

Bills for scholarships, stipends, ete.

Statement of transactions on Government

Account at the Bank.

Sehedule of General Provident ¥und, ete.,
deductions.

Schedule of deductions on account of
;‘umn’ption to Post Office Insurance

Schedule of deductions on account of
Family Pension Fund.

Indian Widows’ and Orphans’ Fund.

Bill for drawing General Provident Fund
advances/withdrawals of Establish-
ment,

Deposit Repayment order and voucher
Refund of Lapsed Deposits,—Application

Advance. intimation of despatch of
remittances,

58 Invoice of Notes or Coins despatched

from Treasuries.
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C.T.R.—43, Bengal form 1303.
C.T.R.—44.

C.T.R.—86, C.A.C.—30A.

C.T.R.—67, C.A.C.—39B.

C.T.R.—58, C.A.C.—30C.

Finance Department No,
1133F., date:})l!) April 1951.

C.T.R.—861, B.T.R.—33, C.A.C.
—27, and Bengal form 2421.

C.T.R—62, B.T.R.—40, C.A.C.
—30.

C.T.R.—63, B.T.R.—26.

C.'gbR.—64, B.T.R.—29,R.M.. ~



[69-68; 1-10] TREASURY RULES [Forus]

Forms—concld.
Serial No, of forms, Deacription. Correasponding or anslogous
“ forms.

TXR. Form No. 59 Invoice of uncurrent coins despatched by C.T.R.—635, R.M.—14.
rail, steamer, ete., under charge of an

escort.
60 Clerk’s . O.T.R—66, BT.R.—31 R.M.—
2 Shroff’s or Potdar’s S, A 24,
” 61 Letter of Indemnity with respect to issue New. Form suggested by the
of duplicate Reserve Bank of India Reserve Bank of India.
Bank Draft.
e 62 Indent for Reserve Bank of India Draft C.T.R.—68, C.A.C.—55.
forms and other connected forms.
4 62A Stock register of Reserve Bank of India Finance Departments No. 4517F.,
Draft forms, dated 4th December 1950.
» 62B Stock register of Cheque Books Receipt Finance Departments No, 4517F.,
L dated 4th December 1950,
» 63 Acquittance Roll e .. CT.R—28, C.A.C.—10B, Ben-
gal forms 2412 and 2413,
% 64 Treasury Remittance Book .. B.T.R.—14, Bengal form 4763.
” 65 Pass Book or list of cheques cashed .. C.T.R.—51, C.A.C.—66.
” 66 Consolidated Receipt cum Schedule for C.T.R.—52, C.A.C.—60A.
Foresat cagh remittances.
a 67 Acknowledgment Receipt Form .. Bengal form 2551,
” 68 Memorandum of instruction to Police Finance Department No. 3605F.,
Officers. dated 22nd September 1951,
T .E. Form No. 1 Currency Chest Book %5 .. CT.E—l, BT.R—23, R.M.—
5.
»» 2 Currency Chest slip 23 .. Finance Departments No. 596F.,
dated 4th April 1945.
» 3 Verification statement of Currency Chest Finance Departments No. 596F.,
Balance. dated 4th April 1945,
" 4 Register of tenders of sovereigns and half C.T.E.—85.
sovereigns.
5 Register of uncurrent silver coins at C.T.E—7, R.M.—S.
Treasuries.
” 6 R?zister of silver coins cut but not paid C.T.E.—S, R.M.—9.
or.
” 7 Return showing silver coins cut or broken C.T.E.—9, RM.—I10.
on account of being reduced in weight.
" 8 Statement of uncurrent silver coins and C.T.E.—10, R.M.—I11.
rupees and half-ru withdrawn
under special instructions from eircula-
tion.
» 9 Return showing counterfeit coina received C.T.E.—11, R.M.—12.
durmg a quarter.
» 10 Advice of currency chest transactionsata C.T.E.—12.
sub-treasury.
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[IxpEX] TREASURY RULES [Parz 1]

INDEX.

This index has been compiled solely for the purpose of assisting references and no expression
used in it should be considered as in any way interpre! the rules.

Note.—T.R. represents “Treasury Rule'’ in Part I, S.R. represents ‘‘Subsidiary Rule
under Treasury Rules™ in Part II, and Para. stands for “Executive instructions and orders"
included in Part IIT.

A
Raule.

Absentee Statement 3 ol e v S.R.210.
Accountant—

See Treasury Procedure.
Accounts—

Currency Chests— e ot .. Para.l18.

Departmental—of Revenue Advanoes 5% .. S.R.453.

Elimination of pies from— oo .. B.R.03.

Responsibility in regard to punctual a\nbmmmon of— o NI 28
Treasury—and returns for submission to the Accountant-

General and Currency Officer .. s . S.R.23.
Verification of daily—by Treasury Officer e .+ S.R.20.
Accountant-General—
Authority for payment issued to another—
should be stamped with special seal (i .. S.R.128.

Authority of—required for—
Payment of Grants-in-aid, contributions, ete. .. 8.R, 330.

Payment of pay, leave-salary, allowances, reward or
honoraria to a Gazetted Government

sorvant 7R - .+ T.R.22, 8.R.198.
Payment of pensions T.R, 22, 8.R. 259.
Presentation of claims not pmfcrred thhm six mouths

of their becoming due S.R. 90.

Makes payment for articles obtainad by dxroct order from
private firms and individuals in the United Kingdom .. S.R.308.

May exercise the functions of a Treasury Officer subject to
such conditions as mny be proacnbed by the Auditor-

General .. T.R 6, S.R. 351,

May permit withdrawal from the Public Account for u.ny

purpose .. T.R. 14.

Original copy of bills should be aent to--for pre- aud.w «. S.R.99(3).

Recoveries ordered by— e o .. S.R.s 165 and 569

Relation with Treasury Officer e s .. SR.9.

Restrictions on the issue of ‘suthority by—for paymont ot

places outside his jurisdiction .. & o SR, 124,

Su'Fply of cimen signature of subordinate officers to

flicers s - -2 s R 127,

Term defined "oy s o vs  T.R. 2(a).
Acquittance Rolls s % ik .. S.R.572.
Administrative Department of Government—

Expenditure againgt grants at the disposal of an— .. B.R.s 344-347.
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[ Parr 1] TREASURY RULES [INDEX]

Rule.
Advances—
For departmental purposes 50 o .. S.R. 455.
Forms of drawing and repaying of— ’ 5 .. S.R.s 307, 448, 453 and 450.
¥From a Provident Fund o e .. S.R.397.
Pormanent— 5 e 5 oo NR227,
Revenue— .. os 58 ok .+ S.R.s 451-453.
Takavi— .. o (3 o) .. S.R.451.
To Contractors o ae AL .. BS.R.323.
To Government servants 55 = .. S.R.s 199 and 4566
Under special Laws .. o e .. S.R. 454,
Ways and Means— oo oo i .. S.R.s 388.390.
Alterations—
Corrections and—in—
Bills o 5% ve .. .. S.R. 92(iv).
Cheques .. 50 e o .. B.R.115.
Orders of payment given by Treasury Officers .+ S.R.13L
Reserve Bank drafts ., < o .. S.R.s 534 and 537—Note.
Of pay of gazetted Government servants S5 .. S.R.198.
A’opl'::a.it“:r: 0' d.”ml.'..m mlw for E.‘..p.ﬂmnh.l. T.R. 7(2) and S.R. 43.

Arrear claims—

General rules for the presentation of— .

o .+ S.R.90.
Claims not preferred within 6 months require the authority

of the Accountant-General z = S.R. 90.

Claims of Government against Railways or vice-versa .« S.R. 90 (a)—Note 1.

Relating to pensions .. R B .~ SR.207%.
Arrear Establishment Bills—

Preparation of— .o e o ++« S.R.216.
Attachment—

Allowances exempt from— AL s .+ B.R. 166—Note 2.

Rules relating to—of pay for debt .. o .+ S.R.s 166-169.

Register of—orders o 55 o .. B8.R.169—Note (b).
Attorney (Powers of)—

Register of—to be kept by disbursing officers .. .+ S.R. 187 (1)—Note.
Audit objections—

Government servants must attend promptly to— .+ S.R. 568,

Procedure for the recovery of amounts under— .. S.R.s 165 and 569-571.
Auditor-General—

Accountant-General may exercise the functions of a
Treasury Officer with the consent of the—subject to
certain conditions as prescribed by— =

Arranges for the execution of general Indemnity Bonds to
cover payments under the jurisdiction of more than one
Accountant-General .. 3G NG .+ S.R. 188(2).

General control exercised by— 4 e .. T.R.6, T.R. 38-39.

Powers of—in regard to submission of accounts by treasuries
and departmential officers o oo .. TXR.39.

