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On Gujarat becoming a separate State. The B
Bombay., 1n pursuance of Article 283 of the Constitul
with etfect from [+ May, 1960 Updating and amendin
the Carridenation of Government for a long time.

PREFACE TO THE FIRST EDITION

ombay Treasury Rules, 1960 farmed by The Governor of
tion were adopted for application in the State of Gujarat,
g these rule in view of various developments have been in

This text is the revised verson incorporating the orders issued subsequent to |+ May, 1960.

These rules deal primarily with the procedure which should be generally followed by the
Treasuries as also by the offices and agencies of The Reserve Bank of India conducting the
cash business of Government and by other Government offices, in dealing with Treasuries

All those who will be ysin

2 these rules are requested to bnng to the notice of the Finance
Department any error,

omission or inaccuracy in these Rules for appropriate comections.

The help and coopcration extended by The Accountant General, Gu

jaral State and vanous
officers of Statc Government are gratefully acknowleged

These rules have been published in the “Government Gazette™ under Government Nonfica-
tion No. (GN 36) TIR-1087-815.Z 487 {2000) dated 9-11 -2000 They embady the orders of
Government issucd upto 30" September, 200X).

(K. V.BIANUJAN),
Additional Chicf Secretary 1 the
Government of Gujarat,
finance Department.

Gandhinagar.
The 9" November, 2000,
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FINANCE DEPARTMENT
Notification
Sachivalaya, Gandhinagar, Dated the 9th November, 2000

No. (GN-}(\) TIR-1097-815-487 (2000)-Z.—In excrcise of the powers conferrcd by clause (2) of Article
283 of the Constitution of India, the Governor of Gujarat is pleased to make the following rules, namely (—

CHAPTER - 1. INTRODUCTORY
Short Title, Extent and Commencement,
L. (1) These rules may be called the Gujarat Treasury Rules, 2000,
(2) They extend to the whole of the State of Gujarat.
(3) These rules shall come in 1o foree from the date of their publication in the Officiat Gazeree.,
(4) If the Government considers it necessary or expendient soto do for avoiding any hardship or Tnoving

any difficulty that may arise as a result of the application of these rules, it may subject to such restrictions and
‘conditions, if any, as it may think fit o impose, dispense with or relax the provision of any of these rules in any
case of class of cascs.
Defiuitions ;

2. Inthese rules, unless the context otherwise requires the following expressions shall have the meaning
hereby assigned to them, that is to sy (—

(1} "Accountant General” means the head of an Oftice of accounts and audit or of accounts, who
keeps the accounts of the Government of Gujarat state and, when used inrelation 1o 4 Treasury, the head
of an office of accounts 1o whom the accounts of the treasury are rendered,

(2)"Audit Officer” means any officer subordinate 1o or under the Superintendence of the Comptroiter
and Auditor General of India. who exercises audit functions,

(3) (@) "The Bank™ means the Reserve Bank of India or any office or agency of the Reserve Bank of
India and includes any branch of the state Bank of India, or its subsidiaries or any other nationalised bank
acting us the agent of the Reserve Bank of Indiu in accordance with the provisions of the Reserve Bank of
India Act, 1934 (No. 1] of 1934), .

(B) "Reserve Bank” means the Reserve Bank of India.

(4) "Bill" means a statement of claims against the government containing specification of the niture
and amount of the clyim cither in gross or by items, and includes such a statement presented in the form of
asimple receipt.

(5) "Collector” means the head of a district and includes any other officer for the time being authorised

to discharge the dutics of a Collector for the puipose of these rules.

Y-2122—)



2

(6) "Comptrolicr and Auditor General” means the Comptroller and Auditor General of India.

(7) “Compctent Authority” means the Government of Gujarat State or any other authority to whom
the relevant powers may be delegated by the Government.

(8) “Constitution" means the Constitution of India, 1950.

(9) “comsolidated Fund of the State” means the Consolidated Fund of the State maintained under the
provisions of anticle 266 (/) and (2) of the constitution.

(10) "Contingent charges or Contingencics” means and includes all incidental and other expenses
which are incurred for the management of an office as an officer or for the technical working of a department
other than those which under prescribed rules of classification of expenditure fall under some other head of
expenditure e.g. "work", “stores”, "tools” and “Plant” etc., ete.

(11) "Contingency Fund" means the Contingency Fund of Gujarat Statc maintained under the
provisions of Article 267(2) of the Constitution of India.

(12) "Dircctor™ means the Director of Accounts and Treasuries, Gujarat state or any other officer
for the time being authorised 1o discharge the duties of or on behalf of the Director.

(13) "District” mcans the arca described as a district under section 7 of the Bombay Land Revenuc
code, 1879.
.
(14) "Disbursing Officer” means the Treasury Officer or Pay and Accounts Officer, Gandhinagar in
the case of payment of the pay and allowances to the Members of Legislative Assembly and the Head of
Offices or any other subordinate Gazetted Officers under such Head of the office in case of gazetted/non-

gazetied Government servant, who is charged with the responsibility of disbursing pay and allowances of
the respeclive government servants.

Notg: Di;buming Officer in case of pensioners will be Treasury Officer or .
i i a h
specifically authorised in this behalf. 2 ny other authority

(15) "Drawing Offices” mcans an officer who is authorised to draw .
cither by bills or cheques or by both. aw money from Government account

(16) "Government™ mcans Government of Gujurat,

(17) "Government Account” means the accou i
nt relating to the Consoli g i 1
Fund or the Public Account of the Government, ¢ Foliated Fund, Cantingency

(18) "Grants-in-aid, contributions” cic. include such classes of
religious, charitable or educational institutions, sti;
and fairs, cxpendi from the discreti
C i elc,and¢

fexpenditure as grants to local bodics,
pends, scholarships, contributions to public exhibitions
Y Brants placed at the disposals of head of departments,
to government servants for accidental losses and subsidics etc.

(19} "Local Fund" denotes:—

i) revenue admini i i
b co,,(,;)o; dg;:dfﬂ:::::(e\:;d lt;y bfx.hcs which by law or rule having the force of law come under
» Whether inregard to the proceedings generally, or to specific matter such

asthe sanctioning of their budgets, sancti
» Sanction to the creati i f .
the encashment of leave, pension or similar rules tion or filling up of particular appointments.
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(i) The revenues of anybody which may be specially notified by Goyernment as such.

(20) “Pay and Accounts Officer” means head of the Pay and Accounts Office, charged with the
responsibility of conducting the audit of centain specified preferced by Government Offices claims against
the State Government] before making the payment thereof, and rendering the compiled accounts thereof to
the Accountant General.

(21) "Public Account” means the account of the Gujarat State, other than the account relating to the
Consolidated Fund of the State and the Contingency Fund of the State into which all transactions relating
to debt (i.c. other than those of the Consolidated Fund) Deposits, and Remiutances are entered.

(22) "Revenue Advances” means and includes Tagavi Advances, Advances under Land Improvement
Acts, and any other Advances which the Revenue Officers are authorised or directed to sanction under the
provisions of any law or under special order of the Government.

(23) "Treasury” means the ireasury established at the headquarters of a district and includes a sub-
ticasury/Pay and Account office unless the context otherwise requires.

(24) "Bank Treasury” means a treasury the cash business of which is conducted by the bank and a
“Non-Bauk treasury means a teeasury other than a bank treasury.

(25) "Treasury Officer” means the officer enwrusted with the treasury functions and includes Sub-
Treasury Officer and Pay and Accounts Officer or any other Ofticer who is specially authorised by
Government to exercise such lunctions.

(26) "Voucher” means a bill or cheque receipted and stamped "Paid’.

(27) Removal of Doubts.—Where a doubt arises as to the interpretation of any provisions of these
rules, the matter shall be referred to the finance department for decision.

CHAFIER - 2 - TREASURY WORKING
LOCATION OF MONEYS STANDING IN THE GOVERNMENT ACCOUNT :

3. Subject o the provisions of Rule 25, moneys standing in the Government Account must cither be held
in atreasury or in the Bank. Moneys deposited in the Bank shall be considered as one general fund on the books
of the bank on behalf of the Government.

The deposit of such moneys in the Bank shall be governed by the terms of the agreement in Appendix - [
made with the Bank under scction 21 of the Reserve Bank of India Act, 1934 (Act 11 of 1934), as amended from
lime to lime.

4. The Executive instructions regarding provision of funds at ireasuries and also regarding maintenance of
the currency chest, shall be in Appendix IT 1o these rules.

8. All staie treasurics shall follows the orders and instructions of the Union Government being the authority
concerned in all matters relating 1o coinage and currency s specificd in Appendix 15 to these rules.

6. The instructions specified in Appendix 1V shall be followed with respect to transfer of money standing
in Government Account and other remittances through Governmeant.
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7. The instructions specified in Appendix V shall be foliowed with respect to the safe custody and use of
‘Cypher Code’ and the ‘treasury Agencics' Private check signal book' issued by the Reserve Bank.

8. Orders and instructions relating to the matter with which the Reserve Bankisdirectly concerned will be
amended only in consultation with the Rescrve Bank.

General System of control over District Treasurics.

9- (1) There shall be a treasury in each of the district specified in Appendix VI to these rules. If moneys
standing in the Government account are, in any district so specified, not deposited in the Bank, the treasury of the
district shall be divided into two sections', the Account Section’and the Cash Section.

The Account Section shall be responsible for maintenance of the accounts of the treasury Iransactions in
the manner prescribed by the Government and the Cash section for the custody, receipts, issuc and remittance of
cash and stamps.

Subject as hereinafter provided under this Chapter, the gencral procedure of and the conduct of business in
adistrict treasury shall be regulated by the provisions contained in these rules.

(2) The immediate exccutive control of a treasury shall remain with a Treasury Officer subordinate to the
Dircctor. The Dircctor shall be responsible for the proper observance of the procedure prescribed by or under
these rules and for punctual submission of all returns required from the treasury by the Government, the Comptrollor
and Auditor General, the Accountant General and the Bank.

{3) When a new Treasury ofﬁccr/Suerleasury officer is appointed to 3 district treasury/sub-treasury, he
shall at once report his appointment to the Accountant General and sholl cenify to the Accountant general, the
amount of the cash balance, stamps, stores etc., ifany, which he has taken over. The certificate shall be submitted
inForm G. T.R. ), after the method of verification specificd in rule 55,60and 61 has been applicd. A copy of the
certificate shall be submitted to the Director.

(4) The duty of verifying and cenifying the monthly cash balance, ifany,
monthly accounts of such batance in such form and afier such verification as the
may require shall be undentaken personally by the treasury officer on the first

inthe treasury and of submitting
comptroller and Auditor General
working duy of every morh.

(5) No portion of lhc‘rcsponx‘ibilily for the proper management ang working of treasurics shall devolve
upon the officers of the .lndlan Audit Department, The inspection of treasuries by officers of the Indian Audit
Department shall not refieve the Director of his responsibilities for management and inspection, ’

The daily accounts of reccipts and payments of mone

of the district treasur Y 33 sub-treasury must be included in the accounts

QUIER COLLECTING AND DISHURSING gr (CERS ;

1L The Pay and accounts Officer, may, subject 10 sych condi
fmay think fit 10 impose, performall or any pre
aguinst the Government that may fall due fo
Accountof Government.

.

tions and limitations, ifany, as the g

Locctios ) S, ¥, as the Government

r’ja"'gﬁd Pantof the duties of 3 Treasury Officer in espect of ¢laims
SOursement ung moneys that may pe tendered for credit to the
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INTER-GOVERNMENT TRANSACTIONS :

12. Receipts and disbursements in the State on behalf of the Union Govemment shall be adjusted, as far as
practicable, directly against the balance of the Union Government held by the Bank, but where such transactions
occuring in non-bank treasuries are temporarily taken into account against the balance of the account of
Govemment, the Accountant General, wifl, on receipt of intimation from the treasury, make the requisite adjusments

13. (1) The treasury officer may, subject to any gencral or specific direction of the Government in this
behalf, receive or authorisc the Bank to receive moncys 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
and debits in respect of such receipts and payments against the balance of the State concerned shall be made by
the Accountant General through the Central Accounts Section of Reserve Bank of India, but until such adjustments
are made, the credits and debits shatl be entered in the appropriate section of the State Account,

(2) Moncy paid or received in the office of the Accountant General on behalf of another State and book
entrics made in the office of the Accountant General affecting the accounts of another State shall likewise be
adjusted by the Accountant Gencral through the Central Accounts scction of the Reserve Bank of India against
the balance of State concemed. t : :

14. Moneys received in other countries on account of the revenues of Gujarat State may be paid into and
funds required for disbursements of or on behalf of the State in such countrics may be withdrawn from the
balances of the Union Government in those conturies in accordance with such procedure as may be prescribed by
union Govemment in ltation with the Co, piroller and Auditor General of India. These transactions may be
adjusted from the balances of the Gujarat State in accordance with such directions as may be given in this behalf
by the compiroller and Auditor General of India with approval of the President of India,

/ EMENT ; . !

1. (1) subject to any general or special orders of the Government, the ultimae responsibility for the
proper management and working of a treasury shall rest with Government,

(2) Each treasury, the cash business of which is not conducted by the bank, is divided into two branches,
viz, Accounts Branch and Cash Branch. The former will be under the charge of the Assistant Treasury Officer or
Accountant heiped by Deputy Accountants, Sub-Accountants and Junior Clerks. The later is in charge of Treasurer
assited by shroff clerks, Treasurics, the cash business of which is conducted by the Bank, have no treasurer and
shroff clerks but in all such treasurics the transactions pertaining to stamps and cash boxes and valuables are
entrusted to a Deputy Accountant/Sub-Accountant in charge of stamp section or a stamp clerk,

(3) The two branches must be so located as to work quite independently of cach other during the day. The
arrangements should be such that each person having business to do with the treasury must first approach the
Accounts Branch and then go to the cash branch. He will not be permitied aceess to any person working in cither
branch without the permission of the Treasury Officer, except persons working on counters.

(4) It is desirable to provide counters in both the Branches so that persons coming to the treasury can

conduct their business across such counters. Thus,. bills will be received or delivered of the counters in the
Accounts Branch, and cash will be paid at the counters in the Cash Branch,

Y-2122—2
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) In Sub-Ti ies, it may not be possible to have two scparate branches as in treasurics, because the
number of cleghs is very small, but the distinction shall be observed os far as it is possible in practice.

Notc : A list of sub-treasurics in the diflerent districts is given in Appendix-Vi

16. Instructions rcknrding the organisation of the treasuries and sub-treasurics and control and inspection
thereof shall be as contained in Appendix-VIL.

TBEASURY ACCOUNTS ;

17. The maintenance of initiat accounts and rendering them 1o the audit office shall be in accordance with
exccutive instructions in this behalf as contained in Appendix-VIIT

LER DEEA RIMENTS :

18.No Depurtment shal require that funds periaining to it be kept apart from the General lrchsury balunce
or be received for safe custody and kept out of account or be received at all except under these rules. The cash
chests or any valuable property, jewellery, et shall be lodged in the treasury for safc custody in accordance with
Appendix-IX. Such deposits will be received at the express direction of the Treasury Officer and the factshall be
reported to the Accountunt General as well as to the Director for information” A register shall be kept in the
treasury in which the receipt ond retum of the chest or box should be duly aknowlcdged. The ey or keys shouid

not be hept in the treasury, nor shall the amount of such chests or boxes be brought into the accounts of the
treasury. - . .

The Accountant General may report to Government any case in which the permission appears to have been
given improperly by the Treasury Officer,

feccipts and payments of moncy (in the case of non-bank treasury) and for public business,
issues of chalans and bills,

20. (1) Al treasuries in the State will be keptopen (o the public us follows :

Working Working The 181h and
days except Saturdays, the last working
Saturdays, day of

1. All Banking Ireasurics From 10.45 a.m, From From 10.45
102.00 p.m, 1045 a.m, am. to

1012.30 p.m. 1230p.m.

2, All Non-lhnking From 10.4s a.m,

- From From 1045
Treasurics. 102.30 p.m, 1045 am. | a.‘ml.“lo
10230 p.m, 1230 p.m
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NOTE: On the 18y ol each month or on the previous day if 18th happens to be a holiday, the District
Treasury may be closscd for public business at 12,30 p-m. toenable the first Jist of payments due to the Accountant
General being closed and despatched before evening on the due date. A similar procedure may also be followed
on the last woiking day pﬁlzc month, . o o . -

(2) No particular dates have been prescribed for puyment of pensions. The Dircetor should fix the dates
looking to the convenicnce of the pensioners and the requirements of smooth working of treasurics,

.. (3) Notice boards, specifying the hours for the transactions of business at the teasury and the date on
which the treasuey will be closed on account of public holidays during cach quarter should be pasted up
conspicuously at each district and sub-treasury in local language.. . . . . . .

() ITany law requires that the treasury be hept open till a nanied hour on any day, the account cannot of
course be closed till after that time, but should then be closed and agreed in the usual manner before the office is
closed for the day. S .

(5) In the event of an emergency or an occasion entailing nobilization, the Collector upon receipt of an
intimation; from a Station Commander of the Indian Acmy, for arranging any treasury/sub-treasury to be hept
open on specified dates, shall cause such treasury/sub-treasury 10 be kept open upto a periad of four consccutive
days for transacting military official business only, irrespective of holidays, or where the teeasury work is done
by the bank, 10 request the Agent to keep the Branch open for transacting military official business, In cither case,
he willinform the Secretary in Finance Department and the Accountant General of the action taken. A copy of his
writien request to the Collector toheepany treasury/sub-treasury open, shall also be forwarded to the Goverminen(
in the Finance Department by the Station Commander, . '

2L (1) Asfaras possible, the working in the district treasury shall be in accordance with the ‘Scheme of
Model Treasury specified in Appendix X, !

2) The working of the sub-treasury shail be on the same lines as the district treasury. The sub-treasury
officer shall follow instructions specified in Appendix X 1o these rules in case of minor departure.

MISCELLANEQUS ; '

22. A Colicetor, 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 1o the Government in Finance Department and to the Director and the Treasury Officer will ar once
report the payment to the Accountant General,

NOTE : The need for excrcising the special power under this rule, should not arise at all in normat
conditions. The power should be used only in genuine cascs of urgency e.g. floods, carthquake and the like and
withdrawals of money under this rule shoutd, exclude all personal claims of Government servants.

23, Nothing in thesc rules shalf have ctfect so as 1o impede or prejudice the exercise by Compirolier and
Auditor General of Indin of the power vested in him by the Constitution to make aules or 10 give dircctions
regulating the submission 10 the Indian Audit Department of Accounts kept in treasurics or in departmental
offices accompinied by such vouchers for their support as the Comptroller and Auditor General may require for
purpase of audit or for the purpose of heeping the accounts of which he js responsible,

24. Nothing contained in or in the application of these rules shall have efect SO A5 0 impose upon the Bank
in connection with the business of Governntent any responsibility not imm).\cd_upun the Bank by the terms of jis
agreement referred to in rule 3.
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CHAPTER-}

RECEIPT OF GOVERNMENT MONEYS AND PAYMENT OF SUCH MONEYS INTO GOVERN-
MENTACCOUNT

PAYMENT OF REVENUES OF GUJARAT STATE INTO GOVERNMENT ACCOUNT

25. (1) All moneys reccived by or tendered to Government Officers on account of the revenue of the
Gujarat State, as far as possible, shall be paid in full within two next working days into Treasury or Bank and
shall be included in the Treasury Accounts. Moneys received as aforesaid shall not save as otherwise provided
in these rules, be appropriated to meet departmental expenditure, nor otherwise kept apart from the Government
Account. No depantment of Government may require that any moneys received by iton accountof the revenues
of the State be kept out of the Government Account.

Note : Heads of Departments may, by specific orders extend the time limit for crediting the moneys into
treasury or into Bank up to seven working days of receipt of such moneys, if circumstances in which moneys
received by the officials under them in their official capacity are such that it is not practical to observe the time
limit of two working days.

Exception : The provisions relating 1o time limit in this rule shail not apply to semittances by Talatics
which will continue to be govemed by the directions in the Revenue Accounts Mannual,

(2) Notwithstanding anything contained in sub-rule (1) direct appropriation of departmental receipts for
departmental expenditure is authorised in the following cases, namely :-

(i) in the case of moneys received on account of the service of summons, diet money of witnesses
and similar purposes, in Civil, Revenue and Criminal cases;

(i1) in cases of deposits received at a Civil Court and utilised by the Court to meet claims for the
refund of such deposits;

(iii) in the'case of fces received by Government servants appointed as Notaries Public Under Act

XXVIof 1881, and uiilised 1o defray legal expenses incurred by them in the discharge of their duties as
such Notaries Public;

(v) in the case of cash found on the person of prisoners at the tim

used for the re-payment by Jail Superintendents under departmental re,
other prisioners on their release;

¢ of their admission 1o Jail, and
gulations of similar sums dye to

(vi) in cases of cash receipts of Forest Department used for meeting immediate focal expenditure;

(vii) in the casc of mone:

ys received by the commissioner of Workmen's C i
Ahmedabad ; : ompetsaton

Gujarat

Provided that the authority hereby given to a
expenditure shall not be construed as authority to kee
therefrom outside the account of the payments into a

ppropriate departmentat receipts for departmenta)
P the depantmental receipts and expenses defdrayed
nd the withdrawals from the Government accounts,

26. Moneys reccived by a Government Officer wheth
relate 10 of form part of the revenues of the Governm
State and a Government Officer is not required to pay
The safe custody of such moneys and accounting of th

er in an official or other capacily which do not
cat, shall not be included in the consolidated fund of the
into the consolidated fund of the stale any such moneys.
¢ transactions pertaining thereto shall be regulated in the
CHCL-CPMSQI2NEX V-1 p6S Date : 7-1.02
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manner prescribed in the Gujarat Financial Rules, 1971, or orders of Government in that behalf, If any question
arises whether moneys are, or, are not moneys relating to or forming part of the revenues of the State, the
question will be referred to Government for decision.

27. A person may tender money in payment of dues 1o Government either-

() to the concerned Departmental officer~

(i) by cheque or drafts drawn on any local branch of a Scheduted Bank, postal order or
money order or in such other forms as may be prescribed by Government; or

(ii} in cash upto an amount not exceeding Rs. 1000/~ in cach case or such higher amounts
as the Departmental Officer is authorised to reccive; or,

(b) atthe treasury or the Bank™.

28. The following rules shall be observed by Departmental Officers who are required to reccive and

handle cash;

Y-2122-3

(i) Every officer receiving money on behalf of the Government should maintain a cash
book in Form G.T.R.2.

(11} All monetary transictions should be entered in the cash book as soon as they oceur and
atiested by the head of the oftice in token of check.

Note = Tn Motor vehicles Department where the “Registerex cash Register” maching is
being used, the third print of receipt i.c. Audit Roll shoutd be pasted in the Cashicr’s Cash book at
the end of the day and the same should be signed by responsible officer. However, an entry regard-
ing the days” recipts should be mide in the cash book and attested on the basis of the collection
indicated in the audit roll, indicating the numbers of the rolls. The procedure of tallying the “Sum-
mary Register” totals with the entrics in the Cash Book should also be followed.

(i) The cash book should be closed regularly and completely checked. The head of the
office should verify the totalling of cash book or have this done by some responsible subordinate
other than the writer of the cash book, and initial it as correct.

{iv) At the end of each moath, the head of the office should verily the cash balance in the
cash book and record a signed and dated certificate to that effect mentioning therein the balance
both in words and figures. In the case of outstations, he or any other Gazetted Officer name by him
will count the cash balance whenever he may visit them and record the aforesaid certificate in the
cash book. The centificate should ulso be recorded on the monthly cash account, primary absteact
or uccount current, where such account abstract or account current is required to be submitted to
the Accountant General. Such certificate must be signed by the head of the office who shoukl
invariably date the signature. 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’
bitance may be counted on the first working day of the following month before any disbursement
is made on that date. !

(v) When Governiment money in the custody of Government Officer is paid into the Trea-
sury or the Bank, the head of the office, making such payments should compure the Treasury
Officer's or the Bank's receipt on the chalan or his pass-bouk with the entry in such cash book
before auesting it and satisfy himself that the amounts have been actually credited into the trea-
sury or the Bank when the number of payments made in a month is more than ten and the total
amount involved therein exceeds Rs. 1,000 he should, ss soon as possible after the end of the
maonth, obtein from the treasury a consolidated receipt for all remittances made during the month,
which should be compared with the posting in the cash book.
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(vi) An crasure or overwriting of an entry once made in the cash book is slric:lly prohibited.
Il 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 initia)
every correction and inveriably date his initials. )

(vii) A Government Officer who handles Government money should not, cxccgl with the
special sanction of the head of the office, be allowed to handle also in his official capacity moncy
which does not belong to the Government. Where under any special sanction, a Government Of-
ficer deals with both Government and Non-Government money in his official capacity, the Gov-
ermment money should be kept in a cash box, separate from the non Government moncy and
transactions relating 10 the latter should be accounted for in a separate set of books and kept en-
tirely out of the consolidated Fund of the State.

(viii) (1) Public Moncy in the custody of the department should be kept in strong reasure
chests and secured by two locks of different patterns. In the abseace of any precise orders from
Government, the officer in charge of the chest should make such arrangement for the custady of
the key and the proper disbursement of alf moneys as he considers requisite. All the keys af the
same lock must, except where the procedure prescribed in the note of this rule is adopted, be kept
in the same person’s custody, and as a gencral rule, the keys of the one lock should be kept apart
from the keys of the other lock, and in a different person’s custody when praciicable. The chest
should never be opened without both custodians being present. The noncommissioncd Officer or
dluffadar of the guard should always be present when a treasure chest isopened and until it is again
locked. Wheaever a cashicr is attached to an office, the keys of one of the locks of the treasure
chesy will necessarily remain in his possession.

(2) If considered desiruble, the duplicate keys of cash chest may be placed under the se
the officer incharge, in the custody of the Treasury Officer. In the event of this practice being
adopted, a duplicate key register should be maintained and once a year, in the month of April, the
keys, should be sent for, examined and returned under fresh scal, a nate being made in the register
that they have been found correct.

al of

{ix) The work of encashment of bills or erediting any money into u treasury or i Bunk should
be entrusied to a clerk or cashier and only in exceptional cases 1o a trust-worthy peon with a
sufficient length of service, If necessary, he may be sent to accompany a clerk or Cashicr. Ordi-
nanily, one penon may carry an amount upto Rs. 200/- when such amount exceeds R, 2X)/-, two
persons should be seat. When the amount excecds Rs. 5,000/ onc of the persons must invariably
be a cleck or a cashicr. These limits are applicable in a)l cases unless lower limits, in specific
instances have becn 1id down in other rules or orders of Government,

Note-1. Notwithstanding the provisions of this clause,
discretion ubtaia a consolidated Lreasury receipt irespective of y
month and the total amount involved therein,

the head of an office may at his
he sumber of payments made in a

Note-2. Where more than one officers ar
depanment shall nominate one of the officers in
with treasury accounts.

Note-3, The duties im
be entrusied 1o a subordinat

¢ concerned with the same head of account, the
the district to reconcile the departmental receipts

posed by clauses (ii) 10 (iv) of this rule on the head of the office

! may
¢ gazetted officer nominated by the head of the office for the pur,

pose.

Note-5. “Cash and other valuabl
departmental officer or drawing an disbursing officer shoutd be
chest or almirah (where fnecessary, even embeded in the wall.} T
the purpose may be decided on the basis of the amoun of ¢

es held in safe custody, on behalf of the Government bya

keptinan adequately strong cash
he type of cash chest 10 be used for
ash and other valuables generally
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required to be kept therein in safe custody and other relevant circumstances, such as general State
of Security of the premises of the office, the area in which it is located, etc. The cash chest/almirah
should be sccured by two locks of different patterns so that the keys of such locks should be kept
indifferent patterns persons’ custody where practicable; and in any case, should be kept apurt from
that of the other lock so, that the chest will not be accessible to unauthorised persons. The chest
should not be opencd unless both the custodians of the two locks ate present for the purposc.

Duplicitc keys thereof should be placed in separate sealed covers and todged with the strong room
of district Trcasury or Sub-Treasury, as the case may be.

A duplicate keys register should be maintained indicating the authorities with whom they are
lodged. Once a year, in Aptil, key must be sent for examination and returned under fresh sealed covers to
the respective Tresury or Sub-Treasury with whom they are meant to be lodged and u note kept in the
register that they have been inspected and found intact and genuine and sent back 10 the nominated
authoritics. Similarty enrtics should be made in the rezister injegnd to any occassion when the duplicate
keys had to be obtained for opening the chest and the dae ol'tesealing and Indging with the nominazed authoritics.

Subject as provided in the preceding pavas of tus note. the detailed procedure to be observed with
regard 1o the custody of Government money in the possession of the depannental officer may be laid
down by depanmental regulations.

RECEIPT OF COIN,NOTE, CTC.
29. Govemment dues or othur moneys receivable on Government accounts may ordinarily be realiscd

in legal tender coin or notes only. The conditions of legal tender and the currency of the various denominations
of coin and nutes are governed by the instructions embodied in Appendia-Hi.

CHEQUES TENDERED IN PAYMENT OF GOVERNMENT DUE

30. (1) Atplaces where the business of the Treasury is conducted by the Bauk, cheques or drafts on local
banks with a clearing account may be accepted in licu of cash, in settlement of dues to Government provided the
cheques have been crossed by the drawer and made payable 1o the Bank so that it can mike necessary adjustment
in its books on clearances. A chatan for the remittance of the amount into the bank must; however, accompany
as usual in the casc of cash and should be first presented 1o the t casury or depactinental officers far enficement.
The copy of4he receipted chalan will be made available to the tenderer by the Bank only when the cheque is
cleared and the amount adjusted 10 the credit of Government. [Uis for the tenderer to make his own wrrangement
to receive the copy from the Bank.

Note : The terin local bank as used in this rule means banks {including the Reserve Bank and the State
Bank of India) located in the station in which the bank treasury is situated.

(2) A provisional receipt for the cheque may b issucd by the Bank/Departmental ofticer in Form No.
GTR-3 with additianal words “subject to realisation”.

Note-1. The collection charges should not enter Government Accounts.

Note-2. The Bank reserves 1o itsclf the right to refuse to aceept cheques the collection of which in its
opinion cannot reasonably be undertaken and which it may not accept on behalf of its own constituents.

(3) Inthe event of the cheque being dishonouted by the Bank on presentation, the fact shall be reported
at once to the tenderer with a demand for payment in cash; 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.

31 When cheque or demand draft tendered In payment of Government dues, is accepted under the
provisions of yule 30 and is honoured on presentation, payment shall be deemed to have been made.
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(i) If the cheque is handed over to the Govemment's bankers or to a Government officer authonised
to receive money on behalf of the Government on the date on which it is so handed over; or

(i) If itis sent by post 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 1o have been made ntil the date on which it becomes payable.

Note : The provisions of clause (ii) above apply mutatis mutandis to payments made to the Government
by postal money order or by any other recognised mode of remitting money by post.

32. When Government dues which are payable by certain fixed dates are paid by a chague. the person
desiring to make such payment in this manncr without risk must take suitable precaution to ensure that his
cheque reaches the receiving office at the latest on the working day preceding the date on which the payment is
10 be made. Chagues received on the last day of payment of Government dues may be refuscd at the discretion
of the officer 10 whom they are tendered and those received later will not be accepted.

33. (1) Depanimental officer receiving Cheques/Demand Drafts or Postal Ordt;rs shall enter them in the
cash Book in Form No. G.T.R. 2 and send them to the Bank/Treasury for collection on the same day.

Note : I alarge number of Bank Drafts/Cheques and Postal Orders are received by any depan-
mental office, receipt thereof and, remittance into Bank necd not be entered individual itemwise in the
cash Book. It would be sufficient if the totat of the daily entries pertaining to the same classification from
the register of valuable (Form G.T.R. 4) maintained for the purpose is carried to the Cash Book giving
cross reference in the latter to the serial numbers thereof in the former.

(2) Deparntmental officer receiving remittance by postal Moncy Orders shall record
Book as the amount is received. If, however, a number of moncy orders received ji
recorded in a separate register in Form No. G.T.R. 4. The daily total of receipt wil
Cash Book at the end of the day.

the receipt in cash
s large. the receipt may be
I'be transferved to the muin

GRANT OF RECEIPT TO THE PAYER.
34. (1) A Government Officer receiving money on behalf of the Gover

receipt. The receipt shall be signed by the duly authoriscd of icer who shall satisfy
the receipt and initialing its counterfoil that the amount has been properly entere

nment must give the payer a
himscelf at the time of signing
d in the Cash Book,

Note : In Motor Vehicles Depantment where the “Regisler cash Register” machine is being used
the cashier recciving the money shall put his signature above his fame stamp on the fist print i.e., receipt
preparcd on the Registerex cash Register machine and shall issue the same 1o the persons tendering the
moncy.

(2) Where money is realised not i

particulars of the deduction, a recei
recovery having been made by dedu

n cash but by recovery from a payment made
pt may be granted only if specially desired by
clion from the bill being clearly recorded o th

of the bill scuting forih fyll
the payer, the facts of the
c receipt.

(3) Allreceipts shall be written in figures and in words, in the ori
in FormG.TR.6 spccuﬁcd‘in rule 41, as are required 1 be given1o the tenderer of moncys, and shall be signed
in full over lhc stamp hca.nng the words “Cash received/received payment”. Other copics of the chatans may,
however, be initialled against the amount already indicated therein over the stamp bearing with the words "Cn\l;
received/reccived payment™, ) '

ginal and in such other copies of chalans

FORM AND CUSTODY OF RECELPT BOOKS :

35. Receipt bouks in machine numbcered Form G TR § may be obtaincd fr .

) P ] rom the Dircctor, Government
Printing and Stationery. This standard form shall be used by all Government officers receiving muoney on behall
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Note : In writing reccipt of double sided carbons should be used in order to avoid any chance of misap-
propriation or any interpolations in the receipt.

36. (1) The reccipt 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.

(2) Before areceipt book is brought into use, the namber of foring contained therein shall be counted and
the result recorded in a conspicuous place in the book over the signature of the Government Officee-in-charge of
the book. Counterfoils of used receipts books shall be kept in his personal custody.

ISSUE OF DUPLICATES OR COPIES OF RECEIPTS ;

37. No Government Officer may issue duplicates or copics 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. The
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.

PROCEDURE FOR PAYING MONEYS INTO THE GOVERNMENT ACCOUNT :
PAYMENT OF MONLEY :

38. Payments of moncy 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 Rule 30 and 33 will be received for
credit in the Government account.

Note : The conditions under which small coin and coin which is not legal tender, including foreign coins

and coins of other than Indian Mintage, may be received at the treasury are regulated by the orders embodicd in
Appendix-II1.

39. Whenever under the provisions of sub rule (2) of rule 25, moneys received on account of the rev-
cnues of the State, instead of being paid into the treasury or the bank, are utilised to meet departmental pay-
ments, the gross receipts and payments made therefrom shall be entered as receipts and expenditure in any
record that may be kept of the payments into and withdrawals from Government account and accounted for to
the Accountant General. If the rcccip}s are in cxcess of payments made, the excess shall be remitted to the
Treasury or the Bank, as the casc may be, and save where it is otherwisc provided in these rules, the officer
making such remittance shall note on the memorandum or chalan presented under rule 41 the full amount of
cashactually received by him, and per conua, the expenses disbursed therefrom, and not merely the net reccipts.

When a Departmental officer remits a ¢heque 1o the treasury or the bank in adjustment of departmental
receipts temporarily appropriated for departimental payment, the particulars of the cheques shall be noted on the
chalan or remittance note. '

40. An officer remitting a cheque to the treasury or the bank for transfer credit to Government account
must endorse the words “received payment by transfer credit 10 .
B € RO " on the document. The officer who cndorses a cheque in blank shall be held
primarily responsible for the loss if by any chance such a cheque is paid in cash.
(b) The head of account 1o which the amount of cheque is creditable should be inserted here™,

MEMORANDUM OR CHALAN ;

41, Subjectas otherwise provided in these rules, or unless particular class of transactions direct otherwise,
ainy person paying money into a Treasury or the Bank on Government nccount shall present with ita memorandumn
(orchalan) in Form G.T'R. 6 showing distinctly the nature of the payment, the person or Government officer on

Y-2122.4
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whose account it is made and all the inforimation 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 bcl'wccn
Goverament and departments concemed. As far as possible separate chalans shall be used for money creditable
to diffcrent heads of accouns. Receipt on the chalan shall be signed by the Treasury Officer or Assistant Treasury
Officer/Accountant/Deputy Accountant, who are entrusted with this function.

Note-1. Ta case of Revenue collected at the outlying stations, it should be remitted to the departmental
Officer who should take further steps 10 ensure that money is credited to Government account expeditiously.

Note-2. The above rule in so far it relates 1o the signing of receipts by the Assistant Treasury Officer/
AccountanUDeputy Accountant does not apply to the sub-treasuries. The sub-treasury officer shall sign all
receipts in the sub. ies except sub-treasuries where the post of Additional Treasury Officer is in vogue. Al
these sub-treasurics, the receipts shall be signed by the Additional Treasury Officer o the Deputy Accountant
(as muy be convenicnt).

Note-3. Where under rule 349 or under any special rules or order, revenue collected at outlying stations
is permitted to be remitted to treasuries by means of money order, no chalans shall be required, but the amount
of the money order, may be adjusted by book transfer on a reccipt signed by the Post Master in accordance with
the procedure prescribed in rule 522 of Central Treasury Rules.

Note-4. Where under the provision of rule 370, the subscription towards State Provident Fund (General
Provident Fund Etc.} is to be paid in cash or by transfer credit, a memorandum (or chalan) in Form G.T.R. 7
shall be used.

(S

Note-5. In the case of contribution towards Insurance Fund and the Saving Fund under the State
Govemment Employees Group Insurance Scheme 1981, where it is to be paid in cash or by transfer credit, a
memorandum (or chalan) in Form G.T R. 8 shall be used.

42. (1) Challan shall be presented in duplicate by the departmental officer intending to pay the money
into Government account.

(2) Chalan shall be presented in triplicate by the private
Government account except in cases which are creditable 10 de|
should be in duplicate. When moncy is paid by a private person into a Treasy

book (3) No duplicate copics will be necessary where the chalan is accompanicd by remittance book or pass-
00K,

Note-1. An additional copy of the chalag ma
requires a copy to be sent 10 him along with the receipt
and record. In case of receipts under the following hea
Accountant General by the Treasury Officer, alongwi

y be presented in case where the Accountant General
schedule of the treasury for the purpose of classification
ds, the copies of the chalans are required to be sent 1o the
th the respective receipts schedule,

(i) Capital Major Heads;
(i) State Provident Fund (General Provident Fund etc.);

(iii) Suspense Accounts (Pay and Accounts Officer Rehabilitation, and other Pay and Accounts
Officers);
(iv) Loans and advances;

(v) Remittances :
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(2) Departmental remittance (viz. P.W.R. Excise, Forest, etc.);

(b) Inter-State suspense Accounts;

(c) Exchange Accounts.

(vi) Unclassified items under all Heads (viz. Refunds of overdrawal of pay, Dearness Allowance,
Travelling Allowance, Unspent batances of contingent amounts drawn on abstract bills. Recoverices on
account of advances of Travelling Allowance and pay on transfer, recoverics of conveyance advances,
House Building Advances, etc. ‘

Note-2. A copy of chalan under the following hcads is required to be sent to the Conuoll'ing Officer by
the Drawing Officer for reconciliation purposc and as such one more copy of the chalan under the following
heads should be accepred;

(1) 8336 Civil Deposits other Deposits Provident Fund Deposits of District Panchayats.
(2) 8336 Civil Deposits other Deposits Provident Fund Deposits of District Education Officer.
(3) 8336 Civil Deposits other Deposits Provident Fund Deposits of Director of Education.

Nate-3. A special form of chalan has been prescribed for the payment of Sales Tax, Profession Tax,
Motorvehicle Tax, carriage of Goods tax, and State prohibition and exccise reccipts in to Lreasurics.

Note—d. In every case of recovery of over-payment made in cash, a chalan shall be presented in
triplicate, containing full particulars of the number and date of encashment of the voucher and also the head of
account under which the amount was originally drawn. One copy of the chalan shall be forwarded by the
Treasury to the Accountant General in support of the credit incorporated in the monthly schedule of receipts of
the department concerned.

(4) Save where any other arrangement has been authorised by the Government for supply of
chalan forms printed form of chalans which may with advantage be bialingual will be supplied by the
Treasury (ree of charge.

(5) Atplace where the cash business of the Treasury is conducted by the Bank, the chalan must,
except as otherwise provided in Chapier- 13, be presented to the Treasury Officer who will have it enfaced
with an order (o the bank to reccive the money and to grant a receipt.

PROCEDURE AT TREASURIES IN RECEIVING MONEY AND GRANTING RECEIPTS:
CHECKS TO B APPLIED AT THE TREASURY ¢

43. (1) The memorandum or chalan with which moncy is presented, shall be handed first to the Accountant
(Treasury Clerk), who, if it is in order in all respect, shall initial it. Next, the person making the payment shall
present it with the cash to the Treasurer, who must count and test the money, enter the amount in his own cash
book and sign the chalan which will again be taken to the Treasury Officer or Assistant Treasury Officer/
Accountant/Deputy Accountant, who are entrusted with this function for entry in his cash book and for preparation
of forntal receipt for his signaturc. Such receipt only shall be the proper quittance,

(2) Receipts shall be signed by the Treasury Officer or Assistant Treasury Officer/Accountant /Deputy
Accountant, who are entrusted with this function.
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The receipts for sums received by transfer in account which do not require the signature of treasurer, the
Treasury Officer shall by an office order designate the person nol below the rank of Deputy Accountant who
shull attach the second signature on receipt.

44, If the chalan is in duplicate or triplicate, the chalan marked “original” shall be returned to the
tenderer duly signed as a receipt, provided that where under any authorised rule or procedure the “Original™
chalan is required to be retumed to the deparimental authority or to be otherwise deait with, the treasury receipt
may be given on the duplicate or such other copy as may be specially marked for this purpoae. In cases in which
the chalan is accompanied by a remittance book or a pass book, the treasury receipts may be given on the
remittance book or pass book, as the case may be, the duplicate will be retained in the treasury. The triplicate
shall be forwarded 1o the depantmental officer.

0

EXAMINATION FEES ;

45. Fecs 1endered by Candidales for examinations conducted by the Gujarat Public Service Commis-
sion or any Board of Depantmental Examinations may be received at the treasury or may be remitted to the
Secretary, Gujarat Public Service Commission or the Board as case may be. by means of crossed Indian 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 issucd. .

REMITTANCES OF DEPARTMENTAL OFFICERS :

46. The procedure 10 t;c observed by the Treasury Officer with regard 1o remittances made by or any
receipt of the Road and Buildings, Narmada and wates Resources and the Forest Departments shall be regulated
by the provisions contained in Chapter 14.

Note: The provisions of this chapter with regard to the receipt of money at District T,
sub-treasurics also, provided that duplicate copics of chalans shall be retained at the sy
forwarded to the treasury along with daily sheets, but save as o
into a sub-treasury must be signed by the Sub Treasury Officer.

reasuries apply to
b-treasury only and not
therwise provided, al) receipts for money paid

41 The procedure 1o be followed by treasuries, the cash business of which is conducted by the Bank
with regard to moneys tendercd for credit into the Government account, and by the Bank in receiving such
moncys and granting receipts for them, shall be regulated by the rules laid down in Chapter 13,

CERTIFICATE OF CREDIT ;

issue more than one copy of the
cate of credit 1o the tenderer on an application
shall be charged for cach centificate which shall be in respect
amped with a Count fee Stamp of 65 paise. The fee will be
application is made in respectof more than one chalan, unless

receipted chalan to the payce, but may however, issuc a cenif
made by hin for the purpose. A fec of Ten rupees
of one chalan only and the application will be st
charged in respect of cach separate chalan, if one
specially exempted. ’
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CHAPTER-4 ;

'CUSTODY OF MONEY RELATING T0 OR STANDING IN GOVERNMENT ACCOUNT
SURIES ' o s

CASH BALANCES IN TRE

T 49, As reurd envtody of moncy notin charge of u Treasury or Bank instructions taid down 0 rule 1y

shall be followed.

Note : The money held in Trc;lsln'r:y.‘l'\‘lylslli;llly.Jiv\ i’.l’cd Vufl;ﬁ\\o"p:'u.('\’\'iz (if the T:FK“:I,\III):EJI:IIICK.‘ which

forms part of the Govemment acconut and (i) the currency chest balance which consists pantly, of curcency

* notes which are treated s not "in circulation” and partly of coin and oue rupce notes whivh form a portion of

the reserve held agamai the issue of notes in accordance with the piovisions of the Reserve Bank of India Act,
1934, as angended trom time 1o time. S ’

Money held in w small voin depot where such a depot is established at a treasury i kept entirely sepacate
from the treasuty and currency chest h;llnu‘cg. The bakances of these deputs are the property of the Union
d down in Section IV of Part IV of the

Government and the procedure for their custody and verification is I;
Central Gosernment Compilation of Treasury Rules Volum No. 1),

SECURIIY OF STRONG ROOM . . L . . .
50. The security of strong faori shal} be regulated in 'I'nllm\-ihg manners:
(i} Without spevial permission of Government, no place should be used as strong room unless it

is first certified 1o be.secured atd fit for use as such by an Officer of the Road andd Buildtag Department
not below the rank of ;n Executive Engincer. o

In cerufying the ~uitability of the room, the certifying officer mentioned in cliuse (i) nuty presceibe
condions necessary as to the manner of stoving the coins or treasure, such as that 1t shauld not be piled on
trestles but must be kept i boxes or that no bags ur boxes be placed within a prescribed distance of the wail or .
in any particular pirt of the room. The centifying offiver must specially examine the condiion of any of the
enclosing walls which are so sitwated that they ate not, on the outside. muder abeervation of the guard. He
should alvo examine whether the strong room is exposed 10 hazards like fire, Mloud etc.

fify  Existing suong rooms should be mspected annuaily by the Execunive Engincer. or by an
experienced Assintant Engincer, or i subordinate officer holding charge of a sub-di ision deputed by the

Executive K gineer for the purposc,
The centifying officer will gram a certificate of safety and it is the duty of the Treasury Oficer 1o obtain
such a ceruficate annually, . .

(i) The District Superintendent of Police should record an order describing the position of the
sentries and may also require any additional precautions (o be taken in the strengthening of fastemags,
burning of lights cte.. but vesponsibility for the security of the building and its fistures shall renain with
Ahe Eaccutive Engineer, and that for the security of chests and other teeasury furmiture not tormmg pait of
the buildig or fixture, with the Treasury Officer, .

(v} Acopy of the certifying officer's centificat and of the District Superintendent's orders should
be hung in conspicuous places within the strang 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 peummcnll} cloved and tucked,
except during the time necessary for moving coin or other valuable into or out of it. The Treaswy Officer
must peesonally be present during the whole time between the opening and the shutimg of the strong

room.

Y-2122.8



13
As an excepuon to this rule, the opening of the shutters may be permitied during office hours, in an
apenture which is atherwise barred, if it is, nécessary for the admission of light or air to any other part of the
bujlding. provided thut coin or valuables remain sceurely packed under lock and key.

51. The Bank is responsible for the safe custody of Goverment moneys deposited in the Bank.

CUSTODY OF PADLOCKS AND KEYS OF STRONG ROOMS

52. As regard the custody of duplicate keys of treasury, strong rooms and chests. the following instruc:
tion shall be observed.

ti) A register of all padlocks and keys belonging 1o the district treasury and sub-treasuries and
tresure chests should be maintained in G.T.R. Form No. 10 and kept in the strong room of the District
. Treasury.

Separate pages should be assigned to the District treasury and each sub-treasury or treasure chest. Each
sub-treasury should also keep a Jist of its own padiocks and keys in the above form, no entrics should be made
under duplicate keys as no duplicate keys are to be kept at sub-treasuries. The Sub-treasury Officer should in
the month of April every year cxaminc their lists of padlocks and keys and satisfy himseIf that the locks etc.. are
in cxistence good working order and centify accordingly in the following form: ‘

“Certified that all padiocks and keys bearing Nos......c.o........ belonging to the Sub-treasury................
have been compared with the register, and found to be correct and the same have been exaniined that they are
in good working order. . ‘ .

Sub-Treasury Officer.

A copy of the centificate should be sent 1o the Treasury Officer for checking the entries in his register.

fit) Every padlock should have a number impressed upon it or attached (o it by a metal or other
Tubel und the same number should be impressed on or attached fo cach key belonging to it. No iwo
padlocks in the same district should bear the same number.

Thi> “Number" should be the same as mentioned in column (4) of the Register of pudlocks and keys (in
G.TR. Form-10).

fiii) ¥ a padlock and key becomes unserviceable or useless or if any onc of the keys of such
padloch is lost, the circumstances should be reported to the Dircctor, who will forthwith pass an order
for writing off, of unserviceable padlocks and keys kept in custody and shall dispose, off the same after
following the usual presceibed procedure. Padlock of which a duplicate key 1 Tost. should not be conlin-
ued 10 be used in the same District, No spare padlocks should be kept in Sub-Treasury or except with
the permussion of the Director, at a district treasury.

fiii-a) In case ar;y paid lock or key becomes unserviceable as provided in cliuse (i) zbove, the
Director shall purchase new padlocks or keys. for use in Tr(-a\ury/Suhfrrcamry.

Note : Jn case of loss of keys o padiocks action should be taken in accordunce with rule 92 of
Bombay Contingent Expenditure Rules, 1959,
(iv)No local machinic should ever be allowed to repair a ircasury p

adlock or (o make a new key for
one. '
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(v) All spare padlocks which ace held in the District Treasury with the approval of the Director
and their keys, and all duplicate keys except those belonging to the locks of the district tecasury strong
room door and of the receptacle in which duplicate keys of the padlocks are kept, should be kept in the
district treasury strong room under double locks, the keys of one of the lock should be with the Treasury
Officer and of the other with the Treasurer. The duplicate keys of strong room door and the duplicate
keys of the receptacle in which duplicate keys of othier padlocks are kept, should be secured under the
seal of Treasury Officer and the Treasurer and deposited in the District Court, the Bank or its subsidiar-
ies, of such other place as the Governiment may direct. Once a year, in the month of April, they should be
sent for being examined and retumed o the appointed place under the fresh seal of the treasury officer
and the Treasurer and i note shall be made in the duplicate key register that they have been exanuned and
found correct. ’

(vi) Whenever the charge of a lrea.;ury is transferred, or a treasurer ts changed, all padlocks and
dup]icaic keys helonging to the treasury should be examined and compared with the register, and a
certificate should be signed that they have been found to be correct. ) ’

.83, Atevery inspection of:\TrL.lﬂury under para 29 of Appendix V11, the Inspecting Officer shatl report
whether he has found the padlnnks and all keys (cxcept the duplicate keys of the strong room locks and the
duplicate key of the n.c;pl.lgh. in which duplicate heys of othcr padlocks ar> hept) conect, and deposited in
accordance with para 129 of Appendix VIl He shall also in case of Sub-Treasurics spgcnﬁmll) venfy whether
duplicate keys are in working condition.

Note-1. For the purpose of this sub-rule, the officer inspecting the sub-treasury shall cany lhn sct of the

duplicate heys of the sub-treasures and use and test them in exchange for the set previously in‘use at the sub-
treasury. The set so exchanged, shall be carried back and deposited again in the District Treasury strong room.

Note-2. For exchange of duplicate keys of the District Treasury, the procedure as >llggL:\lcd in Note-1
above, shall be tollowed by the District Treasury Officer.

Note-3. The instructions contained in this rule shall also be applicable to the strong room of the Pay and
Accounis Office, Gujarat, The duplicate hey of its outer daor should however, be kept with the Treasury/State
Bank of Iadia.

STORING OF TREASURE

54 Shall be stored in accordince with the following authorised methods of storing the coms and notes in’
slrong rooms.

(i) Coin ; Coin should be packed up in bags of uniform size cach containing Rs. 100/-, Rs. 500/-,

Rs. 1000/-, or Rs. 2000/-, it~ 15 estimated to be most convenient for local conditions, but one of these

.

sizes must be selected and adhered to. A shp in Form G.T.R. 11 showing the description and tale of the

contents and signed by the person who has connted and examined them should be placed in each boag.

The bags should then be tied up with string.

(i) Nutgs: Notes should be made up in hundln of 100 each for each denomin:tion, any balunce of
less than 100 shall be made up in a separate bundle. Each bundle should then be stitched with a lable in

Form G.T.R. 12 at the top, showing the denomination and number of the notes and signed by the person

by whom they have been counted and examined.

(2) Coin miry be stored in cither of the followurg waysi-

“{i) In bags of uniform contents, placed in strong iron boxes or safes or wooden chests or built
recesses in wells, each of which has two independent locks, both of which must be opened before access
is oblaned 1o the contents. One of the keys should remain in charge of the Treasurer. the other with the
treasury Officer/Sub-Treawuey Officer incharge: or .
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(ii2 in bugs of uniforn contents Diled ugc  trestles. but this method is not admissitile unless every
door. window, drain, shy-light, ventilator, or other aperture in the walls of the strong room are <o closed
avte prevent the inertion of any rd or instrument within the room.

. {3} Coin may alo be storzd temporatily in buaes prepared for remittance in the mannes presribed in
pasa 17 of Appendix IV,

{4) ‘Al notes shou'd he stored separately from coin in a tin box or vther receptucle designed to protect
them from injury by damp, insets, cle. They should be kept in bundlcs of not more than 100 notes cach, vach
bundle contuining nutes of one denomination only. '

VERIFICATION OF CASH BALANCE
GENERALPROCEDURE

5. In venfying the cash balance of the district treasury the verifying officer as ity be avthorised )
undertake this work shall satisfy himself by personal examination that the actal stock of coin and notes corre-
<ponds with the balance shown in the Tivaserer's balance sheet (Form _(i.'l‘,R. 102).

Note :The vesifying officer shall for his guidance follow the procedure contained in Appendix-X.

CASH BALANCE REPORT

$6. (1) On the fint working day of eacl; month a detailed cash balance report shall by

despatched 1o the
Director by ceary Treasury Officer,

(2) The following instructions should be scruputously observed in preparing the Jer cash balance
report,

(i) The detaited of nutes and coins should be checked properly and on;

¥ vilue of respective hinds
given and nut the preces,

(ii) Columnwise total of 4| sub-treasuries should be given in the grand o1l <olumn,

fiii} Remittances in 1ransit should be clearly stated in detail, giving panticulurs of kinds remitted,
(i) The Reserve Bank Deposit figures and theis nature (viz

net debit or net crediny should be
clearly stated under *Sqage” and "Union” heads,

viA supplementary statement showing Reserve Bank Deposit figures accompying the Cash
Balance Repori should b agrecd with the Bank figunes hefore despatch,
57. The repon shull be prepand in Form G.

TR. 13 which must be signed by Tresury Otfiger with
centificate that he hgs persanally verificd the s,overgt

details of coius and notey held. Whether it
account or by any chance disagrees, the T st stafe the
treasury the balunces of the several sub-Treasuries on the las|
in the accounts of the Divirict Treasury.

agrees with the
literal facts and include Wwith the cash found in the
b dates for which their retures have been included

When the verification of the Cash balunce takes plave on a dute othes than the first of u msath, it should

be reported to the Dircctor, in the usuy) fonn of the Cash balance report,

Note:-For treanurics the cash business of which is conductd by Bink, the epoet may be nodisiced g

shown in Form G.TR. |3, Such repons shoyld show the details of balance ar Non-Bankug Sub-Treasuiey only,
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butaseparate memoranduim should be attached showin
wnr-current coins of each class held by the Bank, the necessary information being abtained from the Bank onthe

¥ the value of small coins of each denamination and

last day of cach month,

S8, The total balance must be sated in words. and its distributions between the district tre.asury und sub-
treasuries shall be exhibited so as to show the amounts held in cash, in notes, in siiver orquanieruiry rupees and
half rupces, in small silver, in nickel and in bronee and copper. The amount of notes of each denomiaation must
be shown separaiely. In the cash of the balance at the District Treasury, the amounnts under double locks and
under Treasurer's single lock shall alvo be npted separately.

§9. The report prosides alyo for memoranda detailing:-

(it the remittance 1o other district, despatched in the past month, with any of previous months for which
first acknowledgements have not been received, and date of despateh being given in cach ane;
(i) the remittances reccived from other District in the past month with dates of despateh and receipt. and

the despatch of the first and of final acknowledgement.

BALANCE IN SMALL COIN DEPOTS
CUSTODY AND \'F.vRIFI(,',\TI()N

(Depots Tor the cuvudy and issue of small ¢oin have been established at afl Cunvicy Offices. some
treasuries. and certain branches of the State Banh of Indiu and its subsidiaries, A listof the depots is given in the
swries and Sub Treasuries in India”, issued by the Government of India. The bulonces of all amall

coin depots ave balances of the Union Government

The 4
Account Code Vol. i), .

wouaty of the depols are to be maintained in accordanee with the direcnons contained n the

60. The provisions of this Chapter with regard to the storage and custody of coin held in treasury bal-
ances shall apply also o Marage and custody of coin held in small coin depots located it tcasurics, provided
that where a depot is locaied at o treasury, the provedure tor the safe custady of coin held in such u depot may
be such as muy be presciibed by the Govermment afiet consultation with the Accountant General,

The Bank is responsibic for the safe custody of coin in sinall coiiy depots at beasrches of the State Bank of
India andl its subsidiaries.

61 (1) The butances on the 315t March and the 30th Septewber of the depots located at district treasur -
fes shall be verified by the Treasury Officer and the results of the vesification repotied i the cash balance
reports for those months,

and bigs of cach class of coins shall be counted at the time of verification and

(2) The nmumber of boses
it must be seen whether the seals on the boxes or bags are intact, The contents of five percunt of the bags in the
case of silver coiny shall be verified 10 the manner faid down in cluuse-1 of para 18 of Appeadix-X. The

contents of two percent ol the bugs or boxes in the cash of nickel coins and one peicent of the bags or boaes in

the case of bronze and copper coins shall be verified by actual counting.

62. No report of verification need be made to the Accountant General, but a coilificate in such form ay
may be prescribed by the Comptroller and Auditor General of India for verification of the balances in each
stall coin depor will be firrniphed 1o the Aceountant General in April, every year in respect ofthe last verilica-

tion counducted in the prececdg financial year.
Y-2122.6
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CHAPTER.S

WITHDRAWALS FROM GOVERNMENT ACCOUNT
GLNERAL PRINCIPLES &

63. In this chapier "withdrawal” with ity cognate eapression refers to the withdrawal of fund from the
Govemment accounts for disbursements of or on behalf of the Government other than disbursements in other
Countries.

64. Save as expressly provided by or under thewe niles of nless the Government after consuitie, o will
the Accountant General ctherwise directs in any case, moneys may not be withdeawn from the Governmient
Account without the written permission of the Treaswy Officer or of an Officer of the Indiun Audit and
Accouts Department euthorised in this hehalf by the Accountant General,

65. (1) Subjcct as heremafter provided in these rules, the Treasury Olficer may permit withdrawal for all
" orany of the following purposcs, namely.—

(1) 10 pay sum due from the Government 1o the drawing officer;

(i) lo provide the drawing officer with funds to meet claims likely 10 be presented against the
Govermmment in the immediate future by other Govemment servants, or private parties;

(i1} 1o enable the drawing officer to supply funds 1o another Govermment officer from which to

mieet similar claims; ,

(i¥) to puy direct from the treasury or the Bank sums due by the Government to a privale puny.

v inthe case of a Governmet Officer of authority emposvared to make investments of moneys
standing in the Guvernment Accoutt for the purpose of such investinents;

(vit for permancat adviance,

(2) Unless expressly authorised by the Accountant General, a Treasury Officer shall not permit withdrawal .
for any purpose not specified in sub-rule (1) of this rule.

66 Except as provided  rule 22 a Treasury Officer shall not pennit withdrawal for any puipose. unlesy
the claim for withdrawal complies with the provisions contained in theve rules as (o the person by whom and
the foru in which the claim shall be preferred and the checks to which the chiim shall be subntied hy the
Treasury Officer before directing payments thereof,

67. A Treasury Officer has no gencral authority to make payments on demands presemted ot the treasury,
s authority being strictly limited to the making of payments authorised by or under these nukes. 1 a demand of
any kind is presented at o Treasury for a payment which is not uuthorised by or under these iles or is not
covered by u special onder reccived from the Accountant General, the Treasury Officer shall dedline payment
for want of authority. The Treasury Officer has no authority 1o act under an order of the Government sanctioning
apayment. unless the order s an express order 1o hitn 1o make the payment and even such special order should,
in the absence of urgency be sent theough the Accountant General, ’

68, A Treasury Officer shall not honour a claim which he consideres 10 be disputable. e shol} requite
the claimaat to refer it to Government through the concerned District Officer of that Departiment.

Note : Govemment means also the authority to whom powcrs arc delegated under Wis nute,

69. Exceptas otherwise provided i these rules, a payment sh

oW atl only be wnade in the diswict in which the
clsim arises.

. . . . . M .
Exception : The Accountant Geencral may permie withdrawal at uny place within the state.
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70. No withdrawal shall be permited in order to meet puy and allowances of & member of Lugislative
Assembly and any pension untill the pay and accounts Officer, Gandhinagar and Director of Pension and
Provident fund respectively, has intimated to the Treasury  Officer, the rate al which payment shafl be made.
However Government may for special reasons waive the provisions of this rule.

Note-1 2 The auborisation of Accountant General shall be necessary in case of drawal of pension and
temporary increasc in respect of pensioners of other states drawing pension from any of the Treasury/Sub-
Treasuries in Gujurat State. )

Note-11: In case of the payment of finanacial aid to the widows of late Govemment wrvant and payment
of pension to the Panchyat Pensioners, the authority from the Assistant Examiner, Local Fund Accounts of the
concemned District shall be necessary. ’

Exception : 1 Temporary increase in pension within Gojarat State can be paid without the authorisation
from the Director of the Pension and Provident fund. It wit) be within the competence of the Treasury Officer
1o authorise and make payment of lemporary increase in pension to the pensioners as and when Gosernment
ordurs are issued. sancuoning of the revised rates of temporary increase in pension.

Exception : 2 For the pumosc of this rule the requirement of issue of authoritics by the Accountant
General, Gujarat for payment of Deamess Relief in pension within the Gujurat State has been dispensed with,
Tewill be competent to the Treasury Officers to authorise and make payment of the Dearncss Relicf in pension
to the pensioners of all Indian Services as and when Government of India arders are issucd sanctioning the
revised rate of Dearness Relief in pension,

71. No withdiaw! shall be pernuted on a claim for the first of any series of payments in v district of pay
and allowances due to a Government Servant other than person newly appoinied to Government Seevice unless
the claim is supported by a last pay certificate in form G. T. R. 109, . :

72. Unless the Govenment specially directs otherwise in any case. a Treasury Officer shall not make
payment on account of the Goverament's invesment in a company. corporation or similar autonomous organisation
eacept on the authority of the Accountant General. .

73 The Treasury Officer shall be responsible 10 the Accountant General for the vahdity ol a clum
against which he has permitted a withdrawal and for the evidence that the payce has actually received the sum
withdrawal.

74. The Treasury Ofticer shall obtain sufficient information as to the nature of every payment he iy
making and shall not aceept a claim which does not formally perseat that information unless there are valid
reasons, which he shall record in writing for ommiting to require it

75. (1) A Government Ofticer supplicd with funds for expenditure shall be respunsible for such funds
unllan account of thewn has been cendered 1o the satisfaction of the Accountant General’ He shall also be
responsible for seeing that payments are made to peesons entitled 1o receive them. No respamsibifity will lie on
the Treasury Officer for irregulatities commited by the Drawing Officer, after funds are drawn from the Treasury

(2) I any doubtarises to the indentiy of the Govermnment Officer by whom an Account of such funds
shall be rendered it shall be decided by the Government.

76, Save s otherwise specially provided in these rules, money may not be withdrawn from the Govermment
Account except by presentastion of hills or Cheques.

Government servanis who can draw money by bills and purposes for which this can be done an: shown
in Appendix-xi. T . .

Note : See ulso note below Rule 86,
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PRESENTATION OF CLAINMS ;

77. Suve as heremafier provided. bills presented by deparstmental ofticer and all cheques tendered at the
Treasury of at an authorised office of dishursement shail be duly receipted for payment and ,\luhl[}u‘d. where
necessaeyReeeipts duly stamped, where nécc\sxir) for all ather paynicnts made on bills shall be given at the
time of payment. . . - . . . .

B

At p.lucc\ whese the Case business of the Treaury is conducicd by the hun_k. this rule shalt apply subject
to the provisions of Chaprer-13. . e

T8 Allclarmy arising witlun |ﬁujurisd|uinn of the sub-treasury cencemed may he prescited at the wub-

- treasury and passed by the sub-treasury officer. without their bej ng first submilied to and payment dirceted by

the treasiy ofticer of the District,

The pisyment of cheguies o bills, which the sub-treasury officers are authorised to mahe under the abhove
provisiun should rot be mude at the District Treasury expect under special arangement amd on particulay
occanion, . Lo

. '
The authority for payment of rension ta pensioners shall be issued by the Directorate of Pension and
Provident Fund, the Accountant General, the Assistant Examiner, Local Fund Accounts in respect of the cluss
of peasioners Calling within their jusisdiction as decided by the State Government fram time (otime. the authoity
for payment of satary and allowances 10 Memburs of Lagislative Avsembly shall be issued by the Pay and
Accounis Officer, Gandhinagar 1o the District Treasury Officers only. The District Treasury officer will in tum,
issue suitable anthorations to the sub-treasury officers in respect of pensioners and Members of Lagislative
Assembly drawiang their claims from sub-treasurics,

Note : (1} (a) The Payments to be made at sub-treasores may be arrange by obtuning cash orders of
Government drafts issied by the treanury; ’

by The suboidmate . in whose respect pay bill or travelling allowance bill has been prepared inone
Taluka is transtered 10 another tuluka in the same district, before receving paynient. the departimnental
officer may ubtain o Government drafi fron the sub-treasury officer of the concerned taluka for
miaking payment 10 the subordinate at the other Taluha Sub-Treasury where subardinate, has been
transferred.In cose, Government draft is not obtainable | the amount may be credited in the sub-
treasury officer shall show such credi in sub-treasury datly \heet with the pote ar remarky ™ to be
paid at the other sub-ticusury™. In the disirict Treasury Account, the amount shall be credited 1o
(K) Deposits and Advances (b) Deposits not bearing intrest-8443-Civif Deposit (Not bearing Intrest)
Personal Deposit Cash Orders”. If the Government druft is not obtainuble under the "Reserve Bank
of India Remittance Facilities Schemes” for making payment ot the sub-trcasury. then cash order
should be issued for payment at the sub-trcasury of the place of which the subordinate has been
transferred. However, if Govenment draft is oblainable, the amouit should be credited in the
Dasinit Treasury Accounts in the register for "8782-Cauh Remittances und
officers rende 'Ng decount lo the same Accoumant General or Accounts Offi
Indi Renutiance:

adjustment between
cer. Reserve Bank of
and sent for payment to the Payee by obtaining o Government Drafit on 4
requisition for the same having heen made by the Departmental Officer,

() In cose a subordinate whose pay bill or tray, lingallowance bill s been prepased i for one
taluka, is transferred to the District Head Quiirters before making payment, the amount reported
through the sub-treasury duily sheet should similarly be entered in the register for” 8782 Cush
Remittances and adjustments between offices rendering aceount to the same Accountant Generyl
or Accounts Officer, Reserve Bank of India Remuttances” in the District Treasury Accounts and
Paid to the payce under the rules applicable to the Payments of such remitiances, .

d}  The whordinate whose puy bl ortravelling allowance bil has heen prepared at the Head-Quariers
of the district is transferred to a taluka before receiving payment, the Treasury Ofticer should, if y
Government draft is not obtainable, issue a cash order in licy of cash rece

ived on account of the
Pay ot the truvelling alfowanace of the transferred subordinate

ona requisition by the Departmenta)
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Officer. Such amount shall be first credited to "K-Deposit and Advance (b) Deposits (Not bearing Interest)
8448-Civil Deposit (Not Bearing Interst) Personal Deposit, Cash Orders”. However, if, Government
draftis obtainable, The departmental officer may obtain the same according to the procedure laid
down for obtaining Government drafts.

Note : (2) An order endorsed by the Treasury officer for payment at a sub-treasury shall be valid for a
period of three months and may be revalidated thercafter. Such order may be cancelled at any time by the
Treasury Officer and the bill itself. After the payment order is cancelled the amount may be cashed at the
District Treasury or returned to the drawer as may be desired.

(3) The payment of cheques or bills which the Sub-Treasury Officers are authorised to make under the
above provision should not be made at the District Treasury except under special arrangement and on particular
occasions.

79. When a person not in the Government employment claims payment for work done, service rendered,
or articles supplicd, such claims shall unless there are express orders of the Government 1o the contrary, be
submuted through the Head of the Department or other responsible Govenment Officer under whose imnwediate
order the service was rendered or the equivalent was given for which payment is demanded. The Officer to
“whom such clatms are submiticd shall be responsible for completing the necessary formality and for making
the payment with due expedition. The payment may be made by the officer by any recognised mode of making
payments. The recognised modes of making payment of claims of a Govermmment servant or of a person not in
Goverment employment are cash or cheque, where the system of paymant by cheques is introduced at the
Treasury, or bank draft or postal money order the same shall be at the request and expenses of the payee
concerned. .

Note : Payments to pensioners are governed by special rules prescribed in Chapter- 10 of these rules.

80. Arrcars claims which require sanction by the competent authority before disbuisement shatl not be
presented to the Treasury Offtcer unless a copy of the sanction of payment accorded by the competent authority
as laid down in Appendix-xx is attached 1o such claims.

81. (1) No claims against the Government other than those by one department agamst another or by a
State Government not preferred within i year of their becoming due can be presented without sanction from the
compctent authority as mentioned in rule-80:

Provided that the clains against Governmment other than the claims of Government Scrvanis, not excecding
Rs. 1000/- presented within three years of their becoming due may be p'ud without the sanction of the competent
authority : . .

Provided further that this rule shall not apply to the following categeries of such claims—
(a) Claims on account of pension, the payment of \\'hich is rcgulalcd by rule 268
(b} Claims on account of interest on Government securitics; nnd

(c) any other cluss of p.lymun\ \vhuh are governed by special rulc or ordcl of Government,

(2) One year should be rul\onud in the case of T. A Bills from the ﬁrsl oflhg next month in respect of
Jjourneys performed durimg the previous month eventhough journeys may continue over to the first of the
month; in case of other claims it will be reckoned from the date of sanction of their claims by the competent
authority or from the date on which the claims become due, whichever is later, ta the date of its presentation at
the Treusury. :

EXCEPTION:-Incase of T.A Billin respect of joumeys undertaken Lo attend an obligatory examination
where admissibility or otherwise of travelling allowance is conditionil and can be determined alter the result of
the examination is declared, the time limit should be counted from the date of announcement of the results.

(3) In all other cases where no special orders exist, it will be left to the Treasury Officer when he feels no
Y-2122-7



26
doubt to make payment of arrears without sanction of competent authorities as envisaged in rule 80 above,but
all claims in arrears require special care in examination, and it is always open to the Treasury Officer (0 ask the
drawing officer 10 send the bill to the competent authorities for sanction in case where he sees occasion to do so.

(4) Arrears clams presented after a period of more than six months from the date of sanction of com-
petent authority will again require sanction of the competent authority for paymeat.

82. Claims against Government which can not be paid without the sanction of competent authority under
rule 80 cannot be investigated by the competent authority except on special request of the Head of Office.

Note : (1) When claims are submitted for orders of competent authority under the above rule, that
autharity should forthwith reject all claims, other than those that effect pension, which are petty as well as also.
all claims for delayed submission of which an adequate explanation is not forthcoming. In considering old
claims recommended to Govemnment for sanction, Goverment will also take into account the fact that it is not
normally possible owing to the himited period of preservation of records, to audit claims mare than six years
old.

Note : (2) The Druwing and Disbursing officer shall furnish the following information/document and
service book of concemed person alongwith the arvear's claim submitted to the competent authority for sanction.

(1) Information in form No. G.T. R. 33.

(2) Ceruficate to the effect that claims have lzeen checked/verified with reference to corelative records
available in his office.

(3) A centificate to the effect that the arrears have not been claimed previously.

(4) A cenificate to the cffect that the note of the arrears claim has been kept in the service book of
concerncd Govt. servant under proper attestation,

10 extablish a special treatment for the time bacred item and it is the duty of the authority against whom such a
claim s made 10 refuse claim until a case for other treatment is made out. Al pelty time basred claims are to be
rejected forthwith and only important claitns of this nature considered.

{2) It is the duly of the executive authority in the first instance to consider the question of time bar and
certify that the claim 1 not time-banred by the provision of any law before submitting a claim to the competent
authority for sanction under rule 82 and competent authority will refuse payment of all claims found to be time-
barred unti! the sanction of Government has been obtaincd. :

GENERAL INSTRUCTIONS REGARDING THE PREPARATION AND FORM OF BILL :
84.(1) The following instructions with regard to the .pyeparauon and form of bill shall be oh.\cr'v(ed:—

(i) Printed forms of bills in Enghsh/Cujala(i should be adopred, Bills {6: all debt hcad.ilcms should be
drawn on separate forms printed in red ink on white papers. ! .

€iiy Al bills must be filled in and signed in ink or with ball point pen. The amount :;fcach i;ill should, as
far as whole rupees are concerned. be written in words as well as in figures. The fractions of a fupee may,
however, 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 afier the number of whole rupees ang care should be

taken 1o leave no space for interpolation as in the following examples; "Rupees twenty six only ", "Rupees
twenty five and twenty five paise™. t ’
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(i) All corrections and alterations in the total of a bill whether m.ldc in words or figures, should be
attested by the full signature with date of the person signing the receipt as anny times as such corrections and
alterations are made. it

(iv) Erasures and over-writings in any bill are absolutely forbidden and must be avoided. [f any cm}ecuun
be necessary, the incorrect entry should be cancelled neatly in red ink and the correct entry inaerted. Each such
correction, or any interpolation dc;mcd necessary should bc aulhcnma(cd by the dramng officer scllmg his
d.md initials against cach.

{v) Full accounts classification and the serial numbu of'grant must bc recordud on c‘uh hl” by the
drawing officer. the classification in the budget being taken as a guide. The classification should also show
whether lhc expenditure is voted or charged (non-voted). and as far as possible its allocation between departments
or Government, where muss.lry Tt shnuld be 1!30 indicated whether the expenditure is plan or non-plap
<chbmc et - .

v (i) Charggs against Lwo or mare major hc.lds should not be included 1n one bill, but the Tnasul) ‘Officer
or any other disbursing officer will not take exception1o a bill on this ground unl;>< ‘the items require. d:!l’eunl
action in his offlcc such as cmry in different rcy\lus :

This rule does not apply to the attowinces of a Government servant dm\\n with pay, as in such cases th
whole of the allowances even if belonging to two or more major heads of accounts should be diawn on a single
bill, if debitable wholly to the Union or State Government, . S S ..

¢ Ve, R
; (vif) When bills are prucnlud on accou of Lharbw incurred under any special orders. the ordefs,

mnnllcmng the chargc should be qumud Capics of sanctions should be attached (o the bill and must be duly
certified by a Gazetted Officer of by a rc‘pomnbk subordinate speuall) authoriscd in this behalfl by the Head
of the office,

. . [N :

This rule does not authorise a Treasury Officer or any u(hu dl\b\ll’\ln], ofluu [t mfuxe puyment of.n bl
on the ground that the charge has not been sanctioned. The responsibility for incurring unsanctioned charges
rests with the drawing offices. it is. however, ‘the duty of the Treasury Officer to raise an objection betore
making or allowing payment and get satisfied that the sanction is in fact issued but not received by the drawing
officer.

(viii) Dates of payment shauld when possible be noted by the payees in their anLnowlgdl,cmcm\ in, <ub
vouchers. acquittance rolls, etc... If for any reason such as illiteracy or the presentation of receipt§ in anticipation
of payment it is fot possible for the dates of payment Lo be noted by the payees, the dates of actual payment
should be noted by disbursing officers on the documents under their initials either sepatafely for each pay ment
or by groups, as may bc found convenicnt.

(i\) T‘m h1lam,c o[\anummd alloxmunl must be indicated on the bilt and lhu Treasury Officer ma) make
or allow pay mcul \ubjLCl to avul.xh:lu) of funa\ ouly unless olhcr\\ ise d:rcucd by Government in any <pccxal
'c‘ms , .

(1) When the drawi ing ofﬁccr rcqum,s payment to be made (hrough ~omu olh;rpgr\nn oragency, he st
specifically endorse an order or furnnh smh 1ulhomannn as nm) be nccessvy to p.l)’ 10 lh.n spcuhed pcnon
or agency. .

. . v .o . . e . .
. (i) When the drawing officer desiu:s to draw money through a messenger who 1s an employee of the
office he should invariably record a separate and clear authority in the following manner to ruu\c pa) mcm on
his behalf on the body of the bill in the space specifically provided in the bill form.

Pay to Shr/Shrimati (Desigantion) whose specimen signature below
is hereby attested. .

Signature of messenger

Signature of Drawing Officer.
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Note~L:=The above endorsement should not be combined with other endorsement on the bills us for
example "Received pay ment” or "Received contents” usually recordud by the drawing officers at the end of !hc
bill.tn othes words, the drawing officer's discharge should be quite separate from the authority to receive
payment on their behalf.

Note-2:- The general position in regard to endorsements on bills is set out in nule 108,

(xii) When payment is desired wholly or partly by a Bank Draft, a formal application for the draft should
accompuny the bill and the manner in which payment is desired should ulyo be indicated in the drawer's receipt
on the bill,

(i) When the Treasury Officer or Departmental Drawing Officer desires that cither the whole or part
of the amount of  bill shauld be remitted to person or persons by Postal Moncy Order, he shatl draw the amount
of the bill and obtain cither cush or *Acconnt Payee Cheque/Bankers Cheque (Local/R B.1. Draft m lavour of
concemed Post Master us may by found suitable in the manner indicuted in Sub-clause fa), (b) or (c) below
form the Treasury Bank und shuld arrange 10 send it to the concemed Post Master for remitting the umount by
Postal Moncy Order/s to the person/s concerned, alongwith properly prepared Moncey Order form or forms as
the case may be. The purpose of Money Order must be bricfly stated on the acknowledgement portion of
Moncy Order form in continauation of the entry” Received the sum specificd on the 1everse o v,
<ufficent spuce being left helow the manucript entry, thus made for the signature or the thumb immpression of
the payee. If the Money Order is not to be remitted al the Government expense, the amount of commission
should be shown s deduction nnd the net amount only should be remitted to the persons/s concerned, on
obuining the Moncy Order reccipl, the Treusury Officer/Departmental Drawing Officer will check it with the
amount deducted from the bill for the purpose of Postal Moncy Ordersis.

(a) Procedure for obtaining the "Agcount Payee™ Cheque in favour of concerncd post Master from the
Treasury where the System of Payment by cheque s introduced,

After preparing the bill us usual, the Treusury Officer/Drawing Officer shll muke un endorsement on
the bill for obtaining o seperate "Account Payee™ Cheque in favour of concerned Postimaster for the amount o
be reminted by Postal Money Orderfs. The Treusury Officer shall, if the bill is in order, Patss s dssue a separate
cheque us demanded.

(b) Procedure for obtaining the "Account Payee” Bunker's cheque (Local)/Mraft from the Treasury/Bank”
where the payment is made on bil).

After preparing the bill as usual, the Treasury Officer/Drawing Officer shall mike an endorsement on il
requesting for the payment pastly in cash snd partly by "Account Payee” Banker's cheque (Locud) or Demand
Draft in favour of concerned Post Master in case of Banking Treusury and “Account Payee” Reserve Bank of
India Remittance Draft in favour of concerncd Post Master in case of Non-Banhing Treasur y having perminent
Currency chest. The Formal application in the preseribed form for abtaining the Bunker's cheque (Local/Draft
should inveriabley accompany the bill. The Treasury Officer shall if the bill is in order,
Pay endorsernent on the billin the manner indicated below. Pay Rs. .oonnnn....... in words
incash pay Rs. . (in words), by Bankers ......v.. .,
Locual/Demand Drafy

pass itand make o cleur

Cheque/

R.B.LR. Duaft in favour of concerned
Post Muster,
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The Treasury Officer/Bank will disburse the payment as per pay endorsement nisde on the bill by the
Treasury Officer.

(<) Procedure for Dl.n\\'ml_ the amoumt from non-Banking Trensury (other than those mentioned in sub-
claucs {b) above.)

The Treasury Offtcer/Drawing Offficer shall draw the catire amount of the bill in cash in the fiest instance
from the Treasury and shall arange to remit the required amount by Pastal Moncy Orderfs 10 the person/s
concerned.

(xiv) When the depanmental drawing and disbursing officer desires that cither the whole or a‘p art of the
amownt of a bill preferred by him should be remitted to a person or persans by Postal Money Order, he shall
draw the entire amount of the Bill, in the first instance, fron) the Treasury. and shall himself arange 10 remit the
requited amount by Pastal Money Otder to the person concerned. If the moncy order is not 1o be renitted at the
Govenment expense, the amount of commission should be shown as deduction and the net amount only should
be remitted to the party concemed. The procedure of writing the purpose of money order and obtaining the
ncknowledgement and recording the same in the offfice of the Departmental Drawing Officer shall be <ame as
prescribed under clause (xiii) above,

(o) The spaces left blank cither in the moncy column or in the column For particulus of the bill \huuld
invariably be covered by ohhique lines.

. (o) Arnate 1o the effect that the amount of the bill is below a specified amount expressed in whale
rupees which is slightly in excess of the total amount of the bill, should invariably be recorded in the body of
the bill in red ink.

(2) Subject 10 any order that may be made by the Govemnmient from time 1o time 10 reltion toa Department
or i place, hills for monthly pay and fixcd allowances of Government servants may be prepared and signed at
any lime not ealicr than five days before the last working day of the month in which such pay and/or allowances
are carned. and are due for payment on the first working day of the month immediately follow ing. But pay bills
puyable at the State Tlead Quarter, which require to be pre-audited, and those payable at District Teeasuries/
Sub-Treasuics, may be signed and presented for payment seven and four days rupunvd) before the last
working day of the month, to which they relate ; e

Providud that where the first day of the month immediately follwing is a Sundiy or a Publie Holiday on
which fund for disbursenent of pay and allowances not be dvinwn from the Treasury or, as the case may be, the
Bank, the pay und allowinces shall be paid on the Tast working day of the month in which they are eamed and
where such month is the month of March they shalf be paid on the First working day of the month of April.

Tn cases where puyments ane staggered and made on days specifically fixed for this purpose, the pay ducs
onany of the specified days may be disbursed on the (preceding) Working day if the specifivd diy on which pay
is duc is a Sunday or public holiduy. !

Note :In the cone of Govemment servants accompanying Goverament to the hill station, Pay bills deawn
at the hill station for payment at the State Capital or vice versa, may be signed ind payment disbursed acconding
to the provision of this rle,

Explunation . For the puipose of the rule ‘working duy” means a diy on which both the offices in wiich
disbursement is to be mude and the treasury, or as the ease may be, the bank are open for transacting theiy
respective ordinary business so as 1o enable moneys to be withdrawn and disburseinent to be made on the same

duy.

(3) Separate bills Tor pay or pension due for it of a month, shall be presented in Indlia, aid il before
the end of the month, in the following cases nemely -
Y-2122-8
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88. (1) Inthe case of a bill presentcd for payment ot the Treasury but lost before payment, the Drawing
Officer who draw the original bill shall ascertain from the Treasury that payment has not been made on it
belore he prefers wduplicate thercof. The duplicate copy. if preferred must bear distinctly on its faced the word
“Duplicatc” written in red ink, The fact that a duplicate bill has been preferred shall be immdiately communicated
to the Treasury Officer with instructions to refuse payment on the original bill if presented.

(2) For the purpose of this rule, Treasury Officer in receipt of application issuc a certificate in the
following form :

Certificd thAt the evveeeeserecesnssscrrer bill P2SSCA fOF PAYMENS FOF RSuvsrvirverrenrinsennensn by this Treasury

on which has been reponted to have been lost before obtuining the
payment by has nol been paid and accounted for as that in the Treusury
Accounts, and will not be paid if presented herealter.,
Dateduninninnnrroneinees Treasury Officer,
..................... Treasury.

(3) When any kind of bill is required to be prepared in duplicate or triplicate, only one copy shall be
signed of countensigned in full and the other copy or copics may be only initialled. If pre-audit of (he Accountnat
General is requircd, only the original copy shall be sent to that authority.

STAMI'S FOR RECENTIS ¢

89. (1) Reccipts for all sums cxceeding Rs. SO0/- must be stamped under scction 3 read with item
53 of Schedule-1 of the Indian Stamps Act (Act-1 of 1899) unless they are exempt from stamp duty.

A list of authoriscd cxemptions rclating to receipts is given in Appendix -XIL

(2)  Indclermining whether a receipt for an sinount drawn on bill preferred against Government requires

to be stamped o not, the nct amount payable on the bill should be taken into account and not the gross amount
of the claim.

(3)  Reccipts for psyments madc outside India should be obtained from payecs, and stampe in accordance

with the local law, if any, goveming the stamping of such receipls in force at the place where the receipt is
given.

CHEQUES:

90. :S‘.\Vc as cx;_)rcssly provided in these rules, no person is authoriscd to draw on a Treasury by means
of cheques without special order of the Government and before he has been placed in account with that treasury
by the Accountant General.

91, (1) Cheques shall be drawn on forms in cheque books supplicd i i

) f pplicd by the Treasury to the disb
officer concerned. Cheque books required for the use on the Bank shall alse be obtained fmglllc Trcz:zu:"s;:g
not from the Bank. ¢

(2)  The Treasury or the Sub-Treasury Officer shall supply a cheque book onty on reccipt of the printed

. requisition form, which is inseried in each book towards the end and ncver more than one chgquc bo:k ona

single requisition. The requisition must be signed by the officer authorised to draw on the treasury. The cheque
books should on receipt, be carefully examined to see that the number of forms contained in cgnch l;ook ist :l

and sertificate of court should be recorded on the Oyleaf et

rovided Utat with the prior sanction of the Government more than one cheque ic

P > cheque book may be supplicd to

an authority other thin a Governinent Officer/Department who has been peemitt i
ot \ ' hitted to keep a personal deposit
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Note-1: Iu case of paymcnl to bu made to Dlslrlcl Panchayat employces and lcachmg/non -teaching
staff of District Education Committee under Panchayat, Treasury Officer may supply seperate District colour
cheque book specially printed for this purposc to Accounts Officer of District Panchayat and Administrative
Officer of District Education commitice under District Panchayat.

Note - 2 :In case of payment to be made for transfer of fund from one Panchayat to an()Ihu'Pancha) at,
Treasury Officer may supply separate distinct colour thcqm book, specially printed bearing cndorsement “Not
payable in cash™ 1o the Pumhayd(

92, A sepaate cheque baok shall be used for each treasury or sub-treusury except by offices using
cheque perforating machines. Cheques from books obtained form a particular treasury shall not be drawn on
other treasuics or sub-ticasuries of other Districts. .