Special suthority of—required for payment of & Government
servant’s pay bill otherwiso than on his personal receipt S.R. 185(1).
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For advances W o . e
For contingent expenditurs Ve .o

For educational scholarships, stipends, ete. .. .
For gazetted Government servant’s pay and nllownnoee
For gazetted Government servant's tmvellmg allowances
For Grants-in-aid, ete.

For non-gazetted officers po:rmnted to draw pny, oto., in

—for gazetted officers
For non-gazetted Government, servtmt‘s pay and allow-
For non-gazetted Govemment servant’s travellmg
allowance e e 55 S5
For pensions P o
Far refund of revenue oo o
For deposit repayment order and voucher o2 52
For Sub-Assistant Surgeons ..
For servico postage stamps 5 e e

Instructions for the preparation of—
Omission of pies from—

..

Original copy of—to be submitted to the Accountant-
General for pre.audit ¥

Payment of—from sub-treasurics .. 0
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2 B
e Rule.
Balance (s)—

Normal—fixed for treasuries and sub-treasuries Paras. 7-8.
Shall be stated in words (with distribution betwoen tnsu.sur-

ies and sub-treasuries) in the cash—reports . S.R. 81.
Verification of cash—at treasuries .. o .. S.R.s75-77.

Bank treasury—

Bank may be kept open on recognised hohdays if requmod

by Collector e S.R. 350.
Special rules applicable w— oa S.R.s 348-383.
Term defined o 53 T.R. 2(0).
Treasury Returns e S.R. 382.

Bills—

Arithmetical computations and inaccuracies in— .. T.R. 26, S.R. 136.
Authorisation of non-gazetted officers to draw— +» S.R. 86—Note.
Cancellation and destruction of sub-vouchers to— .. S.R.s 236 and 566.
Cannot be paid when the endorsement is u'mgular or un-

authorised & S.R. 133(2).
Cannot be paid without wm.ten pay order - ++ S.R.132.
Checks to be applied at the treasury on—presented .+ S.R.s 130-138.
Deg:;)clmrzl made in by the 'I‘rcusury Officer should be SR et
Duplicates and copies of— 50 e +s SR, 00.
Entry in accounts o S.R. 148,
Form of—

8.R.s 199, 227—Note 1, 307(1),

448, 453 and 456.

SR.s 244, 245, 246, 249 and

253.
S.R. 334.
S.R. 190.
S.R. 195.
S.R. 332.

S.R.s 191 and 217 (5)—Note.

S.R. 205.

S.R.s 217 and 221.

S.R., 280.
S.R. 327.
S.R. 416.

S.R. 191—Note 2.
8.R. 256.

S.R. 02,

S.R. 93.

8.R. 99 (3).
8.R. 86.



[Parr I) TREASURY RULES

[InDEx]

B
Bills—coneld .

Pay-—not due for payment before first working day of the
next month .o
Signature and countersignature on— ot

Special procedure for payment of—for pay and allowanoee or
leave salary of a gazetted Government servant who is
about to retire or to proceed on leave ez-India

Term defined s .o oo

To be printed on white paper e .o

Utilising the services of inferior servants for encashment of—
Bill Register .. 2

Bond of Indemnity

Bullion, jewellery, etc.—

May be received in the treasury for safe custody
Note to be treated as deposits S
Value of——must not be brought to account

.. ..

..

.. ..
-

.. .

c
Cash—

General instructions for handling—
In Departmental Chests
Cash account—

Preparation and scrutiny of—
Cash balance—
Custody of-—— s

Surplus—of Government to be mvested in socurities
Verification 6f—in Departmental Offices
Verification of—in treasuries

.

Cash balance repert—

Form, preparation and submission of—
Signature of—

Cash book—
Form and upkeep of—
Of the Accountant
Of the Treasurer 5% . .o
Maintenanco of—in Departmental Offices .o

May be dispensed with in offices where money tmnmcuona
are not heavy

.. e

Cash chests (departmental)—
Amounts of—not to be brought into accounts of treasury
Custody of moneys in—
May be lodged in treasury s .e

May be lodged in treasury for safe custod when directed
by Collector for special reasons 4
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Rule.

S.R. 158.
S.R. 95-97.

S.R. 138.

S.R. 83—Explanation.
T.R. 36.

8.R. 31(viii).

S.R. 31 (v)—Note.

S.R.s 174—Note 2, 187 and
188.

S.R. 67,
S.R. 406.
S.R. 67.

S.R.s 30-31.
S.R.s 63-65. e &

S.R.s 73-T4.
S.R. 82.

S.R.s 64-65.
S.R.s 75-77.

S.R.s 79-81.
S.R. 80.

8.R. 31 (i).

8.R. 16—Note.
S.R.s 14 and 15.
8.R. 31 (i).

8.R. 31 (ii)—Note,
8.R. 66.

S.R.s 63-65.
S.R. 66.

S.R. 68.



{Ixpex] TREASURY RULES [ParT I]
c
Rule,

©Cash orders—
Advice of— g S S.R. 154,
In lieu of cash recervod at district treasury 8.R. 153 (ifi).
In payment of contingent expenditure e .+ S.R. 153 (it).
In payment of pay bills of establishment Sie .. S8.R. 153 (i).
Lapsed —and subsequent claims .. Ve .. S.R. 156 (2).
Lapse of— - .. S.R.156 (1).
May in special cases be ussued by snb treasuries oo S.R167.
On sub-treasuries .. BS.R.153.

Payment at sub treasurxos to bhe arrnnged for by— »

Chalans—
See Memorandum (chalan)

Cheque(s)—
Acceptance of—in psyment of Government dues s
Advice of isaue of—not necessary s 2
Alterations and corrections in— . A
Authority required for drawing on the Public Account by_
Cancellation of— A A% 5 e

Currency of— oo o ae =
PDate on which payment should be deemed to have been

made in case of payments by—

Endorsement on— X e =
For service postage stamps At s
For works expenditure - oo
Loss of — 23 o
Precautions to be token in enca.shmg— ok o
Procedure for drawing—on sub-treasuries o
Should not be issued for sums less than Rs. lo—Emcw
Renewal of— o ke
Rules for guidance of drswmg omcom - ¥4

Special procedure for—drawn by Works and Bmldmga
p::id Ir21gatlon and Waterways Departments

Special procedure for—drawn by Forest Department o

To be printed on white paper oo o5 -
Cheque books—

Count of forma on receipt . e A
Custody of— e . S e
How obtained R e —~ 4
Intimation of number of—to treasury .| =
1088 of—or blank forms ‘

Marking of forms in—by dlstmgumhmg leztera Y
ruarterly statement of—supplied o1t £
Stock of—kept by Treasury Officers n _.

.- .. e

Supply of—to drawing officers

S.R.s 86—Note 1 and 153.

S.R. 33.
8.R. 113.
S.R. 115.
S.R. 101.
8.R. 118.
S.R. 116.

S.R.s 34 and 120.

S.R.s 112 and 125.

S.R.s 256(2) and 257.

S.R. 313,

S.R.s 109, 119 and 146.

S.R.s 130, 182, 135, 143 and 144.
S.R.s 105 and 117.

S.R. 114,

S.R.s 116 and 119(3).

S.R.s 102, 104, 105, 110-115, 117
121 and 313.

Appendix 5 (part I), rule 9,

Appendix 5 (part IT), rules
T.R. 36.

7-9.

S8.R.s 106 and 142.

8.R. 108,

S.R.a 102.103.

S.R. 105,

8.R. 109.

S.R. 107.

Appendix 5 (part I), rule 14,
S.R. 142,

S.R.s 102, 103 and 142.



- [Pant 1)

TREASURY RULES

[IxvEx])

o.
Claims—
Checks to be applied at the treasury on—presented ot
Disputable— oo L2 .o .
Presentation of— . e . 55
Responsibility of a Treasury Officer for the validity of—
accepted oo o . o
Special rules for presentation of—by persons not in Gov-
ernment employment viv N oo
coin—
Acceptance and disposal of counterfeit, dimisished,
defaced, shroff-marked and soldéred— .. v
Acceptance of burnt— .o .o oo
Acceptance of light weight and othér—cutjin Indian States
Conditions of currency of— .. o o
Copper—and legal tender T oo oo
Cutting or breaking of counterfeit and diminished— ..
Diminished and defaced— . e =
Exchange of small— . . 25 2% 35
Foreign— .e
Gold—
Conditions for the acceptance of— .e .

Instructions regarding making payment for and d:spmal
of—tendered at a treasury ..

Phyzical verification of-— 30

To be kept in separate safe or chest 3 e
Kinds of—and legal tender o S o
Light weight—in remittances .. 50 v

Nickel, bronze and copper—
Kinds of—and legal tender ..
Physical verification of— e

Payment of outturn certlﬁcates on account. of burnt,
defective—

Receipt of—at troasurles and aub treasuncs nlthough
not legal tender . . S &

Remittance of—

See Remittances of moneys.
Return of—cut or broken or withdrawn from circulation
Silver—

Conditions of currency of— .. - .
Kinds of— o ve . oo
Legal tender— |, e s .o
Phyzical verification of— o .

Receipt of—at the treasury although not legnl tender

Storing of—in strong rooms s o
Substitution of uncurrent—for good coins .. s
Supply of— A S 2 A8
Uncurrent— . .o .e
Weighment against minimum weighta o

Withdrawal of—from circulation 5 X

1—15 213

Rule.

S.R.s 130-137,
T.R.18."
S.R.s 85-80.

TR 24.

S.R.s 87-88.

Paras. 32-37.
Para. 44.
Para. 49,
Para. 29.
Para. 22.
Paras, 30-31.
Paras. 38-43.
Paras, 26.28.
Paras[61-63.

Para. 24 (fv-v).

Para. 25.
S.R. 76 (i).

S.R. 71(3)—Note.

Para. 19-23.
Para. 48.

Paras. 19, 20 and 22.

S.R. 76(ii).
Para. 45.

Paras. 24-25.

Paras. 56-59.

Paras. 21, 29,
Para. 19(i).
Para. 29.
S.R. 76(s1).
Para, 24,
S.R. 71.
S.R. 72.
Para. 60,
S.R. 476,
Para, 47.
Paras, 50-505.



 paosx] TREASURY RULES

[Parr 1)

Collector—

Duplicate keys of all padlocks in treasuries and sub-trea-
suries should be destroyed in the presence of—

Dutios in regard to verification of the monthly ca.sh
balance, in the treasury oo

May require the Bank to transact treasury busineu on a

.. .

recognised holiday . .o e
May require the Treasury Officer to make payment in caso
of urgent necessity
New appointment of a—in & du;tnct oo oo

Periodical inspection of working of treasuries by— o
Procedure in respect of closing treasury on a holiday by—
Responsibility for the general charge of a treasury e
Transfer of charge of— oo 7 .o
.Term defined o i

Commissions and Committees—
Procedure for drawing moneys for— oo oo

Commission to Registrars—
Procedure for drawing— o s

Rule,

8.R. 70(5).
T.R. 4(3), S.R. 25.
8.R. 350. ’

T.R. 27.

T.R. 4(4), 8.R. 6.

S.R. 26.

Appendix 3, rules 1.-3.
8.R. & 1-6, and S.R. 25.
8.R. 6.

T.R. 2(d).

S.R. 343 and Appendix 16.

S.R.s 340-341.

Works and Buildings and Irrigation and Waterways Depart-

ments
Cheques of— o o .o

Cheque books and Receipt books—
Return of—supplied .o vie

Detailed treasury procedure for— .o “e
Encashment of bills of— o .o os
Monthly settloment with treasury oo o
Pass Books—
Form and upkeep .. oo o os
_ Verification oo o oo
Payments—
At Sub-treasuries .. e .. o
At the Bank .s vo .o e
By cheques - 0 .o oo
Of contingent bills oo .. .o
On bills
Payments by Special Lnnd Acqumnwn Oﬂieers
Public works disbursers—
Supply of funds to— 0
Remittance of departmental receipts of—
Spocial procedure for obtaining money at Bank treasuries
'l‘empomry appropriation of cash recenpla for dopnrtmental

expon iture oy e
Sompensation fines—
Deposit of— s s oo o
Sompansation for land—
Procedure for the payment of— .. v vd

214

Appendix 5 (part I), rule 9.

Appendix 5 (part I), rule 14.
Appendix 5 (part I).
Appendix 5 (part I), rules 7-8.
Appendix 5 (part I), rule 13.

Appendix 5 (part I), rule 12,
Appendix 5 (part I), rule 13.

Appendix 5 (part T), rule 11.

S.R. 364,

Appendix 5 (part I), rule 9.
Appendix 5 (part I), rule 8 (Note)
Appendix 5 (part I), rule 8.
Appendix 5 (part I), rule 1.

Appendix 5 (port I), rules 1-2.
Appendix 5 (part I), rules 3-6.
S.R. 364.

T.R. 7(2) () and rule 3 in Appen-
dix 5 (part I).

S.R. 405(3i).

S.R. 337 and Appendix 15.



[CAREL] D Mon S 2 TREASURY RULES

c
Rule.
Gompensation to Government servants for accidontal losses—
Procedure for payment of-— S e e R. 3356.
Contingent charges—
Appertaining to more than one ma]or head not to be
included in one bill . .. '8.R. 230.
Bill for—how to be prepared .. e .. S.R.s241-253.
Cancellation and destruction of sub-vouchers for— ... .S.R. 236.. .
Cases in which pay snd fixed allowances may be drawn as— S.R. 231(2).
Classification of— .. o e .. SRy226: !
Contract— S0 o oo e .. BS.R.244,
Countersignature of— = 3 .. S.R.s235and 251.
Countersigned— .. is ae .. S.R.s 247-253.
Disallowances of—how to be dealt with .. . S.R.252.
Endorsement on bills for— e e . S.R.s 125(2)and 242.
For work done by a Government factory or other depart-
ments £ o . S.R. 2565.
Fully vouched— oc 5 S.R. 2456.
Inspecting Officers’ bill for— .. . .. S.R.254.
Not payable from the grant of another year .. S.R.228.
Not to be drawn in advance or unless required for imme-
diate payment oo .o SR.220, .
Permanent advancea for— h .. S.R.227.
Record of— & K .o . S.R.s 237-240.
Report of excesses over appropriation for countemgned— S.R. 250.
Rezponsibility of countersigning authority for— .. SR, 235.
Responsibility of drawing officer for— oo .. SR.234
Scale regulated and special— .. oo .+ S.R. 246.
Sub-vouchers for— s .. S.R.236.
Term defined . % 8.R. 223.
Contingent register—
Upkeep of— A 45 4 3 .. S.R.s237-240.
Corrections and alterations—

Sez Alterations.

Countersignature—

Pay bills of non-gazetted Government servants when per-
mitted to draw in bill form for gazetted Government
servants

.. .. ..

Currency and Bank notes—
See Notes.

gQurrency chests—
Accounts of—
Custody of— s o - e
Deficiencies found in—
Location of— o 3 e
Provision of funds in—

215

8.R. 191—Note 1.

Para, 18,
Para, 13.
Para. 15—Note 2,
Para. 11.
Para, 12,



{(Inpex] TREASURY RULES [ParT I]
c
shusl Rule.

Currency Chests—concld. 208201 Totnsbioos Yol ingvys: dnamn 5 of nolt HR
Remittances to and from—— ... Para.19, =
Burplus found in— .. oo .. Para. 15—Note 2. :
Transfers to and from—shall be in whole rupees or notes S.R. 4624, MAHD Ipegninel
Verification of ba'ances in— e .. Paras. 15-16.

Withdrawal from—by Sub- -treasury Ofﬂcers wnthout pre-
vious sanction of Troasury Omcerafor payment of dmf ts,
ete. “ar o en 3ol ¢ e

Custody of Government money—

At Departmental Office  ° .o et o
At the bank ' = Pra R RiLE . *
At treasuries ot o

Custody of—

Duplicate keys deposxted mto treaaury by a branch o!
N;moﬁ:zasury padlocks and keys and duphcate keys of such

oc .. .. -
Padlocks and keys of the tregsury and sub- treamry strong

rooms and chests .. . ..
hercode and ** Treasury Agencies ™’ anute Checlk:

Signal Book of the Reserve Bank . e
D

Deceased Government servants—

Pay and allowances admnamb]o up to and for the date of
death

Procedure for payment of pay und nllowancee claimed
on behalf of— 2 A . .

Deceased pensioners— &

Pension payable up to and for the date of death e
Procedure for payment of pensions claimed on behalf of—

Defalcations and losses in treasuries—

Reports of—to Accountant-General < 1S
Demand drafts—

Accepted in payment of Govomment dues should be

troatud like cheques o

Departmental chests .. . oo i
Departmental receipts—

Appropristion of—for departmental expenditure o
Departmental regulations— '

Authority to make— b . .e

Validity of rules, ete., in—< .ie oo S

SR. 463(i)—Note 1 and S.R.
466(i5)—Note 1.

+-8.R.8 63-65.
TR, 11(2)
‘S.R.s 73-74.

S.R. 66—Note (c) and Appendix
6.

B.R. 66—Note (h) also Appendix

S.R. 70.

S.R. 29A,

S.R. 173.

"8S.R. 174.

8.R. 208(1).
S.R. 208.

S.R. 2.

S.R. 34,
S.R.s 63-65.

T.R. 7(2).