Et'ccplion -1

In casc of payments to be made by the Forest Depaniment, cheque from one cheque hook may be dmwn
on different treasuries and sub-treasurics.,

Exception- 2

In case of payment "o be made by the Road and Building and Narmada and Water Resources Departments
cheques from one cheque book may be drawn on different treasurics and sub-treasurics by the disbursing
olficers within thewr juiisdiction.

93. (1) Drawing officer shall notify to the Treasury upon which treasury or sub-treasury he draws, the’
number of each cheque hook which from time to time he brings into use and the number of cheque in contains.
Tn the case of sub-treasury, the advice shall be sent dircet to the sub-treasury and copy being forwared to the
District Treasury,

Nole :- No advice of the issue of any cheque need be sent to the treasury. As a general rule cheques
should not be issucd for a sum less than Rs. 10/- unless this is peemissible under the provision of any law or rule
having the force of law. This requirement may be also be relased in the case of cheque drawn by Forest Officer
for transfer credit of Forest Remitiances of the amounts of remuncration paid to village Officers for callecting
Forust Revenue, .

(2) In cascs of Forest and Ro.:d and Building and Narmada and Water Resources Department where
funds arc issucd from the Treasury on cheques, the depantmentat officers should sce that the drawings are
regulated by budget grants and appropriations.

(3) For petty disbursements of the Forest and the Road and Building and Narmada and Water Resources
Departments lump sums may be diawn from the treasury by cheques. Only the minimum cash required should
be drawn und if itis found at any time, that the balance in hand is larger than is required the m:pl1< should i mlo
the nearest treasury.

(4) 1f alimit s beeen set by a Road and Building and Natmada and Water Resources or Forest Divisional
Officer on the drawning of a Sub-Divisional Officer onany Treasury (Vide Subsidiary Rule No. 88 under Treasury
Order No. 16, Financial Publication No. 1) the limit s0 presciibed should be entered on the reverse of the counterfoil
of the cheque book for the treasury before any cheques e drawn during that the month and the Sub-Divisional
Officer should watch that the limit is not exceeded, by deducting from it, the amount of each cheque as it is drawn.
The undrawn balance at the close of the manth should not be carvied forward to the next month.

.. \

(5) In the absence of u monthly limit on the drawings, the drawing officer should record on the reverse
of the counterfoil of each cheque, the amount of the next cheque drawn and of the total of drawings during
month und cairy forward theis total to the next counterfoil. This will enable him, from time to time, to exercise
an independunt cheek on the postings of his cosh bouk.

Y-2122.9
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94. (1) Before a cheque book is brought into use, all the cheque forms in it shall be marked by a
distinpuishing letter. Cheaque drawn by a Drawing Officer on a particular treasury shall be distinguishcd 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.

(2) The loss of a cheque book or a blank cheque form shall be notified promptly to the Trasury Officer
with whom the Disbursing offices concerned has a drawing account. '

(3) All Cheques shall have wrilten across them in words at the place specified on the cheque form, asum
a little in excess of that for which they are granted; thus™ “under rupees thirty only™ will mean that the chaque
is for a sum not less than Rs. 20, but Iess than Rs. 30,3 and similrly “under rupees cight hundred only™ will mean
that it is for the less than Rs. 800 but not Jess than Rs. 700/-. The amount shall be written in the manner
prescribed for bills in clause (i) of sub rule (i) of Rule 84 and no abbreviation such as ** eleven hundred” for
“one thousand one hundred" is permisable. Note : 1. In drawing or cashing a chaque it should be remembered
that a common form of fraud consists in altering the word “one™ into “four” by perfixing and an “f* and
changing the "¢ into an "¢ the figures being easily altered to correspond the word “twenly™ written carclessly
has also sometimes been changed into “seventy™ The drawer of a chaque in which these words occur should so
write therefor, them a5 to make the fraud impossible and the Treasury officer should examine the words and
coresponding figures with special care.

Note : 2 The cross entry is not necessary if the amount in words is type perforated by special chaque
wriling machine.

Note : 3 All cheques should be written in ink or type perforated by special cheque writing machine.

(4) Each chaque book must be kept under lock and key in the personal custody of the drawing officer,
who when relicved, should take a receipt for the correct number of cheques make over to the relieving officer.

¢5) Fully unutilised cheque books and partially used cheque books in the custody of the officers authorised
to withdraw money by cheques after having been placed in account with a Treasury shall be disposcd off in the
following manner if they are no longer required for use (i) Fully unutilised cheque books should be promptly
retumed to the Treasury Officer from whom they were originally obtained and the Treasury Officer shall on
receipt take them back on the stock and amange for re-issuing them 1o other officers when necded;

(ii) Patially utilised cheque books shall be retained by the Teasury Officer concerened alter the unutilised
cheque froms are concelled by him personally under his dated signature. The facts and details of such cancellation
shall be intimated to the District Treasury Officer or the Bank concerned or to both, as the case may be.

95. (1) Cheques drawn in favour of Govemment Officers and depaniments in setilement of Government
dues shall always be crossed “*Account payee only-not negotiable”.

2 Allfhcquc for amount exceeding Rs. 1000/-in such case drawn in favour of third party should invariably
be cm(_:‘cd with the additional mark of rubber stamp “Account Payees only". -

Exception : Cheques preferable at the non-banking Treasury for payment should not be crossed. In casc,
however, any heque preferred at the non-banking treasury has been crossed in advertantly by the drawer or by
the collecting bank.‘lhc fact of its being crossed may be treated as of no significance in making payment.

Nolc-l : The The procedure prescribed in this rule applies mutatis mutandis to Indian Postal Order used
for remittance of money on Government Account.

) Note-2 ¢ Wﬁhilg lr.ansl'cning the funds from onc panchayat 10 another Panchayat. the Panchayat should
withdraw money in distinct colour cheque form, bearing printed endorsement “Not payble in cash™.

96. (1) Every Chaque in favour of a Government Officer must be made payble to order only; but when
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the payee is not in govt. service, the diawer may at his request, make the cheque payble to bearer. The Treasury
Officer will therefore, cash cheques payble to *A.B. or brarer”, except when A.B. is a Govemment Officer. If a
cheque payble to a person not in Government service™, or bearer ™ or payble 10 such person or to such parson
“or order” is presented. the Treasury Officer may decling to pay it if he is unable to satisfy himself of the
identify or the person claiming payment or, in the case of cheque payable 1o 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 himsclf to receipt cheques payable to his order. owing to his bring absent
on tour or for other causes, and when he considers that strict compliance, with ordinary rule will cause
inconvenience, he may specially authorise in writing 2 subordinate gazetied officer to endorse for him cheques
drawn his favour by his official designation.

Note - T : Endorsements by duly constituted and authorised attorneys of cheques payable to the order of
their principals may be acted upon by the Treasury Officer. Tt is, however, necessory that such powers of
attorney should he registered at the treasury.

Note - 2 : In Cases in which a cheque is presented not for cash payment but for transfer creditin the
treasury accounts, the procedure prescribed in Rule 40 should be followed.

97. Al corrections and alterations in a cheque shall be attested by the drawing Officer by his full
signature. .

98.  Cheques shall be payable at anytime within three months after the month of issuc; thus a cheque
bearing date any time in Junuary is payable at any time upto 30th April.

If the currency of a cheque expired dwing to not being presented at the Treasury within the period
specified above, it may be received back by the drawer w ho should re-date it unde his full signature or destory
whole cheque and issue a new cheque in licu thereof . Where the chaque is redated and revalidated, the necessary
note of revalidation should be kept on the counterfoil of chaque. In case a new chaque is issued, the fact of the
destruction and number and date of the new cheque should be recorded on the counterfoil of the old cheque and
the number and date of the old cheque destroyed, entered on the counterfolil of the new one.

99. A Government Officer autharised to draw cheques on non-banking sub-treasurics shall give notice to
the Sub-Treasury Officer form time Lo time of the probable amount of his drawings on each such sub-treasury,
in order that funds may be provided as far as possible. : :

100. (1) When it is necessary to cancle a cheque, the cancellation must be recorded on the counterfoil and
the cheque, if in the drawer’s possession, shall be destroyed. 1f the cheque is not in the drawer's possession, he
must promptly address the bank and Treasury Officer who stops payment of the cheque and on ascertaining that
the payment has been stoped, shall make the necessary entery in his accounts.

A cheque regaining unpaid for any cause for twelve months from the month of its issue should be
similsrly canceled and its amount written back.

. t
(2) If a drawing officer be informed that a cheque drawn by him has been lost, he shall address the
Teeasury Officer drasn on, forwarding for his signature a certificate in the following form:

o Certified that cheque Noueinnenddten [RPUTORRIIN 4o for
eported by (Drawing Officer .10 have been drawn by himon the.
......... ....has not_been paid and will not be paid if presented hereafter”. |

(3) 11, after search through the list of cheques, paid, Treasury Officer finds that the cheque has not 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 concemed. I the original cheque is presented
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afterwinds, the treasury officer shall refuse payment and return the cheque o the person presenting it ;nflcr_

writing across in "payment stopped.

Nole : if the curiency of a cheque expires on a satuiday, the Treusury Officer shall also verify the list of
cheques paid on the subsequent working day of the bank before putting his signature to the centificate,

(4) The drawing officer on reccipt of the cenificate duly signed by the Treasry Officer shall enter in his
sccount the original cheques as cancelled, and may issuc another. .

(5) Upon request to the Treasury Officer to issue a fresh cheque. in licu of the one issued, by him carlier. .

but since lost, the Treasury Offices shall proceed in the manner stated below ;e

(D) The Treusury Officer shall send an intimation by registered post A.D. to the bank drawn on regarding
alleged loss of the cheques und advice it 1o slop payment if the cheque ateged to have been lost is perscated for
payment therealter. I the Currency of such a cheque has not expired in terms of rules 98, at the time of sending
such an intimation, the bank shal) acknoledge in writing in the following form, that it has kept a note of the stop
payment order. In case, however, the currency of the cheque alleged to have been lost has expired when the
Intimation regarding loss of cheque is sent 10 the bank. no acknowledgement of ihe stop payment order may be
insisted form the hank, The postal ackwnowledgement may be treated us sufficient for the record of the Treasury
Officer.

“We ucknowledge receipl of your letter No dated and advisc having noted
to stop payment of cheque No.ccnnee duted.n.......for Re
Rupees fuvouring
In this canncction, it is ceaificd that cheque No, dated for

R

sovvennbPorted by the drawing officer o have been drawn by him on this bank in favour of
will not he paid if presented thereafies”,

(i) The Trensury Officer shall satisfy himse!f with reference 10 the reconds maintained in his office viz,
the payinent/error scrobl received from the payment bank und register of cheque delivered, clc.. that the payment
of the cheque in guestion has not been made. He shall alyo keep a suitable not on the conterfoil of the lost
cheque and againast the relevani entries in tlhw register of cheque delivered (and piid vouchers in case PAO.)
regarding the issue of a fresh cheque in liew of the lost one. .

(i) The purty requesting for the issuc of fresh cheque in licu of the lost one should exccute an indemaity
bond in the from G.T- R. 15. However, in the case of the Government department or » haak, the execution of
such an indemnity bond is not nccessary but a fresh cheque shall, in these cases, be issued
cartificate that the cheque afledged to have been loat was not received by them or havin
was fosl ond further that it will be retumed 1o the Trcasury officer, if found uficrwards,

only on receipl of a

(iv) On completion of the requi in clauses (i) 10 (i) sbove, the Treasury Officer shall issuc a
fresh cheque In liey of lost one under intimation 1o the drawee office,

Note : If the vatidity pesiod of the loat cheque expites on Satuiday, the Treasur
the werall of cheques paid for the subsequent working day of the bank before issuing non-payment centificate
mentioned in clouse (iii) above, ‘

(6) When a Drawing and Disbussing Officer vested with chegque drywin,
repurta to the puylng brunch the bunk about a cheque having been lost, the bank
Ietters and issue an scknowledgement in the form given In sub-rule(s).
acknowledgement from the said Diawing ind Disbuesing Officer, the Teeasury officer concerncd shall ofte
verification of his relevant records i.e. register of paid cheque. ete.. ond oficr keeplng a suitable nete ;ng.nir;s( II:

relevant entry in that regisicr, iscue a noa payment centificate o the Drawing and Disbursing Ofticer in h
following form, : .o ©

8 powcrs to draw the cheques
hall endorse on it ‘stop’ in bold
On receipt of & copy of such

g received the same, it

y Officer shall ulso verify



_“Certificd that cheque No. dated for Rs. v TEpORCd
Ly (the drawing officer) to have been drawn by | him on . cueereer DrANCh Of bank
in favour of has not hCLn paid.

The Drawing and disbursing Officer shall note particulars of the non-payment centificate reccived by
him against the relevant emry in the office copy of the list of payment, to indicate that the ariginal cheque has
not been paid and it has been cancelled.

A similar note shall also e made by him on the counterfoil of that cheque and office copy of the relevant
paid voucher before issuing i fiesh cheque in lieu thereol, The number and date of the fresh cheque shall also
be noted on the list of p.lynn.m\ paid voucher and counter(oil of the old and cancelled cheque, while the paying
bank need not thus issue *non-payment cettificate™, there will be no change in their responsibilities in regard to
lost cheques. All usual precautions will continue to be exercised by them with a vicw to ensuring that a cheque
in respect of which advice has been received is not subsequently paid.

(7) I the original cheque which was fost is found to have been paid aftcrwards, the Treasury Officer shall
lahe up the matter with the paying branch telegraphically and stop payment of the duplicate cheque, if not
alrcady paid. Fle will also reverse the entrics made in the relevant records (including counter(oils) on this
account on receipt of confirmation of this fact from the paying branch. In case the duplicate cheque is reported
to have been paid by them he will place the amount paid under the head “8058 suspense-Cheque cancelled and
paid” Gl the matter is investigated and the amount recovered or writien off. The paid cheque shall also be
removed from the payment scroll and kept in personal custody of the Tu.lsury officer 13l finalisation of the
investigation. In case the fact of such payment is noticed by the Drawing and Disbursing Officer be will repont
the matter immediately to the paying branch and inform the Treasury Officer, accordingly by a telegram for
further action.

101, (1) If a cheque is issued by the Government in payment of any sum duc by the Government and
that cheque is honoured on presentition 1o the Goverament's bankers, payment shall be deemed to be made-

(i) I the cheque is handed over to the payee ot his authorised messenger, on the date it is so handed over,

(i) If iu is posted 1o the payee in pursuance of a request for payment by post on the date on which the
cover containing it is put into the post.

Note-1 2 The provisions of clise (i) ahove apply miutatis mutandis to payments made by the Governnent
by postal money order or by miy other recognised modd of remitting money by post.

Note-2 : Cheque marked as payable on or after a specified date should not be charged to the sccount unti)
the date on which they become payable, All such cheques should be subscribed us follows payable on or after....
(specific date of payment to be mentioned in the blank space). The superscription shoutd invariubly be affixed
with & rubber stamp in bold letiers just helow the date of issue of cheque. The contemplated due date of
payment should preferably be written in red ink.

(2) The provision of nile 90,92,95.97 and 98 as ulso of rule 100 apply to cheques drawn on the Bank.

(3) As a rule, no cheque should be made drawn until it is intended to be paid and cheques drawn in favour
of contructors and others should be made over to them by the disburse direct, but the disburser may he assistant
in muking disburscments by a cashicr appointed for the purpose. The oceasional delivery of cheques througha
subordinale may be permitted at the discretion and on the responsibility of the disburser. In such cases, the
subordinale should make no entry in uny nccount which he keeps, as u payment made by cheque should appear
in the cuse account of the disbursing officer who draws the cheques and the subordinate's record will be in his
correspondence.
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Note-1 1 1t is serious inegulurity to draw cheques and deposit them in the cash chest at the close of the
yeur fos the purpose of showing the full umount of grant as untilised.

Note- 2¢ with a view to alfccling ecconomy in the cost of service postage stamps, the Divisional Officers
having drawing accounts on the Bank may send crossed cheques drawn in fuvour of well-known firms by
ordinary post.

(4) Payments duc to contractors may be made to financing Banks instead of direet to contractors pros ided
that the department obtains (1) an authorisation from the contractors in the form of a legally vulid documents
like n power of stivmey or transfer-deed conferring nuthority on the Bank to receive payment, and (2) the
contractor's own acceptance of the correctness of the uccount made out as being due to him by Government o1
his signature on the bill or ather claim preferred against Govesnment, before setilement of the account or claim
by payment to the Bank. While the receipt given by the Bank holding o power-of-attomey or transfer deed from
the contructor consistutes a full and sufficient discharge for the puyment, contractors should, wherever possible,
be induccd to present their bills duly receipted and discharged through their Bankers,

(5) Countcrfoils of used cheques books should be retumed promptly by the sub-divisional officer to the
Divisional Officer for record. '

(6)  Cheques cannol be usc for the transfer of funds from one Division to another,
, LETTERS OF CREDIT, ASSIGNMENTS & OTHERS ORDERS FOR PAYMENT ;

102. (1) Where under the provisions of thesc rutes or under uny special orders of the Governmient. Letter
of credit o assignment (From Q. T. R. 16} Is Issued In favour of a ruwing officer. such letter of credit or
assignment shull specify the maximum amount upto which the officer credited shall have authotity 1o draw on
the panicular trewsury on which the letier of credit or the assignment, ns the case may be, s been issucd.

(2) A drawing officer in whose fevour a letter of credit or ussigntnent has been issued is not permitied to

draw the whole amount and place it in a separate drawing account at treasury or the Bunk or in o priv

ale
account.

Note : Form G.T.R. 16 prescribed for letier of eredit is a general form which may be modificd by the
Accountant General where necessary to meet the special eequirement of any particular drawing officer,

103. (i) As and when it is necessary to reduce allocation of certain drawing Officer and realloc

ate the
same to ol {ficer/officess, the " y ; PR k locate th
F;‘I‘IIGA"T}.WI'(I). iceriofficcrs, the Depantment/Contralling officer will intimate it to the Treasury Officer in

I the druwing offices in whose favour a feiter of Credit or assignment has been issued required funds
both at the headquartcrs and at a Sub-Treasury, the treusury officer hall orovide the funds ut the Sub-Trensury
S sury,

advising the Bank of the amount to the placed at the eredit of the drawing officer at the headquarters.

€2) A Jetter of credit or ossignment shall lapse at the end of the fnancial year in which it Is jssued

Note s Cheques issued against 1etér of credit or assi
without the intervention of the treasury officer, except th
Department, Narmada and Water Resources Dep:
means of chegues). '

glnmcnu may hc encashed ot the Banh direct, that is
o ¢ leiter of eredits issucd by the Roads mnd Building
otment and Forest Depariment (where payments are madc by

104 () Faceptas provide in sub-rule (2) below. n order or authority issued by an Acc General
ather thun the Accountstn General, Gujurat, whether in the fonn of a letser l¢|C£valh):u 1. countant tiencry
S o . anfaceme i
otherwise for payment to be made ot o place within the limits of Gujarat S1g1e muy not be l “f-‘"\c.lll on il o1
Tiensury Officer on the dishursing officer concermed except thro y ¥ 0t be communicated o tlie

ugh the Accountan CGeneral, Gujaral,
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(2) In enses where the order or authority referred 10 in sub-rule (1) relates 10 a payment 10 any private
party such as fees to advocate, eic.. (o be made outsicle the jurisdiction of the Accountant General, issuing such
order or authority it may be communicated dircetly to the Treasury Officer or disbursing officer concerned and
the payment should be arranged by the Drawing Officer by means of a bunk draft. The commission on the draft
is payable by Government excepl in the case of supplics made under a contract which stipulates delivery ata
place inside the jurisdiction of the imdenting authority.

ENDORSMENTS ON CHEQULS, BILLS, L'TC, <

105, All cheques, bills, cle., preferable ata Treasury for payment hcihg non-negotiable instruments, can
be endorsed only once in favour of the specilic party to w hom the money is Lo be paidy provided that—

(i) When the endotsement is made on i cheque or a bill in lavoure of a banker, a second cdnorsement
can be miule by the banker in Tavour al & messenger ot am agent for collection only,

(i) An agent nay, notwithstanding anything contained in clauses (1) for the purpose of collecting
the cheque or bill endorse it in favour of his messenger.

Lxphnation :—!n this rule the word "banker” includes a post office siving bank and an agent
ne ny bunk including post oftice saving bank acting as a collecting agency for and on behalf of the
payees banker. . .

Nofg : —Cheques driwn directly on the bank without the intervention of the treasury oflicer are
negotiable instruments and are not subject to the provision of this Rule.

(ifiy Government accept no responaibility for any fraud or misappropriation in respect of cheques in
payments o an officer’s pay leave-sakary, travelling aflowance bills, ete., made over by him o amessengens.

SPECIMEN SIGNATURE AND OTUER SAVEGUARDS :

106, Every Government officer who is authorised 1o draw cheques or sign or countersign bills payable at
o treastry shall send u specimen of his signature in Form G. T, R. 18 o any other special form preseribed by the
Government, to the treasury Otlicer through some superior or other olficer whose specinen signature is already
with the Treasury. When such an officer makes over charge of his office to another, he shall likewise send a
specimen of the signatore of the relieving officer to the trensury Olficer concerned.

Specimen signature when forwarded on a sheet of paper other than the forwanding fetter itsclll must be
duly uttested by the officer signing the forwarding leter.

The procedure prescribed in this rule shall be observed mutatis mutandis by all Government officers who
ure nuthorised 1o drawupon the Bank or any other office of disbursement.

On receipt of specimen signature(s), the Treasury Olficer shall examine them, Tn case, the Trewsry ofticer
fimds the specimen signature(s) to be illegible, casily imitable or lorgeable, he hall ask for improved specimen
signuture(s) ind he muy not pass the bils, till satisfactory improved spechmen signature () are lodged with him
wndd the bills wilh improved signature are presented at the Treasury.

it

Note :—Specinmien signatures received by the Trensury Oficer should be carctully pasied in guard files,
which must be kept I the personal custody of the Treasury Officer or in the steel cabinet and in the penonal
custody of the nominated officer, wheie the curd Jndex systenis in vogue.

107, The Accountant Genegal will supply all Trensury Ofticers and other disbursing otficers within his
nudit cirele with an attested copy of the specimen signatie of alb gazeted officers strving wader him who e
nuthorised 1o drasy cheques or sign payment orders on bills or to issuc letiers of awthority for payment to be made
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by such Treasury Officers and Disbursing Officers. Attestted copics of specimen signature of such gazetied
officer serving under him as are awthorised to draw cheques or sigh puyment arders upon the Bank will ilvo be
supplicd by the Accountant General to the hank. ’

108. When any chunge of uflice occurs among the gazeued officers aforesaid, the fact will be intimated
and attested copics of the specimen signature of the relieving officers supplicd W the Treasury Officers and
disbunsing officers as well as to the Bank,

CUECKS TO BL AUPLIED AY TILE TREASURY ON CLAIMS PRESENTED ;

109. The bill, cheque o other documents presented as aclaim for money shall be examined by the Treisury
Officer who, if the claim is sdmissible, the authority good, the signnture and countersignature where necessary
genuine and in order and the receipt a legal quittance, will sign the order for pnyment at the foot of the bill. ete.,
taking care to adopt the precautions prescribed in clouse (i) of sub-rule (iY of rule 84,. Corcful attention must also
be given to the instructions contuined in these rules regurding the completion of bills, cheques, ete., presented in
support uf cluims ngainst the Government. )

Note | :—The orders fu payment on the bills, e, should be written in red ink and they should be written
in such o way as nut 1o leave any spece for interpolition after the Trensury officer has signed the same.,

Cxceptivn(l) -—The Accountant or Assistaat Treasury Officer of the District Treasury is authorised to
pass the Pension bills of any amount, except the first and fast claims of pension as well as the claiins of gratuity,
commutation and cluims arising outof pension revision”,

Eaception Q) :—The Accountant or Assistant Treasury Officer of the District Treasury is authorised lo
pass ull types of bills upto Rs. 10.000/— including the bills for refund of court fees (except the refund of pension,
deposity etc.). bills of usual nature like telegrams, telephones, electricity, taxes and rent.

Nopy 2 :—The Audit Officer will supply ull Treasury Officers within his audit area with n copy of the
specimen signatures of ull gnzeted officers serving under him who are authorised to sign payment orders on bills
or 1o issuc lettens of authority for payiment 1o be made at treasurics and sub-teeasuries. Before u Treasury Officer
passes i bill for payment at his ireasury or sub-treasurics in his district he should verify the signature on the arder

by comparison with the specimen in his possession of the signature of the signing officer and shall mark tick in
red ink of his huving done so,

110, All corrections and alicrations in order of payment given by the Treasury Offic™ must be
his full dued signature.

attesied by
'lll. Special care shall be taken that all bills, cheques, ete., passed for payment at the non-banking treusury
are paid on the same day and that no payment is made cxeept under the written pay order of the Treasury Officer.

112.(1) When ubill is presented by a person who is not the drawing officer himself or his duly nuthorised
ogent (Banker) he shall be required 10 produce s letier in Pormi G T.R. 19 authorising him lo mcc.ivc P
signaturc of the messenger or his thunib impression or preat toe impression if iiterate, shull be
as a proofl that the messenger uctually recelved the money on behull of the drawing Officer.

ayment. The
tuken on the bill

Exception; -—In case ol bills for grant-in-aid. subsidy, loan etc., where payment is made on the receipt of
the grunice ar Inanee ete., the signature on the receipt in the bill shadl be attested by u Gazetied Officer wII\us J
specinien sighature is on record with the Treasury Officer. 1f the receipient of the grant, loan etc., does u:l
present, the bill in peron or through his duly nuthorised ugent or banker, he shall be required 1o 'uldr“w l
to the treusury Olficer in Form G. T R. 19 wutharising his messenger 1o receive payment, H e

(2) n cuse in which the endoisement on 5 bill is unauthorised, Incomplete or otherwise irregular, the
Trcn\flr'y Officer shall refuse paynwent of the bill awd returi it 1o the person who presents it with g mcmumn.dum
explaining why payment is refused. ’
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N3, Special precautions must be taken by the Treasury Otticer as regards all bills and documents showing
signs of alteration, and if such documents be frequently received from any office, the attention of the head of the
Office shall be formally drawn o the irregularity.

No document bearing an erasure can be aceepted and payment on such document shall be refused by the
Treasury Officer and freash docyment called for.

114, With regard to the claims presented either on bills or on cheques, the signature of the drawing officer
and of the countersigning oflicer, if any, shall be compared carcfully with the specimen signature received under
rule 106 before payment is ordered. 1n case of payment Lo be mide on the authority of an order purporting 10 have
been issued from the office of the Accountant general, the Treasury Olficer shall verity the signature on the order
by comparision with the specimen signature of the signing oflicer received under Rule 107.

115, The Treasuy Ofticer shall check the arithmetical computations on bills.

Note z—When bills presented for payment contain obvious mistake or trifling mistakes which can casily
be corrected, the Treasury Officer should not return such bills but should correct them and pay the cotrected
amount of the bills, Similarly, where bill contain doubtful items which can casily be climinated the Treasury
Officer should disaliow the doubtful items and pay the remainder of the bills. Inall cases the corrections made
and the reason therefor should be intimated to the presenter of the bill and if necessary, to the Accountant General
or Treasury Olficer in the casc of payment made at a sub-ticisury.

116, (1) A register in form G. T. R. 20 shall be keptin each Treasury showing the names of M. L. A's
drawing puy and allowance from that trensury and as cach pay slip received from the Pay and Accounts Officer,
Gandhinagar, the amount of pay and allowances & hich is sanctioned, shall be entered against the name of M. L.
A. concerncd. As each pay bill is presented for payment, relerence 1o this register shall be made to sce that the
sunctioned rate is not exceeded.

(2) Relevant details of payment and instructions issued by pay and Accounts Officer, Gandhinagar shall
be entered in the register mentioned in sub-rule (1),

117. A Treasury Otficer shall not undertake correspondence for Govermment servant ora ivate individual
nuking #claim to any special allowanee or concession, but request the person concerned o addiess the Accountant
Generul cither direct or through his own official superior, as the ease may be.

SPECISL PRECAUTIONS 10 BL
118. The Ticasury Olficer should not depend on concerned eleaiks o read out bill numbpers and amounts
entered in the Treasury registers, requiring his attention. Each entry in the register should be initialled by the

Treasury Officer only at the time of signing the pay order on the corresponding bill and he should see that the
amounts entered in the register and in the pay order tally with cach other. -

PAYMENT TQ PERSONS NOT N GOVERNMENT EMU] OYMENT ;
119, (1) When a person not in Government employment claims payment for work done, services rendered,
or articles supplicd, the Treusury Olficer, shall, subject as provided in Rule 79 require the submission of the

¢lnim by the head of the Department ar other responsible Government olticer concerned,

(2) In any event, il a bill be drawn by a person not in Government cmployment, the Treusury Otficer shall
use special precautions for satislying himselt of the identify of the applicant for payment.

Notg :—Plense see cule 206,
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120. The Treasury Officer shall fumish to the Commissioner of Income Tax concemed quarterly statements
of individua! payments of Rs. 250/~ and above made by him to non-officials cither on behalf of the Government
or any local authority on account of fees, C ission, bonus and ion of any kind indicating the naine
and address of the payces together with the amounts paid. The monetary limitin case of payments to contractars,
etc... shall. however, be Rs, 1000/~ for each payment.

121. Stocks of cheque books required for supply to the draw ing officers under Rule 91 shall be kept by the
Treasury Officer. supplies being obtained periodically from the Government Press. Cheque books shall on receipt
be examined carefully and number of fonms in cach books counted, a certificate of count being recorded by the
Treusury Officer on a Nly-leaf. They shall be examined again when issucd 10 drawing Officers, care being taken
to sce that they are acknowledged by the fatter promptiy. Account of the cheque books shall be keptina register
in form G. T. R. 21.

122. When a cheque is presented, special care shall be taken to ascertain by examination of its printed
aumber that it really was taken from the book notificd under Rule 93 as in use by the drawing ufficer who has
signed it. The provisions of Rulc 95 to 98 shall be specially borne in mind.

In the case of a cheque lost before payment. in respect of which a centificate of non-payment has been
furnished by the Treasury Officer to the drawing officer, the precautions prescribed in sub-rules (2) and (3) of
Rule 100 shall be carefully observed witha view to preventing the payment of the cheque in question.

123. §f the payee is unknown at the Treasury. the Treasury Officer shull make such enquiries as he thinks

necessary and shall specially consider the dute, serial number and amount of the cheque as well as handwriting
and., if suspicions arise, he may defer payment until he has referred the mater to the drawing ofticer.

124, The Drawing Officer shall present the pass book to the Treasury once in a month after Tth regularly,
who shall ordinarily return the same duly written up to the Drawing Officer within two to three days.

125. (!) Every payment made on the authority of any leter of credit or assignment must without fail be
noted at the time of payment undes the Treasury Officer’s initials cither in the appropriate register of payments,
or on the reverse of the letter of credil os assignment itsell. : . '

(2) The Trcasuyy Officer must bear in mind that the letier of credit or assignment shows the maximum
amount he has authority 1o pay. o the departmental officer credited has authority to ask for, and that any further

payment is made at the Treasury Officer's own risks; thc progressive total of his payments must, therefore, be so
recorded that there can be no risk of overpayment. o

Note-1 : See also rule 10210 104,

Note-2 : The The instructions in this rule do not apply to leuer of credi ing ’ i

] 1 opencd at banking Trea g
excepl the letter of credits issued by the Roads and Building Department, Narmda and‘\):/mcr Rcsourcltl:l\chm:r:l!:l‘Lnsl
and the Forest Department (where payments are made by means of cheques). i

126. In cases in which money due by the Government is paid by Post:
. b n y Postal mone: ¢ R
shull, in the absence of any special rule or order to the contrary, be borne by the p:):;::u. the costofremiltince

Nofe -—See clauses (xiii) and (xiv) of sub-rulc (1) of Rule 84, Not below Rule 159 and Rule 261

127. Subject as provided in Rule 78 the procedure in re ard t ‘i lai ialric o
gencrally applicable to Sub-Treasurics also, gard to payment of claim at district treasurics Is

o

.



43

CASII ORDER ON SUB-TREASURILS ©

128. In cases in which remittances can not be affected by means of Reserve Bank Draft under the provisions
of Appendix-1V: Treasury Otficet/Sub-Treasury Officer may issue an order in Form G. T. R. 22 upon any sub-
treasury within the same disirict or upon the District Treasury, as the case may be, for payment of cash:

(i) In payment or part payment of bills of any district establishment, part of which is einployed in the
interior of the district; .

(ii) in payment of contingent expenditure drawn on a bill presented by an Officer stationed at the
headquarters of the district;

(iii) in payment 10 or on behalf of the District and Taluka Panchayats;
(iv) in other cases authorised by these rules or by the Treasury Officers.
Notg-1 :—Whenever the Sub-Treasury Officer, under this rulc issues a cash order on another sub-treasury

within the District or on District Treasury, he shall account for the amount 1o be so remitted under the head "K-

Deposits and Advances (b) Deposits not bearing Interest-8443-Civil Depossits-Personal Deposits-cash Orders”.

Note-2 :—The Sub-Treasury or the District Treasury making the payment on the basis of such cash order,
on the payment being made, debit the head "K-Deposits and Advances (b) Deposits not bearing Interest-8443-
Civil Deposits-Personal Deposits-cash Ouders”, in his daily accounts.

Note-3 :—In cases, where the cash orders are to be issued against the cash cemitted by means of chalan,
the cash order should be issucd only on the strength of duplicate copy of chalan.

129. When a cash order is issued, the Treasury Officer/Sub-Treasury Officer shall assign a serial number
to ihe order and enter the amount and other particulars in the appropriute register prescribed in Account code
Volume-11. -

An advice in Form G. T. R. 23 shall then be sent by first post to the Treasur y/Sub-Treasury drawn upon
and cmh order handed to the person tendering the moncey or the bill against which the order is issued.

130. On receipt of the advice of a cash order from the Treasory Officer/the Sub-Tieasusry Officer, the
Treasury Officer or the Sub-Treasury Officer shall immediately ener the particulars in aregister in FormG. T.
R. 24 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
regiser. : v

Notg :—The adjustment of cash arder will be watched at the treasury in accordance with the directions
contained in the Account Code Volume-IL. .

131. (1) Cash orders outstanding for more than three months shall be held as tapsed and should be stopped,
the charges they represent being cancelled and adjusted by the Accountant General. The fact must be noted in the
relevent registers kept in the Treasury and Sub-Treasury.  * .

(2) If payment is subsequently claimed, the claimant shall be required 1o forward the lapsed cash order to
the Treasury Olficer/Sub-Treasury Officer who will arrange for the payment or issue a fresh order, anote being
against the entry concerncd in the appropriate FEgister S0 us 10 prevent: second piyment,

Notg : A statement of lapsed cash orders will be submitied by the Treasury Officer (0 the Accountant
General in accardance with the directions contained in the Account Code Volume-1l.



132. (1) Subject as hereinafter pmvi:ch in this rule, Govemment officer entrusted with the payment of
moncy shall obtain for every payment he makes, including repayiment of sums previously lodged with the
Government, a voucher setting forth full and clear particutares of the claim and all information necessary for its
proper classification and identification in the accounts. Every voucher must bear, or have attached to it an
acknow ledgement of the payment signed by the person by whom or in whose behalf, the claim is put forward. The
Achnowledgement shall be taken at the time of payment. No payment will be made in the absence of the necessary
acknow ledgement. As far as possible, the particular from of voucher applicable to the case should be used.
Suppliers of stores and other should be encouraged to submit their bills and claims in proper Departmental forms
but bills not prepared in such forms should not be rejected if they set forth the necessary details of the claim. In
such cases, the additional particulars requircd should be added by disbursing officer.

NOTE : If adisbursing officer anticipates any difficulty in obtaining from the person to whom money is ~
due, a receipt in the proper form, it is open to him to decline 1o hand him the cheque or cash, or to make a
remittance to him as the cash may be, until the acknowledgement of the payment, with all necessary particulars,
has been given by him. In all cases of payments by remittance, a note of the date and mode of the remittance must
be made on the bill or voucher autiic time of remittance. In case of remittance by postal money order, the purpose
of the remittance shnuld be bric(ly stated in the acknowledgement portion thereof.

{2} Noacknowledg of payment is required in respect of adj bills for ‘NIL' amounts as they do
not involve any payment,

(3) A single receipt, stamped where necessary, given by a payee in acknowledgement of several payments
or a lump suin payment cither in cash or by cheque, made to him, on one occasion, shall constitute a valid

quittance and the disbursing officer in such cases, shall give cross reference on all vouchers to which the receipt
relates.

133. In all cascs, in which it is not possible or expedicnt to suppont a payment by a voucher or by the
payec’s receipt, a certificate of payment duly signed by the disbursing officer and countersingned by his superior
officer, together with a memorandum explaining the circumstances, should invariably be placed on record and
submilted o the Accountant General, where necessary. Full purticulars of the claim should invariably be set
forth: and where, this necessiatates the use of a regular bill form, the certificate itself may be recorded thercon.

NOT [;.} 21z Inthe casc of anticle 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 vouches. The disbursing officer

should endorse a note on the cover to the effect that payment was made through the post office and this alse
covers charges for the moncy order commission.

NOTE;2: Acenified copy (Marked “Duplicate”) of a receipted voucher ma;
officer, should this be necessary to complete the record of his office, but the
such a copy or give a duplicate acknowledgement of the payment,

y be retained by the uisbursing
payee should not be required to sign

134, The provisions of rule 84 and 89 regarding the preparation of bills and givin,

C ; of stamped ipts
shall be carefully observed in regard 1o claims presented at a depantmenta) office or disrb : ped receipts

ursement,

NOQTE : Cash memoranda which do not contain an acknowled
persons named therein are not receipts within the meaning of section 2 (2.
Further, the mere writing of the puchaser’s name and address on a cash m
not transform it into an acknowledgement to the purchascr that the mon
not. therefore, be regard as sub-vouchers in Audit unless they contain
money from the person named therein (with stamps affixed when the am,

gement of the receipt of money (rom
3)of the Indian Stamp Act (1l of 1899).
emorandum for dclivery purposes does
cy has been paid. Cosh memoranda will
an acknowledgement of the receipt of
ount cxceeds Rs, S00).
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135. Every voucher must bear a pay order signed ot initialled by the responsible disbursing officer, specifying
the amount payable both in words and figures. All pay orders must be signed by hand and in ink. Cashiers and
other authorised to make disbursements on passed vouichers should make ne payment without a proper pay order
of the responsible disbursing officer recorded clearly in ink on the bill or other vouchers. No payment should be
made on a voucher or order unless it is signed by hand and ink. .

1136.. All paid vouchers must be stamped "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.

137.. Vouchers and acquittances which are not required to be submiitted to the Accountant General shall be
flled and retained carcfully in the office concerned as important documents till they are destroyed under the
orders of competent authority. .

. I138._(Ill) All sub-vouchers to bills must be cancelled in such a manncrl'lhal they cannot be subscquently
used for presenting fraudulent claims or other fraudulent purpose. ’ ;

(2) The provisions of Rule 200 with regard to cancellation and destruction of sub-Vouchers relating to
contigent expenditures shall apply generally to sub-vouchers in respect of other classes of payments; unless they
are governed by special Departmenial regulations or orders of the Government to the contrary.

(3) The following instructions regarding the preparation and completion of vouchers should be observed :-

(a) When the payee signs in a varnacular, e should be required to note the amount acknowledged in the
vernacular in his own handwriting. In transliterating his acknowledgements the amount acknowledged, as well as
any remark made by him, should also be reproduced in English.

(b) The disbursing officer is responsible that the full name of the work as given in the estimate of the name
of the component part (or sub-head) of it, or the head of account, to which the charges admitted on a voucher are
debitable, or 1o which the deductions or other credits shown in the voucher are creditable is clearly indicated on
itin the space provided for the purpose or in some prominent position. C ’

These instructions are supplementary to those contained in subsidiary Rule 26 under Treasury order No.
16 Financial Publications No. 1L~ * ’ :

(4)In cases of payments to supplies of stores remitances of smounts of less than Rs. 25 for which remittance
Transfer Receipts cannot be issued by Treasury Officer, may be made by postal money order at the Public
expense. -

Note : 1" Payments ta Suppliers of stores”, include petty payments of contigent charges also, for the
purpose of this rule. . ' . '

Note 2 : Wheneveg moncey orders are tendered for issue with treasury certificates or cheques in lieu of
cash, individual receipts in respect of each such money order should invariably be demanded.

139. Subject to such special orders as the Government may issue in any individual case, the responsibility
for an over-charge 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 the Treasury Officer that the question of recovery from cither of them
may be considered.

Y-2122—12
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(i) The Government and Department of the Union Govemment may, after consultation with the
Accountant General prescribe such detailed rules of procedure as may be nccessary for recovery of rents
of public buildings under their administrative control. ' .

*(4) The provisions of this iule apply also to other charges, ¢.g. ndditional rent tecoverable for
fumiture, electric, water, heating and sanitary installarions, 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 building proper.

149. The following transaction of Government involving fractions of a rupee shall be brought to account
by rounding off to the nearest rupee (Fraction of 50 paise and above to be rounded off to the next higher rupce
and fraction of less than 50 paise to be ignored),

(1) Personal claims of Govemnment servants and pensioners.
(a) All entitlements due to an individual employce by way of HRA/DA/TA ete, and all Ianer

columa deductions from salary bill on account of PLUProfessional Tax etc, including book transactions
shall be rounded off in whole fupees.

(b} Inthe case of Travelling Allowance bills the rounding shall be done only at the last stage and
notin respect of each item ¢.g. Railway fare, Mileage and Daily Allowance, comprising the claim of an
individual. . .

(c) Interest on loans and advances to an employce which is computed as a pereentage of base
amount and its recovery is effected in Instalments shall be made in whole rupce,

Note L:- 1n the case of emoluments fixed by I»w amounts which are in fraction of a rupee shall be
rounded off to the next higher nipee. -

Note 2:- Payment on account of Pension/Relicfon Pension/DCRG/Commuted value of Peasion shall be
rounded off to the next rupce,

(d) AllGovemment transactions, whether involving actual receipls/payments or book adjustments,
involving fractions of rupee shall be in whole Tupee,

(2) Al transactions of Treasuries, Pay & Accounts Offices/Banks through cheques ahd chalans.

(3) Transactions between one Goverament and another or between two Departments of the same
Govenment.

(4) Amounts converted into Indian currency from Sterling or other Porcign currencics.

(5) Reserve Bank remittances, other than those of sums representing dues fixed by or under any law or
under any contractual obligation of the Govemment,

Sums representing dues fixed by or under any law shall always be rounded off to the nearest higher
fupee.

(6) Deposits and receipts,

Sums representing amount fixed by or under any law shail always be rounded off o the nearest
higher rupee.

(1) The only l.ypc of transactions which have 1o involve paise would be cash transactions for petty
purchases or sales which are reflacted in a primary record like cash book, Instructions for rounding off of such
transactions are given in the Annexure to Appendix No. XX1.
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150. Recoveries of advances on account of travelling allowances may be made from the pay bills after
the vsual period allowed for presentation of the detailed bill has Gxpired.

Note-1: Usual period shall be three months from the date of drawal of advance. In the case of advances
on transfer, however, it shall be cight nionths from the date of dreaw:ll of advances. In the case of cancellation of
tour or transfer, the advance should be retwrned immediately., If this is not done, the recovery of the entire
amount of advance can be made from the pay bill of the next month.

Note-2 2 Recoveries on account of secur ity deposits of the cmployces of different departments should be
made in cash, at the time of disbursement of Pay, and when such deposits are to be paid into the Post Office
Savings Bank, the amount'recovered should be forthwith remitted 1o the Post Office,

/\'TTACHMEN'I' OF PAY AND ALLOWANCES ETC. FORDEBIT ;

151, (1) When the pay of Government Servan iy attached by any order of a Court of Law, it is the duty
of the officer receiving Ihe attachinent order to sce that the proper deduction is made in satisfaction of such

order from the pay of the Government servant concerned. ,

(2) Any deduction which may have to be made on account of subscriptions to Provident Fund recognised
by Governmeént, taxes on income payable by the Government servant, and dues of Co-operative Socicties and
debts due to Government should be made from the non-attachable portion of the Government servant's salary.

(3) The extent 1o which (he cmoluments of Guvcmmcnl seevants are exempt from attachment for debt is
laid down in Section 60(1) of the Code of Civil Procedure, 1908. The following is an extract of the ielevant
provisions of the section :— ' .
“60(1) The following property is liable to attachnent | ... inexecttion of a
-+ Jhrovided that the following particulars shall not be liable to such
mamely :—

decree
attachmeni .......

.. ‘ - o .

(i) salary to the extent of the first Four hundred rupees and two third of the remainder in
exceution of any decree other than a'decree for maintenance;

Provided that, where any part of such portion of the salary as is liable to attachment has been
under attachment, whether continuously or intermiteatly for a total period of twenty four months,
such portion shall be exempt from attuchment unil the expiry of a further period of twelve months
and, where such attachment has been made in exceution of one and the some decree, shall after the
auachment has continued for a total period of twenty four months, bo finally exempt from attach-
meat in execution of that decree;

(ia) one third of the salary in exccution of any deeree for maintenance;

(1) any allowance forming part of the emoluments of any servant of the
Government , [ITTSRN which the appropriate Government may by
notification in the “Officinl Gazette” decree 1o be exempt from atachment nnd any subsis-
tence grant or atlowance made to any such Officer while under suspension ;

Explwation-2 : In clauses ......c........ 1) and (i) “Salacy™ means the
total monthly emoluments, excluding any allownnce declared exempt feom attachment un-
der the provisions of clause (i), derived by a person from his employment whether on duty
or on leave.

Y-2122.13
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Explanation-3 : In clause (1) ‘appropriate Government’ means :—

(i) asrespect any person in the service of the Central Government........v..un............ the
Central Government. )

(i) as respect any other servant of the GOVEMMENL «..u...cvuveveereererssrsoeennnnn.. the
State Government”, -

1. The maximum amount attachable by a Civil Court is calculated on the amount
eamed and not on what remains after satisfying any debts due to Government on account of
advance taken under rule.

2. Subscriptions to funds recognised by Government, instalment in repayment of
advances from the General Provident Fund and recoveries of incame-tax deduction for w hich
appear in the pay bills, should be excluded from the aggregate amount, for the purpose of
attachment by a Civil Court.

152. Without prejudice 1o the appropriate provisions of the law as contained in Rule 48 of order XX1 in
the first schedule to the Civil procedure Code, 1908, as amended by the Civil Procedure Code (Amendment)
Act, 1939 (Act XX VI of 1939), the procedure to be followed by disbursing and drawing officers in making
recoveries from pay of Government servants of incompli with h orders issucd by Courts,
shall be regulated in accordance with the following rules;—

(1) Subject as hercinafter provided in this rule, the gross amount of pay and allowance shall be drawn on
a pay bill, but only the net amount after deducting the amount recoverable, under the attachment order, shall be
disbursed 10 the Government servant concerned. The authority whose duty it is to make the deduction is respon-
sible for remitting the amount without undue delay to the court concerned.

"(2) In the case of an attachment order issued by a Courtin India against a Government servant on leave
out of India, whose leave salary is disbursed in the United Kingdom, the appopriate authority in India, namcly
departmenta) drawing officer will be responsible for drawing, the amounts recoverable monthly in compliance
with the atachment order and remitting them to Count concemned, unless timely intimation is received by him of
the death of the Government servant or of any other event itating the disconti of such payments.
The transaction will not, however, be carried through before the 10th of the month following that to which the
portion of the leave salary for the time being withheld, relates.

The recovery of Indian Income Tax will be made whol)
the united Kingdom,

The Compiroller and Auditor general will issue such inst

ructions as may be necessary in order to ensure
that the amount that will have to be deducted in com,

pliance with the atachment order are specified in the
original or amended English Leave Salary Certificate or any other document prescribed for this purposc of the
Government servant concerned, with necessary direction to the disbursing authority in the United Kingdom to
make the corresponding reduction in the monthly bills presented to it for payment. -

Note : The provision of this sub-rule apply mulatis mutandis to other cases in which th
ances of a Government servant subject 10 an attachment orde;
outside the Jocal limits to which the Code of Civil Procedure,

' ¢ salary or allow-
r issued by a Court in India are-to be disbursed
1908 for the lime being extends.

gn the acquittance roll and intentionally allow his
n which the judgement debtor is the drawing officer
rned may draw the pay of the judgement debtor in
ibed restriction and remit the amount to the court

pay to remain undisbursed, the head of the office or incases i

satisfaction of the attachment order, subject to the prescr
* concerned.

y from the pontion of the leave salary disbursed in |

¢ m—
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(4) The amounts drawn under sub-rule (2) and (3) above shall be treated in the accounts in the same way
as leave salary or pay drawn by the Government servant concemed, 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 filled with the attachment register or such other suitable record as may
be kept by the drawing officer. ’

Notes The procedure laid down above should have effect only in respect of proceedings arising out of
suits instituted on or after Ist June, 1937,

153. 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. *

154. Recoverics from the salary of Government servant on account of dues of Co-operative Socictics:
registered under the various Co-operative Socicties Acts, where such Acts, imposed a statutory obligations on
the Government 10 make such deduction, shall be made by the drawing and disbursing officers, in accordance
with such procedure as may be laid down by Government from time to time.

FIRST PAYMENT OF PAY AND ALLOWANCES E1C :

155. When the name of a Government servant appears for the first time in an establishmeat bill, the bill
shall be supported by a last pay certificate in the form G.T.R. 109, or if he did not previously hold any post
under the Governmen:, or is re-employed after resignation or for-feiture of past service, a certificate by the
Drawing and Disbursing Officer in the prescribed form has been obtained in respect of Government servant,
must accompany the bill, in conformity with and if so requircd by any rule or order governing the conditions of
the service to which he belongs.

+ Where the competent authority under any rules or order authorises the drawal of pay and allowances of
ancwly appointed Government servant for a period not exceeding Lwo months without a medical certificate of
health, a certificate o this effect shalt be furnished in the first pay bill.

1f a pensioner is re-employed the fact shall be stated in the bill.

Note : The detailed instructions for its preparation of Last pay certificate are reproduced in Appendix-
XL

156." In all cascs of transfer of Gazeuted and non-Gazetted Government servants, the head of the office
shall forward the last pay certificates to the Head of office to which Government servant is transferred.

157. The last payment of pay and allowances shall not be made 1o a Government servant, finally quitting
the service of the Government by retirement, resignation, dismissal, death, or otherwise, or placed under sus- -
pension, untill the disbursing officer has satisfied himself, by reference to the departmental authorities con-
cerned, Divisional officer concerned incharge of Public Warks Department (Roads and Buildings) and his own
records, that there are no demands outstanding against him. In cases of other Government servants, payment
may be made on the responsibility of the Head of the office concerned. '

Note : Normally the last payment of pay or atlowances in respect of a Government servant who finally
quits the service of the Government or who is placed under suspension may be made only after the Head of the
office concerned has satisficd himsell, by reference to his own records, and to other appropriate authoritics,
where necessary that there are no demands outstanding against such Government servant.

However, in case where security is taken from such Government servant in cash or by a surety bond for
anamount cunsidercd by such head of office to be adequate to cover the above said demands or by with-holding
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apart of the gratuity payable 10 suchGovernment servant, the last payment of pay and allowances may be made
and the last pay centificate issucd, even if the likely ducs from such Govemment scrvant remain to be assessed
and realised,

158, The lust payments of ducs or honourarium, as the case may be, puyable 1o (1) officers employed in
with term of or og! with Government, (2) Officers in the temporary employment of
Government procecding on foreign service in or out of India, and (3) non-officialy including members of any
comumission or commiltee whether stitutory or othetwise, shall not be made until the disbursing officer has
+ satisfied himsclf in the manner Tuid in rule 157 that there are no demand outstanding sgainst them.

PLACE OF PAYMUNT-PAY AND ALLOWANCES :

159, Save as hercinafier provided, and subject to any special rule or procedure that may be prescribed by
departmental reguiutions, bill for pay and ullowances is ordinurilly payable only at the Treasury of the district in
which the claim ariscs.

Note ¢ The claims on account of pay and allowunces of gazetted and non-gazetted scrvant should be
deemed to arise at the station where the drawing and disbursing officer who draws the claims s stationed. [n
caxe where Government servant is on tour, payment may be made at the station where he is on tous. The drawing
offices shall remit the amount by bank draft or by moncey order as may be necessary. The charges involved in

sending the bank draft by Registered post or remittance by money order shall be charged to office contingen-
cies.

160. la case of transfer, the pay due in sespeet of ald post, which has not been drawn at the time of
transfer, may be drawn at the new headquarters or at the place in which the pay in respect of the new post, the
altocation of the charge to the old and new appointments being clearly specified on the bill,

LEAVESALARY:

161, Subject to any orders or procedure that may be prescribed by the Government in the ease of o
Gazcticd and nou-Guzeited Government scrvant, when payable in India, shall be draws from the office of the
disbursement from which his pay was being drawn i Jiotely before his pr ling on leuve. The Govern-
ment servant concerncd must make his own arrangement where necessary for getting his leave salary rermitted
to him. Rowever, if the Government servant during the period of earncd leave exceeding a month specifically
requests the drawing officer for the remittance of his net dues by menns of demand druft, the drawing officer
shall arrange 10 send him o demand draft at pas by registercd post and the provisions of rule 159 would mutatis
mutandis apply. and the charges may be debited to office contingency. In case wherc the period of leave sakary

as could not be drawn at the old station may, however, be drawn at office of disbursement from which the pay
in respect of the new post is drawn.

Note : The leave salaries of 4 gazetied Government servant of the Forest Department on lcave in India, ot
aplace where there is no disbursing officer of his Department, may be paid under the snme rules us those of any

other gazetied Government servants. No charge on account of such payments will appear in the cosh book or
accounts of the division, :

PAY DUE TO GOVERNMENT SERVANTS ABSENT OUT OF INDIA,

162. 1€ puy or allowances be due in India 1o 2 Government scrvant absent out of India, he must make his
OWN BITAaNGEIMCNIS 10 receive it in India.

Provided that when the Government servant has finully quit India and it is not possible for him 1o make
his own arrangements for receiving his pay and allowances in Indin, payment may be made to him through the
Iligh Commminsioner for India in London or thraugh the Forcign Embussy.

g
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\
LAYMENUOU PAY, LEAYE SLARY, ETC, THROUGH AGENTS : '

PAY AND ALLOWANCES ;

+ 71163 (1) Save as hereinafier provided, pay and allowances of Member of Legislature Assembly may be
paid only upon the personal claim of the Member of Legislature Assembly and to his personal receipt and not
other-wise, except under the special awhority in cach case of the Government or of the Pay and Accounts Officer,
Gandhinagar. The Member of Legislatature Assembly may be allowed 1o receive payment through a messanger
duly authorised by him to receive the money on his account, but there can be no endorsement on the bill 1o pay
any such persons and in such 2 case, the Government aceept no responsibility in respect of moncy, cheque or draft
that may be handed over to the messanger.

(2) (1) Upon his written vequest or order, the pay bill of the Member of Legislature Assembly who is
permitted to draw his own bills be made payable to some well known banker or agent, provided that the receipt
of the banker or agent shall not be aceepted as a final quittance unless the bill itself is duly endos sed 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 in
the bill itselfl or separately, shall be stampted, unless the receipt of the bill has already been duly signed and
stamped by the Member of Legislature Asscmbly himsclf,

(if) Pay and allowances of a Government servant who is not authorised to draw his own bills may. when he
is unable to present himiself in person to receive payment, be paid to a banker or agent duly authorised by him o
receive the money and give a legal quittance, provided that the banker or the agent holds a legally valid power of
attorney to actin his behalf. In the absence of such a power of atlorney, the Govermment servant desiring to
receive payment through o banker or agent must furnish the letter with a legal quittance for the money claims,
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 ageat must also furnish a formal receipt (which need not be stamped) 1o
show that the money has been actually received Ly hini.

Note i—Notwithstanding anything contained in his clause, Government may, in speeial circumstances,
authorise payment of such part of a claim of a Government servant who is not authorised to draw his ow n bills to
be made toa person and 10 the extent as may be cexpressly specified, in writing, in this behalfby the Government
servant concerned. In such a cases the receipt given by the person 5o authorised to receive the sum specified shall
constitute a valid quittance for the amount paid to him and a receipt for the balance only. if any, when paid, shall
be obtained from the Govermment servant concerned.

(iif) A Government scrvant or a single person cannot be constituted an “"agent” for the purpose of this rule,

except when hie holds a legally valid power ol attorney 1o act for the Government servant concerned.

(3) The provisions of this rule apply to al! payments in Tndia, whether on account of pay, travetling or other
allowances, which are made to Government servant on their personal account, .

Note:—When the endorsement on a bill is incomplete or irreguli, the Treasury Otficer should refuse
payment of the bill and return it to the person who presents it with a memorandum explaining why payment is
refused. When payment is made by eheque it is not correct to disregard the endorsement and issue a cheque in
favour of the drawer.

LESYE SALARY ;

164. A Government servant, when claiming leave sa in India, must appear in person at the place of
payment or furnish a lite centificate signed by a person suthorised to sign alife certificate under rule 247,

If he desires a receive his salary through an suthorised agent, the agent must furnish the life certificate
uforesuid, or exceute u bond to refund over-payment under the provision of rules 165 and 166.

Y-2122—14
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Exception :—Wherc the leave salary or the arrenrs of leave salury are drawn afier resumption on duty by
the Go\cmmun the production of Hife certificate need nol be insisted upon,

Notg_1 :—When scparate bills for teave solary reluting to different periods arc plcxu\lud unl paid
smultancously it Is not necessary to furmish separate life certificate for the different periods but only one cenificie
i respect of the day of presentation of the bills should be enough.

Nole 2°— A Gavetied Government servant on lenve preparatory Lo retirement or refused leave or such
other eave on the expiry of whicl he is not expected to retura to duty, should furnish u certificutc to the Drawing
Officer that, during the period for which leave soliry Is to be druwa, lhe was not employed under any gnvcnumnl.
Locul Fund. or o budy corporate owned or controlled by nny Government or pnvulu employer.

BOND OF INDLMNITY §
168, (1) Government sesvants muy nake acrungements with their agents to draw their leuve sulary, vacation
pay. ete., cither granting (hem powers of atlomey (o cnable them, 1o do 3o, or leavi ing thelr bills duly completed

and signed In the ogents custody for collection, the agents in their turn giving the Goveminent a bond of mdemnity
us u sccurity agalnst any toss [n the case of overpayment.

Nulg :— A register of power of uttamcy should be muintuined by the disbursing ofticer in the form prescribed
In the Government seeuritles Munual (G, T. R, Forin No. 27) and all cuses in which the power of attomcy hus
heen granted should be recorded theseln,

(2) The bond of indemmily, which must be stunped, may be of the following form in the ease of a firm or
bank (—

“In consideration of our/their being permitted to druw puy/lcave sulary/pension of

during his absence from. we/

they. here inscrt the name of the Bank) hereby agree to refund to the
Government on demand any overpayment that may be made (o us/them as his agents o agent”,

Nulg — 1t must be scen that the person signing the bond of indemnity hus authorlty 10 bind the Firm or
hanh, ' '

166, (1} 1t is not necessury for o sepatate bond to be entered Into for cach individual. Such banks os are
Included in the second schedule to the Reserve Bunk of India Act, 1934 and such Co-operative Banks as are
approved by Governiment, may be allowed to execute a gencrul bond in form G, T. R. 28 10 cover the pay, leave,
salury, pension, etc., of their constituents in generul,

(2) Separste bonds must be exccuted for puyments relating to o for persons whose suluries or pensions are
debitable toy

() The Union Goverament, of
{i1) The Government of onother Stte,

Inthe cuse of frem (1§} applicatons for bonds to be exccuted for the State Government will b dealt with by
the Accounant Ocneral of that state.

Note :—Lists of agents who have exccuted general bonds of Indemnity with cither the Centrsl Government

or the State Governinent to cover the leave salury, pension, ete., of their constitute nts are contained In Appendia
X1V,

'3
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. CHAPTER-7

\\'l’l‘lll)l(z\\\"AL FROM GOVERNMENT ACCOUNT

167 Subject to nny order that muy be made by Govermuent from time to time which requires sanction
from the competent authority the pay and fixed allowances of a Gazetted Government servant shll be drawn by
the Diawing Officer who ure Gazetted Ofticers and us specified in Appendix-1Ton a single establishment bill in
form G. T. R. 30 in two separate section for officers holding permancnt and temporary post in the same manner
and contents as in the case of the non-gazetted establishment. The bill for the Gazeued Officer und those for non-
givzetted stalf should be druwn separately. The bill for guzetted officers shall be prominently marked on the right
d top corner with the word "Gazetted Officer's Bill” on first page. There will be only one bill for Class-Tand
Class-11 Gazetted Officers.

Nolg :—In case of transfer of Gazetied Officer from one place/oflice 1o the other the procedure prescribed
in Appendlia- X111 for issuc of Last Pay Certiticate as in the case of non-gazetied Goverament servant shall be
fallowed by the drawing officer.

Fxctption - —The cluin of the pay and allowances and fees payable to the Government Pleaders, Assistant
Government Pleaders, and Law Officers of the Gujarat State as well as Law Ofticers of Gujurat Revenue Tribunal,
City Civil Court, Ahmedubad and City Sessions Court, Ahmedibad who are not regular Government Sevvants,
shall however be drawn by the concerned officer himself in Form No. G, 1. R. - 30.

(2) Subject as hereinafier provided in this Chapier, the forms prescribed in this rule shall be used for
claims relating 1o leave satary and all occasional payment to a Guzeued Government Sevvant that ure made to
hin.

168. A list of non-guzetted Government servants who are allowed to draw bills on treasuries is given in
Appendix - X1 ’

TRAVELLING ALLOWANCE

169, Travelling allowance bill of a Gazetied Government sevvant shall be drawn by the departmental
drawing officer in Form G. T. R. 35, in uccordance with the rules under which such ullowances may be due.

170, When s Government servant is entitled to draw netual expenses, such expenses shall in the absence of
specipl orders to the contrary, be set (orth in detail, ’

171, The provisions of clawse (1) and (ii) of Rule 186 apply mutatis mutandis to bills for traveliing
allowanee of Guzetied Government servants,

COST OF MEDICAL TREATML

172. The expenditure Incurred by and to be reimbuised to Gazetted Government servants on account of
Medical attendance and treatment imay be drawn by the Deparimental drawing officer in Form G, T. R. 29, s is
Dieing drawa in ease of non- gazetted establishment. The amount drawn in the bills must be supported by proper
receipts und vouchers in olt cases signed or countersigned by an nuthority of Medical Depuriment empowered to
sanction such expenses,

1235 ALTERATION OF PAY ETC,—Druwing Officer muy not draw an increased or chunged rate of
pay, leave sulary, fixed wllownnees or reward or honorurum in case of gazetted ofticer unless the same is sunctioned
by the competent authority.
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174. ADYANCES :—Drawing Officer may draw the under mentioned advances for Gazetted Officer
from the Treasuries in form GTR 85 on the authority of sanction from competent authority or a dully certified
copy thereof appended to the bill.

The bill for the Gazetted Officer should be prominetly marked on the right hand top corner with word
"Gazetied Ofticers Bill” on first page.

() Advances on transfer;

(l'l:] Advances on tour;

(iii) Advances on account of travel concession during regular lcave;

(v} Advances in licu of leave salary;

() Advances for Medical Attendance and treatnent for All India Service Officers;

(14) Food grain Advance;

{vif) Festival Advance.

In case of Govemment officer on deputation to Board or Corporation, their personal advance bcaring

interest shall be drawn by their respective Board/Corporation from the concerned Treasury Office on the strength

of sanction order of the concerned administrative department,

Note-1:—The sanction to personal advance may, if preferred, be obtained in the form of countersignature
on the bill itself before it is presented for encashment.

Note-2:—In case of officers on deputation to Mumcipalily/Dislricl/Tquka/Villagc Panchayat the drawal
of advance shall be regulated according to the provision cantained in note below rule 104 of the Gujarat Financial
Rules, 1971. .

CHAPTER -8

WITHDRAWAL FROM GOVERNMENT ACCOUNT :
BILLS OF NON GAZETTED ESTABLISHIMENT ;

MONT! :

175. For purposes of this chapicr, parts of an establishment under the same office, which appeart
different major heads shall be regarded as distinct establishinent, ¢.g- a Collector's Civil Supplies Est
shall be treated as distinct and separate from his land Revenue Establishment.

EORM AND PREPARATION ;

176.(1) A single bill for pay, fixed allowances and leave salarics shall be prepared in Form G. T R.30the
instructions printed on the form being carefully observed. Except as provided in Rule 179 the name of every
substantive and officiating or It i bent shall be shown against each post. and against cuch temporary
post shall be noted the sanction thercto, The rate of pay claimed shall always be noted and when pay is drawn for
2 portion of a month only, the number of days for which itis claimed shall be stated cither against the name of the
Govemnment servanl in the body of the bill or in a note at foot of the page.

2in to
ablishment

Note : The computer System may be uscd for preparation of pay bills.
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(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 al the top.

Note : All fixed allowances including permenent Travelling nllowanccs conveyance allowance, etc,'should
be drawn in the establishment pay bill.

177. 1f for any reason, the leave salary admissible to a Goverpment servant on leave is not known (as for
example when the kind of leave to be granted to him has not been finally decided by the sanctioning authority) the
amount of pay (o which he would huve 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 undlsbur\cd and treated as held
over pending the fixation of the amount or his leave salary.

178. The entrics in all the money columns of the bill shall be totalled separately under each seaction 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.

179. (1) Incumbeats of posts carrying a fixed pay not excecdm;, Rs. 200/- p.m. or on time scales of pay the
maximum of which docs not excecd Rs. ”00/- p-m.

(i) All persons in class IV services; [N
Provided that in all such cases a centificate in the following form is endorsed in the bill,

" Certified that all persons whose names are omitted but whose pay has been drawn in this bill have
actually been employed during the month and that full details of the names of the persons concerned and the
emoluments drawn for them working up the total included in this bill bave been duly shown in the office copy and
that the emoluments drawn are according to the relevant rules and orders”.

Provided that the Government may in consultation with the Accooumanl General extend the provisions of
this rule to other specificd classes of establishment when the entry of names in the bills is not essential for audit
purposes.

(2) The claims of Government servants whose names are omitted under the provision of this rule shall not
be lumped together and enterd as a single item in the bills, but the bills must show separately the numbers of
diffcrent rates of pay of with different designations.

180. (1) When leave salary bascd on average pay is drawn in a bill for a Government servant other than
that belonging to any of the classes mentioned in Sub-Rule I of Rute 179 the bill in which it is first deawn shall
be accompanicd by a statement, attested by the drawing officer, showing the calculations by which the amount
Drawn on account of leave salury has been deduced. If the calculation is based on pay drawn outside the
Government servunt's substantive section or office, a reference to the bill in, or the office from which, such pay
was drawn shall be given in the statement,

{2) Il leave salary is based on actal pay and not on average pay, the drawing ofticer should attach to the
bill a cenificate in the following form :

“that the leave salary claimed is admissible under. -

(The rule under which the leave salary has been claimed should be specified here.)

Note: A centificate to the efect that the Government servant on leave preparatory to retirement of efused
leave or such other leave on the expiry of which he is not expected to return to duty, was not employed urder sny
Goverament. or in a body corporate owned or conteolled by State or private employer during the period such
leave should be recorded by the drawing officer on the bill in which leave salary for such a Government scrvant
is drawn after obaining from him a declaration regarding such non-cmployment.

Y-2122--15



'INCREMENT CERTIFICATE : - * ’

PRI Tyion

181. To the first Pay Bill in which a periodical increment is drgwn for the Government servant, a

vificae
. “
in from G.T.R. 31 shall not be required to be appended cxccpl in the following types of casgs namcly

182. O the two alternative certificates printed in form G.T.R. 31 the former may be uscd in any casc in
which the increment becames due to the Government servant concerncd for.having been incumbent of the posg
specified for the prescribed term counting from the date of the Jast increment or of appointment to the pnsl.
excluding periods of suspension for misconduct and absence on extra ordinary leave,ete. ... | v ¢

In al! other cases, the second alternative form shall be used and it will be supported by the explanatory
memorandum ﬂhowmg bncn) bul clcarl) the grounds on whlch lhc increment is claitned,

andin ovdcr w0 avoid supplimentary bills for non dmwa! of periodical increments i time, aregis
should be m.unumcd by the drawing officer in ‘FormGTR.32. Enlry shall be made in the Service Book whul
the increment is authoriscd in the chmc; of Increments. . |,

1 [ i ot et R .
183. When an increment cluimed opcralcs tocarrya Govcrnmcm scrvant over an cl'ﬁcncncy b1r itmust he
supported by a declaration from the autharity empowered 10 allow the increment over the cﬁmcncy bar lhal ithas
uusﬁcd ||~:l|'|h.u the Govcmmcnl servant concerned is fitto cross the bag o

LR TR [ B T

OVER TIME ALLOWANCE :

. , I [ P
184, Subjcu to any general or spccxal ordcrs issued by the Govcmmcnl in this bchalf every blll in which
overtime allow.nmcs as clauncd <h.xll containa cemﬁcau of lhc hcud of the dmce 10 the following effect :

- u : O R TR

-Cm,r,cdm( P Tl e e e e L e

() the men for whom o»cmmz. allowanccs are clalmcd in lh»s blll hJ\c aclually c.nrnud by
* working overtime; !

(i) the period for which ovmxmc allowanccs are dauncd m this b.ll havc bun checked with
the initial records and found correct,

(iii)the overtime allowances are claimed at rates sanctioned by compclc'nl :lulhurily' and
e .
.. (iv)the cvcmmc nllow ;\nccx have bccn lakm mlo .lccounl in c.llcul.lllnb lhq mwmc mx due
from the Government servant noted in this bnl] "

B P ETI
L Vo ey ' [T . Lo
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' Note : In cases in which overtime allowance is paid out of fees récorded from private parties and credited
in lhc Govemment account, the Drawing Officer should certify on the bill that the prescribed fees have been
realised and credited into the treasury. -t

B R N R s |

ARKI‘ABh_l_L_LL
) N J R P I TR S PR M P |

185 Ar S ofpay. ﬁxcd allowances ar laeyg sal.uy and ﬁupplm\nmary c\:unu o} lm\cllmg allowances
shall be drawn not in the ordinary monthly bill, but in a separate bill. the amount claimed for ¢ach month being
entered separately with quotation of the number and date together with date of encashment of the bill from which
the charge was ommitted or withbeld or on which it was refunded by deduction or any special order of a competent
'|ulhnn[y granting a new allowance oran increase in pay. A note of the arrear bills sh.\ll invariably be made in the
ofmc copy ¢ ol the bxll for lhc pulod 1o \vhlch lhc cl |Irn pcnams cr lhc dated mmals of the dfawer of the arrear

o e H n.
IR (u) lha( anote uf lhc arrcur L[«’.\Im h&\ bccn madc m th ol’hcc cnpy ofll\u bnlh (or (hc pmod lo which
the ¢laim penains.

T T A I T T A

. Subject to the conditions laid down in rule 84 grecars bl“b cun be presented at any time and may
mgludu as many items as are’ ncccss.ny. ” R U,

register should bc mainained by the dr:wmng officer in Form G.T. R 34,

"The entrics in the wb\ndmry rcgnlcr ¥hould be aitested by the head of the office oi by a respansible officer
who is authorised 16 sign the pay bills: In respect of xupplunmmry bills & accbunt of (i) withheld amounts,
(ii) undisbursed’ py o refunded. and (ifi) réfund of fincs, if is not hecessary to cmu the items in the wlmd:‘lry
regisier but necessary notes \hould be made in the appropriate pl.le. in the whs i
‘should be madg if'the appropmlc plncet in ll\c on;,m.nl bull S

. cale

. '186. (1) Suh)cct as provndud in'fule 188 bxlls for lmw.llm;, alllow.mcc othu lh.m pcmnncnl or ﬁ\ud

“Mowances, shall be prc nrcd and p
)

P TR

The bills shall be prepared in Form G.T.R. 35 Thc ccmﬁcnlc occuring in the lra\clImL allowance
bill, when signed by the officer preferring the bill in respeat of his travelling allowance clrim shall be
legally vadid and binding upon him in respect of the n\\umpnum hcnby asserted or connnmd by him,
namely ;- " I .

i () The journy was pe rfonmd and halis made werg in dl\n.h:uqc of the dutics und under propes
'\ulhuul). iniespect of halt, the person concerned was physically present al the place >hown inthe bill. In
case ol claims relaling to maintenange of camp equipage it will be assumed that the Government servant
has maintained the whole or part of his camp equipage dnnm> the halp or interval of that, the expense of
maintenance was not less than the amount drawn,

(iii) The kind of journcy, class. numhcrol‘ hrcs m\d amount mumunul in cnlumnx 7 lo120f Form
t GTR 35 arc lhnsu .ndmmxhlc and actal.' T R e

Lol " PRI TIPS

In rupcu umensfcr or Lcave Travel Conccwnn\ the faves will be in respect Dflh(l\c mcmhu\ of
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family and dependents as are entitted under the rules to perform the journey and within the prescribed time
limits; and have not separatety/atready claimed any travelling allowance in consequence of his transfer or
under Leave Travel Concessions when the Govemnment servants are husbands and wives. In the Leave
travel Cancessions the journcy was to the declared, "Home Town” and for the concemed block of two years;

(iv} In respect of jouney outside of the State of Gujarat it will be assumed that the person concerned
was allowed to do so under rule 74 of the Bombay Civil Services Rules, 1959;

() I the full daily allowance is claimed it will be assumed that no free boarding and/or lodging was
provided by Govemment to the persons claiming the Daily Allowance;

(vi) In respect of distances it will be assumed thal in respect of railway or road journcy they will be
as shown in Railway or Gujaral State Road Transport Corporation in their schedules and in absence
thereof. as may be ascertained from the Collector or Excculive Engincer of the District;

(vif) In respect of the road joumney for which milages is cluimed under clavse 11 of rule 414 of
Bombay Civil Scrvices Rules 1959. it will be assumed that it was not performed by taking a single scat in
amotor vehicle plying regularly for conveyance of passengers, of in any other vehicle without payment of
its hire charges or incurTing its running expenses; and in respect of claim under the said rule 414-11, it will
be assumed that requirements of Note-2 are complicd with; )

(i) When the Controlling Officer countersigns the Travelling Allowance bill, it will be assumed
by all concemed that particulars therein have been verificd by him after applying the necessary checks as
are required 1o be exercised by the Controlling Officer, particulurly those mentioned in rule 602 of the
Bombay Civil Services Rules, 1959, In the case of Leave Travel Conession claims. it will be assuined that
the Controlling Officer has satisficd all the conditions and tiken necessary note in the relevant records
wherever necessary as laid down in Government resolution, Finance Department No. MSB-2166-4298-)
dated the 15th October, 1966.

(2) When actual expenses are drawn on account of carriage of horses or conveyance, details of the horses
or conveyances transporicd should be furnished in the travelling allowance bill. For the purpose of drawing the
allowances on account of a family, a centificate must be furnished by the Government servant of the number and
relationship of the members of his family for whom the allowances are cluimed. No other details in these or other
cases need be furnished, but every claim for the cost of carriage of horses and conveyances should be supported
by a cenificate that the actual expense incurred was not less than the sum claimed.

187, The travelling allowance bills of non-gacctted Government servants proceeding on tour shall be
presented at convenient intervals during the period of their tour or immediately on return to the headguaners and
as far as practicable before 315t of March, if the tour has been completed before that date.

188. In the Road and Building Department, save where any special sule or procedure has been authorised

by departmental regulation, travelling sl bills can be prescnted for payment only after the cluims have
been passed by the controlling officers concerned.

The subordinates shall preparc their travelling allowance journals in Form G. T. R. 36, and after these are
duly countersigned by the controlling authority, an abstract bill showing the totals under cach head of claim for
each penson shall be prepared in Form G. T. R. 37 by the Divisional Officer for presentation at the treasury, the
original journuls, being either submitted to the Accauntant General direct or attached to the abstract bill.

Notg-§ :—The Government may, in Itation with the Acc:
G. T.R. 35 by non-gazetied upper subordinates in lieu of Form G. T. R. 36.

Gencral prescribe the use of Form

Notg-2 :—In cases where travelling altowance joumnals of subordinates are subjected 1o a periodical test
audit by the Accountant Generat, the Government may in consultation with the Accountant General, dispense
with their submission to the Accountant General's office
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COST OF MEDICAL TREATMENT ¢

18Y. The expenditure incurred by, and to be relmburscd to non-gazetted Government seevants on account
of medical attendunce and treatment may be drawn in Form G. T. R. 29. The amount drawn in the bills imust be
supported by pioper receipts and vouchers in all cases signed of counlcmgncd by the compctent authority of the
Medical Department. .
MMU,ELQI_RAY_AMIM

190. (1) The head of an office is personatly responsible for the amount drawn on a bill signed by himor on
his behalf until he has paid it to the persons entitled to receive it, and obtained a IBgally valid quittance on the
office copy of the bill. If in any case. owing to the large size of an establishment or for any other reason, it is not
found feasible or convenient 10 obtain the receipts of the payees on the office copy of the bill, the head of the office
may maintin a separate acquittance roll in Form G. T. R. 38.

(2) If for any reason, payment cannat be made within the course of the month, the amuuul dr.mn for the
payee shall be refunded by short drawing in the next bill, his pay or allowances may be drawn a new under rule
185 when occasinn for making the payment arises.

Provided that if in the opion of the Head of the Office. this restriction is likely 1o operate inconveniently, the
amount of undisbursed pay or allowance may. at his option, be retained for any period not exceeding three
months, but this concession shall not be availed of unless the head of the office is satisfied. that proper anungements
can be made for the safe custody of the sums retained.

(3) Undisbursed pay or allowances may not, under any circumstances, be placed in deposit at a treasury.

Notg 1 :—Acquittance rolls and office copics of bills are not required to be submiticd to the Accountant
Genral, but being important records. thay should be stamped ‘paid* and preserved carefully for the periods prescribed.
In respect of payments made through acquittance rolls on the pay day. the disbursement certificate at the foot
thereof should invariubly be signed by the disbursing officer in token of the 1otal amount actually paid. The ‘paid*
stamp. duly attested by the drawing officer need be affixed only against the tolal disbursed amount of the acquittance
Roll. In respect of undisbursed amount pmd subsequently, the items should b«. stamped ‘paid’ individually and
attested by the drawing officer while signing the Cash bouk.

:—Cush drawn on pay and Traveliing Allowance bills of establishment should not be mixed up
with regular cash balance of the department if any. An account of undisbursed pay and allowancces should be kept
inaregisterin Form G. T. R. 39. Entries of the total and the particular amount of undisbursed pay and allowances
may be made against cach bill scrially and subsequent payment thereof entered in the appropriate cotumns ot the
register and the nsh book. each such entry being attested by the Gazetted Officer. From this Register, an abstract
of Jisbursed for three months should be prepared to ensurc the refunds either in cash or by
short drawal from the next bill,

Note 3 :—A bill register in the Form G. T. R. 40 should be maintained by all Heads of Offices who are
authorised to draw moneys from the treasury on bills signed by them. The register should be reviewed monthly by
a Gazented Officer and the result of the review recorded thercon.

. Notg o ; (i) :—1In the case of bills which are not preaudited, it is not sufficiant that the component items of
an establishment bill should be checked. The total shown in the bill should also be checked by adding up the ilems.
This should be done by & responsible officer of the staff of each office, other than the person preparing the bills.

(i) When a drawing officer checks an acquittance roll, he should either himseiftotal the items of it, check
the total of the corrcspondmg establishment bill and the moncey received from the treasury, and sce that any
difference between the totals is properly accounted for, or cause this to be done cither by a Gazetted Officer or by
another responsible member of the staff as may be found convenicnl.

(i) In offices where cashiers who have given sccurities are not employed, the duty of disbursing the money
drawn should be entrusted to a clerk other than the clerk who prepares the bill and is responsible for the cash.

"Note § :—A cheque register in Form G. T. R. 41 shall be maintained by all Heads of offices who are
authorised to draw moncy from the District Treasury and Pay and Accounts Offices were the cheque system for
payment is in voguc. The register shall be reviwed by the drawing and Disbarsing Officer every month and
remarks, if uny, may also be recorded therein®,

Y-2122—16
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CANCELLATION AND DESTRUCTION OF SUB-VOUCHERS :
206. The following rules for the prevention of the fraudulent use of sub-vouchers shall be obscrved by
all drawing and controlling officers in the matter of cancellation and destruction of sub-vouchers;

(i) Unless in any case it is distinctly provided otherwise by any rule or order, no sub-voucheis
may be destroyed until after a lapse of three years. ) .

(i) Every Sub-voucher which under the provisions of Rule 205 to 216 is not forwarded cither to
the Accountant General or 1o 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 acrosc the voucher, the cancellation being initialled by the officer authorised to draw the contingent
bills of 1he office. The cancellation should be made at the time when the contingent bill in which the sub-
vouchers are included is actuaily signed. I the amount of a sub-voucher exceeds the permanent advance,
the cancellation should be made immediately after the payment is made and entered in the contingent
register. .

(iii) Sub-vouchers submilted to a controlling officer, which he is not required to forward to the
Accountant General, should be duly cancelled by him afier check and the cancellation should be attested
by the controlling officer at the time of countersignature of the bill.

(iv) In all cases in which sub-vouchers are nol required to be submitted to the A Gencral
or the controlling officer, the drawing officer should certify in the bill that sub-vouchers other than those
atiached to the bill have been so defaced or mutilated that they cannot be used again. A similar certificate
should be furnished by the Controlling authority in respect of sub-vouchers submitted to him by drawing
officer but which he is not required to submit to the Accountant General. The Treasury Officer may return
a bill which does not carry a certificate as required by this nule.

Note : Sub-Voucher which are required to be sent to the Accountant General fur keeping them in
proper custody to prevent their fraudulent use should be clled cither by the drawing officer or by the

controlling officer as the case may be, white passing the bill for payment, or before forwarding to the
same to Audit.

RECORD OF CONTINGENT EXPENDITURE
CONTINGENT REGISTER :

201. A register of contingent expenditure shall be kept in each office and the initials of the Head of the
Office, or of s Gazetted Officer to whom this duty has becn delegated by him, shall be entered against the date
of payment of each item.

Note : If during the absence of the Head of the Office and of the Gazetted Officer to whon the duty of
maintenance of contingent register has been delegated the entries in the contingent register have been initialled
by a non-gazetted Government Officer, the register must be reviewed and the entries re-initialled by the Head of
the Office or such Gazetted Officer on retum 1o duty in the headquaners.

202. The standard form of the contingent expenditurc register will be as in Form G.T.R. 42. The actual
details such as the number of columns 10 be opened, the sub-heads and detailed heads and such further detailed
classification as may be required for the purpose of control, may be scitled 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 separale columns with
appropriations nuted at the top. The loss important and trivial items may be lumped together in one column
when each of the separate items need not be accounted for or watched scparaicly. Any charge falling under any
of the separate columns but requiring explanation may be described in the column headed “Description” though
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the amount of it is entered only in its special column, and the same “Description” column will serve also for note
of the month or period to which any recurring charges (¢.g. rent, wages of water bearers etc.) entered in the other
column belong. :

.

Note : If more convenient a separate register may be maintained for each class of contingent charges.

203. Ascach payment is made, entries must be made in the contingent expenditure register of the date of
payment, the name of the payee and 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. oot

204. To enable the disbursing officers to watch the progress of the expenditure under each detailed head,
as compared with the appropriation for it. as progressive total of all the columns must be made monthly imme-
diately after Monthly total, 5o as to include all payments under each head, as also charges adjusted by book
transfer under rule 226, from the commencement of the year upto the end of the last expired month.

BILLS FOR CONTINGENT CHARGES
General ;

205. (1) When it is necessary to draw money for contingent expenses, as for example, when the perma-
nent advance begins 10 run short, or when a transfer of charge takes place, and in any case at the end of cach
month, a red ink line shall be ruled across the page of the register or registers, the several column added up and
several totals posted in separate bills for each class of contingent expenditure. The Head of the Office or the
officer to when this duty has been delegated, shall carefully scrutinise 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 and
numbered and presented for payment at the treasury.

(2) The heads of contingent expenditure may be entered in manuscript in the bill and the totals posted
against them, provided that in a case of expenditure requiring explanation full details of the charges must be
entered in the bill, except when they are given in the sub-voucher sent to the Accountant General. ’

8 P

Note -1 : Sub-vouchers for petty conti expendi shall be., pared in Form G.T.R. 43,

Note-2 : When the permancnt advance is running short, a demand may be prescated 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.

206. Subject to any order ot instruction issucd by the Govemnment in this behalf, the payment for sup-
plies etc., which cannot be met from permancnt advance, will be madc by the Drawing Officers by obtaining
cheques/Bank drafts in favour of the parties or in cash where such facilities is in vogue, instead of direct
payment by the Treasurics on endorsed bills.

This procedure shall not apply to cases where the disbursing officer is authorised to incur éxpcndilurc by
drawing chegues on the Treasury.

Note-1: Payment due to contractors may if so desired by them be made to their banks instead of dircct
to contractors, provided that the department concemed obtains (1} an authorisation from the contracior in the
form of a legally valid documents such as a power of attorney or transfer decd, conferring authority on the Bunk

to receive payment and (2) the contractor’s own transfer or acceptance of the correctness of the amount made .

out as being duc to him by the Government or his signatuze on the bill or other claim preferred against the
Government, before settlement of the amount of claim by payment 1o the said bank. While the receipt given by
abank will constitute a full and sufficient discharge for the payment, contracters should whencver pussible be
induced to present their bills duly receipied and discharged through their bankers.

Y.2122.17 .
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Nothing here in contained should operate to create in fuvour of the Bank any right or equity vis-a-vis- the
Government, - .

Nole-2 5 In respect of payment of abstract contingent bills to persons not on the establishment of the
officer who prefers the bill when large payments arc involved which cannot be conveniently net from the
balunce in hand of the office permancat advance, the procedure prescribed in this rule shall be followed.

207. When in paying reward to informers, or in any other casc, it is not desirable to disclose the names of
the payees, a centificate in the handwriting of the disbursing officer to the effect that the payment has been duly
made, shall be submiticd to the Accountant General, in support of the payment in licu of the payee’s receipt
ordinarily required, and attached to the bill,

FULLY VOUCHED CONTINGENT CHARGES

208, (1) Officers whose contingent bills do nol require countersignature and who do not embody in their
bills charges of any officer dealing separately with the Treasury, need not submit monthly bills, but they should
draw money from the treasury by bill in Form G.T.R. 44 showing full details of the charges.

Note : The following illustration explains the second condition *A' whose bills do nol require counter-
signature, has subordinates who hold port of his permanent advance and place themsclves in funds by sending
paid vouchers to *A’ and obtaining from * A’ the amount of their actual expenditure, *A' need not submit monthly
bills. The bills of *B* do not require ig; but his subordi are allowed to deal direct with same
treasury, presenting bills for encashment, which are to be adjusted by *B' monthly bills, *B* must submit monthly
bills in adjustement of the bill cashed by himsclf and his subordinates.

(2) Unless in any casc the Accountant General, dirccts otherwisc sub-vouchers for more than Rs, 1000/
shull be submiitied to the Accountant General.

CHARGES REGULATED BY SCALES AND SPECIAL CONTINGENCIES

209, Charges regulaied by scales, and special contingencies which require the previous sanction of
superior suthority before they can be incurred shall be drawn in the abstract bill form (Form G.T.R. 45) witha
full description of the charges and accompanicd by sub-vouchers above Rs, 1000/ or such other limit as may be
prescribed by the Accountant General. In the case of special contingencies, the orders of sanctioning authority
must be quoted on the bill and a copy of the orders attached to it, and when expenditure for which a Tump sum
is granted under a singlc special sunction, is continued over more than one month, the second and subsequent
month's bill shall bear a note of how much has been spent upto-date under the sanction.

COUNTERSIGNED CONTINGENCIES .
ABSTRACT BILL :

) 210. Exc?pl in the case of contingencics requiring countersi before payment, contingent charges
full:lng under this group may bc drawn from the treasury by presentation of abstract bills in Form G.T.R. 45
subject to the foll g cond andp ion of detailed bills to the conirolling officers for countersign

ture and transmission to the Accountant General in accordance with the.procedure hereinafter prescribed.
(i) conditions :-

(i) Drawing Officers should nol draw money on abstract bills in 3 lus

¢ | mpsuin but they sh g
the as and when required on litews of expendi " yahostddrane

only.

(ii) Drawaul of moncy on abstract bills should be re.

gulated as per mon i 3
Beyond one months pericd, P thly requirements and not

‘-
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Note-1 : Administrative Departments should study various type of expenditure required to be incurred
by their subordinate officers and clussify the items for which alone the draw al of moncey on abstract bill should
be resorted. Such study would regulate and restrict the drawal of money on abstract bills on genuine ¢ '\nd un-
avoidable items only. L

Note-2: See note-2 below sub-rule (1) of rule 415.

211, The numbers assigned to the sub-vouchers pertaining to each entry in the abstract bill (Form G.T.R
45) shall be detailed against the entry concerned, the amount being given only in these cases where a sub-
voucher is for morc than Rs. 1000/-.

The diawaing officers shall furnish detailed contingent bill in respect of all abstract bills within three
months from the date of drawal of the abstract bills. A certificate in the following form writicn by drawing
officers in his own hand-writing and duly signed by him should be obtained on the body of each abstract bill
before such bills are enfaced for payment.

CERTIFICATE

Certified that the detailed contingent bills for the amount drawn on abstract bill upto (mention here the
last date of previous three months) have been sent (o the controlling officer/Accountant General, RajkouPay
and Accounts Oflicer, Ahmedabad/Gandhinagac under Ietier No. dated the ........... 19 .

Signatuic of Drawing Olfcer.

The Treasury Officers/Sub-Treasury O!ﬁcnrs (is) \vnll be held pcnon.nl]y responsible for passing such bill
in absence of such certificate.

EXCEPTION

The Dircctorate of Geology and Mining, Directorate of youth Services and Cultural Activities and
Directorate of Information should also submit detailed contingent bills within three months but in exceptionul
circumstances they may submit the detailed contingent bills within six months after stating reasons thereof.

DETAILED BILLS:

212. From the monthly totals of the contingent register the monthly detailed biil shall, in the case of
contingent charges countersigned after payment, be prepared in Form G.T.R. 46 headed “Not payible al the
Treasuty™ and showing the monthly totals of each column with description of cuch charges requiring explana-
tion. The numbers assigned to the sub-vouchers shall be entered in detail against cach item, and the number and
date of every abstract contingent bill cashed at the treasury and the sub-vouchers included in cach 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. Difference, if any, between the total of a detailed bill and the register must be
adequately expluined. .

The detailed bilt shalbl be signed by the Head of the office and submitted 10 the Conlmliing Ofticer, o1 if
there be no conuolling officer to the Accountant general, direct, with all sub-vouchers above Rs. 1000/- his
signature 1o the certificate endersed on the bill, taking the place of the smuller ones. Limit of Rs. 1000/- above
which sub-vouchers required 1o be submitied 10 the Accountant general is subject 1o alteration by the Accuuu-
tant General.

COUNTERSIGNATURL ¢

213, On receipt of the monthly dewiled bill in the office of the Countersigning Officer, it shall be
reviewed by the Countersigning Officer with the sub-vouchers. Any dis-allowance, with the number of the
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sub-voucher concerned and explanation of the objection, must be noted on the bill and in the contingent register
or such other record as may be kept in the office of the controlling officer. The countersigning Officer shull thn
record the date of admission under his initial, sign the bill and despatch it to the Accountant General direct with
the sub-voucher for item for more than Rs. 1000/- his signature to the certificate endorsed on the bill taking the
place of the smaller ones.

Note-1: The term “Ttems” refers to items of expenditure and not items of charge, e.g. a charge for Rs.
1000/- for section writers would not to be supported by a sub-voucher, if the amount is made up of sums paid to
several individuals, none of which exceeds Rs. 1000/-.

The limit of Rs. 1000/ is, b , subject to alteration by the A  general.

Note-2 2 In the absence of the countersigning officer, the ination and countersig of the bill
may be performed by some responsible gazetted officer authorised by the countersigning officer.

Note-3: A register of contingent expenditure may also be kept in the office of the controlling officer in
form G.TR. 48.

Note-4 : The detailed bili, duly signed by the Controlling officer shall be sent to the Accountant general
direct within a month from the date of receipt of such bills in his offices.

DISALLOWANCES::

214. After despatch of the bill to the Accountant General, the countersigning officer shall communicate
any disallowance to the drawing officer and its amount shall with without fail be refunded by short drawing in
the next contingent bill presented at the treasury for the same depastment 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 the bill
of Rs. 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 in total of the sub-voucher “add amount disallowed from bill of .................. refunded
by deduction from contingent bill No. dated and allowed as per ... "

the receipt would be for the gross amount, and the items would be re-included in the next month
bill.

ly contingent

215. Bills for contingent charges requiring countersignature before payment shall be drawn in Form
GTR. 4. .

INSPECTING OFFICER'S BILL.

216. An inspecting officer who is not authoriscd to take advances on account of office contingent
charges may provide himself with a pertion of his permancent advance, and recoup himself from time to time by
presenting at the different treasuries or offices of disbursement, contingent bills in the ordinary form.

Inthe case of countersigned contingent charges, one detailed bill may adjust moncys drawn at mose 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 finul payments, and not as
advances.

PAYMENT FOR PURCHASE OF STORES ;

217. Subjectas hercinafter provided, the provisions of this cha

pter shall apply generally to payments for
stores purchased,

Is requires for Public service, and
purposes and includes stationery, furniture, machinery, tools, and

Note : The term “stores” is used (o indicate all articles and material
coming into officer's possession for various
plants etc,



69
218. Asageneral rule, payment for supplics is not permissible unless the stores have been received and
surveyed. Payments prior to verification of qulity and quantity of the materials may be pernitted in exceptional
cases only, provided 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, the amount required for payment shall be drawn
on an abstract bill {Form G,T.R. 45) giving full description of the charges and number and date of the sanction

. permitting advance payment (wherever necessary). As soon as the supplics are received, and the payment made,

adetailed bill (form G.T.R. 46) prepared on the bassis of the actual verification/meas of the supplics
alongwith the required sub-voucher (s), must be submutted to the Accountant Gencral/Pay and Accounts Officer,
in adjustment of the advance drawn carlier quoting voucher number and date of the relevant abstract bill™.

219, The bills prescnted in support of payments for purchases of stores shall be accompanied by a
certificate that the articles detailed in the vauchers have been actually received and entered in the stock register,
that their quantities are carrect and their quality good and according to specifications, that the rates paid are not
in excess of accepted or niarket rates and that suitable notes 'of paymenis have been made in the indents and
invoices concerned to prevent double payment. The authority, unless itis a general one, under which the purchase
is made, shall also be quoted. |

220. The provisions of rule 226 apply also. to suppiics of stores by one dcbanmcnl‘of the Government to
another, where the adjustment of the cost of such supplies has 1o be made by book transfers.”

Note : The following instructions should bé printed on all forms of invoices for the supply of stores etc
and the officer receiving the supply should comply with them before the invoice is countersigned .-

“Itis essential for purpose of accounting and audit that the entries below should be filled in Failure
to do so any resull in unnecessary delay and return of this invoice for compliance. .

(1) Head of Account, (Major Minor, Sub-Head and Detailed Head),
(2) Momh and year to which charge relates,
(3) Accounts Officer by whom the amount islndju.\lablc;

" (4) Department to which the charge is debitable

221. The procedure for payment for the stores purchaesd through the Central Stores Purchasing

Organisation, shall be, without prejudice to the generality of the provisions contained in this chapter, as may be
prescribed under the special orders issued by the Government in this behalf, .

PURCHASEMADE IN U. K. ETC.

222. Payments for all purchases ordered through the India Supply Missions, London and Washignion,
will be made by the High Commissioner for India, London or the director General, India Supply Mission,

. Washington, as the case may be the debits being passed on to Ac General for adj

223. (1) Payments for atticles obtained by placing direct orders on private firms, or individuals in the
United Kingdom shall be made through the Accountant General. The Officer desiring to make such a pay-
ment shall as soon as all the checks necessary is connection with the receipt, inspection and verification of
articles have been applied, forward the firms’ bill in orginal to the Accountant General for Audit and pay-
ment. Particular care must be taken to ensure that no double payment is authorised in respect of the same
claim, ' o '

(2) The Accountant General, Gujarat, after audit of the firm's bill will purchase a sterling dralt in favour
of supplier in the United kingdom, and remit it direct to the suppller under intimation to the departmental
officer. The costof the sterling drafl will be finally accounted for against the relevant appropriation in the State
Accouniants. ' o

Y-2122-18
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(3) n the cose of stores ordered direct from firms abroad os F.O.B. basis subject to inspection by the
Dircctor General, India Supply Mission, London, the payment will, if the purchasing officers have so desired,
be made directly by the High Commissioner for India on reccipt of supplier’s bill duly verified and certificd by
the Director General, such payment will be passed on to the Accountant General for adjustment through the
Account Current between England and India, supporied by the Supplier’s bills duly certificd by the Director
General,

Note-1 : Special care should be excrcised by the purchasing officer in diffcrentiating the articles pur-
chased through the agency of the Director Genceral, India Mission. London from those merely delivered to or
shipped through his agency. In the former case, payment cannot be made from India, whereas in the lauer case
the procedure prescribed above should be observed.

Note-2 : The procedure Taid down in this rule may be followed mutatis mandis in the case of other

paywment of similar nature e.g. those chargable to the estimates of work, to be made direct to a party in the United
Kingdom.

224, (1) Paymcnts for articles obtaincd by direct order from private finms and individuals in America
can be made only through the India Supply Mission, Washingion. The officer desiring 1o make such a payment
shall as soon as all the checks necessary in connection with the receipt. inspection and verfication of the anicles
have been applicd. forward the firm’s bill in original to the Accountant General for audit and payment. Particu-
lar care must be tuken to ensure that no double payment is authorised in respect of the sume claim, ,

{2) Afer the audit of firm’s bills the Accountant General will at the close of each month, prepare a
consolidated statement of payment to be made, and will purchase a draft for the total amount in Favour of the
Director General India Supply Mission, Washington, and forward it to him with necessary details of payments
to be made, under intimation to the Departmental Officer. The cost of the draft will be finalled accounted for
against the refevant appropriation in the State accounts.

(3) In the case of urgent payment to be made in America. The Accountant General, will authorise the
Dircctor General, India Supply Mission, Washington by telegram to disburse the amount in question and in-
clude it in his next monthly draft, making a suitable note in the stalement acompanying the draft. This portion of
the remitiance will then be taken by the Director General, India Supply Mission, Washington against the pay-

meat alrcady madc by him on the authority of the telegram. The procedure indicated in this sub-rule, should be
followed in casc of real urgency only.

: (4) In the case of stores ordered direct from firms abroad on F.O.B. basis subject to inspection by the
Qucclor General. India Supply Mission, Washington, the payment will, if the purchasing officers have so de-
sired, be made directly by the India Supply Mission on receipt of Supplier’s bills duly verificd and centificd by

the Director General. Such payments will be passed on to the Accountant General for adjustment, supported by
Supplicr’s bills duly centificd by the Director General,

Note : The directions contained in Note 1 and 2 below rule 223 may be followed mutaris-mutandis in the
case of puyments o be made for anticles obtained by directorder from private firms and individuals in America.

The bank draft 1o be sent by the Accountant General in such cases will be purchased in favour of the Director
General, Indis Supply Mission. Washington.

225, Payments for direct purchases made in other Forei
the purchasing officer, by drawing the cash in accordance wi

£0 countrics may be made dircct to suppliers by
th the rules contained in this chapter.

MISCELLANEOUS RULES
INTER DLPARTMENTAL TRANSFERS ;
226 I the cane of work Aoy

by & Gon emment faciory (such as Jail or Work i
. 0. 1o te ¢ s ™ B el forkshop) as also in other cases
W whik gz rud whusmeny e prrmissible. the officer-in-charge shall prepare an invoice of the



k!
quantity and price of work done and forward it in quadurplicale 10 the officer served. The officer-in- charge of
supplicd department will present a bill {indicating payable by transfer credit) at the Treasury for the cost of
supplies or services renders alongwith the accepted invoices and challans in quwdurpllcalc indicating intcr-alia
the invoice number and the head of account of which the claims has to be paid by transfer credit. The challans
" 1o be used in such case will be printed on light yellow coloured paper bearing an indication “to be used for inter
departinental adjustment eredits not available for refund” at the top of the challan, The Treasury Officer will
after necessary check, pass the bill (Form G.T.R. 9) for payment by transter credit to the above head indicated
in the bill by the supplicd officer. The original copy of the challan will be retained by the Treasury officer and
the duplicate and triplicate will be passed on to the supplicd officer who will kecp one copy for his office and
send the other to the supplying officer. The Challans that are prescnted at the Treasury by the Departmental
Officer will be marked “amount credited by transfer adjustment not available for refund”.

SERVICE POSTAGE STAMPS :

227. The service pngizlgc stamps shall be supplied by the Postal Department on payment in cash or by
cheque or by demand draft,

The following proccdurc shall be adopted by the department/office for uhl.unmg the service postage

stamps.

(I) Government officers who draw money on contingent bill from the Dlslm.l Treasury or the Pay
and Accounts Office where the system of payment by cheques is in vogue. A bill in the form (G.T.R. 48)
should be prepared by disbursing officers. No Sub-voucher in support of entry in bill will be required.
The Treasury Officer/Pay and Accounts officer shull issue an *Account Payee™ cheque in favaur of the
officer of Postal Deparument, who supplics the stamp as demanded by the drawing officers. A separate
indent in Form G.T.R. 49 should be prepared and presented to the Postal Depaitiment tor obtaining the
service postage stamps. )

(I1) Government servants who draw moncy on contingent bill from the Treasuries/Sub-treasutrics
where the system of payment by cheque is not in vogue. A bill in the Form G.T.R. 48 should be prepared
by disbursing officers. No sub-voucher in support of entry in the will be required. The Treasury Officer
shall pass the bill in accordance with provisions of rules and made the payment in cash and in case of
banking tcasury enfuce the bill for payment in accordance with provisions of Rule for oblaining the
service postage stamps by the Government servants concerned. A separate indent in Form G.T.R 49
should be prepared and presented to the Postal Department for abtaining the service postage Stamps.

Note : The certificate prescribed on h)rm G.T.R. 48 should invariubly be given by the drawing
and disbursing officer at the time of preferring the bill in respect of procedure prucnlnd in clase-1and
I above,

(11) Govermment servants who drnw money by cheques from the Treasury, an “Account Payee™
cheque 1o be presented in payment of the value of service postage stamps should be drawn in favour of
the officer of Postal Department wha supplics the stamps whether they are drawn by Government ser-
vants who indent the stamps or by deparimental indenting officer's requisition. A separate indent drwn
in Form G.T.R. 49 should accompiny the cheque to be presented to the Postal Departmcnt for obtaining
the service postage stamps.
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CHAPTER-10

WITHDRAWALS I ROM GOVERNMENT ACCOUNT,

NSION PAYMUNTS ; v

228. (1) Nuthing contwined in these rules shall be tuken ns affecting the provisions of the Pension Act
(XX of 1871) or of any rules made theremnler,

(2) Penslon ar uny other suims paynble in respect of contributions 1o o family pension fund, and any sums
Payuble under the warkinen's compenation nct uie not subject to the rules in this chaprer,

229, In this chapter, except where it is exprexsly otherwise pravided or the context otherwise reguisey

“Service Pensinn® means u pension including provisionul pension sunctioned by competent w-
thurity payuble to or in 1espect of a person in consideration of past employment under the Government
and includes u grtwity and fumily pension ao paynble; :

“Pulitical Pension™ meina a Penslun, not being o service pension, granted or customarily payithle
o, it espect of u pension ou politicu] consideratlons or compassionaute grounds, or in consideration of
distingulshed o meritotious services, or of (he surrender of rights or cnoluments, snd includes ussign-
ments or compensations when payable in the form of fixed allownnces or Ry,

“Pension Paymient Order Issulng authority™ means Accountant General, Direetor o Pension and
Provident Fund, Awsistant Ixaminer, Locu! Tund Accounts or Treasury Officer, as the case may e,

PLACE OF PAYMENTS ¢

230, Subject o herelnafter provided, service pensions payuble in Indin mury be drawn from any treasury
in tdia, or from the office of the Accountunt General peifusming the function of g pension disbursing officer

with the comsent of, and subject 1o such condition as tnay be luid down by the Comptroller i Auditor General
of India,

Note s The tenm “Treasury™ used in this rule Includes Military Trcasury Chests,

PENSION FAYMENT ORDI-K ;

23, () Facept In the case of milltary pensions which are paynble on pension certificnte or other
authoritin insucd by the Contiller of Delence Accounts (Pension), Allahabad of in ense of Ruilway pensiony
which ure payable on pension Payment onders ksucd by the Rullway Acconnts Oftices o in e of
Pension puyment osder issucd by the Awslstunt Pxauminer, Local Iund Accounts of concerned distelet or penslon
Paguble an pension pay ment ordern issued by the Director of Penston and Providens Pund or in case of provi-
Aol peasion payment order isued by the Distilet Trensury Officer in cose of pensioner retired from Non.
Guzenwed postand in ense of fumily pensioncis on the busls of sunction order
or untleas the Guvernment orders otherwise In cine of uny puiticular class o
be e only upon peasion payment arders issucd by the Accountant Gener,
dent Fund.

Panchaym

inmicd by the competent sithorlticy
f pennions, puyment of pensions ¢un
alof Dircctor of Pension and Provi-

{2) Whenever the nuthorisation of provistonu! pension is neceasusy,

the following procedure sl I
Tollowed.

2



73
{A) Pensioner retleed from Non-Guzetted Post,

(i) ‘The concerned Tlead of office in the State Government 1o sanction pension will workoul the
amount of pension to he sanctioncd as provistonal payment to the pensioner. !

(i) The competent authority in the State Government will issuc the sdministrative sanction
specifying the Treasury/Sub-ireasury from which the payment would be drawn by the pensioner. The
copies of the sunction shall invariably be endorsed to the pension payment order issuing authority and
also do the Treasury Officer/Sub-treasury officer concerned.

(i) The Treasury officer concerned will issue provisional pension payment order and muke the
regular puyments Gl final pension is determined through the Accountant General/Director of Pension
and Provident fund. The payment being made by the Treasury Officer will be watched by the Accountant
General. In ease, the provisional pension is to be drawn from the Sub-treasury, the procedure prescribed
1n rule 239 shall be followed.

(iv) Immediately afier the Issue of the final pension payment order by the Accountant General/
Director of Pension and Provident Fund, the Treasury Officer concerned will mike necessiry ndjustment
mnd make the payment on the basis of final pension payment order cancelling the original provisional
peasion payment order.

(v) Inthe case, where the pensioner (retired from Non-Gazetted Post) desires to draw the payment
of pension a the ‘Treasury outside the Stute of Gujarat, the sanctioning authority should send the orders of
pravisional pension 10 the Accountant General, for issue of antic atory pension payment order at the
concerned treasury through the Accountant General of the other State cnnccrncd._

(B) Pensloner retived from Guzetted Post,

(i} Inense of retired Guzetted Officers, the concerned Head of Department will workout the amount
of provisional Pension Puyment payable 1o the Pensioner and will issue Administrative Orders sunctioning
Provisionat Pension. In case of the erd of Department himself sanction of Provisional Pension will be
Issucd by the concerned Administratves Department of Sachivalayn. e will nlso mention in the orders
the name of the Treasury office/Sub-Treasury office from which the Pension would be drawn by the
Pensioner. The copies of the orders will invariably be sent to the Direclor of Pension and Provident Fund
and Treasury/Sub-Treasury officer concerned, ‘

(i1) On the basis of the provisional pension sanctioning orders. The concerned Treasury Olficer
will issue provisional pension Payment orders, and make the regular payment till the time pension is
finnlly fixed by the Director of Pension and Provident Fund,

(iii) Jmmedintely nfier the issue of the final pension payment order by the Director of Pension and
Provident Fund, the Trensury officer concerned will muke necessary adjustments and take the payment
on the busis of the final paymeht order, ’

(C) Pemloncer retlred from Panchuyat Services,

(i) In cuse of retired Non-Qazetted Scevant of Panchayat, the concerned appointing authority will
workout the amounts of Provisional Penston puyment payuble to the Penstoner and will issuc the Admin-
Istrutlve sunction specifing the Treasury/ sub Treasury from which the puyment would be deawn by the
Pensioner, The copies of sinction shall be endorsed 1o the pension payment order Issuing authority,

(il) On the basis of the sanction order the concerned Assistant Examiner Local Fund Account will
Issue Pravislonul Pension Payment order.

Y-2122-19 .
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(i) The Treasury Officer concerned will make the regular Payment till final pension is deter-
mined by concerned Assistance Examiner Local fund account. The payment being made by the Treasury
Officer will be watched by the Accountant General. In case, the provisional Pension is to be drawn from
the Sub-Treasury, the procedure prescribed in rule 279 shall be followed.

(D) Teaching staff io the non-Government Secondary schools, Noen-Government affiliated Col-
leges.

(i) Inthecase of Teaching staff of non-Govemnment Schools concemed District Education Officer,

(ii) In the case of principal of Non-Govemment Schools, commissioner of l*.lighcr Education,
~

(iii) 1n the case of teaching staff on Non-govemment Colleges, Commissioner of Higher Education,

(iv) In the case of staff of Universities Commissioner of High Education, shall workout the
amounts of Provisional Pension Payment Payable to the Pensioner and will issue the administrative
sanclion specifing the Treasury/ Sub-Treasury from which the payment would be drawn by the Pen-
sioner. The copies of sanction shall be endorsed to the Pension Payment order issuing authority.

(2) With regards to issue of provisional Pension Payment order and payment of provisional pen-
sion, the procedure prescribed and instructions embodied as in rule 23 1{B) {ii) and (iii) shall be followed
by the Pensioner, Treasury, pension sanctioning authority and Pension Payment order issuing authority.

(E) Incase of the departmental inquiries/judicial proceedings, the procedure for payment of cent percent
provisional pension will be the same as indicated in clause (A), (B), (C), and (D) above.

3. (i) The concerned Head of office in case of retired non-gazetied Government servants, Head of
the Depariment, in case of concerned Head Office and retired Gazetted Officers and Adminstrative
Departments in Sachivalaya in case of concerned Head of Departments, are authorised to sanction
provisional family pension. The sanctioning authoritics shall issue the sanction order on the concemed
District Treasury and also endorse the copies of such sanction orders to the Accountant General/Direcior
of Pension and Provident Fund.

(ii) On the basis of the sanction orders issued by the authorities as mentioned in clause (i), the
District Treasury officer should take further action to make the payment of all the provisional payments.

(iii) In case where provisional family pension is to be paid at the Treasury outside the Gujarat

State, the Accountant Gencral will issue provisional pension payment order on the basis of sanction
order.

(4) In issuing a Pension Payment order, the pension payment order issuing athority will ¢-

(i) Auach to the Order, a speci ig of the p
Hindi, or Gujarati, otherwise the thumb and finger impressions of his left hand, or where this is not
possible duc to Physical incapacity, the thumb and finger impressions of his right hand, failing which, his
toe impressions, the specimen signature and thumb and finger or toe impressions being duly attested by
the head of the office concerned or by some other responsible person, and;

if he can sign his name in English,

(ii) Paste a cenified copy

P of the Pensioner's photograph in Passport size on the disbursers portion
of the pension payment order;

This requirement will not apply to pardahnas
gvgrncd under the Wound and Extra-ordinary pension Rules and the Liberali:
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232. (1) On receipt of pension payment order at treasury the pensioner’s portion shall be made over to the
pensioner after proper identification when he appears to receive his pension for the first time. The specimen
signature or the thumb impression or the toe impression as the case may be, of the pensioner shall be taken
where necessary, in the spgcc'provudcd for the purpose in the disburser’s portion of the Pension Payment order.

Note : In cases where pension is drawn through authorised agents (who have indemnified Government
against overpayments) personal appearance of the pensioner is not necessary even on the first occasion.

(2) The disburser’s portions of the pension payment orders shall be kept in serial order in separate files,
one for each class of pensions, such as service, political cte. These files must be kept in the personal custody of
the disbursing officer or a responsible Government servant selected by the disbursing officer in such a manner
that pensioners shall not have access thereto.

Note : Pension payment orders should ordinarily be filed in onc series for the whole district or circle of
disbursement, but the Accountant General may allow filling by Sub-Treasury or any other series as may be
found convenient.

233. When a pensioner is specially exempted from personal appearance, the fact shall be noted by the
disbursing officer on his pension payment order, as well as in the Register pension payment 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 ycar, of the pensioner’s continued existence, ¢.g. “appeared in personon ... " and
the initials of the disbursing officer or the officer verifying the facts shall be put against the note.

2M. Disbursing officers are authorised fo renew pension payment orders without reference to the pension
payment order issuing authority in case where pansioner’s portion is lost, wom 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
order 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 Disbursing officer for three years and then destroyed. A note of the issuc of
the New pension payment order shall be made in the remarks’ column of the register mentioned in Rule 241,

235, (1) Ifboth halves of a Pension Payment Order arc-reported to have been lost in transit due to floods,
fire etc., before commencing the payment, the concerned pension payment order issuing authority shall issue
duplicate Pension Payment Order which shall be prominently marked as “Duplicate-No payment to be made
against Original Pension Payment Order.” A Note 1o this effect shall be kept by him against, the relevant entry
in the Register of Pension Payment Orders issucd. Before commencing the payment on basis of Duplicate
Pension Payment Order, the following further action shall be taken by the Disbursing Officer namely :—

(a) Ttshall be verified from the Register of Pension Paymient orders (TRS} that the payment has
not been made to the pensioner on the basis of the original Pension Payment Order;

(b) A confirmation will be obtained from the Pensioner and kept on record to the cffect that he has
not already received any payment against the original Pension Payment Order;

(c) an undertaking be obtained to the effect that he will surrender to the Disbursing Officer the
original Pension Payment Order, if traced out later, and will not claim any payment on its strength;

Provided that first payment of pension against the Duplicate Pension Payment Order shall in no
case be authorised at an office other than the one mentioned in the original Pension Payment Order.

(2) M disburser’s portions of Pension Payment Orders are distroyed duc to Nood, fire, etc., from Treasury
or Sub-Treasury the concerned Pension Payment Order issuing authority shall issue a duplicate copy or Zerox
copy of such Pension Payment Order which shall be prominently marked as “Duplicate No Payment to be
made against original Pension Payment Order”. A Note (0 this effect shall also be kept against relevant records
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disbursing officer will intimate to the pension payment order issuing authority (through the prescribed channel)
the amount of Temporary Increase over-paid in a particular case supported by a copy of “due and drawn statement”
(not 1o be verified by the Treasury Officer in cases whg:ré the payments are made by the public Sector Banks) on
receipt of the “due and drawn statement”, the pension payment order issuing suthority will work out the net
amounts of additional gratuity payable for being disbursed to the legal hcir§ in the required manner through the

Head of Office in which the deceased pensioner last served.

In cases where the amount of Temporary Increase over paid excceds the amount of additional gratuity
specificd in the amendment letter, the net amount over paid as Temporary Increase will be recovered from the
amount of Temporary Increase payable on the family pension.

238. In case where an anticipatory pension payment order has been issucd by the pension payment order
issuing authority, the final pension when intimated by the pension payment orders issuing authority will be
noted in both halves of the Pension Payment order by the Disbursing Officer under his attestation, quoting the
Tetter of the the pension payment order issuing authority, as the authority. An intimation (o this cffect may be
sent to the pension payiment order issuing authority, simultancously. Future payments shall be made to the
pensioners at the revised rates based on the amended Pension payment Order. The vouchers for the first payment
of the final pension will be scnt to the Accountant general in a separate schedule. .

PAYMENT AT SUB-TREASURILS :

239. When the payment of Pension is authorised at a Sub-Treasury, the Treasury Officer shall, afrer
making necessary entries in the Register of Pension Payment Order in Form G.T.R. 50, transmit by registered
post acknowledgement due, the original Pension Payment order received from the Pension Payment order
issuing authority to the concemed Sub-Treasury Ofticer with the endorsement thereon “Made Payableat.......Sub-
treasury with effcct from Sub-Treasury Officer shall also make such endorsement in the Register of
Pension Payment Order in Form G.T.R. 50 under his signature.

240, (1) The Accountant General may on an application made by a pensioner, transfer the payment of his +
pension from any treasury in the state to another whether inside or outside the State.

(2) The Director of Pension and Provident Fund may on an application made by a pensioner, transfer the
payment of his pension from any treasury in the State to another inside the State.

(3) A treasury officer may on an application made by a pensioner transfer the payment of his pension;

(i) From the Districl Treasury to a sub-treasury in same District;
(ii) Froma Sub-Treasury to the District Treasury in the same District;
(iii) From a Sub-Treasury to another in the same Districl.

(4) The teansfer of payment of pension from a Treasury or a Sub-Treasury in a district to a Treasury or
sub-treasury in anather district shall be made only through the District Treasury Officers concerned . In such
cases, the Treasury Officer shall send original Pension payment Order to the Treasury Officer concerned after
making the following cndorsement on both the halves of the Perision payment order, under intimation 1o the
Audit Office. . .

“Paymentof pension made upto...... eesminnsessessenneenn TeONSfEMTEd 10

Treasury™.

"(5) The following procedurc is prescribed for transfer of Pension Payment order from a treasury in the
state to another treasury outside the state, * s o

(2} Pensloners whose penston cases have heen finalised by Director of Pension Provident
Fund on or after 1-4-88 and who initially desire to receive Pension from outside Gujarat State,
The Director of Pension and Provident Fund shall prepare pension payment Order, Gratuity Pay-
ment Order, etc.in English duly scaled and signed by him and forward the same alongwith the photo-
Y-2122-20 v
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maintaincd by concerned authorities. Month upto which the payment was last made on the original Pension
Payment Order shall be clearly mentioned and asuthonticated by concemed aurhority afler verifying relevant
records. Before commencing pension payment on such duplicate Pension Payment Order, Disbursing Officer
shall ubtain an undertaking from the pensioner to the effcet that he will refund any 6verpayment made”.

236. (1) 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 or the toe 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
puyment order beflore the latter is signed by the Disbursing officer.

237. (1) Incases of commutation of pension payment order issuing suthority will issue the avthority for
commuted value of portion of pension ¢ $ alongwitha ication intimating the date of ion
and the reduced amount of pension to be payable with effect from the date of commutation. The revised pension
payable after commutation and the dute from which it is payable shall be noted in both halves of the pension
payment order and Register of Pension payment by the Disbursing officer under his attestation, quoting the
letter of the pension payment order issuing authority as authority under intimation to the pension payment order
issuing suthority. After the commuted amount is paid, the voucher for the commuted amount will be sent to the
Accountant gencral in separate schedule. Payment of pension from the date of commutation will be made at the
tevised rules bused on the amended pension payment order,

(2) In cases where revision of pension becomes, necessary for some reasons, the pension will be revised
by the peasion payment order issuing authority a formal leter of amended in respect to the pension payment
order already issued, indicating the revised rote of pension and temporary increase duc thercon alongwith the
date(s) from which the payment at revised raic is to be made. The amendment letter will be issued by the
pension payment order issuing authority to the Treasury officer with a copy to the pensioner, after incorporating
the suid amendments in the Register of Pension Payment orders maintained by him. A note will also be kept by
the pension payment order issuing authority in the pension Audit Register before issuing the amendment letter
10 the Treasury Officer. The Treasury Officer shall incorporate the amendments in the both the halves of the
pension payment osder as well as in the Register of Pension Payment and quote as authorily the pension paymient
order issuing authority’s letier in cases where pension is disbursed by him. A note will also be kept by him on
the original amendment letter that accessiry corrections have been made in both the halves of the Pension
payment order and Register of Pension Payment.

In cascs where pension is disbursed by Public Sector Bunks, the Treasury Officer shall forward the
amendment letter to the paying branch of the concerned public Sector Banks through the Link Branch for taking
sitnilar action under advice to the pensioner in accordance with the instructions embodicd in para-17A of Appendix
XV.

The additional amount of death-cum-retirement gratuity if any, payable due 10 revision of retirement
bencfits may also be like wisc authorised through an amendment letier or it can be authorised by a separate
authority letter issucd by Pension Payment Order issuing authorily for payment by the Head of office in which
the pensioner last served, if so desired by him in wriling (sce note below Rule 267). However, in cases, where
recovery on accounl of temporary increase becomes due as a result of revision of pension, payment on account
of additional grattity will invariably be indicated in the amendment letter to the Pension paymeat order for
purposc of adjustment there against. Any amount still remaining unrecovered, may be adjusted against subscquent
payments of temporary increasc due on the revised amount of pension. However, any portion of gratuity, actuully

paid being debitable 1o a head of account separate from that of pension, will 7 i
e pe , will be shown by the Treasury in a

) 3) 1“hc payment of net additional gratuily (after over paid temporary increase) to the reccipients of
family pension will a}so be authorised through the amendment letter, if the pensioner is not alive at lhz lLim ?I’
payment and the reccipicnt of family pension is entitled to receive the entire amount according (o th ination
filed by the deceased. If no such nomination exists, or if the nomination filed is such nsgwuu!:]: :mlntzl:ﬁ:

residual smount of additional graity to be distributed equally or in specificd ratio amongst the legal heirs, the
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REGISTER OF PENSION PAYMENT ORDERS

241. Each Disbursing officer shall keep aregister in Form G.T.R. 50 of the Pension payment order issued
on his office, which will serve as an index to the files of orders re ferred to in sub-rule-2 of rule 232. After scemg
that a new order is correctly entered in this register, the Disbursing Officer shall put his initials in the column of
“Name of Pensioner” and rule red-ink line across the page below the entry. The column of remarks will be blank
as long as the order of payment is inforce 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 per ly off list of p

under his payment, the date and cause of return shall be entered under the Disbursing officer’s initials.

242. On thc'fcccipl of an intimation about the death ol'pcnsiuhcr prompt action shall be taken 1o recard
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 Rule 262, the
nccessary note shall be made on both portions of the pension payment order. ’

243. Pensions which are not granted for life but are subject 10 special condition, ¢ 8. when they are to
cease on marriage or at given age or under other specified circumstances shall nol be entered in the same register
with other pension, but shall be recorded in special registers to be kcpl for the purpose. All pension Payment
order of such pensions will bear the letter *S” in addition to the number.

Additional columns shall be opencd in such registers to show clearly and precisely the special limitations
and conditions attached to cach pension of this calegory. . o

MANNER OF PAYMENT ¢

DUE DATE :

i L. .
244. Pension fixed at monthly rates arc payable monthly onan after the first day of the following months,

Provided that when there is a variation in the rate of a pension conscqucnl on the duburscmcnl of the
commuted value of a portion lhcrcof pcnsnon for the borkcn partof lhc monlh atthe orlglnal rate may be paid,
before the cnd of the month. ’ . ! B

245, If the first day of month is a holiday or Sunday on which the pension can not be disbursed at the
Treasury or as the case may be, the Bank, the pension shall be paid on the last working day of the month, for
which it is duc. :

Provided that pension for the month of March shall be paid on the first wlolrking day of the month of April.
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graph, sp&iﬁen signature and other identification papers to the Accountant General, Gujarat for onward -

transmission to the Accountant General of the concerned State.
(b) Other State Government Pensioners desiring payment in the Gujarat State.

The Office of the Accountant General shall forward to the Director of Pension and Provident Fund
the Pension Payment order, Gratuity Payment order etc. received from the Accountant General of the
concerned State along with the Special seal Authority, Photograph, Specimen signature and other identi-
fication papers, The Director of Pension and Provident Fund shall prepare the Pension Payment Order,
Gravity Payment Order etc. on the basis of this Special Seal Authority received from the Office of the
Accountant General, Gujarat and forword the same to the Treasury Officer concered in Gujarat State for
making pay 1o the Pensi under intimation to the pensi and the Office of the Accountant
General, Gujarat. :

() ~ State Government Pensioners receiving payment in Gujarat on the basis of Pension
Payment Order ctc. issucd by the Director of Pension Provident Fund and who now desires to
reccive the payment outside Gujarat State.

The Treasury Officer shall transfer both halves of Pension Payment Order alongwith the centificate
showing the rates of pension and Temporary Increase already paid and the period upto which they have
been paid as well as Joint Photo of the Pensioner with his wife or photo of the Pensioner as the casc may
be and his speci ig fidentification marks to the Director of pension and Provident fund. The
Dircctor of Pension and Provident Fund should cancel the said Pension Payment Order and prepare a
new Pension Payment Order in English standasd forms for the subsequent period and send it along with
the photo specimen, signature and identification marks of the Pensioner to office of Accountant General
of other State. The Director of Pension and Provident Fund should also make an entry in the new Pension
Payment Order to the effect that this Pension Payment Order has been issucd in cancellation of Pension
Payment Order No. Director of Pension and Provident Fund i

on which the pensioner was Jast paid upto

(d) Pensioners receiving Pension in Gujarat on the basis of Pension Payment Order Issued

by the Office of the Accountant General and subsequently desiring to draw the Payment outside
Gujaral State, .

The Pensioner shall apply to the Treasury Officer concerned for the transfer of Pension Payment
Order 10 the treasury of other State. On receipt of pensioner's application, the Treasury Officer should
forward both halves of Pension Payment Order alongwith photographs, specimen signature or thumbitoe
impression of the pension as the case may be after noting the particulars of last payment to the Director of
Pension and Provident Fund. The Director of Pension and Provident Fund shall prepare a fresh Pension
Payment order in English in Standard form for the subsequent period and forward the same t6 Accoun-
tant General alongwith the Original Pension Payment Order issued by Accountant General Office, The
Accountant General will cancel the original Pension Payment Order issucd by his office and lransmit the
new Pension Payment Order issued by the Director of Pension and Provident fund to the concerned State

Accountant General for arranging Payment under intimation to the Director of Pension and Provident
Fund and Pensioner. . .

<
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Note-1¢ Certificates should be signed usually on the official letter head and/or over a rubber stamp of the
olfice, or the institution concerned, particularly in respect of the certificates signed by non-officials.

Note-2 ¢ Sce also rule 248, ' ;

248. A pensioner or widow in reccipt of financial rclu.fnol resident in India may with the pcnmmon of
Rescrve Bank of India draw his/her pension or financial relicC in India, through a duly authorised agent, possessing
a legal Power of altorney, who must produce a Life Certificate on cach occasion, unless the duly authorised
agent has exceuted an indemnity bond o refund overpayments, in which case he hus 1o praduce the life certificate
ntleast once a year, ' '

Note ¢ Tt has been brought to the notice of the Central government, that some Pensioners who arc
residents of Pakistan draw their pension (rom the treasurics in India personally or through their agents. According
to section § of the Foreign Exchange Regulations Act no payment is to be made to a non-resident of India unlcss
atherwise authorised by the Reserve Bank of {ndia to make payment. The Disbursing Officers are, therefore,
requested, while disbursing the pension o easure that the pensioner is a resident of India, and in cases of doubt
they should insist on production of residence certificate by the pensioner. A pensioner ordinarily residing in
Tndia is 10 be regarded ns resident of India and in cuse he is non-resident of India, not payment should be made
in absence of the authority of the Rescrve Bank of India to make payment. This principle should be scrupulously
adhered Lo, in payment of all peasioners. For the'purpose of this note, a certificate of residence by any of the
authorities mentioned in Article 946 of Civil Service Regulation o Rule 247 of Gujarat Treasury Rules should
be nccepted as valid for the purpose.

249, (1) A pensioner of any description resident In India Is exempted from personal appearance if he
draws his pension through an agent who has executed i bond to refund over payments and produce at least once
w year o life certificae signed by a persons authorised under rule 247 to sign such certificates.

(2) Pension bills presented by the ngents who have executed the requisite indemnity bonds may be
accepted in the Treasuries and sub-treasurics at any time during the last four days of a month (including the last
duy of a month) to which the claims relutes, excepting the month in which the pensioner is required to furnish
u life centificaue. ’

Note s See Appendix-X1V,

250, (}) The pension of a person drawing his pension through an avthorised agent who hos exceuted a
bond to refund over pryments shall not be paid on account of a period of more than a year after the date of the
life certificate last received, und the Disbursing Officer shall be on the watch for authentic information of the
demise of any such penstoner and on recelpt thereof, shall prompily stop further payments.

(2) Athis option, a State pensioner shall be paid hisher pension by the Trensury officer dxrcclly through
histher nominated bank, and for this purpose the following procedure shall be followed :—

(i) The pensioner who eleets to draw his/her pension under this rule shall open a Bank Account in
hisMer own name only in those Banks wlhich execute a bond of indemnity as prescribed in rule 165 or 166
of these rules nnd provided ulso that the Bank is ready to fulfill the relevant conditions laid down herein.

(ii) The pensioner shall Intimate the name of Bank and hisMer Bank Account number in which the
pension is t be credited, to the converned Trensury officery C

(idl) The pensioner who eleet to huve hisfhet pension pid to hisfher Bank account under this rule
shull present in person, n decluration 1o that effect glongwith hisher copy of pension Payment order and
the Trensury olficer shull fdentify the pensioner in the smime manner,as provided in respect of payment of
pension by money order vide rute 257 and 262 of these rules and keep a note on the Pension Payment
order that it is puyuble through Chegue to llu. B.mk Account and file them sepurately. .

(iv) The Treasury officer shall prep: an nnnk wisc and brnch wis consolidated pumon bill in
the Tullowing form and follow the normal pnunulum for pussing the bills for payment and shall dinw
crossed cheque in the name of the bank concerned and forward the sume to the bunk Jfor crediting into
pensioner’s aecount. The pension anount shall be ucduul tothe respective Pensioner's l\unk Accountonly.

Y-2122-21 .




80
. .
Explunation : ’
Lo - Ve e .
The expression working day shiall have the sume menning as assigned to il for the purpose of sub-rule [45]
of Rule-84.

\

PAYMUENT OF CLAIMS

246, Suve os hercinufter provided, a pens muslt tuke payment in person after identification by
comparaslon with the pension payment order.

247, A pensioner of any description who produces a life certificate signed by ony one of the following
penons s eaempted from personul appenrance :
(i) A person excrcising the powers of Mugistrate under the Criminal Procedure Code;
- (i) A Registrar or Sub-Registrar uppointed under the Indian Registration Act, 1908;
(iii) A Gazetted officer of the Guvernient;

(iv) A Pensioncd Officer, who, before retirement exercised the Powers of a Magistrote or was a
Guretied Ofticer of the Government; '

(v) A judge;
(vi) A peron holding a Government title;

(vii) A Police Officer not helow the runk of the Sub-Inspector of Inspector incharge of the Police
Statlon;

(viil) A Pusl Masler;

(ix) A Depurtmental Sub-Post Master;

(x) An tnspector of Post Offices;

(xi) Anofficer of the Rescrve Bunk of Inda;

(if) Anolficer including n Grade-11 Officer of the State Bunk of Indis, any subsidiary Dunk of the

Stute Bank of Indiv, or of iy Bunk Included In the sccond schedule of the Reserve Bunk of Inda Acl,
©1934;

.(xiii) A sitting member of Parlisment from the Gujarat State;

(xiv) A .niuing member of the Gujuent Legislative Assembly;

(xv) A sitting Member of Legislatures of union Territory government or Administeation;
(xvi) The President of a District Panchuyat;

(xvii) The Chalrmun of Nagar Punchayn;

{xviii) The Surpunch of s Gram Panchuyat;

(xix) A Guzetied Governinent officer on deputation to a Ponchuyat of to any Scmi-Government
Tnstitution,

o Tnthe cune of pensloncr drawing his peasion through a Public Sector Bank, the life cenificate muy be
xigned by on officer of Public Sector Bunk., In casc of pensioner residing abrond and drawing his pension

through any other bunk Included In the Sccond Schedule 10 the Re: ; .
serve B Y .
certificate muy be signed by un ofticer of that hank, ¢ Bank of Indiu Act, 1934, the life
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© 2200251, When a'pensiontr is a'rhinor, or is for any other réason incapable of mmagmg his own affdirs, and
had ito régdliily appoitited nanager or gmrdmn Br when 1o Such histager or guardian is nominated by the
sanctioning authority, the Colleétor may an ‘\ppllcallon by. or 6n ‘behalf of the Pcn{mncr, and suﬁjccl 1o sth
conditions as he may impose, declare any suituble person to be the managee or guardian for the purpose of
receiving, oh behall of the pc-moner, the pénsion due 16 him, and gayments of pension may be made to such
thahager of gaardiin in the samt way s to the nngm.nl holder, provided thdt sumucm pruol’s are I‘onhconung
al the time of each payment of the ongmal holder bcmg iitive Aind cligiblé to feceive the pcnsxon for the pcndd
coxcrud by l||L paymcnl Suuh dcchmuon nay, a any umL bg revoked or nllcrv.d al lhc dlscrullon of lhc Collcclor

Note : Pension of a person who is Ceriifitd 6y a magistrate to be a lunatic should be Ppaid'in aceordande
with section 95([) of the indian Lunacy Act, 1912, o A

FORM OF PENSION BILLS AND CONNECTED CERTIFICATES : [N I T A

252. (1) Save as hereinafier provided in this rule, claims of payment of pensions shall be presented on
bills in Form G.T.R. 51 a copy of which will be supplicd by the disbursing officer to each pensjoner oF his agent
or represcntative. The bill must be duly receipted by the pensioner or by some other person authorised to give
legal acquiltance on his behall, and if |hc [)C'I\IDI’I?! cannot sign his name, his thumb i lmqruS\oln gry whuc lpls is
not possible duc to physical mcumcuy hu great toc impression, the thumb or the gncu toe |.mpn.55:on being
duly auested by a well known 'md respectable person shall be taken on the bill, ’

Save & provided ¥ sub-fule 2 of Rulé 357, the pensioher’s portion of the peision paymicnt order must
invariably be puucmcd with th hlll
. .

EEITEIEP PRI TP IR}

ot eisenab

ln lhc ‘case of physuahy h.mdnnppcd pcn\mn thur lhumh/brnl lut.

]
pressions and Pardahnashi Indlcs. acquitiance by scal wark .lllulul by wmc \vull known und rupc;nbln.

peeson may be aceepied ure of, lhull\h/blcnl toe nnpxcmo S

S vl

ML G e g e et

'Note : Sce also rile 263(2).
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1t e - 2830 I cases (other than, Ahosg specified in Pul; 213 and 249 where the pcn\mncr desires to draw
pcnsmn lhroug,h an agent of a representative nominated by him, a life certificale must accompniy every pension
etains for the months of June and December. The fife certificate must be signed by 8 person authorised under
{hese rules ta sign such centificates and must be duted not ciirlier thun the date on which the bill is presénted at

R R R | PR LT FER AR N T B T T

the treasury.

254, When a Pensioner draws his pensjop Jrpugh ag agept or representative, the claim must be supported
by the written authority of the pensioner to piy the pension to the agent or the representative nominated by him
® recgive payment an his behall, Tn. suh cuses, the endorsement “Recegived payment” mygt be gigned by the
peasioner and a separaic recciptwhich need by <lnn\pul shajl be cndw\cd by the agent or the nominee, as
the case may be, in token of huving actually reccived the payment, .-

UL R A Y Vool b ol bty
255. Where the determination of a pension cannot be fixed for pnmc date, the pensioncer’s bill must be
accompanicd by declaration in Form G.T.R. 52 duly signed by the authoritics specified in Rule 247,

Y-2122.22
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(v) The Bank shall give receipt separately for each individual amount of pension and Treasury
Officer shull watch the receipts for the cheques from the concerned Bnnks.\vhich shall constitute a legal
quittance for audit and forward them along the paid vauchers to the Accountant Generul as susual,

(3) The peosioner shull be mquimd'lo furnish the following centificates annually, !
(i) Life certificate as required nnd Pucscuibed under rule 272(i) and Note 3-B under rule 273. !

(ii) Incase of Family pemsioners certificate to the effect of non-happenning of the event which
would cause terminition of pension under the sub-rule (1) of Rule 256.

{iii) Certificate of non-cmployiment os required under sub-rute (2) of Rule 256.

The Bank shall, in tum, forward to the Treasury Officer the sbove mentioned certificates on hehulf of the
contituent pensioner duly signed by the Bank as hissher ogent,

(4) The Treasury Officer shall watch the reccipt of certificnte provided in sub-rule (3) of this rule and
shall not proceed with the preparation of the peasion bills for the month of April unless and until the relevant
cenificates are received by him,

(5) tnthe event of death of the pensioner, the Bank concerned shall intimute the actual date of death of
the pemsioner and the Bank shall not release the balance in the account of the pensioners unless the clearance is
reccived from the Treasury Officer.,

(6) The Treasury Officer shall continue to follow the usual procedure and exercise vasious checks
prescribed under the rules o the extent they are not inconsistent with these rules,

Nute This rule is opplicable 1o District Treasurics only where the procedure of payment by cheques is
upplicable, '

(7) At his option, 8 Mate pensioner shll be paid his pension directly through selected P
Bauka, For this puepase the details procedure prescribed and instructions
be followed by the penstoncr, Treasury and Bavk.

ublic Scctor
asembodied as in Appendix-XV shall

-
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3. 1 further declare that except the pension specified in this bill, T am, r;eilhcr in receipt of any
family pcnsxon nor any service or disability Pcnsmn in rcspccl of prcv:ous service in any
regiment or other military formations or any other Dcparlmcm Civil or military under
Government of India or any State Govcrnmcnl

(3) When a pensioner draws his pension through an agent who has excculed a bond of idemnity under
rule 166 the certificute modificd suitably may be ﬁlbnl.d by lhc agent, provided that the pensioner himself
furnishes once a year a centificate concerning the pcnod for WhILh pension has been drawn on the basis of the
agent's ccruﬁc.uc .

(4) In casc of death of a pensioncr governcd by the Family pension scheme for State Government
Employces, 1972 and in cases in which composite sanction order for pension and family Pcnsnun has been
issucd, the Treasury Officer will stact paying fomily pension to the wndow(cr) on receipt of death certificate and
an application in Form G.TR. 54 for the grant of fmmly pension to hCI/hlS and will also scnd an intimation in
this regard to the Accountant General or peasion p'xymcnl onder i xs‘umg aulhunly in Form G TR.55.

(5) Incase a report about the death of 2 pcmioncr is first received from a source olhcr than the widow(er)
the Treasury Officer, shall after satisfying hlmsdralmut the correctness oflhc report, writc 1o the widow({er). at
ihe address givenin the P.P.O. sccking complmncc with the prescribed { form.xlnl:cs. so that paymcm of family
peasion 1o the cnullcd person(s) is commcnccd carly. .

257. (1) On appearance of ansmnm.lannLd payment of pension, his pcnom] marks shall be checked
by the Disbursing Officer and the signature 1o the receipt shall be cong J with the fascimile of the sig
taken on the disburser's portion of the pension puyment order. If the pensioncr cannot sign his name his thunb
or great toc impression on the reeeipt shatl be compared with the original impression taken on the order. In cascs
of doubt, payment may be made on the <lrcnglh of the resemblance between the pensioner and his photograph,
V~||CIC one is pasted on the Disburser’s portion of the pension payment order, pcndmb final seufement of any
qucxllon which may arise Jbl)lll uknnﬁc.nmn mark>, signature or finger i xmpru\lons

(2) A pensioner drawing pension for the first time shall be required to producc the copy of the order by
which the sanction to his pension was culnmulncnlbd to him and his signature or thumb or great toe impression
on the bill shali be compared with the specimen signatuie or thumb or great toe impressions received with the

pension payment order.

258, When a pensioner draws his pension through another person, the disbursing officer must take
special precautions agabnst fraudulent pmcnlanon of claims and satisfy himsclf the existance of the pensioncr
and on the Identity of the payce before any payment is ordered, and if the feels any suspluon shall referitto the

pensioner before Pnymcnl

Note : So far as the Disbursing Officer is concerned, the authority to s person to receive payment o[
pension on behalf n pcmmncr shull be deemed to remain unimpaired untill its termination by the death of the
pensioner or atherwisc, L known to the Dlsburslng Officer.

259, In view of the xpc(.ml risk of fraud involved in the puyment of pensions of women who do not
oppear in Public, Spccml care sh.-ll be taken in the ndcnul’cnnon of such pensioners. The descriptive rolls, when

ariginully prepared and the periodical eertificate of the conunucd existence of such women shall be attested by

two or more persons of rc\chl.lbl]Ily in the town or village.
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Nute 2 In the case of female pensioners whose pensions are tecminable on their marriage or remarriage au
declaration in Forn G.T.R. 52 shult not be necessary for the month of December as the pension bills for that
month will be supported by a centificate in Form No. G.T.R. 53 vide rule 256.

256. (1) A decluration in Form G.T.R. 53 shall be obtained at the time of Annyal identitication os under
from all receipients of Family Pension, whose Family Pension is terminable by their marriage or re-martiagc
nd attached to the bills for the pension paid for the month of September.

System of Pension Month

Payment.

I By Money Order . April or May i

2. By Prescnting bill B :
at the counter May or June

3. "Mirough Bank under
LR.LA System

July or August

The above centificutes shull be atiested by the respectuble persons as prescribe, under rate 247,

Lvery pension disbursing Officer shall submit
statement showing particulars und dates of lnst payments
the ubove decluration in the montls of October.

pension Payment order issucing authority concern n
of pensions in respect of the cases of failure 1o furnish

(2) A cenificute of non employment prescribed os under shall he oty
identificution from afl pensioners in receipt of service pemion other than those dr.
= pon. (excluding temporury increase). If o pensioner who is required 1o sign the cenificate js re-employed cither
permanently or temporarily in 6 Government establish or in an establishineny paid by a Stare Government
or by a Local Fund, during the periad for which pension js claitned, he must furnish the necessary particulars
therein and the disbursing officer shall ascertaln and repoy regarding such rc-:vilp|oymcm
have been duly obscrved.

ained ot the time of annual
awing pension uplo Rs, 750/

it whether the rules

In the cuse of a pension permitted under rule

s of Governinent to draw pension after re-employment, the
certificote must be modificd dccording to facts, ’

Clil('l'll"lCAT['l

1. Ihave notbeen re-employed during the period of this claim in an,

ploy y Government in India, uny
locul body or any inslitution wholly or partly financed by Gover

nmene,

2 1 nm re-employed in
cffect from,
claimed,

wnWith
not been

nd hence Temporary incrense

-
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St . Name of Pensions Month for Amount
No. . Pensioner payment which of
Order No. Pension . returned
paid by Money
Money order
order
! tothe . L .
Pensioner. \
) 2) (3) 4) 5
" Date of Datcon’ Reasons Details of credit to Govi. Account.
receipt *' which of !
T of : amount-Credited ~ Money
Retumned inthe Order |
Money Cash book. Returned.
Order. ’ ) )
) 7 (®) 9)(i) 9(ii)
Date Amount
., Signature Date of .;, Signature o . .. Remarks
of repayment of '
" Treasury of ! Treasury '
Officer/ Returned - Officer/ R
© Sub-Tieasiry  Money. Sub- o A : .
Officer. Order Treasury
. IQfﬁcclr. '. . )
(10 [4]})] (12) (13)

{iii) A mount received on account of unpaid pension shou!q be credited in the cash book on the same
day and cash should be credited into Govt. account under the appropriate budget head within two days
fromn the dute of receipt of Money order,

and shall arrange to make the payment of pension to pensioner and also make the noic under attestation
regarding verification of credit in the register prescribed in note 3(ii) below rule 262 (i),

. o CERTIFICATE
"Certified that a0 amount of pension remitted by Money Order to the pensioner, which returned
unpiid has been credited on date under the budget head 0071 and the said amount is
inctuded in the daily total of Rs....eovo.......... «.....0f that day.

(v) A note regarding the repayment of unpaid pension should be mude agiinst the name of pensionce
concerned in the G.T R. Form No. 57 of the month for which the Money order is returned unpiid and shall

Y-2122—23
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»*1 260, (i) Each Disbursing Ofiicer shall keep a register in Form G.T.R. 56..0f the Pension payment Orders
issued on his office. On receipt of Pension payreent orders from the Pension Payment issuing authority or transfer
from other District, after seeing that a new order is coreectly, entered in this register, the Disbursing Officer shall
put his initials in the prescribed colump. |

coluui e i vtuuers wal oo u

B L T T Y (DN T

Sl el s oot (5
o 0457 “Every payment shall be'éntéred o the reverse of Pensioner's ix)'nildn'zif Pension Pa;rifcn("();cic'r'alﬁa
in'the Register of Pension payfent in (G.T.R. form 56§ maintained at Treasiury or Sub-Tredsury Office and shall
also be attested by the signature of the concemed Disbursing Officer”. I T
{iii) Separate Register of Pension Payment shall be mainained for different system of Pension Payment.
s (iv) Disbursing Officer shal) mak.e Necessary.note ofxmm[er of Pension payment ordec in the register of
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261. Atthe request of the Family pensionerin case, where the pension amount per month does not exceed
Rs.1300/~ may be remitted by postal money order at the Government cost any wheére within India. In gl other
cases the remittance by postal money order shall be at tho request and expense of the pensioneronly. In case
where the pension is remitied by Postal Moaey Ordes the following rules shall be observed. ..

S et e el e -

262.(1) A pensioner who elects to have his pension paid by money order slhould ‘prcsenl in person to the
treasury officer a declaration to that effect, with his copy of the pension payment order, The Treasury Officer
Shalild thén sdcatify the pensioner a 1did down'ih Fule 257, After this has béen done he shoud paste the deciaration
and both portions of the Pension Payment ordesin the separate file headed *Pensions payable by Mdney ordes:
Separate files should be kept for pensioners getting pension'ar Gévemment expenses and at theirown eiipcnsc. In
oider that every pensioner should get his pension oni:1st of every month, ihe Treasury Officer should during the
last week of the month for which pension is payable arrange 10 make outa money order form, subscribiog therean
“Note payable before the 1st Proximo!” for cach pensioa recorded in the files mentioned above, less mone:

y order
commission in cases where the Money order expenses are to be borne by the pensi and make cor J

entries in the table on the pension payment order. Thc'Treasury Officer should sign the moncy order form anz
tia| the entries on the Pension Payment Ordey after carefully comparing the doc

would operdie in respéét of remitiance of pension for ail the months of the year except March in which case, the

oo e e te JTReSpect Of re
pension will be remitted on o
Lo Yl L en et H

fiet Tst April but not tater than Sth April o

R PR NI PR

e

Note-] ; Separate lists should be prepared for pension payable at G
expense.

ntexpenses and at the pensicnier’s

KX Wy IR I

R st g vl e s e e et s, 1 P el .
R N cases, where the pcnsioln is remitted at Government expenses, as per lhe[ provision of rulc 261
the charges on account of mqngxlorde[;(:qmmiis?m for remittance of pension through Postal Money ordes will be
bi inor he'a}.l;
ér retiremeni benefits®,
Nt expenses are concerned.

postal money order at Government expenses is
Gnless the pensioner specifically agrees 1o bear,
mission should be deducted while remitting the,

em {n bills relating fo claims of pension and the expenditure will be debited to the
“cost of remiltance of pension by money order” under major head “2071 Pensions and oth
50 far as State Government Civil Pensions payable at Governme,
b 1. Note-d ; (i) The cases in which the pension remitted by

retumed unpaid should not be remitied by Postal Money Osder
the cost of Money order Commission and the Money order Com
pension.

LR N T IR NI AT TP [N R T P ey
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263. (1) Where owing to old age or inlirmity or in consequence of some physical disability, it is not
possible for a pensioner to present in person to the Treasury Officer o declaration clc'cung to have his pension
paid by mohey order, the Treasury Officer may aceept instead a written declaration signed by the pensioner
which is duly verified under his seal by a Gazetted officer, g magistiate, a mamlatdar, Taluka Development
Offlicer,  police officer not below the rank of sub-inspector in chaige of police station or any Government Ofticer
ol equivalent rank having his head quarter where the pensianeris living for the time being. The officer veritying
the declaration shall specify the circumstances in which he holds that it is ot possible for the pensioner 1o Present
the declaration in person to the Treusury Oficer,

(2) Should the pensioner by physically incapable of signing the declay ation, the Disbuising Otficer nkty
autharise payment on Production of a certificate from the Civil Surgeon of the District or a Registered Medicy)
Peactitioner ta the effect thar pensioner is alive but is unable to sign the required declaration, In suchacase, the
pension may be paid to the heir, not being minor, who would reeeive puyment of the areears of pension in the
event of the pensioners deatly, provided it is certified by the Colioctor that the person ckiming 1 be the heir, is in
fact the heir ind continues (o be the heir throughout the period for which he draws the pcn\i(in.

-

SPECIAL RULES ALILICABLE T l'QlJ‘l‘IL‘ALl‘L;‘!SlQ‘_ NEKS ;

264, With the special sanction of the Accountant General, in each case, the following procedure iy be
employed in the case ol groups of political pensioners, who are puid by, and arc in charge of u Political ofiicer;-

(e Inlieu of Pension Payment order for each pensioner, an order for the payment of the whole group
will be issued by the Accountant General in Form G. T. R. S0 cuch entry having a number in the forms
33071, 33072 and so on, where 330 s the register nuinber of \\'h\_llc documents,

(h) The ofiicerin charge of the pensioners, should draw up o monthly bill, in the following forms, in
whichall ihe names should be entered in their proper order, eventhough nothing is drawn for the pensionery
entered -

() Number of pensioner ;
(i) Name ¢
(iii) Monthly pension ; o » ,

{ir) Amount of Arrems awn ;

N . X - (1)Month; . . o

(2) Amount ;

(1) Amount drawn fnrculrcn;l month ; o e

“(r) Income Tux decuction R ' \

(vir) N.cl amount payable to each pensioner ;

(viii) Remarks : this spece will be used for acquinance in Political Officers awn copy ol the
hill.

(¢} The following certificate should be appemded 1o the bil) .-

' . . o : b
o " Centiticd that all wmounts drawn in fust months bill have (Iuly disbursed and receipts tuken,
with due preenttions as to the identificdtion of the puyees, with ihe exception of the following
tmounts, now refunded :-




%
be atiested by the initial of Treasury Officer.

NulL—t ¢ In cases of Mived Pension _I’uymcm' order debited to various State’ Governments, the
pensioit by Postal Moncy Order at Government cxpenees may be remitted if'a part of the pension is debited
to the Gos emment of Gujarat, ) )

Nute-5: The pension by Posul Money Order at Government expenses shall be remitted in case of pensioners
drawing their pensiuns from Panchayats ns well as parvashi pension,

Note6 ¢ In order 10 minimise the risk of froud, the Treasury Olficer should compare the sig'n:nulc on
atleast ten pescent m;lncy order receipts every month with the pensioner' .\:ignalurc on the disburser's purtion of
the Pension paymcnt onder, The Treasury officer should also satisfy himsclfoﬁgg:r?}cnr in such manner as he
thinks desirable, that 1he Pensioner is actuatly alive. In token of hnving done so, he must endorse on the scheduie
of payments for the month of junc each year, a certificate to the cffect that he has satisficd himeelr that fhe
pensioners were actually alive on the dates on which the pensions were remitied to them.

(2) The Procedure prescribed with regard to annual identification inrule 272(i) and Note 3-B. under Rule
273 shall be applicable,

(3) In cuses where délcrminuliun ofa
should, before ICI.nilling the pensions for Dee
G.T. R. 82. Female pensionens covered und,

pension can not be fixed for A precise dute,
ember and Junc obtain from the pensioners th
er this scheme whose pensions are termin

the Treusury olTicer,
e declaiation in Form

able on their marige o

cre already uttined the g of S0 years und vihers
pied from submission of such centificate. For this purpose the female

pensioner shall furnish their date of birth 1o the Treasury Officer w ho should record it o the pension payment

order.

(4) The Collector should arrange with some villoge offici

the police rq‘r feporting prompily 1o the Treasury Officer the dearl
order. TR ’ o

al or other suituble subordinate ogency, such ay
Vol a pensioner whose Pension iy paid by money
. . . '

(33 It will not be ecessary 10 prepare sepurate pension bills for suc
shown in v sepurnte suhcdulc inForm G. T.R. §7 which will servo as g v
form, should be endorsed on the schiedule by the Treasury officer.
paymenis noted in the schedule hyve actually been remitted by moy

h payments. The puyments should be
6uchcr. A centificate in fhe following
“Certificd thut 1 have sutislicd myselt thay ul)
ey order™; oL

(6) In the schedule of pension P

yment, the Treasury Officer should furnish the following cert
ey e .
month

ilcate every

'

X ."Cc'ml':cd that ] huve satisficd myself tht i pensions included jn the schedule of

errenenaes huve been puid to the proper persons and | have obt
¢ payments and filed them in my office”,

previous third month
ained the Moncy order receipty in

262.(7) ’I'ﬁc amount to be remitted by moncy order sh

! ; 0uld be auljusicd by transtir eredit o the Post Otfic
in uccordunce with the procedure prescribed in Rule B4, : e

£~
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(¢} I there huve no alteration, the Political Olficer. should append to his bill a statement thin, "there
have been no alieration in the list ol pensioners under my change in the pust month™,

265, [n cases in which Political Pensioners are exempted from personal attendance, the Disbutsing Olticer,
il he entertains any doubt which has no convenient means of removing shall refer the case to the Government
through his immediate superior for orders. but payment of the pension niay not be suspended pending the result
of suchreference.

PAYMENT OF COMMUTATION MONEY §

266, The payment of the commuted value of @ postion of a pension can be made upon the authority issued
by the Pension Payment Order issuing awthority only to and upon the receipt of the person legally entitled W
receive itund not otherwise.

GRATULLLIES ;

267. (1) Gratuities except provisional in case of retired nan-gazeued Government servants shall not be
paid except on an authority received from the Pension Payment Order issuing authority o whom the sanction is
communicuted by the sanctioning authority or by an other audit offices. The payment can be claimed on the letier
of nuthority itsell und no separate bill is necessary and payment shall subject to the provisions contained in this
rule, be made in the same manner as laid down in rule 361 and 362 in relation to Provident Funds,

Nute : When at the option of the gratuitant the gratuity is to be drawn by the Head of an office, he shull do
0 by presenting a bill in Foriy G. T. R. S8 und shail furnish 1o The Pension Payment-order issuing authority,
within i month of the date of drawal u certilicate of disbursement.

(2) Provisional gratuities sanctioncd by the competent authority shall be paid by the treasury on receipt off
sunction imd production ol u copy of the sanction order endorsed to the gratuitants, In case where the provisional
death-cum-retirement Gratutity is to be paid in some other district, sanctioning authouity should send his specimen
sigmature duly attested by the Treasury Officer of his District to the District Treasury in which the payment of
provisinal death-cum-retirement Grututity is desired. ’

(3) Dacument vie, photo, specimen signature, thumb impression and marks of:dmufcauun may also be
sent i the Treasury Olhcur Yor idemtifying the grawitants.

Notg : The procedure laid down in sub-rule (2) and (3) of Rule 231 shall be tollowed for payment ol
provisional gratuity. However, in casc of the Departmental inguiries/judical procedings, the payment of provisional
D. €. R. G, shull not be authorised and puid. .

LNDRAW N PENSION AND ARREARS ; .
GENERAL:

268. Unless the Government by general or specianl orders direct otherwise, it a pension puyable in India
remuins undrawn for more than 12 months, the following procedure will be observed by the treusury Ollicer in
making payment ol undrawn pesion.

(i) In the cnse of pension remuin as undrawn for more than twelve months but less than
twenty four months, the Treasury Officer shall keep the concerned pension Payment Order in his
personul custody. 11 the pensioner afterwords appears or u claim is presented on his behalf. The
Trewsury Officer may resume puyments. ’

Y-2122—24
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No, Naine Amount Remarks.,
refunded.
t 2 3 4
() The 1otal to be paid will be made ns fullows =
Arrears as per ltem (iv) 2 Rs.  ps.
Current month os per item (v)
Total Rs.
Less income Tox and Surcharge
Lexs undisbursed amounts
now refunded.
Net amount to be paid
_—

Aany refunded amount can be drawn at any time upon quol,

the amount was refunded.

(e} If uny nltermions have been made in the list of
Ofticers should uppead & stutement showing :—

ation of the month's bill in which

pensioners during, the past month, the Potitical

No. of Nume Nulure of Reasons for
pensiuner, altcruion guotation of
or lupse, order.
| 2 3 4

) No new name con e brought on the list and
Geneeal hos registered and given the numibier to the new ny

inchurge.

o new pension drawn, wistit) the Accounti
me, and commuiicuted it 1o the Political Officer

/,

e
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(3) A notice of madification of nomination including cases where nominee pre-degease the pensioner shall

be in Form G. T. R. 60. The same shall be sent in triplicate to the Penvion Disbursing Authority in the manner
specitied in sub-clause (i) of clause (A) of Sub-Rule (2).

The provision of sub-clause (i) of clavse () of sub-rule (2) shall also apply Muratis Mamtandiy with
modification. , . . ,

(4) A nomination or fresh nomination o a notice of modification of nomination referred 10 above, shall be
signed by the Pensioner, or if he is illiterate, shall bear his thumb impression given in the preseace ol twa
withnesses whao shall also sign a declaration to that effect in the nominution, fresh nomination or notice or
madificarion of domination, as the case may be,

(5) Nomination, Iresh nomiiation or notice of moditication shall tke cffect from the date of reeeipt thereol
by the Pension Disbursing Authority or head of Ollice, as the case may be.

(6} A nomination referred w above and aceepted by the pension Disbursing Authority or the head ol olfice
shall be conclusive praof with regard 1o the peasion nominated o receive mreans ol pension of the pensioner.

(7Y Subject 1o any rule or order e by Government in this behalt] the payment ol arvears of pession due
in respect of deceased pensioner shall be regulated by the following rules,

(/) Pension can be drawn for a day ol pensioner's death the hour at which death takes place has no
cifect on the cliaim, .

(1) On the death of pensioner payment of pension actually due shall be paid o hisMer nominee as
referred 0 in sub-rule (2) in accordance with the provisions of the existing rules governing the mode ol
payment ol pension.

(fii) In absence of nomination as referred 1o in sub-rule (2), on the death of pensioner, the payment
of any sreaws actually due may be nrade 1o his/her heirs provided that they apply within one year of hisher
death. They cannot be paid therealter without the sanction ol the authority by whom pension was sanctioned
which shall be obtained from The Pension Puyment-order issting authority.

Prowvided that, if the arrcars do not excecd Rs. SU- and the ease presents no peculiar features, The

Pension Payment-order issuing suthority may pass the arcars on his own authority.

(iv) Subject i provided in proceding cliuses the payment of arrears due to the deccased pension
may be mide us follows after obtaining the necessury widertaking in Form G. TR 14,

(1) When the amount due does not exceed Rs. 1LOOUKKY— payment iy be made under the ordens of the
competent swthonity who wil) make such enquiries into the rights and titled ol the chimants as he may deem
sulficient.

(1) When the imount due exceeds Rs. 1,00,000/— payment may be made inder the orders of Govermineat
on the exeeution of an indemnity bond with such surities as Government may require, if they are satified ol the
right and title o the ¢liimant and consider that undue deluy amd handship would be caused by instistunce on the
production of letters of administration,

. (¢) When reason For doubt exists, payment shall not be made except to @ person producing legal suthority.

Note-1 : For the purpose of (a) nbove, the word *Competent authority” means =
(i) In ease of deceased pensioners who were holding any of the Tollowing posts at the time of
vetirement, the uuthority shown against them;
(1) Non-Gazetted s Deud of Ottice who diaw the pay end allowance ol the penon
concerned before retirement.
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(i) In the case of pension remain undrawn for more than twenty four months but less lhfu\
thirty six months, Treusury ONicer shall forward concerned Pension Pnymcn.l Or.dcr :Il(),l\g\\:llh
pensioner’s application to the Dircctor of Pension and Provhlcnl‘Fund for rL‘V:Ill.d.IlIOIl of P ension
Payment Oder ou receipt of Pension Payment Order duly revaliduted by the Director of Pension
and Provident Fund. The Treusury Officer inay resume payments.

(iié) I in any case v pension reinains uadrawa for more than thisty six months. itcun not be
paid without the sanction of the concerned Administrative Department of(_jovcmn'lcnl which ;‘,h‘.'“
be abtained through the Director ol Pension and Provident Fund,

(2) The provedure prescribed in sub-rule (1), sl apply to any clirimn lor payment of Gratuity, Commutation
ol Pension and Family Pension payable to Pensioner.

DEATILOE PENSIONERS . .

269. (1) Any pensioner to whan any peasion is payable by the Government out of the cansalidaned Fumd
of State imay nominate any other person (hereinafter referred as the nominee) who shall receive alter the death of
the pensioner ill money puyuble 1o the pensioner on account ol such pensian, on, fefore or after the date ol stch
nomination und which remain un-paid immediately before the deathvot the peasioner. The nomination shall be in
the Form G, T. R. 59,

(2) The Tollowing procedure should be followed for giving, sccepting ind recording the nomination.
(A} Pensionery whe bave retired o o before 281 April, 1984, ¢ .

(i) Every pensioner who has retired on o before 28th April, 1984, shall give o nomination in
triplicate by persomal service after taking receipt or by sending ihnougl ecgistered post acknowledgenient
due to the respective pension disbursing Authority, nemuly branch of 4 nominated Public Sector Bank or

Treusury (including sub-treasury) as the case may be through whom pension is drawn,

_ {iy Within thitty days of the receipt of nomination, the concerned pension Disbursing Autherity
shall get the particutars of the pensioner, as ioncd in the nomi

verify with reference to the
availuble records und return to the pensioner, after obtaining o receipt therea, the duplicute copy of the
nomination duly attesied by himor any ofticer authorised by him in this behall, The wriplicate copy sl be
sentlothe Head of Office of the Depantment from where the

pensioner had retired while the originat copy
of the nomination shall be recorded. -

(8) Cpluyecs who ure due to retiee afier 28th April, 1954, ¢ .
(7} Every Employee who is retiring after 28th April, 1984, shall give a nomination, in triplicate, to

the bead of office of the departiment from where he §s retiring within three months before or alter the dite
of retirement,

(i) Within thicty dsys of the receipt of the nomination, the head of ol all et the panticulars of
the pensioner s mentionéd in the nomissation, verity with refesence to the rdeords of the estublishment and
return i the pensioner, after obtaining the receipt thereof, u duplicate copy of the nomination duly ntrested
by hin ur by an officer authorised by him in this behalt, The triplicate copy duly aveepted shall be sent 1o
the respective Treusury Officer, who iy keep it he bs the pension Disbursing authority ulongwith te
Pesion payment order, otherwise he Shall Pass #on 1o the respective nominated Public Scetor bank
alungswitli the Pension Payment arder. If the Pension Payment order has alreudy been issuced n o particalur
case, the nomination shall b seit seperately quoting the pension Payment order Numibe
of the pensioner to enuble the peasion Dishursing

dather paticulary
duthority to link it up with the pension payment order,

.,
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271, When u pension ceuses 1o be puynble during the life-time of a pensioner, both portion of pensions
payment onder shull be returned by the Dislwising Officer to the Pention Payment-onder issulng authotiry after
making the Tast payment and with a note recording the reasons for the cessution of the pension,

272. (1) On the fiast appearunce of s Pensioner on or afie first of month each year prescribed us under:

Systemal Maonth In which Pensioneg ; I Pensioner doey not appeur personally
Pension 15 to be ddemity/ or produce the Life Certificate from the
Payment, bt L g et Is to be produced, Competent nuthorhy: presceelbed in vale - -

272, Month from which pension is to be
stopped il personally nppear or Life
certilicate is produced.

1. By Money ander April/Muy Jume
2. By presenting bill May/Inue July
at the counter,
3. Thiough Bunk under July/August B September

Individual running
ledger Account System,

The disbuising oflicer shall, exeept In the case of pensioners whose specimen shgnature or phutos ure
uttached 1 the pension pay ment arders, take i Tmpression of the thumbs and nll the Tingures of the pensioner's
left hand on the penston bill, The pensioner shall thea be identified from the Putticutars given in the Disburser's
portion of the Pension puyment order or in the reglster of Pension Payment as the cose may be. Kleatification
shall also be mude by mn examination of (he lnpression given on the bill with those attached to the pension
Payment onder or kept in the Reglster of Pension Payment o1 by reference 1o the pensioner's photograph where
one Is pasted on the disburser's portion of the penston payment onder, if he caol be identified by other means
with absolute certainty,

The provision ol this sub-rule with regind to the tking of the thumb and finger impressions for purpose of
pensloner and the examination of such | presslons for purpuse of ldentificution may be relaxed or modified by
the Governmen,

(2) Except Indian Princess, person who huve been guzetted alticers, person who hold Government titles
nd person who have been apeciully exempred by the Government on the ground that there can be no ditTiculty in
s identificaton, all pensloners shall be lable to the operation of this rle,

() Parwctanushin Iodies und il tate pensioners must give o thumb impresslon on their bills in the esence
ot the person who grants the life cer lificwe, or fn the case of Iliterae pensioners who personally atiend the paying
office before the Dishasing Officer, ,

278 In ull cuses referred to n Rule 247 and 250, the Disbursing OMicer must uke special precaution o
Pprevent infpositions and must at Teast oncs year, recelve prool independent of that furnished by the tife centificate
al the continued exisience of the pensioners. For this puipose, the disbuesing oflicer shall save in enses of
exemptions from personal appearnce aliowed by anders of campetent authurity, require the peronal atendance
and due identification of wll male pensloners who are not Incapacitated by bodily itlaess or infirmity from so
attending amd in all such coses where such Tnability may be allgged. he shall require proof thereal fn addition 1o
the prool submitted of the pensioner's exdstenve, The disbursiag oficer is peronully responsible for any payment
wiongly nunde, and In all cases of doubt, he miust consult the Accountunt General,

Note-1 1+ The disbursing officer may athis discretion and for reusons 19 be recorded, privitely identity
und verily the continued exlstence of a penstoner und dispense with his personal appearance preseribed in this

tule but this pawer shul be exdéreised only Inspeciul cases sch ns of those wlio held high oMices before retitement,

Note-2 3+ The rule In thds section do not npply o cuses goveened by Rule 261 and 263,

Y-2122-28
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() Qaretted s 1leud of department coneel ned,
() Head of Depmtment £ Administrative departnent coneeraed fu the Sachlvalayn.

Provided thatin respectof on gaseited ullicens of Depintments which iave cemed to exla, the Collector
ol the dintrict goncerned shoubd by tcated as competent nuthority.

1id) 1 the penviomer died ufter commencement of the payment of pension to him the Mantatdur s
Matialkati of e Tuluho ar Mahul, bs the case may be.in w Jich the Sub<Trensury fram which the umaunt
of pension wis lust deawn by the pensloner, I situated 1f the nircars of pension does not exceed
R, $IKW=, For the prupose of Disuict Trensuy, the Mumlatdar whose head quarter are shuuted at district
Treud quanter shall excrcha the poswens. i cines of uvems exceeding Rs, SO/= the Callector of the Disnict
fn which the Treusury Is sitwated,

Note=25 Fur puyment uf the prears of pension due t s decemsed penstoner, the Fform SY 160 pivseribed
by the Compiivitler and Auditor Qenerut may be adopted with the moditication thit e words “p heinship conliticate
spned by b Mughtiie or Justice of the peace™ 1 the Form the words * n certificute slgned by the Cullector or
Manthutd of the place whete the prenstoner resided” should be substituted,

Notem s The dndemnlty bond retened o above should be executed In Form G T R, 1

(R) Any person lulming s the helr of a deceased pensionet shall be required Lo produce the pensiona’™
peaton ol the peasion piyment order or If no pensiun payment order his been Bsued, the copy of the ardur in
which the sunction o the pemion was communlented o the pensianer or the heir,

() Aftes payment ol arrears of pesslon boih partion uf peasion pryment order shull be retuined by the
Disbursing Ofliees for i perivd of thice years In the cuse of service peaston mnd sin yeurs in the cise of patitieal
penaion md therealier tiey shull ieturned by the Disbuising Otfiver o the Pernion Payinent order baving authority
alth n forwarding ketter Intimating the dite ul death of the pensloner and dute of payment of anears,

REPORTS TQTHE PENSION PAYMENT ORDER ISSUING AUTIIOTIRY S

270, Every Penslon Disbutsing Otiicer shull submit o the Penston Payment onder issuing nuthurity every
wlx months o stitement of canes of fablure tadawy penstons, The stutement sbiall be prepared intwo pnts, une pan
sow g the mes of ull pensioners wha huse nat drawa thelr peaslons for six yeans or for three yens, weconding
e the pension e classed as Potitteal pensfon or vthee pensions, and the other pant showling the nnmes of
pensionens other thim these Included fn the former part, who have not drawn pesstons for moie than ane yeur, The
reanans fot the non-duswal, i knaw, sbinll be stued wgainst each nume,

e disbuted's portions of the pension payment orden of ull pensionens w hose mames are included In e
Ll the stutement, s o of decensed pensioners, where the nreeues af peasions due nre not claimed within vie
yean ol the penstoner's death, stull retied tthe Pemdon Payment-onder issaing authutlry atongsw it the siutement,
The Disbursing Officer xhull soe out such eoses by examining the tites of Pension Payment order every month,
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CHAPTER 1

WITHDRAWAL FROM GOVIRNAL r A('('()IIN'I:.

WORK EXPENDITURE ) ' !
GENFRALY

200 The andon b ihla bapres sl apply 1o expraditare on aped bl wenvioa conmeetad with e conste.
Hon, repals v malntenapee oF Inltclings, vomln i other wonks of Jubilie tiliny, whether enpbed o hy the
Rovasd il Dl Dsspan twent o ol Sneeinl ondens of e Chaverment, Dy the deputiment usling on el ing
sl worha Vpeadiune on Pty coimtietos mnd sopni, whivh mle iy onelor Iied by the Governnient s
fasuted s comthingent experdinge of the departionnt iewing 31, s nblect 10 the s W Chapien 9,

MODLOF CUPAINING CASH

T8 Svo whiewo mida the provisdn of e tlen i Dbualng Oftlees i b bsed o abian fonds by
thaselng ehegus oy the tenniy on the Bunk o on presentition of o aliple revelpt, eash tegilied for worka
oxwrnlie iy be diasen n contingent Wiy In acewndines witly e movedmo prserlbed In Chapter v,

2700 Wheeo contligent Wil e s Tor warkn expenditare dtalla siow g the nnie of the winh, tha
mnnilen il it of e ogdey witthcthanling the otk and i wmount of the xmctioned entinmte, shall lnviufbly
D eartersd I the (W10, A Tl deseription ol sucl flem ultle expenditure togethor whh detalls, w herg nevonsiry,
Ahowhing the raten et quantitfes shall o glven, mnd sub vouchons tugethor wiih thy actal pyeen tecelpt, shafl
e famvnalienl i oeeonditen wiils o nilgn in Chuprer 9 When it s nor ol o ghve detall althe expenditug
HEthe e of st lng the bil) thoy it e ghven sibiquently I DL foro QU1K o Demeled “Not payhig
althy Trowany™, i which the s onniy Nl vonwhers shlt be atached, The tanmisalon 1o the Avccotintint
Clonenal of the detnited DI s iy Suly youchor whall wever bo deluyed for more than montly,

Notv s Fayinen for Tabow alionld e Auppied by e eendflento presciilind I rto 190,

PAYMI

NIV CHEQUEN

77 (1)t ewivn Jy whic ebinbmendog ofticon s authoried o dy hesies ou the teasiy or the ok,
i payowents I reapect of workn eapencditine wlall be mle by chequea, in far un possibla, In thawlig sucly
Chesguon e Diabunaling Ol teor shall he Builled by tie General Rulon, aid down | Chupies 3,

Nute 1 bon tlw puspone of i winl atbertlon, ol (his chnptey, Tiewnury inehuden o militny onstiry chesg
Wl whish the ishaadng oftive iy e placed I neennnl,
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man being employed on the work and on the duties for which his appoiniment was sanctioned. Sanctions 1o the
entertinment of the establishiment shall be quoted in each casl,

Note : Acknowledgement of the payee may be oblained on the office copy of the hill itself. However,
where this cannol be conveniently done, acknowledgement muy be obtained separately and attached to the
office copy of the bill as sub-voucher,

284, Wages remaining unpaid on a p.n.s.\cd bill on the date fixed for closing the accounts of the month
may be paid subsequently when clainted, on o separate bill, reference to the bill in which the charge was
originally included and to the particular item thereof heing quoted in each cuse. In making payment of arrears,
suitable note of payment must be kept aginst the original entries in the bill or other records so as to guard
against sccond payment, . :

PAYMENT TO SGPPLIERS AND CONTRACTORS :

285, Unless in any case the Government afier consultation with the Accountant General direels other-
wise, paymients for all works dong otherwise thun by elaily labour and for all supplics shall be made on the basis
of measurement recorded in measurement books kept for the purpose. Claims for such payments shall be pre-
pared, us far as pussible, by the cliimants, themselves in authorised form of the bills and vouchers and no
payment ather than an advance payment may be authorised unless the correctness of the claim in respeet of
quantitics and rates, as well as the quality of the work done of supplies made have been aceepted and all
calculations carclully checked by & responsible officer.