T.R. 41(1).
T.R. 41(2). >



[PaRz 1) il U 'rknhsén‘t' RULES _____ [moexg
D
t Rule.
Deposib— elizogad yonom '!'umr.:l
Authority required for credit as— X .. S.R.404.
Civil and Criminal Courts'— A e .. S.R.s427-432. Insmoriobn 3
Classification of— .. "7 11 .. o o B.R. 401
Earnest money-— : : !
Credit of—in treasuries and sub-treasuries ... S.R.414.
Of Forest Department 7 Gimi? +.. Appendix & (part II), rule 2—
Note.
Refund of— g .. S.R.s417-418. "
For works done for pub)m bodms or mdwrdnals <+ S.R.s 436-437.
How received and paid at the bank s .. S.R.s 357, 371 and 372. 44

Lapses of Deposits .. = .o
Of fees payable to Government aervanbs for work done for

private bodies ve o o
Of Funds of Public and Quasi Public Inztmmonn e
Of Local Funds “o A 4o s
Payment of—at sub-treasuries .. oo
Perzonal— . 50 oo o
Repayment of lapcod— S 2 oo
Repayment order and voucher .. 55 3
Revenue— .o o “a o

Disallowances of contingent charges—

Recovery of— “BBb A o5 . s
Discount— ;

On at&mi)s 00 ols .
Disputable claims 5, o < e
Drafts— % #

Payment from currency chest at sub-treasury o

Precautions to be tol:en by Trea.snry Oﬁ'icora in en.
cashing— o

Procedure for drawing and encashment of—

Duplicates—
Issue of—of bills or receipts prohibited e W
Of cheques o o i o
Of Reserve Bank drafts o o w4
Signature on—or triplicates of bills o 5
When the original billis passed for, butlost before payment
Due date— ,
For payment of bills for pay and fixed allowance o
For payment of pension bills .. " .

217

‘w\

S.R.s 422, 423 qnd 433.

'S.R. 438.
8. R. 410(b).

S5.R.5 440-444.

S.R. 421, :
S.R.5 410 and 434:435. /710
8.R.s 424-426.

8.R.s 416-420.

S.R.s 412-415.

S.R. 252,

S.R.s 338-339 and 366,
T.R. 18.

S.R. 463(i)—Note ‘1 and' S.R.
466(3i)—Note 1.

8.R. 539(c).

S.R.s 525-543.

S.R.s 40, 58 and 99(1).
S.R.s 116, and 119(3).
8.R.5 548:550.

8.R. 09(3).

S.R. 99{2).

S.R.s 158-160.
5.R.« 270-271,



[IxpEx] TREASURY RULES [PART T)
E :
Rule.
Earnest money deposits—
See Deposits.
Endorsement— W b
On a bill when irregular or unauthonsod o5 .». S.R. 133(2).
On cheques, bllls, ete. o' 5 .. S.R.s 125 and 352.
On contingent bills .. o s e o 8R.242.
On Ressrve Bank drafts oo o . S.R.s 526 and 539-540.
Erasures or overwritings—

In accounta reg:sf.ors, bnlla and schedules prohxbnted o

Embllsumont—— :
Classification of — ..
Pay of Inspecting Officers’ —-how dmwn 50 oo
Preparation of pay and t.ra.vellmg allowance bills of — ..

Sections of— pEael ) S S i
Examination fees— ,
Procedure for receipt and rofund of— .o
F

De‘rosxt of— o.yable to Government ncrvants for work
for pnvate bodies %

Examination—. Procedure for receipt and refund of—-

Forest Department—
Drawings of—
By cheque
By subordinate officera oo <o o
From Sub-treasuries
On account of leave salary
servants ’
Earnest money deposits of—
Remittances of—
By money order o . o
Grant of consolidated monthly receipt for-— e
: Rules for acceptance by Treasury Officer of— .
Utilisation of cash receipts by—for current expenditure

.. . .. ..

of gazetted Government

‘. .. ..

Funds not under Government management—

Recovery of subscription and withdrawal .. <
Fund deductions from bills—
Responsibility of drawers of bills . .o

Responsibility of subscribers .
Responsibility of tréastiry and other dizsbursing officers
When funds are not under Goyernment management ..

218

S:R.s 17, 81(vi), 92(iv), and 134.

S.R. 203,
S.R. 183.

8.R.5 2056-209 and 217-221.

S.R. 204.

S.R.e 58 and 328.

S.R. 438.
S.R.s 58 and 328.

Appendix 5 (part II), rule 7.
Appendix 5 (part IT), rule 8.
Appendix 5 (part II), rule 9.

Appendix 6 (part IT), rule 10.
Appendix 5 (part II), rule 2, Note.

Appendix § (part II)—rule &.
Appendix 5 (part II)—rule 6.
Appendix 5 (part 1I)—rulo 4.

T.R. 7 (2) (g) and rule 3 in
Appendix § (part II).

S.R.s 394 and 400.

B.R, 162.
S.R. 391.
8.R. 393—Note and 396.
S.R. 304,



TREASURY RULES [IxpEX]
(-]
Rule,
Gazetted Government servants—
Advances on transfer or tour to— oo .+ S.R.199.
Alteration of pay, ete,, of— . 50 .. S.R.198. | Sl o
Bills for pay and allowances or leave salary of—who are ; P 7 gt N
about to retire or proceed on leave ¢z-India .. S.R.138, f | g A
Form of application for— TR ﬂ\ £)
Tssuo of certificate for eligibility for passage .. S.R.20l. N /
Payment of sterling ovérseas pay -5 e S.R. 1930 R psa J
Form of bill for pay, fixed allowances, etc. .. .. S.R.190. -
Form of travelling allowance bill as .+ S.R. 1985,
Incrensed or changed rates of pay of—cannot be paid
without pre-audit or authority from the Accountant-
General .o e .o .. S.R.198.
Last Pay Certificate of— o'e o ++ Appendix 12,

Pay, allowances, étc., of—

Not to be paid without authority of the Accountant
General to a newly appointed—or when transferred
from another Province or Department, or on return
from leave out of India A .o s

Payable on personal receipt only . A
Payable to well-known bankers and agents
Payment of leave salary of— Ve o S

Payment of rewards for proficiency in oriental languages
to— oia o od

Payment on quitting the service or being placed under

suspension oo . 3
Pay of inspecting officers . .o
Place of payment of pay and allowance of— oo
Registoer of—drawing pay, ete., from a treasury ol

Governor's Discretionary Grant—

Payment from Permanent advance ¥
Government Securities—

Received as socurity from the Treasurer os
Received from contractors, farmers, ete., not to be credited
as deposits o =,

Grants-in-aid, Contributions, etc.—

Authority required for payment of— .

Bills for—requiré signature or countersignature of sane-
tioning authority or some other responsible Government
officia v o oo

Form of bills for—

Gratuities—
Procedure for payment of—
Gratuity Payment Orders—

Currency of—

219

T.R. 22, rule 8 in Appendix 3 and
Note 2 to S.R. 170.

S.R. 185(1).

S.R. 185(2). )

S.Rs 181, and 186-187 also
rules 5-7 in Appendix 3.

8.R. 200.

S.R. 172,
S.R. 182.
S.R.s 175-180.
S.R. 137,

S.R. 227—Note 2.

S.R. 11.

S.R. 407,

S.R. 830.

S.R.s 88 and 332.
S.Ri% 332 and 333,

S.R. 294,

8.R. 207 (2).



[IxpEx] TREASURY RULES

[Pant I]

H

Health Certificate—
Must accompany the pay bill on new appointment, ete.

High Commissioner for India—
Arranges for the payment of sterling overseas pay on the
authority issued by Accountant-General

Payments of stores obtained by direct order from pnvnte
firms and individuals in the United lungdom can be

made only through— .o . o7
.House Allowance—
Claims of—to be supported by certificates .. ol
1
‘Adentity of a Person not in Government Employmnt at tho
Time of Payment % 5 5
Income-tax—
Recoveries of—from pay bills, etc. o e
Increment—
Arrears of —how drawn -

Certificate required with first bl.“ in whzch—ls drawn

Indemnity Bonds—
For drawing arrears of pay and allowances or pensions of

deceased Government servants or pensioners oo
For drawing leave salary, pensions, etc.
Indemnity Lotter ol o 1o ve
Indian Audit Department—
Term defined -.s .o »is

Indian Civil Service Family Pension Fund—
Recovery of contributions, eto., payable in respect of—

Indian States—

Disbursement of claims against the Government through—
Informers—

Rewards to— o s 4 e .o

Inspecting Officers—
Bills of—and their establishments ..
Drawal of contingent charges by— .o .o

Inspection of Treasuries—
General rules for— .. % ..

Inter-Departmental Transfers & ot Ve
Inter-Government Transactions o g
Interest—

On Government debt o oo
On Loans and Advances made by the Government

""“"t"'ﬂf of Surplus Cash Balance o! the Provincial Gonm-

220

Rule.

SR. 170.

S.R.s 193 and 194.

S.R. 308.

S.R. 192,

Raule.
8.R.s 140(3) and 539.