Subject to such general or special Instructions as muy bo issued by the Gavernment after consultation
witl the Accountant General, fmeasurement books may be kept in such farm and according to such methods as
muy be authorised by departmentu! regulation, .

l'!\\'M.IiN'l' FOR WORKS DONE THROUGI LOCAL BODIES ;

286, Witen the muintenunce of any Government building or roads is entrusted to a Local Body, the
payment made to it on this nccount shall be treated in the same way s payments for work done by contractor,

[Flumpsum payments have been ugreed upon, each payment must be supported by centificate recorded by
a responsible Government officer that the work hns been done in uecordance with the conditions agreed upon,

CHAPTER-12
WITHDRAWAL FROM GOVERNMENT ACCOUNT.
MISCELLANLEOUS - PAYMENTS - REFUND OF REVENUES ;

287, (1) Refunds of revenue can be druwn only on the demands and onthe receipt of the person entitled
to receive them after production of proper authority, ’

o enses where moneys nccount of revenuce due 1o Government were received and eredited to Governmeny
accounts by deparimentul officer or where such moneys were credited 1o a trensury with which he has account

Y-2122:26
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Notes 12 1 is not perninlssible 1o draw cheques and deposit them fn the departmental cash chestat the end
of the year for the purpose of showlng the full amount of the grant as utilined,

Note:2: Payments dug to contructors may be innde to their banks direct in accordance with the provi-

sloas of the nute below rule 206, R

PAYMENT 10O LABOURERS . e

278, A a generul Rule, nnd subject 10 such exceptions ns may be nuthorised by Deprramentul regulu-
tiony, wagea of lubourers enguged depanmentally shuli be drawn on muster-rolly showing the numes of the
lubourers, nuber of days they huve worked ond the omount due 1o each. The duily attendunce and absence of

labourers and fines, ifany, Inflicted on them must be so recorded ns to preventuny tampering with or unauthovised

ndditions to, ihe entires once Mmade, .

Subject ns provided ubove, the muster-rolls may be kepl in such form and In nccordance with such
methods as may be authorised by the department) regulations, ’

279, The puyment made on muster rolls must be mode or witnessed by the officer of the highest standing
uviakible in the disbuning oftice, who should certify to the payments lndividunlly or by groups, The amoung
puid on ench date shult be noted in words gy well gy figures nt the foal of the muster roll,

\ .
280, I8 any itcann remain unpuid, the detnils thereof mus be recorded sepurately in the mustor-roll in
Miich they werg originally drawa, before it js finally passed by the person who made the Puyment. Unpuid
{temn shall sulnequently be carrled forward from muster-roll to muster rol| until they are paid, the Pityinents
being recorded and certified bn the syme Wity us current ltems, :

anwillmundlng anything containgd in this rule, Bt will be optiongl with disbursing oll'ﬁccrl
other alternative method of making payment of unpaid wages, provided tha o Aystem:
Malting unpaid is maintuined on the hasis of the original emerles Ty the muster roll iy

0 udopt any
atic fecord of jiems ree

which they wene druwn
und that sultuble precuations ore fhen t prevent double puyment,

281, The Divinony) Accountunt or uny other responasible officer shouly cerlify in the billg presented (o
the Treusury thut the requlrements of these nules have been sutisied,

PAYMENTS TO WORK CHARGED ESTA BLISHMENT

282, Wages of members of work-churged establishment m,

ay be druwn on (he form of puy b of estub.
tishment (Form G.T.R 30),

283, The nnes and clshng of he citire work-charged establishinen) concerned,

> including bsenteey,
Msthe shown b detail in eacly bil), The nuines shall e rouped by works on which the

men are cmployed ang

the dvawing officer must certify that the men were on duty during the Periods showy BinSL their naines cuch
TN i , CUy

it
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was originnlly deposited and the amount, if any, already refunded in cases where the amounts received from
morc than one person were credited by a single chalan by him and present it at the treasury afier acknowledging
the receipt thercof in the space provided for claimant’s signature and ufter scoring out the words “claimant's
signature™. The Treasury oflicer will then make the payment to the departmental officer afier verilying the
creditas stated in the fiest paragraph of this rule.

(2) Payment of such refunds may be made to the refundee himsclf or to a person duly authorised by him
ta receive payment provided that the receipt at the fool of refund voucher is signed by the refundec himself. The
precautions prescribed in Rule 119 shall be observed in this case with special care,

(3) Notwithstanding the provisions of sub-rule (2) above, the refunds of fees of Government Educational
Institutions may be drawn by and paid to the competent authorities of the Institution concerned. These authorities
will be responsible for disbursment of the amounts so drawn, to the studenls to whom they are due.

Note s Special Forms have been preseribed for refund of Sales Tax and insurance premia,

290. (1) 17 the amount of an examination fee, originully deposited in the treusury or sub-treasury, is to be
refunded, a certificate will be endorsed upon the originally receipt by the Secretury, Gujarat Public Service
Commission, or the appropriate authority concered, specifying the amount to be refunded, and the amount so
nuthorised may be paid on presentation of the original receipt endorsed as above, the recipient giving his receipt
below the endorsement.

(2) 11 the amount of an exwmination fee originally received from a candidite through or by names of
crossed postal order, or any part of L, is to be refunded, the Secretary, Gujarat Public Service Commission, will
present ta the Treasury Officer, a bill for the amount 10 be refunded duly supported by the original chalan
crediting the money to the Government account, The accompanying chalan should also indicate, uniler the
Scerctary’s duted slgnature the total amount to be refunded. If the amounts were depoisted in lump-sum into the
Bunk, a statement showing the names of the licl 1 ling refunds, the 10 be refunded 1o each,
the number and date of the chalun in which the money was originully deposited and the amount, ifany, alrendy
refunded duly attested by the Seeretary, Gujarat Public Service Commission should accompuny the bill instead
of the chalan, The Treasury oftleer will then pass the bill for payment to the Secretany, Gujurat Public Seivice
Commission, who will then arange to remit the amounts of refund to the respective candidate by money order
orinuny such other manner us may be suitable. The postul money order receipt will be watched by the Seerctary,
Qujural Public Service Commission s recorded after necessaty cheek. The Secretary, Gujarat Public Service
Commission will nlso note in the original copy of the chalan undet his dated signature the amounts refunded.

GRANT-IN-AID CONTRIBUTION ETC. ¢

291, Grant-in-aid contributions, Education Scholarships and stipends ete, sunctioned by Government or
by subordinate sutharitics under the power delegated to them by Government may be \Inlmr\uJ by the Treusury
Olficer without any specilicd authority feony the Accountant General,

Note-1 ¢ Educmional schobiuships sanctioned by Stae Government under the audit of the Accountant
General, Central Revenue muy be disbursed by the Treasury Olficer without specilic nulhunlu.\ from the
Accountant GQeneral, .

Neate-2 : Government oflicers may make such payments as are authorised to be paid out of permanent
advances or imprests which they are peemitted o hold under the orders of competent authority, subject 1o
fecoupiment o presentation of Bills,

A i g
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and the refundees request for paymient through such a departmental officer, the departmentul ofticer should
draw the amount on his receipt and mahe Payment to the refundee coricerned. However, on 1o account such
money may be drawn for lodging in a deposit account for demand.

(2) Government ofticers who have to make payments for refund of revenue in cases where monc)" on
ecount of revenue were recieved and credited to Goveaunent uceount by them should at the request ol the
refundees, shall make payment of such claims as are upto Rs. S0/- from out of permancat advances or imprest
which they may bhe permitted to hold under the orders of competent authority, subject to recoupiment on
presentation of refund hilly,

(3) The follasing provisions shail apply to refunds of revenue credited (other than taxes on income),
where the anmount involved docs not exceed R, 100/-,

(i) Ou receipt of  refund order passed by the Collector or other officer concerncd, the Treasuy
officer may at his discretion issae a natice a inviling the persan to whom the refund is 10 be madc 1o
receive payment ot the Treasury and (b) inu'nmlinx that on failure to comply with the Invitation within

one month or such Jonger reniod ns muy Appear necessary) the amount of the refund will be remitred 10
the payce by Postal Moncy order ot his expense,

(i) When the Payee appears in person at the treusury, the Treasury OF
ovoidable delay occurs in etting the voucher for the refund si
the payment personally or by duly authorincd agent or by mon,

ficer should see that no
gned by the payee who may then receive
ey order nt his own expense,

(i) When o money arder iy issucd

nder cluuse (b) of the nolice referred to in (i) ubove, the
Trensury Olficer shoyld follow the procedure

preseribed in clause (XU1) of sub-rule (1) of Rule 84,

(iv) On receipt of (he money order acknowled
nttached 10 the refung voucher in which the ful) aniount
onuccount of the moncy order conmmission should be cte,
of in the usuul way. The Accountsnt General will
scknowledgement ng g valid receipt for he full amount

Bement duly signed by the payee, it should he
of the refund and the deduction made therefron
arly shown; the voucher should then be disposed
necept such voucher with the moncey order
of the refund entereq therein,

Note s Refunds ol income taa angd super tux b

y moncy order nre re ulated by Ihe tovisions of paragriph
9 of Appendin § of the Centrul Governmen Conmpi : o evhions of parugy

lution of Treusury Rules Vol. It

288, Tivery refund shall he noted mguingt the orig;
In which the moneys recelved arc entered iy detuils,
given in uli vouc liers for refundy

Panmental sccounts or other documents
004 certificate of Ruch n note having been made must be

289, (1) Exceptas hcrcinnnupmvidcd. bil
of revenue shll he Prepared In Forg GTR, 6
coluomn 1o $ of the form and sign the centific th i
¢ Treas ¢ i Ty
means of the purticulirs jn columnn 4 ang § g oo e shol s th credis by

nd affin his sgnature Iy Column 6 by token

o his huving done so.

° s Depurtmenty offices s required to
o GTR, 61 duly Supported by the origlul
Mcountor hy g duly untented

Sutement showing the
et any o,

te Of the chudun wigly which the money
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DISCOUNTS OF STAMP :

298. When discount upon stamps is allowed by deduction from the purchase moncy, the Treasury Officer
shall give cenificate with the c $ schedule accompanying the Treasury Account to the cffect that the
discount has been actually allowed to the parties to whom it wgs duc according to sanctioned ratcs,
PAYMENT TO THE RESERVE BANK ;

299. Bills for sums payable to the Reserve Bank ¢.g., bills in connection with ﬂqalalion of new Joans,

management of Public debt, eic.. shall be countersigned by an officer of the Finance Department before they are
paid.

Note : The Bank is authorised to debit Government account, in advance of the submission of consolidated
bills for expenses incurred in connection with the floatation of a Government loan, payment, which it may make
10 a banker, ctc.. an account of brokerage, subjcct to the conditions that 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 :

300. The procedure to be observed by Commissions and Committee of the Govemment in drawing
moneys for their expenditure shall be governed by the orders embodicd in Appendix XVII,

EXPENDITURE AGAINST GRANTS AT THE DISPOSAL OF AN ADMINISTRATIVE
DEPARTMENT OF THE GOVERNMENT ;

301. When a sum of money is placed under the orders
for expenditure on specificd object, all a
department concemed stating :

of an administrative depaniment of the Government
ppropriations sanctioned against it must be supporied by an order of

(1) the panicular object of the expenditure, which must always.hc within the general purpose of
the grant; .

(2) the amount of the appropriation sanctioned for it;
(3) the person in whose charge the expenditure is to be;

(4) the tecasury or treasurics where the moncy is required,

Treasury Officer of his action.

303, Account of the expendilture a

gainst the appropriation mast be rendered 1o the Administrative
Depantment concerned.

The account must be seat at the end of every month except when it js estimated that the sanctioned
expenditure will be completed and the account closed within three months from the date of the orders sactioning
it. In such a case, the account may be withheld till the end of the said period of three months, and then scat in

complcte and up-to-date manner. An account must be inany case be made up and sent in upto the 3 1st March of
the year, .

o
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CHAPTER-13
SPECIAL RULES FOR BANK TREASURILS,
GENERAL :

304. In printed and manuscript forms or documents used in connection with Government business at the
Bank, the words “General Treasury™ shall never be uscd, as these words do nol correctly represent the relation
of the Government to the Bunk. Any other erroncous expressions which misrepresent this relation shall be
carcfully avoided by all Governient Officers.

305, The Bank will be kept open for the transactions of Treasury business on a recognised holiday, if so
required by the Collector. The Collector shall also have power 1o order extended working hours by the bank for
conducting Government transactions in case of need.

306. Al bills, cheques and other documents passcd by Treasury Officers and the Pay and Accounts
Officers for payment at the Bank, as well as Interest payment orders, being non-negotiable instruments, warrant
Special precaution on the part of the bank in the matter of identification of the payce. All such claims have
normally to be presented by the payce personally, but where payment is desired to be made to an endorsce
(other than a Banker) or a messenger, the provision of rule 206 shall be strictly followed by the Drawing
Officer. The Bank will not, however, disburse payments of such claims unless the bank is satisficd about the
identity of the person receiving payment attested by the Drawing Officer in accordance with rule 312, The Bank
shall also verify before making the payment that the signature of the Drawing officer attesting the payees
signature tallics with that on the bills as passed by the Treasury Officer.

Note-1: The signature of the messenger, in whose name the bill is endorsed, should be taken on the bill
in the presence of the cndorsing officer and that signature should be compared with the signature taken in the
presence of the Treasury official. if both these signature agree payment may be made, otherwise, the bill may be
returned with a statement of objection to the office concerned drrectly and not through the messenger. The
messenger should date his signature on each occasion he signs in the presence of the endorsing officer and the
Treasury/Bank official at the time of recciving the payment in cash.

307. Payment of cheques including Public Debt Office interest Warants which arc governed byA the
Negoitable Instruments Act will be made in accordance with the provisions of the Act and any generally recognised
practice establishcd among bankers by custom.

PAYMENT INTO THE BANK ¢

308. (1) Save as hereinafter provided, and subject as provided in rule 41 any peeson who desires to pay
money into the Bank on Government Account shall first present at the Trcasury a chalan (Form G.T.R. 6} in
duplicate (or the prescribed number of copics). The Assistant Treasury Ofﬁccr/Afcounlanl{Dcpuly Accouma’:m
entrusted with the duty of examining the chalans shall. after examination, enface it under his full signature with
an order 10 the Bank to receive the money and to grant a reccipt.

I then be returncd Lo the person presenting the chalan who
ed credited to the proper head of account,
to the person preseating the chulan on
rwarded to the Treasury with the daily

All the copics of the chulan thus enfaced shal n
will proceed with them to the Bank. There, the moncy will be recciv
and subject as prescribed Rule 44, an acknowledgement will be granted
the original chalan, the other copics being retuined by the Bank to be o
account.

Note: All chalans presented at a Sub-Treasury must invariubly be enfaced by the Sub-Treasury Officer
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or Adultionul Tiensary Otiiver where the sub trensury Ofteer'n post §a o gasetted ono, )

(2) I ensen Iy which chala sro preacnted dn coples mare than duplicnte ihe acknowledgenent of the
Rank wilt be ghven o the ordginut chadan, o8 an such ather copy as may specinlly be mmked for the prpose, the
othes coplea belng retalnedd by the Bank to be forwarded 10 the Treusuty with the duily necount,

Nute-1 3 While granting recelpts the Bank shouklacknowledye the nmount In words as well as n figuies
exvept in the coplea of chulunn, other thon the originil and such other coples nxnre requlted o be given to the
temleren of moneys, In which ense the recelpts imy be eaprensed [n Mguten,

Nute-23 The achonwledpement un the chalan for moneys recetved nuy be aigned by the muthorised
olficer of the Wank, under bis Tull algnatue, only In the arginal aml i suelother coples an are reguired w be
retmned o the tenderer, the acknowledgement fin other coples belng mersly Initulled by him, An
achnowledgenent will o be guwted by the Bank an additlonal copy of the chalan to the pryee presented
vinled the provision of Rule 42,

(3} Maney tewdered with a chalin algned by n depuitmental officer may be received direct at the Bink
withaut th interventlun of the Trensury ofticer. Moneys tendered with Speclid form of ehiatun presciihed for
Puymeat of Government revente may Hhewise be recelved by the Bank direct even when such chaluns nre not
slgned by the Depuitmental ol lteers,

Nute-b 1 Anofticer af Guovernment posted des the Distelet o Tulika Panchayata, shall be treated iy it
Dreprrtmentat olfives for the purpase of this o,

Nute 21 Cliatuns for eredit int the Personat Deposdt and 8 ocal Fund Accounts shull Ixe necepted divectly
it the Mk,

2 Cheguen on locul Bunka whtl elearing necounts will be necepted by the Wank in accardance with
Hule Y0. There will be @ dulty clesrance of cheques secepted und the tranmactions will be Included in the duily
acconnt rendered 1 the Treasury altes the cheques have Ieen cleared,

MO Itk ense of depaitmenta, manicys revelved by the depatimental ultivers shull be fon witded by

thenndaily fo the Baok dhieet whih a chalan I duplivate desciibing the several ltems nnd the hends wiler which

they alwudid appear In the necounta. The duglicate copy af the chulin will be retained by the Bk nd furwunded

with the Acconnts of the duy t the Treawry nud onlglnnb retanied recelpted, to the depantmental ollicer fog
recanl In his ullice,

The mignal chalan muy be b the forn of ook (Le. Renitance or Jss buok) sent dadly for stgnatne,

DECOSIT AND LOCAL FUND RECKI 1S

M4 The detabled account of Loc) fund nnd reglsters of deposita will be hept in the Treasuey vt in the
Magistrate’s amd Judge's ullives, the Bank anly recelving the msounta tendered in accondinee whih tule 30K and
rmlillxm them umler thelr propes dealgnation. Hawever, the Nank shall credit the wmounts w e perxonul
Ledger Accomnt of the Local Fund concerned maintained in nveordance with rule 328,

WITHDRAWAL FRON TIE GOVERNMENT ACCOUNEAT THE BANK
CIVIL CNARGEN

M (1) Subject an hero in afher provhded, sl bilts

of ofticern of the Civil Eatublishn 3
"Mublishment, which wt
cnhinanily crasn upon the teeasaty, shall be presented wthe Ty ‘ :

casuity officer, i the fiest ntance for exmminution,

Q
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The Treasiry offieer, it he passes the claim, shall enface on the bill an order to puy specified amount, Such
orders shall be recorded in the register of payment orders issued which is kept under Rule 332, The bill shall
thea be returned t the pesson presenting i, Advice Hst will be sent to the Bunk in i closed cover through the
peon huoh, The pussed bills presented at the Bank, should be pald by the Bank bn secordunce with the Treusury
Officer’s pary order, md after verifying the relevant entry in the Advice list received by the Bunk, The Bank wil)
be responsible Tor strlet adherence 10 this procedure and Tor obtaining u proper discharge from the payee/
endorsee of the bIILIn addlition 1o this signature at the fool of the bill, In cnses where payee/endorsee does not
find 3t convenlent w receive puyment peesunully, this discharge should be signed hefore the bill is presented ut
the Treusury. Tn such cases, the person through whom payment is desired to be nnde shatl be required o
provduce w letter b Foon GITR 19 authacislng hlm o take the payment,

Note-1 1 Inthe Bank ‘Trensuries, where the system of sending advice list of payment 1o the Bunk is in
vauge the register of puyment orders issued, us per rute 332 need not be kept,

Wunker's cheque (locat) on Demand Dauft or procedure luid down in para X1 of sub-rule &4 shall be
lotlowed,

Note=2 1 When payment Is desired wholly or partly fn Bunker's cheque (locad) or Demand Deaft or
veserve Bank Dedt, the procedure laid down in para X110 of Sub-rule-1 of Rule-84 shall be followed,

(2) Subjectns heretmatter provided, all bills of ofticers of Civil establishment which are ordlinarily drawn
upon the Trensury shull be presented to the Treasury Officer in the finst instance for examination, The Treasury
Officer, it he passes the cladim, shatl enface on the bill and arder to pay specified imount the sums payable of
such bills shall e pald by cheque upon the Bank lssucd by the Trensury Olficer o the Accountunt as iy be
convenlent,

(3) Suve ns herelunlter provided, the bills o Puyments of interest on Government securitios shall not be
pald by chegues by the Treasury Officer,

Y. Bills of Civil establishiment, which nre payable at plices wherg the Pay und Accounts Officer is
requbred to muke payment of such blll after pre-audit, shall be presented In the first instance ot the ofiice of the
pray sl Avcounts Officer tor pre-nuditand, such Bitls may be paid by cheques upon the Bank issued by the Pay
ik Accounts Otfleer o by any subordinate Gazetied or Non-Gazetted Otticers not betow the mnk of Accountant
suthorlsed by the Puy and Accounts Officer i thds behalf,

M4, Without prejudice to the generality of provisions nade in these rules with regurd to withdrawat of
nney from the CGovernment account, the provedure to be followed fn the payment of cliim presented for pre-
muditat the oftice of the Accountant Geneeal nay be Governed: by such lnstiution as may be bssued n this
behull by the Accotntunt Generad, .

PENSTON

38, Suve wherg my ather provedure his been duty suthorised, payment of o ¢lalm of pension, shat! bo
padel by cheques upon the Dank 1o accordance with the proceduse preseribed in sub-mle (2) of Rule 312,

DEPART MENTAL PAVMENT:

Mo, (1) The Funds required by disbuesing departmental officer of Forest and Road and Building and
Nutmada and Water Resoures Depantiment may be obitained direet from the Bank where these funds are dniwn

Y-2122.28



110

by means of cheques. In other cascs, bills may be presented only after obtaining payment orders from the
Treassury Officer. -

(2) 1n respect of cheques, letier of credit shall be issucd’by the Controlling Officer as and when the grant
is released by Finance Department from time to time.

Cheques for payment against the letter of credit shall be issucd under Joint signature of Drawing Officer
and Divisional Accountant or Officer authorised in this behalf who shall be dealing with accounts work, where
the Post of Divisional Accountant doces not exist, N

The Drawing Officer shall prepare a Advice in triplicate in G.T.R. Form 64 and the statement in following
form in duplicatc and'shall present the cheques along with the Advice in duplicate and statement 10 the Treasury
Office/Sub Treasury Office concerned during the 11-00 A.M. to 14-00 P.M. on working days.

STATEMENT

Statement showing the details of chcquc‘issucd and Advice send to the Treasury Officer by the Drawing
Officer.

Designation of Drawing Officer. «

Date -
Sr. Date of Cheque Amount Signature Signatre
No. issue No. of of of
Cheque Cheques Drawing concerncd
Officer official of
Rs. Treasury
1 2 3 4 5 6

On recceipt of cheques and advice from the Drawing Officer, the Treasury Officer shall verify the balance
in the L.C. account of the concerned Drawig Officer and if the balance is found sufficiegt, he will make a note
on the reverse side of the chegque as followes.

“Bulunce verified and found correct”

The Treasury Offices will countersigned the Advice and handover onc co,

‘ Py of Advice and cheque to the
authorised messanger of the Drawing officer concered.

The Drawing Officer concerned shall arrange 1o present the copy of Advice 1o the B

- ank handling
Government transaction.

REFUNDS :

317, Refunds of revenue ete., will be paid by Bank, on che
with the procedure prescribed in sub-rule (2) of rule 312 .

This rule does not apply to refunds of sales tax, Bombay Molor Vehicle Tuxation Act
Carriage of Goods Act, 1962 or of the Insurance premia charged by the Gujarat Insurance Fun.d

ques issued by the Treasury in accordunce

1958 or Gujarat
. In case of such

¢
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refunds, the officer competent to issuc orders for refund of taxes under the relevant Acts shall be authorised 1o
make out a refund order in the form of direct order on the Bank and the endersement of a second Pay order by
the Treasury Officer, will be un-necessary.

DISCOUNT ON SALE OF STAMDPS :

318. 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 Rule 308, the receipted ch.lhn being the payer’s
authority for receipt of the stamps from the Treasury.

PUBLIC DEBT :
GOVERNMENT PROMISSORY NOTES :

319. Government promissery Notes on which interest may be due shall be presented to the Treasury
Officer, together with the interest bill, who,having made the necessary examination and record shall give the
holder an order on the Bank for payment thereof, in agcord.mcc with the procedure prescribed in sub-rule {3) of
Rule 312,

BEARLER BONDS :

320. The intercst coupons 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 payment in accordance with
the procedure prescribed in sub-rule (3) of rule 312,

STOCK CERTIFICATES :

321. Intereston stock certificates will be paid by the Bank on Interest warrants issued by the Public Debt
office concermed without the interventions of the Treasury officer. The Bank will arcange to pay the i interest due
on the warrant to llu. proprictor of the stock certificate.

322. The provisions of Rule 319 10 321 apply mutatis mutandis lo repayment of participal of any prom-
issary Note, Bearer Bond or Stock Certificate, which may be notificd for discharge: but nothing in these rules
shali be deenied to override any rule or order contained in the Governiment sceurities Manual, regulating the
procedure for the payment of interest on or principal of any Public Debt.

DEPOSIT RE-PAYMENT ¢

323. (1) Repayment of deposits, standing at credit of individual in the Treasury Register or in the
Departmentad Account will be made on the order of the officer on whose register they are. Persons claiming
repayinents of such deposits must theretore, apply to the officer who received them, who alter examining the
appropriate register and making the necessiey records will give the applicant an order for payment. A Depart-
mentat Officer’s order must be taken to the Treasury Oflicer for countersignitute before being presented at the
Bank, uness, the Bank keeps a personal Ledger account of deposits of each officer and the Bank will arrange
the payment thereof in accordance with the provisions prescribed in sub-rule (2) of Rule 312, i the depe
other than deposits mude under the LandAcquisition Actand Land Reform Act. In case of deposits miade under Land
Acqnisition Actand land Reforms Act, the procedure puxulknd in sub-rule (3 o' rule 312 will be followed at the
Treasury und the Bank,

N
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(2) 1n e Iy which permomal |edger necount of Depanimental Otlicer me kept by the Bank ench courg
will duly intiate from thnig to time 10 the Bank, the suount of lnped depanits to be decucted from the personul
Tedger pans bouka, .

N

LAND ACQUISITION COMPY

ATION

324, The puyment on aecount of 1Land acgulsitlon Compenmutlon will be made on presentation of hill 1
the Treasury nnd the Bunk will arnnge the pay ment thereof i accardance wlth the Provislon prescilbed in sub.
tule (3) of rule 312,

TERSONAL DEPOSITS AND LOCA], FUNDS 3

328, (1) The muney reveived by the Bank 1o the credit af Personal Depositnccount amder rule 311 shall
be eredited 1o 1he Qovermuent mnd Included In the serall fusiished 1o the Treasury. In addition, these eredins,
withdiawuls from thesg erediia, I aceontnnee whh sub rule (2) of thin rule and balunee shall e shown in Puss
huok 0 e fnnishied (o the officer nuthoried to.operute the Persmul Deposit Accounty with the Bank,

(2) The paytient of Local Punds will b mude on cheque drwn by the competent drawing officer of the
Locul bly canceraed, unless In any cune the Governiient direets olherwine such cheque will e drwwin on the
bank. Whereundes iny wpecinl orders i logal hody denwa moncy from the Tiensury by prescatution ol detalled
DIl the prowedure prescribed In rule 312 shall be followed,

(3) I cnse of Douk ndjutiment [ respect of Peratsnal Deposht Aceounty Tor making i
dmindster or aauither Local Fund Account o Pegsong| Ladlger secount o to the Covemme,
shall bwne chene fon selevint amount ade payuble (o the order of the Admindsteutor,
canverned, the chegue belng nlwayn crosved, *Avcannt puyee” only “Nut negoltall™
Buah b negothuble inatiament Muttlentar enre should b Tnken In (s re,
must atwayn I cronacd i ke Payabile to onler only wid n gnse
each cane the wipic shonld Inviuluble be croaned with the chlitde
only,

aytenl o the
nt olficers, he
Ouvernment offiver
- As the cheque dinwn on
Rartdlx, Cheque fn Favour of non ofliclal
o cheguie for manat exceeding Ry, 1000/ 1n
mal mark of rubbe stamp “Account Payee”

REMITTANCES

206, The procedure wiih fegurd to remitiance of trem

re from the Bunk i the testing of remittanco
made to the Mk from Trensmles will be regubuted by e ‘

provisions contulne his Bl In these rules,
CURRENCY OF PAY ORDERS

N7, Puy ondeis Inmued ou the Bunk hy the Trenmury Offige; shal] 1
. e valid for only Twenty f
it presented afier wards they will bo refused Payment by the Bunk i) revalidatgd hy lht“ ';ryu:x:’uxrh
Officer. Provided that when the Sub-Treasury afficer jn requlted to enfage phy nnlcrypnwcd by lhz
Diatlet Treuniry Otficer the pedod will be counted from the dutey )
of : e Sub-
Tiemary Ormen? weh enfucemenis of the Sub

Note-1 1 The Distler Treasuiy Ofbees whull for wind the passed bl 1 e

of o the Disbunalog ofticer, Sub Tremuny Officer Instead

Note:23 In teapect of refund of curmest nney de
. y deposiia fettulning 0 the offjee ¢ rhen €
Misslones sl the cheque of Provident Fuamd ey flye Major Head K nc[\mil:) ""\"t /‘\)(r|l'“ "I:d“huh; ‘ l"lu.
beatlng Intereat 8336 Clvi) Deposite. Other depunits Providen fund deponiyy, the vuliiy v:'lll“h (“)-I tlpm -L‘l
by the Trewsury Ot er sl by Thiltty Duga nstend of ' Twenty Duyy’ ol oy et b
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DAILY ACCOUNTS AND RETURNS ¢

2K, The necounts nnd returns to be rendered by the Bunk 1o the Trensury Officer in respect of transac-
tions of Governmnent will consist of (i) u daily account of receipts and payments bn Form G.T.R. 65 together
with comected chalans nil vouchers nnd (i) a pass book or register of receips and payinents referred to in rule
33110 be dally Torwarded to und retarned by the Treasury Officer,

329, In the daily necounts rendered by the Bunk, such puyments and receipts will be classificd as mny be
direeted by the Accountunt Generul, in order that their arrangement may N1 In with the forn prescribed for
tecounts kept e Trensuries. "The daily sccount will be prepared every diny and the munager or pgent, as the case
ity be, nfter sutisfying hinisell as to its uecurancy will docket and Torwmd it to the treasury Officer with the
register of dally receipts und paynents ind with ali the appertuining chaluns and vouchers at the close of the

duy.

The net nmounts od puyments only nre (o be entered, t is, when a deduction is made from the anmount
of w hitl, the dully neconnt whl show only the amaunt pald nfter deduction and not the £ross minoust of demand.

Note- 1 IUls ot impostimee thut these documents be seeured in locked box when sent by the Bank ta the
Trensury Olficer, In order tha there wiay be no possibility of ay alictution or abstraction of uny paper before
they reach the hands of the ‘Ureasury Officer,

Nate-2: With the concurrence of the Accountunt Geaeral, the duily accounts may be submiited in the
morning folloslng the dute ta which they refer, instemd of at the close of the sume day.

However, necounts for the lust working day ol the month al the accounts for the st day of the fiest 18
dluys of the months should be sent in the afiemoon of the same duy to which they relate.

A3, Care shall by tuken that vouchers sent to the Treasury are conspicuously nmirked by the Agent/
Munager with the word "Paid®, v attention o this rule muy lead to documents being Paviel twise in the event of
their fulling into wnscrupulous haunds,

ML The reglhster of dally receipts and puyments in Form G.TR. 66 will be wiitten up and forwarded
witly the duily neeount 10 the Treasmy Olticer, the entries being centified with the initials of the nEager or
wpent dn the retevant column, The ‘Vrensury ofiicer shall cheek the reeeipts ind disbwsements columns of the
duily necoun, ngree thelr totuly with the ligares entered In the register and examing the vouchers, ind after
Inidatling In the It eolumn of the register in token of his veriBieation, shall return the register to the Muniger
or Agent the sune diy o s s-on ns possible on the following duy,

MISCELLANEOUS @
REGISTER OF ORDERS FOR PAYMENTAND ADVICE LIST ¢

A2 Ticusury Officers shall muintan w register b GT.R, Varm 67 and enter ull orders of Payments
Iasued upon the Bunk, '

Note-1 3 The ubuve provisions will not apply 1o ‘Treasuries where Payment Is made by cheques.

Note-21 The Trenswy Ollicer shall mabntiin w register of orders For payment, when systenm ol ndvice lisl
of puynient o the Bunk 1s not in vogue.

DAILY POSTING ACCOUNTS ¢
A3, Whea the duily necount wlth the chalins and vouchers Is received from the Baok, the necount shall

Y-2122-29
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first be examined aga}nsl the chalans and vouchers which support it. “Vouchers which have been already approved
and registered by the Treasury Officer where the system of Advice List to the bank is not in vogue shall first be
marked off in the register of orders for payment, that is the date of discharge shall be noted against the entries in
the registee”. Each item of receipt or payment will then be posted from the daily account with its chalans and
vouchers into the cash book either direct o through some subsidiary register, and the net difference between the
total receipts and the total payments posted in the Register of the Reserve Bank deposits in accordance with the
directions contained in this behalf in the Account Code, vol. II. The daily posting in this register must be
checked and agree, where necessary, with the daily accounts received under rule 328.

Note : With the daily account of the Jast day of the month the Bank shall advice the Treasury Oifice the
closing balance of the various accounts of personal deposit and Local Fund Accounts and treasury officer shall
verify them with the bal of these ictained at the Treasury. In case of discrepancy the con-
cemed Treasury staff shall call at the Bank and reconcile the balance. ¢

ADVICES AND CERTIFICATES :

Nothing contained in this rule shall be deemed 10 over ride any local usage or practice under which
advices and centificates referred to above are prepared by the Bank.

TREASURY RETURNS :

335. All Treasury returns, with the exception of thase the Bunk isinstructed to furnish under the rules in this
partor uader express orders of the Accountant General shall be prepared in the Treasury and not in the Bank.

PAYMENT AT SUB-TREASURIES ;

336. (1) Subject as hereinafter provided, all bills of Civil establishments, pensions, refunds,
well as principal on Government promissory notes, bearer bonds and repayment of deposits which c‘\
at the sub-treasury shall be presented to the Sub-Treasury Officer, in the
Sub-Treasury Officer, if he passes the claim or the claim is already passed b
on Sub-Treasury for payment, shall enfuce on the bill an order o Pay spe:
recorded in the register of Payment orders in Form G.T.R. 68, While passin,
shall also initial the entries in the register. The bill shall then be retumed (o
bills presented at the Bank shall be paid by the Bank in accordance with (
The Bank will be responsible for strict adherence to this procedure and fo
the payce/endorsee of the bill in uddition to his signature at the foot of the
does not find it convenient to receive payment personally, this disch
presented at the Treasury. In such cases the person through whom
required to produce a letter in Form GTR. 19 authorising him 1o rak

interest as
re payable
first instance for examination, The
3 the Treasury Officer and endorsed
cificd amount. Such orders shall be
g the bilis, the Sub-Trcn.sury Officer
the person presenting it. The passed
he Sub-Treasury Officer pay order,
r obtaining 4 proper discharge from
bill. in cases where payec/endorsee
4rge should be signed before the bill is
Payment is desired 1o be made shall be
¢ the payment,

Note-1: When payment is desired wholly on artly in Res : Dra ;
for a draft accompanies the bill, the SUb-Trc'aszry (gl'ﬁcir, if hL"]':i:[’:’[‘_:dD";ill ‘:;“" ;t f°""“r] “Pl’[“"’{“fn
permissible. will forward the application to the Bunk specifying clearly in the pa M ‘o lhc‘ drul{ N
Poyment o e rard 4y order the manner in which

Note-2 ¢ In the Bunk sub-treasuries, where the system of sendin e
. A . s s h . | -
is In vogue the register of payment orders Form G.T.R. 68 nged not bcic:l:,adw“ I fpayment o he bink
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(2) The provision of rule 325 shall apply mutatis mutandis, to the payment of cheques and credits of
Personal Ledger Accounts and Local Fund Accounts maintained at the Sub-Treasury.

CHAPTER-14
SPECIAL RULES APPLICABLE TO PARTICULAR DEPARTMENTS.
ROADS AND BUILDING AND NARMADA WATER RESOURCES DEPARTMENTS :

INTRODUCTORY :

337. Rules in this Chapter primarily apply to public works disbursers in relation to their transactions in
the treasury, The term public works disbursers shall include the following :—

(i) Officers of the Road and Building Department, Narmada and Water Resources Department and
Forest And Environment Department;

(i) Special Land Acquisition Officers and other Officers not belonging to Public Works Department
who may be authorised to incur expenditure against the grant for Public Works Department.

In their application to the Treasury cash transaction which is conducted by the Bank, these rules are
subject to the provision of chapter 13,

REMITTENCE TO TREASURY :

338. Notwithstanding the provisions of rule 25, if a Divisional Officer or Sub-Divisional Officer makes
use of cash receipts temporarily for curtent expenditure under the provisions of sub-rule 2 of rule 25, he must,
before the end of the month, send to the Treasury Officer a cheque for the amount thus utilised, drawn in his
own favour and endorsed by himself with the words “Reccived payment by transfer credit to the Road and
Building Departments™.

Note : Recoveries on account of rents of public buildings borne on the books of the Road and Building
Department, including rents of clectric installations, water, supply and other special services, when such recoverics

arc made by deduction from Pay bills of Government scrvants, should be credited as reeeipts of the Road and
Building Depurtment.

DRAWING FROM TREASURY ;

339, Funds may be supplied to officers of the Road and Building Department, the Narmada and
Water Resources Department and Forest and Environment Department as follows namely :—

(i) Dircctly by pay and travelling allowance bills and all types of advance bills of Government
servants, and

(2) By Mcans of cheques.

Note : The payment of pay and allowances of land acquisition staff including Gazetted Officers from
Revenue Departiment whose services are placed at the disposal of officers of the Road and Building Department

o\
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and employed exclusively for the Project work shal be made by the Road and Building Dcp._nruncnl by present-
ing the bills at the Treasury. ‘

Note-1 ¢ Cash required for contingent charges of the oftice of Chicf and Superintending Engincers,
Superintendents of Works, and other Special Officers not being Divisional Offices their subordinate oflicers,
may be obtained either by bills on treasuries or from Divisional Officers. In the latter casc the detailed proce-
dure will be prescribed by the principal Auditor.

Note-2 ¢ In the case of the Roud and Building Department the term “Treasury includes military Trea-
sury chest with which a Divisional Qificer may be placed in account”.

340, The claims of Gazeued officers of the Road and Building Depariment, the Nurmada and Water
resources Department and Forest and enviroment Department shull be drivwn by the Department Dawing Of-
ficer in the same way as in the case of Non-Gazetted staff of other Departments from the Treasury.

Note : The relevant provisions of Chaptes-5 shll apply 1o bills drawn by the Road and Building Depart-
ment, and Forest and enviroment Department the Narmada and Water resources Department, and Forest and
enviroment Departiment as they apply to bills drawn by officers of the other Departments.

(2) Bills of Gazetted Officers und Non-Gazetied Government servants presented for encashment mary at
the option of the Drawing Officer be paid wholly in cash or subject to the provisions of these rules wholly ot
pantly by cash orders on sub-Treasurics or by Rescrve Bank Drafis, as may be required.

341, Officers in charge of Public Works Departments and other Public Works Disbursing officers, who
may be so authoriscd by the Accountant General in accordance with departmental regulations may draw cheques
on specified treasuries and this obtain the funds required by them for departinental disbursement not covered by
the bills cashed directly at treasurics. 1lead of Department/Controlling officer will issuc a letter of eredit in
Form G.T'R. 16 to the concemed Treasury Officer as and whea the grants is released by Finance Department
from timne 10 thme specifing the limit up to which such cheques may be drawn.

Note: Payinent for value of service postage stamps should invariubly be mode by cheque in nccordunce
with the provisions of rute 227,

SUBORDINATE OVFICERS ¢

342, (1) The Divisional Officer shall supply funds to the Sub Divisional Officer by Re: B

The procedure preseribed in rule 316 shall be follewed, iecr by Reserve Bank Druf
(2) when Fund are required for o sub Divisional Officer

Divisionul Officer himscIf Bank, he shall draw ag

purpose by means of Reserve Bank Drafi.

isional At a different Treasury from that which the
ainst his own account and shull mode available funds for such

PAYMENT AT SUB-TREASURILS :

343, Subject us provided in rule 92 ond 99, funds may be oblained by ivisi
- 3 i v the Divisional Offi i .
Divisional officers from sub-treasuries by meuns of cheques, ¥ the Divhions Officer or his Sub

PASS BOOK:

M4, The amount of each cheque raid must be recorded in o s b i
G.TR. 69) which will remain with the Divisional Officer and be scm':)y :lim ;:::xlj:l ‘;lr d‘c‘?u"\ .cn\hud (l‘or,nt
Treasury officer from the register of cheques paid, “lly tube written up by the
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Note: A Divisional Officer at the head quaﬁcr sl:_uilon should send his pass book to be written up cvery
week: that of v Divisional officer at a distance may be forwarded at longer intervals, but the dates should be
fixed. A Divisionul Officer, having banking accounts with two treasurics, will of course, have two pass books.

MONTIHLY SETTLEMENT : - '

: ) . -
345, The Ticasury Officer shall arrange to have a monthly settlement very early in the month with the
Divisional Officer, he should have the pass book writien up in respect of cheques cashed during the pievious

" month, and returm after signature the consolidated receipt sent 10 him by the Divisional Officer for the whole of

the remittances sent by him and his subordinatc during that month. He shall also furnish the Divisional officer
with a certificate of total issuc in Form G.T.R. 70, 1

The Treasury Ofticer shall send quarterly to each Divisional Officer s statement showing the numbers -
and dates of ull public works cheque books and receipt books issued on requisition received from the Divisional

Otticer and cach of his Sub-Divisional Officers.

Subject to the gencral provisions of this chapter, supplementary instructions for the guidance of depart-
mental officers may be laid down by deparumental regulations, :

FOREST DEPARTMENT @
INTRODUCTORY :

346. The rules in this chapter ere intended primarily for the guidance of Forest officers in their dealings
with treaswies and of Treasury Officer dealing with the transactions of those officers. They are equally appli-
cable to any other officer not belonging to the Forest Department, who may be authorised to incur expenditure
against Forest Grant. At places where the cash business of the treasury is conducied by the Bank, these rules
shall have effect subject to the provisions of Chapter 13.

REMITTANCE TO TREASURY ;

347, Nowwithstanding the provi\ion's of rule 25 if a Forest officer makes use of his cash feCeipts tempa-
rurily for current expenditure under the provisions of sub-rule 2 of rule 25, he must, before the end of the month
send 1o the Treasury Officer & cheque for the amount thus utilised, drawn in his own favour and endorsed by
himself with the words “received payment by teansfer credit to the Forest Deparument™,

The amounts remitted by cheques shall be shown scparately in the challans or remittance notes.

Note-1: When remittances are made by Torest Officers in cash, or partly in cash and partly by u chegue,

or wholly by a cleque, the amount paid in cash and the amount remitted by u cheque should be showa separately
in the chalun or remittance note.

Note-2: Scc note below rule 378,

348, The Treasury Officer shall received forest revenue;
(i) When paid in by a Forest officer; or

(ii) When the chalan is countersigned by a Forest Officer;

Y-2122-30
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() Whea lie Boapectally nathodsed kareceive, i soch cises weopy of chalan shall be forwaded
by the Tremury Otfieed direct to the Divinlonal Foreat Ofticer, In onder thal the revenuo may be hrought
to sevount In e ook of the e,

Note 1 Treasury Ofticers bave been speclally msthorsed 1o aecept ienitnees of forest revenae pagible

ts the Madiin and Madhya Padesl Governnieits o chali counterslgned by Madinn and midliya Pragde:d
lest officenn eapectisely, )
‘o e PRI [T T T T ' .

Mo, Forest reveig eoltecton ut outlybig stutions miy e remitted W ieasnles by means of ey
oudein, b wicli cusen, the temittunces muy be credlied to the Foreat Depranent whthout sy chalan, The
Acknowledgement with the couponn of the moncy ender alall be Fonwanded by the Tieasury o the Divislonal ¢
Fonest O1tiver nnd nlae s wdvice of ol the remitlineen recelved by money otder on ench duy on which such
i o iy seent, :

o [N

80 A comallduted recedpt n Form QTR 71 for the Foreat rembitimees recelved md eredited dwing
the il bl be furninid by the Trensury olticer on the Mt duy of the envsulng mionth o ench of the Foresg
Otticesw dealing wiil the tiensny,

Nt 1 Unseter the res omm contalned in the Aceount Cexde Vaol, 1 o ahmple achedule of Vorest remitinnees
showing sepataiely thie conh recelved from encl Pawest ofticer mnd acknowledged I the consolidnted Tremury
tecelpl will be prepated eveny aionth by the Tieasury offiver for subimbalon to the Accoutang genenal,

DRAWING FROM TREASERY )

381, Othcern uf the Fotest Depuntment apeciicd Iy Appemdin X1X e nuthorised to obnin funds reubied
fur depurimiental dishn sement by diawing eheguen on the trensu les with which muy be placed in neconunt by
the Avcountun Cleneral. Temts o DoputmentConiolling Oticer shall e u letter of eredit in Form OT.R,
16t the concerned Trewsiny afticer sw and when grant In telensed hy Finsnce Depimtment Peom e W thing
Mpecifiylag the Bimitug o which sicy chequen miy b drwa,

M2 A conttollimg ufticer shall Bthate the Hinlwition on the awing ol wsub divisional oificed by wiy
Tetter of erediv bn Form (7 R0 10 the converned Diatiiet Trensiny Ofticer, However, i Divinional Ottice
nutlinised 1o dhaw choguen on the treanny muy cmpower any of his xub divislom to diuw ngalnst his own
acconnt whhin the distier o e easary with which he Bloself ks, The Divisiong aftices sl alsu Intlinate
the Bittation an the duawing of sub divisiona affiee Iy way of letter of credin n Vorns G R, 16,
ol lettetof creaieln Fonn €7 R, 16, The Trewny Officer may cash, agalis the
Ot b e dhawn by anolticer bolding chmge of o |
I wiiting shall empawer the
Oltcer,

On reeelpt
diawlng necount of o DIviont
ftent Suly DIvision on nnge provided such fnstuetions
ofhcer peesonally, That nfticer must non use the s cheque hook us tlye Divishonal

"

M8 When anofticer ol the Porent Depuaiment in ey
easury, he should titfonn the Sul Frewsry olhicer eomce

fubred 1o i vheques of bge wmaunia on i sub \.
Ticasuny Ofticer,

ed wecardingly, nnder intimation 1o the Disnnler
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CHAI'IER.1S
PUBLIC DERT TRANSACTIONS
PERMANENT AND TEMPORARY LOANS
384 When under the teems of o Toans nollfication Issued by the Covermmient , subscriptions to any new
loan o reccivable e the trensury, the procedure 1o be abserved hy the Trensmy officer In recelving such
subseriptionk and crediting them in o the Government Account shall be reguluted by the pravision of Chaprer

Vit afthe Quyernment Securlties Manual nnd by such supplimentincy Instructions, If ny, us ny be lssied by
the Cavernment n this bebulr, ’

AS8,The proceduie 10 e followed by ‘Trensury Officers und the Public Debt Officers s making pryments
Inrespect of the prinelpal of iy lown when it falls due shall he govermed by the rutes contadned in Chapier-8 of
Clovernment Securitles Manual and Supplimentiry Instiaction bsued by the Governnient T this behalt,

FLOATING DENT ;
TREASURY BILAS

386, Unless the Govermmient direets, otherwise Fremury Bills will be dssued from wnd repuid ut the office
ofthe Reserve Hank nt Caleutta, Bombiy nind Madras and w the branches of its Danking Depurtment, nt Kanpur,

The mrowedine 10 be obseved by the Bunk In connection witl the sule and dischinge of such bills will be
governed by such nstructions s iy be fssued by the Govermment to the Bank.

A8, Trewsury billa can onty be paid on maturlty atthe otfice o branch of the Reservo Bank from which
they wero Ivued, Alter puyment the dhischurged bllls shall he runsniitied 1o the Accountont General or the
Treusury Otticer, us the vase iy be In the smne way ux other pabd voucheres,

WAYS AND MEANS ADVANCES ;

NSH When wuys und menny advances nre tahen by the Guvernment from the bunk, the request to the Bunk
shull he necompanied by n denund pronmissiny nate for the muount on beladl of the Governer, Atthe sime lime,
the paiiculiey of the ndvance, tat I, the wmount and the intest Payble thereon, will be Communivated by the
Government t the Accountant Ceneral,

389, When notlfiing repaynient, the Government wilt endores ta the Accountant Qeneral i copy ol the
Tustruetions w the Bank, ‘e Bank will caneel the prormissory note For the sldvance repatd or nuhe 1 note on it
Ik pant-puyment. The nota on fnal cancetlaton will be retamed 1o the Cover nment,

Yot Interest on the advimee witl e bedited by the Bunk nt the time of repayment,

OTHER OILIAATIONS

A TROVIDENT AND OTHER FUNDS;

RECOVLRY OF SUBSCRIPTIONS 51C

oL, Contdbuthons, donations ete., payble In vespect of the Tdun Chvil Service and the Superior Service

(i) Furnlly Penston Fuids me necoverable by deduction from puy bills of the subweribers, or fn cosh it
tendered e the uensury at the ates Conanlented by the Aceotntant Cenerad, Central Revenues,
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362. In cases in which subscriptions, including refunds of withdrawals, are paid by deduction from pay
bills, the requisite particutars shall entered by the subscriber, if he draws hi's own pay or by the heads of the
office in other cases, in a separate schedule in one of the Forms G.TR. 72, G.TR. 73 or G.T.R. 74 us may suit
the requirement of the Fund concerned, and the form so completed shall be a;(;f’f}cd to the pay bill. In the case
of deductions on account of General Provident Fund, the Provident Fund Account Number of the subscriber
concerned should also be quoted in the remaks column of the pay bill against the name of the subscriber. If the
subscriprion is paid in case, the number of the account or policy. as the case may be, and all other particulars
must be furnished. In all cases where a subscrioption is paid for the first time, the rule or special authority under
which the subscrption may be received shal) also be quoted in the form or, in case of case payment, in. these,......
separate documents of particulars. '

363. When subscriber to any Fund whose subscriptions are realised by deduction from a pay billis transferved
to another disirict or audit circle, the fact that he is subseribing to the fund shall be certified on the last pay
cetificate by noting thereon the amount of his monthly subscription and the numbes of is account or policy.

WITHDRAWAL : e

364. (1) Provident Fund : Advance form a Provident Fund, if permissible under the rules of the Fund and .
withdrav-al undet Deposit linked insurance Scheme may be drawn on from No. GRT-75, the bil! being supported
by a copy of the sanction dyly attested by the Head of the office. In the case of Class [V Government servants
the advance, if admissible may drawn on From No. GTR-76 the bill being supported by a copy of the sanction
duly attested by the Head of Office. The bill may be also if so desired be endorsed in favour of the non-gazetted
subscriber aflcr‘having his signature attested on the bill, provided the amount of the advance excecds Rs. 1000,
the subscriber may re-cndorse the bill in such a case of his banker or messenger for collection, The condition
prescribed in provision (2) of rule 105 being applicable mutatis mutandis.

Payment may be made on the authority and responsibility of the officer sanctionig the advance to
Government servants without the previous authority of the Accountant Generalinc
in category other than in class IV service and Director of Pension and Provideni
Government servants by whatever designation they may be called, provided th
ceruficates that the advance is covered by the balance at the credit of the Govemn

ase of Government servants
t Fund in case of Class v

meat servant concerncd,

he fund, to meet the payments towards
y be made as and when required, by the
ponsibility without cvery fime making
s ts and

policy of Life Insurance or subscription to the Family Pension Fund, ma

(i) The first withdrawal of the moncy will be mad
Director of Pension and Provident Fund as the ca
in every subsequent bill.

e on the autuority of 3 Accountant General of the
se may be, which should be quoted in the first and also

.(ii) The Drawing officer shall be respansible for secing that there is no overdrawal for this purpose
the bills shall be supported with the certificate to the effect that withdrawal is covered by the balance u;
the credit of the Government servants concerncd.

(iii) Bills may be prepared in the same maner as for advances mentioned in

i ! are : sub-rule (i g
regurding the policy or policies on which premium or subscription is 1o be pai g roed  culare

d being noted on the bills,

Gazetted Government servants may also draw for their own policies in similar manner and under similar

e
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conditions.

Note Withdrawals from Provident Funds by officers and staff serving abroad for payment of insurance
premia in India may be remitted by the Reserve Bank of India Dmﬁs._

Nole : 2 ¢ In so far as the withdrawal relates to a Gazetted Government servant, the Treasury Officer
should be kept informend by the Accountant General of the details of the policies which are being financed
from the provident fund account of the subscriber. These details will include name of the Insurance Company,
Policy number and amounts and dates of payments of premia, etc., which will be on records of the Treasury
officer for the purpose of verification of withdrawals on subsequent bills.

(iv) An intimation should be sent to the Treasury Officee by the Accountant General or the Director as the
case nuay be, as and when an Insurance Policy is reassigned or gets lapsed or in other contigencies involving for
payment of permia,

3) (1) Incaseofa Government Servant transferred on deputation to Panchayat, the temporary advance
and part final withdrawal from General Provident Fund shall be sanctioned by the competent authority of the
Panchayat concerned on the basis of the statement of account showing the balance as on 3 1st March, of the year
concerned issucd by Accountant General/Director of Pension and Provident Fund, Ahmedabad and taking into
consideration. the deductions made and credited to Provident Fund thercafter. The bill for the said purpose shall
be drawn by the Accounts Officer of the District Panchayat duly supported with a copy of the sanction order by
Presenting it at the District Treasury concerned.

(b) I case of Government Scrvants transfeered on deputation to ‘the board, Corporation,
Municipalitics and Nagar Panchayats, the temporary advance and part-final withdrawal from General Provident
fund, shall be sanctiones by the competent authority of their parent Department (i. ¢. Heads of Depatiment
Administrative Department) as per the procedure presciibed in para (a) above. The bill for the said purpose
shall be drawn by the Municipal Commis oner/Managing Director/Member Seeretary/Chicf Executive Officer,
as the case may be of the Bonrd/Corpomlion/Municipul' ies and Nagar Panchayats concerned duly supported
with a copy of sanction order by presenting it at the Treasury concerned.

(+4) Save as provided in this rule, no payment on accaunt of any Provident Fund, whether as 4 refund or
subscription overpaid or as a repayment of the whole or a part of the amount accumulated to credit of the
subscriber, can be made without the express authority of the Accountant General or the Director of Pension and
Provident Fund as the case may be, stich payment, other than these specified this rule being drawn in aceardance
with the procedure presceribed in the first paragraph of clause (1).

365. (1) When a subseriber (o the Provident Fund is about to retire and under the rules of the fund the
money lying at his credit in the Fund hecomes payable to him, the head of the office in the case of non-gageited
Gavermment servants and the Government servant himsell in other cases shall communicate 1o the Accountant
General or the Director of Pension and Provident Fund as the case miy be, by whom the fund account is
maintained giving the date of retirement and requesting thit steps be taken to close the nccount and pay to the
subscriber the amount due. This communication shall be sent twelve months before the date of retirement,

The Accountant General of the Dircctor of Pension und Provident Fund as the case may be, being sutisfied
of the correctness of the claim, and on ascertaining the date upto which the subscription has been paid, will
arrange for the payment of the amount ut the credit of the subscriber in the account of the Fund. The bills may
be prepared in the same Form G.T.R. 75, or Form GTR-76 as preseribed in sub-rule 1 of rule 364 the bill being
supported by a duly centified copy of the letter of authority from the Audit Officer or the Director of Pension
and Provident Fund us the case may be,

Y—2122—31
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All such payment of final withdrawal from GPF to the retired Officer/Employce or the person nominated
by the deceased Officer/employec should be made from the tast office where the Government Officer/employce
was scrving. The Account General or the Directorate of Pension and Provident Fund, Ahmedabad should issuc
the authorisation tetter in favour of the drawing and Dibursing Officer of the office where the concerned
Officer/employee was last serving. The Drawing and Disbursing Officer concerned should prepare a regular
bill duly signed by him and present the same to the treasury and after gatiing “A/c Payce™ Cheque from the
treasury in favour of the concered Officer/employee or the person nominated by them, he should make such
payment.

.

The procedure preseribed in this rule shall apply mntazies mutandis to all other cases in which the amount
lying at credil of a subscriber in his Provident Fund account becomes payable 1o him as finally quitting the
service,

(2) In cases of subscribers allecated to the Panchayats who are aboul (o retire, the Accountant General or
the Director of Pension and Provident Fund as the case may be. shall on receipt of an application in the prescribed
form. of the subscriber. through the District Development Officer, intimate the balance available at the eredit of
the subscriber. for being repuid. On receipt of such intimation, the District Development Officer. shall afier
intislly making the payment 1o the subscriber from the Panchayat fund, prefer the bill of reimbursement in
Form G.T.R. 75 or Form G.T.R. 76 ofter getting it duly countersigned by the District Collector. The reference ta
the Accountant General's or Directors letter as the case may be, shall be invariably made in the hill.

366. (1) Exceptas hereinafies provided, final payment on account of any Provident Fund, when authorised
shall he made on the penonal receipt of the subscriber; o when he is abseat from lndia, on that of his duly
authoriscd agent, Paymenus may however, be made 1o an authorised banker, if so desired by the subscriber. in
the manner laid down in sub-rule (2) Of rule 163. The Drawing and Disbursing Officer of the olfice concermed
may slso draw the bill and ablain the payment thereof for disbursenment to the subscriber, if the subscriber,
who before finally quitling seevice, whether by retirement or otherwise, held a non-gazeticd post and opts in
writing to receive payment through his office.

Provident that in the event of death of the subscriber before payment has been m:
made to such person or perons as may be authorised to receive payment under the rules
and such subsidiury instruction as may be issued by Government in this behalf,

ade, puyment may be
of the fund concerned

(2) When the final payment of the balance at the eredit of a subscriber (other than clasy IV Gove
servant) toa Provident Fund is to be made outsidethe jurisdiction of the Accountant General who m
Provident Fund sccount of the subscriber, the Accountant General will instead of issuing i special seal authonity
onanother Accountant General for amunging the payment, make Ppayment to the payee by a crossed Bank draft
For this purpose. the Accountant General will intimate the amount paybic 10 the payee and also send a form t;l
receipt to be filled in by him as specificd below. On retum of the form of reccipt duly signed by the payee, a
Bunk dralt will be purchased by the Accountant General and sent to the payee by registercd post. '

ment
aintains the
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Received payment of Rs
(Rupee: only) being the lation in my Provident Fund
Account No.

Station Signature
Date ‘ Address
Please pay by Bunk Draflt.
Signature
Address

367. The Payment of additional amount payable under the Provident Fund Deposit Linked Insurance
Scheme on the death of a Govermment Servant shall be authorised by the authority competent to make final
payment of Provident fund balance at the credit of the deceased employee, 1o the person(s) endtitled 1o receive
the Provident Fund dues. The provision of this rule will mutatis mutandis apply to payment under the Provident
Fund Deposit Linked Insurance Scheme.

(2) Atplaces witere the system of payment by cheque is in vogue the advance or pan linal withdrawal or
final withdrawal feom General Provident Fund and payment under Provident Fund Deposit Link Insurance
Scheme for the mnount exceeding Rs. SO00/-(five thousand), shall be disbursed by drawing Officer invariabily
by obtaining *Account payce only™ chegue in favour of the concerned Government Servant or beneficiary from
the Tresury o1 Pay and Accounts Officer. This will similarly apply to such payments made by the other
departmental cheque Drawing Oflicer also™.

368. Under the State Government Employces Insurance Scheme 1979, the payment of Insurance mongy
payable on aainment of the age 58 yeis or on the death of State Government employees shall be authorised by
the Head of the Office to the Government Servant or the deceased employees' nominee (s) entitled 10 receive
the employees” dues, as the case may be. The claim may be drawn in Form G.T.R. 77. The same precedure will
also be followed for the payment of discounted value of the benefits to Group-11 and Group-111 employees of the
State Government Employees Insurance Scheme, leaving service or retiring for any reason whatsever before
the age of 58 years.

Nate : In the absence of valid nomination, the insurance amount payble under the scheme shall be disburscd
in cquad shares among all the legal heirs of the Government servani without insisting on the production of usual
legal authority, provided the head of office is otherwise satisificd about the rights and titles of the claimants.

369. Under the State Government Employces Group Insurance Scheme, 1981, the payment of lnsurance
Fund/Saving Fund payble on the death of the Employees while in service/w hile hie ceases to be on Government
service shall be authorised by the Head of Officer to the deceased epmloyces nominee (s) or to the Government
servant entitled 1o receive the dues as the case may be. A copy of every such sanction shall be endorsed 1o the
District Treasury/Sub-Treasury/Pay and Accounts Office/Acountant General/Head of the Department, Director
and the beneficiary concerned. The bilt will indicate clearly the entitlement from (i) Insurance Fund and (ii)
Suving Fund. The Claim in respect of subscribers on their demisc while in service shall be preferred in Form
G.T.R. 78, while the claim in respect of subscribers on their retirement/resignation ete. Shall be preferred in
From G.T. R. 79. The separate bill should be preferred for each group and each employee.
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Note 2 12 In the absence of valid nomination, In favour of a member or members of the fumily of the
subscriber subsists or if such nomination relates only to a part of the amount standing to his credit in the fund,
the whole amount or the part thereof to which the nomination dues not relate as the case may be shall, not
withsunding any nomination purporting to be in favour of auy person or persons other than a member ol his
family hecames payable to the members of his fumily in equal shares. Provided that no share be payable to;

(i) Sons who huve atiined majority ;
(i1} Sons of o decensed son who huve attained majority;

(ii)) Murricd daughters whose husbunds are alive

{v) Married daughters of g deceased son whose husbands are alive ;
If there is sy member of the family other than those specified in clause (i) to (iv) above,

Provided further that the widew or widoes and the child or children of & deceused son shull receive
hetween theain equad pants only the share which that son would have received iChe had survived the subsceriber
and had been exempted fron the provisions of cliuce (1} above,

Note $ 2 2 ease o subscriber who his no family and dies while in service without miking any valid
nomination, the umount shall e paid to the legel heisMeirs in whose favour the letters of probate or succession
centificues are issued.

Note : 32 Inthe cine where subseriber has made o nominuion in fav

our of minor persan, the payment
shall be naade s undler ;-

(i) The payment of smount of upprspriste Insurance mnd nocumulation in the saving Fund 1 the
R, SOKKH-(or he first Ra. SOOI where the amount paynble exceeds Ry, SUOU/-) On butalt of the minor (v) can
be nrade o hisiiheir natusal guasdiaon or the where no naturad guardin existy to the person considered M by Head
ol Olfice o receive puyment on behall of the minor (s) withiout requiring himto Produce Busmdianship cenificie
The persons receiving Paymenton behall of the minar should Iy fequired 10 exeeutes  bomd in Foom G.T.R, 80,
duly signed by two sureties agrecing o indemnity Government Bgainstany subsequent ¢lim, The balanee in
exvess of Ry, SI/-, il any would be paid in wecondance with the normal rales,

exlent of

Qi) Ingeises where the natruat guandian is w 1indu windaw, the payment ol the
minor chuldren shall be made 19 her irrespective of the amount involved without pro
ceitilivate o nay indemuity bond, unless there is anything concrete 1o show that the
whverse to thuuse of minor child/children,

moumt on behall of hey
duction of Buindinaship
Inerest of the mather e

Gii) A natural gurdian ceording is o Hindy Minority und (in:lrdiun\hip Acl, 1956, In case of u | lindy by
or ol wn unmanricd Hindu Giel, is the father und ufter him only the mothery, . sy

Giv) Inilie absence of n nturat guardian there should be adequate
W e preeson claims it. Such ground can be exist only if hehhe is shown by o sworn decturation tobe defae
guardian and hisher bonafides hive been ascretained. Even if a guadian hay 1 yet I)ccr; appe " :d‘l:mm
Cour, i the minor and his property uee in the custody of some PO, such person iy a Jlrl tm L. § y_lhc
The authorises niking Payment should therefore, require the person whe comes l'un\.'nr.d I -lL'mm A
behalf of the minos 10 Natisfy them by un aftidavit that he js in charge of ihe Propety of the n ”“-“ o
after the minor and hisfley Property, or that if the minor hay no Property other thyg th- ;."m"‘ andis hmk".w
wecumulation in suving Fund, the minos is in his custody and cage, The wilidavit iy 1o he Y ""T"I "){ hm'"'“"“‘/
the idemnity band with suitable surelics, ) produced in wddition o

Primia facie ground for miking puyment .
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CHAPTER-16

DEPOSIT TRANSACTIONS,
INTRODUCTORY ;

370. Moncys received at the treasury for depusits in the Government account ace classificd according to
the department through which they are received, the usuasl classes being (1) Revenue Deposits, (2) Civil Court
Deposits, (3} Criminal Court Deposits and (4) Deposits for works donc for public Bodies or Private Individuals.

Anather important class Is “Personal Deposits™ of which the account kept ut the treasury is of the nature
of a banking deposit account, the receipts und payments being recorded in personal ledgers. Other classcs of
deposits may be ndded under special orders of the Government, -

Note : Separate registers must be kept for each class of deposits in accordance with the directions
contained in this behall in the Account code, Vol. If or under specinl instructions of the Accountant General.

371, At places where the cash business of the treasury is conducted by the Banks, moncys tendered as
deposits will be reccived and repayment of such deposits will be made by the Bank in accordance with the
procedure laid down in Rules 310 and 323 10 325.

ERAL RULES AND LINITATIONS ¢

372, No moneys shall be reeeived for deposit in the Public Account, unless they are such as by virue ol
any statutary provision or of any gencral or special arders of the Government are required or authorised to be
held in the custody of the Governinent,

Subject to the provisions of this rule, the Treasury Officer may accept any amount in deposit without
intervention of the Departmental officer concerned. I, however, the amount can be credited o some known
head in Government account, he muy credit the smount 10 such known head in the Government accounts, In
cases, where the amounts are desired to be credited 10 the Deposit head, nowwithstanding the availability of
some other final head, by the departmental officer, the Treasury Officer, should make the representation to such
departmentat officer regarding crediting the amount 1o such final head,

I .
373, The treatment of the following items as deposits is prohibited te— .
(i) No pay, pension or other allowances should be placed in deposit on the ground of the absence
ol the payee or for any other reasons, . '
Note: When a pension is granted 1o several persons jointly, it may not be dewvn on the appearance of one
claimant only, and puyment of his computed share made, the balance being placed in Deposit.

(ii) No fines should be pluced in deposit on the ground that appeal is pending; they should be
credited at once to the Government, and refunded if necessiry, on order af the appellate Court, But
compensation fines (including costs in criminal cases) duc to an injured party, and not to the government,
may be keptin depositbouly in appeluble and non-nppeatuble cases, till they lapse under the ordinary rule,

o (i) As provided in sub-rule (1) of rule 287 no relunds., \\'hcllw'r'ofslun\px orof other fcccipxs. can
be drawn to be ledged in deposit peading demand by the payee.
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REVENUE DEPOSIT RECENTIS ¢ 127 .
378, Al ddeposlin must bo sepunitely puid Into the feeuniry with chinlnn or other documents setting forth
witlh ndl the panilenturs necessuty for the entikes 0 hg o In the reginter of deponll receiprn,

Nofeed t Hienent money deposits tendvred by controgton or purchiusers of Torest produee should he puld
by tistydlreet o the trcumn y, where they will b credited 1o Revenue Deponlts and not to Forest Remftnges,
Hetimdn ol tliens deposltn will bo rogufited by tilg K2,

Nute2 1 el liet ol recelpt must e seeonded In words md {gmen Iy the regluer of reeeipia il cich
ey et I checked mnd infthbled by the Trenswy Oftices b neeondunee with the directions cantilned b this
Behll T the Aceount Cendg Vo, 1,

N0 ivenpect of o nest nioney depostia nide by Intending tesdern of the CIvIEDepaients, which e
eredltilslo ms Kevenne Deponits, Qo i evios ity of the departmental ol ficer i necensary, Bt ihe depundter
st wiutes the dvealgniatlon of the officer In whone favour he ninken Hig dlepoalt md dtendgnntion most e stied on
e veeelpt glven by the ieairy, Thse deponiia mity be recelved it Sub-Trcmulen im well ns DIntelet Preanin s,

Note 1 Emnest maney depostin miy o he 1eceived by the eputimentul officers by mewmn of cromed
demmnnd b i thei Savonr, Monsy sosecelved shall b doalt wlth i i secalpta mnd eredlted In tho Trenwa y/
Sl Ty i the bung of the pantles Trom whion they me reveived,

Mtk (1) Rotunds of depostieean b e ouly on recelpt of o person entitled to them ulter produgtion
ol g vy,

oseaver, et whiong moneys on aveount of fovenue tlepositn were geelved il ergdiied 1o Cuvermient
wecount iy ndepatimiental ol tleer or wher thoss were eiedied ut it treunury with wlilch ho s lo neeount and the
deporlion reyuents recelve e tepaynieat of depositn thiongh nch depanmentad atfieer, the depmtimental offleer
wlonld draw, e atmont on Dile recelpe fom the tremntny il ko payment (o the payee concenmed, The
Treunury Otcer witl efore miklng the pryiment f th lepuntmental ofticer verlfy tho svathibliny of tie credis
Tl snwnner i stated Insabsrule (29 ol Tale K0,

(2) Save v provided fn Rulg 42 1 pernon clubimbng refind of i deposit must produee mn onder of the
within ity which ondared aeveptance of e deposlr,

‘The Prensury Olficer shidl ompure the order with the entry T the regiser oF eecelpts and, I the batanve
Do suthelent, he will ko the payeo's iecelpt, nho payment and record i at onee wnder iy ity botls I the
reglster ol cepayment s b it of vecelpis woding b betl wls the datg mnd s uf the repayinent, I herg
b ok wutHetent balaiea nleredie of the padealue e, the Trewnury Officer aull enduorse hix fuct on thy
anler il et the person preseatling i,

Nete 1 Ve aoten rogatdling repuyiment o be ke iy the recelprieplates sgahnat the orfghial credit en
Al e Dl b wondn snd Pigures,

(0 the provislns of Subeiule (23 mul (3) 1ute 287 Npply toretamla ol doposits an they npply to e il of
fevenie swhen the nmownt isvolved doen not exeecd Ra, 100/,

REPAYMENT ORDERAND YOUCHER )

SRECC) Torm G BT bl b wned For vpynient onder md vouelier for deposits repald, A deposiig
Tepay et voucher nmt i o vise be prepuned m thy ‘tiensiny,
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(2) Asasafeguard against fraud, the authority ordering repayment shall enter the name of the payce after
the words “passed for payment™ thus passed for payment (o . * '

(3) Where under the provisions of sub-sule (1) of rule 380 a deparimental officer is required to draw the
smount for repayment of @ deposit, he will preparc 8 bill in Form G.T.R. 81 duly supported by the original
chalun with which the moncy was credited to Government account or by a duly attested statement showing the
names of the depositors 10 whom the repayment is to be made, the amount to be repaid, and the number and date
of the chalan with which the money was originully credited and amount, if any, alrcady repaid if the amounts
received from more than one person were credited by a single chalan by him and present it at the treasury after
scknowldeging the receipt thereof in the space, provided for claimant’s signature and after scroing out the
words claimants signature™. The Treasury Officer will then make the payment to the departmental officer ufter
verifying the availability of the credit.

382. (1) Except as provided in sub-rule (1) of rule 380 earnest moncy deposits of the Government Civil
Depaniments cannot be refunded except under the authority of an order endorsed upon the original receipt of
Treasury Officer by the Departmental officer in whose favour the deposit was made and under no circumstances
can part-payment be made,

(2) Carnest moncy deposits tendercd by contractors should be paid by them direct into a treasury or sub-
trewsury, and orders authorising the repayments should be addressed by the Depurtmental Officers 1o the Trea-
sury Officer concerned. This proceduse should also be followed in the case of cash deposits received by officers
of the Police Department from contractors who are called upon to furnish sccurily in cash or in Government
Promissory Notes aguinst breach of contract, the Goverament Promissory Notes received as sccurity heing
dealt with by the officers concerned in accordance with the rules in Chapter VIIL of the Government Sceuritics
Manual,

Exception ¢ (1) The above procedure is not applicable in the case of tender received by the Commis-
sloner of Education from outside the Gujarat Stute in conacction with the work of printing and publication of
the Departmental hooks, The earnest money received by the Commiissioner of Rducation in such cases should
howcever, be paid by him into the treasury for credit o Revenue Deposits,

Commissioner of
arat State. The earnest moncy
chasing Officer in such eascs
Such carnest money from Non

(2) The above procedure is also not applicable in the case of tenders received by the
Industries in hin capacity as the Storen Purchasing Officer from outside the Guj
reccived by the Commissioner of Industrics in his capucity as the Stores Pur
should, however, be paid by him in the treasury for eredit (o revenue Deposits,.
State tendern should be by bank drafis on Locul Banks.

Note-1: When it is not possible for contractors to pay the carnesi moncy into o treasury or sub- irens
and the nmount is received by un officer of the Road and Building Department, the curnest money received f :,"Y
nnd retusned to conlractors on the spme diy ns e tenders are apened need not he passed by the Divi .‘r ":
Officer through the Divisional Accounts, The contructors concerned should, however, he required |I l.\:,onu
stunped receipt fur the money in the Register of Tenders maintained in the Divisional dl’ﬁcur ulnd tl : ll; f,'_VC 'ﬂ
should be treated as subsidiary cash book and comequently as an nccounts formy, v Register

Note-2; Claims on behalf of deceased contructors in respect of the
should e declt with in the manner prescribed in sub-rule (4) of Rule 84,
taken in ol) cisen before payment is made. The indemnity bond has been

eurnest moniey deposits ladged by them
except that indemnity bonds should be
. prescribed in Porn G.T.R #2.

I3, 17 the Depanmental Officer desires that an item of earncat mone:
be carried 10 the credit of the Govermnent, he must return the deposit reced|
Treasury Officer will inake the necessary teansfer on the authority of thix

y dc_pmil, instead albeing refunded,
Pt with thix dircction whereupon the
voucher,

.3,;4, uniless it be otherwise provided by any law, or rulc o order Issucd by g compete i
deposit repayiment order shall remain in foree for a period of three month from e dag “"I’Lll-‘ i
ufier which no repayment can be made o jis outhority unless it in revalidaied nepn bt it baucd,
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PAYMENT AT A SUB TREASURY ¢

385, When an officer-in-charge of a Sub-Treasury has occasion to place in deposit an item which under
any rule or order may be so dealt with, he may, subjecl to the provisions of this section repay it without formal
orders from the district reasury. )

Ifany class of deposit is repayable ata sub-(}cusury. itmust not, except with the special permission of the
Treasury Officer be repayable at the district treasury also,

LAPSED DEPPOSITS ¢

386. Subject 1o the orders, if, any, issued by Government 1o the contrary, all balances unclaimed for more
than three complete account year shall, at the close of March in cach year, be credited to the Govermnment. Of
deposits and balances thus lapsing, the treasury of ficer will submit to the Accountant General immediately afire
31st Murch, a Tist prepared in accordance with the dircetions contained in the Account Code Volume-Il.

Note-1 2 For the purposc of this, rule, the age of a repayable item or of a balance of it may be reckoned
as dating from the time when the item or the balance as the case may be, was initially deposited. If according to
deparuniental regulation deposit is repayable aficr a period of more than three years the concemed head of of fice
should inform the Treasury Officer specifically,

Note-2 1 A writien notice shall be issued by or on behalf of the Collector to the Jand-lord annually for
withdrawal of the deposits of purchase price under the Tenancy Act where necessary a further and final notice
in writing shall be issucd by such authorily to the concerncd land-lord six months before the date on which such
deposits will lapsc under the existing law,

Exception-1 2 In case of deposits the detailed accounts of which are maintained by the departinents
themsclves and not by the treasuries, the age of any repayable item shall be reckoned with reference to the
provisions in the concerned departmental regulations.

Exception-2: The deposits of accounts of compensation awarded under the Land Acquisition Act when
not cluimed by the interested person should be excluded from the purview of rule 386 and should be treated as
not lapsable,

W7, (1) Deposits, the detailed accounts of which are not kept at the Treasury and which are credited to
the Government under rule 386 cannot 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 credit of the Government
as lapsed and that ihe claimant's identity and title to the moncy are certified by the officer signing the application
for the refund.

The amount of the bill may, wherever neeessary be paid to the deparmentul officer on his re ipt as
provided in rule 388 where the depositor requests Lo reecive the refund through the departmental officer, the
application for refund showld on the basis of such request be seat to the Accountant General, who will aficr the
verificition authorise the puyiment to the Depanmentul officer us provided in rule 388,

(2) Deposits, the detuiled aecounts of which are kept at the Trensuries and which are credited to the
Government under rule 386 may be refunded withaut the saction of the Accountant General, The Treasury
Officer shall before authorising refund in such cases, ascertain that the item was really received and is traceable
in his records, was carried to the credit of Goverament as lapsed and was not paid previously and the ckimant's
Identity and title to the money are centificd by the officer signing the application for refund, The amount of the
bill may, wherever necessiry be puid to the departmentul officer on his receipt as provided in rule 388,

Y-2122-33
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Note-1: The sanction/payment authuority issued by the Accountant General in cases covered by the
ptovisions of sub-rule (1) sbave will be valid for three months from the date on which it wus ispued, after which
Ao payment can be made on ils authority unless it is revalidated.

Note-2: Caution money deposits received from students in Government Educations! Institutions will
tepse to Government if they are nat claimed within a period of onc year from the last day of the last term
which the studeal conrocd was a member of the college and will not be refunduble,

388, The application for sanction shall be made in Form G.T R 83. There must be a separate apphicatin
for deposits repuyable to each person, and it shall be used as the bill on which the payment is to be made at ih
Treasury and subminied 10 the Principal Auditor with the list of paymment in which it is charged.

Tn cases where moneys on account of deposit were received and credited 1o Government account hy a
depanimentyl officer or where mancys were crediled at 8 treasury with which he is in account and where thes
deponits have lopred 10 the credit of the Goverminent undes the rule 386 and where the depositor reguesis o
receive the refund thereof through such depantmental officer, the depantmental afficer should druw the amount
on his receipi making applicatiun in Form GTR83. The Treasury Officer, will make the payment or obtaw the
sanution of the Accountant Generul and make the payment to the Departmental officers.

389, The repayment of o lapsed de

posit shall be recorded in the oppropriate deposit register of receipts so
85 10 guard against & second payment,

1 the puyment is made ofter the feglsics of receipts has been destroyed, the responsibility for verilymy
the claimant’s title to refund shall devolve on the authority who signs the application in Form G.T.R 83.

CIVIL AND CRIMINAL COURT'S DEPOSITS ;
RLCEI"IS AND REPAYMENTS ;

Y90, Subject us he
Revenue Deposits shall g

391, Subject 10 su.

) h general or special orders o may be issucd by the Government, Civil Courts and
Mogistrates may cithes ;

i e  banking account with the reasury, remitting without (icmil 1 eposit Feceipt
i . helr gross deposit receip
for credit In Penona) Deposit accounts and making 1 8 g p

b cpuyments by cheques on the treasury against such
Personal Dcpunuccounu.ot id Y eheq e

(2) arronge thut each deposit iy separately puid into and ¢ documents
passed by an authoried officer of the Coun nny n o from the oy hon ot

L d setting forth the articulurs necessary for the entries in
the deponit reginters kept ot the freasury, " : -

Note-1: The objectand effect of the g
Officer of fesponsibility for the deiails of th
confine it to the departimeny| ulfice in which
be kept in sccordance with the directions co

rTangement set oy| g1 (1) above is simply to relivve the Treasury
3 ‘{‘P‘uil {ransactions, not to abolish the detailed record, but to
Tegisters of receipts and repayments and other initinl records must
nained in the Accoyn Code, Volume-J1.

The Civil Coun or Magistrate in thi case thould be i 0
Periodical account and FELum 08 may be required by the A':c‘l[:u)r’:::lkﬂ'to

seut by the Treasury Officer, netul, although the vouchers are to be

W
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Note-2 : In case in which the first method referred to in this rule Is followed, each Civil or Criminal
* Court should incorporate in its own account deposit items of its subordinate Court as a treasury does in respect
of those of sub-treasurics unless any subordinate Count is authorised to keep independent accounts and submit
the retumns directly to the Accountunt General, Separate accounts should be kept for, and separate returns submitted
by the scveral Small Causes Courts.

392, Each transaction of receipt or payment of a Civil or a Criminal Court deposit must be initiulled by
the Judge or Magistrate, or by some duly authorised Gazetted Officer of the Court.

393, In Civil Courts where nuicrous petty sums are received from suitors for immediate disbursement
in full {us for dict postuge, cte.) the detailed control may, with the approval of the High Coun, be left with the
receiving Count,

Note-1: The recciving court, however, should record and deal with these petty deposits with the same
care and formajity as others. 1t should enter all in detil in a register of deposit receipt in the ordinary form
labolled “Sheriff"s Petly Accounts”, and repayment should be recorded in the similar separate registers of
repayment both to be hindled and attested like the general registers. Form these two separate registers, daily
totals should be carried into the general registers (though of course, without numbcrs) and also into a register of
the personal ledger form in which a doily balance should be struck and lapses periodically reported to the
Accountunt General, ' .

Note-2 3 The detailed procedure for the record of these petty deposits may be prescribed, wherever the
system is permitted by the High Court after ltation with the A General.

AGREEMENT WITI THE TREASURY ¢

394, (1) When the different Civil Courts of a district bank with the Treusury, the Treasury Officer may,
ifit fucilittes the comparision of the nceounts, open a Personal Deposit Account for each Court, eventhough the
deposit transactions of the subordinate courts be brought by a superior Court in detail on its own registers.

Note: Ta prevent disagreement between the deposit figures reported to the Accountant General by Civil
Courts and by Treusury Officers, it is necessary to arrange that the forme.r should report completed transactions,
A Civil Court nuty not receive moncys but give the intending depositer an order 1o the Treasury Officer 10
acceptit, and so, though recording the issuc of the order in o register in sufficicnt details, it should not bring the
item on the deposit register till the Treasury Officer udvices receipts. Similarly, it should ascertain from the
treasury at the close of the month which of its cheques have been cashed, and which cheques are unpaid and
deduct the totul of the unpaid cheques issued 10 1ally their figures with the treasury figures,

(2) The Treasury Officer shall fusnish the Court with a daily advice listof the sums received and paid, or
ndvice the receipts and payments in a pass book In G.T.R Form 84,

398, 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 aftenwards forwarded 1o the Treasury. Counts in the same
town will a treasary shall make remittances daily, if ot a greater distance, they shall remit frequently ut fixed
intervals. Simitarly, when it is inconvenient for u claimant 10 proceed to the treasury to obtain payment of a
deposit, the Judge may pay him in cash provided that there are in the Coust funds sufficient, whethee of current
deposit receipts or of the office permanent advance, 1o meet the payment,

Note-1 3 In these case, the gross receipts and payments whing place a1 the Coun, must be shown as
remitted to und from the treasury, and the payment be supported by the paid orders. If the receipts are in excess
of the payments, the excess shoutd 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 l?\us recoup the permanent advance account,
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) I the ennct snivunt of the fees nnd the dist ibutlon of shures between the Covernment
el the Cluvernment servint wo known beforehind, the stisre due t the Gouverninent should be
credited un miseellneaus recelpts of the Depurtiment v which the Guvernment servant belongs
il thie veat should bie collected by the Guvernment aervant himself, The Guvermment share shoull
Be paldd it the Vicussry nw fag an possilsle by the bty or persan payling the fee;

(hY 1 the nweunt of the fees on the shares me known anly upproxiitely beforchmd, ull the
Feen shoubd b tha fisst Instance be pald Into the treasury to the eredin of the Government, as far ns
Pronallile Dy the hedy an person paying the fees, The recoverfesshoutd be credited to the appropriate,
deposit head, pending sl settlentent, when the shire due ta the Guvermment should he eredited
i endseellaniconn receipt of the depantment to which the Government servant belongs, and the rest
o rensdu tnder the depondt head for dishuinement 1 she Clavernment servant I aecondance
witli e procedui wet out heluw,

The Covermment seevamt invelf, 10 he holds i Guzctied post, i the head o ottlee on behall of
Non Cizetied Government seevant, mustelabn the tmount due t o on a bild o ordinuy pay bill faem
Apecilylog there i the nuthonty sanctioning the pagment of Tees, wnd forwand the Il ta the Accoumtant
Cleneral thivongh the Treanmy Oftheer concerned, who will funbhed necessary detuiles of the eredit in
the trenntiny toenunts, The Accant Ceneral will, after vedyng the credits, nuthathes the Priymests ad
retunt thie Bt the tieasiny alticer, who will pay 18 by debit o the depostt hend concenndl,

Note 1 Theve ruten ane itendes] v e npplled o eases i which the whole o share of the tees ns such Is
Payble tathie Uovernment servant doling werk foenon- Govesment bodies o Penons, They me not upplicable
T cisen, . feen levied foraver thine work I departiments where It ix enistence, where n Government secvant
widertabes the work iyt pan of By olticial dutles although I view of the extra woik iveoived wnd in
votsdderation ar'the fees realised, e b remumerated by a shate vutof these recedpts,. I the atter cases, the fees
realised e mljustalite i depatnental revelpts and the dishunsenients e Govermuent servimt s depamtivental
eapemlinne,

st

CHAL RU FOR DUTONIEN OF LOCAL FUNDS

RECEIPUN AND PAVMENTS

403, Nave where du iy expresly provided by sy T or tule having the Force of Taw, moneys peitalning o
ol b may ot e recelved fordepostt ata ieasmy wlhihout some General spevlat onter ot ihe Government,

ABY ) The seeaumta ol Tocal funds st n tessuey shatl be Rept us pure banking secounts, money befng
Pl it and st ot ol the tieasiny selthout specttication of the natire wi receiptav expenditure. Unless in
ny vine the Ui ennnents dhets othenwise, wlthdsas als cin be nade onty by cheyues slgned by the adminbtrato
e name tespondble witiver of the Tocat authaity concenied,

1 Mundelpalitles ave onlinmily obliged t place telr Rids in o Goverment freastny or a Bank or
Weaneh hank wed an o Qv ennment ieasiny, I ihere Iy one i or new the Monleipality,

(7 The nanvactlons o all bocal fuands, fneiding munkeipal Bamds shoutd be reconted T the from used
Ton pevsmal depusslta, hut st e hept yuite distiingt, nid nwust pass Bt the eane aceount as deposits of kvt
Ny, i ot as pessonal Deposits,

U1 The nansacthomn af each fund should be entered i separate column in the ueasiny wWhich alfows

vt cotimnin fonevery vl Rund b the distriet. Unless e fands are very few finnmnber, it s mostsouventent t
Bane tegiviers it totals for mmieipat and cantonment fasds sepanate’ Bt these ol others s,

AEPEAT]
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404. If, under any special orders of the Government, monceys required by a local body have to be drawn
from the Treasury on detailed bills, such bills shall be presentcd, as far as possible in accordance with their
relevent provisions contained in the chapter relating to withdrawal from Government Account. The gross amount
of bills shall be debited by the Treasury Officer against the local fund concerned. the deductions on account of
income-tax, fund subscription, ctc., being credite by transfer in district entries.  * ’

405. No Local Body is allowed to overdraw the balance at it's credit in the public Account without
obtaining before hand a loan or contribution from Government funds to cover the overdrafts.

VERIFICATION OF BALANCES :

406. The balances at credit of each local fund shail be verified at the end of the year by the Treasury
Officer in communication with the Account General on the one side, and the officer or Committee administaring
the fund on the other. The balance on the Accountant General's books is the balance acknowledged by the
Govemment, and the Treasury Officer is required to follow it, and not the local accounts as his standard,

OTHER DEPOSITS ACCOUNTS :
407. Moneys appertaining to special deposit accounts which do not strictly fall under any of the separuie

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.
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CHAPTER-17
LOANS AND ADVANCES :

INTRODUCTOQRY :

408. The rulers in this chapter shall apply to loans and advances of different classes, which are granied out
of tunds provided by the State Government under the head "LOANS AND ADVANCES" by the State Government”
and "Advance 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 REPAVING

409, A till on which a loan or advance is drawn must quote the authority sanctioning such a loan or
advance, Subject to the provisions of Rule 41210 rule 416 a Treasury Officer may authorise payment ot any loan
or advance only if the bill has been signed or contersigned by the authority competent to sanction such loan or
advance, or if the sanction has been specially communicated to him.

Note : See note below rule 292

410. Except as otherwise provided in 412 to 416 Loans and advances may be drawn on simple receipt in
u from similar 10 form G.T.R.No. 62.

411 In repaying a loan or advance, the memorandum or chalan in form G.T. R.No. 6 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, the memorandum or challan in Form G.T.R.6 accompanying in support of such deduction must
contain information regarding the original date and amount of the loan or advance, or otherwise give sufticient
particulars for its identification. If the amount repaid includes the interest as well as the principal, separate
challan in Form G.T.R. 6 should be prepared for the amount of interest,

If the repayment is a fixed periodical amount, including both interest and principal, the orders fixing the
amounts shall be quoted. |

RENENUE ADVANCES ; .

412. Advances inay 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 each officer who authorises the advances, in accordance with the directions
contained in this behalf in the Account Code Volume-11. For all further accounts and supervisions, the departmental
authoritics will be responsible,

413. (1) Advance may be made either direct to the parties concerned and on their receipt (stamp when
necessiry), or in lump sums on abstract bills in form G.T.R. 45, to Government officers disbursing the advances;

(i) In the former casc the payments in the treasury account must be supported ¢ither by actual
payce's receipts, or where these are required by the deparimenial officer, by a certificate from the Collector
or other duly authorised officer to the effect that the payments have been made to the proper parties and
their receipts duly taken and filled in the deparimenial office.

(ii) In the latter case, the following safeguards shall be ndn;plcd:-

(a) No officer disbussing these advances should be allowed to draw o second abstract bill
without producing a detailed bill to account for the amount ulready disbursed from the last advance



13

tokcn, any hatunce Yeft being ot the xame thme sefunded Into the treasury. In no casc should be
submisslon of the desuited bil delayed beyond the end of the month following that in which the
udvance wus drawn from the treasury. )

(b) Disbursing officers should tuke the receipia of the payees on the spol us soon the ndvances
huve heen made and certily ot the foot of the detaifed bill that tha advances were duly sanclioned by
them ond pald In their presence.

f

{¢) Puyee's recelpt need nut be sent with the detailed bill and their names need not be shown
0 it Thie detutled bill should Ix: forwarded to the Accountsnt Oencrol, quoting the Treasury voucher " 4
No. licud of sccount under which the advimee was drawn,

{d) The Collector or the head of the department concerncd shiould preseribe o moncy Hinit for
the mmount which con be drawn on ubatract bills by each officer with due regued to the circustunces
of each cose,

(2) No ulfices nuthurised to tuke ndvances muy questlon the ueeuracy of the treasury plus wnd minus
cinotanduim as the recird of his responsibillty, othierwise thun by sathslfying the Accountunt General of its
crioneuusticss und coushng him to coreect it Pvery officer whall sec that deblis and credits made to hin secount
siccutately correspond wlth those which enter bis own tegisters and returns for cach month. He must oblatn from
the tsensury, u copy of the plus and minus memorandui with which he ls concerned and take necessury steps for
the removal of differences between the Iwo sets of secounts. Speciul cure shull be tukea In puybng recoveries Into
the treasury thit the utmuunts of interest ond principal recovered ore separately and dlhlinully crediled, oy the
former inust not, and the Jatter must, be crediicd in the plus ind minus memorandun,

ARYANCES FOR DEPAWIMENTAL_PURPOSESS

414, Advances grunted under speclal orders of competent authority 1o Govermnent ofticers for deparimental
oi allicd purposes may be drawn on the reapousibitity nnd recelpt of the officers for whoin they re sunctioned,
subiject to adjustnient by submission of detuiled accounts supporicd by vouchers o by refund, iy may be neceanary,

Inthe cane of sdvances for survey and other deparimental expenditure, which are ultimately recoveruble
from private ownernor other patties, the duty of maintuining detalled sccounts of the ndvances, ol watching el
recoverion ind of supervision, cte., Ml reat with the deparmental suthorltics concerned, the Tremury of leer
beluy responsible only for malstfining o plus snd minus memorandum, where necensary, in secordunce with the
disectfona contolned In the Account Code Yol J1.

Note 1 The provisom of sub-rule (2) of rule 413 upply slso 10 advances of thiy clims of which the v
detniled gecounts me kept depasimentally,

ALYANCES TQ GOYEBNMLNT SERYANT'S ON PEBSONAL ACCOUNT *

418, ¢1) These advances may be drass in Porm G.TCBS The wamen of Uovernment servimis whh thele

deaignatlons nud the amounts of udvances sancthoncd for euch should he clenly ndicated n the | b
1ined for the purpose, he Jorin (o be
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The vouchers on which advances are drawn must quote the suthority sanctioning them and paymant wilt
he inade by the ireasury on the suthority of such sanction,

Note 12 In case of non-gazetted Government servants who are on deputation 1o Boasd/Corpuration, the
drawl of personal advinces bearing Interest, will be allowed by the concerned treasury office on the strength of
wanction order of concerned fend of Departiment/Administrative Department, ' '

"Note £ 2 5+ A bill transit Registerin Form G.T.R.86 shall be maintained by a1l Heads of the offices who
nre suthorised to draw moncy from the Treasuey/IPay & Accounts office, All kinds of bills shall be transmitted 10
the Tieasury throvgh this register (o prevent presentation of fraudulant bills 1o the Tecasury/Puy & Accounts
Ollice. The register shall be reviewed twice o wevk by o Guzetted Officer and the finding of the review recorded

thereon”

(2) Al places where system of payment by cheque is in vogue the amounts of House Building Advance,
Mator Car Advance ind Moped or Scooter or Motoreycle Advance shill be dishursed by drawing Officer invariable
hy ahtnining “Account Puyee only” cheques fn Tavour of the concerned Govermment servant i.e. Loance, from the
Treisury or Pay and Accounts Ofticer, This will mimilarly apply 1o such pagments made by the other depastmental
cheque drawing officer il .

() A personal mdvinee to s Government scrvant may be repaid in cash or by deduction frout his pay or
Travelllng Allowance Bifl as may be required under the rule or order applicallc to caich cose, The recoveries of
wdvimees other thin Food gradn advimee, Fan advance ond eyele advance through the pay bills should he
supposted by sehedules of recoveries of advinces in Form G.T.R 87, while the recoveries of advances viz. food
gruln, Panand Cyele through e Fay bill should be supporied by schedules of recoverics of advances in From
No. U TR K8 Sepanate schedule bebng nttached for the different types of ndvances. In cases in which repayment
i made in cush, remittance of the mmownt w the particular Treasury or office feom which the advance was drawn

Is not necessiry,
OJJILK LOANS AND AQYANCLS ;

416,
ol the keparite cluss kpecified b this chapter nfay be drawn and repald in nccordance with such generul or special

Subject to the gencra) pru\;lxlmn_u conlninc;l in rulclfwl( to 411 louns or advances not fulling under un'y

+ arder os the Jovernment inuy {swoe In cach cose,

ADYANCLS UNDLER SPECIAL LAYS :
417, Advances under thin hend will he reguluted In accordance with the provisions of the refevants Acts
und rules fromed thereunder, or by such orders, general or speclil, i may be Issued by the Government i this *
behall, 1 . T

Y-2122-35
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RLPEALS AND SAYINGS ;

The Bombay Treasury Rules 1960 are hereby repealed:

418, Provided that ony thing done or any action taken in the excreise of the powers conferred by or under
the rules so repealed shall be deemed to have been done or taken in the exercise of the powcrx conferred by or
under the corresponding provisions of these rules.

By order snd in the name of the Governor of Gujaral®

K. V. BUANUIAN
Additional Chicf Sccretary,
Finance Department,

* The oppendices & relevant forms under this rles will be published tatter on fn book form
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‘INDEX OF APPENDICES®

Se.No. Title P’age No.

L. Agreement between the Govemment of Bombay and the Reserve Bank of India.

2, Executive instructions for ‘Provision of Funds at Treasuries and maintenance
of currency chest’. .

3 Exccutive instructions issucd by the Reserve Bank of India with all mattcrs
relating to coinuge and currency.

4. Excculive instructions relating to transfer of moncy standing in Government
Account, und other remittances through Government.

s, Exceutive instructions relating to the safe custody and use of ‘Cypher Code’
and Treasury Agencics Private check Signal Book.

6. List of Treasurics and Sub-Treasurices in the Gujarat State.

7. Rules regarding organisition of Treasurics and Sub-Treasuries and control and
inspection thereof.

8. Exccutive instruction for maintenance of Accounts al Treasury/Sub-Treasury.

9. Rules for lodging cash chests, valuables clc., in treasury for safe custody.

10. Scheme of Model Trcasury and exceutive instructions for working of Sub-
Treasuries.

1. List of Government servants authoriscd to draw bills on treasurics.

12, Different classes of Reccipts exempt from stamp duty.

13, Rules regulating the preparation of last Pay Cetificate in case of transfers on

duty or of return from leuve,

4. - Listof Agents (in the prercorganised Bombay State) who have exccuted general
bonds ol indeminity with cither the Central Goverment or the State Government
and have sccured inter-lia the title to draw on behall of their constituents,
pensions payable in India cte,

1s. Scheme for payment of pension to Gujirat Government pensioners by Public
Scctor Bunks,

16. Rules for the payments of compensation for land taken up under the Land
scquisition Act.

17, Instructions for commission and commitices in drawing moncy for their
expenditure.

18. Detailed instructions on the system of payment by cheques,

19, A list showing the names of Treasurics/ Sub-Treosuries and branches of Banks
on which Forest Officers concemed are authorised to draw cheques.

20, The powers of the competent authorities to sanction arrcars claims.

21, Rounding off of transactions in Governiment accounts,

Y-2122-30 .
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APPENDIX - 1
(SEE RULE 3)

AGREEMENT BETWEEN THE GOVERNMENT OF
GUJARAT AND THE RESERVE BANK Ol INDIA
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APPENDIX - 1
(Sce Rule 3)

Agreement hetween the Government of Gujarat
and the Reserve Bank of Indiu

This AGREEMENT made this cig! h day of Scptember one i I ninc hundred and eighty six
between THE GOVERNOR OF GUIARAT (hereinafter refered to as “Govermnent™) of the one part and the
Reserve Bank of |I1diil (hercinafter called “the Bank™) of the other part.

WIIEREAS

) The Bank was constituted and incorporated and is regulated by the Reserve Bank of India Act, 1934
(Cental Act No. 2 of 1934) as adopted and modilied from time 1o time (hereinafter called *'the Act™) with the
subject 1o the various powers, provisions and resirictions in and by the Act sct forth.

(2) Tt has been provided by sub-section (1) of section 21 of the Act that the Bank may by agreement witih
W Government of any Stute undertahe to accept all its moncy, remittance, exchange and banking transactions
i Indiu and in particulas the Government should deposit (ree of interest all of its Cash batances with the Bank
and further that the Bank may by such agreement undertake the management of public dept of, and the issuc of
any new loans by that Government,

(3) The Government hus entered into an agreement dated 8th December 1969 with the Bank (hereinafter
referred to as the original agreement) nnd also subsequently entered into supplemental agreements
on 8-12-1969, 2-6-1972, 27-5-1976, 1-8-1981 and 21-2-1983 respectively (hereinafier referred 1o as the “said
supplemental agieements™)

) 3 has been decided that for good order and convenicence a fresh agreement consolidating the orig.sal
ag! and the said supp! ul agreements be entered into incorporating such changes as may be found
necessary during e couse of time,

NOW ITIS IEREBY MUTUALLY AGRCED AND DECLARED BY AND BETWEEN THE SAID PARTIES
HERETO AS TOLLOWS TIHAT 1S TO SAY :-

(1) This agreement shull be deemed to have come into force on

(2)  The genernl banking business of the Government of Gujurat (hereinafter referred to as ‘Government')
including the payment, receipt, collection and remittance of moncy on behalf of the Goverament shall be
carricd on and transacted by the Bank in accordance with and subject Lo the provisions of this Agreement and
of the Act and with and subject to such Orders and directions as may from time to time be givento the Bank by
the Government through any Government Ofticer or Officers, authorised by the Government in that behall and
ut any of the Offices, branches or agencies of the bank for the time being in existence as may from time to time
be so directed and for this purpose such accounts shall be kept in the books of the Bauk and at such offices,
Dranches or agencies af the bank as shall necessary or canvenient or as the Govemment shall from time to time
direct in the manner aforesuid, : :

(3) The Qovernment shall employ the Bunk as the sole Banker in India of the Government and shall deposit
or cause 1o bo deposited with the Bank or allow the Bauk to receive and hold as banker the whole of its cash
balunces ut any places at which for the time being the Bunk shall have an office, branch or agency and the
Tank shall subject 1o such orders as may from time 1o time be given by the Government In the manner
aforesaid receive nnd hold for the Goverment all such monies as niay be or become payable to the Goveinment
o on its nccount nnd the Bunk shall transuct at its offices, branches and agencics for the time being existing
all such business for the Government regarding the receipt, collection, puyment and remittance of moncy
and other matters ns Is usuully tronsacted by banhers for their customers, The Baok shall make the said
monics ot the said office, branches nnd agencies available for transfer to such places und at such time as the
Qovernment may direct, No interests shall be payable to the Government on any of Monies for the time
being held by the Bank,

Y-2122-37
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[£)] The Managemient of the rupee public debt of the Government and the issue of new rupee loans by e
Government and the per formance of all duties relating theieta, respectively, including the collcclinn‘und paayment
of intereat and principal und the comolidation, division. conversion, cancellation and renewal of seeun ities ol
the Government und the keeping of ull registers, hooks ynd accounts und the conduct of all correspondence
incldental thereto shall be transacted by the Bank at its offices in Bombay, Caleutta and Madras at any of its
office, branchies or agencies ut which respectively, the administration of any portion or portions of e public
debt of the Goveenmient is for the time being conducted or interest thereon is for the tinme being payuble and the
Bank shall also keep and maintain such registers, books, and accouats in respeet of the said public debt as the
Government may from time 1o time direct and shall audit all payments of such interest and act generally as
agents fu tadia for the Government in the management of the faid public debt and shall conduct such ugency
subjectiosuch orders nnd direction with regurd 10 the general management thereof ws may from time to time
glven to the Bank by the Government,

[$] The Banh shull not be entitled 1o uny remuncration for the conduct of the ordinary banking business ol
the Government other than such advamtage as may acerue 1o it from the holing of the Government Cash
bulances free of obligation 10 pay interest thereon, and such balances shall be maintained at an amount mit
below such minimum us may be agreed upon between the Government und the Bank from time to time. The
Hank shall inform the Government by such mode os the Government may desire of the Qovernment's daly
balance with the Bank at the close of each working day.

. .
(0)  The Government shall take sieps by taking ways and means advances from the Bank or by such other
meusures as the Goverament may determine to ensure that the balance in the account of Government with (he

Dank is not less than the smount of the mininuin bulance ogreed to between the Government and the ank
under Clause 5 hereof,

(N The Bank shall nube ways and measns advances to the Government if 5o required at such rate of interest
us may be fixed by the Bank from time to time, provided that the total of such ndvances outstanding at uny one
time shall not exceed the Jimit as may be presceribed by the Bank by way of a lctter addresscd by the Bank (o
Wie Government from time to time, These advances shall be styled a8 “nermal ways end means advances®. T he
»0id advances shall not be required 1o be secured,

(8) If s0 required by the Government, the Bank may in uddition to the normal ways and means sdvances,
srant special ways and means advances at such rate of interest as may be fixed by the Bank from |.imc to time
provided that such udvances shall no exceed auch limitas may be prescribe
be addressed 10 the Government from lime lotime, The said apecis
by marketable securitics issucd by the Governient of India und the Gavernment sl intai
may be apecificd by the Hank from time 1o time.

[¢]] BO‘Ill npnnul ways und rncuns ndvances and spechal ways and means adviinces may be tuken at Central
Accounts Section, Nogpur und repald through any office or branch of the Bank on n.n d);ln without vim.n
IIFNACC to the Bank, The repayment of such advances may be made in the mannce ta be f.nid ﬂo:: ]lr:“ ||[,“.c“.mk'
The udvances sl be fully paid off within a period not exceeding three months from lh~"dyl Lxf (:ucl;
udvance.Interest ahall be culeulated on daily balunces and debited 10 the account of the Gove et ‘-‘ hithe
Bank ut such Intervals as muy be deenied necessary by the ank, fhe Gaverment with the

(0)  Inthe event of the Government's nccount ns ut the close of business on an
remaining overdrawn beyond the limit for pormal ways and nicons udvances and the operative limit for spectal
. i - speck

ways und neuns udvuuc_n. the Bank may without prejudice (o such oiler actions as it muy de ccessary (0
luke, in uddition ch.u‘gc interest on the daily balance overdrawn otsuchrine of rutes og ma { ¢ u'|.n "flcc.; bl ylhc
Bank from time 10 time by debit 10 the account of the Government with Bank ut .Iy'w. pru{ll N _)’ be
deemed necessury by the Bank, such intervals us may be

y working day emerging and

() The Qovernment shall employ the Bank s jts aole agent for investmeniy by
funds manuged by l|lt' Government und the Bank shall be enliled ta charge comimissia 8 [ [ for
purchancs or conversiuns) ot the rute of one-siatcenth of | Pereent on the valye of'n o fales (o ot

further charges which the Bunk may have to pay by way of ok, e males in udditton ta any

‘ crage, cte. The 13 colleet bite
the maturity values of such fnvestments on behall of 1he Governmen without ¢h, et cientand
arge,

¥ Qovernment funds und of
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(12 Asremuneration {o the Bank Jor the management of the public debt as aforesaid, the Bank shall be
entitled to charge to the Government half-yearly a commission at the rate of Rupees Two thousand per crore per
unnum on the amount of the public debt as aforesaid at the close of the hall-year for which the charge is made.
In calculating this charge the following amounts shall be excluded from the amount of public debt, namely;

() The umounts of loans discharged outstanding afier one year from 1he date of a notice of discharge;

(b)  the aggregate of the amount of stock certificates and the all amounts in the subsidiary general ledger
account held by the Government and by any officer or officers of the Government authorised in this
behalf provided that such holding by Government is Rs. 50,0K)/- and upwards and by each such officer
is IRs. SO.O00/- and upwards and PROVIDED also that the aggregate of all such holdings by Governiment
and such officers exceeds one crore of rupees.

And in addition to the commission of Rs. 2,00K/- per crore per annum, as aforedaid the Bank shall be
entitled to charge the Govermment a fixed sum of Rs. 2,000/- per year on account of the stock certificates
referred to in - (b) ubove of this clause und the Bank shall be also entitted to charge the public (but not the
Government) all such fees and cliarges as are now or may hiereafier be prescribed by the appropriate authority
for issue of duplicate securities and for the renewal, consolidation, division or otherwise of all Government
sccunitics which the Bank issues.

PROVIDED that loans not directly issued by the Government but issued under the guarantee of the
Government shall not be included in the calculation for the purpose of this clause but shall be a Matter for
separate e n il the of such loans is entrusied to the Bank.

(13} Inuddition 1o the above charges and as remunerations for issue of loans the Bank shall be entitled to
chinge the Government :

(a)  afeeatihe rute of Rs. 100/- per crore on all issues subject to a minimum of Rs. 1LOKY- in respect of
cuch loun,;

(b)  renewal fees on the conversion applicutions, if the new loan involves conversion operation at the rates
that the Bank is entitled 10 churge the public for renewals;

(¢)  thetotal amountof brokerage uctually payble (including brokerage for the Bank on their own applications);

() the commisiion payble by the Bank to any agent of the Bank less amount of turnover commission on -
Government transactions normally payable to such agents; and

(e)  the Bank's expenses on uccount of advertising, telex, telegram, telephone call elc.

(14)  The Bank shall maintain currency cliests of its issue department at such places within the the state of
Gujarut us the Government may, with the previous sanction of the Central Government, preseribe and the
CGovernment shll provide sufficient accommodation for such chests as may be required for the deposit of notes
or coin and shall be responsible ta the Bank for the safe custody of the said chests, notes and coins. The Bank
shall keep the said chests, supplied with sufficient notes and coin to provide curiency for the transactions of the
Governmient nnd reasonable remittance facilities 1o the public ot the said places. The Government shall supply
the Bank such information and returns as the Bank may from time Lo line require as to the composition of the
Dilances in the said chest und the smount and nature of the transfers to and from the said chests. The Bank shall
have nceess to the suid chests at all reasonable times for the purpose of inspecting and checking the contents.
The Government shatl be responsible to the Bunk for the exumination and correctness of coin or notes balance
held at the time of deposit in or withdrawal from the said chests. The Bank may, with the previous sanclion of
the Central Qovernment close uny currency cliest maintuined by it in pursuance of this clause.

(15)  The Bank shall not be at libeity 1o close any of its offices or branches except on Sunday, New Years
day, Christmas day, Good Friday und on any other dary declared to be public holiday by any natification published
in pursuance of the Negotiable Instrument Act {ACT XX V1 of 1881) subject nevertheless and natwithstanding
the provisions of that Act to any special orders or divections which may be issued by the Government. ,
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(16)  Theresponsibility for any loss ardamage to the Govemment which may result from any act o Negligence
or omission of the Bank or its agents in conducting the business of the public debt aforesaid or the payment of
interest or discharge value thereon or the rencwal, conversion, consolidation, sub-division or cancellation of
any Government security shall rest with and be bome by the Bank provided, however, that it shall not be
Incumbent on the Bank 1o veiify signatures and endorsements on Government seeuritics which prima facie
appeat Lo be in order and in the aceeptance of which the Bank shall nol be guilty of any negligence and in such
cases no Jiability shall be incurred by the Bank in respect thereto; Provided also that in regand 10 the ordinary
banking business at the offices, branches and agencies of the Bank of receiving and  realising Money and
securities for Moncy on account of the Government and paying cheques, orders, draft, bills and other documents
whether negotiable or not in the Bank’s capacity as Banhers 10 the Government and whether such business be
done by the Bank or by agencies o its behalf. The 3ank shall not be responsible for any loss or damage caused

- 10 the Govermninent unless such loss or Jamage can be said 10 have been caused by the negligence of the Bank or
its agencies : Provided however, it shall be the responsibility of the Govermnent to ensure that the cheques,
onders, drafts, bills and other documents whether negotiable of not are drawn, made endorsed or negotiated by
persons duly authorised by the Goverment and the Bank shall not in any way be responsible (or enquiring into
the autharity of such officials. Subject to the aforesaid, the responsibility to the Bank in the carrying out of the
said business for and on behalf of the Government shall be that of a banker to an ordinary customer.

(17)  The work undenaken by the Bank under this agreement may be carried out by the Bank through its
offices or branches or through any of its agencics.

(18)  This Agreement may be determined by cither party giving to the other party one year's notice in writing
expiring on the thiny first day of March in any year, such notice if given by or on behalf of the Government to
be addressed 10 the Governor of the Bank and 10 be served by leaving the saine with the central Office of the
Bank by registered post and if given by the Bank to be served by leaving the same with or addressing the same
by registcred post to the Sceretary 1o the Government in the Finance Department and immediately upon the
expiration of such notice, this Agreement shall absolutely cease and determine save as to rights and fiabilities
acquired or incurred prior to such tennination.

(19)  Intheevent of any dispute arising as to the terms and conditions of this Agreement, or as to the riglts
or obligations of the partics hereto such dispute or difference of apinion shall, in the event of the parties hereto
failing 10 reach an agreement, be referred 1o the Central Government whose decision shall be final and binding
as between 1he panties hereto,;

(20)  Nothing in this Agreement shall aperate to clfect in any way the obligations imposed cither on the
Government or on the lJank by or under the Act ur any sub J or J '

of the Act.

(21} On the execution of the ogreentent, the said original og and the said ! | agrecments
shall ccase to have cffect, provided however, that the liabilitics incurred, payments nlulldc. amounts due and
other acts, deeds and things done, made or exccuted under the said original agreement and the sgid supplemental
agrreements shall be deemed 10 have been incuned. made, done, drawn and excecuted under these presents and
the rights and liabititics of the parties thercunder shall continue under these presents.

Qe
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IN \:\'I'I'NIESS WHEREOFE Shri S. K. SHELAT Secrctary to the Government of Gujarat

in the ﬁncscncc of Shri 1. A. Dumasia, Deputy Secictary 10 Government of Gujarat, Finance Depaniment
acting for and on behall of and by the order and direction of the Govemment of Gujaral has hereunto set his
hand the conmon seal of the Rescrve Bank of India has been hereunto affixed in the presance of its subscribing
officials the day and year fist above wrilien

SIGNED by the Said Shri 8. K. SHELAT, )
Scerctary to the Government of Gujnrat, (S. K. SHELAT)

Finance Depariment in the presence of
Shri D. A, Dumasia, Deputy Sccretary, Sa)
Finance Depastment and on behall of the (D). A. Dumasia)

Governor of the State of Gujarat.

TUHE COMMONSEAL of the Reserve Buank )

of India was affixed hereto in the presence of (Sd)

Shel Dr. C. Rangarajan, Deputy Governor {C. Rougarsjan)
who had signed in token of his presence and (S4)
also 1wo of its Dircctors and Shrl A. Hasib, (A Hasib)
Exceutlve Director & Shei T Ko K. . (8d)
Bhagavat, Secrctary of the Rescrve Bank (T. K. K. Bhagavat)

of Indin.

Copy of demi-official confidential letter No. C.169-488, dated 3th March, 1953 form Shri G.

Balasubramanian, addressed to Shri V.T. Dehejia 1.C.S., Secretary 10 the Government of Bombay, Finance
Department, Bombay.

REVISION OF MINIMUM BALANCE AND LIMITS OF WAYS AND l\llit\N;@ ADVANCES:

Will you please refer tothe correspondence resting with your letter No. . 521/54388(a) VIL confidential,
Jated the 7th Tebruary, 1953, conveying your Government's acceptace of the revised arrangements in regard to
the minimum balance and the limit for grant of ways and means advances to your Government 7 As some of the
State Governments are anxious that the new arangements should be introduced carly, it is proposed to bring
them iuto force beginning with the new financial year, viz. from the st Agril, 1953. Inorder to avoid delay we
consider that the consequential changes in the Principal and subsidiary arrangements between your Government
and the Bank may be made by exchange of letters. We accordingly enclose our official letter No. C. 171-459,
dated the dth March, 1953, embodying the necessary Siments to the Agl and shall be glad if you
will kindly let us have your Government's formal acceplance on the lines indiacated in the draft letter forwarded
herewith, atan carly date. In view of the provisions of section 21 (4) of the Reserve Bank of India Act, itwill be
necessary to place the leuters after they are exchanged before partiament and the State Legislature. We shali
arrange with the Gavernment of India for the submission of the letters to Parliament and you may take the
necessary action with regard to Iheir submission to the State Legislature in due course.

Y-2122-38
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2 In teapect of the ndditional sccommadation that may b granted in excess of the limit of ways and
ineuns sulvances, the existing frim of promissory note will ot be suitable ns such nccommoxdation will be ut
varylag rates of dntersl. We forword heresith anotber form of promissory stote which will hive to be excented
when such additional sccommodution is availed of by your Govertment.

Plense achnow ledge 1eceipt.

Capy of letter No. 171-489, dated the Jth March, 1953 from the Secretary. Reserve Bank of India,
Central Office (Travelling Section) Bombuy addressed 1o the Secretary Lo the Governawent of Bombay Finance
Department.

In pursuance of the decisions tuken following our letier No. G-169-1830, dated the 3thh
Octaber, 1982, we propose that with effect fiom the Jst April, 1953

[§)] Clause 6 of the Principal Agreement, dated the 28th July, 1937, entered into between your
Government and oueselves, in pursuance of Section 21 of the Reseeve Bank of India Act, 1931, shall be
read s J0 the words “the amount of the mininum balance preseribed under clause 8* thercin had been
substltuted by the words “twice the smount of minimum balange preseribed under clause 3.

) Clauses 2 and 3 of the subsidinry Agrecment, dated the 28th July, 1937, entered into between
your Government and ourselves in pursuance of clase 5 of the Agreement, dated the 28th July, 1937,
telersed 1o in paragraph | nbove shall be read us if the words thinty Lakhs'in clinse 2 had been substituted
by the words *siaty libhis® and the words "thirty five lakhs® in clause 3 liad been substituted by the wards
shatyfive lakhs’

2. 1 your Government should require any secommodation in sddition 1o the ways and means advances
apreed upon, the Hank wilk, subject ta its being satisfied about the metits of such & requirements grant an
ndibitivant iecommodation subject to the following conditions :

() Such udditlomal necommiodation shall not at any time exceed Rs. 2 erores ;
() berhall e secmed by sccurdides of the Govemnent of India;

(©)  Hthe umount of such additionu] accommodation oulstanding does not exceed Rs. 50 Takhs, it shall
curty Intest st M1 per cent, helow the bink rate, if it exceeds Ns. $O Lakhs but does not exceed Rs, 125

Lakhas it shall curry laterestat 12 per cent, below Banh rate 3 while if itexceed Rs. 125 fakhs it shatl camry
Interest at the Bank rate. '

3 Weshall be glad 10 have for our record your Govemment's eurly eceptance of the ubove proposuls.

FORM OF PROMISSORY NO'LE

Ondemand the Governor /Rujpramuty of promisesto 1"
India the sum of jupees for value
revelved with interestat theee quarter percent, below the Bank Rate whe the pri \~“| m’l
dlue under this promlssory note does not eaceed Rs. $0 Likls, atone bl I'.""» e
below the Bank rute when such anount exceeds .80 Lukhs h\lll dues noll I“.‘.(j“'"-
125 okl and wt the Bank vate when such nmount exceeds Rs. 12§ I..Lluu(“ K

ay tothe Reserve Dank of

for nnd on behal( of the
Guyemor of

Rajpramukhy
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Date :
Secretary to government,
Finance Depantment.
(or other designation)
Capy
- No. I'-521/57208-vUl Finance Department,
AN

Secretarial Annexe,
Foit, Bombay, 28th March 1953,

’

Subject : Agreement between the Government of Bombay and the Reserve Bank of India.
MEMORANDUM

We referunce to his lewter No. C.171-459, dated the 4th March, 1953, the Sceretary to the Reseive Bank
of India, Central Olfice, Bombay, is informed that the Governor of Bombay is please to aceept the proposals
contained in the fetter under reference.

By order and in the name of the Governor of bombay,

(sd/-)V. T. DEHCIIA
Secretary to the Governownt of Bombay,
Finance Departowent.

RESERVE BANK OF INDIA
. CENTRAL OIFICE |
w (TRAVELLING SECTION)
BOMBAY NO. |

Post Box 406
Ref. No. C-31-2203 25th Seprember, 1956,

The Secictary to the Governnwnt of Bomaby,
Finance Depastment, Suchivalaya,
Lombay. .

Dear Sir,
Revision of Minimum Batances.

In view of the change in the set up of the States censequent on the re-o1gunisation, we have recently
considdered the question of revision of minimum butance which State Governments are requited to maintain in”
terms af their Agteenients with the Bank. As you are awae, the minimum balanees for the provincial Govemments
(now part *A" States) were fised afier taking into account their revenue and expenditure figures and a similar
Dhasis was mlopted in the cnse of part *B* Stites whose banking functions were taken over by the Bank

* subsequently. The revenue and expenditure figares of the new States, which will conte into being, after the
seorganisation of the States are not avaitable and it is, therefore, proposed that the minimum balances for the
new States may be determined sfter Apeil, 1960 huving regund o the revenue and expeaditure figuees for a

‘j period of three yeurs, AUtho same time, us same of the States will under go najor territorial changes, it is

- considercd necessary 1o revise the minimum balance obtaining in their case, Pending, therefore, the review,
which as stated above s 1 be made after the thiee yeoar period, and without prejudice to the decision regarding
e criterion that imay be wdopted in determining the minimun balances for the various States, we propose as an
sad T mtangement the following minium balance for the new State of Bombay which will come into exisence
after Tst November, 1956,
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(Flgures in Lakhs of Ra.)

Munmuin Minimwin Minimuo balances Minmunm amount
halamee balance before tepayment of ndvance,
on on of ways und Mcuns
riday. other days. Advances or investment
in ‘Freasury Billa.
[D (2) (1) {4)
K() 78 #S " S

‘Ihe limit Lor grant of ways und means ndvances by the Ieserve Bark on g *Clean’ basis will be twice the
amount of the minimun hatance us ot present and the maximum wuys und means advances that can be availed of
e State oof Bonbay will be Ra. 1641 lukhs, The provision for the grant of special accommendation upto Rs. 2 crores
against cover of Unvernment of Tndia securites snd at the discretion of the Rescrve Tank will also continue,

2 In view of clause 104 of the States Reorganisation Act, 1956, which pravides for the uddition of unew
section 21-T1 1o the Reerve Bank of India Act, we ore advised by our legul Division thiat it will not be nccessary
1o cnier into frerls Agreement with the new states inmiedicily after they come into cxistance fof the purposes of

tramsucting their banking busineas. Jtis not, therefore, proposcd to execute new Agseement with 1he Goveriment
of the State of Banbay for the present.

A A tegardathe revised minimum balances which hyve been suggested above, these will br brought into
furce by a formal cxchange of Jetiess und we shall be glad if you will please convey your approval Lo the
praposals made sbove ns carly us possible, . .

Pleuse schnowledge reccipt.

Yours faithlully,
(L )KNMEIITA)
Sccretary

N, 1 821/47034/13-3 FINANCE DEPARTMENT,
SACIIVALAYA,
Bombay, Gth December, 1956.

From:

ShiiN. T MONIL TCS.

Secrctory 1o the Uovernment of Bombay,

Vinunce Departinent.

‘To,

Thie Sccrctary,

Rescrve Bank of India,

Cenal Olfice,

Hombay.

Sub : Revision of Minimum Balunce,
Sir,
With teference 1o this Depattment Jetier No, 1% S21H47034-VIT dated the 18th Octoher, 1956, on the

subject noted shove, T am dirceted 1o confirm the revised woys und nicans urrangements which huve made
applicable to the New States of Bumbsy with elfect fromthe {st November, 1956 )

Yours fuith(ully,

: SdN. T MONE
Seceetary 10 the Government of Bombay,
Finunce Department.
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APPENDIX - II
(SEI RULE 4)

EXECUTIVE INSTRUCTIONS FOR ‘PRQVISION OFf FUNDS AT
TREASURIES AND MAINTENANCE OF CURRENCY CHEST

Y-2122-39
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PROVISION OF FUNDS'AT TREASURIES AND SUB-TREASURIES. - !

CASILBALANCEQF TUE GOVERNMENT. - :

1. The Cashibalance of the Government of Gujarat is made up of the balance in its uccount with the Rescrve
Bank and the balances nt State Treusuries and sub treasuies the cash business of which is not conducted by the
bank Batance in depantmentat offices are not rechoned as purt of the general cash balance of the Government
and they are treated us outside the Government Account. They are, however, part of the departmental cush
bulances and should be included in the initial accounts.

2. Thecurency officers are responsible for the distribution of funds within their jurisdictions. Transfers of
funds fron the jurisdiction of one curtency officer 10 that of unother witl be arranged by the Chicl Accountant
of the Recerve Dank. It is ¢ duty of the currency officers to heep alt the treasuries in their jurisdictions
adequately supplicd with all kinds of coins and notes, and to arrange for the transfer of funds between treasuries
und between treasuries and Bank, and for the Temittance of noles and coin between treasurics and currency
officers. : : .

SUIPLY OF FUNDS : BANK TREASURIES © . ,

3. Aldistrict treasurics the cush business of which is conducted by the Bank, the Manager or Agent. us the
cuse may be, is responsible for the provision of funds to mect Government disbursements.

4. The provisions of the preceeding parngraph apply mutatis mutandis to sub treasuries, the cash business
of which is conducted by the Bank, : : :
NON BANK TREASURIES :

5. At places where the cash business of the treasury is ot conducted by the Bank, the tecasury officer is
responsible for heeping sufficicnt funds at the district treasury and sub treasurics 1o meet all Goverament
disbursements and ot the same time for aintaing the balances as low as posible, in order that money may not
be locked up unnceessurily. The Dircetor will watch and ask for an explanation, if such balances risc above the
normal figures presciibed by the Government under paragraph 7 below and will arvange for the trunsfer of
funds where necessary, but hie will not be bield responsible i an excess is not imumediately brought to notice and
rectified.

6. The Treasury Officer is csponsible for watching the bulances ut sub treasurics the cash business of
which Is not conducted by the Bank, and should arange for transfer of funds from and to such sub treasurics,
cither through currency or by remittunce of notes and coin, In accordunce with the procedure prescribed in
Appendix IV, ) .

NORMAL BALANCES

7. In January of each year, the Treasury Officer will be informed by the Goveminent, under advice to the
Divector of Accounts and Treasurics. Gujarat State of the normal balusices fixcd for his district for cach month
during the ensuing financial year. Treasury Officers should watch their balances carefully to sce that they do
not exceed by any appreciable umount the bulance fixed by the Director of I/\c‘counls and Treasury, Gujarat
State.

Note s 1. The badance at a Bank Treasury or sub Treasury is *NIL'

Note : 2. The normnl balances may bo fixed ot a higher figure for certaln months of the year shoutd this bo
deemed necessury. :

& Onlearning the nommal balance fixed for his district, the Treasury Officer should fix the normal batance
for cucls of his sub-trcasurics durlng the ensuing year. Where the balunce ot a sub-tecasury exceeds by any
appreciable amount the normal batance fixed for it, prompt steps should be taken to transfer the excess.
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9. Onthe 7th, 14th and 21st of each month. the Treasury Officer should report to the Director, the Teeasury
balance of the district without any details as to the denominations of notes or kind of coin. If the balance shown
in these reports or in the cash balance report prescribed by Rule 56 exceeds by any approciable amount the
nommal balance fixed for the district, the reasons for the excess should be stated.

CURRENCY CHESTS
" EXPLANATION .
\

10. Under the provisions of the Reserve Bank of Tndia 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 depantment held in gold, foreign 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 rupce coin and rupee nole. The
currency and Bank notes held in these chests are not notes in circulation but pass into ¢irculation only when
they are transferred to the treasury balances. Assuming that there are no transuction elsewhere, the deposit of
currency and Bank notes in a currency chest decrease the amount of such notes jn circulation and the deposit of
rupees and rupee notes in the chest increases the assels of the Issue Department of the Bank. A deposit of notes
or coin in a currency chest thus enables the Bank to issue notes clsewhere up to the amount deposited without
increasing the total amount of the notes in circulation. If, 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 of notes by transferring money from ihe treasury balance to the currency chest at *A*
and transferring the same amount from them enables the Treasury balance at lréasury or sub-treasury to be kept
at a low figure, as it is always possible to replanish the balance quickly by a wransfer of money {rom the
currency chest. It also obviates the necessity for frequent remittances of coins and notes, as surplus funds can
always be deposited into the cumency chests and made available for use elsewhere pending a convenient occasion
for remillances. . .

LOCATION OF CURRENCY CHESTS :

11 Unlessin any case the Government after consultation withthe Reserve Bank directs otherwise, permanent
cumrency chest should be inaintained at all teasurics and sub-treasuries where the transactions are of such o
magnitude that the additional facility for the transfer of funds thus afforded reduces appreciable the Jocking up
of moneys or the frequency of remittances of coin and notcs. At sub-treasurics where a parmanent currency
chest is not mainwined, temporary chest may be opencd during the revenue collecting scason, in order that
money collected at the sub-treasuries may be available at once for transfer through currency. Temporary currency
chests for purposes other than meeting the requirements of the revenue collecting scason may also be opened at
sub-treasurics for periods not exceeding six months. Treasuries Officers are authorised to open temporary chest
at sub-treasuries when required, but they should report the opening of cach chest and the amount of the first
deposit into it by telegram to the currency officer.

Note : At places where the cash business of the treasury is conducted by the Bank, the currency chests are kept
in the sole custody of the Bank. .

PROVISION OF FUNDS :

12: The currency officer will be responsible for maintaini g the requi }form of currency in currency chests,
Itis the duty of the Treasury Officers to see that currency chests at district and sub-treasuries are adequatel '
stoched with notes and ruppes to meet all reasonable demands for change, y

CUSTODY :

13, At treasurics and sub-treasurics in which currency chests are kept,
receptacles must be set aside for the contents of the currency chests, which
One key of this chest should be held by the Officer-in-charge of the treasu
by the treasurer of the treasury or sub-trcasury or by such wher person
purpose, subject to the approval of the Treasury Officer. The notes and the
quite distinct from the treasury balance and must not be touche except in ac

an entircly separate receptacle, or
should be hept under double locks.
ry or tub-lrc.uury and the other hey
3s may be sclected by him for the
€oin held in the chest must be kept
cordance with these orders or under

Qe

a



A/

157

special instructions of the currency officer. The procedure laid down in para 15 of Appendix X for recieving
money into and giving it out of double locks should be followed in making deposits in or withdrawals from the
currency chest.

Note : 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 (5) of paragraph 14 below.

14, The following instructions should be observed by officer-in-charge of currency chests :
[49] Sn;all coins should never be deposited in the chest.

(2) A currency chest book in Form G.T.R. 89 should be kept in the chest and the balance proved and
signed at every transaction by the officer-in-charge of the chest. They should satisfy themselves that the
transaction has been currectly entered and the balances correctly worked out.

Note : The chest books should be retained for three complete account years.

(3) Transactions should always be in multiples of five hundred rupees with a minimum of one thousnd
rupees.

(4) Notes may be deposited in a chest in exchange for coin or notes of other denominations or vice
versa by the officer-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 a month.

(5) On each day in which a chest is opened, a slip in Form G.T.R. 90 serially numbered and signed by
the two Government officers-in-charge of the chest, must be sent at lhc close of the day to the Currency
Officer.

Note : 1. The chest slips may be destroyed three months after the balance have been varified.

Note: 2. Detailed instructions regarding issue of chest slips are embodied in Appendix ‘B" to the Central
Govemment, compilation of Treasury Rules, Valume I1 reproduced in the statement at the end of this Appendix

VERIFICATION OF BALANCES :
15.  The following instructions should govern the periodical verifications of currency chest balances.

(1) Atdistrict 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 balances under para
14 of Appendix 7, subject to the conditions thercin stated.

(2) 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.

(3)  If and when the balance of a sub-treasury is verificd by an officer other than the Sub-
Treausry Officer, he should himse!f report scparately to the Treasury Officer the currency chest balance
in G.T.R. Form 91.Itis the duty of the verifying Officer to compare the amount shown in his report with
the balance shown in the last entry in the currency chest book personally and to despatch the report in a
cover sealed with his personal sealto the Treasury Officer without the intervention of the Sub-Treasury
staff. On reccipt of the report the Treasury Officer should compare the sum shown in the verifying
officer’s report with that included in the currency slip of that day received by him from the Sub—Treasury
Officers.

(€] Atevery change of incumbency of the charge of a currency chest not in custody of the Bank,
the balance should be verified by the incoming officer, and a report of the correctness of the balance of ,
notes and coins sent 10 the currency officer through District Treasury Officer in case of currency chestat,

“ sub-treasuries and through Director in case of District Treasuries.
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(5) The balances in the chest at sub-treasurics, the cash business of which is not conducted by the
Bank, should also be verificd by Inspecting Officers who verify the treasury balances.A certificate of

. verification should be forwarded to the currency officer through the District Treasury Officer.

(0) 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 custody of the Bank, detailing the
balance in cach chest separately and centifying that the balance in the district treasury chest is correct and

that centificates of sub-trcasury officers regarding the correctness of the balances in the sub-treasury 40 ¢
chests have been reccived by him. N C e
()] The verification centificates referred 10 in this paragraph will be Form G.T.R. 91.
Note:: 1. The verification centifacte should be retained until the next one has been received. N,
4

Note : 2. Any surpluses found in the currency chests Jocated in treasuries should be eredited 10 the Government.
Any deficiencics found in the currency chests located in treasurics should-be made 800d from the treasury
balance in the first instance. The difference should then be investigated and the deficicncy recovered from the
persons concemcd.

16, The procedure for the verification of balances of cureency chests not in the Bank is as follows :

(1)  The procedure prescribed in para 18 of Appendix X should be followed mutatis mutandis for the
verification of coin and noles in the currency chest. .

(2)  Whenever a currency chest has to be opened the Treasury Officer must invariably see
(@) That when the chest is opencd, the currency chest book is found within it, and

(b)  thatbeforc lie leaves the double lock, the currency chest book is rcmir;cd inthe chest, which
should be double locked. .

W
REMITTANCES TO AND FROM CURRENCY CFIESTS.

17, Transfers between currency chest balances and cash balances of the

Govemment at the Treasury or the
Bank will be regulated under the provisions of Appendix V. . & K

Subject 1o any gencral or special instructions that may be issucd in this behalf by the currency officer,
the provisions of Appendix-TV will apply alsoto remittances of notes or coins froma currency chest orcurrcnc):
office to another chest or office. A remittance of this kind doces not affect the treasury balance and involves no
locking up of Governinent funds. Notes of rupees should, us far as possible, be scnt a5 cumrency remittances.

ACCOUNTS OF CURRENCY CHESTS :
18.  Detailed instructions for the guidance of treasury officers in maintainin,

arc contained in Appendix-B to the Central Government Compilation of Tras
in the statement helow :

g the accounts of currency chests
ury Rules, Volume 1, reproduced

STATEMENT
(Sve Note 2, below parn 14 and yara 18)
Instructions to Treasury Officer In charge of Currency Chests, v

The accounts of all currency chests are maintained ot the Issue Depaniment of the Reserve Bank which
the head office of the circle. As that office has not only to bring ol trasactions to book bnl( also IO"W t ]l‘c II 'S
¢uch transction is adjusted by an opposite transfer of an equivalent smount snd that the batance sho: " l ;Jl -
accounts agrees with the balances reported in the varification statement, it is essential that it tran lfm
should be correctly made and that all Iransactions should be reported promptly and mct:uralclnpqcl,SI fc :lm"s‘ .
instructions have been framed with this object and failure to observe them will in each e e raet ars
vessury incgluiy, ! Instance be noted as a
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2. Currency chest transactions come under the following categories :

A - Notinvolving opposite transactions :

(1) Actual remittances of treasure from one chest to another within the circle to or from the
head office of the circle, or between one chest in the home circle and another within a foreign
circle :

B. - Involving apposite transactions within the districts :

(2)  local eachianges, i.e. deposits into (or withdrawal from) chest at the treasury or the Bank
immediately adjusted by the withdrawal (or depasit) of an equivalent amount from (or into) the
¢hest at the treasury or the Bank at the same place.

These transactions should not be confused with local transfers.

(3)  inua-districtor local transfers i.c. deposit into (or withdrawal from) one currency chest in
the district adjusted by the withdrawal (or deposit) of an cquivalent amount from (or into) another
currency chiest situated at the head quarters of the district or within the same district, where there
is no branch of the Bank in charge of a currency chest either at the headquarters of the district or
inany of the sub-divisions thereof; and

C - Involving opposile transactions at the place where the head office of the cirele is situated -

) extra-district iransfer or treasury bank transfers requiring adjustments outside the district, i.e. deposits into (or
withdrawal from) treasury Bank balance cither at the District headquarters or in any of the sub-duvisions of the district,
adjusted not within the district but by the withdrawal (or deposit) of an cquivalent amount from (or into) the curvency chest
mantaned at the Bank at the place where the head office of the circle s siruated ;-

All currency transactions must be reparted on currency ship as described ta clause (5) of the Paragraph 14. These,
slips should he aumbered serially for each financial year to facilitae reference. Each transaction should be classificd inone
of the emegories desenibed in Instruction No. 2. Transactions of the same class taking place on the same day may be entered
n onc slip but tramsactions of different hinds iust always be recorded in separate chest slips. The following instructions
should also be carclully nated in preparing ships <-

[0 The name of the office to or from which a remittance is sent or received, should be stated.

(i) Local exchange must not be confused with the local Treasury (or Bank) tronsfers and must be promptly
reported.

(i) In the case of a local or intra-disirict transfer, the place where the apposite ransfers take place should be
stated.

(iv)  To cnable the treasury (or the Bunk), i.c. extra-district transfers, to be effected at the Issue Department
without delay, separate intimations ure sent to the currency officer or the Bank, as the case may be, cither by leticr or
by telegram. These intimations should show separately the value of notes and coin transferred und as these details
are entered in the Issue Department accounts at the time, it is essential that there should be no discrepancy between
the amounts shown in the intimations and in the slips advising the transactions. Deluy must also be avoided in
cnrrying out all transfers at the chest or in sending shps to the currency officer.

4. (1) Ships for actual remittances of wreasure, local trunsfer, local exchanges and teasury (ar the Bank) U'M'L\"EI’S
shoukd be sent by the Treasury Officer or the Bank direct to the Curvcnc¥ Officer. 1n the case ofsu}:-(rcnsun:s copics gf
auch slips except thuse relating to local iransfer should, however, be sent simultancously to the District Treasury Officer in
order to enuble the Liter o incorporate them in the accounts of the district.

(2) Stips for local 1ransfers should always be sent by .;ubllrcnsuricx in duplicate to the d:slrit} Treasury Officer,
who aficr muking the necessiry apposife transfer, sh&fuld retain one copy of the sub-treasury chest slip and forwand the
other copy to the currency officer along with the district chest s_l-p reporting the :onc.\pondmg. transfer. The nuniber and
date of the district chest shp should be nuted on the qccompnnymg sub-treasury chest shp or slips, as lh'c cfnse may be. In
such cases, however, the sub-treasury officer will intimate the transfer by lener 10 the Currency Officer in l*nm} TE120f
C.T.R. Vol. Il {which is reproduced below) or any other fo_vm prescribed by l‘hc currency o{ﬁ‘ccrA concerned in order to
advice him of the change in the balance and also to enable him to watch the ndjustment at the disteict treasury.
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(FORM TE. 12)

Advice of Curtency Chest Transaction at the sub-Treasury.

The undersigned begs to intimate the deposits/withdrawsl of Rs. in notes and/or coins into/form
the currency chest maintained at this sub-trasury which has been included in the sub-treasury chestslipNo.
for incorporation into the treasury chest ship and transmission 1o the currency officer.

dated the
cAv )
Dae _______ Treaswy Sub-Treasury Officer g
\ 5
Sub-Teeasury
To, .
\‘ .
The Currency Officer ' ¢
S. Transactions of any kind should be avoided as far as possible after the last day for transaction in each month fixed
by the Treasury Officer for each chest within district so as to easure that the last curvency slip reaches the currency officer
by the fourth at the latest of the following month. In order to avoid differences ansing between the balances of the chest as
worhed out in the head office and those reported in the monthly verification statement, great care should be Laken to avoid
any delay in the despatch of slips. The provisions of paragraph 15 regarding the submission of verification certificates
should be strictly observed.
6. Amended slips are occasionally received without being called for and without any indication that they are *amended’.
The word *Revised” should always be prominently written in red ink, on such stips, the scrial number of the slip remaining
unchanged.
=
S
)
‘e
1
!’ 7
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APPENDIX - 11T
(SecRute-5)
EXECUTIVE INSTRUCTIONS ISSUED BY TIIE
e RESERVE BANK OF INDIAWITILALL MATTERS
RELATING TO COINAGE AND CURRENCY.

s
]
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RELATING TO COINAGE AND CURRENCY.

COIN )
S ~ - KINDS OF COINS AND LEGAL TENDER
1. Under the Tndian Coinage Act (Act 11 of, 1906) ny amended front time to time the fullowing coins
have beeen issued j—

(i} Silver-rupee, hallvupee, ilum ter-rupee und eight rupee. The standard wcighl of the rupee is 180

_ gruin Loy, eleven twelth tine and the other silver coins are of proportionate weight. Sitver rupees, half

rupees wl quarter rupees issued under the Indian Coinage (Third Amendment) Ordinance 1940, Indian
Cainuge (Amendment) Act (Act VI ol 1940), respectively, ure one-half fine. , . .

Note § Standard silver coins of eleven-twelth fineness have ceased 1o be legal tender and are no longer
(i) Pure Nickel-rupees (Issued under the Indian Coinage (Amendment) Act, 1947) and half ru-
pees and gquarter pupees sinee the standard weights ol which ure 180, 90 and 45 grains troy respeclively.

Issued, ¢,

(iii) Cupro-Nickel-cight mmma picees, four ann picee, two-anna piece, one anaa picve wid half
snna picce, the standard weights of which ure 120, 105, 90, 60 und 45 gruins troy respectively.

Nole : Cupro-Nichel-cight unnat picces are not issued now, The coins alrcady issued have been catled in
under Sectivn 15A of the Indinn Coinage Act. :

: i
(iv) Nichel Brass-Two anna picees, one anna picce and half-anna picee, the standard weights of
which ure 90,60 nnd 45 grains truy respectively. . (TN .. .

(v) Copper and Bronze-Single picce ar quarter v half picce or one-cight of an uniny, and the
. piece or one twelth of an anna. The types and weights of the above coins ore detailed below

PR R s

Single picce - ) - Copper . . : - 100 grains
' . " RS . Bronze Kings 1 lea V78 R
" w  Washertype . 30 "
“ w  Ashoka Pillar o0 -
' ’ W Ashoha losLT o ds R

‘and later issues.,

. . ali piceo - Copper | : 00 ...
T Bronze . s . N
Pie picces Copper . . 33333 .

Bronze 5. .

2, Subject us provided in para 3 below, the rupee coins are legal tender to any smuunt, hatf-rupees for’
iy sum not eaceeding ten tupees and ol other coing any sum not exceeding one upec, providéd they sutisfy
the requirements of paragmph 9 below. Cupro-Nickel elght-anma picces ure now Tegal teader only at Issue
Depatinent of the Reserve Bank of India., .

. . . - . - . N . :

3. Silver coins coined and issued from time to time vnder the ndian Coinnge Act, 1906, priar tathe 10th

Uy of March, 1910, Le. those coins bearing the year of issue 1¥35 to 1939 (inctusive) ond the head of the then |
regnlng soverign, have ceused ta be tegal tender provided thut if the holder of any such coin sutisfics the
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Rescrve Banb that duc to circumstances beyond hisher ‘control the coins could ot b presented carlicr, that
Bunk may al its discrtion accept the coins, Silver coins coined and issucd after the 10th day of Murch 1940 (i.c.
quartemary alloy silver coins of onc-half, fine bearing the year of issuc 1940 and uflcr)_ continug to lx legal
tender in payment or on account for the amounts stated in paragraph 2, provided they satisfy the conditions of
currency luid down Inparagraph 9, ¢ 11/ s we s b 0
(AR R I I I o B PRV R (XD N N B P R I |
4. Double picee coined and issued under the Coinage Act of 1835 and subsequent Acts are legal tender

for ony sum nk excecding one rupec. Jins

RECEIPT OF COIN AT TREASURIES AND SUB-TREASURILS

: . ) T

8. The following instructions should regulate the receipt at treasurics and sub-treasuries of sinalt coin,

and of coin which is not legal tend
L O T Tt

S ey, gy o '

e "77(l) Subject as provided in paragrph 3 above, half rupees and sinatl coins of all denominations
“* thould he received in payments to the Governnicnt to any amount, althouhg they are tegal tender only a
sum not exceeding ten rupecs and one rupee respectively. AT et o e

" (i) Silver coins issued before Ist September, 1835, that is to say all silver coins Issued by the East
India Company bearing mercly inscriptions in Indian character (Chicl among which arc coins know as

"*FURRUKHABAD' AND "MURSHIDABAD' rupces) should be reccived al the treasurics at the fol-
fowing tes ;- b e -

W A \

17 (1) at 8 annus a tola, for euch tender of S00 coins or less; and

I o [P o R R BN T e

(2) for amounts in excess of this number, at bultion value calcutated at the market rate of
-+ silver of the duy, to be ascertained from the Munager, Reserve Bank of India, Bombay. 1.7

. H A IR VI YT

(iii) Copper coin beaing any trace of mintage by the East India Compuny, e.g. coin having as a

" device a pairof scules XX cash (of which the valuc if one-third of un anna) should be reccived in payment
of Government dues upte any amount. e

* (iv) Qold mohurs coined under the Gold Coinage Act (XIV of 19i8) should be received for
exchange ut Ry, 15 euch if they are not counterfit and if not of tess weight thun they 122 1/2 grains and if
they have not been fraudutently defaced. A coin which docs not fulfil these conditions shuuld be returned
to the tenderer. The colns thus exchunged should ot be trinsferred to currency chest but retuined in the
treasury. pending remittance to the Issuc Department of the Reserve Bunk of India at the earlicst oppor-
tunity, o T 3

. S

6. Half-rupees and small coins of 9il denominations (subject to any special instructions which may be
Issucd for their withdruwal) should be issucd frecly to persons wishing for them, cither in payment of claims
against the Government or in exchange for rupces, or for notes which the treasury muy be coshing. Treusury
Officers are responsible for secing that a sufficient stock of small coins is maintained to meet alf such demands,

7. (1) Rupees and notes should be issucd frecty in exchange for legat tender copper, bronze or nickel
coin in parcels of the valuc of nut less than two rupees ot cevery treasury and sub-treasury and at the bank
conducting the cash business of o treasury or sub-rcasury, B

L

(2) Whencver large bodics of men arc assemble on public works under construction for purposes of

fumine relicf or othewisc, the Jocal authorities should make special arrangements to supply on the spot note and
Rupees tn exchange for the legal tender copper, branze ur nickel coin which mnay be collected by the surveyors
or foremen at such ussembloges. . e e ) )
8. 1f the instructions in the preceeding paragraph are carried out, legal tender copper, bronze and nickel
ccin.should never ¢l ; Tute ut a di I hless such coins docs al any time, or any where, circulate at a
discountorat o pn:lllillm.vlhc circumstances should be Immcdinlcly reported to the Currency Officer, with a ful]
ex?lnnnlion of the supposgd clnuscs ond I'!t _rT:mcdinl measures taken, © vt Tt
) PV . o e P .
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. : CONDITIONS OF CURRENCY

9. The statutory rulcs msut.d under the Indmn Coinage Act a re printed as Appendix *C’ of the Centeal
Government compilation ol'TrLasury Rules, Volume, 11. The conditions of currency of the various coins under
the Indian Coinage Act and the slatutory rules are explained below -

"G No silver coin is legal tender if il'haé been defaced. Defacement includes clipping, filing,
stamping or such other alteration on the surface or in the shape of a such coin as is readily distinguish-
able from the cffccts of reasonable wear.

(i) Silver coins which have not been defaced are Jegal tender as long as they have not diminished
in weight by more than amounts shown below i~

Rupees and Tlall rupec..eenernnenne w2 percent, below standaed weight.
Qurter-rupce.e. eeenneen s 12 172 per cent, below standard weight.

(i) No conditions of currency have been prescribed for hickel, bronze or copper coin. Such
coins are, therefore, legal lcndcr cven if lhcy are worn or dcfaccd provided that they bear traces of
Government mintage. -

CUT’I‘ING OR BREAKING OF COUNTERFEIT
AND DIMINISIHED COIN.
10. (1) Section 16 of the Indian Coina.gu Act (Act 1] of 1906) as amendced from time to time provides
that when any silver coin which has been coined and issucd under the authority of the Central Government is
anducd 1o any person aulhonscd lo actunder that SCLIIOH and such person has reason to belicve that the coin -

(i) has been diminished in weight so as to be more than such pcrccnngc below standard wcnghl as
may be prescribed as the llm:t of mnscnablc were, or

. (ii), has been ddaccd 4
he shall by himsel{ or another, cut or break the coin.

A loss of 6% per cent, below standard weight in lhc casc of the rupees and of 12 % percent, in the
case of the half and quarter rupec has been prescribed as the limit of reasonable wear,

*(2) Scction 20 of the Indian Coinage Act provides that when any coin purporting to be coined or
issucd under the .\ulhonly of the Central Government is tendered to any person authorised 1o act under
* the section and sbeh person has reason to belicve that the coin |s counterfeit, he shall by himsclf or
another cut or break the coin, ,
11, A list of the persons authorised to act under Sections 16 and 20 of the Indian coinage Actis given in
Appendix D of the Central Government : Compilation of Treasury Rules, votume 11. A memorandum giving
certain hints for the detection of counterfeit coins is given in appendix E ibid.

ACCEPTANCE AND I)ISI‘()S;\L or C()UNTF.RI-'EIT. DIMINISIIED,
DEFACED, SIIROFF MARKED AND SOLDERED COIN.

12. The rules in Appendix of the Central Government Comipitation of Treasury Rules, Volume. Il regu-
fate the cutting of counterfeit, diminished and defaced colns, other than coins which have been fruudulently
defaced, and the rates ot which diminished and defaced coins should be accepted and poid for. A imemorandum
indicating the special charucterisitic which ondinarily distinguish fraudiently defaced coins is given in appendix-F
for the Central Govermment : Compilation of Treasury Rules, Volume. 11,

13. Any person authorised Lo cut or break counterleit coin may. al his discretion, either retum the cut
coin to the tenderer, who shall bear the loss enused by such cutting or breaking, or in the cases of silver coins,
receive and pay for the coin according to the valuc of the bullion contuined in it ’

Y-2122-42
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14, Proscnters of colna of which have been cut or broken under Section 20 of the Indlian Coinage Act,
muy. If they wo wish send such colos at thelr own expense, together witl the particutars of the authority who has
cut colns and praof of their having been cut by them, to the mint ot Bombay or alipore, Calcutta for expeit
npinion. On receipt of cofns at the Mint with the necesaary details and proofs, they will be examined wnd the

Minl will Issuc to the presentcrs an out-turn certiflcate for the face vuluc of omy/ or all coiny founds to be’

genuine with instructions to present the saine for payment ut the nearest Treusury. The Treasury wolld make
payment on the oul-turn certificute In the mannce stated In parn 40 infru, ’

15, Any authoriscd officer to whom a counferfeit colns is tendered may purchase 1t from the tenders at
fts bullion value, or nt u suitable price not excecding lts nominal value, charging the cost lo the Goverament, if
from the excellence of the exccutlon of for any other speclal cause, It seems deslrable that the coin should be
nequired ay & specimen, The Officer purchasing the eume should send It 10 the Mint, at Alipur, Calcutta or
Bowmbay, reporting to the Mint Musicr the grounds upon which its purchase was consldercd desirable.In the cuse
of calm purchuscd by Treasury Officers and sent to the Mint, ench coin should be sent in u sepurite wrapper
hearing the nume of the treusury, o mark and date whereby it muy be subscquently traced in correspondence.

16, Juliciul Officers muy xend counterfeil coine (o trensurics and sub-treasurics for remitance 1o the
Mint. With these coins @ short deacription of the cuse should be furnished and any Implements such as dics,
moulds, etc.. which may have been found, should be seat. These recelpts should be kept quile sepurute from
colns withdrawn by Treusury Officers, eic., which mve to be remitted In accordance wilh the Instructions
contsined In para 18 of Appendix 1V. Bach remittonce by o Judicial Ofticer should be put into n sepurate
wrapper with dewila of the source of recelpt of the coins und other pacticulars. 1f the Governinest so direct, the
Treusury Officer should send the counterfeit colns to the Mint thtough the Inspecior Qeneral of Police or other
Officer nominuted by the Government, '

17, Coumer felt sitver coln found In o remittance should be broken and sent 1o the Mint n accordunce
with purugraph 18 above. Counterfeit nickel coins received in a remittance should be returned o the remitling
trensusy. Jf the Treusurer of the remitting treusury wishea themn Lo be returned ond is willing to bear the costs of
returning them, otherwisc they should be sent 10 the Mint in accordance with parageanph 1S sbove. In the cose
of remittances 10 the Mints panicd by potdus, the rejected coins should not be sent buck to the remil-
ting trensury, except on u special applicution for thelr returns which must be made by the treasury immediately
ufter recelpt of the Mint advice. The cost of returning the colns will be bome by the Treasury of the remitting
trensury.

NOTLE ¢ The rejected colns and slipa from remittance received from the offices of the Reserve Bunk und
Lrunches of the Impertul Bunk of Indiu (Stute Bunk of India) will be collected by thelr local representatives from
the Mints periodicully, preferable once 8 monih. The representutive will tnke whb him to the Mint Master
concerned o letter suthorising him to receive the rejected colng and slips in respect of any particulur Mint
outturn cenificnte. The Mints rescrve the right ta destroy ull rejected coins not asked for within three months of
the dute of issuc of the outtura certificte,

18, Al places where there I8 neither an Isaue Departiment of the Rescrve Bank of Indiu nor n branch, sub-
branch o Treasury Puy Office of the tperlul Bunk of India (Sutte Bunk of India), or u branch or any other bunk
acting as an ngency of the Reserve Bunk, Treasury nnd Sub-Treosury officers are authorised te nceept for
dinposal b the usuud manner suspected colns tendered by the Post and Telegraph offices.

DIMINISHLED AND DEFACED COIN

19, When n sitver coin which has heen diminished In welght 80 as to be more than 28 per cent below
stondind weight, I tendered 1o any person nuthorised 1o act under Section 16 of Indlun Coinuge Act, auch
pernon shull cut of breuk such coln nnd return the cut coln to the tenderer, who shatl bear the loss coused by such
culting or breaking. Colns which huve been diminished in weight but not more than 25% of the stundard weight

should, whea tendered be disposed of on occordance with the rules In Appendix. C. of the Central Government
Compilution of Trewnury Rules, Voluine 11

20. Soldered and shrofi-marked colnx are defuced (but not fraudulently defuced) colns under the Indinn
Colnage Actnnd should be recelved and puld for os colns which have been diminished In welght. In detcrmining
the welght of coln 1o which sulder or othier metul hus been nttuched, the welght of sch soldes of other metul
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should not be titken into account, Ordinarilly, presenters should be required to remove as much as possible of
the solder at their own cost, .

21. When silver coin which hus been fruudulently defaced is tendered to any person authoriscd to act
under Section 16 of the Indian Coinage Act. such person shall cut or break the coin and retumn the cut coin to the
tenderer who shall bear the loss caused by such cutting ot breking. If the fefacement is not fraudulent, the coin
shall be received at the rates prescribed in Appendix-C of the Central Government : Compilation of Treasury
Rules, Volume [ for coins diminished in weight, but it shall not be reissucd.

. 22. The following instructions should be borne in mind in determining whether coin is fraudulently
defaced. A liberal interpriation is given in the Mint to the orders for rejection of coin as fraudulently defaced
with the combined objects of (i) prolecting innocent holders such as those who hold savings in the form of coin
made up into necklaces and other ornuments, or thase through whose hands dcfaced coin passcs and who are
unable to detect and refuse coins that have been defaced with fraudulent intent, and (i) encouraging the return
of defnced coin by the public, with @ view ta maintining the standard of the coinage in circulution.

(i) A coin which bears ou its surface radial striac should be deemed to have been fraudulenty
defaced. ’ .

{ii) Defaced coins bearing clear signs {i.c. suchas must be obvious to the public) of delacing with
frnudulent intent should be rejected as fraudulently defaced.

(iii) Coins from which silver has been defiberately removed by filing clipping (scooping, or punch-
ing. and coinsother than soldered coins which have been remitled should be rejected as fraudulently
defuced soldered coins having only a section of the milling uncvently ficld, where solder has been re-
moved and the milling refiled, should not b treated as fraudulently defaced.

(iv) Drilled coins which appear to have been uscd as ornaments and which bear no other signs of
roductions arc not fraudulently defaced, but should be accepted as defaced. IF tendered in large numbers
however, a fraud shoutd be suspected. . .

(v) 'P.M." murked coins should be occepted as defaced.

(vi) ‘Swented’ coins that have been reduced by the action of acids are defaced but not fraudulemly
defnced, wiless the signs of sweuting are clear enough to be obvious to the public,

(vii) Cutof broken colns that have been patched together with solders be rejected ay fraundulently
defuced. ’

(viii) Coins on which any part of the design on obverse or reverse has obviously been re-cngraved
by hund should be rejected as fraudulently defaced,

23, Soldered coins should be aceepted, provided that i—
(i) They are in one picce.

(i) They retain sufficlent Impression to adwit of identifinble they should be returned uncut as
unacceptable coin. : :

(1i1) ‘The solder has been carclully and sufticiently removed by tools or by heat treatment.

(iv) They huve not been reduced by sweating with acid.

(v) Sitver hus not been scooped of filed from the coin under pretence of removing soller,

(vi) Picces of the originu! coin have not been removed and replaced with solder or buse metal,

24. Defuced nickel bronze and copper coins ure legal tender and should be aceepted at reasuries. Butif
they ure soldered or otherwlse unfit for reissue, they should not be issucd to the public but should be dealt with
like other coln,
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ACCEPTANCE OF BURNT COIN

25, (1) Burnt silver coins may be received at treasuries if they are identifiable as genuine Indian 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 of the Central Govemment Compilation of Treasury Rules, Volume
I1. All burnt coins accepted at treasurics will be sct apart for remittances 10 the Mints as uncurrent coins. Burnt
coins which are not identifiable as genuine Indian coins should not be acceptacd at treasurics. The presemters
should be dirccted to send them to the nearest Mint where, after the coins have been enclted and assaycd, out
tem certificates will be prepared and issucd for payment at the treasurics or bank direct, situated at the place of
his residence or any treasury or bank direct where he desires to reccive the payment. Value for the silver
contents aftcr assay will at the market rate on the date of receipt of the coins at the Mint, subject to the maximum
of one rupee per standard tola.

(2) Bumt copper. bronze and nick! coins may be received at treasuries at their face value, provided they
arc identifiable as genuine Indian coins. Such coins if unidentifiable will be not be accepted at treasuries or at
the Mints.

26. Payment at treasuries ect. of outturn certificates issucd by the Mint Masters on account of burnt,
soldered. dumb or defective coins sent to the Mint should be passed on for adjustment to the Accountant
Genera! concerned. Outturn cestificates note excecding one rupee if uncashed for three Calendar months, and
those for above onc rupee if uncashed fos six calendar months, from the date of their issue, will be credited to
the Central Government at the end of the period. Certificates not cashed within the above stipulated periods and
1apsed to Government should be retumed to the respective Mint under prompt intimation to the Accountant
General concerncd.

SUPPLY OF WEIGITS AND SCALES

26.A (1) For testing silver coin, minimum weights of ion s Mg My g and ¥, tola piece
are obtained from the Miat on application 1o Mint Masters. To enable a Treasury Officer to determine cither a
rupee, half-rupee. quarter-rupee or eight-rupee is fit for issue or not, minimum weights of 176.4, 88,2, 39,375
and 19.6875 grains, respeclively, are also supplicd by the Mints on indents.

(2) Those weights arc supplicd by the Mint Masters free of charge to all treasurics and to the Bank
conducting the cash business of a treasury. If they are supplied to replace weights list, the person through whose
default the loss has occured will, if the Collector in the case of treasuries, and the Manager or Agent in the case
of the Bank, the recovery being credited 1o the Central Government as a miscellancous reccipt. No adjustment
in the Mint accounts is necessary.

(3) Weights other than minimum weights and scales of various sizes including minimum weights scales,
are supplicd by the Mints on payment. If any treasury desires to purchase these from the Mint, it will sent an
indent for the supply to the Mint Master direct. .

(4) Scalcs and weights should be inspected by the Treasury Officer at regular intervals in order to satisly
himself that they are in good condition and are preserved careluily to prevent rust and abrasion. Whenever the
Inspecting Officer has may any reason (o feel that they are worn outor not in order, they should be sent to the for
adjustment or replacement, a secord of such tests being kept in the treasury.

WEIGHTMENT OF COIN AGAINST MINIMUM WEIGHTS

27. (1) Coins should never be directly weight against the minimum weight, that is to say, it is incorrect
to place the minimum weight in onc pan and the coin in the other, as, if the arms of the scales are not of exactl
the same lengih, the weightment is false. Al the begining of work, the minimum weights should be placed in on{:
pan, and should be balance exacily by picces of metal placed in the other pan. The minimum weight should then
be removed from its pan and the coins to be tested should be placed one after another on the pan fror;l which the
minimum weight has been removed. The minimum weight should only be put back in its pan to test the counter-
poise occasionally during the day, if this mcthod, which is the only correct onc, be adopted any error ductlo
differnce of length of arms of the balance, huwever minute, is avoided and wear and tear of the minimum weigh
will be greatly reduced. clent

(2) Minimum weights should invariably be replaced carcfully in the boxes in which :
i H t : .
and every care laken 1o avoid an abrasion. ich they are supplicd

iRy
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LIGHT WEIGHT COIN IN REMITTANCES

28, Uncut rupecs and hul(-ru/pcc> found in remittances from (reasuries, currency offices and the Bank,
which have lost more than 6%, pes cent and 12 Y, per cent, respectively but more \han 25 per cent, in weight
<hould be cut on receipt and credited at onc rupee per tola on their total weight. Coins that have 1ost more than
2 per cent, but not more than 6/, per cent. in weight of through reasonable wear in the case of the rupee, at 12
'/, percent, in the case of the half-rupee. should be credited at their nominal value, but if their number exceeds
', per cent of the whole remittance. the fact should be reported to the Collector. the Currency Officer ot the
Manager, as the case may be of the Rescrve Bank of the Head Office of the agency Bank, in whose jurisdiction
\he remitting office ties, according as the remittance is received from a treasuvy of sub-treasury, from an office
of the Reserve Bank o from a branch of the Agency Bank, for taking such disciplinary action as may be consid-
ched necessary to improve the quality of shroffing.

WITHDRAWAL OF COIN FROM CIRCULATION

29. (1) The above instructions provide for the withdvawal of counterfeit, light weight and defaced coin
from circulation, but in order to maintain the currency in the hands of the public in as good a condilion as
possible, the following coins should also withdrawan from circulation whenever they are received at a treasury.
although they are legal tender :

(i) Silver rupees. half-ripees and quarter-rupees which are onc-half fine (issuedin 1940 and after).
(i#) Cupro-nicke! four anna coins.

(i) Nickel-brass coins of all denominations.

(iv) Copper double pice coins.

(v) All single pice coins except those bearing the Asoka ctublem.

(vi) Purc Nickcl-cupro-nickcl and bronze coins which are s0 wom that the denomination and dute
are not easily decipherable.

(vii) Copper coins \which are defaced or badly wom of which for any other reason are considered
to be unfit for circulation.

(2) Coinscalledin by the Central Government should be withdrawn from circulation, as soon as they are
received at a treasury of the Bank.

30, Trcosury officers should remembet 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 the coins which
are unfit for circulation, Treasurers and their shroffs are primarily responsible for this work and should be
required to keep a rough memorandum ook showing the tule of \he coin examined by a cach man per diem and
the number of light weight and other defective coins Jiscovered per thousand rupees rested. Constant supervi-
sion should be maintained by the Treasury Officers, and if it appears that the number of coin withdrawn from
circulation is small, special steps should be taken to sce that il coins reccived at the treasury are properly
shroffed.

31. All coins 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 Alipur, calculta ot Bombay, o
to any principal wweasury appointed by the Currency Officer to receive such cain, for remittance to the Mint,
such cuin will be credited in the Officer's cash batance as ‘Uncurrent coin’ ut the actual value at which it has
beem received, and or transfer to \he Mint, will be credited at the Mint at the rates prescribed by the Government
any loss incurred in recoinage being adjusted in the Mial accounts.

32. Coin receive by a peron other than a Government Officer and withdrawn from circulation under
these instructions should, wether o not it has been cut of broken, be sent to the nearest treasury where it will be
paid for at the prescribed rales and remitted to the Mint in the usual course. i

33, The procedure for the remittance into the Mint of coins withdrawn from cicculation is laid down in
para 18 of Appendix-1V.

Y-2122:43
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4. (1) The following special instructions should regulate the reccipt at the Mint from Railways in India
of silver coins presented by Railway Officers at treasuries and cut at the later :—

(i) Remitiances to the Mint, which may be made at such intervals as arc found convenicnt should
as far as possible, be in quantities weighing not less than 500 tolas atatime.

(i) A deduction of 1 per cent will be made by the Mint Master on account of melting charges
subjects 10 a minimum charges of Rs. 2/-.

(i) The credit to be given to the railways will be calculated at the market raie of the bullion to the
day of reccipt, subject 1o maximum of onc rupee per standard tola, and the Mint Master will, after the coin
has been melted, preparc an out turn centificate showing the value payable to the Railway and forward it
to the Chicf Accountant Officer concerned for encashment at the local treasury. A copy of the certificate
should also be sent to the Accountant general concerncd.

(2) The above instructions apply only 1o fraudulently defaced coin and coin which has been diminished
in weight, 50 as to be more than 25 per cent, below standaed weight, cut and returned to a Railway Administra-
tion and nol to counterfeit coin. As regards the latter, Railway are merely in the position of private tenderers and
are not entitled to receive credit-from the Mint for the marked value, or to have the coins assayed and reported
on by the Assay Office. When, however, any unusally, large amount of countecfeit coins is tendered to Railway
Officers, or the existance of such coins in circulation in large quantitics in any locality is otherwise brought to
their notice, a special report on the subject should be submitted to the Government.

(3) Railway Administration should send to the Mints through the State Government (or the Inspector
General of Police, the Depuly Inspector general of police in charge of the Criminal Investigation Depantment
and Railways or any other officer holding a similar position whom the State government may designate), only
such counterfeit coinsas are exceptionally well executed. Ordinarily counterfeits should be sent to the treasurics
to be cut or broken. They should submit to the Mint quarterly, not later than thé 10th of the month following the
quarter to which it selates, a return showing the total number of counterfeit coins received in the previous
quarter, including both the coins sent Lu the Treasury and those sent to the Mint. Copics of the statement should
be sent to the State government (or the officer designated for the, purpose). Station Mastes of or other Railway
officess should also give the carliest possible information to the Police of the tender of any counterfeit coin.

RE FURNS OF COINS CUT OR BROKEN OR WITHDRAWN FROM CIRCULATION

35. Uncurrent sitver coin received at treasuries under paragraphs S, 19, 20, 28 and 29 should be entered
in separate register in Form T, E. 7 of the Central Governnent compilation of Treasury rules, Volume Il at the
end of the day of theie receipt, and the scveral kinds of coins kept in the separate bags under double locks. A
separate record of uncurrent silver coins cut under the rules, but not paid for should be maintained in Form T. E.
8 of the Central Government compilation of Treasury Rules, Volume I to assist in the preparation of the annual
return in Form T.E. 9 ibid of uncurrent sitver coins cut. '

_36. Tbc lol:’ll amount of ISJQ. 1911, light-weight, shroff-,x marked, soldered and other defaced, uncumrent
and diffective coins, 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,

37. A return in Focm T.E. 10 of the Central Government compilati !

t g pilation of Treasury Rules Volume 11

should be submitted to the currency Officer with the cash balance report showing the dclailsyand balances of all
silver coins withdrawn from circulation. o0

38. Treasury Officers should, on the 20th April cach year,
Form TE.9 of thc Central government compilation of Treasur
coins cut or broken during the previous year on accounts of being
1o theMint quartely, not la(cf than the 10th of the month following the quarter to which it relates, a relurn in P
TE. 11of lfxc Cenual Government compilation of Treasury Rules, Volumie, 1 showing count {.‘l s re onedn
in the previous quarter, excluding receipt from Railways but includi . £ il e
sources. The return should include the coins reccived by the Bank
necessary figures will be furnished by the Bank to the Treasu
quarter.

submit to the Cumrency Officer a return in
y rules, }’olumc 11 showing genuine silver
reduced in weight. They should also submit

conduc(in‘g cash business of the treasury. The
ry Officer immediately after the closc of each

'
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SUPPLY OF COIN

39. (1) In district where the cash business of the treasury is not conducted by the Bank, the Treasury
Officer is resposible for maintaining at his treasury a sufficient supply of all kinds of coin for issue to the public.
He should, as far as possible, submit to the Currency Officer his requisition for the supply of small coin and
rupce with the cash balance report. Ordinarily, remittances of coin will be sent to the district treasury and
distributed to subAtreasuries from there by the Treasury Officer, but in centain cases, e.g., when a sub-treasury 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, thc Manager or the
Agent of the Bank is responsible for maintaining 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-treasury, he will obtain the necessary coin from the Bank,
unless the sub-treasury requirments are large and it is more convenicnt and economical to obtain a direct remit-
tance from a currency officer or a small coin depot. In the cases of branches of Agency banks, the Agents will
submit their indents of supply of coin to the Local Head office or Link Branch, which will amange with the
currency officer for the necessary remittances. .

. FOREIN COIN

40. Save as hereinafter provided, foreign coin or notes should not be received in treasurics, except under
some gencral or Special orders of the Government.

41. Troops retuming from a campaign, where they have been paid in foreign money, arc allowed to
exchange it al the treasury nearest the fronlice (or at the next on a certificate that the fronticr treasury has not
sufficicnt funds) at the rare of exchange at which it may have been issued to the troops, the officer commanding
the troops certifing the rate and also the fact that the money has been issued as pay.

42, Focign 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 ratc, or a purely arbitrary value is assigned to such currency.

BANK TREASURIES

43. The instructions in the chapter apply mutatis mutandis to Treasuries the cash business of which is
conducted by the Bank, except where special instructions are laid Jown. The Manager or agent of the Bank will
supply the Treasury Officer with the information necessary for the proparation of the rctum mentioned in
paragraph, 35 to 38. -

CURRENCY AND BANK NOTES :
DENOMINATION OF NOTES :

44, Under the provisions of the Reserve Bank of India Act (Act 11 of 1934), the sole right to issue Bank
notes in India has been vested to the Reserve Bank with effect from the Ist April, 1935, and the Government
have ceased to issuc currency notes. The Rescrve Bank has taken over the Jiability for the currency notes issucd
by the Government,

45, Currency noles of the denominational values of onc rupee, two rupees, five rupees, ten rupees, twenty
rupees, fifly rupecs, one hundred rupces, five hundred rupees.one thousand rupees and ten thousands rupees
have been issucd by the government. Under the provisions of the Rescrve Bank of India Act thesé notes are now
legal tender throughout India.

46.  Bank notes issucd by the Rescrve Bank will be of the denominational values of two rupees, five
rupees, ten rupecs, one hundred rupees, one thousand rupces, five thousand rupces and ten thousand rupees,
unless otherwise directed by the Government on the recommendation of the Central Board of the Bank notes
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and currency notes issucd by the Bank are legal tender throughout India.

NOTE : Bank notes and currency notes of the denominationat values of five hundred rupccs, one thou-
sand rupees, and ten thousand rupces issucd priot Lo 12th January, 1946 were demonetised with effect from that
date and arc no longer legal tender. Bank notes of the denominational values of one thousand rupecs, five
thousand rupces and ten thousand rupces in the Asoka Pillar design huve been issued with cffect from Ist April,
1954 and are lega! tender.

47. One rupee notes issucd by the Central Government ase unlimited legal tender, and although these
notes. are treated as rupce coin for all purpose of the Reserve Bank of India Act the instructions countained in
the following paragraphs will, save where the contrary intention appears, apply to these notcs as they apply to
cumency and Bank notes.

RECEIPT AND ISSUE NOTES

48. No restrictions are imposed on the issue of notes at treasuries in exchange for coin or for notes of
other denominations.

49, alihough no person has a tegal claim to oblain coin for noles presented at a treasury, this accommo-
dation should be given whenever possible, and all applications for exchange should be granted, provided that
the coins or notes applicd for are available, subject to any general or special limitations which the Reserve Bank
of the Government may find il necessary to imposc from time to time.

50. Subjcct to any limitations which may be imposed in a particular cascs, the Treasury Offficer should ,
wherever he is satisficd that no inconvenience will be caused to the treasury, exhibil in some conspicuous place
aplaycard in English and in the Indian Language in local use, notifying that he is prepared to give coin for notes.

NOTE :-1. Noles to a limited extent may be cazhed for the convenience of travellers when the treasury
is unable 1o cash them for the general public.

NOTE :-2. Facilities should be given as far as possible, for encashment of notes at sub-treasuries.

53, Whenever there are reasons 1o believe that notes are sclling in the local murket al a discountor a
premium in farge amounts, the Treasury Officer should at once bring the fact to the notice of the Currency Officer.

S2. The ordinary exchange with the public mentioned in paragraph 48, 50 above should be made from
the treasury balunce when, however, the amount of rupees or noles of any denomination in the treasury balance
is insulficicnt to meet the demand for exchanges, rupees or notcs of the required d inatiog may be obtained
from the currency chest. ‘

53. Itis desirable from the point of view of the popularty of the notes issued 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 10
escape detection, as these are frequently i \ly soiled or Iged in order to conceal their defects. In the
casc of district treasurics, however, it is not feasible entirely to discontine re-issue but currency officers wil)
arrange to keep the treasurics in their jurisdiction supplicd with sufficicnt stocks of ciean notes in order to meet
all probable demands. Notes much soiled, defaced, or torn should not in any case be reissucd to the public and
cut noles should ot be reissued. Notes unfit for reissue should be sent to the issue Department of the Rescrve
Rank (or treasury named by the currency officer) in the first remitiance made thither.

54, Subjext to the remarks in the prececdings paragraph, all notes if fit for issue may be issucd 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 rupees and hall rupees and twenty rupees

should not be issued to the public, but should be remitied the Currency Officer (or Treasury named by the
Currency Officer).

ss‘, In order to prevent the oldes issucs of notes heing stored for an indefinite period in 4 treasury, notes
fit for reissue should be arranged in the double lock treasury balances and the currency chest balances in order

'/\
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of receipt and should be reissued from these balances in the same order. Notes seceived across the counter in the

course of daily transuctions my be reissued at once, provided that they are in good condition.

§6. Notes unfit for issuc should be kept separately in \he cureency chest balance, pending remittance 10
an Issue Department of the Rescrve Bank in accordance with paragraph 19 of Appendix-TV.

~[IVE AND 1.OST NOTES

FORGED, DEF

57, (1) In the cvent of a forged note being plcscnlcd‘ the note and the prescnter should be made vver to
the police, if the Treasury officer considers it advisable 10 do s0. IF. however, the treasury officer is convinced

“that the presenter has presnted the forged note in goud faith, believing that it was genuine, he should impound

the note, take the name and the address of the presener and his statement rcgarding 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.
Afier the enquiry has been completed, the police will forward the forged note o the [ssue depatment al the
Reserve Bunk alongwith a report. !

Note : When a forged note is impounded, it should be stamped with the word “Forged” or the word .
*Forged” should be wiilten on it in red ink, in large letters, before it is sem to the police for enquiry. -

(2) Notes disligured by oil or other substances should be scrutiniscd with special care, as forged notes aic
some times intentionally thus disfigured to render detection difficult.