S.R. 163.

S.R. 213.
S.R. 212.

S.R.s 174 and 298.
S.R.s 187 and 188.

S.R. 548(ii).
T.R. 2(i).
S.R. 393,
S.R. 01,
S.R. 243.

S.R.s 182 and 183.
S.R. 254,

S.R.s 26 and 27.
S.R. 255,
T.R, 33.

S.R.s 336 and 367-360.
S.R., 449,

S.R. 82,



[ParT I] TREASURY RULES [xpEX)
K
Rule.
Keys— 3 mubnaromoM
Duplicate keys of treasury padlocks to be destroyed .. S.R. 70(5).
Rules for safe custody of non-treasury padlocks and keys, 8 -
ete. 50 A X5 .. Appendix 7.
Keys deposited into Treasury by Agent of a branch of .
Impenal Bank os e s .. Appendix 6.
S.R. 63.

Keys of departmental chests ol o5 .

Khas Mahal Department—
Utilisation of cash receipts of—for eurrent expenditure ..
Kist-Day—

Procedure for receipt of Government Revenues at the
Reserve Bank creditable at Mufassil Treasuries =~

L
Last Pay Certificate—
Form of— oo oo oo
Noting of fund deductions on— .. ol oy

Responsibility of Government servants proceeding to new
posts for obtaining their copy of—from disbursing

officers concerned ., ae
Rules regarding preparation of— S s
To be presented with pay bill when pay is drawn for the
first time from any treasury e .o .0
Lotters of Credit—
Form of— es .. v e
Lapse of— an .o .o
Procedure for payments against— .

Special procedure in regard to—on Bank Treasuries ...
Letter of Indemnity F oo

Loans and Advances—
Mode of drawing and repaying of— 5 s
To Municipalities, District Boards, ete, e o
Local Funds—
Accounts ata treasury is a pure banking account
Overdrawal of balances at eredit of— oo
Term defined

Verification of Balances ol oC e
Withdrawals from the accounts of—
In bank treasuries ., , ol
Should ordinarily be made by cheques
By bills in special cases o
Losses in Treasuries—
Reports of—to Accountant-General

221

TR 7(2) (A).

S.R. 62.

S.R. 170—Note 3.
S.R. 396.

S.R. 171,
Appendix 12.

S.R. 170.

S.R. 122.
8.R. 123(3).
S.R. 147.
S.R. 123(1).

8.R. 548(ii).

S.R.s 447-449,
S.R. 450,

S.R. 441,
S.R. 443.
S.R. 439.
S.R. 444,

S.R. 373.

S.R. 441,
S.R. 442,

S.R. 2.



Memorandum (Chalan)—

Chalan forms to be supplied by Treasury Officers

Form of— 2

For payment of Excise and other revenues ..
Rules for presentation at Bank treasuries
Rules for presentation at Tremmnes

Should ordinarily be presented in duplicate ..

TREASURY RULES [Pamr 1)
‘M
Rule,
e wB:R; 476
o .. BS.R.46.

To be signed by departmental officer in case of payment

.. SR.49—Notes1and 2.
.. S.R.s 50 and 353.

= i BRI

v s8R, &7,

made by a private person o S.R. 49.
To be signed by Treasury Officer or Accountant .« S.R.53
To be printed on white paper .. .. T.R.36.
When duplicate not required o .. S.R.48.
Will not be required when revenue collected at outlying
stations is remitted to treasury by money order .. S.R.46—Note.
Money—
Custody of—in treasuries . ‘ .. B.R.s73-T4.
Custody of—in departmental offices Oy .. BS.R.s 63-65.
Employment of peons to fetch or carry— .. S.R. 31(wii¥)

May not be withdrawn from the Public Account without
written permission of Treasury Officer or of an officer of

the Indian Audit Department
Not to be withdrawn unless required for immediate

disbursement o

.. ..

Not to be withdrawn to prevent lapse of budget grant ..
Personal responsibility of departm
ling of— i

ental officer in the hand-

. .. .

Precautions to employ peons for fetching or carrying— .-
Procedure for payment of—into the Public Account o
Receipt of Government—by Nazirs 2 o
Responsibility of the Bank for the safe custody of Govern-

ment— .. »e .o ‘e .o

Money Order—
Cost of remittance by—

General rules for the payment of bills by— .. .o

Payment of pensions by—

Receipt to be transmitted to the drawing officer bs

Refund by—of deposits
Refund by—of revenues

‘. .. .

Remittance of Forest revenue into treasury by— ba
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T.R. 13.

S.R. 229.
S8.R. 229.

T.R. 32(b).

8.R. 31(viii).
S.R.s 46 and 353.
S.R. 30—Note.

T.R. 11(2).

S.R. 150.

8:R.s 02(xii) and 151.

S.R. 201,

S.R. 151(2).

S.R. 415.

S.R. 320.

Appendix 5 (part II), rule 5.



[Parr 1] TREASURY RULES [IxpEx]

N
Rule. ezt wollA bitE +4.9
No Demand Certificate—
Required for last payment of pay or allowaneel « BiR.172.
Non-Bark Treasury— /
Term defined o 5 0 v TR.2D). >y
Non-Gazetted Government Servants—
Authorised to Sl{luw their peraom}l claims tegng::re eortemt
conditions in bi form rezcribed for gazot! rnmen
servnnlte e p h o .. S.R. 191-—Note 1, 8.R. 217(I)«
—Note.
Leave sal can onl hc drawn under the mgnatum of the .
head ofa:gice ¥ o e .. S.R. 181 and Appendix 3—rule
=< Vodzitar | '
Notes—
Denomination of-— = e oo .» Paras. 65-68,
Forged, defective and lost— s SN .. Paras. 79-82.
Indents for— e ~ .. Paras. 84-85.
Phyuzical verification of—- 5 «» S.R. 76(iv).
Procedure for mcmvmg into-or giving out of dou’ble ]ocka ina
treasury .. 5% ale S.R.s 74(2) and 74(3).
Receipt and issue of— .. 5 as .. Paras. 69.78.
Re-issue of— oo e 8 .. Para.77.
Remittance of— Ay o v+ S.R.s 477-480.
Uncurrent— e o’ 7S .« S.R.477.
0
Objection(s)—
See also Audit objections,
Duties of disbursing officers with regard to Audit— .. S.R.s 568-569.
Outturn Certificates—
Payment of— . e s .. Para. 45.
Overcharges—
Responsibility for— i oe .. BR.567.
Overwriting— _ ol
In cash book or bills, ete., prohibited o .. S.R.s 17, 31(vi), 92{iv) and 134,
P
Passages—
Form of application for the engagement of— . .. SR, 201

Procedure for obtaining—
By gazetted Government sorvants

: e .+« SR. 201,
By non-gazetted Government servants (55 oo SR, 222,
Pass Books—
Cheques paid should be entered in—of Works and Bmldmgs
and Irrigation and Waterways Department Appendix 5 (part I), rule 12,
Should be written up promptly and returned to drawmg
officers .. i «t oo 1B.R; 145,
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Of Works and Buildings and Irrigations and Waterways ..
Departmonts officers

Of Inspecting Officer’s establishment <2 0%
Of Forest Department officers 5 ¢
Payment through Agents o o o

Procedure for payment of—

Bill for pay and allowances or leave salary of gazetted
Government servants about to retire or proceed on leave

ex-India 5 e 53 c$
Claims on behalf of a deceased Government servant s
Undisbursed—must be refunded .. s
Undrawn pay in respect of old post may be dmwn at the new
headquarters in cases of transfer - P
When payable before the end of the month .. e
Pay bills—
Absentee statement to be attached to—of non-gazetted
establishment - o oo 3G

Form of —of—
Gazettod Government servants, and non-gazetted Govern-
ment servants permitted to draw their pay, ete., in forms
prescribed for gazetted Government servants .

Non-gazetted Government servants . v 3

Gazoetted Government sorvants’—
Cases in which payment may be made outside the
treasuary of the district in which the claim arises ..

Form of pay bills .. - os e
Non-gazetted Government servunta —

Form of pay.bills .. s s e

Instructions for preparation of— 47 o

Place of payment of— 23 o i

Payment of—of Inspecting Officers and their esteblishment
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P 1
Rule.
Pay and Allowances—

Admissible up to and for the day of death 50 oo S.R: 173 8isaftihsd boamod ont
Advances of—to Inspecting Officers inadmissible v - .. S.R.182. . - v
Arrears of—of establishment how drawn 0 o SR.216. o0
Bond of indemnity for drawing— .. 5C .. B.R.s187-188.
Date on which due for payment .. .. BS.R.s 158-160.
Distribution of—of non-gazetted estsbhsb.ment .. S.R.b572.
Due in India to Government servants absent out of Indis 8.R. 184,
Final payment of—

Requires a no demand certificate oG .- S.R.172.
First payment of— .. o o .. B.R.170.
Increased or changed rates of— .. .. BS.R.108.
May not be drawn on bills for contingent expandnure—

Ezxceptions e e e ss B.R. 231.
May not be paid to a Government servant to whom a last pay .

certificate has been granted o - .. T.R.23.
May not be placed in deposit o o' .. S.R.s 405(f) and 572(3).
Of gazetted Government servants—

Alteration of— - ¥ wl .. B.R.198.