&) The reserve Bank has issued instructions to ail the Scheduled Banks that when a Yorged note is
presented to @ sehedutd bank, if the presenter is known to it, it should issuc a receipt for the note and wake from
the presenters @ stateinent as to how the note came in to his possession. The statement alongswith the forged nute
should be forwarded to the nearest T|c;xéurylSub-Tlcnxury/Currcncy Officer for his information and action as in
sub-paragraph (1) above. 1f the presemter is not known and is suspected of being cognizant of the forgery, he
should be handed over to the local police for investigation and & suitable report sent to the Circle Cunency
Officer. In cither case the word ‘Forged” should be written in red ink in large leucrs on the note belore it leaves
\he custody of the Bank.

(4) The Reserve Rank has authorised the'Head Offices and other Officers. branches, <ub-branches and
Treaswy Pay Offices of the State Bank of India, and the branches of its subsidiaries banks conducting Govern-
ment business to impound forged notes. ’

(5) Atplaces where there is neither an Issue Depaiment of the Reserve Bank nora branch. sub-branch or
Treasury Pay oftice of an agency Bank, Treasury and Sub-Treasury Ofticers are authorised to aceept for dis-
posal in the usual manner suspected notes tendered by Post and Telegraph Offices.

(6) When suspected notes seit to Treasuries by Post Offices or managers of joint stock banks for adjudi-
catiop are adjudged by Treasury Officers as genuine, their value will be accounted for undey the head “Civil
Deposits-Revenue Deposit® pending repayment of the amount to the partics concemed”. Il these deposits re-
nain unclimed for one whole account year, they should lapse to the credit of the Central Government.

These instructions apply mutatis mutandis to suspected coins sent by Post Offices to Treasury Ofticers
under paragraph 18, . .

58, No person is 1s of right entitied to recover the value of any lost, stolen, mutilated or imperfect
currency or Bank, notes but rules have been framed under the Reserve Bank of India Act, prescribing the
circumstances conditions and limitations under which the value of such notes may be refunded as of grace. The
rules are reproduced i Appendix-G, to the Central Government; Compilation of Treasury Rules, Volume-11.

59, Hall, mulutated. mismatched or attered notes, and notes difigured by oil or other substances in such
manncy as 1o render their identification doubtlul should never be reccived in payment of Governuent dues or
cashed. The holder should be advised to apply t© the Currency Officer competent to deal with the matter in
accordance with the rules inappendix-G of the Central Government Compilation of Treasury Rules Volume-il,
for inatruction regarding the procedure under which the value of such notes can in some casts be recovered.
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Nute -1 ¢ Notes with only n slight mutilation which does not interfere with identification or suggest
fraud, may be recelved ut the treasury and dealth with under parageaph 19 of Appendix-1V. The features neces-

sy for the Ideatification of u pote are besides the number which must, including the serial letters, be all intuct,
the algnatwie and the water mark,

Note-2 3 Deflective notes should be stanped with T Note-payment refused “Multitue-paymient re-

fused” niis-mutched payment refused or *Aliered-puy ment refused’ os thie cise may be, or such words shoulk be .

written In red ink In large lewters before they are returned 10 the presenter,

60, The vilue ol lost, stolen, or wholly destoryed notes of the denomination of R, 10 and below will not
be cetunded. Persons applying to u Trensury Officer for a refund of the vulue of lost, stolen or wholly desroryed
nates of the denomination of Rs. 20 and above should be referred to the Currency Officer of any office of issue
for Instructions regarding the procedure under which the value of such notes can in some cases be refunded,

DBANK TREASURILS
61, Provisions of puragraph 48 1o 60 above apply mutatis mutandis (0 Banh Treasw ies.
INDENTS FORNOT

62, The Trensury Officer bs responsible for keeping the currency chest and Ireusury bulances sufficiemly
stioched with all desominations of notes to provide for issues 1o the public Ya payments, on behalf of the Qovern-
ment. and in exchange tor colns. He should, as fur os possible subinit 1o the Currency Officer his requisitions for
the supply of notes with the eash balances repont ordinarily, remittances of notes will be sent 1o the district
wreasury and distiibuted 10 sub-trewsuries by the Treusury Officer, but in certuin cnses, e.g., when nsub-treusury
Ix on o Rullway, It muy be more economlcal 1o send remitnnee to sub-treasury, for distribution,

63, At places where the ensh business of the Irensury Is conducted by the Bunk, the Manuger or Agent of
the Bank Is responsible for keeplng h the curency chest o sufficient stock of notes to meet all demands from the
public and alvo demunds from the Trensury Officer for supply 10 sub-trensurles, When the Treasury Officer.
wihes 10 replenish the stock of notes in a sub treasury, he will ubtaln the necessary supply aof notes from the
Bank unlexs the Sub-trensury requirements ure large and it is more economical und convenient 1o obtin o direet
remiittance from un issue Depanment of the Reserve Bank. In the case ol treusurics, the cash business of which
Is conducted by the branches of the ngency bunk, the agent of ihe Bank wiil subimit his indent for supply of notes
to his Head office or Jink ﬂlu:lch which will arrange with Currency Officer for the fecessary remittanee.

“
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APPENDIX -1V
(SEERULE-6}
EXECUTIVE INSTRUCTIONS RELATING TO TRANSFER OF
MONLY STANDING IN GOVERNMENT ACCOUNT AND
OTIER REMITTANCES TIIROUGH GOVERNMENT.
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"APPENDIX -1V
(SCERULE-6)
EXECUTIVE INSTRUCTIONS RELATING 70 TRANSFE
MONLEY STANDING IN GOVERNMENT ACCOUNT AND
" OTNER REMETTANCES THROUGIHT GOVERNMENT,

KINDS OF TRANSFER ¢

1. ‘Transfers nnd remittanee of moneys standing in the Government uccount of the State Government ure
of the following kinds nunwely :—
. .

(i) Transfer through Currency, that Is, o transfer of money between the treasury balance and the
cunency chest at one place b consdirtion of an opposite transfer of the same amount being made at
mother place, ¢.g. transfers at o district teasury ngainst opposite transactions ut o Currency Office
uguinst d‘,[m\m. wnd W|lhdlllw-l|\ at ensuries .|nd sub- m.mulu

\ B
! Naote | 1 Currency chest are m.nlnluimd ot Sllllt, Trcn\unu and sub-treasuries on behalf of the issue
Depattment of the Reserve Bank in I with the arrang described io para 10 1o para 18 of Appen-
dix-]

Nate 2 : Remittances through currency between the treasuries and sub-treasuries in the Gujarat State on
one hand and the Reserve Bank Office, Bombay, on the other, we, owlng to the non-existance of o currency
ollice In the JuIsdiction of the Gujurat State treated as operations against the balance of llu. Central Gu\'urn-
ment,

) (2) REMIFTANCES OF COIN AND NOTLES @

(i) Bank remitances, that 1s reml ey from fhe Bank 1o 8 non-bank treasury or sub-treusury or
vieg-veru. thn bath the receving and the remitting und offices are not within the jurisdiction of a
shugle Stute.

. (i) Remittunces between treasuries, that is, remittances from the treasury bulance at one treusury
10 the tressury bulunce at nnother treusury, when both the remitting and the ruccmnb trensuries are not
withln the jurlsdiction of u stngle swte,

This method of remttlances apliies only o remittance to and from wb lltn\lll ies \vhun, there is no
currency chest md to the remittance of foreign notes und caln, nnd of uncurrent coin, when such coins

'lnc ol skt sepieately for wnullunu tothe Mint.

(Ill) Small eoln depot remi that I8, remittances of smull coln trony i small coln depot to
another small eoln depot, a central or a stute Trensury or to the Bank conducting the cash business of any
such Treasury, or vluc versi,

(iv) Ming Ihlnlllumu comprislng ;

(1) Remitunee to the Mint of uncunent coln or coln withdanva from clrculation from a
* State Treusury or fiom the Bunk conducting the eush business of any such trensury and, *

(2) Remittmees ol new coin from the Mint o a small coin depot.
ot & 1 . .

Note ¢ Remittmees of uncurent coln Trom a sub-treasury not being o Central Sub-Trensury 10 the
District Treasury of u State will be treated as w local rembitance affecting the balance of the State Goverinment,
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AFPLICATION OF RULEN S

2, The riles of proceduee prescribed b paca 810 pura 1) of the Appendix apply ity to trunafein
Ietween e cunency chest balanes wnd the teeusury haline nt o Stute Teennury. These rulos are whvo upplicubly
W tranafier Between the tronsiry md cusency clieat hatuncen whthin n Stite which nre el uft by opposiie
tramefera ut w pliee oiakde s Julsdiction, excepl {1y ww fr on they iy be supplemented o mndified by iy
apecial It tuo fastted by the Curteney Olticor, .

§. Unlean It iy onse tlie Caveriment sfice vonsulution wilh the Reserve Bunk dieeta otherwing, Wl
remlttan ox mentioned In clivg 2 of para ! whild he governed by the provinlons of puran 12 0 87 below.

4 The rilea In this Appendix we foned afier comwulitn whh the Reaerve Bank,

TRANSTERS THROUGH CURRENCY BANK TREASURIES,

. The Cunency Cheat postalnlug o i Punk Trensury I kept In the wile cuntody of the Dunk. All
transfern from e 10 cutgency chieat ot the Bk will bo effected under Instructions from the Cuneney Offeet,
il atie b trinafetn whil nut affect the Clavermment Dstnice snd will not poss through the Guvermnent account,

& All tranfern from and to Cunrenvy chest st he of whote rupees und noten, unlon there i my apechy
dhectinn 1y the conliaty. .

7. Ataib liesties whee theie v cunency ches, the tramfer of funds shatd e made i reeordmnes with
e followlng prek edine §

(1) When o sub treavuny ufnicer reguhe futcdn, ho ahionld tansfer the apecified woiit from the
cuttenvy cheat W hin treasury hitince und fepuit the fct Forth with to the curiency ofticer conceined
hy wite (w by leties If 1t e teach Hia desthintion within twenty fow o) on the e bansler,

Note 1 Nu puyment ahwuhd be miade direct frum tho chet batance. Punds aliuuld fint he wnnsfered T
fie et 10 the Treasuty balance ond payment tide therfomn,

(2) Whe sinplan R secumulute st g wib treavay, the Subt trewsiy Officer shondd deposlt
thotm, St the cunency chent and combnleate the fat forthwih 10 the euniency ufficer by wire (i by
Yettes 1 It v ench Dt destination wihthin twenty four by on the dule of the wansler, fnintimatlon
Deing Mushtancoundy sent 1o the Tremsury Officer hy o, .

1) 1 diatrdu i whero m agency of the Bank conducthig treasiny Dushieas e situated nta ploce
where there b o aub nenssy fnwtead uf a the beudguuters the opposiie pryment T eenpeat of
cunnency lansfern at the distelct teasury and other wule treasanben I 1o diste et snld be anmnged For
It the sitnie way wn set vt in clavsg (1) nnd (2) sbuve, and 1w payment shall bo made nt thy Tk,

Nute 1 Cliont alipa aliswild e aubimitied by the Sub Trermury Officer W the ennency oltices enduiabig
copdes b the Tieavury Ofear, .

§. At sub frossurien, where there b e cinency chest, transfer of Dusda w1 be mude by the remitnonce of
soten o colin fron the Wauk tu e Sub Tewury, o1 vice veia, Inuevondance with the rovedure presciibed n
it 12 10 87 below,

NON BANK TREASURILN Y

9, Trafer of funds hom o W the Treasury balance shall be made In weeondanee Wil the following
mlen,

g
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(1) ‘Mhe ‘Fremsny Ofticer nmy nt any thme deposht susplus funds Into the currency clest at hly
Treusmy. When owlng clther to recelpts ut the ‘Trensuiny or to withdrawa) from the currency chest
ngnbint depostt nt i wub irensury, the trensury hilince exceeds by Re, 1000/ the amount of aormal
Datunces fxed by the CGovermment, the excess should be deposited tnto the currency chesl.

(2) Whien the Tiemny Oftives requires funds clghtcr 1o meed dishursements at the Treusury o1 for
depusit It U chest ngadint withiiawalw ot sub-tiensucdea, he should make the necessary trunsfee
frons the curiency chest o reqlenlsh e treasury buluncoe.

(3) Lvery unnsler iom the treasiny batunce the cursency chest, or vice-versn, must be sepor ted
at once 1o the eiretey oflicer by telegrun (o by letier ifitean rench s destinution within twenty four
Tours), i neltition o kending sHips i Prom QTR 90, Unleas corresponding transfer Is made at u Sub-
“Treasury.

10, Trsfer of Funds to and from u sub freasules where theso I n cusrency chiest shuld be mide thiough
cunirency, the upposits payments belig e wt the dhdiict rensuty or it nnothce sub-Areasury 80 us o retaln the
{otal balunce in the curiency chest af the distictune hinged.

The procedure shall be as Tollows :
.

When o aunplus necumulbites nt o sub tensury, the sub trcrsuey oftices should depuosit the surplus Inte
the cwirency chest. When the Sul-tienswry Tulisee exceeds by any npprccinble umuunt the notnl baluce lnid
down by the Treasury Olticer, the excess iould be trmsfesred o the cusrency chiest, snless Tieavy puymcnts ire
expected 1o tbaub il whthin the neat two o thiee duys. On recelpt from the Sub-Treasury Ofticer of the chest
wip I Brom Q.TR. 90 1eponting the wannler, the ey officer should mithe the corvespanding trunfer from
cutrency W TREASURY it thie disilct nensuy.

1 I3 the duty of the Newsny olticer tosee that Sub-Trensury Officens deposit surpluses promptly into the
cunency chest, If ot any thine It uppenis that the balance n a Sub-Treasry i unnecessiily lnige, the treasury
offiver should arder  deposit of the smphu Inta the evmency chest,

The Intrnetions lakd down I Note below paa 1) upply equally to payments from non-tunk sub-tecus
ailes,

11, Tronster ol Tunds to aud from sl trensutles where there Is o currency chest shalt be made by the
remittuiee of notes or coln In pecondanee with the pricedure prescrited In pua 12106 57 below.

REMITTANCES OF COIN AND NOTES
GENERALD

12, The provisions ol paias 13 10 88 shull apply primu ity to renittences to and from treasurics ond sub.
trenstrfen, the cush isiness af whith Is not conducted by the Bank.Al placo whete the cush business of the
ey b vonduvted by the Nank, these utes shul) apply subject o the provisins uf paras 56 and 57 wnd such
other histructlans ns miy be died by the Reserve Baok,

DESPATCHOF REMIVEANCES)

13, (1) No remittance of colis or netes from a Sub-Treasury ur Treusury 0 8 leeasury oF sub-ticasury in
mother district or to w Aceuneney Oftice shall be mady exeept I nocoidance with the spechul or general
Iinstrue thms of e coteney oflicer When o surplus of coln or netex acewmudntes i the distriey, the teasury
uliver shall wepont the detoits of the wurplus to the Curvency Offices wind ubtubn Tis dnstructions for remitianees
1o anethes Niensary o the Cunency oltice. Uncurrent coln und notes wnllt for lssuo shall be deatt with in
aevondince whih the provistons of Pars 18 and 19 respectively.
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(2) Remittances within the disirict that is, between two sub-treasurics in a district or between a
treasury and a sub-treasury subordinate to it may be made under the orders of the Treasury Officer

14. (1) All remittances despaliched by rail, river or road must be escorted b'y a guard except remit-
tances of nickel, bronze or copper coin during transist by rail at Railway risk (vide para 51.)

Note : When potdar accompanies a remittances he is responsible during the whole course of the journey
for the contents of the boxes and the police guard acts as an escort. The potdar will not interfere in any way in
the performance by escort of its legitimate duties but he must be permitted to satisfy himself that all necessary
precautions arc being taken. In the event of damage acuring to a box, itis the duty of the potdar to take over any
coin that may fall out and to verify the contents and repack the box if repacking becomces necessary. The escort
officer must not permit the potdar to be interfered with in the cxeuction of his dutics. "

(2) Immediacly on receipt of a remittance order from the Cumency Officer or as soon as the
Treasury officer decides to make a remittances to a Sub-Treasury, the Police Department shall be
informed of the kind and amount of the transurc to be remitted and asked for a sufficient escort which
it will supply according to the prescribed scale. All officers on the line of march from whom any
assistance may be required shall be advised by the despatching office.

(3) The receving office shall be informed in advance in Form G.T.R. 92 of the particulars of the
remittance 1o oc despatched, in order that necessacy arrangements may be made for receiving it.

(4) A remittance shall not be seat at such a time that it will be in transit at the end of 8 month, or
“that it will reach its destination on a Sunday or other authorised holiday. : !

(5) The atteation of the escort officer shall be specially drawn to paragraph 3 of the instructions
in Form G.T.R. 68. Co - [

15. The Treasury Officer shail advice the Currency Officer of every despatch of a remittance to a place
outside the district on the same day on which it is despatched. [fthe treusury is so situated that the advice cannot
reach the currency officer within twenty four hours, if sent by post. the Treasury Officer, shal) send the advice
by telegram. The advice shall statc the nature of the remittance and give the name of the Treasury, sub-treasury
of branch of the Bank to which it has been despatched. PR 4

REMITTANCE OF COIN :

. . ot - t

16. Coin shall be packed for remittance in stout bags, ticd and sealed after a slip in Form G.T.R. 11 hus
been placed in each bag. The Treasury Officer must satisfy himsclf generally of the contents of the bags, and .
must sec that the proper number of bags is placed in eachbox.»"+ "+ ¢ '

Note :1 : For remittance of withdrawn ahd uncurrent coints (o the Calcutta, Bombay and Hydrabad
Mints, the following rates of bagging shall be applicable.

Each denomination of coints must be in separate bags.

Denomination - Withdrawn Uncurrent
. Valucper  Tale per Value per Tale per
Lo - Bag.t '+ ¢ Bag Bug. Bag.
Rs. Rs. Rs. Rs.
One rupee 2000 2000 2000 ¢ 2000
50 Puise ) 2000 4000 . L
25 Paisc D 500 2000 o
20 Paise a0 2000 . S
10 Paise 200 2000 B L
S Paise 100 2000 .

3 Puise 5 2500

g

A ————




~r

181

2 Paise 50 2500

1 Paisc (Bronze and nickel brass) 20 2000

1 Paise (Aluminimum Magnesium) 50 5000 . .
" Half rupee 2000 4000 2000 4000

Quarter rupee . v 500 2000 500 2000

2 Annas - . 500 4000

1 Anna . - . 250 4000

1Y/, Anna . - 100 . 3200

Single piece . . 50 3200

Note : 2 : In the case of remittance sent without a potdar, the despatching officer should examine a
certain percentage himsclf and place a private mark upon the ticket of the bags so exmined and the special
attention of the receiving officer should be drawn to the necessity for proteching the interest of the absent
remitting officer.

Note : 3: Further, when remittances are made to Mints =

()} Boxes in which rémittances are packed should be sealed and propeely Labelled. The lable
should bear the name of the remitting office and the number of the box as per invoice. There should be
only one lable on each box and nol old lables mixed up with the latest lables.

(2) A slip should invariably be placed inside cach box, giving the number of the remitting office,
the number of bags in that box, and the number of the box as per invoice, since lables on the boxes
become indistinct and are often torn off in transit.

(3) lnvoives in the prescribed from should be properly prepared, and separate invoices should
invariably be submiitted for each of the following items :--

(i) Uncurrent Silver coins;

(ii) Uncurrent nickel and copper coins. .
Words “Currency Remittance” or “Treasury Remittance” as the case may be, should be writicn on
the top of the invoice in the red ink. :

17 (1). For journey by road, the bags may be packed in transure tumbrils or in large chests placed in cants,
at the door of the Treasury in the presence of the Treasury officer. For journey by rail or boat, and also (if
convenient) for journey by road, they must be packed in stout boxes capable of containning Rs. 4.000 to Rs.
6,000 each, nailed down and bound with iron, without gunny covering or ropes, and the hoops shall be rivetted
or nailed together where they cross. Every box must bear the name or the despatching Treasury cut into, or
painted on it with a number,

Note : Remittances of coin from currency officers are usually sent in patent remittance boxes. Special
instructions regarding the method of dealing with such boxes will be given by the remitting officer.

(2) To cach box designed for river conveyance ot o cross any unfordable stream by a ferry shall be
fastened a busy formed of a picce of unsplit bamboo or other floating material. The rope of the buey
shall be at least ten yards long. The Police Officer in charge is responsible for seeing that it is never
detached from the box, nor, so long as the box is on board any boat, knotted or entangled in any way.
When treasure is sent by a sea going vesscl, the despatching officer shall remove the buoys after the
boxes are shipped, and the receiving officer shall attach buoys when landing the treasure, if he is not
the Treasury Officer, he shall obtain the buoys from that officer.

Note : The above precaution are not necessary in the case of remiltance covered by insurance.

(3) Invoices shall be prepared separately in triplicate in Prom G.T.R. 93 one copy shall be retained
by the remitting officer, another shall be despatched by post on the same day to the receiving treasury,
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and the third made over to the escort officer. The weights entered in the invoice shall be those ascer-
taincd by weight in the prescnce of the escort officer.

In the case of treasury remittances, the Invoices, should show scparately uncurrcnt ()]
Sitver, (2) nickel, (3) copper or bronze coins, giving scparatc totals for each group of coins.

Note : Scparate invoices must be preparcd for treasury and currency remiuances, the word, "“Treasury
c” or " i “ a3 the cose may be, being written on the 10p.

UNCURRENT COIN:

18. Colns withdrawn from circulation shall be remitted 1o the Mint in accordance with the following
rulcs:

(1) Broken ond cut coin should not be remitted ordirinarily until o sum of at lcast Rs. 20 has
accumulated.

(2) Invoices of the remiltanccs should be preparcd in Porm G.T.R. 94, Treasury Officers should
devote particulas care to filling them up correctly.

(3) The Mint Master will preparc 8 Juati of the remi reccived and forwar;l i
to the remitting Treasury.

{4) An dcﬁcicnéy in talc found by the Mint Master must be madc good by the Treasurcr and any
excess In tale will be returncd to the remitting treasury. Any cxcess n value found by the Mint mastet
will be credited to the Government. :

REMITTANCES OF NOTES :

19. All notes unfit for iasug, which may have accumulated at a Treasury, shall be sent to the Currency
Officer (or Treasury named by the Cureency Officer) on each occasion on which 8 remittance of notes or coin
Is sent 1o of reccived from the Currency office. Such notes whould not be cut for remittance. Advice of the
remittance giving detuils of the denominations and valuc of the notes shall be sent by post to the Currency
Officer. .

20. New notes or notes fit for reissuc should never be cut for remittance. When the value of the notes 1o
be remiticd docs nol exceed Re. 2,000/- and the notes can not convenicntly be included In a specie remittance,
they may be scnt by post insurcd upto theis full value when the value exceeds Rs. 2,000 the notes shall be sent
In charge of a potdus and police guard.

21, The following instructions shall be obscrved for packing pascles of notes,

(1) Notes of each denomination must be sorted patternwise and atrranged I sepurale bundles
pttached by onc edge [nto books of 100 each, ony excees over multiples of 100 belng made into one
bouk. To cuch bundle of books should be attached a slip in Form G.T.R. 12 stating the number of picces

It contains and bearing the full signaturc of the official who last ounted them and madc up the bundle
before despatch, '

(2) Por remitiances in charge of a potdar and police guard the bundles should be packed In parcles
of ten bundles each and the parcles should be placed in strong wooden boxes which should be sccurcly
fostencd ans sculed. The boxes should be weighd I the presence of the escort officer and the weight
and contents of cach box entered in the invoice in Form G.T.R. 93.

Note ¢ Fresh notes arc remiticd from the Cusrency Offices to Currency chests In the original bundles
reccived from the Sccurity Printing Press.

«
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22. In the casc of remittance seat in charge of a police guard, an invoice in Porm G.T.R. 93 shall be
prepared in triplicate, onc copy being scnt by post to the receiving officer, one given to the police officer in
charge of the escort and the third retaincd by the despatching officer for record. The escort officcr shall sign 8
receipt on each copy of the invoice, stating that he has reccived the boxes of thc marks and weights detailed
therein.

ESCORT OFFICER'S DUTIES :

23, The escort officers shall sce the boxes of notes and coin weighted, or in the case of chests 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.

24, The escort Officer shall wire to the receiving officer the number of the train (passenger or goods)
conveying the remitiances and its hours of departure, and <hall also wire again cnroute if any change in the train
has been made or if anything has accured to delay its amival.

25. (1) When the escort officer is relived in the course of the journcy, he shall oblain a receipt in Form
G.TR.95.

(2) When the remi ¢ reachs the add the latter will count the bags and weight the boxes,
and give a receipt in Form G.TR.96. .

(3) If any box be of short weight, or show signs of having been tampered with, it must be opened
in the presence of the escont officer, othcrwise he may b allowed to retura at once.

POTDARS SHROIFS ETC. ACCOMPANYING REMITTANCES ;

26. (1) Subject to any general or special instructions issued by the Curreacy Officer in this behalf,
Treasury 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 convenicnt the bags. If the guard be
rewrning to the station of original despatch, tumbrils or chests shull be sent back under this cherge, otherwise,
they must wait for the Potdar.

(2) For coin remittances the follo;aving scale may be followed :--

(i) Onc potdar up Lo ten Lakh and; "
3

(ii) One potdar for cvery additional ten Yakhs or a fraction tereof upto 8 maximum of three i all.

Note : 12 The Currency Officer may saaction the deputation of a second potdar for journcys occupying
such a'long time that onc mon cannol be expected to exercise the necesary supervisions.

Note :2 ¢ For noles remittances onc potdar may be usually sufficicnt unless the currency officer sanc-
tions the deputation of @ sccond potdar for journcy occupying such a long timc that one man cannot be expected
to excreise the necessary supervisions.

Note : 33 In cascs of heavy scmitlances whether of coin or notes or of both, the currency office may
suthorise the deputation of onc or more clerks in addition 10 the usual escort of potdars. Extra shroffs or potdars
may ulso be engaged, whenever necessary, with the special sonction of the Tréasury Officer to deal with heavy
receipts, Of to accompany remittances of to take the place of permanent shroffs or potdars who do s0.

27. (1) Except in coscs of remittances not at railway risk, a potdar shall on no account, be sent cither to
sccompany 8 remiltince of nickel, bronze or copper coins of to watch the examination of such coin at the
receiving Treasury, Mint, or the Bank.
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When the remitinnee I not it sullway sk, n Potdae may secompany resmlinanee of nickel, bronze or
copper colin but he sbould nut be required to wateh the detlled exumi fon of such remi On recelpt of
the remittane the boaen should be apencd Immediacly snd the bug» taken out, after which the potdr should be
telived. If, hawever, nny bag contaluing colna show signs of dananage ot nving heen tmpered with 1 should
he apencd and Ha contents eximnined in his prescice,

(2) Potdur secompunytng remittance of withdrawn wiver, quatly ond pure nickel coins and
remltiences for apectal exuminstion to the Mint whul b relensed by the Mint authoritica us soon as the
npumber of enled buxe i the remittances hive heen checked with the relative Involees, snd prelimi-
mury welghments of such colis are recorded by the Mint, in thelr presence. In ¢nse of combined remit
tnneen from the Reserve Bank, Trensurlen, branchen of the Stnte Bank of India or its subsldinrles the
secompanylig putdars shiall e relieved as suon i he mimber of the seal boxes fn the remittances hive
been chevhed Wil the relative nvoleen, and found satlafuctory. The opening and prelliminary
welgt of wch reml shall he supcrvined by n putdur deputed by the Local Head Oftice of
Ihe Rescrve Bunk or the State Bunk of Indin of Itx subsidiaties us the cuse may be. On no uccount shufl
they be denled to watch the examminution, nud tulying of any remittance al the Minl,

28, Pondar ot clerks necompanylig remittances shull be furnished by the remiting Treaury Officer wlth
s centificate In Form G.T.R. 97 wlth columna § 1o 8 Alied In. The officer recelving the remittance shall consider
with reference 10 the amount and kind of the remlttance received ind the sumber of men svalluble t his oftice
for exumination huw tong the poldur or clerks uccompanying the semittance are llkely to be detailed at the
statlon nnd Infor them forwith in weidng 1o enuble them to muke sultable arrangements fr thelr stuy wl the
atation. At the end of the examination e shull compete the centificate and return It o the remliting treasury. e
sball atite i cotumsn 12 the dnily nltowance which he recotmmends for the hult 1n excexs of ten duys and explain
the reanon for the recommendation op the reverae of the certificute.On recelpt of the ceruficnte from the recelv-
Ing Olficer, the remitting Treususy Officer ahall forwind it for necewwary actlon, If halt In excess of ten duys
have heen nurde, to the Curtency Ofticer or to the Director, according as the charges for the remittance I
question have 1o e bome by Rescrve Bunk o by the Gavernment and the authorlty concemed will Indicnte in
column 13 of the certificute the rute ot which the nllowance should be draws, ‘The ecrtificute shall be attached
10t Bills for travelling and uthicr wllowancen apcelal or othetwise, admissible to the men necompanylng the
freasure,

Note 2 1 ¢ In cnag, whieee the churges nre to be borne by the Guvernment, they shall be In nceordunce with
the sules contabned In the 1.C.S.R, The Recelving Ofticer, Insuch easen, therelore, may merely state In column
12 that, the protonged hilt was nccessary and unavolduble. :

Nale 1 23 The charge Tor remitiunce of followlng kinds ure 1 be borne by Government,
(1) Remlttances to/from Currency cheat from to Sub-Treusurles having no currency chests;
(11) Remitances hetween sub-treusurics without currency chests nt both ends;

(111) When not sent sepurutely, rembtimees of uncuteent colng
s between trensurien nnd sub-treusur-
len without cunency chestw at both ends; and frewr

« (v} Rembitnnces of minall colm between regulur sinali coin de;
s el renauiries or sub- treas
with no cutrency chests; r b treusurley

Note 1 31 Tn the following coses, the churges for remitimicen of tr
g enmirl : i
encorta) are boine by the Rexerve Bank, rurlen (ncluding cont of police

(1) Rembuances t/fram Currency cheat fr K i
s, y cheat fran/1o Treusutics or Sub- Treusurics having currency

(i) Remitances of moall colt betwéen regulur small coly
v depots and trens X
Jon huvlng currency chests; ! oren or wub-treunar-

(1)) Remlttances of uncunient colus between Lrensutles and wub- trensunies whether within or
outskle e distrder, when sent sepunately; snd

'Y
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(iv) Al remittances made under the orders of the currency officer provided such remittances
are between treisurics ond sub-rensurics having currency chests or between small coin depots and
such trensurics and sub-Ircosurics.

29, 1 any chest, tumbril or wagon be sceurcd by double locks, one key shall be held by the potdar, and the
ather by the escort officer, if there be only one lock, the key shall be held by the potdar but escort officer is
responsible for not allowing the chest of wagon 1o be opencd before arrival at the destination, save in the case
of 1 break when down the treasure must be removed to anather chest, or wagon in his presence. fn the case of
remitlances sent without potdar, single locks hall be used nnd the keys entrusted to the escort officer inascaled
caver which he should not open except when absolutely necessary duc to o breakdown on the road.

RECEIPT OF REMITTANCES

30, (1) Immedkutely on the arrival of o remitiunce, credit for the invoiced amount shall be given in the
cish ook or other appropriate register, and in the ense of u remittance received from u plice outside the district
an wdvlee shall be sent to the currency Officer, stating the nume of the Treasury or Currency Office from which
the remitiinee hus been received and whether it is a currency or a treasury remittance. The advice shall be
telegruphie If i postal ndvice cannot reach the currency ofticer within twenty four hours.

(2) The remittange must then be examined. the first step in this cxamination is the weightment of
ench box In the presence of the escort officer and the Treasucy Officer und the comparison of this
weight with that shown in the invoice. A receipt shall then be given to the escort officer and s copy of
this receipt sent by post on the sume day to the despatching treasury.

31, When the welght of such box 1¢ not glven in the involee, the boxes must be opened and the contents
exumined in the presence of the escort officer. Any Infrnction of the rule requiring the weight to be stuted shall
be brought 1o the notice of the remitdng officer. If any box be short weight or show signs of having been
uimpered whth it shull stmlfurly be opencd and ity contents examined before the escort is released,

32, 11 coln or notes recelved In the remittance are required for despatch to another treasury within a fow
duyy of 18 receipt, the boxes may be deposited unopencd in the strong room, provided they org in good order
nnd thut they are in charge of potdar who will b available 1o accompny them to their final destination.

33. (1) New nickel or bronze coln recelved clther directly from the Mint or from any other treasure inthe
onlghnul Mist boxes mity be neeepled ns correet, provided the boxes are numbered and the seul bears o distinet
Impression wnd both remain ntact at the e of reccipt,

(2) In all other cuses, the boxes shi] be opened immediately whether the remittunce is accompa-
nled by a potdar or not, When a potedur has accompanied the remitance, the boxes shall be opened In
his presence. Unless the detalled ion of the whole remi isd lintely procecded with
the bags of coln or purcels of notes shall be desposited fn the strong room wider double locks, care
belng tuken, ns fur s pructicable, to place thewm apart from ather trensure. To guard ogulost abstraction
of colu from remlttances, which may remaln uncxamined in the strong root fur some time, and which
connol be sepurutely secured In w chest or chests, JUshall be arreged, when the mmount of the remit-
tance dues not exceed rupees fve lukhs and when the procedure will not cause practical inconve-
nlence, thit the entire contents of ench bags nre weighed by emptying them into the seale before
depositing the rembitance In the strong room, This welghmienl must be supervised by the Treasury
Ollicer.

(%) Tn the case of Targe remlttances, simllar care must be excrcised though 1t will usually be
tpossible for practical reusons to examing them In the same detail. The Treasury Officer in such cases
must sutisfy himse!l that the remittance us not been twmpered with by personally picking outit number
of boxes nud bags from time W time nnd huving the contents of these welghed under his supervision. In
the cnse of remittances exeeeding rupees five lukhs, or when it Is not found practicable to weigh out
amaller remitinees, cnre shall be wken to cover completely all bags forming parts of the remittange
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with turpaulioe, the acles being sccurcd In g chest or chosts o repliced In the orlginal hoxes with the
1y securely fustencd,

A4, The detulled exnmination of the remittance sl be conducted in the presence uf the potdar from the
remitting treusuty and under the supervision of the Trewuser of the recelving treasury oF some othier respon-
Al peraon ucting on s hehull, 11 however, the remittance I not secompanicd by o potdur from the remitting
trensury, of the potdur iy heen dischurged I terng uf purn 27 (2), the detalled cxamination must be made inthe
tmmedlnte presence und under the personal supcivision of the Trensurer of the receiving Treasury wha should
scc that the Interests of the remltting trensusy pre udequately safeguarded.

38, Every fucllity must be given to the patdar uf the remitting teeusury 10 watch the examination. Any
compatints which he may muike shall be reporied at onee 10 the Trensury officer. If any frund Is suspected,
nrrangeme by shall be made for the seureh of the examining potdurs n the presence of the putdur of the remit-
ting trensusy.

36, (1) Only such poition of remittunice shall be tken out of the Krong roon ax e be exnmined durlng
Ihe course of the dny. When any porthon remulinn uncxamined, the attending potdar may. if he no wishes, be
wlowed, ot the time of cloxing of the office, 10 place one Jock of s own on the chest contubulng the unexamined
pastion, or, I this I not possible on the outside danr of the strong room.

(2) If, nt any sub-treusury, the requirement of the rule Iv nat satisficd for want of arrangements
mentioned In the rute, any onc uf the dovices mentivned below may he adopted to sufegumd the inters
ent uf the remitting olices;

(1) The unexamined poition of the renrinnee may be kept inany properly locked box which
whould be seuled by the patdi frons the remitting office who should atsa hold the key of the box.

(1) The potdar from the remiiting ulfice may be allowed to scul the contulner storing the
unexumined portion of the

(iif) One of the keys of he cupl | contadulng the unexamined porton of remlttance, with
duuble locking arrangements, niay be kept overnlght I steel hox which shuuld be sealed by the
potddar from the remiting uffice who should nlsu bhold the key of the box, The box ity be depose
fied In the Krong sooim overnight,

37 The nutes and the cols compoxing the remittance shall be counted wnd exumined In detull so s lo
ensure not only Mt they ure all genubne but Ao that ench bundle of notea or bugy of coln contains the ulloged
mumuber. I the cunc of remitiances of fresh nutes from the currency officer kent i bundle of Ru. 1 D00 pleces the
Durnilen slull be aptit up Into packets of 100 notes cuch. Auy Hight welght or other uncurrent of delective coin
found I the counse of the detulled e xumination of o remittance of curent coln shatll be sepurated, md denlt with
wnder the Instruction contalned b Apperidia 1 white deficlencles, whether In tule or due 1o bad or counteifelt
notex of cotn, shall be deult with i the manace prescribed In pura 41,

38, As the cxaminatia of el bundic or bug is completed, the relative slips in Form GTR A or TR
12 0 the ¢nse muy be, contulued thereln shill be then out und repluved by fresh alips prepured by the rcrclvlng'
Srensury.

The alips of those bagy and bundles the comtenits of
the ‘Trensury Officer for immedinte destruction while the
remitthig trensury under sub-par agruph 1 of porn 41,

which have bees found correct shll be made over to
rest shall b attached to the report to be mude 1o the

Note ¢ 1 the cose of remittances of coln from 8 currency ulfice. sl the slipy must be retarned to the
Custency Oftwer ufter the rembitance have heen examined,

39, The Trensury Officer ahull supcr ving the examination of the remitunce generally and see thut nd-
equnte wafeyguan J have been then by the Treasurer o avold Yuring the exumination, oll madpructices whether on
the part of the sccampnylng potdats or the exumlning potdurs. He shall put nway the cxnmined notes and colny
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ander double locks of the treasury of of the currency chesta, as the cuse may be. On completion of the detailed
exumination, he must send & formal report (o the remitting officer showing the result of the examination.

40. No time shall be lost in exanining a remittance both in order to release the potdar who accompanicd
it and so reduce the cost of remittance and In order that any deficicncy miy be recovered from the remitting:
tressurer, To deal with money remittances of coin, additional shrofls may be engaged with the special sanction
of the Tresury officee and paid at such rutes s may be fixed by the Government. The expenditure on this
account will be horne by the Government is ordinary expenditure of the treasury.

.
Note : The mininum amount of coln and notes of each denomination which one man should examing in
u duy Ix us follows
COIN
¢ | 10 Rupee -
2 New Rupee 2,00,0600
3 Old Rupees 8.000
4 Old half Rupee of the value of 4.000
5 New % Rupee of the vulue of 50,000
6 New % Rupee of the value of 24,000
NEW COIN OLD COINS
7 50 puise Rs. 50,000 12,000 picees.
(by weighment).
8. 25 paise Rs. 24,000 12,000 picces.
(by weighment).
.oy 9. 20 puise . picces.
10, 10 puise Rs. 50, picces 18,000 picces.
1L S pulse Rs. $6,000 picees 20,000 picees.
“ 12, dpuise picces.
13. 2 paisc Rs. 24,000 picees 15,000 picces.
14. | paise Rs. 38,400 pleces 28,800 picces.
(These rates have been prescribed by the Bunk tentatively for the exanination or new and old
dectimal coins). !
NOTLUS PILCCS
, New notes of all denombnation 15,000
Oid Rs. 1 and Rs, 2 notes 8,000
Ol notes of higher denominution 2,500
DEFICIENCY OR EXCESS FOUND IN REMITTANCES
41, (1) 17 uny deficiency s found in the detailed exumination Is not immediately recovered from the
potdar in charge., it must e entered in the cash book ax o distrlet item of payment with full particulars and the
. Tyeasury Ofticer of the remitling trensury requested 1o recover the amount and credit it in his own tremsury.

A deficleney discovered nt the bunk or nt u currency office will be made goud from its own cash balance,

il will be shownus an expenditure on Quveminent account under advice to the remitling treusury for recovery

- ' and creditin its neeounts, shmilly u deficiency discovercd ut ntrensuty in i rentitnce from the Baok or from
n curreney oftice shall be ude good from the Trensury butinee under to the remluting office, which will eredit

' the wmout o Government necount. Recoveries of such deficiencies will be watched by the Accountant General.

(2) The Stie Guvermment will be responsible Tor any shoages discovered nt the Mintor at a
smull coin Depot Ina remitiiee received from u Treasury o @ sub-treusury of the State.

e ————— e
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Note 1 When an officer I charge of the Treusury or sub-Treasury Is transfered he should ensure that as
fas as possible Non issunble notes and coins arc remitted to the Bauk or mint as the case miy be and ull
deficiency ure made good before he nctuully hands over the charge,

(3) Every defector deficiency discovercd during examination shall be entered on the slip pert
Ing 10 the bag of coin or bundle of notes concerned and must be specially reported 10 the remitting
officer direct, whether or not it is mude good by the accompanying potdar, the slip being attached to the
repont. If 8 potdar of the remitting treasury I8 present 10 witneas the examination, he must be required
10 ntiest the entries os they are made. Any bad coin or notes which have to be returned to the remitting
teeusury shall be made over to the potdur, or in his ubsence, remitted by insured post ot the cost of the
remitting treasurer. If there 1§ no potdur in charge, the report must state the name and rank of the officer,
who personalty supesvised the examination, and must be sent, together with the atteched stip, immedi-
niely on the close of the examination, or if it is o prolonged one, at the close of the duy, (o the remitting
officer, 10 enuble the trensurer of the remitting treasury, for his own purpose, to fix responsibility for
the deficiency which he s obliged to muke good. If any big or bundle of notes is received withoul o
Mip, mnd Is in nny way short or deficicnt, an immediate special report shall be sent o the remitting
officer.

32, All exceses found in a remittance shall be returncd to the remitting office through the attending
poitdar, or if this 1% not possible, by registered post or by money arder, the cost being borne by the remitting
office.

43. When new nickel or bronze coin is reccived either directly from the Mint or from another treasury in
the origtnal mint boxcs, any excess or deficiency found on ination shall be Jistety reported and the
printed slip of contents forwarded to the Mint Muster concerned. The report shall state the number of box in
which the excess or deficieney was found and condition of the boxes on delivery.

ADDITIONAL RULES FOR REMITTANCES BY RAILWAY @

44, When lurge remittance are made, notice shall be given some time before hand to the railway awthori-
tes at the statin of despateh, in arder that wagons of convenient sizes may be brought together.

45, (1) Whentreasure is louded for despatch by rail,the doors on one side of the wagons shall, if possible,
be sccured from Inside and ull doors that can be opened from outside shall be secured by good padlocks,

(?) Small remittances need not be lorwarded by wagon, bul can be sent in the sume compurtment
In which the guard in charge truvels,

(3) 1t In the duty of the remitiing Treusury Ofticer to xupply padlocks snd there must be sufficient
Muck In 8 treusury where frequent remittance are seal by tall.-The Treasury officer shall ke the
receipt of the excort Officer for the pudlocks. If the escort s retuming the receiving officer shall return
the padiucks through the officer-In-churge of the escor, etherwise, a receipt shall be given to the police
und the locka returncd ns soon us possible by parcel post or by eall o through the poudar,

46. The Trcu»u.ry Officer joimly with the police officer who s to travel In charge, shall superinted
peesonally o by subatitute the foading of the vans, ond shall hund over to the police officer a memorandum of

Snstructions fn Form G.T.R. 98 and as many blunk recc cre wi ic E
ptos there will be relicls. Th A o sh:
tuke u recelpt for these documents, clicfs. The Trensury Officer shal

47, The encort sccompanying the treasure 1o the station and protesting the loading, shull be of suel
atrength as may be fixed by Guvernment for the eacort of such a sum by road or for the upcc.inl l)ur MISE J X
new one of corresponding strength must meat the treasure at the station or delivery. During the ﬂlliWI' \; " g Y
It may be protected by n guned of reduced strength accommodated in adjoining h,“kc.v“: e ~“y'Jl u“.":{f
currled by gnodsirain, or in the end compuriment of the carringe next udjoining the lrcu\urc'vnn : "Ll;“.“ ;lul“ >
the compartment occupled by the escort should be locked. The strengih uf this escort aly n.l“hlnur‘ ”-‘nlml
Governein, there should never b less thus o pety officer with two mea, mnd when the Ir:lls::lr{' l:lnl-::ltcd‘;ﬁ
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more thin one wagon he scale should allow two men 10 cach. 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 wam the Police guard
in charge of the treasure In order that the necessary arrangements may be made 1o guard it.

48. As the instructions for the guidence of the guard (Form G.T.R. 98 require the men to be constantlly
on duty, arrangement shall be made to relicve them at convenient points, giving 10 cach party a stuge of about
twelve hours, The exact length of each stage may be laid down by local orders,

49, Arrangements for the relicf of the guard will be made by the Police Department. The officer in charge
when starting with the remitiance, shall elegraph to bis relicving Officer the probable time of his arrival at the
relicf station.

PAVMENT OF FREIGUT:

0. (1) The raitway fare and freight may be paid in cash or by warrent or credit note according 1o local
pructice. In the case of cash payments, the Police or other officer may obtain from the treasury a sufficient
amount as an advance to be accounted for afierwards, The remitting officer or the Officer arranging the remit-
wance will ascertain the nature and extent of accommodation required for the purpose without unnecessarily
increasing the cost of remittance, and send a requisition to the railway authorities in Form G.T.R. 99.

(2) The Station Master will give the Officer commanding the guard a proper notifying that he is
in charge of trensure londed in so many wigon, :

Note ¢ 13 The requisition mentioned above must not be confounded with the notice to be sent before
Jund to the railway authorities, in order that the necessary wagons may be provided,

Note : 2 : Treasure should always be booked through to the final station and the officer who makes the
requisition should inform the railway suthoritics that he has provided relicf for the guards at specificd stations.

1. Remittances of nickel, bronze of copper coin should be buoked at railway risk as far as pos ible.

52, A guand travelling in change of notes shall have the box in the same carriage, and shall sit in the end
of compartment of the earriage with the box under the seat against the outer planking: if the box be two large to

go under the seat accommaodition must be reserved on the terms usually charged.

INATION :

TRANSPORT OF TREASURE AT TIHEDE

53, Neo
officer so as lo s

iy nrrngenents for the transport of treasure ul the destination must be made by the receiving
ve delay at the railway stution and inconvenicnee to the Police Depantment.

ADDITIONAL RULE FOR REMITTANCES BY STEAMBER:

&4, (1) An cscort shall accompany o remitiance of notes by sen il freight is paid ut cargo rues, in which
cuse the value of the notes shull not be entered in the bill of Tading but oaly the number of picces. Butilitis
cheaper 10 puy (reight at specie rutes, and il the steamer company nccepts responsibility for the face value of the
notea, then this latter course shall be adopted and nio escort nced be senl, if however, in any case, the above
responsibility Is notaceepred by the steamer company, even il ficight is paid at specie rates, the remittance shall
be send ns ordinary cargo ot curgo rates in charge of an escort, though this course may ential some additional
expUIses,

(2) Remittances of coin by seu shull usually be sent insured or al the compuny’s risk without an
escorl,

’ (3} Remittances of notes or silver coln (of any description) by inland steamer shall be sent unin-
sured under the protection of an adequate police escort,
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65, Consignments 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 ignee and the ignee will have cees-

sarily to pay damarrage charges.
SPECIAL RULES FOR REMITTANCES TO AND FROM THE BANK.

§6. (1) The agent of the branch will supply the Treasury Officer with the notes and coin required for sub-
treasuries in the districtexcept in those cascs in which it is more convenicnt to supply a sub-treasury direct from
the currency office o from a treasury or a branch of the State Bank of India or its subsidiarics concerncd
situated at anather districl, if so desired by the currency officer.

(2} The procedure prescribed in paras 12 to 29 with regard to packing and despatch or remitlances
will be obscrved by the Bank, but in the absence of any special arrangements to the contrary made with
the Agen, the Treasury Officer shall arrange for the actual conveyance and. where necessary escorting
of the remittances. The provisions of sub-para 3 of para 26 vesting in the Treasury Ofticer, the power
to sanclion the catertainment of extra potdars do not apply in the casc of bank Treasurics.

Note : 1 : See note below para 28.
Notc : 2 : The officer-in-charge of the Bank conducting despatch of Government treasuries are compe-
tent to place requisitions for police escorts directly on police authorities.

57. The following rules shall be observed in the examination of remittances of coin or notes made to the

Bank from treasurics. They shall be fully exptained to the potdars in charge of every remittance made to the
Bank,

(1) Weighment of boxes must be made on reccipt of a remittance. The result of this weighment
must be enicred on the receipt given to the officer of potdar giving delivery of the remittance;

(2) All remitiances must be examined in & room separate from the general business of the Bank, or
if a scparate room cannot be made available. at some distance apart from the place where the

c T | ordinary
banking transactions are taking place. .

(3) The contents of cach bag of coin should be cmptied into another and passed through the scales.
Potdar must scc that the index of the scales is steady before the conients are thrown out,

(4) The treasure should then be sceured in separate chests and kept distinet from other treasure
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.

(5) Nothing must intcrvenc between the remitting Treasurer’s agent und the Bank's examining
potdars, 5o that an uninterupted view may be obtained by the former of the examination of the treasure.

pmcd;c’:mumb Treasurer’s agent should sit within the raided enclosure alongwith the Bank's examining

'(6) Upon -omp ) on of ination of a light weight coin should be weighed
againsi full weight coined and a cenificate of the result granted on the spot to the remittin,
Treasurer’s potdar. s

(7) Weighing and examining a remittance must be conducted separately not simult

! aneously; the
one must be completed before the other is commenced, i the

(8) If the work of weighing or examining be not finished within the day,
notes not finally luken over by the Bank should be placed in chests under doubl
Jock 10 be retained by the remitting Treasurer’s agent and of the other tock by ¢

the bags or parcels of
e locks, the key of one
he Bank authorities.

(9) The Bank potdars who commence weighing exmining a remitlance must cnnlinucl al the same

Juty until completion of the ination of or such portion of i
until comple S itas has been taken ov
examination, their places must not be filled by other except through unavoidable circumtl:ncc:cr for

o

»
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(10) When a remi is not accompanied by a potdar, the examination should be proceeded
with by the Banks Officer, but the Agent must ask tocal Treasury Officer to depute a subordinale to be
present at the examination and 10 see that it is carrhed out by the Bank with sufficient precutions,
provided that in the case of remittances from a treasury under the administrative control of Govern-
ment, it is open to the Government to waive the presence of 2 subordinate to watch the examination of
remittance by the Bank without protest. The Treasury Officer should depute for the purpose a subordi-
nate of some standing and not a Jow paid clerk.

(11) The potdars accompanying the remittance must, before finally leaving the bank, sign in a
book kept for the purpose, a memorandum of the uncurrent and spurious coins and of any deficiency
found after examination of their respective remittances.

(12) Should potdars accompanying a remittance find any of the above rules not being complicd
with, or should impediments of any kind be placed upon a free and open scrutiny of the procecdings
during the examination by the Bank's officers or potdars, they should immediately report the same to
the Agent of the Bank.

OTHER REMITTANCES THROUGH GOVERNMENT :
RESERVE BANK OF INDIA REMITTANCES :
INTRODUCTORY :

Note : Paras 58 to 101 below are designed primarily in dealing with the payments into and withdrawals
from the treasury in connection with the facilitics afforded by the Reserve Bank to Government officers andr
others for remittance of money from one place to another. These remittances are arranged by telegraphic trans-
fer, drafts, ctc., on the Reserve Bank Account.

8. Remittances between places where the Reserve Bank has its own offices or is represcnted by its State
Bank agencies or its subsidiarics having full currency chest facilitics, will not pass through the public account.
Al places where the Rescrve Bank is not so tepresented, all treasuries and sub-treasuries in india with currency
chest facilities and such other treasurics or sub-treasuries as may be nominated by Reserve Bank in this behalf
will be regarded as “Treasury Agencics™ of the Reserve Bank for the issuc and payment of telegraphic transfer
and drafts drawn by or upon them. The connected receipts and payments in the treasury account which will be
carried initially against the balances of the Government owning the (reasury of sub-treasury, as the case may be,
will be cleared by the Accountamt General by daily adjustments advised to the Central Accounts Office of the
Rescrve Bank in accordance with such dircction as may be given by the Comptroller and Auditor General with
the approval of the President.

Note :1 : Al places where the cash business of the treasury is conducted by sub-offices of the Bank
having limited currency chest facilities (i.c. trensury Pay-offices) Reserve Bank remittances will be drawn by or
upon the treasury or sub-licasury 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 connection therewith will be transacted
by the Jatter under the orders of the Treasury or sub-Treasury Officer, as the cash may be.

Note : 2 : The names of treasuries and sub-treasurics 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-
Trcasuries in India” Issued by the Goverament of India.

§9. Various types of remillances between one Treasury Agency and another, or between Treasury Agen-
cies and places where the Resceve Bank is represented will consist of :

(a) Telegraphic transfer;

(b) Resceve Bank drafts:
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The eates at which and the conditions and limitations under which telegraphic transfers and drafts on the
scveral accounts can be issucd by Treasury Agencies will be regulated by such general o special instructions as
may be issued by the Reserve Bank with the approval of the President of India.

Note : The instructions issucd by the Reserve Baiik of India will be found in the booklet entitled “Re-
serve Bank of India Remittances facilities Scheme”

60. The procedure to be observed by Treasury Officers in respect of the issuc and paymentof telegraphic
tramsfers and drafis on the Reserve Bank Account will be governed by the following rules, but the Treasury
Officers shail comply with any general or special instructions that may be issucd to them in thisbehalf by the
currency officer.

61. Subjcct as hercinafier provided, the various forms to be used in conncction with drawing on or by
Treasury Agencies will be designed by the Reserve Bank.

The form of initial accounts lo be kept by Treasury Agencics in respectof i cs drawn and hed
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 Comptroler ans Auditor General with the
approval of the President of India.

TELEGRAPIIC TRANSFERS ¢

62. 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 oblained from
the treasury. The application form duly filled in will serve as a chalan for the money tendercd. The Treasury
Officer will retain the application for transiission to the Accountant General aloagwith the daily schedule of
Reserve Bank of India. Remittances Drawa (para 87), and grant the remitter a reccipt in Form G.T.R. S.

63. In issuing a telegraphic transfer, the following instructions shall be observed by the Treasury Officer.

(1) The telegram 10 the office making payment of the transfer should be sent in code authoriscd by
the Reserve Bank.

(2) A post copy of the tefegram should be despatched to the paying office at the same time as the
telegram is issucd.

64. In paying a telegraphic transfer the following precautions shall be obscrvcld;

(1) The person claiming payment should be required to producc the telegraphic advice from the
place where the transfer has been issucd.

(2) If the person to whom transfer is payable is not known to him the Treasury Officer should

require identification by o well known and responsible person, who should centify that the payee is
known Lo him.

(3) The payment of the transfer should be reported at once by a letter to the issuing officer.

(4) If the Treasury Officer has any reason to doubt whether any person claiming payment is cn-
titled to it, he should telegraph to the issuing officer for confirmation,

[IR13 l'hc post copy of.lhc telegram authorising payment is nol received within three days of the
date on which it should arrive, the Treasury Officer should communicate with the issuing officer and
ask for his confirmation of the tclegram,

Nole : A scheduled Bank applying for payment of the amount of a telegraphic transfer may not produce
the telegram reccived from the remitter, but, instead a mere letier from the AgeniManager of the Branch
concerncd advising receipt of intimation of the telegraphic transfer and d Jing payment should be consid-
ercd adequate for the purpose of clausc (i) of this rule.

<«
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65. The provisions of para 84 apply mutatis mutandis o payment of telegraphic transfer as they apply to
payment of drafts. ' .

DRAFTS DRAWINGS AND ENCASIHMENTS :
EXPLANATIONS :

. 66. The person or office that draws (i.c. issucs of grants) a draftis cailed the dra\vér. the person or office
on which it is drawn and by whiclr it is payablc is calied the Jrawee, the person or party to whom a draft is
granted jn calied the remitter, the person or party to whom it is payable is the payce.

67. All drafts, unless the contrary intention appears from the itsclf, are transferable, the original payee
being enitled 1o 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 cas¢ C.D. stands in the same position as the original payce did originally and has the same
power of (ransfer. The writting by which such a right is transferred is called an endorsement, the endorsement
16 "C.D. or order” is a special endorsement, and the person to whom a draft is successively transferred are
endorsecs and the person is rightful possession of draft is the holder.

Note : Whenever a draft is issued for bn;naﬁdc public purpose it should be made non-transferable.
FORM OF DRAFTS, ETC: '

68. Drafts shall be issucd in special forms to be obtained from the Currency officer under para 98. .

69. fmmediatcly on receipt of 8 parcel of forms of drafts, they must be carcfully examined by the Trea-
sury officer and a proper acknowledgement sent to the Currency Officer. The acknowledgement must certify
1hat the forms have been counted and found correct. . .

70. The forms of drafts and of advices as prescribed in para 74 shall be placed in store under the key of
the Treasury officer, who should cach moming issuc 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 or & latter seriul number before an earlier and
thercfore, should sec that the store is so arranged as to prevent mistakes. Every evening the unused forms will
be returncd to him, and he should sec that Ihis series is unbroken; thut no form is kept back unissued unless it be
spoilt, and that the number of draft forms expended in the day ngrees with the total numbes listed in the
schedule of Reserve Bank of India remittance drawn for the day as prescribed in para 87.

Spoilt forms shall be destroyed by the Treasury officer noting in the remarks colunin of the Register of
Rescrve Bank of India Remittances Drawn under his signatore the printed numbers of the forms destroyed and
certifying that the forms have been cancelted and destroyed. :

ISSUE OF DRAFTS :

71. A person requiring 3 draft shall tender with the moncy a formal application in prescribed form, which
may be obtained from the Treasury. The application form duly filled in will scrve as a chalan for the money
tendered. The application will be retuined by the Treasury Officer for ission o the Acc t Gencral
slongwith the daily schedule of Reserve Bank of India remittances drawn,

Note : A Government servant applying for a draft in his official capacity should certify on the applica-
\ion that tha draft Is wanted for bonafide public purposes and describe the subject of the remittance,if the
Treasury officer doubts whether the object is really public, he should state his doubt to the applicant of take the
orders of the Direclor. Questionable grants should be reported to the Currency officer with a view the issue of
instructions for further guidence.

72. Drafts shall be preparcd and signed from time to time as they are applied for, immediately on the

roceipt of cash or its cquipment, the business of signing them must not be posponded till the close of office, and
on no account may the office be closed til} all drafts applics for have been issucd. Each draft must be signed
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with the full signaturc of the Treasury Officer in fance with his speci "." furnished to the
officer drawn uplo as prescribed under para .

73. At the time of signature on the dyul’(. the register (Form T.A. 25 of the Account Code, Volume-II), ’
together with the application for the draft, the advice and the book of forms shall be 1aid together before the

Treasury Officer. The Treosury Officer will intial each entry in the advice and the corresponding entry in the
register at the sume time as he signs the draft. after he has satisficd himself that i

(1) the several documents agree;
(2) the authority for issuc is sulficient;

(3) the date and office of issuc and the name of the payec are legibly and distinctly entered in'the
body of the drafl;

(8) in addition 10 the amount being entered in figures, the amount of wholc rupees is entered a
second time in words and fractions of a rupce In words o figures; that the words are written continu-
ously without lifting the pen and that when the amount consists of rupees only and docs not contuin
fractions of rupce; the words end with the word “only”

(5) a sum o little in cxcess of that for which the draft is granted is entered in words across the drafl
al right angles to the type. . :

Nofe : 12 "Under thirty rupees” will mean that the draft is for a sum not less than Ry, 20 but less thon Rs.
30; and simitarly, under “eight hundred rupees™ will mean that it is for less than Rs. 800 but not less than Rs.
700, .

Note : 2 : The cross entry is nol necessary if the amount in words is lypeperforated by 8 special cheque
writing machinc. )

ADVICE OF REMITTANCE DRAWN:

74. An advice of all drawings cffected on o particular treasury or the Bonk on any particular date shull be
sent 1o the Treasury ot the office drawn upon in the special from prescribed by the Reserve Bank. The advices
must be completed, signed and despatehed by the Treasury Officer before the treasury closes on the date of
Issue. A;lvicc: of drafts drawn on the Bank shall be sent direct to the Manager or Agent, ay the case may be of
the Bunk, ’

8. If oltcrations be made in the draft prior 1o issue, the corrections shall be'noted in the advice, and cuch
alteration, both in drafl and advice. shall be authenticated by the drawee's full signature, in order to prevent
hesitation on the part of the drawee, 1€ the drawer should enter the amount so carclessly as to enable a stranger
10 alter it, and fraudulcntly to obtain payment of a Jarger amount, the drawer, and not the drawee, must beur the

foss. But the Treusury officer drawn on must remember and apply the numerous defensive checks provided for
him thes rules.

REGULATIRY OF SICNATURE :

76, Variation in the signalure of the drawce often, entails must trouble on the paying oflice, and the
drawer will be held responsible for any inconvenicnce or delay which may be caused to Individuals ;n conse-
quence of changes in his signature, or other serious Inregularity on the face of the diaft, as the drawee could be
Justificd In suspending payment in cases of doubl arising from such causes. The ofl'lcc.r in charge of a treas
shall sign his name in English or have it written in English charuciers below the signature in nnsy lndinn' s‘n:rli‘[:{

77, When any chonge of Treasury officer occurs, a specimen of the si; icvi
< . 88 signature of the rel q C )
be forwarded by the auigoing officer 1o all offices usually drawn on. The following rorm:vlicllv;)n:::ar:::r:i?:lsl
+
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“The undersigned Begs 10 NOLfY 10 wurecwwrersunerens that he has on this day been relieved of the

exceutive charge of the treasury at | S a speci of whose signature is
annexcd.” A
Date woreseeerrnrernniseses - Relieved Officer/

Relicving Officer™

Note : 13 If it should be necessary for a Treasury Officer to draw on a treasury or an office not usually
deawn upon to which a specimen of his signature has not been sent under the provisions of this rulc, he should
at the time of issuc of a draft also forward a specimen of his signature under a special forwarding letter duly
stamped with the seal of the Treasury which should be posted in a separate cover and not in the cover contain:
ing the advice. The procedute prescribed here should also b followed in cases where, during the short spell
incumbaney of the post of the Treasury officer, the need for issuing the draft etc. ariscs. -

Note :2 ¢ In the case of an officer, who signs in any Indian script, his name should also be written in
English characters in the notice. 0 well as after his signature.

ENCASHMENT OF DRAFT:

98, The advices received from the issuing \reasurics o the Bank must opened in the presence of the
Treasury Officer, and each dated and initialled by him, after he has satisficd himself of its genuiness by exam-
ining the signature of (he drawer and, if necessary, the post mark. They shall then be sorted and arranged
according to the offfices from which they are received and posted chronologically in guard files in such a way
tht advices reccived from each drawing office may be kept together. These files must be kept under lock and

key.

Note : The Treasury ofticer should particularly guard aguinst the possibility of the fraud of altering after
signature the amount shown in an advice, by comparision of the totul amopunt reported in words in the heading
with the real towal of the figured amounts of the advice. Any alteration of any entry, whether of names of
signature, inan advice requires the drawer’s full signature, so that it is scaraccly possible that any fraud should
be attempted by alicring tha advice before he has signed it, since at the time of signing he would notice any
uncertified correction,

79, The advices arranged in the manncr prescribed in the last precceding rule will facilitate the examina-
tion and indentification of drafts, prescated for payment. The entrics made in advice should be such as t place
sulticicnt obstacle 1o the encashment of drafts forged or fraudulently slicred; and their sequence should cffec-
tually bar the use of 8 sccond time of 8 particular serial number, and suggest suspicion even of the advice where
a high number followed a low one.

Necessary notes of references touching irregularities of cancellution, issue of cenificate of non-payment,
advices of second or third and of any other points of importunce shall be made on the advice.

80, (1) On u draft being presented for encashment the Treasury Officer must compare it with the advice,

and satisly himself carefully that i is in order, and that it is receipted on the baek by a person entitled to give a

Jegal quitiance. It must be borne in mind that in the casc of a non-transferable draft the liubility 10 the payce

named in the dralt can only be discharged by payment of the amount due thercunder (03

(i) the puyce or his Jawlul agent on identilication or .

(ii) the payce's banker who should centify that the amount hus been placed to the payce's
credlt, or;,

(iil) a person holding a letter of authority from the payee, whose signature st be known to

Ihe Treasury Ofticer, und if the letter dircets the treasury officer 10 pay the moncy 10 o ccrtain
named person, that person aust be identificd to the Treasury Officer before payment can be made.
'
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The only endorscment on such 8 draft should be the payee’s reccipt or that of his lawful agent.

(2) In al} other cases, where payment is not made on an endorscment in favour of a recognised
bank. the Treasury Officer must not only satisfy himself of the genui of the clai 'S Sip! o
the receipt on the back of a draft, but if the claimant himsclf is not in attandance, must assure himself
that the prescater of the draft is the agent of messcnger of the legal holder, duly authorised to receive
payment. If the presenter is unknown to the Treasury Officials, or if known should there be resonabie
grounds for questioning his being in lawful possession of the draft, the Treasury Officer shall demand
& writing from the legal holder authorising the presenter to receive payment on his behall, Simialary, in
cascs where payment is made on an endorsement to a recognisced bank the Treasury Officcr must assure
himself that the presenter of the draft is the authoriscd agent or messcnger of the bank,

81. Draft payable at the District Treasury cannot be endorscd for paymient at a sub-lreasury. But il the
moncy payable on a draftis req ircd at a sub-treasury and the remi cannot be cffected in accoidance with
the procedure faid down in para 95, a cash order may be issucd to the payce for presentation at the sub-trcasury.
In such a casc the payee must reccipt the draft as received payment by a cash order 0f e . "Sub-
Treasury and the Treasury Officer at the district treasury shall finaily deal with the draft and t
precaution regarding the delivery of the cashorder as are prescribed inthe following rule in the case of payment
in cash,

82. (1) Before issuing pay orders on 8 draft, the Treasury Officer shall satisfy himself that the draft has

hon at}viscd, that it corresponds in all particulars with the advice, that it bears the genuine signature of the
drawer, that it has not been tempered with; and that {1 is not a cancellcd or a lapsed draft o one of which a
duplicate has been paid.”

A draft may be paid;

(2) (i) Without advice, if there is no rcason what so ever to doubt its geauiness and if sufficient
security is offered. In the case of well known and reliable holders, this securily 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. . .

(ii) Even though differing from the advice at the discretion of the Treasury Officer, pro-
vided there is no suspicion of fradulent alteration, nor any possible doubl of the genuiness of the
draft, special caution must be excrcised before payment on a draft, an amount targer than that
named in the advice. . .

. DOUBTFUL DRAWINGS :

83. In casc of crasure, allcration, or other serious couse for suspicion, the Treasury Officer shail
before payment, refer to the drawer, of the currency officer as the case may require. Any matcriil “h":
ation of a draft, after it has been drawn or endorsed, affecting the date, sum, time or place of payment will
invalidate it; bul the more correction of a mistake such as by inscniing the words “or order” in the
endorsement of a draft. will have no such effect. Mutitated draft should not be paid without obtaining a
confirmation from the drawing office. Where the payee is known, a mutilated draft may be paid if the
Trcasuvty Ofices is satisficd with the explanation of the payee regarding the circumstances causing the
mutilation. This fact should be nuted on the reverse of the draft under the initials of the Treasury Ol’gﬁccr.

‘FORM OF RECEN'T:
84. (1) For the sufficiency of the receipl, it is necessary to sec that itis n
Bl . s ot for a part only of the druft and
I)Tal it is given the legul holder. On account may a draft be paid by instalments, receipt for the }Jull 'm:oux:l m:;l
given on the reverse, and the full amount must be paid. ' ‘

(2) If the Jegal holder be dead, imymcnl can be made onl i i
, B y to his legal representative, u dr
Jess than Rs. 100 may, however, be paid without a centificate of adminisfr:\li;g. smstive  daftfor

<
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(3) I the receipt be signed by an agent or attorney, note of the existance and of the record in the
- treasury of the power of atorney should be made on the draft.

(4) If more than one person be named in a draft, all must join in order to give a valid cndorsement
of reccipt.

(5) A draft payabic to A.B. can nol be cascd on the receipt of his partnee C.D. without production
. of a formal power of attorney, & draft payable to A.B. and Co. can be paid on the receipt, as AD. &
Co., of any member of the firm.

(6) Drafts payable to an incorporated company O any other corporated body may be paid on the
receipt of the official authorised gencrally or specially, by its regulations or by power of attorney 10
receive money payable to such a company of body. In the casc of drafts payable to an unincarporated
body, paymient miy be made to a person holding authority 10 receive money payable to a such budy,
bui the Treasury officer must fiest satisfy himself that the authority has been duly conferred.

(7) A Government officer when he sends a draft Lo a treasury, not for cash payment, but for credit
of ils amount in the treasury acoounts must before the signs the receipt, add to the words “Received
payment” the further words™ by HANFCr CREIt 10 coonmmmmirmnmssesssssssssssessssies »_ Omunission to do this
fucilitates fraudulent appropriation of the moncy.

RECORD OF DRAWING AND ENCASHMENT :

85. A record of telegraphic transfers issucd and drafts drawn by the treasury will be kept in aregisier in
accordance with the directions contained in this behalf in the Accountant Code Volume IL.

86. As cach draft or telegraphic transfer is paid it must be stamped “Paid” the date of payment being at
the same lime noted i the advice under the initials of the Teeasury Officer. Entry musl be made at the same time
in tie register of Reserve Bank of India Remittance encashed in accordance with the direction contained in the

Account code Yolume-IL

.On receipt of advice of cancellation of any draft, or in its lapse, the fact shall be noted in the advice
origimlly received.

87. Al the close of each day, scparate schedules for drawings and encashments during the day will be
prepared in special forms prescribed by the Reserve Bank for submission to the Acconntant General in accor-
dance with the directions contained in the Account Codc Volume-I1. The application forms for remi cs
drawn and also the receipted Jrafts and the payee’s receipls in respects of tclcgraphic transfers encashed, shalt

accompany the schedules mentioned above. .

88, 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 connceted schedules check onc another dircctly, the total of each schedule must agree with total re-
ceipts or Lotal payments for the day as booked under (e head “Reserve bank of India Remittences” in the cash
book. after allowing for receipts and payments if any, ot sub-treasurics, which will be entered under a separate
sub-heud. The u»gul of the several advices for the day must also agree with the total of the coluthn “Amount” in

. the schedule of drawings and this agreement shall be at times cheeked by the Treasury Officer himself.

OTHER RULLS
1SSUE OF DUPLICATES

89, When satisfactory evidence has been ghven that o draft has been either Tost ofdestroyed. and applica-
tion is made within @ responsible period after issus but before it has lapsed under pars 97, 8 duplicate may, .
without reference to the Currency officer, be granted Lo the party who obtained the original, o to the payee, or
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10 the legul representutive of elghter, but to no other person. 1€ the druft should not have heen presented for
payment within three monihs, §t will be necessary dor the applicant to praduce o cerilicate of non-payment
from the drawee, but the Issue of thid cestificate will be 1o bar 1o the payment of the lost druft, if presented
before the duplicate s puid,

tn the event of the Josy of both origlnul and duplicute, 8 triplicate may be Issucd on the samc terms as the
duplicate, the non-puyment of the ather being certificd. Nelther duplicate nor wriplicnte can be issucd without
relerence 1o the currency offices if the draft has lapscd. Issucs of dupicate.6f triplicute must be prompily
advised to the drawee, In order that proper aote may be e on the advice originally received.

90. The dupllcmc nnd triplicate must be druwn in exectly tha saine terms 0 the original Instrument, with
the sne date, the snnie number, the anme amount, and \he name of the same puyeo, 8o that if n fost druft hus
been emdoned, the endursce must apply for duplicate through the origlnul payee. Tt will be fasugd under the
signature of the offtcer-ln-churge of the trewury a the time, although he be not the person who signed the
original drafl,

Note : 1: Whenever It bs necessury to Issuc o duplicate draft, the words "Duplicute Issucd In Tiew of Druft
No. duted 19uresomnnsenne™, should be prominently writien tn red ink
on the top under the signuture of the fsulng officer. A fresh advice In usunl form prominently marked
“Duplicate” 1 red Ink zhould ulso be Issued to the drawee. A duplicute draft should be revulidated by the
“drmwer before Iasuc, if the period of currency of the lost druft has explred. The duplicate should be lssued only
afler the bssulng officer has satifed blmscll thut the origlnul hus nut been paid,

Note :2: The duplicate of @ Reserve Bauk “Bank” draft shill be issucd to the remltter o his legal repre-
sentative on he letters title being estublished 1o the sutisfuctlon of the drmwer and to no other person. A letier of
Indemmity in Form G.T.R.100 should be obtained from the applleant irrespective of whether the deult repos ted
Jost I8 cutsent or has Tupsed, The letter of Indemnity sholl be signed by the purchascr and ardinurily be two
surctics ench good for the amount of the draft, If the apy licant I of undoubted ling and the amount of the
drafi s smalt, the production of susetics may be walved, but when the amount Involved is large, suretics must
be then. If the drawer hus any doubt us to the advisabillty of dispensing with the surcties of as ta the aceept-
nbillty of the numes proposed, he should refer the matier to the Currency Officer forwarding at the swme g
his confidentiul report on the menns and stunding of the purchuser andfor of the suretles. The letier of indeinnity
hould be stumped us an ngrecment n nccordunce with the stum Actand should not be atiestedd, The completed
letters of indemuity shult be retulned by the drawer, and the officer-In-charge shull be persanalty responsible for
thels custody. Indeninity will nut be required T the cuse of duplicate druft Issued to o Government servant who
In his officiial capacity has obtudned orlginal draft on bonufide public purpose. .

Note s 3¢ In the cuse of an application recelved for the Issue of duplicate dralt, the orighl of which is
repurted cithet fost or destrayed. It is not necessary for the drawer to obtain a fresh application In the preseribed
Torm. A letter intimating the loss ot drstruction of the original draft and requesting the isue a duplicate in ey
theteof will be suflicient. A dupllcate druft should not be Issucd unless the drawer hos satisified himsell b
reference 1o the driwee thut the orighnal hus not heen puid and unless o non-payment certificne his hccf;
ebtiined. The refesence 1o the drawee nnd his confiemution muy be arranged by telegran If the Importunce of
the cuse Justified L, the cont of the telegram in such a case should be recovered from the applicant.

Note:d: ’1'?\: procedure outlined for the Issue of duplicate of drafis shall be followed mutatis mutandis
In cuse of applications for issue of triplicutes of drafts when both originals and duplicate are lost, :

Noty ¢ 83 1f the originnd of & Reserve Bank Drafl is truced subslquently and returned 1o the druwer, “--'

should be forwatded t the centeal Accounts Section of the Bank,

91, No duplicnte or triplicate ordes than sl months shudl be paid wlthout previo ¢
. P! | puid whih fous referenc
. p s refere

et e, nee to the
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CANCELLATION AND REFUND

92, (1) No draft can cancelled without surrender of the whole set, Thus, if a duplicate or a iriplicate
hus been issued, the draft ean be cancelted ouly i the original together with the duplicate (and the triplicate,
if 1ssued), be swrrendered. Conscquently, no refund can be made on a lost draft, a duplicate must be obtained
and puyment taken at the Treasuy of office drawn on.

(2) All pants being surrendered, o druft may be cancelled and its smount refunded at the discretion
of the Treasury officer on the application and receipt of the remitier in the case of a draft obtaincd by,
Government scrvants in his official eapacity in bonafide public purposc, and of the payce in the case of
other drufis. 1f in the Yatier case the reeeipt of the payce cannot be obtained, the remitter’s application
for cancellntion with explanation of the reasons for his request and of the difficulty in the way of
obining the payce’s signature, shull be submitied for orders of the currency officer. Although no
difficulty should be made about cancellation of draft issued for bonafide public purpose, it must be
clearly understood that other classes of drufts can be cancelled only as in indulgence, and sulficient
cuuse shown,

Note ; I alteration of the name only of the payee is required by the remitter, it will sulfice for the drawer
10 lter the name in the dralt under his full signature and to advice the drawee. The deawer should also advise
the alteration to the central Accounts Section of the Bank to cauble (hem to correct all relevant documents.

93, When o draft is cancelled, the fact of cancellation must be conpicuously noted across the face of the
draft, at the snme time an intimation shall be seat lo the office drawn on, in order that the fact may be recorded
in the advice originully received and accessary precoutions laken aguinst payment of the cancelled draft. The
enncelled draft shall be duly receipted by the remitier or the puyee as the case may be.

Note ¢ The amount refunded will be entered in the Register of Reserve Bank of India Remittances
Encashed, and also in the proper columns of the schedule of such encashinents for the day on which the
cancellation twkes pluce, In accardunce with the dircction contained i this behalf in the Account Code

Votume-11.

94, A telcgraphic transfer may be cancelled and the amount sefunded at the written request of the remit-
ter, On receipt of such o request, {he drawee shull be nsked to cancel the originul Telegraphic Trunsfer and
conficm that the instructions have been complicd with. IF the applicnnt so desires, the advice of canceliation to
the druwee and the drawee's confirmation should be arrnnged by telegram, The cost of telegram and postage
Incurred in this connection will be charge on the applicant. The lujlcgmphic ge shall be henti Iby
a check signal as prescribed in the Resceve Bunk of Indiu “Treasury Agencies” "Private check single Book™,
Where the Intimuation and confirmation arc conveyed by letters, the signature of the signing official should be
verified before tnking action, On receipt of the confirmution from the drawee \hat the instructions to cancel the
orighnul Telegruphic Transfcr have been complicd with the drawer, may tefund the amount of the telegraphic
Transfer to the applicunt afer satislylng Limself about the lauer’s identity, The exchange reatised shall not be
refunded.

ENCHANGE OF DRAFTS

95, A Treasury Offlcer may issue 8 diaft in exchange for one drawn on himg~

(1) 1r the payee be a Government Ofticer and require the draft to be exchanged for renson to be
stated in his application.

(2) tn ather cases, only if the holder hos been removed o the neighbourhood of another treasury
ar of an office or ngency of the Bank.

. Note 21t A draft s said to be exchnaged when the holder being unable to appear and take puyment in
cash,upplics for a new one endorsing the orlginal “Reccived puyment Ly deafl... s
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1t he can uppeas and take payment in cash, his obtaining a new draft with the cash paid on the old onc is
o matter 10 be disposcd of under ardinary rules.

Note : 2: When u draft is exchanged for another, the original draft will be treated and churged as a draft
presented for encashment and the amount ugain credited as received for the issuc of o new drufi.

UNPAID DRAFTS
90. Draft which ure outstanding for more thun six months can be paid only ufter oblaining necessary
confinnation from the drawing officer.

LADPSE OF DRAFTS

97. Drafis which are not puid before the end of third account year (the Bunk’s account year s from st
July to 30th Junc) after thutin which they arc Issucd shall be trented as lupsed and shall be marked in the udvice.
Should o lapsed draft e presented for payinent, the Treasury officer should require the holder to submit an
explanition for his fuiture to claim payment within the prescribed period. If the explintation offercd is found to
he prima fucic valid and if the draft is outsanding the Treasury officer should forward the dralt to the drawer
who should be repuested to revalidute it Simuliancously. u refcrence should be mude 10 the Centru} Acconnts
Scction of the Bank for sanction of payment, o copy of the explination offered by the holder being forwarded
to them. The Ceatral Account Section may nuthorise payment of the lapse dralt after sutisying themselves that
the relative credit is outstunding with them. On receipt of this authority and of the draft from the drawer duly
revulidaied, payment may be made subject 1o the usual precautions,

SUPPLY OF FORMS

98. Forms of drafts and il other forms prescribed by the Reserve Bank for use in conneetion with the
reniitiences dealt with in this section will be supplicd to the Treasury officer by the Currency officer under
whose Jurisdiction the treasury is situated. Indents for such supplics will be in the forms prescribed by the
Reserve Bank (Forin No. RB.R.21) and will ordinarily be for Icleve months; supply.

SPECIAL RULE FOR REMITTANCES OF POLICEMAN ;

99, In the case of policemen's remittances Communding Officer will forward the draft 10 the payces

direct. Pescriptive rolls of the payces duly filled in and signed, will ut the sume tlime be sent to Treusury Olficer
concerned,

Note : The Commanding -Officer in the case of policemen, is the District Supdt. of pulice. There is no
objection, if yuch a course i preferred, of is required by departmental regulitions, Distriet Suprindent of Palice
sending the draft 1o the Diwtrict Superitendent of the district in which the poyees resides, who will deliver it to
the puyee ufter satisfying himsulf as to his identity. .

101, These drufta, if not presenicd for payment at the expiration of sx months fron
be considered ns concelled and if they ure presented after that period

Should such a druft, whether original or duplicate be lost In transh, W
the toss to the Currency Officer, who will decide the case »
person indicated, If It appears right. When the draft is xia m

hesitation in permitting refund on production of non-paymeni
wus drown,

i Commanding oficer will report
pecially on its merits sanctioning refund to the
onths old and, therefore, void, there need be no
certificute from the Ireusury or office on which it

Note : These dralts may nhso be cancelled os provided in pisa 92.

\
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APPENDIX -V
(SccRule-7)
EXLECUTIVE INSTRUCTIONS RELATING TO TIE SAFE CUSTODY
AND USE OF ‘CYPIHER CODE’ AND TREASURY AGENCIES
PRIVATE CHECK SICNAL BOOK.

. Y-2122:51
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APPENDIX -V
{Sec Rule-7)
EXECUTIVE INSTRUCTIONS RELATING TO THE SAFE CUSTODY
AND USE OF ‘CYPHER CODE' AND TREASURY AGENCILS
! PRIVATE CHECK SIGNAL BOOK. '

PRIVATE CIHECK SIGNAL BOOK OF THE RESERVE BANK OF INDIA

1. The concered curiency officer of the Reserve Bank of India supplics the Cypher Code of the Reserve
Bank of India to each Treasury Officer and to such of the Sub-Treasury Officers as are in charge of Currency
Chest. Treasuries/Sub-Treasuries with currency chests are also provided with a copy of the Treasury Agencics'
Private Check Signal Book of the Reserve Bank of India. The Cypher Code contains u list of phrases and
expressions ordinarily required in telegraphic communications on matiers concerning resource, currency and
wransactions under the Reserve Bank of [ndia’s scheme of remittance facilities and as such it should be used for
telegrams relating to such matter. The check signal Book should be used for authenticating all telegrams relat-
ing to telegraphic transfers. ’ e
SAFE CUSTODY OF CODE AND CHECK SIGNAL BOOKS : e

2. The Code and check Signal Books are confidential and shall be kept locked up carelully 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
receptucie in which the books are kept shall remain in the personal custody of the Office-in-Charge of the
Treasury or Sub-Treasury or of any other Goverament servant duly authorised in this behalt. 1 the books are
kept in n box or other receptacle, o5 provided above, the letter 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 Government servants mentioned above. and must, on 1o account, be allowed out of their posses-
sion. All sparc copics of the Code and check signal book must invariably remain in a safe or in the strong room.
Negligence in the obscrvance of these insteuctions may involve Government and Reserve Bank in considerable
loss hefore protective measures could be adopted. Holders shall, therefore, excreise extreme care in regard to
the custody and handling of these buoks.
PROCEDURE TO THE FOLLOWED IN CONNECTION WIT1 THE DISTRIBUTION AND
ACKNOWLWDGEMENT OF AMENDMENT SLIPS ¢+

3. Amendments to the Code and Check Signal Book will be distributed by the concerned Cuirency
Officer in the form of confidential circular Jetiers with ncknowledgement formns appended to them. The covers
will be despatched by Registered post Acknowledgement due direct  all holders. Tmincdiately on receipt of
the confidential circular the acknowledgement forin appended to it shall be duly completed by the holders, and
returncd by ordinary post to the Currency Officer.

PROCEDURL TO BE FOLLOWED IN DEALING WITH AMENDMENT SLIPS :

4. Immediatcly on receipt of an amendinent slips, the reference number and date appearing thereon shall
be serially recorded on the My-leal at the beginning of the Cypher Code or check Signal Book as the cuse nay
be. under the Signature of the Olficer-in -charge. No carrection shall, however, be made al the appropriate pluce
i the bousks until the date from which the amendment takes effect. For this puspose, 8 careful dinry note shall be
tuken of the date from which the amendment comes into force which will be stated in the covering letter and or
cach slip and thereafter the amendment slip shull be carclully filed ulong with the covering leuer, if any. on
special file expressly, opened for the purpose. On the day the amendiment becomes cffective the relative slip
shall be renoved from the special file, cut out and pasted at the appropriate place in the cypher Code, a suitable
note of smendment being made in the proper place. Should it be found more convenicnt to carry out the amend-
ments in manuscript in the body of the cypher Code instcad of pasting the relative slips therein, there is no
bjection to that course being adopted, bul in that event it is imperative thut the amendment slips shall be
carcfully retained on the separate file veferred 1o above. T case of the check signal Book, the amendments shall
be curried out in munuscript at the appropriate place. On the date on which cach amendment becomes effective
Ihe fact that the amendment has been carried out shall be noted in a separate column under the signature of the
Office-in-charge against the entry already made on the Ny-leaf when the amendment slip was received,
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Where files are uscd for recording amendment slips or the covering letters of both the above instructions
for the safe custody of the Code Books shall apply mutatis tandis to such files. All sparc copies of amend-
ment slips must be kept in a safe in the strong room.

PROCEDURE TO BE FOLLOWED INTHE EVENT OF CHHECK SIGNAL OR AMENDMENT
THERETO BEING LOST OR FALLING INTO UNAUTHORISED HANDS

. Should the Cypher or the check Signal Book get lost or fall into unauthorised hands at any time, the
fact shall immediately be reported by tclegrams to the Chiel Accountant of the Reserve Bank of India at Bombay
{Telegraphic Address “RESFRVE BANK™ Bombay) for nceessary action. The telegraphic message shall also
be repeated to the Currency Officer of the circle for his information. A detailed report regarding the circum-
slances uttending the incident, the steps taken to trace the Code o the Check Signal Book in the cuse of a loss
and the precautions faken o prevent a recurrence, shall be submitted to the Currency Officer of the circle as
soon as possible thereafier. In the event of amendment slips being lost or falling into unauthorised hands, an
immediate report by letter, 2nd not by telegram, shall be made to the Currency Officer. This report shall be
followed by u detailed report simitar to that prescribed above for the Cypher Code and the cheek Signal Book.

PROCEDURE TO BE FOLLOWED IN TfIE ECENT OF
TRANSFER OF CUARGE.
6. When a Government scrvant who holds copics of the code and Signal Book is relicved of the charge.

he shall hand over the copics in his custody to the relicving Govermment scrvant and the latter shall centify as
follows in the cenificate of transfer of charge :

* | hereby certify that 1 have received and hold in my personal custody. .. copy/copies of
the Cyphes Code of the Reserve Bank of India which has/have been corrected up-to-date. The last umend-
ment slip received is No dated the for the Code.”

] also certify that T have received und held in my personal custody. «o.COpy/copics of the
“Teeasury Agencies” Privale Check signal Book of the Reserve Bank of India which has/huve been
corrected up-to-date. The last amendment slip received No dated the for
the cheeh Signal Book™ . :

ANNUAL POSSESSION CERTIFICATE,

7. Onthe Istday of April cach year all holders of the code and cheek Signal Book shall sead direct to the
Currency Officer concerned a certificate in the following form :--

*} hereby ceruly |'hal hold in my personal Custody...urenmee. cpoy/copics of the Cypher Code of
!hc Reserve Bank of India which hus/have been correcsied up-to-date. The last amendment stips received
is No. dated the for the code."