Payment of—on quitting the service A .o SR172,

Appendix 5 (part I)—rule 8.

S.R. 183.
Appendix 5 (part II)—rule 7.
S.R. 185.

S.R. 138.
S.R. 174.
8.R. 572(2).

S.R. 179,
S.R.s 159, 160 and 319.

8.R. 210.

8. R.s 190 and 191.
8.R. 205.

S.R.s 175-180.
S.R.s 190-191.

8.R. 205.
S8.R.s 205-209.
8.R. 175(1).
S8.R.s 182-183.

.



g

[ParT 1] 5 TREASURY RULES | [Typxx

Payment orders— ¢ Rule.
Amount to be written both in words and figures .. S.R.s 130 and 563. noiine®
Currency of—on the Bank o O _ .. S.R.374.
To be signed by hand and in ink . . e .« S.R.s 130 and 5683. .
Payment—
Acknowledgment fon—to be taken.at the time of—- .. S.R. 560.
At the Bank<=
General instructions e G .. B.R.359.
At the Treasury— ‘ : :
Against Letters of Credit or Aaslgnmente 5 .. S.R.s122,6 123 and 147.
Authority of Treasury Officer to.make— ..., voos  TeR. 17,
Authority of Collector to order—in circumstances of T.R. 27, aleo rule 9 in Appendix
urgency. . TN 00 .y oh 3
By cheques—
General proceduro in treasuries “oe D .. SR.s143 and 144,
By postal money-order— . :
General rules S - i .. S.R.s 150 and 151.
Certificate of—by disbursing oﬂicgr when it is not possible
to support a—by & voucher or by payee’s receipt .. S.R. 561
Communication of-—to non-officials to the Income-tax
Officer .. o - .. SR.141.
For money due to a partnership i e .. S.R. 560—Note 1.
For stores obtained from the United Kingdom .. B.R.s 307 and 308.
General procedure for—in sub-treasuries % .. S.R.=S86and 152,
General procedure for—in treasuries - .. SRs 130 138.
Of pay or allowance, ete.,—of gazetted Government servants T.R. 22, S.R. 137.
Of leave salary of gazetted Government servants .. BS.R.s 180, 181 and 186,
Of leave salary of non-gazetted Government servants .. T.R.20, 8.R. 18L
Special rules for—at Bank treasuries e .. S.R.s 359-374.
Through Indian States or Private Banks 5 .. S.R.0L
To be made in the district in which the claim arises .. T.R.19, S.R. 175.
To Government zervants absent out of India .. .. S.R. 184
To members of the Provineial Legislature & .+ SR. 190—Note and Appendix
13.
To surviving partners (md legal representative of deceased
partner .. oo R .. S.R. 560—Note 1.
To persons not in Govemment service - .. B.R.g 87 and 140-141.
To Reserve Bank of bills for sums payable by Government. S.R. 342,
Payment into Treasury—
Of cheques on local banks e 3 .. S.R.33.
Of moneys received on Government account ., .. S.R.82
Of moneys by Works and Buildings and Irngauon and
Waterways and Forest Departments .. B.R.S51.
Procedure for— ve e & .. BR.s 4251
Pensions— ¥
Bond of indemnity for drawing— .. o .. S.R.s 187-188 and 276-277.
Can be drawn up to and for the day of death .. .. S.R.208(1)().
Certificate of non-smployment required for the drawal of— S.R. 285.
Due date for payment of— - = .. S.R.s 270271,
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[Paer I]

Pensions—concld.

Form of—bills .o o
Granted to several persons jointly—
Sho:lld not be drawn on the appearunce of one person
only .. o %
Undrawn shares not to be treated a3 deposits
Gratuities—

Procedure for payment of— - .o oo
Gratuity orders]

Currency of— 4 .o . oe
Payments of—

Arrears due in respect of Gurkha pensioners
Arrears due in respect of deceased pensioners
At Calcutta or Bank Treasuries ..

At Sub-treasuries .. 5 e .o
At Treasuries e 2 e .o
By Postal money order o % .
Commutation money 12, < .o
Manner of—
Bills and connected certificates o oo
Checks to be applied by Disbursing Officers ve
Identification of Police pensioners o .s
Rate of exchange for conversion of pensions fixed in
other currencies .. e .
Through agents or messengers < s
Pensions payment of—
On life certificates .. e o ¥
Record of — L .o oo S
To female pensioners—
Declaration of non-marriage .. o &
Identification Mo . o ¥
Undrawn pensions and arrears .. .o oo
Place of payment of — o o oo

Statement of undrawn—to be submitted to Accounta.nt-
General

. .. .. -

Pensioner(s)—
Identification of—
General rules e 0 os oe
Special rules for European ladies, Ex-gnutted officera,
Indian Princes, Title-holders .. ..
Special rules for purdanashin ladies and dhterate pen-
gioners . % e vr
Minor— .. e o s oo
Photograph of—
To be pasted on Pension Payment Order .. .o
Specimen signature of— . .
Special annual enquiry of—over 70 yurs ot‘ 8ge oo
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Raule.

S.R. 280.

8.R. 405(i)—Note,
8.R. 405(i)—Note.

8.R. 204.
8.R. 207(2).

8.R. 207(1)—Note 1.

S.R. 208.

S.R. 862.

S.R. 266.

8.R.a 260-261 and 287-290.
S.R.s 201-292.

S.R. 293.

S.R.s 280-281, also 283-285.
S.R. 287-289.
S.R. 275.

S.R. 286.

S.R.s 273-274, 276-279, 282
and 288,

S.R.s 273, 274 and 276.
S.R. 290.

S.R. 284,

S.R.s 280 and 205(3).
S.R. 297.

S.R.s 268 and 362.

S.R. 299,

§.R.s 287 and 205.
S.R. 205(2).

8.R. & 289 and 205(3).
8.R. 279,

B.R. 259(2)(ii).
8.R.s 259(2)(é) and 287.
8.R. 800,
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[Panr 1) TREASURY RULES [Ixpex]
P
Pensioner(s)—qoneld. Rule.

Special rulag for payment of arrear pensions to Gurkha— ,. 8.R. 207(1)—Note 1.
Submission of claims by— g
General ryles b ~ABA .. S.R.s 280-285.

Special precautions for illiterate and purdanashin ladies 8.R.s 280(1) and 289.
Thumb and finger impressions of— S.R.s 259(2) and 295.

.. ..

Pension Payment Orders— '
Entry of payments in— . 5 o BIR.1290.
Note of spocial exemption from personal attendance on— S.R. 261.
Record of intimation of death of pensioner on— .. S.R.268.

Register of— a4 oz et .. BS.R.s 267-269.
Renewal of P oo Ways .. S.R.s 262-263.
Separate files for—in respect of different classes of pensions
and their custody .. os o .. S.R.260.
To be acco ied by photograph, specimen signautre and T
thumb a:ﬂ finger ins;pgessions of pensioners . . *.... B.R.259.

To be returned to the Accountant-General— :
After payment of commuted value of a portion of pension S.R. 264.

In case of anticipatory pension, after an order communi-
cating the pension has been received .- S.R. 265.

On death of the pensioner after the arrears of pension have

n paid G ok . .. S.R.208(3).
Permanent advance— :
Form for drawal of— .. os tS .. S.R. 227—Note 1.
gor meeting contingent charges PO s .s BR.227. .
a t unt o vern i ti
e b i L s o et
Personal deposits—
See Deposits.

Personal Ledger Account—

For deposit of funds under the personal control of the Gover-
nor .. “e .. 5a v <. T.R. 9(2).

Petty construction and repair charges—
Procedure for drawal )

s oo .. S.R.310.
Pies—
Rules regarding elemination of—from Government account  S8.R. 93.
ostage stamps—
Rules for custody, verification of— 7 i Pn;t ma—l‘ntroduntory‘—
ara 5.