. *1 also certify that 1 hold in my personal custody copy/copics of Treasury Agen-
cies Private check signal Book of the Rescrve Bank of India which hashave been corrected up-lo-date
The last smendment slip reccived is No dated the !
Signal Book."

for the cheek

Sienat

|33 7 LI TYTPT R ——

SUb~Trcanur¥ Officees shall also and acopy of the certificate to their respective District Treasury Oftic-
ers. In order 10 obviate unnecessary reminders, a carcful diaty note of this shall be maintiined by all holders,
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APPENDIX - VI
(SEERULEY .(1) and 10)

LIST OF TREASURIES AND SUB-TREASURILS

IN THE GUJARAT STATE

Y-2122-52
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Sertul No.  District Treasurles

“Sub Treasuries

Nature of Currency chest in
case of non-hanking
Treasuries/Sub Treasurles

6. Bhavaugar (SBS)

7. Bharuch (SBD)

8. Dahod (SB1)

9. Gundhinagar (SB1)

10 Jumnagor (SBS)

11, Junagadh (SBS)

Botad (SBS)
Gudhada (8BS)
Gariadhar (SBS)
Goghn (SBS)
Mihuva (SBS)
Palitana (SBS)
Sihor (SBS)

. Talaju (SBS)
Umirala (SBS)

Newmew N

- Bwow

Amod

2. Ankleshwar (SBD)
3, Hansot

4, Jambusar (SBI)
s. Jhagadin (SBD)
6. Vagro

7. Vala

¢|, Dhanpur °

2. Devgadh Bariu (SB1)
*3, Fulchpura

*4, Garhadu

5, Jhalod (SBD)

6. Linkheda

. Dchgam (SB1)
Kalol (SBI)
Mansa (SD)

Ll adiad

Bhanvad (SBS)
Dhral (SBS)

., Dwurku {SBS)
Jumjodhpur (SBS)
lodia {(SBS)
Kaluwad (SBS)
Kalayanpur (58S)
Khambhulia (SBS)
Lalpur (SBS)

Bhcsan (SBS)
Keshod (SBS)
Kaodinar (SBS)

. Maliyo Hatina (SBS)
Munavadar (S8S)

. Mangrol (SBS)
Mendardu (SBS)
Sutropadu

000N ORI N

LR

.
o =

Vallabhipur (Vala) (SBS)

Non Banking Permancat
Currency Chest

Non Banking Permantent
Currency Chest

Nou Bunking Permantent
Currency Chest
No# Bunking Perinanent
Currency Chest

Non Banking

Non Banking
Non Banking

Non Banking Permantent
Currency Chest

Nou Danking
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Serfal No.~  Distelct Treasuries Sub Treasurics Nature of Currency chest In
case of non-bunking
Treasuries/Sub Treasurics
. 9. Tulala (SBS)
10. Una(SBS)
11, Vanthli (SBS)
12. Veraval (SBS)
13. Visavadar (SBS)
12, . Kheda (Nadiad) (SB1) 1. Balasinor (SBI)
: 2. Kapadvanj (SBI}’
*3, Kathalal (SB1) Non Banking
4, Kheda (SB))
*5. Mabudha Non Banking
6. Matar (SBI)
7. Mchamadabad (SBI)
8. Thasara (SBI) ’
9. Virpur (SBI)
13. Kutch (Bhuj) (SB1) . L. Anjar (SBI)
2. Bhachav (SBI)
3. Dayapar (SBI)
4, Gandhidham (SB1) . .
S. Khavada Non Banking Permanent
Currency Chest N
6. Khadir- Non Banking Permanent
Curréncy Chest
7. Mandvi (SBI) . -
8. Mundra Non Banking Permancnt
Currency Chest - .
9. Nakhtrana « Non Banking Permanent
L . -Currency Chest
10. Nalia Abadasa (SB1) ’ T
1l. Rapar Non Banking Permaneat -
' Currency Chest
14, Mchsana *1. Becharaji Non Bunking
: 2. Kadi(SBl)
3. Khepalu Non Banking Permancnt
. F Currency Chest
*4. Satulasna Non Banking
5. Unjha (SBI) : c
6. Vadnagar Non Banking Permanént
Currency Chest
7. Vijapur (SBI)
8. Visnugar (SB1)
15, Narmada (Rajpipla) 1. Dadinpada Non Banking Permatient
(SB1) Currency Chest ’
. 2. Kevadia Colony Non Baoking Permanent
. : Currency Cheat
3. Sogbara Non Banking Permanent
Currency Chest
4. Non Banking Penmancnt

Y-2122-53

Tilakwada

Currency Chest
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Serlal No,  District Treasurles Sub Treasurics Nature of Currency chest in
' ‘ case of non-banking
' ! Treasuries/Sub Treasurics
16. Navsari (SB1) 1. Bilimora (SBI)
2. Chikhali {(SB1)
3. Gandevi (SB])
4, Vasada (SBI)
™
17 Godhra (Panchmihals) *1, Ghoghamb Non Banking
(SBI) 2. Halol (SBI)
3. Jambughoda Non Banking Permancat
" Currency Chest
*4, Kadana Non Banking
5. Kalol (SBD)
*6. Khanpur | . Non Bnaking
7. Lunawada (SB1) . ,
*3. Morva-Hadup Non Banking
9. Shchera * Non Banking Permancnt
: . Currency Chest
10. Santrampur (Deny Bank)
18. Patan (SB1) 1. Chanasma (SBI)
2. Harij (S8
3. Radhanpur {SBI) .
4. Sami Non Banking Permanent
Currency Chest
S. Santalpur (Varahi) Non Banking Permanent
e B Currency Chest
6. Sidhpur (SBI)
19. Porbandar (SBS) 1. Kufiyana (SBS)
.- ’ . 2. Ranavav (SBS)
20.. Rujkot (SBS) 1. * Dhoraji (SBS)
: 2. Gondal (SBS)
. 3, Jasdan (SBS)
R 4. Jetpur (SBS) i
S, Kandorna (Deau Bank)
6. Kotdasangani (SBS)
7. Lodhika (SBS)
8. Mulia (SBS)
9. Morvi (SBS)
10, Paddhari {Bank of Indiay
¢11. Tohkara Non Bunking
12.. Uplcta (S8S)
. 13. Wankancr (SBS)
21. Sabaskantha 1. Buyed (SBI) .
(limatnagar)(SBI) 2. Bhilodu . Non Banking Permancat
P . . Currency Chest
- %3, Dhansury

4, MWar (SBI)
S. Khedbrahma (SBI)
6. Malpyr (SBI)

Non Ranking
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Savli ($B1)

Scriad No,  District Treasurics , Sub Treasuries . Nature of Currency chest in
i casc of non-banking
. Treasuries/Sub Treasuries
7. Mcghraj Non Banking Permanent
. Currency Chest
8. Modasa (SBI)
9. Prantij (SBI) .
©10. Talod (Dena Bank)
Il. Vadali (SBI)
12.". Vijaynagar Non Banking Permanent
S Currency Chest
22, Surat (SBI) 1. Bardoli (SBI)
’ 2. Kamrej Non Banking Permancnt
Currency Chest
3. Mandvi {Dena Bnak) !
4. Mahuva Non Banking Permanent |
Currency Chest
5. Mangrol (SBI) Non Banking Permaneal
. Currency Chest
. 6. Nizar Non Banking Permancit
! Currency Chest
-7. Olpad (SBI)
8. Palsana . Non Banking Penmancnt
. X Currency Chest
9. Songadh (SB1)
10. "Uchhal Non Banking Permanent
R . Currency Chest
*|1l. Umarapada Non Banking
12. Valod (SBI)
13. Vyara (SBI)
23. Surendranagar (SBS) 1. Chotila (SBS)
' *2. Chuda Non Banking
3. Dasada Patdi (SBS}
4. Dhangadhara (SBS)
5. Halvnd (SBS)
6. Laokhtar (SBS)
7. Limbdi (SBS)
8. Muli(SBS)
9. Snyla (SBS) .
10. Wadhwan City (SBS)
24, Vaduodra (SBI) 1. Chhota Udepur (S81)
: 2. Dabhoi (SBI)
3. Nasvadi (SBI) Non Banking Permancnt
. Corrency Chest
4. Pavi Jetpur (SB1) !
5. Karjan (SBI) .
*6. Kwant Non Banking
7. Padea (SBI)
, 8. Sankhedn (SB1)
9.
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Serlal Nu,  District Treusurles

Sub Treasurles

Nature of Currency chestn
cnse of non-hanking
Treasurles/Sub Treosurles

28 Vulad (SBI)

10,
11

Sinor (SBI)
Waghodia

Dharumpur (SB1)
Kaprada

Purdi (SBI)
Silvasu

" Umergam (SBY)
Vapl (381)

Non Banking Permanent
Currency Chest
i

'N(m Bunking

_Non Banking perunent
Currency Chest

¢ Proposd o open Sub-Treasury,
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APPENDIX-VII
(See Rule 16)
RULLES REGARDING ORGANISATION OF
TREASURIES AND SUBTREASURIES AND
CONTROL ANDINSPLECTION Tlll:‘kliOlﬁ

Y-2122-54
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I: ORGANISATION OF THE TREASURY @

DIRFCTOR ¢

1. Subject o the general supervlsion of the Governnient in the Finance Department, the Dicector shall be
exereising the administrative nuthority over the treasuries, and sub-treasuries in the State and he shall be
immedimely responsible t thie Seeretmy to the Government in Finance Departiment for their efficient functioning.
is responsibilities include ensuring that (1) officers subordinate to him in charge of tocal treasuries, render the
aceount of the treasurles correctly nd punctully to the Audit office, and (i) there is implicit obedience on the
part of the Trensury officers, to the Instructions bsued by the Accouatnt General, Currency Oficer or any
other competent nuthority.

2. I the event of uny defulention, or loss of public money, stamps, or my other vatuuble property in the
easury, the Director shidl see thay, he s Tnstantly informed of it by the Jocad officer in ¢harge of the treasury
and further, eshall be his duty  see thie immediate intimation thereof, 1s sent 10 the Accountant General and
other coneerned authorities even il the loss is made good from the persons responsibie. He shall fusther see that
such report is further supplemented by adetniled report based upon his peesonal investigation. In dealing with
Uhe ¢use oF defuleation cte., nnd reporting them to the concerned authoritics, the Director shall be guided by such
geticral orders or Instructions, us nnry be issued bn this behall by the Government.

Note ¢ Sce nlso Rule 20 of Gujnrat Financial rules, 1971,

3. In the cases of reports of irregularity, itshall not be enough for the Direvtor, to forward the report of
the subordinate officers, [is own report bused on his own personal knowledge and investigntion cauried out by
him, cun onty be considered sntislictory.

4. The Dircetar shall also be contralling muthority for the grunt nnd approprintion pertaining to the
trensuries in the State, Te shall keep the watch over the expenditure pertaining to the grant.

S, Inthe event of emergency it shull be the responsibility of the Dircetor to issue suitable instructions o
the loeal wensury, il necessury Jn consultation with the District Callector, und the District Superintendent of
Pulice for proper and efficlent functloning of the treusury.

Note s Inthe event of strike ete., by the Bank, the standard instructions have heen issued by the Director,
nnd huve been contained b Statement-T1o this Appendix,

6, Inthe event ol the Agent of a branch of the Stute Bunk of Indli ov any of its subsidiaries which conduct
treusury hushness, dyIng of becoming suddenly incapacitied for duty uad it being not possible for the State
Bank, or Its subshliary to nke hnmedinte armagements Tor the transactions of business ut the branch, the
Quvernment afficint named hereafter should, pravided the concerned bank has by prior arrangement requested
that he should do so monce,

(@) vislt the Tunk in person, ke over the heys of the strong room and other receptecles of treasury,
notes or books wnd ensure that the strong room is property secured and direct the guard (o report to him,
(b} telegraph nfsrnntion of the oceurance o the Joval Hend otfice/Head office ol the concerned

Bunk; ol

() urrunge tor the due trnnsactlon of URGENT teensury business at the branch.

The responsibility for pertormbng the functions herein stipulated shouti, In the first instance bo primarily
that of —
(1) ‘The Collectoms or Distrlet Officers ut the District ead Quarters;

(ih) The Sub-Divislonal Oticers/Mamlntdur/Malulharies at Sub-Divisionid and Taluka or Mahal
ead quanter, us the vose ny be,
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The concemed Govemment official should un no account wke any action in regard to the Bank's privaje
business, which together with such treasury business which is not of an urgent nature may remain in abeyance
till aresponsible official of the concerned Bank takes charge of the branch.

When it is impossible for the concerned Government official to tuke the action mentioned above in
peronc.g. on account of absence in camp, he may delegate his function in this connection to any other Gazetted
Govemment Ofticial whu is within casy reach of the branch; he should nominate such Government official for
this purpose specially on each occasion when the necessity arises.

Neither the Govemnment nor any Government servant will incur any responsibibiy either 1o the Staie
Bank of India or te its subsidiuries or to any third party by reason of anything done bonafide under thesc
instructions. The Government official concerned would, however, he responsible for the safe keeping. as a
bailce. of the keys of the sirong room cic.. taken over by him and the accounting for the cash and other contents
which he takes from the strong room. ’ "

7. Inonder o enuble the Director, to discharge his functions efficiently, he has been declarcd as Head of
the Department. He has further been assisted by an Officer designated as *Inspecting Treasury Officer” in the
Dircctorate, who shall, on behalf of the Director, be conducting the local inspection of the treasuries in accordance
with the instructions contained here under. For the purpose of efficient functioning of the treasuries, the Disector
shall have the right o seck the advice of the Accountant General, and in all important matters, it shall be
obtaincd in writing. :

8. Dircctor shall be appointed from the cadre of the Gujarat Accounts Scrvice Class-1 (Senior Duty).
TREASURY OFFICER :

9. The appointment of an officer 1o the charge of the treasury shall be made from the cadre of the Gujarat
Accounts Service Class-T or Class-II. as the case may be. The Government may, however, in the event of
femporary emergency. makc the depanure from this rule, but it shall be reported 1o the Accountunt General
alongwith the reusons therefor.

Note : During the shon spells of absence of the Treasury officer cither on casual leave, or inspection of
the sub-treasurics, the Assistant Treasury Officers or Accountants of the treasuries are authorised 1o hold the
charge of the treasury. It shall be secn by the Treasury Officer, that the intimation of such arrangement is
immediately sent to the Dircctor. Accountant general and the Bonk.

10. Subject 10 the general administrative control of the Dircctor, and through him, of the Government in
the Finance Depantment. the Treasury Officer in charge of the Treasury shall be immediately responsible for the
cflicicnt working of the treasury and subordinate sub-treasuries, and for thorugh observance of all rules prescribed
for his guidunce in every branch of his dutics. He shall also be responsible for strict attention to all details of
daily coutine of the treasury work, for custody of stamps. cash and other valuables, he is jointly responsidle with
the treasurcr/stamp clerk.

L. R shall be one of the essentiat responsibility of the treasury officer to ensure that the sccounts of the
lrcasurx asc rendered correctly, and punctually 10 the Accountant General strictly in secordance with the
instructions contained in the Account code Volume-1f and also in accordance with the instructions issucd by the
Accoantant General. He will further ensure that the work of the Ireasury accounts does not fall in areears. In the
event of accounts work falling in arrears the treasury officer will immediately scek the orders of the Director,
and under his orders 1akc suitable, and prompt steps 10 remedy the situation, ’

12. The Treasury officer shall send immediate notice to the Accountant General, Dircetor and niher
concemed authoritics of any defalcation or loss of public money, stamips and Gther propeny discovered in the
treasury/sub-treasury even when such loss has been made good by the person responsible for it. Such aotice
shall be supplemented as soon as possible afterwards by a detailed repont afier personal investigation into the
case. ’

13. The Treasury Officer, as the istrict head of the treasury organisation, sh
the subordinate sub-tecasuries function efficiently in respect of conduct of day t
writing and rendering of the sub-trcasury accounts, in accordance with the instru

b responsible to see that
o day teasury business and
ctions contained in Acvount
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Code Vol. Il and also in accordance with the instructions issued by the Accountant General and otficr authorities.
In order to discharge this responsibility, the treasury officer shall inspect the sub-treasury once a yeur and issue
suitable instructions and guidance to the sub-treasury officer.

Important irregularity noticed during the Jocal inspection of the sub-treasury should be immediately
repoited o the Director, and the Accountant General alongwith the report of the steps taken 1o avoid the recusrence
of such irregularity.

14, The Treasury officer shall be specially cureful, when assuming or making over charge. to sce that the
cash balance and stock of stamps are thoroughly verified and that a centificate of taking over charge in which the
state of cash and slanps balances js to be shown is invariably despatched 1o the Accountant General with a
certificate in Form G.T.R. 1 on the same day that the transfer of churge take place.

15. The Treasury ofticer when at head-quarter must always verify the cash balance in the district treasury
in person, on the first of each month, and sign the accounts to be forwarded to the Accountant General and the
Currency Officer. When, however, he is absent on tour, on the first of the month. or when he is unable to
perform the duties from physical inability or otherwise the duties may be entrusted to the Senior most Accountant
of the Treasury (See also para 9 above).

16, All communication, and objections pertaining to the treasury accounts, and allied matters addressed
to the Treasury officer by the Accountant General or any other relevant authority, shall be expeditiously atended
10, by the Treasury Officer. The routine matters, pertaining to the treasury work, as may be authorised by the.
Dircctor from time to time, may however, be attended to by the Assistant Treasury Officer/Accountant or the
Deputy Accountant of the treasury subject to the immediate contro! and supervision of the Treasury Officer.”

17. The communications from the Curtency Officer, should receive prompt, and personal attention of the
Treasury Officer. The Currency Officer, will bring 1o the notice of the Dircctor, and if necessary to the notice of
the Government in Finance Department the cases in which the Treasury officer appears 1o be neglecting his
duties.

Note-1: The Control of the currency resource, and remittance opér;xlicns of the Government vests in the
Reserve Bank and this work is conducted under the control of the Bank, by a number of currency officers each
of whom is in the charge of an office of the Issue Departnent of the Bank and is responsible for the wark of
temmitories within his jurisdiction. The Ahmedabad office of Issue Department have the jurisdiction over treasurics
in the Gujarat State.

Note-2: The procedure to be observed by the Treasury Officer with regard 10 the custody of currency
chests and verification of curmency chest balance is regulated by the order embodied in Appendia-11.

18. The responsibilities, and functions of the Treasury Officer in refation to the District Stanp Depot,
and ta the working and management of the Strong room at the District head-quarters shall be as laid down in the
*Rules for the Distribwtion of Stamps”. The functioning of the sub-depots at the Taluka Place, und the management
and working of the strong rooms at the sub-treasurics ¢fficiently and in accordance with the rules made in that
behalf shall be one of the important responsibility of the Treasury Officer. He shall further ensure that cach of
the sub-depot, and the depot, is adequitely stocked, with required kind and denomination of stamps and that the
accounts thereol are Correctly and punciually written and rendered in accordance with the instructions issued in
that behalf by the authoritics. .

SUB-TREASURY OFFICER ;|

19. The sub-treasury at the Taluka Head quarters as well as other than Taluka head-quarters where sub-
treasuries are opened, will be in charge of the sub-treasury officer who shall be appointed by the Director in
accordance with reference Lo the provisions of the relevant Recruitment Rules. In the event of non-availibility
of the official qualified, in accordance with the Recruitment Rules to hold the post of the sub-treasury officer,
the Director shall have the authonity 1o appoint any experienced and suitable officiaf from awmong the cadre of
clerks working wnder his administrative control. ©

20. The sub-treasury officer is responsible subject to the general supervision of the District Treasury
officer for elficient functioning of the sub-treasury. It would be his responsibility 1o ensure that the sub-treasury
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aceounts, are written accurately and punctually in accordance with the provisions contained in Account Code
Vol.-1l, and atso in accordance with the instructions issued to him from time Lo time and that the duily accounts
ore rendered, withaut delay to the District Treasury officer. He should atso further cosure that, all communications,
abjections ele.. communicuted to hin, cither dircetly, or through the District Treasury Officer by the Director, or
Accountant General or any concerned authority arc prompuly attended to; sub-treasury officer should show the
implicit obedicnee 10 the instructions issued by the Director, Accountant General, Treasty Officer, and any
other competent authority.

ASSISTANT TREASURY OFFICER/ACCOUNTANT:

21. The Assistant Treasury Officer/Accountant is responsible under the orders of the Treasury officer for
keeping complete records of cash and baok teansactions of the District and subrdinate treasurics and for the
‘compitation uf prescribed accounts and returas strictly in accordance with the dircetions and orders in force. He
I also required to see that the rules and orders in foree are observed in respect of afl ransictions of the treasury
and to bring all cases or irregularity 10 the notice of the Treasury Officer.

22. The Assistant Treasury Officer/Accountant shall be appointed by the direetor. in accordance with
provisions of the refevant recruitment rules. In the cvent of non-availability of qualificd person, the Dircetor
shall have the authority (o appoint any experienceed, and suitable official from among the cadre of the cterks
under his administrative control.

DLEPUTY ACCOUNTANT : .

23, The appointment of Deputy Accountant(s) in the treasury dous not reduce the responsibility of the
Accountant for the proper administration of the work in the treasury. The Treasury Officer may. however,
entrust the following sections for purpose of supervisory dutics to the Deputy Accountunt(s) and may dircet that
he will submit all papers and documents in such cases directly to himsell:

(1) Audit Scction;
(2) Compilution Section (Book Section);

{3) Pension Payment Section;
R
(4) Civil and personal Deposit scetion;

(53 Government Sccuritics Section:

24. Deputy Accountant shall be appointed by the Director. in accordance with the provisions of retevant
recruitment rules. In the event of non-availability of the quatilicd person, the Director shall have the authority to
appoint any experienced and suilu‘blc afficial from among the cadre of clerks under his adminisrative control.

DEPUTY ACCOUNTANT (STAMPS Y TREASURER :

25, The Deputy Accountant (Stamps)/Treasurer is responsible for the handling and custody of the
stamps and valuableshinoney ut a Treasury. For handling and custody of stamps, cash and other valuables he iy
jointty sesponsible with the Treasury Officer.

26, The rules in connection with the sceurity deposit to be furnished by the treasury staff, their custady
and the annual verification cte., are contained in statciment-18 below. the provisions of Stateiment- 11, referred 1o
ubove arc without prejudice to the gencrality of provisions contained in Rule 178 of the Gujar.t Financial Rules,
1971 ' '

27. Wis very essential on the part of the Treasury Ofticer, that the rules and instructions contained in the
Gujarat Teeasury Rules. are stricily followed. Any violation of the rules laid dow n by Govermnent in the fin: ‘
Department ind circulars issued by the Accountant General will be recorded as lrc:L\u;y iregularitics. Re i ';l‘n“
for corrections of accounts should also be recorded in the treasury imegularity register, : > Heduniions

11: CONTROL OVER TREASURIES

28, The Treasury Officer shall submit to the director by the 20th of every month
. N . a
arvears of the work in the Treasury in the form prescribed by the dircctor of Acco\rnih and Tmf‘!i["]l:;"bolﬂ e
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Euch sub-treasury shall aiso submit to the Treasury Officer a report about the arrears of work in the sub-
treasury by the 10th of cach month in the form prescribed by the Director of Accounts and Treasurics.

29. The working of the Treasurics, sub-treasuries and the Pay and Accounts Officer will be anually
reviewed through inspections. The inspection of a district treasury will consist of (i) annual inspection by the
Director, (i) audit inspection by an officer of the Indian Audit and Accounts Depaniment, and (iii) administrative
and accounts inspection by officers of finance Department acting under instructions from the Secretary to
Government in finance Department. The sub-treasuries, shall be inspected by the Treasury Officer of the district
Treasuries. The scope of these inspection is broadly indicated below :

TREASURIES

30. Dircctor or any officer deputed by him shall make a systematic inspection of the working of the
district Treasury once a year. The inspection may be carried out atiny convenient period provided that not mec
{han" 1S months pass between the inspection of any 1wo cons ive years.

31. (1) during his inspection the directer should pay particular attention o the following points;
(@)  The strong room shail be inspected with regard to fitness thereof as a strong room:
(%)  TheCurrency chest balance and the normal balance of the treasury shall be verified with the
registers;
(¢) The stock of stamps shall be verified with the registers;

(d)  The register of valuables deposited in the strong room shall be examined and the Inspecting
Officer will satisfy himself that proper authotity exists in cach case:

(¢)  Pad locks and duplicate keys shall be examined with a view (o check that there are no
unserviceable padlocks that separate numbers thin thosc of the manufacturers are given:
that there are not two padiocks and keys bearing one and the same treasury number and that

' the keys are also properly numbered and entered in the register.

(h  The arrangments for police guard and the disposition of sentries shall be verified.

(a) The Director shall examine the arrangement for custody of paid vauchers and receipted

chalans and any other accounts documents 1o be submitted to the Accountant General;

(b)  The Director shall ascertain whether daily sheets are received regulirly from sub-treasuries
and issue instructions to sub-treasury officers whose accounts are delayed.

(¢) Thesecurity bonds of the treasury personnel shall be cheched and the Dircetor shalt ascertain
whether the surctics have been found solvant.

(2) The Director shall enquirc into {he circumstances feading 10 o serious imegularity in the Treasury
sccounts which has been brought to his notice by Government or by the Accountant General.

32. The Dircctor shall send a copy of the fnspection report to the Secretury to the Government in finance
Department within a month of the last date of inspection.

(i) AuditInspection <
33, The accounts of cach distrit treasury will ondinarily be inspected once in three years by a gacetted
officers of the Indian audit and Accounts Depastment. A lreasury, w hich needs special attention may, however,
be visitad more frequently, ifitis deemed desirable. The Accountunt General is authorised 1o vary the timetable
of inspection us circumstances may require.
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M, The primary object is 1o assist the Treasury officers to establish a system of working which will be
free fronuinregularities, ’ ’ :

35, The result of the inspection will be set forth in an inspection report which will be prepared in two
parts (one relating to currency, resource and public debt matters and the other dealing with ather points). Foints
of mincr importance will be settled personally on the spot or communicated 1o the Treasury Officer in the form
of an Inspection Note. The Treasury Officer will be given an opponunity of reading and discussing the repott
tiefore it is signed by the Inspecting officer and suggesting any onunissions.

36. (1) The Inspection report will be uddressed, by the Accountant General to the Director with s copy

1o the Treasury Officer. An extract of the report will be sent to the currency officer in respect of remarks relating
to currency. resuuree and public debt matters under intimation to the Treasury Ofticer.

(2) The Dircetor will arrange 10 get the seplies 10 the Inspection report from the Treasury Officer and
forward them 1o the Accountant General with his remarks. The Treasury Ofticer will record his remarks In
rospect of eatract of the report sent to the Currency Officer and forward the remarks to him. the Currency
Officer shall forward his copy of the extract and of the orlers thereon to the Accountant General indicating
whether so far as matters dealt with by the Reserve Bank are concerned the action taken is ndequiate and whether
any further nction is required, ' .

37, (}} The irregutarities in respect of which the Accountant General considurs that the action taken by
the Treasury Officer is inudequate, will be reported o the Dircctor or Goverament.

(2) Any point of importance affecting the Central Goverament should be brought to the natice of that
Government through the Comptrotier and Auditor General.

ity Adminlstrative Tnspectlon )

38, The Distrivt Treasuries shall be periodically Inspected by taspecting Ofticers of the Finance Department
?plxximcd for the purpose, The working of the treasury will be cxumined by thewn with respeet to the following
items - ’

(1) Strong room urrungements;

(i) Muintenance of registers of padlocks ind keys:

(i) Dafier inspection of clerks;

(iv) Passing of bills und challans;

(v) Compilation of accounts;

{vi) Interest puyments;

(vii} Pension Payment; ’ '

{viii) Deposit account;

(ix} Disribution of work;

(x) Service Bouks;

{xi) Stationery and Dead stock registers;

(;‘ii) Record;

"(llii) Establishment matters; '

(xiv) Stamp accounts, :

The compliance made by the Treasury officer to set right the ircgularities pointed vut in the inspection

reports of the Accountunt General shall ulso be checked. Topics which are not covere L
31 will be examined in detail. cavered by the provisions of Rule
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39, (1) The omissions and defects noticed during the inspection will be drawn up in the form of instructive
notes. The notes will be finaliscd by a senior officer, who shoutd discuss important aspects of the report with the
Treasury officer. Compliance of irregularitics of a minor character should be got down on the spot under his
supervision. A bricf note on the report bringing out main features will be submilted to the Secretary to the
Government in Finance Department for his orders, The report will then be issued to the Treasury officer in the
form of mewmorandum. The Treasury Officer is required to comply with the instructions and to sct right the
irregularities within a maximom period of two months. The treasury officer shall render every assistance o the
Inspecting officers during their inspections and sce that compliance is not delayed.

(2) When the inspections of the \reasuries have been carried out for the financial year, a list of common
irrcgularities will be prepared and circulated to all Treasury officers for theit information and guidance.

(3) An annual Administration Report shall be prepared by the Dircctor sclting forth the common defects
noticed in the working, the measures proposcd to be adopted for removing them and genceral observations.
Copics of the report should be sent to all Treasury Officers and the Accountant General.

SUR-TREASURIES ¢
Inspection by the Director and the Treasury Officer :

40. The Dircctor shall carry out segutar inspection of all the sub-treasurics in the State once in three years
while the Treasury Officer shail invariably inspect cach sub-treasury in the district once in a year. This would
also be a surprise inspection. 1o addition to such regular inspections surprise inspections shall be done at least6
percent of the sub-treasurics in the State cach year by the Director.

During the inspection the Dircctor as well as the Sub-Treasury officer shall cheek the following aspects:
(1) Submission of daily sheets to the Treasury;
(2) Stamyp accounts and plus snd minus memorandum refating thereto;
(3) Certificates of Administrators of Civil Dc[x;sils;
(4) pension Payments;
(5) References from Accountant General pending in the sub-treasury :

An inspection note based on the defects and irrgularitics noticed during the inspection shall be drawa up
by the Director or Tresury officer carrying oul the inspection and forward to the sub-trcasury officer concerned
for compliance.

Note-1 ¢ The Dircetor shall have the authority to delegate the powers of surprise inspection to the
Inspecting Treasury Officer.

Tnspection by Assistant Examiner :

41, Assistant Examiner, Locul Fund accounts ure required 1o carry out surprise verification of cash and
stamp alunces in each of the non-bank sub-treasuries in the District once in u year and verification slip of
currency chest balance should be sent to the Currency Officer through the District Treasury Officer concemned.

Heside the above verification, Assistant Examiner are required to point out obvious defects in the procedure
if any, noticed during the course of inspection.

Inspection reports shall be drawn up and sent to the Sub-Treasury Officer concenied by the Inspection
Assistant Examiners nnd a copy of the sume be endorsed to the District Treasury officer concerned for watching
the compliance thereof, Important defects or serious irmegularitics, if any, be reported to the Dircctor separately.
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STATEMENT-I
(Referred to in I"ara-5)

Procedure to be followed by the Treasuries when the Government business Is to be taken over by
treasurics during the strike of Bank employces or serious dislocation of work as a result of ‘Go slow
movement® ;

1. In the event of the threatend strike by the Bank employces matcriatising, the conduct of Government
work at branches of the Bank is likely to be affected and in order that there may be the least dislocation in this
behalf, special arangements will have 1o be made at treasuries/sub-treasuries for the conduct of partial or entire
Government work according 1o the exigencics of the situation obtaining at cach of the Branch.

These arrangements will necessitaie certain changes in the existing procedure for currency and resource
operations at the bank, treasurics and sub-treasuries concerned. The following procedure will be followed in
this connection only if the Agent of the Bank requests for the same in writing.

Currency requirements @

2.(1) The Treasury/Sub-Treasury to which Government busingss is temporaily transferred will obtain its
currency requirements covering a period of onc week or a lesser period as may be found convenient, from the
local agency bank which will issuc the requisite currency from the currency chest maintained at the branch.

(2) The cash so drawn will be deposited in a temporary currency chest to be opened by the receiving
Treasury/Sub-Treasury. Under the orders of the Treasury Officer, and prompt intimaution of opening of the
temporary currency chest(s) and operation on these chests should be instantly sent to the Currency Officer. This
should not be over looked and the requirement should be sirictly complicd. The Cypher Code books have been
withdrawn by the Reserve Bank of India from all the Banking Treasurics and Sub-Treasuries, and as such, in

any emergent situation like strike by Bank employees, clc. the telegraphi ge in respect of curreny chest
transfer etc., may be sent in plain tanguage by the Treasurics for the shont duration for which temporary currency
chest will be maintained at the Treasuries/Sub-Treasuries.

(3) The balunce held in the temporary currency chest will be transferred by the Treasury/Sub-Treasury
concemed to the ncarest currency chests of the State Bank of India or its subsidiaries as soon as the cinergency

is over and the bank branch will deposit the amount in its currency chest. In cases where iLis not possible for the

branch 1o make adequate arrangements for the i Jiate examination of the cash tendered for deposit in the
chest owing to paucity of staff ctc..orrangements will be made for the s 10 be di ited, i
examination, in scalcd boxes in the manner laid down in Para 6 below. : ’ e c

) (4) Transfer of cumrency from the temporary chest at the Treasury/Sub-Treasury to the chest 4t the branch
will be treated as remittances of treasure from onc chest to another and shown
accounts and chest slips. The requirements of chest skip forms will be obtained by th

3 T -Tres
from the loca! branch of the agency bank, Chest slip issued by the Treasuries/Sub. Tressurion wit o rrcssesy

! ! - agency -Treasurics wi R ‘A
promineatly in red ink to distinguish them from chest slips issucd by the branches of(::zsgxgyb::::rud 5

as such in the currency chest

(5) In regards 10 the transactions of transfer of cash from the temporary currency chest to the Treasury/
Sub-Treasury or vice-vena involving opposite transactions the Treasur ot

" ¥/Sub-Treasury conc i
the usual procedure for the accounting of such Iransactions as laid down 2 oncerned will follow

with Stateinent-1 ibid. in paragraph 14 of Appeadix-11 read

3. Funds. When the officers and cashicers of the Bank
has not been handed over by the Bank to the Treasury,
circumstances, the treasury officer should make a cary
treasury and in the sub-treasuryin his districts and pla

g0 on‘slr.ikc and the custody of the currency chest
the treasury is likely to find itself short of funds. In such
cful assessmeal of the fequirements of funds both in his

ce an indent with the Currency Of i >
unless funds available in u currency chest with any non-bunk sub-treasury in the L)’.\ui?:::cr%;lc‘ﬁ::ﬁ;um"s)i
r suflicient <

with the requirements. The Currency Officer before arranging for remitian

. . b C norma es himsell s
sccurity arrangements in the sirang room and the availability of the trained mrrdul\y:::‘:’ruf h|msld|'.|l:]au( :hc
there may not be any delay on the pan of the Currency Officer, Ahmedabad in wrrangin, focr“llufy. n 04r t?l ' ;;xl
Treusury Officer should despatch alongwith his requisition for remittance a centificale ?n the l'f)lrli:::’il‘(‘;n;&,; c
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“It is hereby certified that proper security arrangements and adeguate personnel to handle the
remittance arc available at Treasury/Sub-Treasury™.

The certificate should be signed by the Treasury Officer, and countersigned by the Collector.

If possible the volume of previous Iransactions at the Treasury/Sub-Treasury concemed should also be
furnished to the Currency Officer, Ahmedabad.

The telegraphic address of the Currency Officer, Ahmedabad is;
* RESERVIST ", AHMEDABAD.

In coming rcceipts may be used for meeting payments without recourse to the Reserve Bank of India,
except in exceptional cases, when the Currency Officer, Reserve Bank of India, banks may be contacted the
requirements of all departments and all the Governments, other than less essential payments which can be
pustpond, should be meet within the funds, which are or become available to the State.

Internal Transfer of Funds :

4. The details arrangements regarding transfer of Government treasure will have to be made y the Disrict
Treasury Officer in consultation with the Reserve Bank of India, Ahmedabad and adequate police escort as well
as vehicles where ever necessary should be arranged by the District Treasury Officer.

Small Coin :

. Small coin requirements of the Treasury/Sub-Treasury will be met from the Small Coin Depot, if any
established at the local branch of the agency bank. Treasury/Sub-Treasury will eredit Government account on
receipt of the coin from the depot. Surplus coin will be transterred by the Treasury/Sub-Treasury to the small
coin Depot at the agency Bank Branch after return of normaly in the working at the Bank by Debit 1o Government
account. Such transactions will be treated as remittances between small coin depols and non-bank treasuries,
should the agency bank branch find it difficult immediately to examine the coin for want of staff, or for any
other reason, the coin will be reccived in scaled boxes which will be deposited for safe custody with the branch
as laid down in Paragraph 6 below.

Strong room arrangements :

6. Overnight balance at the treasury/sub-treasury which does not possess adeguate strong reom
accommadation will be desposited at the local branch of the agency bank in receptacles sealed and locked
jointly by the treasury/sub-treasury officer and the treasurer and the agency bank will merely be required to give
receipts for specified number of boxes ‘Contents unknown’.

REMITFANCES :

7. Remittances under the Reserve Bank's Remittances Fucilities Scheine and exchange of soild note need
not be under hen at the Banking Treasury/Sub-treasury temporarily converied into non-banking treasuries
and sub-treasuries. .

Arrangements ot Treasury Pay Offices @

8. In the event of the strike affccting a treasury pay oflice of the sgency bank, the locat treasury/sub-
treasury will take over temporarily, the conduct of Government business at centres where treasury pay offices
arc established, currency chests and simall coin depots, depots at such centecs will be brought under the sole
charge of the Tresury/Sub-Treasury and the officer in charge of the Tresury/Sub-Treasury will thereafter issue
chest and small coin depot slips, as and when necessary.

Departmenmtal teansactions

9. When the conducl of the government business is taken over by a bank treasury, the treasury is converted
into a non-bank treasury and should function as that for all purposes. The system of payment by cheques where
it is inforce at the treasuries should be suspended and payment should be made in cash. Consequently, the
Departmental transactions which are normally being attended to directly by the bank will have to be mitended to
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in such circumstances by the Treasury. Thus transactions in respect of State Public Works Departments, cte. will
be entertained at the Treasurics. The Treasury Officer. should, thercfore suitably advise the local officers of
these deparuments to ptace themselves in account with the reasury, to send specimen signatures of the Drawing
Officers for record in the Treasury, intimate the numbers of cheque forms in use, make arrangements for letter
of credit account, ete. The Treasury Officer should render al! co-operation to these departments in the mauter.

The receipts of these departients also will be accepted in the treasurics and accounted for under the
appropriate heads of accounts. :

In the event when complete accounts till the date previous to the date from which the Bank employees
and officers go on strike, are not received from the Bank authoritics by the Treasurics, in order to avoid
inconvenience to the Administrators of PLA, PD accounts in drawing the funds, the District Treasury Officer
may permit the drawal of Funds after obtaining a balsnce cenificate from the concerned administrators, which
should include all the cheques, including the last cheque issucd by them before the date on which the strike
commences. An undentaking should also be obtained from the concemed Administrators that he will be issuing
the cheques only within the limits of the balance as per his books. The Treasury Officer should also invariably
obtain the requsitie particulars regarding the cheque book and number of cheques in the cheque book which is
currently in use for drawal of money from PLA/PD accounts by the Administrators. All the cheque drawing
officers should ensure that only such cheques far which intimation is given are brought into use during the strike
period. The specimen signatute of the officer who has been authorised to draw the cheques in respect of the
PLA/PD Accounts and other Cheque Drawng Officers duly attested by an officer, whose signature is on the
Treasury records, should also be obtained for the purposc of verification of the signature of the Drawing Officers.

P.., ment of cheques, drawn on (he Bank ¢

10. Usually, cheques drawn on the Bank cannot be paid al the treasuries. During the period of strike
either the holders of the cheques should wait until the strike is called off or the Departinental Officers should
cancel the cheque and issue fress cheques on the treasury. However, in the case authorities in the Bank certify
the validity of the cheques the signature of the Drawing Officers, the number of cheque the genuineness of the
cheque etc.. a cheyue drawn on the Bank may be paid by the Treasury, at the discretion of Treasury Officer.

Similarly, when a cheque is issucd on the treasury during the period of a strike and is presented at the
treasury after the strike is over, the Treasury Officer should not refuse to make the payment of the cheque but
should apply all the necessary checks and endorse it for payment at the Bunk. This facility should be reserved
only for cheques drawn during the period of the strike i Siately thereafier in i ce of the fact that the
Bank has stanted functioning. v

Note : The above instructions would also be applicable in cases of Reserve Bank Demand Drafts.

Specimen Signatures ele ¢

1L, The agency banks will supply the Treasuries/Sub-Treasuries with the number uf cheque books used
by the Govemmeat Officers. Specimen signatures of local officers authorised to sign Government cheg ués \vvill
be obtained by Treasurics/Sub-Treasurics concerned. As regards the specimen signatures of_affic l' of the
agency banks and the Reserve Bank of Indis authorised to sign Reserve Bank drafts, Treasuries/S b;n
will send the relative draft advices 1o the local uzency branch who will verify the si, .nalu ¢ fom he spe
accorded at their branches and retum the advices to Treasuries/Sub-Treasurics, Tnl:;asun'rL
pay the druft comparing the signature on the drafts with thosc on the relative nd\'icc; ¢

asuries
from the specimens
V/Sub-treasurics will

12. Arrangements in respect of Puy ond Aceounts Officer, Abmcdabad/Gandhinagar.
Proper and adeguate strong room facilitics do not exist with

. the offic

Ahmedsbad/Gandhinagar, and hence, they may not operate o

Office, Gandhinagar should obtain its Jaily requirements of fund

n ! b S s from the te cncy che: .
Treasury Oftice, Gandhinagur while the Pay and Accounts Office, Ahmcd.nb.lumls);\)le :lll):’:m{: e o;" e
the lf:mpmag currency chest operated by the Treasury Officer, Ahmedabad, ‘i‘hg requi : N the same mn:
obuained duily before commencement of business. under proper a N quired funds should be

-, nd ¢ police e 4
day. the surplus, if any. should be deposited in the temporary currcnc;(:::l::: police cscon. Al the close o the

Ahmedabad/Treasury Officer, Gandhinagar. eparated by the Treasury Officer,

cs of Pay and Accouns Office,
atemporary currency chest. The pay and Accounts
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The Treasury Officer, Ahmedabad and Treasury Officer, Gandhinagar should assess the requirement of
Pay and Accounts Office, Ahmedabad/Gandhinagar respectively and obtain the initial funds which should
include the requirement of his oflice as well as the office of respective Pay and Accounts Offices.

The procedure following in non-banking treasury should be abserved by the Pay and Accounts Office,
Ahmedabad/Gandhinagar in respect of remittance transactions, cash account and list of payment need not be
prepared by the cash section, which will function directly under the control and superivison of P.A.O. concerned,
who will take appropriate steps for making the requisite amangements of cash-counter. But only, a daily debit
scroll as at present prepared by the bank shall be prepared and sent along with the said cheques to the Book
section. The usual adjustment carried out by the Book section on receipt of the debit scroll should continue to be
cffected.

There will be no change in the procedure 1a be followed in cash cheque section. The cheques of the Pay
and Accounts Office (except LR.L.A. cheques) will be received at the Cash counter to be newly opencd and
paid in cash.

Miscellancous,

13. ltmay be necessry in time of prolonged strike or in case of lightening strike for the Treasury Officer
10 contact the Director without any delay. Moreover, the lrequent resourse Lo trunk calls and telegrams may also
lead to heavy expenditure. Therefore, it is suggested that whenever urgent and confidential messages are re-
quired to be passed on to the Director or to oher treasuries. The Director and Distroct Treasuries may send
wireless message on the police wireless grid in time of emergency. However, such message may be originated
only by the District Treasury Qfficer, who should personally sign the message and should be get countersigned
from the District Superintendent of Police or in his absence, the Home Police Inspector of the District. This will
ensure promptaess, secrecy and economy.

For smooth conduct of the government cash business at the treasury counters and also ensure the safe
cenveyance of treasury cash from treasury strung room to the counters, and in the back diretions daily and in
case of large amount of cash 1o be kept at Treasury/Sub-Treasuries, it will be absolutely essential to arrange for
posting additional police guards.The District Treasury Officers should § diately assess the position of the
strong rooms at the Sub-Treasuries within their jurisdiction and wherever needed, additiona! police guards
should be arranged in consultation with the District Superintendent of Police and District Collector. Necessary
arrangements for providing police protection atthe counters of the District Treasuries and major Sub-Treasuries
during the busincss hours, where the volume of Government transactions is normatly considerable should also
be similurly made in consultation with the District Superintendent of Police and District Collector.

Suitable and reliable additional staff that will be required at the District Treasuries/Sub-Teeasuries should
be drawn from the office ol the District Assistant Examiner, Local Fund Accounts. The District Assistant
Examiners shall sparc the services of the staff required by the District Treasury Officers for the smooth conduct
of Government cash business during the strike period.

Necessity of providing suitable additional staff to the major sub-treasuries in the District should also be
properly assessed by the Treasury Officer and in order 10 ensure smooth working of the ammangements, such
Sub-Treasuries should also be given requisite additional staff.

The District Collectors may mahe such arrangements as may be necessary to nect with the contingency
for praper handling of cash transactions at the District Treasuries/Sub-Treasuries and may issue written instrutions
10 all the Deputy Collectors and Mamlatdars to render alt possible assistance to the Sub-Treasury Officers as
and when requested for by then.

14, All the Treasury/Sub-Treasury Officer should personally ensure that all the required seports are
submitted to the Director in the prescribed detail and by the appointed date 10 cnable hin to inake the necessary
-administrative arrangement as may be found necessary.

15. 1f there are any points on which elucidation is required, an immediate reference inay be made to the
Director.

Y-2122-57
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STATEMENT-II
(Referred to in Para-26)

1. All officers and members of the staff mentioned below working in the Treasuries and Sub-Treasuries
shall furnish security of the amounts shown below in any of the forms prescribed in Rule 178 of the Gujarat
Financial Rules 1971.

Designation Amount
Rs

(4] Treasury Officer 5,000/~
(2) Additional Treasury Officer 5,000/-
{3) Accountant/Assistant Treasury

Officer. S,000/-
4) Treasurer 40,000/
(5) Deputy Accountant 5,000/~
©) Sub-Treasury Officer 5,000/~
Y] Shroff, Additional Shroff and

Cashier. 3,000/
(8) Sub-Accountants 1,000/-
9 Clerks 5,00/~

:  Security bonds to be furnished shall be in Form G. T. R. 101,

2. (1) The security bonds of the Sub-Treasury Officers their subordinates and the treasury staff shall be
kept in a locked box in the double lock strong room of the District Treasury. The Treasury Officer will be
responsible for the safe custody of the bonds and shall keep the key of the box in his personal custody. The
security bonds of the Treasury Officers and Additional Treasury Officers shall be kept in a locked box in the
doubal lock strong room of the Director. The Director will be responsible for the safe custody of the bonds and
shall kecp the key of his box in his personal custody.

(2) The security should be provided within one month from the date of appaintment in onc of the forms
approved by Government. The appointment is liablc to be cancelled if the security is not furnished within the
prescribed period.

Note . scc also Note-2 below rule 176 of the Gujarat Financial rules, 1971,

3. The Treasury Officer/sub-Treasury Officer shall send 10 the Secretary on the Ist October cvery year
through the Director a certificate in the following form :

Annual solvency centificate for 19

TREASURY.

Cenified that the annual vesification of solvency for the year ending 3Ist July, 19......., in reapect of
securities of the Treasury/Sub-Treasury personnct has been mude by me and the surities are i(;ulud ali[:i' and
solvent for the amounts mentioned in the Security Bonds. Notes of annual verifications have alvo been kept §
the register of securities which is kept in accordance with Para-1) of this Statement. prin

District/Sub-Treasury.

Treasury/Sub-Treasury
Date ....oercrirenrrannn Officer, District
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4. When Government servant cxecutes a bond the number of his sureties shall be one or more at his
option where the amount of security to be furnished by him does not exceed five thousand rupees and in other
cases shall be not less than two sureties.

5. A Government servant who has completed three years of service may stand as a surety for the Class
[11 members of staff not below the cquivalent rank.

Provided that such Goverament servants are not members of the same joint family.

6. Treasury Officer shall be responsible for secing that the prescribed securities have been furnished and
that they are satisfactory and sufficient when they are furnished and certify thereafter Lill they are not required
in case of staff in the district treasury office as well as in sub-treasury office within his jursidiction .

In case of security from the Treasury Officer and Additional Treasury Officer, the Director shall be
responsible for observing this rule.

Note : For the purpose of this para the officer concerned shall carefully scrutinise the sccurity and
satisfy himself as to ils soundness at the time when it is first furnished and thereafler once in every year. If he
deems that any security is not sound, he shall require Govemnment servant from whom the securily is taken to
furnish a fresh sccurity according to limit presctibed in para-1 of this statement.

7. Care shall be taken that the same person is not accepted as surety on behalf of disproportionately large
number of Government servant whether such officers belong to the same office or department or not.

Note : A Governinent servant can stand surety for another Government servant upto a limit of five times
his Basic Pay.

8. An amount not excecding the amount for which the Government servant has furnished security, shall
ordinarily remain in his custedy. Any surplus amount shall be deposited by him in the Treasury.

9. (1) The Dircctor shall maintain a register in respect of all the Treasury Officers and Additional
Treasury Officers for all the securities furnished by cach of them. This register shall be produced for security
during the course of inspection of officers of Accountant General and by Finance Depaniment.

(2) The Treasury Officer shall maintain a similar register in respect of all the staff of District Treasury
and Sub-Treasuries. This register shall be produced for scrutiny during the course of inspection of the office of
Accountant General or of the Finance Department or the Director or any inspecting officer authorised by the
Director in this behalf.

(3) The Director in respect of Treasury Officers/Additional Treasury Officer and Treasury Officer in
respect of the staff in the District Treasuries and Sub-Treasuries shall be responsible for verification of securi-
ties and submission of the certificates of solvency in terms of rule.

10. The Director, Treasury Officer or the Sub-Treasury Officer, as the case may be, shall record in the
register any notices of withdrawals by sureties immediately on their receipt.

11, The register shall be in the form in Schedule *A' to this Appendix and shall contain such further
particulars as Government may from time to time direct.
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SCHEDULE—‘A’

Register shuniné the results of inquires made as to the sulficiency of the security furnished by officers
serving in Treasury and Sub-Treasuries in the District 0. e
Sr. Name & Designation Amount of Amount of Sccurity
No. of officer required sccurity given

to given security prescribed
m 2) 3) @
Nature of Name & address of Name & address of new

Security given suretics if any, and surctics if any substitued
date of their bonds for former ones

(%) © )]

Reasons in full

for new surcties
given in place of
the one alrcady
given

®

Amount of security

if, any, for which

each surety is

tiable on account

of other officers
whether in the same or
any other Depaniment

(&)

Opinion of the Mamlatdar
Mahalkari/Takasildas/
TReasury Officer and/or
the Director of Accounts
and Treasuries as to
sufficiency of present
security and date on
which such opinion was
recorded

(10)

Date of reccipl of
surctics, notice of
wilthdrawal & the
reason for the same

an

Duc date of annual
verification & if
delay, the reasons
for the same

a2)

Remarks, if any.

a3

Remarks of the Accountant General's
Inspection Party and Government
Inspection party or of the Dircctor,

(14
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APPENDIX - VI
( See Rule-17)

EXECUTIVE INSTRUCTION FOR MAINTENANCE OF ACCOUNTS AT
TREASURY / SUB-TREASURY

Y-2122-58
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TREASURY ACCOUNTS

TREASURES’S RECORDS :

1. The Treasurer shall maintain a simple cash book (without subsidiary registers), in which each receipt
and payment shall be posted at the time and on the date on which they actually occur and in the order of
occurence. The Treasurer shall sign and immediately retum to the Accountant or Assistant Treasury Officer
(after the necessary entry in his account) all receipts for money received. He shall stamp all payment vouchers
*paid" and retain them for delivery to the compilation section when the books are compared.

2. When stamps have been sold, the total sales shall be entered before the cash book is closed. and a
memorandum should be prepared and forwarded to the Accountant or the Assistant Treasury officer, so that the
necessary entry may be made in the accounts.

ACCOUNTANT’S BOOKS :

3. 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, arc governed by the directions contained in the
Account Code, Volume-IL. It is the duty of the Treasury officer to satisfy himself that those directions are
strictly oberved 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.

Note :—A complete record of cash transactions and book transfers relating to the district treasury including
those of sub-treasuries within the jurisdiction, will be kept in the Accountant’s cash book. Every item reccived
or paid as well as all adjustement by transfer should be entered in the cash book of in some register subsidiary
1o the cash book in accordance with the directions contained in the Account Code, Volume-I1. The daily total
from each subsidiary register should pass into the cash book.

4. The Treasury officer shall prohibit any erasures or overwitings in the cash book and other registers of
initial record or in any account or schedule, and verify and initial every correction in them.

SUB-TREASURY ACCOUNTS :

S, The daily uccounts of sub-treasuries are incorporated in the accounts of the district treasudcs in
accordance with the directions contained in the Account Code Volume-11. It is the duty of the Treasury Officer
to scrutinise and examine every item of receipts and payments shown in the daily accounts and point out and
watch against all iregularities in the same way s those at the District Treasury. He shall examine and regulate
the procedure of sub-treasuries as far as he can, from the daily examination of their accounts.

Note :—If the Treasury Officer owing to the volume of Sub-Treasury transactions finds it difficult to
scrutinise each and every Sub-Treasury Voucher, he may afier carrying out percentage checknot less than 20
percent being effected by him in his discretion leave over the work to the Additional Treasury Officer, or
Assistant Treasury Officer or A or Deputy Ac

In his percentage scrutiny of Sub-Treasury Vouchers, the Treasury Officer, should include cent percent
abstrat contingent bills for scrutiny and examination. All the vouchers checked by the Treasury Officer, himselfl
should be initialled by him as a token of the fact that he has exercised his check. The percentage should be
calculated on the total number of bills under cach category paid at the Sub-Treasury after pre-checking carried
out by the District Treasury. The selection of vouchers for percentage check should be so made that vouchers
relating to each Sub-Treasury come up for review every month.

Exception :—The above rules in so far it relates to the Scrutiny and examination of Sub-Treasury vouchers
by the Treasury Officer or Additional Treasury Officer or Assistant Treasury Officer, or Accountant or Deputy
Accountant does not apply to Sub-Treasury vouchets pertaining to following claims :
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(i) Vouchers of Abstract Contigent bills below the amount of Rs. 5,000/—.

(i) Vouchers for monthly Pay and allowances.

(iii) Vouchers not excecding Rs. 25.000/— of all claims excluding claims of monthly pay and
allowances and abstract contingent bills. *

6. The Teeasury Officer shall sce that the cash balance of the sub-treasury has been actually counted and
certificd 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 wrilien in such manner as to leave no rpom for alicration 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 that the accounts have
not been tampered with in transit. The accounts must invariably be sent by un-registered post parce! (under
Postal certificate).

CLOSING FOR TIIE DAY :

7. Subject to the directions contained in this behalf in the Account code, Vol. 11, the progress of closing
accounts for the day shall be as follows : .

. (1) The daily total of each subsidiary register will be entered in the appropriale part of the cash
book, which will then be totalled, and the balance memorandum at the top of the Accoutanant’s balance
sheet will be drawn up sirictly in accordance with the directions contained in the Account Code Vol. 11
To the account balance thus brought out, the additions and deductions indicated at foot of the cash book
form will be applicd so as to bring out the cash balance at the District Treasury.

(2) Mcantime, 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 sheet (Form G. T. R. 102).

(3) If the results shown in the two balance shects agree, the Treasury Officer should sign the two
books and the 1wo balance sheets. He should first satisly himseif of the correctness and good order of al
these documents and should give special attention 1o the reconcilement of the account balance of the
district with thal actually in the head-quarters treasury; the latter excludes the balance in sub-treasuries
or under remittance within the district which the former includes.

(4) The following is 3 memorandum of some of the more important parts of the verilication, The
treasury officer should; (1) compare cach entry of payment in register with the payment order, licking off
cach voucher asit is passed. This will not be necessary if the Treasury Officer adopts the aliemative plan
of having the account entry presented to him for initials at the same time that he signs the order of
payment;

(i) examine at lcast two of the lotalling on each side making the totals as 'Exd’;

(iii) Sce that the totalling are correctly carried from the register to cash book, initialling the totals
as he thus compares them; .

) Note 1 :—The AccountanU/Assistant Treasury Officer of the District Treasury is also authorised
10 initial the totals in the registers except the registers of deposits.

Note 2 ;—This must be done, in the cash of receipt registers, even when the total for the day is
blank; but it 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 rarcly required for entry I'“l’l:l)’ bc
bound in a single volume and kept under the Treasury Officer’s own lock, When the volume is required
for cniry, hic should give out the register for the purpose, and he should received it buck at the time of
signing the daily accounts, carefully seeing in doing so that all new entries in it arc correcily carried to
cash buok and initialling them acordingly. It is obviously necessary 1o guard against fraud or mistake of
omitting to bring all entrics from these registers upon the cash book; and this precaution is not complete
if the Treasry Offices examines only thosc registers from which an entry is made upon the cash buzk

(iv) 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; '

(v) Sce twice every week that all vouchers are properly arronged.
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s. Before sigaing the Treasurer's daily balance sheet Treasuey Officer should roughly verify the
balance in the sole charge of the Treasurer, as shown in that sheet, and satisCy himscll on the following
points;

(i) That no uncurrent coins are left in charge of the treasurer;

(ii) that no morc small silver and copper, bronee and nickel coin is so left that is actually required
for cunvent use.

(i) that the whole balance is solc charge of the treasurer never exceeds his current reguirements.

(6) The Treasury Officer should always be carcful 1o sign the Treasurcr's balance shect in the
evening of the day itscif 10 which it refers, but the signaturc and comparision of the Accountant’s bocks
need not be made till the following morning unless that office is 1o be closed for two or more days. The
Accountant’s balance sheet must not be signed, until it has been cerefully agreed with the Treasurer's.

Note :—Ordinarily, the Treasurer's balance sheet shoutd be compared and agreed with that of the
Accountant’s before closing Treasury for the day and it is only when pressure of work renders this
jmpossible that the comparision may be postponed till the following morning. When this is ncccssitated,
the certificate over the Treasury Officers' signature at foot of the Treasurer’s balance sheet should be
aliered in manusceipt by cancelling ihe words *Agreed with the Accountant’s Daily balance sheet”, and
before 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 Treasury officer in the following moming viz,
“Agreed with Accountant’s daily balance shect™. For the first fow days of the following months, it will be
necessary for the Accountant 1o prepitre a separue rough balance sheet on cach of these days for compasison
with thist of the Treasurer as the compilation of the Accountant’s bulance sheet for the month has to await
the receipt of the Sub-treasury accounts.

(1) The foregoing provisions of this rule apply also to Bank Treasurics, subject 10 the modilication
\hat in the absence of the Treasurcr s balance sheet, the correciness of the daily accounts should be tested
by a comparison of the totals of reccipts and payments in the Accountant's cash books with the
corresponding total in the daily accounts reccived from the Bank.

Note :—When with the concurrence of the Accountant General the daily account of the bank is
subsmiticd 10 a treasury in the morning of the day following that which it refers, the signaturc and
comparison of the Accountant’s hooks may be made in the cvening instead of in the morning of the day
on which the Bank’s accounts arc reccived, provided the perssure of work renders it necessary so o
postpone it

CLOSING FOR TTIL MONTIL:

8. (1) The monthly accounts of the District Treasury shall be kept open until the receipt of daily sheet of
every sub-treasury for the last working day of the month. Every endeavour shall be made 1o close the accounts
al the carliest possible date and in any case, not later than the 7th of the next month.

(2) The Accounts of every sub-treasury shall be closed on Jast duy of the calender month including theein
oIl the transactions at the sub-treasury during the month, the District Treasury, shall incorporate the accounts of
all the Sub-treasurics, in its monthly accounts on @ date not Jatcr than the next working day of the District
treasury. .

- (3) The monthly cash account shall be subjected to u very carcful check by the Treasury Officer when it
is taid before him. 1i¢ must satisly himself that ihe opening and closing balances of this account ure not merely
deduction from accounts but are statements of fucts certified o have been verificd by actual enumeration of
coins and notes. The Treasury OMicer shall also cheek each entry in the cash accounts and List o payments
with the corresponding totals in the cash book and see that the totals of all the registers are correctly carried in
to the cash books, .

* Note :—If, at any time, the Treasury office’is unable (o compare ull, at least he may compare some., he
should compare the entries into the plus and minus memorandum of deposits, slamps cte., with the entries in the
fccounts, e.g. the plus und Minus Menarandum shows a reduction in the stocks of judicial stamps to the value
of Rs, 5.000/—: if the credit in the account be less, the difference must be traced and satisfuctorily accounted for.

M()N'l‘lll,'\' ACCOUNTS AND RETURNS :

9. (1) A complete list of Treasury accounts and returns 10 be rendered on different prescribed dates to the
Accountant General, the currency officer and other authonities is given in a stueinent below. The accounts ind
returns shall be wrilten up in accordance with the dircetians contalued in this behald in the Account Code
Vol. 11 and such orders and instructions as may be issucd by the Government.

Y-2122-59
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(2) The dates prescribed by Governinent and the Accountant Gencral should be scrupulously adhered 1o
and uny avoidable delay on the part of the Treasury officer in the despatch of the prescribed siccounts and
retumns with complete schedules and vouchers will be taken serious notice of.

Note :—The rcturns duc for despatch on a holiday may be sent one day (but not more than onc duy) lute.

10. Vouchers penaining to cach schedule refating 1o the list of payments shall be numbered consceutively
in aseparate monthly scrics and heptuader lock and key inthe order of payment Lill they ure despatched. Belore
despatch, the Treasury Officer shall, by inspection, satisfy himself that the required vouchers are all attached.
Ilec may find it profitable at intervals during the month to take up a schedule and see that all its vouchers are
present in proper order. As no payment can be made without a voucher, there can be no excusc for the absence
of any unless it be that for a specific remittance.

AUDIT OBJECTIONS ¢

11, The following instructions should be followed regarding the disposal of objections ruiscd by the
Audit office on Treasury Accounts,

(1) The objection slips und periodical objection statements showing the result of the examination of the
lists of payments and cash accounts received from the Audit office should be returned punctually, und the
replies in them should be such as will enable the Audit Office to adjust the items under ohjection williout
further correspondence.

{2) In cases ul’vrccov.crics of overpayments, it is not sufficient Lo say *amount recovercd” the number and
date of the yquu;hcr in which the amount has been short drawn or the treasury item of credil in the schedule
concerned, if it is a cash recovery, should invariably be stated.

(3) The original objection statement reccived from the Audit Office should, on no account be sent out of
the head-quarters of the treasury, but only extracts therelrom may be sent to the Government scevants concerncd.
Thc return of l!lc stutement should not be delayed beyond the duc date for the reason that complete disposal has
not been possible. If replics from the sub-treasuries are aot reccived in time for the return of the objection
satement to the Audit otfice, the fact should be nated in the reply column in the statement, and the receipt of

the reply and its transmission to the Audit Office carefully waiched. A copy of the objection statement should
be kepl in the treasury.

) {(4)To fhcck delays in lhc.subnis 'Qn of the vbjection statement, the treasury officer should maintuin a
register showing the dates of their receipt in the treasury and the dates of their despateh to the Audit Officer.

(5) Explanation should be writien as concisely and neatly as possible,

{6) A register should be kcpl inthe treasury in which separate pages should be set upart (or cach officer
or departinent (as may be convenient) drawing money from the treasury. As s00n s any money is retrenched,

whether by scparate slip or objection statement, it should be cntered at once in this register for recovery, und
should be recovered from the next bill presented by the officer concerned. When a cenificate, bill or ('ul\cr
infornation is required, s note should similarly be made in this segister und its submission wul‘CIl"d When un

bill is psesented for payment, the register should be consulicd 1o see whether uny recovery has lu‘bc. cffcclc:J l)ll'

any recovery is made, it should be noted in the register the numbe H G
i & 7 and date of the vouchers being olso quoted

(7) When a recovery is made at a treusury by compuls g i . . Tl
deduction is snade should be one containing a claiym nyimilurplo :ﬁ:{fﬁi‘;fuz: r[c‘lorg:hkc)g‘tl!lhc o from'lwlu.gl:
of contingent expenditure should be from a contingent bill and not from a salary or ésl'lk:‘l“'lzIIClrcn; |,|m:|"
recuvery of 2 sum retrenched (rom a salary of pay bilt need only be made from the n);:xl sn.l". o m.]'c"l:'nl ' “f
asum’retrencwd from a travelling allowance bifl from the pext payment of truvetling nlluw:m::yl:’url[::lymr:cl:::cn(:s

h or from sulary or pay bill when the officer ducs not, within

amonth, present a travelling allowance claim from which they can be recavered

(8) Recoverics should be distinctly shown at foot of the bills (nut
il . N beh | 00 sub-y ¢ k
of objection statement or other authority being distinctly quoled. ouchers) the number nd date

%
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STATEMENT

{See Para -9)

No.
¢ 1

Accounts returns to be rendered by the treasuries and sub-treasurics.

Description of the account

2

Duc date of Despatch Authority to which duc

3 4

Remarks

)

w

~

w

.
w2

o

. Daily sheet (state and Central)

supporied by chalans where
necessary and vouchers
except R. B. Drafts.

. Currency chest Stips(s)

. Schedules of drawing and

encashinents of the Rescrve
Bank of India Remittances
(Supported by application
Forms reccipted drafts &
payces receipts in respect’s
of telegraphic transfers
encashed) in respect of
non-Bank Sub-Treasurics.

. Challans under various

receipls head.

. Cash balance reports (Normal

Treasury Balance and
Currency chest balance).

. Plus Minus memo of stamps

(All kind of stamps to be
shown separately.)

. Datewisc statement of sale

of stamps {All kind of starmips
to be shown sepurately).

Discount statement

. Statement of lapsed cash

orders.

. Plus Minus memoranda of

deposits of Local Fund und
Personal Ledger accounts.

I—SUB-TREASURIES
DAILY

Daily District Treasury

When there is transaction Currency Officer and

District Treasury. |

Accountant General,
Gujarat, Ahmedabad.

On the date of transaction

WEEKLY

Week ending 7th, 14ih, 21st
and last‘day of the month,

Departmental Officers
concerned.

MONTIILY
With the daily sheet of the

Tast working day of sub-
treasury wnonth.

District Treasury. *

~—do— —do—
—do— —do—
—do— —do—
—do— —do— .
—do— —do—
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2

3

4

-

oo

©

~

g

[

~

w

. Pass Bonks of Local bodies

and of other personal
deposit.

. Monthly arrcars report.

Statistical date of work load

. Statement of R. B. D. macked

patent boxes of Bombay issue
circle.

. Statement of Deficiency found

in remitances.

. Statement of R. B. D. by Bank

Sub-Treasuries.

. Statement of R, B. . receipts.

. Sttement of R. B. LR,

payments.

. Retums of counterleit coins

ceccived in the previous
quarter. .

ndent for stamps by Sub-
Treasuries which do not
get direet supply.

. Instances of failure (o draw

pension for over one year
and 3 years.

Stock verification certificates
of stamps.

. Remitance facilities in Jodia

statistics of drawings.

. Statement of Jupsed Deposits

of adl hinds.

. Annu possession certificate

of the Cypher Code and the
Private Check signat Book.

. Annual Possession certificate

of memo of dilference in
genuine and forged notes.

Sih after the closing the date
of the month (if not returned
on the date of transaction).
10th.

Sth

1t of the following ynonth.

—do—

Before 3rd of the

Succceding mornth.

Ist of the following month.

—do—
QUARTERLY

10th January.

10th Aprif,

10th July,

10th October.

fst March,

Ist June,

15t September,

1st December,

HALLF YEARLY

{st April and §st Oclober.

Ist April & 25th September.

Sth April,
Sth October.
YEARLY

Immediately afier 31st
March,

1st April.

Ist April.

The Local Body or
Administrator of the

P.L. As.

District Treasury.

—do—

—do—

Mint Master, Bombay.

District Treasury.

District Treasury.

—do—

—do—

District Trcasury,

Currency Officer and
Copy to District -~

Treasury.

—do—

@
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1 2 . -3

4. Rewm of Genuine Silver coin  20th April.
Cut of broken during the
previous year on account of
being reduce in weight.

s, Cetificate of Agreement of Immediately after District Treasury.
balance of the Administrations 3 st march.
of personal Deposits Accounts,

Local Fund etc., with thosc of
Sub-Treasuries. ~ ’

6. Centificate of verification of in April. Accountant General through
Balunce in the small coin Sl District Treasury Officer.
Depot.

7. Annual acknowledgement of 1st April. ' Accountant General, Rajkot
permanent advance balance. and copy to District :

Treasury Officer.

8. Certificate of Physical Ist June. District Treasury Officer.
verification of dead : .
stock articles.

9. Indent of forms. N 1st May. —do—

10. Turn over figures of Govern-  5th April. —do—
ment transactions in non-
banking sub-Treasuries.
11. Verification certificates of 1st April. —do—
Pad-Locks & Keys. : : !
11-DISTRICT TREASURIES
- DAILY

1. Schedule of drawing & the nextmail Accountant General.
encashment of Reserve :
Bank of [ndia remittances
(Supported by the application .
forms, receipts in respect of
telegraphic transfers encashed)
in respect of non-Bank
Treasurics.

WEEKLY

1. Periodical intimation of 8th, 18th, 24th and Accountant General.
Central Transactions in tast day of the month.

Non-Bank Treasuries.

2, Weekly cash-balance report Tth, 141h, 21st of the Dircctor.
of normal Treasury Balance. month,

3. Receipt statement of 040-Sales Tth, 14th, 21st of the Sates Tux Officer.

Tax alongwith Chalans. month.

Y-2122-60
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1 2 3 4
4. Triplicate copes of Depan- Tth, 14th, 21t and Depanimental officer
mental Chalans undsr the Law working day of concemned.
momth vanous heads the month,
BI-MONTHLY
1. 1t List of payments with 2314 of the month. Accountant G.cneml.

t

b

-

w

o

oo

©

schadules and vouchers.

T1nd List of payments with
Schedules and vouchers.

. Cash Accounts (with

supporting Schedules)

Cash halance repuort.

Venfication ceruficates of
Currency chest

. Schedule of Forest

Remittances.

. Reporus of payment of

arrears 1o the beirs of
deceased pensioners,

. Statement of Japscd cash

orders,

. Plus Minus memo of Non-

Postal stamps,

. Plus Minus memo of Central

Jasurance stamps.

Plus Minus memo of Central
excise Revenue Stamps.

Plus Minus memo of Custodian
Stamps. .

. Refund & discount statements

of Stamps.

2th of the following month.

MONTHLY

7th of the following month.

—do—

—do—

15th of the following month.

Tth of the following month.

—do—

—do—

—do—

Accountant General.,

Accountant General.

1. Director.

2. Accountant Generul,
Rajhot (with Cash .
Accounts).

Curency OfMicer,
Bombay.

Divisional Farest
Officer. '

Accountant General,

—do—

1. Accountant General,
Rajhot,

2, Supddt, of Stamp,
Ahimedabad.

Accouatant General,
Rajhot.

—~do—

Accountamt General,
Ahmedabad.

Accountant General,
Ahmedabad through
Superintendents of
Stamps, Ahmedabad.
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1 2 3 4 s
12. Return of ull silver coins Tthof the ruilowing month, Currency Ofticer.
wilhdrawn from circulation. ’ '
13. Monthly statciment of R. B. D, 10th of the following month.  Currency Officer and
Copy to Accountant
General.

=3

3

20.

21

22,

23.

2

&

. Statement of 039 Swute Excise

receipt.

. Statement of receipts under

056 Jail.

. Extract of receipt Schedule

1. of 041 Tuxes on Vehicle
2. 042 of Taxes on goods Tax

3. 043 Tuxes Duties Electric
Dutics.

. Receipt Schedule of 029 Land

Revenue.

. Receipt Schedule of 030 Stamps

. Statement of fees on account of

examinations of Union Public
Service Commission under
065-Misc. Deptt. Union.

C.T.LC.T.R. and pass book of
P.W.D. Remittance.

Statesnent of receipts under
058-Stationery & Printings.

Stutements of refund of spoilt
satamps (with vouchers)

Plus & Minus memoranda of
cach class of deposits.

Monthly expenditure statement
under the head 218-Parlioment.

Tth of the following mounth.

—do—

Tth of the following month.

—do—

—do—

—do—

—do—

—Jo—

12th of the following month.

7th of the following month.

15th of the following month.

with monthly accounts,

201h of the foltowing month,

Chicf Accountant Officer
to the Director of
Prohibition & Excise,
Ahmedabad/Inspector of
Prohibilion and excisc of
District.

Inspector Generul of 1
Prisons, Ahmedubad.

1. Mamlatdar.

2. Electric Engincer to
Govt. PW.D., Ahmedabad.

3. Regiona! Trunsport :
Officer.

4. Collector of Electricity )
Duties, Ahmedabud. *

Under Secretary to Govt.
of Gujnrat, Revenue
Depintment, Gundhinagar.

Accountant General,
Rajkot.

Secretary to the Union
Public Seevice Commission,
New Delhi.

Exccutive Engincer
concerned,

Manager, Govl. Printing
Press concerned. B

Superintendent of Stamp,
Almedabad.

Accountant General, .
Ahmedabud,

Secretury, Gujont
Legishnture,
Gundhinagar.
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2

3

4

28. Statement In Form-] & 11 of

2,

2%,

2
4

M

.

M.

=

o

ford

Milltary Pewstoners Class. |
and 11 browght nnd trensferred
from aadd 10 the Distelet,

Statement In Form-1 & Il of
Military Pessloners brought
and transferred from und to
the Dintsict,

. Statement of churge In respect

of Military pensloners uf
Cluws- L H& V.

Deficiency in remllunces
recovery of,

. Puyment schedule of 249-

Interemt (N.S.S.)
Goverpment of India.

Payment Schedule for 114).0).
& 249-Ioterest premum prize

band 1961, 1964, 1965 13 L.T.A.

Bonde with vouchers,

. Payment schedule for 1'W,

Remittance ftem adjustable
by LWL (Exen) with
vouchers,

Recelpt schedulo of ndjusting
account with LAGL P& T,
Nugpur.

. Recelpt Schiedule of 040-Sules

Tux.

Recelpt Sehedule of 123+
Industries {Ruyalty),

Retuens of counter it coln
reeelved in previoun
quanter.

101l of thie following month.

10th of the following month,

10l of the following month.
t81h of the following month.
10th of the following month,

—tly—

—u—

Tth uf the following month.

—du—
J— Y w—

QUARTERLY

10th January,
1t Apidl,
101l July,
L October.

Controller of Defence,
Accounts, Allnhabad,

Controler of Defence,
Accounty, Alluhubad.

Accauntant Genrl,
Ahmedabid.

1. Director,
2. Accountamt General,
Ragkot.

1. N. 8, Otficer,
Ahmedabad.
2. Collector of District.

1. Accauntant General,
Ahmedubud.

2. Munuger, R.I8.1, Bombuy.

. Searctiry to Govl,
of Qujurat,
Agriculiure & Land
Deptt., Gandhinngar,

Concerned Executive
Ingincer.

Director of Awdit &
Accounts P & T.,
Nugpur.

Sales Tux Officer,
Congerned.

Royalty Inspector
concerned.

Mint Masier, Bombay,

&

—

.

e e
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1 2 3 4 S
HALF YEARLY
1. Instances of failure to draw 1th April and Accountant General,
pension for over a year und 15t October. Ahmedabad.
3 year. )
2. Stock verification Certificates  10th April and ~—do—
of stumps. 10th October.
3. Siatements of remittunces Six month. . Currency Officer.

facilitics sttistics.

. Stutements of lapsed deposils

-~

. Return regarding nnnual
solvency centificules.

[=3

. Annual possession certificates
of Cypher code and privato
check singnale book.

>

Certilicates of agreement of
balances of Revenue and other
Depunits Miscellancous,
Remittunces, Personnl Deposits,
Local Punds, etc.

5 S of normal bal

YEARLY

Tmmediately afice
31st march,

15t October.

st April,

After 31st of March.

15th Dy ber,

1o be fixed for the trcusurley
In the District during the
ensuing financial yeurs.

o

Centificate of veiification of
balances In Smul} Coin Depot.

~

Stutements of Income Tux
deduction from the salucy
of Quzelted Officer

Stores Account of stumps of
il kind LE. postal und
non-postul,

©

Annual stomps stutlstics

10. Retums of genuine silver
coin oul ur broken during
the previous year on necount
of being reduced in welght,

. Pnymient made to Contractors
and Other Non-ORicial

In April,

In April.

—do—

After 31st Murch,

End of June,

Accounlant Genesal,
Ahmedabad.

Director.

Currency Officer.

Accountant Gencral,
Ahimcdubud.

Finunce Department 1
Dircctor, '

Accountunt Gencrat,
Rujkot.

Income Tax Officer. '

1. Accountant General, i
Rajkot, |

2. Supdt. of Stamps, . N
Ahmedabad,

—lo—

Currency Officer,

Commission of Income
Tax, Ahmedabad,

dishursing officer list of.
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(SEERULE - 18)

RULES FOR LODGING CASH CHUESTS VALUABLES ETC,
INTREASURY FOR SAFE CUSTODY,
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APPENDIX - IX
(Sec Rule - 18)
RULES FOR THE SAFE CUSTODY OF CASH CHEST VALUABLES ETC.
IN TREASURY FOR SAFE CUSTODY.

1. No Dcpartment shall require that funds pertaining to it to be kept apast from the gencral Treasury
balance or be received for safe custody and kept out of account or be reccived at all except under these rules.

Cash chests or sealed bags belonging to other departments may, however, be lodged in the treasury for
safe custody where nccessary. When so lodged they should be presented with a slip or memoranda stating the
contents, and a receipt should be obtained from the Treasury officer for the cash chest or sealed bags said to
contatin the amount specified in the slip. The keys of the chests or of the treasure boxes in which the scaled bags
are kept in the treasury, should be kept by the depositing officer and he will be entircly responsible for the
contents of the cash chests, or scaled bags deposited.

2. The Treasury officer may accept the cash chests of other departinents to be lodged in the treasury for
safe custody. When the cash chests are so lodged, the fact should be reported for the information of the Accoun-
tant General and a register in Form G.T.R. 103 should be kept in the treasury in which the reccipt and return of
the cash chests should be duly acknowledged. The key or keys of the chests must not be kept by the treasury.

3. A transit book in Form G.T.R. [04 should be kept showing the name of the messenger authorised by
the depositing department to fetch the box (cash chest) from the Treasury and for taking his acquittance at the
treasury when the box is delivercd to him. The register in G.T.R. Form 103 is intcnded to show the pcrmanent
deposit and permancnt removal of the chests and will be kept permanently in the Treasury. On first deposit the
Treasury officer will sign the transit book and give it to the depositor, and this will consitute the depositors
receipt that the chest is in the treasury. When the depositor wishes to withdraw the box temporarily, he will send
the transit book signed by him or by any subordinate authoriscd by hin in this behalf during his absence from
the headquarters, with the ger authoriscd by him, who will sign the transit book and take away the chest.
The transit book will remain with the Treasury Officer until the chest is returned as this will be his safeguard
that although .\ccordmg to form G.T.R. 103 lhc chestis in his cuslody. it has actually been taken a\vay

4. The aforesaid procedure regarding temporary wnlhdmwals of cash chests on transit book in Form
G.T.R. 104 shall be applicable also in the ease of temporary withdrawals of all scaled boxes containing valuable
articles and sealed packets of duplicate keys, provided the period of withdrawal docs not exceed seven days.

. Cash chests, Government Promissory Notes and Similar Valuables belonging to Local Boards, and
cash chests belonging to Municipalities may be lodged in the treasury for safc custody subject to an undertaking
to exonerate Government from all liability in case of loss by fire, theft fraud, or any other cause what so ever.

Cash chests or strong boxes belonging 1o Co-operalive socicties registered under the Bombay Co-opera-
tive Socictics Act, 1925, or to Co-operative Banks may at the request of the Registrar of Co-Operative Socictics
also be lodged in the treasury for safe custody ‘subject to an undcrtuking to exoncrate Govu.mnu.nl from all
lability in case of loss by fire, theft, fraud or any other cause what so ever.

Such concession will be subject to the following further conditions and any others which the treasury
Officer may impose in individual cascs,

(i) that the chest or box will be maderate size and be provided with a good lock and sealed with
proper scals:

(i1) that the treasury staff will not be harassed by too frequent applications to open the treasury;

(iii} that the concession may be modified or withdrawan, should the treasury Officer sec fit to do
- so; and

(iv) that the Treasury Officer is satisfied that the society or the Banks could not otherwise, except
at unreasonsble cost. arrange for the custody of its funds and papers cither with a Government savings
Bank or with an approved banker or in some other safe manncr. .
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An upplication 10 the Treusury Officer in charge of the Goverament Treasury or Sub-Treasury to take
charge of 1 bus or chest should be in Form G.T.R, 10S. The deposit of the cnsh chestor strong box should be
uchnawledged by the Treasury Offices in Form G.T.R. 106.

6. Bullion, Jewellary und other valuables such os Promissory Notes, security deposits, duplicate heys cte.
coming into the bundy of s Govesnment servunt In his official cupacity may be deposited into the Treusury lor
wufe custody nt the diacrentlon of the Treasury Ofticer.

Any apecially vuluable property and boaes containing cash and viduable required to be deposited by the
District Judge und Subordinute Judge in the Treasury or Sub-Treasury may be sccepted directly by the Treasury
Otficer or Sub-Treusury Officer without prior reference ta the Collector, upto $-30 p.m, every working duy, In
cuse no ndequinte guarding srrangement exists for such property, the necessary steps should be taken (o provide
them und the mutier should be reported ta Government.

The Treasury Officer should, once o month, examine the condition of boxces of bullion, etc., and record
the eeault of the exnmination in the register in Form G.T.R. 103,

7. Cash chest belonging to Panchayats, may be deposited for safe custody at the discretion of the
Treasury Officer In Government Treusuries and Sub-Treasuries on the terms und conditions upplicable in the
cuse of cushcheats belonging to Co-Operative Socleties und Co- Opcrative bunks as laid down in para-S nbove.

8. Security Bondy nnd other valuuble documents belonging to other Departments may be lodged in the
Treusury for sofe custoy and auch documents Miould be rent to the trensury In o sealed double cover or puchet
with u forwarding letter, the detalls of the contents belag secorded on the outer cover under the dated signature
of the Departmentol Otficer. The Treusury Officer will pass u recelpt for euch such cover, enter (he cover b
puchet in it anituble reglster, record the register number on the sealed pucket to facilitate fts identiflcation und
then heep it in a box or slinbroh fn the Mrong room under his own lock,

9. lron sules nnd chest of Banky shoutd be veeepted for the sufe custady ul the treasurles and sub-
treusuries on the followlng cunditions:-

(1) Where the uccounts of centrul Goverament are Incorpuruted |n Treasury uccounts, two cish
Book for u::cl[.‘l und two for payment (one sct for State transaction and the other for Union trunsuction)
und ut other Distrlet Treasurles 1wo cush Book % One for receipt und the other for puyments

(i) There is enough nccommodution in the Krong room of the ireusury for the depositof the sufes

or chents which the ticusury for the deposit of the rufes of chests whlch should be of the normal size of
uhout 2° 2 2 x 3",

(i) The binka will be penmlticd 1o depositand remove the cheats only once every day at the thne

fined by the officers concerned, uind unly during the working haurs of the Trepsur
sury,

(lv} The banks will be chueged fees on the s 3 for services
the scules mention, helow lor \
cd in the ai services
dered - tement belo S
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Slzc of Boxes Charges per month Charges per month for
safes/chests for Banks other than Co-operative Banks and
cle. Co-operative Banks and Socictics.

! Socicties.

Treasurics Sub-Treasurics Treasurics Sub-Treasurics

(O} ) [E28 @) 5)

Small size Rs. 500.00 for Rs. 250.00 per No charge for ~ No charge for
upto 3' x 2.%4 'x3° each sufelbox/  each safe/box/ onc safe/box/  one safe/box/

chest, cle. chest, ctc. chest ctc. chest, ete.

Thesamcusin - The same as in
column{2) for  column (3) for
cvery ndditional  every additional
safe/box/chest,  safc/box/chest,

ele. cte.
Big size . R5.750.00 for Rs. 375-00 Rs. 250.00 forone  Rs. 125.00 for
heyond euch safe/box/  for ench safe/ safclbox/chest, cie, each safe/box/
I x2uUxy chest, cte, box/chest, elc. chest, etc.

Thesame os in The same as in
Column (2) lor  columa (3) for
every ndditional — every additional
sufc/box/chest,ete. safe/box/chest, ete.

Nutes :—1 ¢ A Co-operative hunks/Societies should be allowed to deposit free of charge one single sinll size
sule/box/chest or as alternative thereto should be charged at coneessional rate prescribed sbove
for u signal big size sule/box/chests. It should not be allowed both the facilitics at onc and the
sune lime,

Note: 2:— A month means a ealunder month or purt thereof,

10, The following rules have been prescribed for the receipt, custody and delivery by Government treu-
suries of sealed pickets containing duplicute keys of strong rooms and chests or treusuries under the control of
the Bunk

(1) 1 the AgenUmanager of the Bank ul which trensury cnsh business is conducted by the Bunk wishes 10
deposit the duplicate keys of his strong room or currency chest in the Government treasury, he shall personaily
deliver o sented packet purpoiting to contain such duplicate keys 10 the Treasury Officer in charge of the said
treasury and obtain his receipt,

(2) The recelpt of the Treasury Officer shall merely acknowledge the reccipt of a sealed packets and
Before signing the receipt the Treasury Officer shall satisfy himsell that the seals are intact.

(3) On recelpt of the seuled packet the Treasury Ofticer will ptace the sume in double Jocks nnd enter the
transaction In o register, preferably the register of valuables, Such register will contain a cotumn for deseription
In which the Treasury Officer will note wlth his own hand the number of seals and date of consignments 10
double locks.
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(4) The scaled pachets shall not be taken out of double locks cxcepl on personal application by the
Agent, Manager on other Officer incharge of the branch of the State Bank and by the Branch Khazanchee (or
lead Shroff or 1icad Cash Keeper) (or his duly appointed Naib). on such joint application the Treasury Officer
shall deliver the packet to the Agent, Manager or other Officer and Khazanchee (or head Shoroff or lead Cash
Keeper) (ot his Naib) only and then on receiving back the receipl given by him for the scaled packet under sub-
rule-1, above as well as obtaining the joint receipt of the Agent of other Officer and Khazanchee {or lead
Shroff or Head Cash Keeper) (of his Naib) for the packet.