Provincial Government—
All bills, chalans, cheques, etc., relating to—transactions to

be grinted on white paper a8 o .. T.R. 36,
Surplus cash balance of—to be invested in securities ++ B.R, 82,
Prisonegg—
Money belonging to—should be placed in deposit .. B.R.409—Note 2.
Utilisation of cash found on the person of—for repayment
of similar sums due to other prisoners on release oo TR TRUD-
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[IxpEx]- TREASURY RULES (pant 1]

P
i Rule, { 10
Provident Funds— 2
Final payment vio e . S.R. 399,
Intimation of date of retzrement tobesent to the Accountant-
General .. 75 53 o .+ S.R.398,
Procedure for final payment when the subscriber is absent '
from India or has died s oo oo SR 39%00 JnsmveT N 9
Procedure for obtaining advances, ete., from— ~ee, BIRJ8O7.; &
Responsibility for recovery'of subscription to— - sx SR8 162 and 391.
Provincial Legislature— - = . ey ¥ '
Mode of payment of salary ‘and travclhng nllowance bills to =
members of— i x A . ++» Appendix 13,
Public Account— : a? 2
Custody of moneys in— - = vo. T.R.11,8.R.s 63-65 and 73-74,
Term defined < . 2N s wo 0 TR 2(k).
Withdrawal of moneys from~— %6 'S ++ T.R. 12-20 and Chapter 1V of
part IT,
Public Service Commission—
Payment of remuneration to examiners and pnnters appoint.
ed in connection with examinations held by— .+ B.R.247—Note, Appendix 14.
R
Receipt books—
Counterfoils of used receipt books .. . «« S.R.39.
Count of number of forms in— .. Qeb .+ S.R, 39,
Custody of— e .o e .. 8.R.38,
Form of— .. . -t oo SR 37.
Procedure for obf.mmng the supply of—- ‘e S.R. 37.

Quarterly statement of —supplied to Works and Bunldmgs ;
and Irrigation and Waterways Departments officers .. Appendix'5 {partT), rule 14,

Receipts into Treasury— .
Of bullion, jewellery and valuables .o .. S.R.67.
Of cash chests of other departments e .+ S.R. 6.
Of keys of departmental chests = .. e .+ S.R.s503 and 66.
Receipts of Government money—
Acceptance of cheques in lieu of cash oo .+ S.R.s 33, 35 and 42.
At Reserve Bank on the kist day .. S.R. 62.
Direet sppropriation to expendxture prohlbnted-E zccplo
tions Gt o T. R. 7(2).
Direct payment into the treasury or the Bank by the PB}"’"
should be insisted on e S.R. 30,
General procedure in treasuries for——- .. S.R.s 52-60.
May ordinarily be realised in legal tender coin or notes .. B.R.32.
Payer should be granted a receipt .. .. S.R.s 30 and 53.
Should be remitted into the treasury or the Bank without
undue delay i o o . TR, U1).
Bpecial procedure for—at the Bank o .+ S.R.s 61 and 353-350.
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' [TxpEX]

Receipt of Government money—concld.
Special procedure for Works and Buildings and Trrigation
and Waterways Departments

Special procedure for Forest Departments

To be entered in the eash book

Receipt stamps—
Defacement of—
In cases where loan is given to a body of borrowers

Receipts exempt from stamp duty |, 3
To be affixed on receipts for sums exceeding Rs. 20

Recoveries of overdrawal—

How effected oo as o 5
Register to be maintained by the Treasury Officer or other
disbursing officer for—

Refund of revenue, etc.—

At the Bank - .o o e
By postal money order .. A ve

Not to be drawn and treated as deposits pending claim

Of deposits ..

Of earnest money deposits

Of examination fees

Procedure for—
Form for drawing from treasury e o
To be noted against the original credit s oy

Remittances of money—-

Despatch of remittances G
Deficiency or excess found in remiittances
Escort officer’s duties

Excess found in remittances 50 3

Kinds of remittances

Potdars, Shroffs, ete,, accompanying remittances +2
Receipt of remittances .. o e s

Special rules for remittances—
By Railway
By Steamer . 3 i
To and from the Bank

Rent statements—

Procedure for the recovery of rents for residential buildings
and disposal of— g o 3

I—16 229

Rule.

Appendix 5 (part I), rules 3
to 6,

Appendix 5 (part TI), rules 2
to 5.
S.R. 31(ii).

S.R.z 148(2) and 564.
Appendix 10—Note 3.
S.R. 100, Appendix 10.
S.R. 100.

S.R.s 165 and 570.

S. R. 671

S.R. 365.

S.R.s 329 and 415.
S.R. 325.

S.R.s 414-421,

S.R. 417.
S.R. 328,

S.R. 327.
S.R. 326,

S.R.s 469-480.
S.R.s 499-501.
S.R.s 481-483.
S.R.s 500-501.
S.R. 450,

S.R.s 484-487,
S.R.s 488-408,

S.R.s 502-511.
S.R.s 512-513,
S.R.s 514-515.

8.R. 164, Appendix 5 (part I)
—-Note below rule 3,



[I¥pEX] 5 TREASURY RULES [ParT I]

R
Rule.
Reserve Bank—
Cypher code, ete., of the— . e .. S.R.20A.
Powers of the Finance Minister in mlahon to— T.R. 40.

Responsibility of the—by the terms of its agreement wnth
T.R.s 3, and 40.

Governor .. . o ‘e e
Receipt at—of Government revenues creditable at mufassal
treasuries e A .. S.R.62.

Payment of bills for sum payable to—by Government .. S.R.342.
Reserve Bank of India remittances—

Conditions governing issue of drafts oL .. Appendix 17.
Drafts e o e =5 .+« S.R.s 526-550.
Lettor of indemnity with respect to issue of duplicate
Reserve Bank of India Bank draft Sl .. SR, 548.
Special precautions for encashment of drafts at treasuries  S.R.s 140 (3) and 539(c).
Telegraphic transfers .. ald oo ++ S.R.s 521-524,
Rewards—
For proficiency in oriental language—
Bill requires pre-audit o S .. 8S.R. 200.
To informers o~ s o .o S.R. 243.
8
Sepoy’s or Policomen’s remittances—
Special rules for— o) A0 o .. S.R.s 557-550.
Service and other funds—
Indian Civil Service Family Pension Fund o4 .. S.R. 393.
Repayment of amount at credit in— S.R.s 398-400.
Responsibility of drawers of bills for nozhmg proper’ doduc-
tions S.R.s 162, 391 and 396.
Schedules showing pm'hculars of doductmns to bo nttaehod
to pay bills s . .. B.R. 305,
Superior Sorvice (India) Family Penmon Fund +» S.R. 393.
Transfors of subseribers—
Action to be taken in cases of— .. 5 "« S.R. 396,
Service postage stamps—
Procodure for obtaining supply of—by Works and Buildings
and Irrigation and Waterways Departments .. Appendix 5 (part I), rule 9—
Note 1.
From Sub-troasuries .. S5 oo .« S.R.257.
General Rules R . is «« B.R. 256.
Rules for custody, verifieation of— oo -+ Part ITT—Introductory para.fs, -
Sherif’s petty accounts—
Deposits of sums received from suitors for diet, postage, ote. S.R. 430—Noto 1.
Stamps— >
Discount on— ¢ -+ B.R.z 338, 339 and 366.
Documents chargeable wnt,h and oxnmpt l‘rom recoipt— .. S.R. 100, Appendix 10.
Rules for supply and distribution of— mot ++ Part TIT—Introductory para. 5.
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[Pant I] : TREASURY RULES

Shﬂing Overseas pay—
Additions to, or alterations in, tho amount of—

Application for payment of—for tho first time
LC.S. Provident Fand deductions on—to be made in Indm
Issue of authority for payment of—by the Accountant.

Goeneral 5 oo

Payable in the United ngdom to the nominees of tho
rocipionts . -

Payment to more thnn One NOminee mmultanoously noc
pormissible ot i W -

Stores—

Procedure for payment for purchase of—in tho United King-

dom—

In tho case of direet order on private firms and individuals

When ordored through the India—Department, London
Purchaso in foreign country A
Purchases in India 55 o o ’%
Term defined .s ot o e
Subscriptions—

Recovery of—to a Sorvice or Provident Fund ..
Sub-Treasury Procedure—
Accounts—
Dato of closing for the month .. 3
Incorporation in district treasury—
Cheques on sub-treasuries—

Procedure of deawing o oo
Issuo of gervico postago stamps .. .
Issue of cash orders by sub-treasury .o .o

Opening of a new sub-treasury may bo ordered by Financo
Minister in consultation with Accountant-Genoral
Proeodure for payment of cash orders
Recoipts and payments—
Deposits ., o .
General procedure
Special rulos for transactions of~Works and Bulldmgs and
Irrigation and Waterways Departments o

.

Forest Department .. .
T
Takavi advances A RS \ £
Telegraphic transfers P % v 3

Transfer of moneys—
See Remittances of Monoys,
Travelling allowances—
Form and proparation of bills—
Of gazetted Government servants
Of non-gazetted establishmoent
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S.R. 103(3).
S.R. 193(1).
S.R. 162—Note.

S.R. 193(2).
S.R.s 185(3) and 104,

S.R. 194—Note,

S.R. 308,

S.R. 307.

S.R. 309,

S.R.s 302-306.

Note above S.R. 301.

S.R.s 301.306,

S.R. 21(2).
8.R. 18.

S.R.s 105 and 117,
S.R. 257.
S.R. 157,

T.R. &.
5.R. 155,

S.R. 421,
S.R.s 60 and 186.

Appoendix 5 (part I), rule 11,
Appendix 5 (part II), rule 9,

S.R. 451,
S.R.s 521.524,

S.R.s 195-197,
S.R.s 217-220,



IxpEX] TREASURY RULES

[Parr I)

T

Travelling allowances—concld.
Of non-gazotted Government sorvants who draw thoeir pay
in bill form of gazetted Government servants 5
Of Works and Buildings and Iyrigation and Waterways
Departments Officers

Treasurer—

See Treasury procedure,
Treasury bills .. ote 03 o o
Treasury inspection o o pah o
Treasury Officer—

Appointment of a junior officer as—under cortain conditions
Duties of—with regard to—

Custody of cash balance, stamps and opium o

Monthly accounts .. o o 5

Objections and recoveries B 3 Ve

Vertification of daily accounts .. e
May correct an arithmetical inaceuracy or obvxous mistake in

a bill under intimation to the drawing officer -
Must comply with tho instructions issued by the Acwunumt-

General, Currency Officer, ate. .. o e
Pay orders—

Should be signed by hand and in ink &y
Should specify the amount pnyublo both in words Lmd
figures .. oo
Responsibilities and dutms of—

In paying claims

Responsibility of—

For checking arithmetical computations on bills

For executive charge of a treasury o o

For fund deductions .. o ve

For intimating to Income-tax Officer of payments mado to
non-officials .o

For scrutiny of itoms of recenpta and payments shown in
the treasury accounts G e o3

For submission of monthly accounts and returns .o

Should not undertake correspondence on bohalf of claimants

Transfor of office of—
Relisving officor’s signature to be sent to other troasuries
in cases of issuo of drafts s .o

Rolieving officer to certify the receipt of eyphor code and
Treasury Agencies check signal book

Treasury procedure—
Accountant—
Cash book and other account records maintained by— ..

Duties of—with regard to—

Closing of accounts e .o %
Custody of voucher .o S &
Payment of money . . .
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S.R. 217(i)—Noto.
S.R. 221.

S.R.s 386-387.
S.R.s 26-27.
SR, 7.

S.R. 8.

S.R.s 8 and 22,

S.R.s 1656 and 568-571.
S.R. 20,

T.R. 26, S.R. 136—Note.
S.R. 1.

S.R., 130.

S.R. 130,

T.Rs 17-18 and 23.27; S.R.s
130-138 and 140-141,

S.R. 136.
T.R. 42) S.R. 8
S.R. 393—Note.
S.R. 141,

S.R.s 18-22,
S.R. 23,
S.R. 139,

S.R., 536,

S.R.S20A.

S.R.s 12 and 18—Note,

8.R. 20,
S.R. 24.
S.R. 130,



[ParT Il TREASURY RULES

[IxpEx])

T

Treasury procedure—contd.
Recoipt of monay ..

May be required to inspect the acoount mcords of sub-
treasuries and to check initial accounts s

Responsibility of—for keeping complete records of cash
and book transactions and for compxlntnon of proscnbod
accounts and returns

Accounts—
—and returns to bo submitted to the Accountant-General,

Currency Officer, ete.
Cash— .. :
Incorporation of sub- treusury— ; &
Numbering and custody of vouchcrs pertmnmg to—
Process of closing—for the day .. 05
Process of closing—for the month e v

Responsibility for punctuality and correctness of—

Vouchers pertaining to——numbenng and custody
Cash Book—

Of the Accountant .. o ‘e

Of the Treasurer o
Chalans to be signed by Treasur, Omcer or Ac.oounumt
Checks to be applied on bills pmnted for payment
Check of arithmetical computation of bills
Cheque Books—

Stocking and supply of— T s
Cloging of treasury on a holiday 2
Compensation to Government servants for accidental losscs
Correction of errors in bills presented
Custody of treasury balance

Rule.
S.R.s 52-53.

S.R. 13.

S.R.

12,

S.R.
S.R.
S.R.
S.R. 24.

S.R. 20.

S.R.s 21-22,

S.R.s 1, and 23 (2).
S.R. 24.

23.
22,
18.

S.R. 16—Note.
S5.R.s 14-15.

S.R. 53.

S.R.s 140-141.
T.R. 26, 8.R. 136.

S.R. 142,

Appendix 3—rules 1 to 3.
S.R. 335.

T.R. 26, S.R. 136—Note.
S.R.s 73-74.

Deductions made in a bill by Treasury Oﬂwer ahould be

explained . oo
Defacement of receipt stamps Wb o S
Departments of treasury “o % %
Destructiorn of duplicate keys e <5 553
Disputable claims o o' 5 o
Exchange of small coin G

Executive charge of treasury held by Treasury Officer ..
Hours of work—
Notices to be prominently exhibited e
Instances of cases of urgent necessity for purposes of T. R
27 o o0 % 3 os
Issue of small coin and encashment of notes, ete.—
Notices to be prominently exhibited g
Monthly settlement with departmental books—Works nnd
Buildings and Irrigation and W awrwnys Departments . .
Forest Department . e
Notices regarding hours of \sork encushmc.nt of notes,

exchange of small coin % e A
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S.R, 148—Note 1,
S.R. 145(2).

T.R. 4(1).

S.R. 70(5).

T.R. 18.

Para. 26-27.
S.R.s 1 and 8.

Appendix 3—rule 9.

S.R. 29, and para. 72,

Appendix 5 (part I)—rule 13,
Appendix 5 (part IT)—rule 6,

S.R.828-29 and para. 72,



[IxpEx] s TREASURY RULES [Part 1]

T
Raule,
Treasury procedure—concld.

Treasurer—coneld.
Payment of money under orders of Collector in cases of

urgent neceasity e 50 v .. T.R. 27, Appendix 3—rule 9.
Registors of—

Chalans and orders for payment on the Bank .. S.R. 379.

Gazetted Government servants recoxvmg payments at

tho treasury S.R. 137.

Powers of Attorney .. .+ S.R. 187(1)—Note.
Retrenchments ordered by Accountant General .. S.R.571
Valuables A .. S.R.s 67—Note and 74(7).
Special procedure for Bnnk Twasunos - .. S.R.s 348.383.
Strong rooms—
Keys and padlocks of— s S .. S.R.70.
Security of— 3 g S .« S.R. 69,
Treasuro—
Custody of— > o e .o S.R.s 73-T4.
Remittances of—

See Remittances of Monoys.

Stroing of— o o S 8.R. 71.
Treasurer— -

Daily Balance Sheet of— o p «o SR, 20(i%).

Duties of—with regard to-—

Closing of accounts for the day ‘e .. S.R.20.

Receipt of money .. S.R. 52.
Rni)eg)onslbtx,l;tizn ::a——-fo'r. hn.ndling of monoy (\nd cuutody B s 5 aca o).
Security Bond of— .. 3 .. BS.R.11(b).

Should not hold a sum in excoss of the socunty .. S.R.s 4(if) and 73.
Should not hold a sum larger than is necessary for transac- .
tion of Government business .. 2T .. B.R.s 4(si) and 73.
Treasury—
There shall be a treasury in every district .. .. T.R. 4(1).
Verification of treasury balances ., . <+ S.R.s 75-78.

United Kingdom-—
Procedure with regard to reoonpt and disbursement of

moneys in the— A . e o TR.37
v
Verification of balances—
Of cash in treasuries .. < . ++ B.R.s 75-78.
Of Currency chests in the custody of the Bs,nk .. Para, 15(i).
Of Currency chests located in treasuries oo .+ Para. 15-16.
Of departmentdl chests = . o i «o  S.R. 31(iv).

234



[PAanT I) TREASURY RULES [Inpux]

v
Rule.
Vouchors—
All pay orders on—must be signed by hand and in ink .. 8.R.s]130 and 563.
All payments to be supported by— o .+ S.R.24.
Cancellantion and destruction of sub-vouchers .. BS.R.s 236 and 566.
Custody of—by Accountant o e «+ SR, 24,
Custody of—at departmental offices s .+ S.R. 565,
Defacement of receipt stamps on— +o S.R.s 148(2) and 564.
For more than Rs, 25 for contract contingencies to bo
preserved 5 s .. S.R.244.
Numbering, fu'rnngement and custody of—at treasuries .. S.R.24.
Stamping “Paid”'— .. o o .. S.R.145(1).
Term defined oo e ot .. S.R. 83—Explanation.
w
Ways and means advances A 52 .. S.R. 388.
Works expenditure—
Mode of obtaining cash from treasuries and payments for— 8. R.s 311-324,
Work charged establishment—
Form of bills for wages > » .. S.R.317—Note.
WBGP-52/3-475E-6M
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