(5) TheAgentor other of Gicer incharge of the branch of the State Bank shall periodically and in any case
at periods of not less than <ix months, verify the presence of the scaled packet in the double Tocks of the treasury,
and shall satisfy himself that the scals are intact.

(6) The Treasury Officer shall periodically and in any case at periods of not less than six months, verily
the presence of the scalcd packet and satisly himself that the scals dre intact. He shall also verify its presence
whenever there is a change in the charge of the treasury. In the latier case the Outgoing and incoming Treasury
Officers shall parsonally hand over und take charge of the sealed pachet and shall sign the register mentioned in
sub-rule-3 above to this effect.

Note : The depositor shall verify all the contents of valuable articles once in a year in December. It shall
be the duly of the authority of officer immediately superior to the depositing officer to watch
whether the depositing Officer has carricd out such annual verification or not. In case no with-
drawal has been made in respect of such valuable articles for three years, the Treasury Officer
should bring the matter to the notice of the Officer or authority immediately superior to the depos-
iting Officer.

(7) in order that funds in transit (Provided with double locks)between Pay Offices of Bank und the
loca} Treasvries and Sub-Treasurics should be more cffectively safe guarded, Treasury Officers
and Sub-Treasury Officers at places where there are Pay Offices of the Bank are permitted to
retain in their possession a key of the sccond lock 1o the remiittance box or bag. A duplicate of this
hey will remain in the Pay Office of the Bank so that the escot accompanying the remittance will
fave only one key in his posscssion. No liability of any nuture will devolve on Government of its
officers and the only duty of the Treasury Officer or Sub-Treasury Officer, concerned will be o
open the remittance box or bag on reccipt and lock it before despateh to the Pay Otficer. Treasury
or Sub-Treasury Officers shauld, however, keep the key of the sccond lock in their personal
custody along with the keys of the padlocks of the boxes containing stamps ¢lc.

11. Valucables of private individuals who evacuate Ureir houses during epidemics or famine or scarcity
tnay be depositied for safe custody atthe discretion of the Collector, in a room of rooms other than
the treasury strong room so far as space may permit, and subject to the following conditions :-

(i) that the boxes are of moderate size and provided with good locks and scaled with proper scals.
(i) that the treasury Laff are not harassed by frequent applications to open the treasury;

(i) that the concession may be modificd or withdrawn, should the collector sec fit to do so:
(iv) that a fce of 50 paisc a month or portion of a month is charged for cach box;

(v) that an application to the collector 10 1ake charge of o box Is made in the

X ) orm prescribed as
G.T.R. Form No. 10S. The deposit of the box should be acknowledged by the Collcclorin l:\lclf:l\rm
prescribed oy G.T.R. Form No. 106. "
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APPENDIX - X
(SEERULE-21) .

SCHEML OF MODEL TREASURY AND EXECUTIVE
INSTRUCTIONS FOR WORK OF SUB-TREASURIES
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APPENDIX - X
( See Rule - 21)

SCHEME OF MODEL TREASURY AND EXECUTIVE
INSTRUCTIONS FOR WORK OF SUB-TREASURIES

SCIEME OF MODEL TREASURY WORKING :

1. TREASURY (ORGANISATION OF WORK):

. -
The work of the Treasury is divided into ninc sections for the proper management thereof as shown
below @ o

NAV MLES OF SECTIONS :

ct (1) Audit Sc'c(ion;

' . (2) Cheque Scction;
(3) Compilation Scction {(Book Section);
(4) Cash Scction;
(5) Pension Payments Section;
(6) Civil and Personal Deposits Scction;
(7) Government Securities Section;
(8) Adninistration Section (General Section);
(9) Lotierry Scction.

2. The nature of work : the mcthod of doing the same and the arrangements for its disposal in each of.
these scetions should be as under :-

1-AUDIT SECTION :

3. Nature of work : Chalans and claims for withdrawal are scrutinised in this Section. Correspondence
regarding Gazetied Officers, deductions from Pay, sanctions of competent authority and application of rules
and orders are dealt with in this section.

4. Melhod of work : All challans and bills reccived in the Treasury arc required to g0 through a centain
process before the amounts brought therewith or claimed therein can be credited to or withdrawn from the
Governnent Account. In the case of challans, the classification is to be checked in detail and arrangements
imade for communication of advices to deparimental of ficers and for the reconciliation of the figures of receipts.
The bills on the other hand ace 10 be subjected to the Treasury checks prescribed in rules 109 10 118 and the
other relevent Rules. In addition to these checks. certain instructions concerning the iethod of presentation and
‘drawl of bills arc to be followed. In the case of claims originating at the headquarters of the treasury, the
scrutiny is made before the cluims is passed for payment. Under Rule 78 certain bills have, hawever, been
authorised to be paid directly at the sub-treasurics, but when they are received os vouchers with sub-treasury
daily sheels in the District Treasurics for being incorporated into their should be subjected to the prt:\'cribcd
Treasuty checks before they are so incorporated in the accounts of the District Treasury, in order that if any
mistakes are committed in the sub-treasuries, they inay be corrected in time. The cheeks gencrally peitain to the
following items ¢ ) o -

(1) Classifications;
(2) Correciness of rates charged; o

(3) Time-Limit;




{4) Arithmatical computations; s o
(5) Accompaniments;

(6) Compelency ofsa’n'glioﬁs;.' '
(1) Audit aulhoris'ali'olns; : . . ) .. CLT
(8) Acquiuance of payecs; o ’
(9) Chuin of endorsements;

(10) ldentification, and

(11) Competency of the Drawing officer. R

Itis essential that each check is applicd scrupulously to every bill. Bills of pay and allowancesof M.L.A's
are to be noted in audit registers; the pay slips issued by the Accountant General are to be taken into account;
bills preaudited by the Accountant General and sent for encashment at the treasurics are also to be attended to;
recoverics from pay i d through h
watched.

S, Afier a cheque or bill has been completely entered in the accounts and order to pay .signcd by the
Treasury Officer/Additional Treasury Officer/Assistant Treasury Officer/Accountant, it shall be passed on to-

gether with the payec to the Treasurer's branch.
1

6. Incase of Bank treasury after a cheque or bill has been completely entered in the accounts, and the pay
order signed by the Treasury Officer/Additional Treasury Officer/Assistant Treasury Officer/Accountant the
advice list, will be prepared and sent to the Bank. In case, the payment of bill is not covered under the system of
payment by Treasury Cheques, the Advice list shall be sent frequently as may be decided between the Bank, and
Treasury Officer. The passed bills and cheques will be retuncd to the claimants against the surrender of tokens
for being encashed at the Bank. In respect of payment of bills which are covered under the system of payment
by treasury cheques, the procedure laid down in Appendix-X VIII shal be followed.

7. The register and files maintained in this section are ==
(1) Saulary Register of M.L.A.'s and Register of Retrenchment orders.

(2) Preparation of Advice list,
(3) Register of bills enfaced on sub-ureasuries.,

(4) Register of specimen signatures of Drawing and Controlling Officers or prcscrv'i'ng the speci-
men signatures in the steel cabinct where the Card index system is introduced.

(5) Guard files regarding ions to the pay

) received from the Deparimental competent
authoritics, Government, Accountant Gencral, etc.. and

{6) Files of audit objections received from the Accountant General, elc.
11-CHHIEQUE SECTION:

8. The cheque section is under the supervisory control of Group-1i employees (Deputy Acc ). All
passed bills arc transmitted to the Cheque Section. The Group-1l employces with the assistance of cheque
writers under him writc the cheques against the pay order on the bills. The cheques drawn are sent to the counter
for delivery of the cheques to the party concerned. The working of cheque section will be as per para-6 of
Appendix-XVIIL,

NI-COMPILATION SECTION (BOOK SECTION) ¢

9. Nature of Works :

The daily accounts of the Treasury inclusive of the transuctions of the sub-treusuries reparted through
daily sheets are compiled in this section. The Section has to maintain the following registers 1~

orders issued by the Accountant General are to be

4



253

(1) Two cash books for receipts and two for payments {One st for State transactions and the other
for Union transactions).

(2) Accountant’s Daily Balance Sheet.

. (3) Subsidiary Receipts Registers in respect of each Major Head of Accounts.
(4) Subsidiary Payment Registers in respect of cach Major Head of Accounts.
(5) Check Register of adjustements between State and Union Governments.
(6) Check Register of adjustments by transfers.

(7) Registers of Reserve Bank Deposits.
(8) Registers of Misclassifications by the Bank.

ched

(9) Registers of Rescve Bank of India Remi n drawn and

(10) Registers of Advances made and recovered.

(11) A Register showing the list of registcrs maintained at the Treasury.
10. Mcthad of work

The daily accounts work, from balance to balance and pertain to cach transaction. Although adjustments
are made from onc head to another or from one side to the other, the nature of nct transactions docs not alter and
the closing balance arrived at as a result of converting the figures of act transactions into gross receipts and
gross payments aller taking in 10 account the adjustements must tally with the physical batance of cash reported
by the sub-treasuries and also by Ihe cash section in the District Treasury, if it is non-banking. Hence before
posting the details from receipled chalans and paid vouchers in the respective registers, absracts of receipts and
payments noted in the Registers of Treasury receipts and payments ace first reconciled with the figures in
Bank's scrolls and Major-headwise, jottings of reccipts and payments for the whole district, (i.c. for the District
Treasury and all Sub-Treasurics) arc made on special forms this cnables the section to work out the net closing
balance, and if this found to tally with the total of closing balances in sub-treasury sheets and Treasurer's -
batance sheet, if it is a non-bank treasury, steps are taken to post the detailed entrics in subsidisry registers, the
day's totals in which are then carried over to the respective Cash Books, The Cash Books are then totalled and
their grand totals posted in the Accountant’s Daily Balance and the day’s nct cash balance is dtruck off. The
classification of receipts and payments shown in the daily sheets of the sub-trcasuries is checked simulta-
neously. It is very imponant that subsidiary registers are woitien carefully and no overwritings, corrections and
interpolations in figures are allowed by rulcs because the final verification is facilitated by neat and clear work.
The details of Misccllancous Reccipts, Cash Recoveries, Unclassificd ltems and other liems are required to be
mentioned in the subsidiary registers of receipts as they are 1o be copicd out exaclly in the schedules which ore
preparcd day by day (excepting those Receipt Schedules in which only detailed headwisc totals arc to be shown)
and sent to the Audit Office. Similarly names of Drawing Officers and nature of the bills drawn are required to
be written in the subsidiary regi of pay . After all the receipted chalans and vouchers are accounted for
in the subsidiary registers the Assisatant Treasury Officer/Accountant/Depuly Accountant verifics the total of
the registers with the major head figures entered in the Cash Book, before submitting the registers to the Trea-
sury Officer for his own scrutiny. The accounts thus postcd from day to day are consolidated twicc in a month,
so far os payments are concerned. The first consolidation takes place on the 21st of the month and includes
accounts for the first cighicen days. The sccond is done on the Sth of the following month, and includes ac-
counts from 19th to last duy of the closing month. The monthly figures of cash balances are incorporated inthe
cash balance report, showing the balances in the currency chests and sub-chests and also in the double locks in
the non-banking treasurics and sub-treusurics thercunder, which is to be sent the Currency Officer. The Depart-
mental officers reconcile their figures of receipts with the accounts in the treasury and the monthly statements of
receipts sent by them are verified in the treasury. So also the balances of the personal deposits are certified. if
found correct.
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11. Tn case of Bank-treasurics the figures of receipts and payment as worked out on the various subsid-
iary regivters. should be further checked up with the figures of Net Reserve Bank Deposit worked out by the
Bank.

[V-CASH SECTION:
12. Nature of work

This scction is in charge of cash balances and valuables. In Bank treasurics Ihere is no cash balance

excepl imprest which are sanctioncd for disburscment of payment in cash upto fixed limit under the system of

paymem by cheques (See Appendix-XVIil). as Ihe cash business is conducted by the Bank. Whether Bank or
non-bank, the treasury hus 1o deal with the work of sale of Government stamps and stamp paper of various

} denominations. The stock vatued at several lakhs of rupees is maintained in double and single locks. Vatuables

| belonging to other depanments are also kept for safe custody in the strang room. The registers neccessary for the
work of the section are=

()] Treasurer's Cash Books, if there is no Bank;

(2) Registers of cash chest, valuables, sealed packets €ici
(3) Stamps Stock Registers,

(4) Register of duplicate keys and padlocks;

(5) Registers showiné stocks of cheque books Reserve Bank of India draft forms (in non-Bank
Tecasurics), Cash order forms ctc. .

13. Arrangement for work $

There is a Treasurer and Cashicrs for doing the above work, if there is no Bank, if there is one Deputy

Accountant, who looks after the work at items 2 to § above and he is assisted by onc or two clerks, if nccessary.
The follewing returns ase preporcd in this Scclion: -

(1) Discount on sale stamps;
(2) Preparation of monthly plus-minus memoranda of stamps etc,
(3) Preparation of periodical forecasts and Indents of stamps, ¢l

(4) Quurtely verification certificates of stocks of stamps for the fast working day of March, June,

Scptember and December.

14. To guard against the risk of uncursent or counter-fict coin being substituted in a treasury for good
coin presented by the public or reccived in remittance, Shroffs, and Potdars or other subordinute official who
handic coin in treasurics should be required on arrival for the day’s work to give up 1o the treasurer or 3

responsible subordinate to whom the Treasurer may entrust the dute, ail coins carricd with them at the lime. The

coins should be restored when \he men are leaving office at the close of the day's work.

15. The bulk of the Treasury balance must remain

sury Officcr, and the other by the Treasurcr. The Treusurer. may however, hold in his

scparate cusivdy 3 sum salficicnt for the convenicut Lransaction of the Government busingss, which together

:I:E lt;‘c I\;u;:u of stamps, clc.. in his sole custody must not b Jurger than the security given by him The sun so
cld shl seen, and roughly verificd by the Treasury Officer at the close of every ds ced up §
strong reom under Double tocks. cry day and locked up in the

. 16. The following procedure must be carumlly obscrved in receiving moncy into or
double locks, s

iving it out from
(1) In seceiving coins into double locks, the Treasur:

. ceivi u . asury Officer should cause the contents of cach

bag 1o he empticd into the scales weighed and poured into anather bag which should be ticd up in his

resence with the stip in F TR. e i i )
!’nm e st ¢ slip in Form G.T.R. 11 placed inside iL. The bags thus tested should then be coumed

under double locks, one key being held by the Trei-

-~

'y

E
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(2) In recciving notes into double tocks, the Treasury Officer should count the noics in each
bundie and satisfy himself that the notes are it of the alleged valug, that is that a note of a lower denomi-
nation has not becn included in a bundle for a higher denomination, and sign the tabel in form G.T.R 12
as a token of this verification. The bundles thus tested should then be counted into the chest.

In the case of fresh notes of the denominations of rupees 10. Rs. 5, Rs. 2 and Rs. 1 reccived in a
remitiance from the Currency Office, the detailed check may be confincd to one bundle in cvery ten taken
at random.

(3) Notes may be given out of double locks by counting \he number of bundles.
(4) Coins may be given out of double locks by counting the numbce of bags.

(5) Every amount passcd into of passed out of double locks should registered at the time of its
operation inthe Register in Form G.T.R. 107. Registee showing the cash Double lock and entrics attested
by both the officials in accordance with the instructions comained in the Register. At the end of the day,
the duily totals of the upcmlions-incoming _and outgoing should be entered in the Treasuree's Duily

Balance Sheet Form G.T.R. 101 and the closing balance therein struck.

(6) Moncy arriving from a distance too fate in the day for the examination may be kept in sealed
bags under double locks but enty until the next working day, the fact being recorded in the register of
valuable mentioned in Rule 18.

17. On receiptolbills passed for payment. over the signature of the Treasury Officer/Assistant Treusury
Officer/Additional Treasury Officer/Accountant in the \reasurer’ s branch the Treasury shall make the payment
and enter it in his Cash Book. He shall further deface the stamp on cancel it, stamp the docurnent “paid” and
rewain it for delivery to the Account Branch, when the books are compared.

18. The Treasury Officer shall take special precautions 10 se¢ that receipt stanps are 0 defaced that they
cannot be used again and offer no lemplation to the abstruction of the vouchers for suke of stamps upon them.
Tt must be borac in mind that several caxes of loss of vouchers have occurted owing to neglect of this precaution.

When a payment is made by transfer, that is, by entry of the amount in the accounts as received under
some head of reccipt, 1o payment of cash takes place and the items should not find a phace 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 Transifer™.

19. The following procedure <hall be adopted in verifying the cash balance by actual counting :-

(1) silver coins: The coin is kept in bags each containing a certain fixed amouat. Once bag may be
selected at random ond Rs. 50, or Rs. 100 counted out of it in detail and uscd as a weight in a smail
scale. Against this weight other similar sums shoutd be weighed unti! the whole contents of the bigs are
exhausted, care being laken all the while that the requisite number of parcels of Rs. 100, or Rs. 50 is
made-up. The whole amounts Ihus tested may be takea as @ verified cight of Rs. 1000 ot Rs. 2,000 as the
case may be, oud placed in one of a targer pair of scales. :

The whole number of bags should thew be counted, and one in every twenty, tuken, at random
opcncil. and its conlents poured into \he scales and weighed against the verificd Rs. 1,000 or Rs. 2.000. 10
\heir weight is less they should be retested by weigment in sum of Rs. 100 as inthe preceeding sub-clause
and if, on re-cxamination, they ure found comect they should be substituted for those taken before as the
verified weight.

Broken amouns may be verified by weighment in smalt quantitics of Rs. 50 or Rs. 100 or Rs. 200.

NOTE : With proper arrangements, about ten Jakhs of coins can be tested in one houe by this
process.
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(2} Copper, Bronee and Nickel Colng §
The verifylng nuthority may adopt any methid of verification which he thinks satisfuctory but he

must remcinber thut he is personally rexponsible for the correctness of the balunce stated by him. to
should oceusionally count the gy and examing their contents, but itis not essential to do so euch month.

CNOTE : Al notes of Re. 100 and aver must be personully counled by the verifying officer. For
aotes of lower denominition the following plun is sufficient.

The nutes belng In bundles of a certin marked number; 8 few notes at the Lop may be folded
huckand the reat counted by clerk for aasistinta. The verifying officer will then see in the cuse of ench
bundle whether the adklition of the nules fulded back to the number already counted ond murked, makes
up the whule ulleged number of the bundle,

The Clerks of Assistunt enguged should not be ponsible for the correciness of the bundle, und the
verilylng officer should wutisfy himseIf that the notes In the bundlc are ull of the ulleged value, thatis, for
exarmple, that a ten-rupee note Is not counted os one of u five rupee nate bundle,

These Instructions should be printed and pusted on a bourd and hung up i the strong roon in o
conspicuous place.

Vi PENSION PAYMENT SECTION
20, Nuturs. of Works

(1) Preparation of monthly bitls of pensioncrs paynble at headqances, if they nre not prepared by
the pensioners, they being illiterate.

(2) Prepuration of moncy order and schiedule of money order (in Form G.T.R. $7) in cuse the
pensioner deslres to recelve puyment by postal mongy order,

(3) Preparation of Bunkwisc statement In cnse the pensioner desires Lo reccive the pryment through
nationuliscd bunka by cheques to be credied in his account under L.R.L.A. system,

(4) Accounting of all payments of pensi fncluding thuse made ot the Sub-Treaswiics.,

(8) Mutntenance of pension pryment orders together with the registers thereol and cheek registers
of penvioners for the district.

(6} Register of pension payment (In Form G.T.R. 50)
(1) Register of time-burred pension payment orders.

(8) Reglster of commutatlons of penstony and grutuitics.
(9) fites of Deacriptive rolls of Mititary peastoners,
(1) Prepatation of returny of undrawan penslony.

(1) Carrexpndence regarding trunsfes of peaslons from one district to another, from the district
Treusury to Sub-Treasury und vice verse helohip enyuirics In the case of decensed pensioners ete,

(12) Scttlement of Audit uhjections of pension piyments received from the Audlt Ottice and the
Comroller of Delence Accounts (Pension) Allahabad,

(133 Issue of pravisional pension piynient order/Gratutity order In respect of rerbred Non-Ciozetted
Covernment Servants on the basix of sunction arder Insucd by the competent authority,
VIDEPOSET SECTION
21, Chil Depnlts

Nutors of worls The following registers are required Lo he maintwined under this item ond the duil
trumsuctlons shonkd be posted bn sepurute books for recelpts and copaynicnty - 4
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(1) Revenue Deposits (State);
(2) Crimina} Courts Deposits (State);
(3) Civil Couts Deposits (When they are not kept in the form of Banking Account vide Rule 392
(i) 391 (ii)s
(4) Deposits for work done for public bodics or priviite individuals (State);

(5) Deposits for fees reccived by Govermment Scrvants lor work dune for public bodics or private
individuals (State)s

(6) Revenue Deposit under Tenancy Acts;

(M Deposits of T-Remi under Mise Remittances.

22, Mcthod of Work ¢

The transactions pertaining to the days' sccounts are enlered in details in the respective registers, The
extracts [rom receipts registers and lists of payments in respect of payments registers are prepared from them
and forwarded 1o the Accountant General, atong with the plus and minus memorandum for cach deposit ac-

. count. When the items lupse to Governinent owing tolimilation of time they are taken out through the Clearance
Register and ¢ i 4 to the Ac General in the form of o statement of fapesd deposits.

PERSONAL DEPOSITS @
23 Nature of Works
The necounts of the following deposits are maintained in this section.
(1) Cahorders issued on Sub-Treasuries in licu of cash reccived or accounted for atthe heasquarters.

(2) Deposit in the names ol Administrators of certain funds such as Minor's Estates Courts of
wards, Estutes managed by Government, Capital outlay on certuin scheme cle.

(3) personul Ledger Account of District Development Officer/Tuluka Development Officer.
(4) Civil Coutl Deposits opencd undler rule 391 ().
24, Method of Work : '

For each personal ledger aceount 8 set of registers for receipts und payments together with the ledger
account, hus to be malntuined and 8 monthly plus and minus memorandum in respect of each puersonal
deposit has to be prepased. the bulances are 10 be agreed with those on the books maintained by the Admin-
Iatrators themselves sepnrately and also personul ledger accounts maintained by the Bank and the certificd
figures are communicuted to the Audit Office. In respect of cush orders a watch is kept on their encashment
at Sub-Trensurics and when they Jupse owing 10 non encashment for three months, the concerned Sub-
Treasury officers are informed not to cash them without revalids tion. The puss books received from the
Administrators me W be completed peciodicully, and monthly centificates of receipts and payments with the
opening and closing halances ore to be furnished. This is ncessury for seeing that no over-drawal of funds
takes plice in these accounts which are purely of the naie of Bank A ccount.

V11 GOVERNMU

ECURITIES SECTION :

.25, Nature of Work,

{13 this scetion, the register of Government Sceuritics enfaced for payment of tnterest on the District
Treusury or on 0 sub-Treusury 1 ler is maintained. Bills regading interest payable 1o the holders of the
notes are prepared and aftes they are puid entrics ure tahen n the subsidiary register of puyment of interest.
The correspondence regarding advices of new notes cancellutions, transfer, rencwals, eic., of the existing
notes T deutt with In accordance with the tnstructions contained In the Government Sceurities Manual, The
Reglster of powers of witomeys Is ulso maintained in this section.
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Vil ADMINISTRATION SECTION (GENERAL SECTION):

26. Nature of Work.

This section deals with misccllaneous work which does not pertain to District Treasury alone, but
which is common to the day to day working toevery government office. It should be under the personal
supervision of the Treasury Officer. The following arc the items of work of this section.

(1) Establishment matters such as monthly p3y bills, leave account of treasury personnel,
etc.. preparation of contingent and Travelling Allowance bills of the office.

©(2) Maintepance of Muster Roil, Casval Leave accounts, Service Books etc.. and such
other matters of freasury staff.
(3) Record Room.
(4) Monthiy arrears fist of the Treasury.
(5) Compliance of Inspection repons from the director, the Accountant General and the
finance Depanment. )
(6) Sationery and Dead stock Articles, Office Library.

(7) Maintenance of office cash book, 3s well as an account of permancnt advance and that
of service postage Slamps for officc use.

(8) Receipt and despatch of correspondeace and distribution of post.

(9) Preparation of monthly expenditure statement and annual budgets and revised esti-
mates.

(10) Typing of corrcsbnndcncc and reurms.

) (1) Annual verification of the solvency clc.. of surctics, and submission of the annual
centificars of such verification.

GENERAL:

. 27. The Treasoty officer \hull.pcrsonully‘scc that the natice which he is tequired 1o exhibit understand-
ing orders or other instructions received from time to timg, such as those regarding cncashmcnl‘of notes, the
supply of small silver coins, m}:!td :‘nd copper coins, are ¢ hibiicd consipicuously in places which the Pl;h‘lh'
enters frecly and tha no favouritism s shown in the convemences which the treasury ean offer.

Notices regarding financial mattess which may in any way commit the Goverament with the ublic,
other than those issucd by the revenue or other departments with which the currency officer is not con[écrncli
should not he exhibited in any treasury unlcss its form is peeviously approved by the currency olficer.

DESRTUCTION OF RECORDS &

28, The periods for which the various .
3 E records of the Treasun . .
preserved are given in the s . Sub-Treasuries and District Treasurics are to be

hed 10 this append

The records ated in this
should be d d aft 3
. ey . > siroy er the peri . f e ovel
a Ccﬂ!ﬁsdlc that these are no unscttlcd objections relating to them obtained I'rm‘:x n"d/:)f preservation is over on
submission 1o him of a list of the record proposed for destruction. he Accountant General by the

WORKING OF THE SUB-TREASURY:
Accountant’s Day Buok :
; . .
29, 1n the sub-trcasury on the basis of paid bills and receipted challans the sub-accountant or Junior clerk

shalt write the Day Book of the sub-treasury in form G.T.R. 108, while writing the day bouk f
. ¢ day bouk, @ in case ©

District Treasury accounts, all the sums pai i
S, puid or receive & i .
the Day Book. ed by transfer adjustement will be brought to account in

30, (1) The transactions at a sub-treas! i

. o : sub- ury being extensive and the i

considerable, each class of importance should have a separate subsidia:;,::ir::?:;?:‘lhc ﬂ:\g\jkmx sonlu: l;l;’lﬂ
rescribed in Articles 33 ©
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Account Code Vol. 11 in which every individual-ilcm should be shown in clear and congise detail and from
which the day's total only should be transferred to the Day Book every evening. In otherwise cases, individual
transaction should be recorded in same details directly into the Day Book.

(2) The class of transuctions for which separate subsidiary registers shall be written will be decided by
the Sub-Treasury Officer/Additional Treasury officer, under the orders of the District Treasury Officer.

31. At the end of the day before clasing the accounts for the day the sub-treasury Officer/Additional
Treasury Officer shall agree the closing cash balance as usual, on both the cash books and will close the ac-
count. Tn case of bank-sub-treasury the posting in the Day Book for the day will be, alternatively. reconciled
with the figures of receipts and payments appearing on the bank's daily scroll.

32. Atthc end of the day afier the accounts have been closed the daily sheet of the sub-treasury transac-
tions for the day shal! be prepared in the form prescribed under articles 47 of the account Code Vol.Il and will
be despatched to the District Treasury officer on the same day and a note to that effect will be recorded in the
Day Book with the details of vouchers and chalans senl. .

MONTIILY CLOSING :

13, The Sub-Treasury accounts for the month should be closed on the prescribed dates over the signature
of Sub-Treasury Officer/Addnional Treasury Officer and his centiticute to the effect of his having physically
verificd the cash balances of the Sub-Treasury cecorded in his own hand writting in the Day Book and cusrency
chest Register (wherever applicable). .

‘CASH BALANCE REPORT :

34, Cash balance verification report in the relevent form should be despatched to the Treasury officer ina
separaie cover by the sub-Treasury Officer/Additional Treasury Officer himsclf on the very day of verification.
CORRECTION IN THE SUB-TREASURY ACCOUNTS : '

35. Cor rection in sub-treasury accounts fegisters after submission of the accounts should ever be carticd
out without obtaining previous sanction of the District Treasury Officer by reporting full details and reasons
necessitating the same.

MISCELLANEOUS @

36. Treasury staff are forbidden to undertake Ihe encashment of bill, on behalf of payees and shrotfs are
forbidden to make payments through Treasury stalf.

37. The name of every persons presenting a nole above the value of Rs. 100/ at the sub-treasury should
be recorded in the register of currency notes to be kept in the following forms:

Date of Neame and address of Details of Notes,
Reeeipt. the person presenting Denomina- Printed No.
the Notes. tion, of Notes

[¢)] ) 3) 4
Signaturc of Initial of Remarks.
the Tenderer Clerk Sub-Treasury Otficer/

: Additional Treasury
Officer.
(5) 6) 7 (8)

38, The total amount only of deposits received each day should be entered in the Day-book without
detail as “amount of Revenue or Criminal Deposits™ received this day; but in writing up the daily shect every
item must be entered in detail in the prescribed registers. The object of this is that every deposit entered inthe
daily sheet may be brought item by item upon the District Treasury registers and numbered in continuation of
\he District setics. The Treasury officer should indicate the scrial numbers ahown in daily sheet of the sub-
treasury in addition to the serial numbers of the District Treasury in the prescribed columns of the Register of
Receipt of Revenue Deposits.

The name of the sub-Ireasury to which the receipt pertains should be shown in & sub-columa between
column-3 and column-4 in the Register of receipts of Revenue Deposits maintained by the District Treasury.
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STATEMENT ( Refer para-28)

Period of preservation of reccords pertaining to Accounts & Treasuries Department.

Sr.No. Description of records. Period of preservation in years.
Al)!\!lNlSTl(ATlON/F,STABL!SIl.\IENT SECTION:

“ solvency Certificate received One year after next solvency certificate is
received. -

3. Enquiry as 10 solvency and register

showing the results of the enquiry 5
made os to the sufficiency of the
securuty furnished.
Appointments, Posting, Transfer One year after recording the entires in the
p ions including i Service book.
certificates and crossing efficiency ’
bars, reversion elc.
4, Charge reports i
s. Permission 1o accept outside work 5
of remuneration.

6. Sccurity Bonds Two years aftce vacating the oftice or uhil it
is a ascertained thut there is no necessity for
keeping it any longer whichever is later.

7. Annual Report of Solvency of suritics. 1

8. Alleged defalcation, misconduct fines, Summerise into service book and then one

reduction of all classes of officers. year.

9. Recovery of defalcation sums 5

10. Transfer 1o foreign service 30
11. Loan of Government scrvants Lo Railways Entry of facts in service books then S years.
or Local bodies.
2. Sanction to advance bearing intesest. To be presceved for one year afier full reco-
very is confirmed by Accountant General.
13. Sanctions ta advance not bearing interest. !
14, Sanction to advance from General 3
provident ffund.
15. Dismissals, invalidings and rc.{ign:uins. 5 <
Discharges on reduction clc.
16. Pupers relating 1o compensation 5
allowances.
17, 1 lonoararia, rewards and deputation 5
allowances for special work.
18. Office copy of Last pay certificote 1

(S

e
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" Casual leave register and all papers thercabout.

22.

23.

24,
25.

26.
2.
28.
29.

30.

3
32.
3.
34.
3s.
36.
37.
38.

39.
. 40.

Description of records.

Leave of all kind except casual leave.

Notice of attachment of satary by Civil
Court and received undee co-operative Acts.

Recovery from coutts of Bhatta of
Government servants.

Tndividual correspondence and applications
about the officers attaining the 98¢ of
supcmnnualion.

Annual statement of officers attaining the age
of supcmnnunlion. .

Grant of pension and verification of service and
or other nrclimin:\ry papers.

Gratuities whether granted or refuscd.
commutation of pension
Commutation of agrements

All notes, information and correspondence
regarding budgets from sub-offices or
other branches.

Concspondence with Accountant General
as to Budget unless ending in General Instruc-
tion of rule.

chpproprinliun comespondence extra grants
and surrenders.

Fixation of contract grant

Printed or sanctioned budget received from
Goverminent or othet officers communicating
grant.

Receipt Register of contribution
for establishment & leave.

Mortguge deed for housc building and
similar advances.

Register of cecovery of ndvance bearing
nterest.

Register of advance not beuring interest.
Register of permancnt advance
Bill register (Try 411 revised)

Register of receipt of returned M.O.

¥-2122-66

Enter in service book then one year.

Current till satisfied and then one year.

1 year after credit in to Treasury.

5

5

“Til fulfilled.
1 -

o ,

, . .
onc year after full rccovery in confirmed by
Accountant General. ’

3

w

w oW
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Sr.No. Description of records. Period of prescrvation in years.
41, Agreement with contractor Till terms are fulfilled and thereafler two years.
42. Resolution and circulars of Government Permanent
and General letters of Accountant General
(Standing order file).
43. Monthly arrears report 1
44, Seniority list ' Five years after fresh list is published.
4S. . Subsidiary register of suppl Y 5
pay bills.
6.  Demiofficials letter Registor 3
47, Statistical register of workload -5
48.  Grantcontrol register 3.
49. Travelling allowance control register 3’
maintained under Bombay Civil Service
Rules-602.
50. Inspection reports | year after settlement of all objections.
sl Dafter Inspection report 1
52, Annual Review of working of treasuries " 30 . . !
received from Accountant General. ’ :
53. Final withdrawal from General Provident Fund. s
54. Final withdrawal from General Provident Fund 30
by other than person subscriber.
sS. Correspondence subsidiary to above s
' 56. Fraud or other attempts at fraud on treasury b; 30
Public or staff including loss or theft of Govem-
ment cash.
57. Register of Group lnsurance 30
58. File relating to monthly return and ]
miscellaneous correspondence
BOOK SECTION :
9. Refund of Spoiled stamps etc. 1.
60, Register of refunds s
61. Chalans of all sonts 3
62. Enfacement Register of Challans 3
63. All subsidiary register of veccipls. and 5

payments of other department except those for
which separate provisions sre made.



Sr. No. Description of records. Period of preservation in years.
64. All subsidiary correspondence relating to one year after reaching finality.
such registers.
65. General provident Fund receipt register. 5
66. Credit order of public works Depariment 3
Post office, Military or other departments.
67. Credit order issued to sub-Treasury. 5
08. Momhlybplus-minus Memos of all 5
the advance and Funds.
69. Office copies of annual acknowledgements 1
of balance of all debt and advances.
70. Daily sheets of sub-treasuries 3
n. Banks Daily scrolls 3
72. Register of Reserve Bank Deposits 5
73 Accountant’s Daily Balance shects 3
74, Office copies of the Memoranda of 1
daily transaction submitted by the
Treasury Officer to Govermment.
75. Objections statement from Accountant 3
* General & office copics of replies.
76. Extracts of objection statement from 3
Accountant General sent to and replies
reccived thereto from other offices.
. Adjustment memoranda 5
78. Forwarding Mcmoranda for cheques 1
9. Requisition for Blank cheque books 1
80.  Register of identity Cards of Departmental 1
Mecssengers
81. Treasury & Bank pass book 5
82. Office copies of statements relating to 3
reconciliation of receipts of Departmental
offices
83. Register of payments of account of postal S
depantment against letter of credit.
84, Register of correction memos propbscd. onc year after all the correction memos
sanctioned by the Accountant General.
gs..  Obserbation on monthly accounts 1
86. applications for credit certificatcs and - N

papers conneeted therewith.
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Sc.No. Description of records. Period of prescrvation in years.
87. Half margin memo registet s ‘
g8.  Cashbook of receipts & payments maintained 5
atdistrict Treasury.
89.  Jouing Register 1
90. Receipt register of cemetery endowments. 30
91. Counterfoil and advices of cash orders, cheques 3
remittance, transfer receipts and supply bills and
correspondence about issue or payment. .
92. Issue of duplicate or renewal of cash order 1
Remittances Transfer Receipts, supply bills.
93. Register of remittance transfec reccipts and M)
supply bills issued and paid.
94. Advices of remittance transfer receipts.” 1
PAYMENT/AUDIT
9s. Advices of certificates issued by Civil Couns 1
for refund.
96. Specimen signature To be kept in the register so long as the officer
is drawing with the treasury.
9'i. Intimation about the use of cheque books. 1
98. Register of orders for payment i
9. Register of salaries of Gazetted Officers. 10
100. Salary slips and leave centificates. One year afier treasury inspection is carried
out by Accountant General covering the
period of slip. salary slip in which objection
raised at the time of Inspection shall only be
destroyed after the objection are sciticd by the
Accountant General.
101, Orders relating to sanction of grantin aid 1
and advises received from the counter
signing authorities
102. Treasury objection Memoranda 1
103. Retrenchment register 3
104, Register of endorsement of bills payable on 3
sub-treasury.
105. Retrenchment orders received from Accountant 3’
General.
106. Centificate of ransfer of charge of departmental 1

officers




o
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Sr.No.  Description of records.

Period of preservation in years.

107. Miscell file i.e. correspondence r ling
paid avthorities.

108. Bill inward registers
109. Applications for funds for Treasury.
COINS NOTES & CASH BALANCE,

110, Indents for small coins and currency notes.

1 Register of cash remittances

12, Remittances inside or outside District, advice
notes, receipts escorls, shrofls certificates cte.

113. Register of uncurrent coins

114, Register of cut coins

115, Report of coinages cases

116. Currency chest register

117, Currency chest orders of trunsfer and replies cle.

118, Transaction slip and telegram

9. Treasurer's Day book and all subsidiary or shrofT's
registers

120. © Treasurcr's balance sheet or detailed cash

bulance register,

121, Register of contents of values and chest or
double lock registers.

122 Cash balance verification reports of
sub-treasury,

123. Register of deficiency found in remittance with
relevant papers.

124, Cénc.spondcncc regarding Railway warrant bills,
Bills for Electrical encrgy etc.

125, Statement of currency noles received and issued
Trom Treasury for the quarter ending.

126.  "Return showing silver coins cut and broken during
the quarter on account of being reduced in weight.

127. Return showing counterfeit coin reccived during
the quarter, '

128. Statement of uncurrent, Light-weight silver
coins, withdrawn from circulation (Monthly).

129. Statement showing the propostion of several issued
of Gavernment rupees in actual circularation.

130. Weckly cush balance report

Y-2122-67

1
Three months after verification of balances.
1

3 when the registers are fully checked and
carry forward all live entries in a new
registers.

1

1

3

"1 month.
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Q. No,  Description of revondn, Peshnd of preaecvition nyears,

1M, Rupeecemn, . | o
CASH & CHEQUE STCTION ot

132, Cheyup druwn reginter §

133, Tile reltlng o enmespombive pertainlng LI it

10 dap payiienin

1M, Advice histsent to tho Rk * v ot b
18 Counerfuily of chegues 3
16, Chigie Hunslt regisieiy s ' l
137, Cheque seeount roghster 3o !
I, Clegue delivery reglater 3 '
19, Copmapandenee regniting applivation |

fecoived for corention In chiegues asicd . \.
10, Accountof ehiegue Bornma 3 e
11 Authanley letier in QT RAQ 10
142, Achnowledgement 1 Fann No. 247 6 | ' !
1Y, Oustasding vhegue llw 5
144, 4 Memu file peituining to cheyues §
148, Title rebating (o canvelled time bureed Chispien L]
140, Conespondenve repanding Jamug of new | '

chenjuen
17, Conespundence with A G.'s ufiie In the [} ' !

tiattes of Trensury thegqua o
146 Copespondence rogarding fone of new |

chegiios hook . !
14y, Miseolliieotn vonespondence file of |

chmje
180, Cusli halunicg repunt of chegue L]

setlon in Parm 1200 A,
184, Ll b of chiegque sectlon ) )
152, Token eglster | .

provhdesd thete in s lone ot tohon dwling the
peihnl, . .

19, Tl ecedpt toplater (Vrnmit) ki
184, Tuboncensus rogisicy \
158, Tokets Cemnin coneapoiden o file 1
156, Regintes of bl remrned wn andited |

DEPOSITSLCTION)

152, Register uf payiment tiuler msignment b
sl compw imatlon,



267

Q1. Na, Deseriptlon of recondn, Perlod of presecvation bn yems,
15K, Openiig of new peinonul or other a
Deponlt peeouit,
154, Oftice caples of namud neknowledgement 3
rovelved from Adminltutor of funds and
preronul ooy,
160 Revelpt mmd expendiiuie reglsters [} '
of Distrlet & other Loeal und, Pravided reconcilintion ia done nid biduncen
nre neeepled as per Trensny teconls. The
Depusit reglsier should not be destrayed ten
yewn after abtubning the neknowledgment ol
hulunces, =
161, 1 edger of peoional md munkeipulity 10 -due
deponlt nceount recelptand aapetillimen,
162, Deposlt recelpin i payment reghster ol 12 year ufer tweteve yems the five entiles
Revenue Crinbnnl and other deposiis, should be earrled over then destioyed.
163, Yemly achiedule of inpacd depositn, Pernunent,
ICH Reghster of cind osder Insued and pald, 3
165, Register of dully recelpts md repaynients s
ol depasiis,
166, Certifleuts of anpual balnneo ol Fevenug KN
tlepumling
PENSION SECTION
167. Reghvter of penshon puyment arder servi 10 yeur aer the entles e caded over o the
Ty aned Palitieat penstons, new reglater,
108, Chntulty amd Commutition of Pension 10
uyiment Regintey
160, € heeh reginter of puyment of miliary 3 " edo-
pensloncin, '
170, Ol coplen of petston payment oides ntul 3
peaslon cetillentes renewed.
171 Muoney onder acknowledgements, 1
(128 Papers reliting Lo the e of | yeur altée the Tinal penafon puyment order [
praviddonal O, and grattity Inswed,
oo, : !
17\ fiile comabning the coverlng tetietn of PIMO.S. |
1. Conespondence e relitlng to retued |
PO
178, Coneypondence file relating W Medical 1
elmbuienient to the Pensloners ,
170, Conespoudence e relating o 1

yocavery al aver puyment ol lemponmy
Increwse o the penstones,

Reminhy
Mt cnnes which sre st widesy conespan.
dencw shoubd be retalned,
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178.

179.
180.
181.

182

183.

184.
i85.
186.
187,
188.

189.

195,

192.

193.
194

195.

196.

197.
198.

268

Correspondence file relating to
recoveries to be made from the pensioners.

Correspondence file relating to pension payment
orders sent to Public sector Boards and Office
copies of the pension Money Order Bills sent

to Post Office and their acknowledgements.

Files relating to transfer of P.P.Os.
Files relating to periodical returns of pension

Records relating to payment of pension
under LR.L.A. system and Public Sector Bank.

STAMIP SECTION.

Indents and invoices of stamps and
subsidiary papers.

Stock Account register of all kinds of
stamps, including discount book.

Office copies of discount vouchers.
Monthly abstract of stock and stores.
Counterfoils of receipts for stamps.
Exchange of stamps

Register of keys and Padlocks

Register of boxes and valuables etc.,
received for safe custody.

Cash Box Transit Register

Monthly returns of postage and non postage
stamps accounts (plus minus Memo).

Sale register of stamps sold to public direcdy
by the treasury.

Receipt book (co.um:rfoils)

Orders regarding deposition of valuable cash
box at the Treasury.

Papers regarding short receipt of stamps.

Register of valuables
RECORD SECTION,
Register of clothing issued.

Indent of peons clothing and papers relating 10
its periodical.

! .
Remarks :

But cases which are still under correspon- -

dence should be retained.

1
1
3 Only disputable cases should be retained.

One year after a new register has been opened
and all the live entrics carried over.

—do-

3

1 year after the value cash box is finally
withdrawan.

1 year after the respective cases are finally
scitled.

5
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Sr. No.

Description of records.

Period of preservation in years.

201.

202.

203.

205.
206.
207.

208.

210.
21h.

212
213
214,
215,

216.
217.
218,
219.
220.

Annual indent of forms
Mode! indent of forms

Dadstock register

Correspondence file relating to purchase
of dead stock articles and Sanction order
of old item cancelled from Dead Stock
Register.

Correspondence file relating to Waste Papers
of destroyed records sold to the contractor.

Correspondence file for issue of footwears
for Class IV employee

Issuc Register for footwears
Library Register

Stationary and Forms, receipts issued and
balance register

Register and File relating to sanction of
boukbinding of forms. carried out locally.

Conespondence with D.A.TJother offices
regarding indent of GPF Pass Books.

Sikka Register

Farrist Register and Correspondence file
relating to records

MISCELLANEOUS,

Desputch register

Register of service postage stamp account.
Peon delivery book

Periodical return in Form-A

Periodica! return in form- ‘B’
Work sheet

{nward Register

Internal delivery Book

Day Book (Sub-Treasury)

Y-2122-68

\
One after new indent is approved.

To be preserved for one year after new model
indent is prepared.

i year after all live entrics are carried over in
the new register.

1 After all entries are certificd and audited.

1 year aftcr the register is rencwed

3
3
5

To be preserved for one year after new
periodicat rewrn in Form-A is prepared.

1
1
3
1
30
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- ( See Rule - 76 )
LIST OF GOVERNMENT SERVANTS AUTHORISED TO DRAW
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APPENDIX - XI

( See Rule - 76 )

List of Government servant authorised to draw bills on Treasuries.

v No. . Class of Officers.

Class of Bills drawn Remarks

3 4

1.  Gazeued Officers.

2. Non-Gezetied
- Officers treated
as heads of
Officers.

(0]

(i)

" i)

(iv)

(i)
(i)

“All claims in respect of Gazetted Officers will
be drawn by Departmental drawing officer who
are Heads of officers™.

bills for examination fees provided they are
sanctioned by the competent authority at the
prescribed rate indicating the provision of
budget grant.

Travelling allowances bills provided they are
countersigned by the Controlling Officer.

Establishment, Travelling allowance, contingent
and other bills of the officers of which they are
Heads.

Pay and Travelling allowances bills of self. Vide statement
X . . appended.
Establishment, Travelling allowance, contingent
and other *bilis of their office.

+ This class includes bill for scholarships, grant-in-aid, contributions, donations, refunds, loans and

advances.

Y—2122—69



74
" STATEMENT

List of Non-Gezetted Officers authorised to draw bills on Treasurles,

©

Auditors, Co-operative Societies.

Sr. Class of Government Scrvant, Class of Bills authoriscd to drawn
No
. ) 3
1. Office Superinicndent of Police Depariment. Puy, Travelling Allowances, contingent bills and
other bills,
2. Heuds of Government Secondary Education . —do—
Institutions.
3. Heads of Government Training Schools. —do—
4. Assistant Treasury Offices/Accountants, —do— (in the absence of Treasury officer.)
5. All Sub-Treasury Officers, Pay, Travelling allowance and contingent bills for
themselves and sruff under their control.
6. Head moster, Government Scheols for the Blind,  Pay ond sllowance for the self and staff under them
Baroda, and T. A. bill contingent bills and stipend and
scholarship bills only. .
7. The Principal, School for the Deaf, Mchsana. —do—
8. Superintendent, Recciption Centres. Pay and Allowances for self and for staff under themn

and also contingent bills.

Mahalkari. . Pay, Travelling allowance, contingent and other bills,

10. Pay and Travelling allowunice bills of their own and
their establishments,
L§
11. Co-operative Officers (Moncey lending/industries/ —do—

ry

consumers/Farming) wherc thesg is no post of
District Registrar/Assistant Disgrict Regi
Registrar of money Ieﬁdinwnzslries consumers/
Farming at District Head Quarters.

Special Recovery Officers ' . —do—
. Co-operative Officers and Murkcling Officess for . . —do—
refugees. . .
. Assistant Agriculture Enginccn,. . —do—
. Paychiatrist, soil work, Mental Hygienc, Child Pay _bills'of his own and his establishment,

Guidance Clinic, Abmedobad, |

1 o 3
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21,

22.

23,

4.

£

25.

s

-
-3

»
o

3L
3.

. Sanchaluk, Gandhi Udyog Mandir at Rajula in

Amrcli District and Jamnagar.

. Probation Officer, Remand Home, Amrcii and ,

Mchsana.

. Probation Officer, Remand Home, Kutch-Bhuj.

. Probation Officer, Remand Home, Prantij,

District, Sabarkantha.

. Probation Officer, Remand Home, Navsari

(District Valsad), Godhara, Palanpur, Ahmedabad,

Vyara (District Surat), Chhota-udepur (District
Vadodara), Ahwa (Dangs).

District Extention Officers (Sheep and Wool)
Agriculturc Officer, Trial-cum-Demonstration

Farm.

Librarians/Assistant Librarians Incharge of
District and taluka Libracies.

Information Assistants of Publicity units.

All Rector-cum-Superintendents Training-cum-
Production Centres under the Social Welfare
Department.

. Secretaries of Distritt Sports CouncilsA

. Scnior Coach In-charge of all Sub conclung

centres,

. Medical Officer, Leprosy Control Unit, Valsad.

. Superintendent, Multipurpose work shop Dahod

(Dist. Panchinuhal).

. Foreman Instructor, Multipupose work shop
Mandvi (District Surul)_

Assistont Government Labour Officers,

Forman Instructors, Mini Industrial training

. Institutes,

Pay bills of thier owa and staff under their control
and contingent bills of Insitutions up to Rs. 25/—in
cach.

Pay, Travelling allowance contingent and other bills.

Pay bills of his own and his establishment.

Pay and allowances of his owh and that of the office
staff under him and contingent bills of his office.

Pay bills of their own and their staff and contingent
bills. ’

Pay bills of their own and their establishment.

Pay, fru\'elling allowances, Abstract bills for contin-
gent expenditure, ordinary advance from G. P. Fund
to the staff.

Pay and Travelling allowance bills for the staff
under them and contingent and other bills of their
own office.

Pay and allowances of the staff and contingent bills
in connection with their officers.

Pay & Allowances bills, Travelling allowances bills, *
ctc. for sclf and staff utder them and office contin-
gent bills of respective Centres,

Pay bills of their own and their establishment.

. Pay, Travelling nllow1nccs. contingent and other .

bllls
Pay and a’llowanccs and va.c.lling allowances.
Pay, Travelling atlowances, éonlingcm and other
bills.

—do=

Pay bills only.

Pay bills and Travelling allowances bills of theis own.
Pay bills of estublishment '[\nvcllm;{; allowances,
contingent and other bills of their offices.



Agricultural Supcrvisor Cunning and Kitchen
Gurden, Bhavnugar. :

276
1 2 3

33. Dixtrict Revord Keepes, Wadhwan, Dist, Pay, Travclling allowances, contingent and other bills.
Surrendranagar,

34. District Record Keeper, Bhavnagar. Pay, Truvelling allowance, contingent bills of his

establishment,

3. Superintendent, Observation 1lome, Surrendra- Pay und allowance bills of their own and stalf under
nogur, Junugudh, bhavaagar. them and contingent bills,

36. Supcrintendent, Shri Vrwjlal R, Popavala Govern- Pay bills, Travelling ullowances bills, and contin-
ment Certificd School, Surat, gent bills,

37. Al Vaidyus In-churge, of Goverminent Ayurvedic Py bills of their own and others.
Dispemsaries. .

38. Hewd Master, Government School for the Deaf Pay, Travelling Allowances, Contingent and other
and Dumb. Junugadh and Rajpipla (District bills. .
Bharuch)

39, Asrictant Chamsit Ghee Grading L.aboratory, —o—
Veruval (Dist, Junagadh). )

40, Supcrintendent, Home for Mentlly deficient Puy bills of his own und his establishment.
Childern, Vadodara.

41, Head Master, Government Blind School, Bhuj Pay and allowances” nd contingent bills,
(Kutch).

42. Superintendent, Certified school for Girls, Pay bills of himsclf and his stuff.
Ahmedubud.

43. Chicl organisor, Prevention of Juvenile Poy. Travelling allowances, contingent and other
Detinquency-(Non-Institutional Service), bills.
Ahmcdul)us{.

44. Officcr-inchurge of Displaced person colony Contingent bills only.
Vurasiyus, Taluka Vudodura,

45. Assistant Land Chernist, Mobite Land Testing Puy, Travelling ollowances, contingent und other
luboratory, Clihotuudepur, Dist. Buroda, bills.

46. Superintendent, Aftercare Hostel, Vededara, | Pay and Allowunces and contingent bills,

47, Incharge-urt-Gullery Lulit Kula Akadumi, Pay bills of his own and his estublishment.
Ahmedubad.

48. Veterinary Officer, District Poultry Farin, Pay. Travelling ollowances, contingent ond other
Rajkol, ills, .

49, Veterinury Officer, Horse Breeding Farm, Puy, Travelling allowancen, contingent and other
Junagadh, hills, :

$0. Hewd Muster, Meghij Petliru) Shah School for the  Pay, Trevelling nllowance und contingent bills in
the Blind. Junugudh. respect of the School,

s1. Pay bilts of his own and his establishment,
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APPENDIX - XII1
{ See Rule - 89 )

DIFFERENT CLASSES OF RECEIPT
EXLEMPT FROM STAMP DUTY

Y—2122—70
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Co o LT APPENDIX - XH
Y oo . (SeeRyle-89) . ,

. . . ' ' B . el . . h
DIFFERENT (;l_,ASSES OF RECEIPT EXEMPT FROM STAMP DUTY

. NOTE.—The contents of this appendix have no validity except in so far as they reproduce the exact
wording or represent correctly the meaning of the relevant Act, rule or order by which the exemptions have
been granted. No doubt-ful case should be decided except by reference to the appropriate Act, rule or order, as
the case may be, and if necessary 1o the Government. "o

Lol .
The following items are exempt from stamp duty :—

(1) Receipt given by oron behald of or in favour of Government.

i vt

(2) Receipt on chegues or bills of ) ' payable on demind

(3) Receipt given for payment of interest on Government Promissory Notes.

(4) Reccipt for pensions or allowances by pcn:ons receiving such pension or allowance iny respect of
\heir service as nun-comumissioncd or petty officers, soldiers, sailors or airmen and not serving Government in
any other Capacity.

Note.—The expression Soldicrsfairmen used in appendix includes person below the rank of non-Cont-
missioned officers who arc enrolled under the Indian Army Act, 191 1/Indian Airforce Act, 1932

(5) Receipt given by, or an behalf of, a depositor in a post office savings Bank for a sum of moncy
withdrawn from any such bank. . : "

(© Rgcc‘ipl endorsed by the payec on a postal moncy order or given by the payec to the post office fora
sum paid to him in adjustment of a shot or wrong payment of such on order,

(7) Reccipt endorsed by the holder of a post office cash certificate at the time af its discharge.

(8) Reccipt given by an officer of the Indian Post and Telcgraph Department in respect of a sum pu.id o
him by the Government as an advance for the p'urchusc of railway or steamer tickets. !

(9) Reccipt or bill of lading issucd by a Ruilway or and Inland Steamer company or a Transport Com-
pany for the fare for the conveyance of passengers or goods or bath or animals or for any charges incidential to
the conveyance thereof given to such Railway or Compuny for the refund of an overcharge made in respect of
such fare or charges. - ) !

(10 Receipt given by a Railway or an Inland steamce Company, for money received by it from another
Railway or Inland stcamer company or from a tram way company or other carrying company on account of its
share of fures or freight for the conveyance in through traffic of passengers or goods or both or of animals.

(11} Receipt or bill of Inding isscd by the Cominercial Carrying, Limited, for the fire of the conveyance
of passengers or goods or both or reccipt given by the suid Compuny for the refund of an overchurge made in
respect of such fare. .

(12) Receipt for pay or allowances by non-commissioned or pcu; officers, soldicrs, Suilors or airmun of
Indlan military, Naval or air forces, or by mounted Police constables. .

- . . B [
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(13) Receipts given by holders of family certificates in cases where the person from whose pay or
allowances the sum comprised in the receipt has been assigned isa non-commissioned or petty officers, Soilor,
or Airman of any of the said forces and serving in such capacity.

(14) Receipt given for pension or allowances paid by the central Government to an heir of a deceased
non-commissioned officer or petty officer, soldier, sailor or airmen of the indian military navai or air forces.
TR P
(15) Receipts for any payment of money without consideration, ¢.g. grant-in-aid, scholarships etc. etc.
Note-1.—The receipts for fees paid to advocates through a briefing or instructing Government Solicitor
or Advocate need not also be stamped. . .

(16) Receipt for any payment of rent by a cultivator on account of Land assessed to Government revenuc.
{17) Receipt given by a headman or Lambardar for land revenue or taxes collected by him.

(18) Receipt given by an opium cultivator or his representative or by a Jainbardar for money puid to him
by the Govenment as on advance for the cultivation of opium,

(19) Receipt endorsed on instruments executed by or on behalf of any socicty for the time being registered
or deemed 10 be registered under the Co-operative Socictics Act, 1912, or instruments executed by any officer
or member of any such socicty relating to the business of the society.

(20) Reccipt given by a person, for advance exceeding Rs. 20/— rcccivc;l by him from the State
Government under the Agriculturists Loan Act, 1884 (X1l of 1884). .

(21) Such other receipts or class of receipts as may be Jegally exempt from stamp duty.

Note-1.—Cach dum issued by trad for sales against cach cash payment are not treated ay
receipts within the meaning of section 2 (23) of the Indian Stamp Act (Act-11 of 1899) and need not be stamped
even if the amount exceeds Rs. S00/-unless they contain an acknowledgement of the receipt of money from the
purchasers as named therein of the Price of the articles sold.

Note-2.—The following documents do nol come under the exemption but are chargeable with stamp
duty under the General Rules. .

(3) Reccipts other than those mentioned in items (9) and (10) ubove, given by a Railway Company or
by a Municipality, but reccipts given by Railway Company in respect of transactions which related
to Government owned Railways are exempt from stamp duty. . '

This rule also applics to receipts drawn for claims the adjustment of which may be made
through the accounts,

(b) Receipt given by Government Railways for terminal tax Collected by them on behalf of local
bodies, unless exemplion is granted for such receipts in any state under section 9 of the Indian
stamp Act or by any other law.

(c) Receipt signed by a Government Officer as chairman of a Municipality.

(d) Receipts other thun those inentioned in item (15) above drawn on account of cuantornment and
other local funds.

(c) Reccipts for advances taken by Government servants other than those of the post and Telegraph
Department in respect of sums paid to them by the Government as advance for the purchase of
Railway tickets.

(N Receipts for amounts of emigrant’s money orders.
(g) Receipts for refund or repayment of deposils, other than thuse covered by item (19) ubove.

hlich

(h} Reccipts on rolls of

q

(i}  Receipts drawn by the Treasurer of Charitable eadowment on account of interest on Municipal or
port Trust debentures kept in his custody as ordinary Trust Funds or charitable Endowments.



n

281

APPENDIX - XIII
( See Note Below Rule - 155 )
RULES REGULATING THE PREPARATION OF LAST

PAY CERTIFICATES IN CASES OF TRANSFERS
ON DUTY OR OF RETURN FROM LEAVE

Y—2122-71
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APPENDIX - XIII
{ Sce Note 5]¢'lmv Rule - 155)
Rules regulating the preparation of Last Pay Certificates in cases of transfers on duty ¢
(1) Transfers of duty may be of two kinds:
(i) A Goverament scrvant may procced on duty from one State or Circule of audit to another.

{ii) A Government servant may proceed on duty from onc place 10 another in the sume State or
Circle of nudit.

(2) The last pay certificates of Gazetted/Non-gazetted Government serviints transferred from once State
or Circle of Audit to another should be given by the FHead of office.

(3) In the sccond case of transfer the Government servant should obtain last pay centificate from the
head of oftice under whom he was lost employed.

(4) The lust pay certificate shubl be prepared in all cases mentioncd above in Form G. T. R. 109. This
form provides for showing details of the fund deductions, although the officer preparing the bill is responsible
for their correctness but the officer prepuring the last pay certificate is responsible not only for entering in the
cartilicute nll demands against the departing Governiment servant, including any mode under an order of attach-
ment of hispay by n Court of law of which he muy have received notice, before granting certificate, but ulso for
passing on any of which he may afterwards receive notice to the disbursing office from which the Government
scrvant will in future druw pay.

The officer preparing the lnst pay certificate should also enter detnils in regard to any Insurance Policies
being finunced from a Provident fund, indicating the nune of the Insurance company, the policy number and
the amount und due date for the payment of premium.

(S) Inuli cases of tranafers from one district to another within the same audit circle, the Just pay certificate
should specify the tust regular or monthly payment and the entire pay for the month in which transfer has beea
made, should be paid in the new district except where the Treasury or the Financial Rules of the Government
provide to the contrary.

(6) 1n the case of the pay bill of a Government seevant of whatever rank required 1o accompany the
headquarters of Government to o hill stution or other station, which has been declared to be the headquanters of
Government for the time being, the signature or countersignature of a Gazctied Government servant o the bill
mity be treanted as a last Pay Certificate for the purpose of these rules,
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.
APPENDIX - XIV
* [ See Note Below Rule - 249 (2) ]
LIST OF AGENTS ( IN THE PRE-REORGANISED BOMBAY STATE ) WHO
\ HAVE EXECUTED G RAL BONDS OF INDEMNITY WITH EITHER

THE CENTRAL GOVERNMENT OR THE STATE GOVERNMENT
AND HAVE EXECUTED INTER ALIA THE TITLE TO DRAW ON
BEHALF OF THEIR CONSTITUENTS PENSIONS
PAYABLE IN INDIA ETC,
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APPENDIX - X1V
[ See Note Below Rule -249(2) ] *

List of agents who have exccuted general bonds of Indemnity \ulh cllhcr the Central
Government or the pre- rcorg.mlstd Bombay State Government and have sccured inter alia the
title to draw on behalf of their constituents pensions payable in India.

..

@
™
(4)
(5)
©
@
®

9
(10
an
12
(3

(1)

(15)
16)

an
(18)
a9

(20)
@n
22)
(23)
(24)
(25)

State Bank of India. [

The Allahabad Bank, Ltd.

Lloyd‘s Bank, Ltd. o " '
Messrs Grindlay & Co., Ltd. . ' ! : o

The Union Bank of India, Ltd. (has executed the bond with State Government). '

" The Poona Central Co-opci"a'livc Bank, Ltd., (Has executed the bond with the State Government).
\

'Can.na bank (has executed the bond mlh the Smtc Gow.mmcnl)

The Cosmos Co operauvc Urban Bank le Poona (hns exccutcd lhc bond wuh thc State
Government). "

The chartered Bank of India, Australia and China (has executed the bond with the State Government).
Bank of India (has executed the bond with the State Government). : '
The National bank of India, Ltd. (has executed the bond with the State Government).
Punjab National Bank (has executed the bond with the State Government).

The Central Bank of India, Ltd. (P::u executed the bond with State Government).

The American Express Comp1ny. Incorporalcd Bombay (has cxcculcd ‘the bond with the State
Govemment),! e et e v

The Sharmrao Vithal Co-operative Bank, Ltd., Bombay (hus executed the bond with the State
Govermment).

The Canara Industrial and Banking Syndicate, Ltd, (has executcd the bond with the State
Government). ' o

The Bombay Provincil Co’operative Bank (has exceoted the bond with the State Goverament).
Devkaran Nanjee banking Company. (has executed the bond with lht, State Govcmmcm)

The Chandraseniya Kayastha Prabhu Co -operative Credit Bank, Ltd. (ha> cxeculed the bond with
the State Government).

The new Citizen Bank of India, Lid. (has executed the bond with the S'lmc Govcmmcnl)_
The Canara b:'mking .Corporali:.m. L1d. (has executed the bond with the State Government).
The New Bank of India, Ltd. (has executed the bond with the State Goverament)..

The Hind Bank. Lid. (has exccuted the bond with the State Government).

The Bank of Juipur, Lid.

The Sholapur District Central Co-operutive bank, Ltd.



(20) The Dank of Poony, Lid.

27 The Belgaum Bank, Lid.

(28) 1k of Banxda,

(V) 'I:Ilc Nagor Distlet Utban Centrnl Co-operative hank, Lid., Ahmedigar,

(M) The Bl State Bank, Lad.

(31 e Presidency Industcinl Bank, Lad. (has executed the bord with the State Government).

(32) The Belpaum Diswdet Central Ca-operative Bank, Lid. (has executed the bomd with the Suite
Clovernment),

(33) The Sueaswat Co-operative Dank, Lad. (has executed the bond with the State Government),
(M) The Sangli Bank, Ltd. (has executed the boid with the State Govermem),
Qs

The Unlted Bank of Tndin, 1.t (has executed the bond with the State Government),

(30} The Notth Satara Distriet Centead Co-operative bank, Lad. (s executed the bond with the State
Govermnent).

(A7) The Poona People’s Ca-operative Bank, Ltd, (has executed the bond with the State Gavernment).
(38) The Miry State Bank, Ltd. (has exceuted the band with the State Govermment),
t39) The Ushan Co-operative Dank, Lad., Sungll (has exccuted the bond with the State Government),
¢ The Bank of Mahrashirg, Ll (has executed the bod whth the Stite Govemment).
(1) The Janata Sahakad Bank, L. (as execated the hond with ihe State Govermment),

PART =1L

LI of agents wha hane execated generut Bonds of Indenmity but ave not secured the titele to draw
ot hehalf of thely canstitnents penstans payubile tn Ydly,

(1) The Honghong and Shanghal Banking Corporation, Bunkers ind Aty Agents,

PART =~ 111
The List of agents who have executed generat hunds of hademnity In respect of peaston only,”

(1) The Kumatah Centvab Co-operative Hank, Lid., Dlanwar (hay executed the bond with ll‘IC State
Govermment),

(2) The Wjapue Distiict Centind Co-vperative Bank, L, Wijapue (has exccuted the bond with the
State Guvermment).

() The District Guvemment offichals Ca-operative Credit Bank, L, Bigapur (has exceuted the band
with the State Guverment),

4 The Na. 1 Malitary Accounts Co-uperative Credit Bank, Lid., Poono (has executed the bond with
the State Gosemment),
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APPENDIX — XV

SCHEME VOR PAYMENT OF PENSTONS TO
GUJARAT GOVERNMENT PENSIONERS BY
PUBLIC SECTOR BANKS
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APPENDIX - XV
[Sce Rule 250(7) ]

SCHEME FOR PAYMENT OF PENSIONS TO GUJARAT GOVERNMENT PENSIONERS BY
PUBLIC SECTOR BANKS :

1. The Scheme will cover all pensioners of the State Government including all India Service Ofvicers
borne on the State Cadre whether reliving from posts held under the Central Government or the Government
of Gujarat and Primary School Teachers, Non-Government Secondary School teachers, Panchayal servants,
Servants at Non-Government Colleges etc., but excluding political and parvashi Pensioners.

1.1 The scope of the scheme shall also be extended to the pensioners/including pensioners in receipt of
family pension of following State Governiment who are drawing or desiring to draw pension from any treasury/
sub-treasury in Gujarat.

(a)  West Bengal;

(b)  Rajasthan;

(¢)  Uttar Pradesh;
(d) Punjab;

(¢) Madhya Pradesh;
(N Karnataka;

(g) Tripura.

2. The Scheme will be inuoduced from the 1st Janwary, 1979 through the branches of the undemoted
Public Sector Banks in Gujarat.

1. State Bank of India;

2. State Bank of Saurashtra;
3. Bauk of Barod;.

4. Bankof India;

5. Central Bank of India;

6. Dena Bank;

7. Union Bank of India.

3. Existing State Government pensioners who are drawing their pension from treasuries will be given
option to continuc to draw their pension from the Treasury or to draw pension from the branches of the
authorised public sector Banks. Similarly, pensioners who are drawing their pensions by Postal Moncy Orders
will also be piven option to draw their pension through Postal Money Order or to draw pension from Banks.

4. Pension will be paid through “Banks® by credit to the pensioner’s Savings/Current account at ‘Banks®
branch selected by him. Pension will be credited to the pensionee’s account on the last working day of the
month to which it relites except for the month of March which wilt be credited at the connencement of the
following monthly i.e. April exceptionally, if for any reasons such as rush of work on that day, the credit of
any pension is delayed, it must be ensured that the credit is given as soon as possible thereafter. and in any
case before the Tth of the month succeeding the month for which the pension is due. No bills will be required
to be submitted for this purpose. Every pensioner availing of this facility will open savings/current account in
his own nainc, unless he is already having one. Credit to joint account is not permissible.Pensions wilt not be
paid in cash or through a “joint™ or and ‘cither or surviver" account. The account of the pensioner to which his
pension is credited will not be allowed to be operated upon by the holder of the power of attomey on his
behalf.

Note; The terms Jast working day as pointed out ubove means the last day of the month. However,
where the Inst day of the month happens to be a Bank holiday or Public holiday, the paying branch may credit
the pension to the pensioner’s account on the previous working day.
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S, The detailed procedusre o be fallowed for transfer of pension payment work to Bank and accounting
of penslun payments under the Scheme Is outlined in the following paragraphs,

6.1 Each of the Bunks specified In para-2 will immedintely nominate s link branch In the headquarters
of each disteict for co-ondinating the work conneeted with dishursement und accountlng of pension payments,
by thely verious brunches in the district. Nume ind address of the link branch shall be communicated to the
District Trensury Ofticer concerned and the Accountunt Genernl, Gujirat, Ahmedabnd/Ditector, together
with n complete list of other branches In the district and their addiesses,

6.2 Tremuy:  Onreceipt of inforavation tn prragraph 6.1 abuve, the Treasury Ofticer willl send o
capy of the spevial seat of the treasury together with his specimen signature (countersigned by the Mumager,
Reserve Bunk of [ndiwState Bank of lndiwState Bunk of Saurashirn conducting Guverament buskness at the
Stution} 10 the Manager/Agent of the link brunch of ench Bunk by nume, under registered cover.

6.3 Pensioner:  Fxbsting pensioners who are desitous of drawing their pension under this scheme
w[th apply 10 the Treasuny Olticed/Sub-Teensury Officer from whom they are receiving pension on or after 1st
Junuary, 1979 in form (Annexure-A} In duplicate,

Futre pensioners will indicute thelr option in the applicution for pension,

6.4 The initiul action aad other preparatory work indicuted In puragruphs 7 ond 8 below should he
vompleted by 3at December, 1978 so oy 10 enuble commencement of peasion puyments (and payment of
undrawn unicars, iCuny by Binks from st Janwary, 1979.).

TRANSFER OF PENSION PAYMUENT ORDERS BY TREASURY TO LINK BRANCI OF TIIE
BAN

7.1 Inthe ease ol applicatlons received st a sub-treasary, the sub-ireasury offices shall, on receipt of the
aption Intnedintely forward both the copies of the application, together with the disburser’s all of the pension
payment orders 1o the District Trensury Officer keephng n sote in lils records of the pension payment orders so
tonsferred,

7.2 The option applications (Origianl Copy) of the peaslances received by the Trensury Ofticer, divectly
of through the Sub-Treasury Ofticer us mentloned in the proceding paragrupls; shall be seat by him, under his
speedil seul and together with the dishurser's hulf of the pension pasyment orders, 1o the nominated link
branvhy of the Public Sectar Bank under ntimation to the Accountant Generul/Director, The documents will
be sent to the link branch through u messenger or under reglstered cover. Simultencously, the pensioaner will
be udvised to approuch to the bunk specified In his appication for receiving fature pension payments,

7.3 While forwarding the above documents to the link branch, the month up to which pension was puid
by the treusury/sub-treasury, and the month from which pension payment is to be sreanged by the branch of
the concerned Public Sector Bank will he elearly indicated. Applicutions received by the treasu ylsub-trensury
up tu e §Sth ol o month should be forwaeded by the District Treasury to the tink branch of the concerned
Publi¢ Sectar Bunk latest by the 25th of that monts to fecilltate commencement of peasion pryment by the
Publte Sector Bunk puying branch on the 18t of the next month,

74 Inrespectof future pensloners, the Accountant General/Director whill issulng the pension payment
onder W the Treasury Officer, will alao mentlon on the pension payment ouder itself the paticulur branch of
the P.S.B. from which the pensioners hus opted 1o draw pemsion, The Treasury Officer will forward both
halves of the pension payment order 10 the link branch of thw Bunk,

7.5 Fuch District Trewsury will mulntudn a record of all panslon payment orders unsferred (Including
peasion payment onder received Gam the sub-ticasurics for such trmafer) by it o the Tink branch of the Public
Sevtor Bund. The duplicate of penstonee's option rpplications will be retained In the district trensury.,
TRANSMISSION OF PENSION PAYMENT ORDERS BY LINK BRANCH TO PAYING BRANCIL :

8.1 The Banks will muintuln ot theis Bk branch a register In the from prescribed In Annexure-B to
serve as un index of the peision payments authorised to be made theough the PSB In the Distilet,

B2 The liuk breanch will verify the speciul scul and signaire of the Treusury Officer forwurding the
dishurser s hall of the pension puyment onder (both hulves In the casc of n new pensionet) with the special
seal und apecimen stgnuture on record with the link branch,
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8.3 The disbwser's half of the pacnsion pnyment order (in the case of future pensioners both halves)
and sy other documents received Trom the Treasury Oflicer (originul option application of pensioner for
deawing pension through Bank) will thereaficr be forwarded by the link branch to the branch sclected by the
pensioner, hereufter refeered t as the “Paying branch”, with a copy to the pensioner.

FUNCTIONS OF PAYING BRANCII :
9.1 On receiptof documents from the link branch as indicated above, the paying branch shall immediately

cklress the pensioner through a letter as in Annexure A-1 to appear at the branch atongwith the documents
mentioned therein,

Relore commencing payment the paying branch shall obtain in the case of a new pensioner, specimen
signiture or thumb impiession as the case may be in the space provided for the purpose in the disburser's
portion of the P.PO. and hand over pensioner's poition of the PRO. 1o hinvher after tallying the specimen
signuture/thumb impression o obtained with that received with the T.RO..

9.2 The process of identification has been fnid down in Rule 258, This comprises checking of signatures
nud photograph of the pensioncrs with those available on the disburser's half of the pension payment order or
received with the pension pnyment order in the case of new pensioners. In the latter case, the pensioner hay
ulso to pracuce his personal copy of the letter of the Accountant General forwarding the pension payment order.

Personul identification will be ONLY FOR FIRST PAYMENT of pension at a paying branch,
In-case, the photograph is not availuble on the disburses's portion, the paying branch will in due course,

abuin new phathograph from the pensioner (which can be atested by any officer of the Reserve Bank or g
public Seetor Bank) and complete the disburser's portion,

9.3 Nou bills will be required to be submitted by the pensioners for drawing their pension through u
Bank, the paynent of pension afier deduction of tax (vide paragraph 9.4) will be made by the Bank by credit
to suvings/eurrent nccount of the pensioner,

94 The puying branch will be responsible for deduction of income tax source from the pension payment
In accordance with the rates prescribed from time to time. In case of pensioners from whose pension income-
tax has been so deducted, the paying beanch will issue in April cach year, a certificate of tax deducted in form
prescribed In the Income-tax Rules, . .

9.5 The paying branch will maintin o detailed record of pansion payments made by it/s from time to
time in the form prescribed in Annexure ‘¢”. Every payment will also be entered on the dishurser's portion of
the P.P.O. and authenticated by the authorised officer of the paying branch. The disburser's portion at the
PLO.s shall be pluced in serial order in a separate file for State Governinent Civil Pensioners which must be
keptin the penvonal custedy of the nuthorised ofticers in such a manner that pensioners shull not have access thereto,

9.6 Euch paying branch will send udvice of pension payments made by it to its link branch by the 10th
of the month; certificate of pnyment will be reccorded on the advice sent. The paying branch will prepare a
serolls in quudruplicate (the seroll will be in the form preseribed in Anncxuse 'C*), where the link branch ond
the paying branch are the same the payment serolls will be prepared in triplicate. Reatining one copy of the
seroll for its own records, the paying branch will forward other copics of the scroll nlongwith the advice. The
wlvice will ulso be supparted by the necessary certificates submitted by the pensioners (See paragraph 14 below).

FUNCTIONS OF TTIE LINK BRANCH ;

10.1 On recelpt of ndvice and serolls alongwith the suppurting documents from the puying branches, in
triplicate the lnk branch wlll consoldate them. .

10.2 Two copies of the scrol! alongwith summary sheet and a duly stamped receipt acknowledging
receipt of the smount from Government on behalf of the pensioners will be sent by the Bank link branch to the
State Bank of tndia or lts subsidiary banks transocting State Government business at the district Head quarters
by the 15th of each month.

REIMBURSEMENT TO BANK AND SUBSEQUENT ACTION :
1L On receipt of the scroll ete., from the PSB, the SBI or its subsidury banks conducting Stute

Govemment business shall ¢lieek the seroll to ensure thit they nre complete to in ull respect and ae accompanicd
by the relevant certifiente in respect of ench payment included therein. Therenfier the net amount of pensions
Y-2122-74
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dishursed by Public Sector Bank will be reimbursed to the Public Scctor Bank by the State Bank of India or its
subsidiary Bank by debit to the State Government account. A copy of the debit advice together with both the
copics of the scrolls and other supporting documents reccived from the Banks will be sent to the Treasury
Officer.

:  Inrespect of the payments of commuted value of pension and arrears of pension
exceeding Rs. 5,000/- each, the paying branch may submit the scrolls relating to such payments and
reimbursment obiained through the prescribed channcl as and when these payments take place. The
related scrolls etc., will however, be forwarded by the reimbursing banks to the treasury officer concemed
alongwith the regular pension payments scrolls once in s-month as at present,

ote—2;  The paying/rcimbursement bunks shall ensure thal no excess reimbursement is
claimed/made. However, if excess reimbursement is made to the paying bank, dec lo any reasons and the
amounts involved is less than Rs. 1,000/ the same may be adjusted through the pension paynent scroll
of the succecding month, by the paying bank putting in 8 short claim to the extent of the excess amount
involved with suitable remarks there for. Where however, the amount cxcess reimbursed is Rs. 1,000/-
or more, the reimbursing bank may prepare immediately an crror scroll for that amount for crediting the
excess to Government account and recovering the same from the bank to which excess reimbursement
had been made.

12 The Treasury Officer will check the correctness of the totals and thereafter incorporate the
transactions in his 10 be submitted to the A General alongwith the original copy of the
scroll and related documents. The duplicate copy of the scroll will be retained in the Treasury.

12.1 The Treasury officer will be responsible for ing of gross pensions and deducti |
income-tax while rendering the treasury accounts to the Accountant General.

13, On receipt of the treasury accounts, the Accountant General will adjust the transactions in the usual
munncr,

CERTIFICATE TO TIL FURNISHED BY TITE PENSIONERS :
14, Pensioners would be required to submit a life certificate once a year i the month of March and a

certificate of non-cmployment under Centrul or a State Government or a Goverament undertaking or a
Corporation or an autonomous body or a Local Fund once in a year.

Al India Service Officers and Gujaral State service Class-1 officers are required also to furnish o
declaration about acceptance/non-acceptance of commercial employment within two years from the date of
theis retirment. They are also required 1o furnish declaration about scceptance/non-accecplance of any
employment under any Government outside Indio, Such declaration should also be obtained every six months
(May and November). In case where the commercial employment has been accepted, withing two years from
the date of retirement without oblaining Government's approval or the conditions attached there to by the
Government while according approval have been violated at any time within two years from the date qf
relirement or employment uader any Govemment outside India or under an International organisution, of
which Governement of India is not a member has been accepted, the disbursing officer on the basis of the
declaration furnished by the pensioner will seck orders of the Government through the Treasury Officer
before making further pension payment,

14.1 Officers of the Reserve Bank of India and the Banks specified in para 2 are authorised to give life
cenificaic for pension payment under the scheme. In case a pensioner is unable 1o obtain lifc certificate from
the authorised bank officer on account of scrious ifiness/incapaciation ctc.. an intimation to this effect alongwith
a medical certificate from a registered practioner in sepport of histher inability to appear in person may be
sent by him/er to the officer-in-charge of the paying branch so that the latter may nominate an officer (o visil
the pensioner at hisher residence/hospital for the purpuse of recording the life cenificate.

14.2 In the case of family pensions, certificate of non-remarriage/non-marriage is required 1o be firnished
by the receiplicnt once in 8 yeas™ for the drawal of the pension for the month of December”, The female
pensioners on altuining age of S0 years should be exempted from submission or marriuge of non-re-marriage
certificate. For this purpose the pensioners should fuenish the date of their birth to the Treusury Officer, who
should record it on the pension payment order. )
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14.3 The centificate mentioned above will be in the forms given in Annexure ‘D",

14.4 As alrcady mentioned in paragraph 9.6 above, the paying branch will indicate compliance of these
requirements in the advices and scrolls sent to the link branch.

14.5 In cases in which non-employment certificate is not furnished by the pensioners, particulars of re-
employment should be indicated. In cases of re-employment under authorities mentiencd in paragraph 14
above the payment should be limited to be basic pension; temperary increasc sanctioned from time to time is
not to be paid in such cascs.

TRANSFERS O PENSIONS :

15, Applications for transfer of pensions may fall under any of the following categerices :-

(i) transfer from one paying branch to another of the same PSB at the same station or in the same
W district, -

(i) transfer from one public Sector Bauk to another at the same station (such transfers to be
allowed only once in u financial year);

(ili) transfer from one place to another in a different District.

15.1 Request falling under categery (i) (ii) and (iii) above nay be entertained by the PSB it sclf. The
paying branch will indicate, On the disburser’s portion of the PPO, the month up to which payment has been
made and will there after return the disburser’s portion of the PPO to the link branch. On receipl, the link
branch will make necessary entries in the register maintained by itin, the form in Anncxute B and forward the
PPo-disburser's portion to the other paying branch, under intimation to the District Treasury for making
futurc pension payments.

15.2 In a case falling under (iii) above, the paying branch will return through its link branch, both the
portions of the PPO to the district treasury officer indicating the month up to which pension payment has been
made. On receipt, the district treasury officer will take nccessary action for payment of the pension at a branch
of a PSB or the Treasury/Sub-Treasury ns per pensioner's request in terms of these orders or as per Rule 240,
as the case may be, .

15.3 To avoid the risk of overpayment at the time of transfer, the following centificate may be recorded
on both the halves of the PPO by the paying branch of the PSB.

"Certificd that payment of pension up to the month of . has been
made and this PPO ists of Conti ion shects for recording
disbursement,

15.4 Except as provided for above, the transfer of a pension from one payment point to another will not
ordinarily be permitied.

TEMPORARY INCREASE TO PENSIONERS :

16. Whencver any additional relief on pensions is sanctioned by Government, adequate nuimber of
copics of the orders sanctioning this payment atongeith the ready reckoner relating there 1o will be sent by the
Finance Department direct 10 the Central Offices and Regional/Local Head Ofices of Public Sector Banks.
These oftices will in tern make imimediate urangements for supplying copies of these orders to their respective
puying branches say within ten days for implementution Euch paying Lranch will promptly determine the
revised rites of relicf on pensions payable to the Statc Government, Civil pensioners under its payment. The
calculations of these rates applicable to individual pensioners would be made as in Anneure 'F* and these
will be noted in disburser’s portion of the PPOs alongwith their elective date {s) under the attestation by the
Branch Manager or tncharge before commencing payment of relief at these rates to the peusioners together
with arrcars if any duc 10 them on this account.

16.1 The Statement showing the calculations of the revised rites (Annexture-F) will be prepared in
quadruplicate. First three copies thercof will be sedt by the paying branch to the concered Treasury ofticer
(through its link branch) for verification and return the fourth being retained by it as an oftice copy. The
Treasury Officer will immediately cheek the calcullations shown in the statement and whetever necessary
indicate, in ull the three copies, the correct revised rates of additionat relicf in the “remarks™ coulmn of the
statement under his attestation. N
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He will retum the original copy of the statement duly checked and attested by him to the paying branch
through the tink Branch within two weceks of its receipt. The duplicute copy will be sent by him to the Accountant
General, while the triplicate, would be retaincd for his record. The Corrections if any, indicated by the Treasury
Officer in the “Remarks” column of the verificd statement will be noled urgently by the link branch in its
related records and it will then pass on that staterment to the paying brauch for similar action being taken in
respect of the disburser's portions of the PPO and other concerned records. Therefier, the paying branch will
take steps to mike subsequent payments to the pensioners at the revised and verified rates and adjust any
over/under payments alrcady made by it on the basis of the revised rate initially adopted for payment as per
para 16 above,

16.2 Wherver a paying brunch is unable to work out the rates and process the payments siccording to
paras 16 and 16.1 above, it will, on reccipt of a copy of the orders sanctioning additional relicl, prepare a
stitement in triplicate immeditately covering all the State Government Civil pensioners under its payment in
the xame form as in *Annexure *F* ™, but leaving blank columny 8 and 9 there of and seat it immediniely to the
Treasury Officer (through the Link branch) for calculuting the reviscd rates of additional relicf. The Treasury
Officer will work out these rates and fill in columns 8 and 9 in all the thiee copics under his attestation. He
will, within two weeks, return the original statement to the paying branch through the Link branch and send
the duplicate, the Accountant General, keepi 1g the triplicate for office record. The Link branch will transmit,
urgently the statement bearing the revised -ates to the paying branch after noting the same in its related
records. On receipt of the completed statement the paying branch will also note these revised entitlements in
the disburser's portion of the PPOs under the auestation of the branch Manager of incharge and proceed with
2 payment of relicf 1o the pensioners at the revised rates including arrears, if any, payable to them on that
«.vount, :

16.3 The enhanced entitlements arising from the sanctioning of additional relicf and their effective daie
(s) may be entered by the paying branch in the pensioners portions of the PPOs at their request, only ufter the
same are vedified/intimated by the Treasury Ofticer.

16.4 Each link branch will be responsible for ensuring that :

(a)  copies of the orden sanctioning additional relicl have actuatly been received by their paying branches
and;

(b) payment of additional relicf at the reviscd rates to the pensioners has been commenced by them
without any unduc delay.

They will also take up with the Treasury Officers cases, if any, where the verification or intimation of
entitlement of relicf ot the revised rates has been defayed for more than one month, cases involving delays
exceeding three months will be brought to notice of the Accountant General for taking appropriate remedial
uction with a copy to the Finance Departiment, ’

COMMUTATION AND REVISION OF PENSION :

17, Inthe case of commutation of a pension, in payment through Public Sector Bank, being sanctioned,
the following procedure will be followed for its payment and amendment of the pension payment order.

17.1 On receipt of conumunication from the Accountant General/Director sunctioning commutation and
indicating the revised rate of pension payable after commutation the Treasury Officer, will forward it, under
his seal to the paying branch through the link branch of the Public Sector Bunk for arranging payment. On
reccipt of the authorily the paying branch will :-

(i) amange immediately payment of the commuted portion of the pension and indicate in the
related payment seroll against this item of payment the Accountunt General'v/Dorector’s letter of authority;

(i) cater the date of commutation payment and date from which the reduced pension is payable
(os indicaed in the commutation sanction) in the disburser's postion of the pension payment order (ns
well as on the pensionee’s portion of the pention payment order at the carliest opportunity);

(i) commence puyment of reduced pension and simultancously arrange

i ) recover of excess payment
made, if any, to the pensioner; and F

(iv) nd\'ilsc the Treasury Officer through the tink branch the date on whi
portion of pension was made and the date from which payment of reduced pen:

h piyment of commuted
sion bas commenced.
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The link branch will also made appropriate entires in its records on the basis of such intimation.

17.A In cases where the amount of pension payable is revised for sanic reasons, payment thercof at
the revised rates, including arrcars if any, may be arranged in the following manner :-

(a) On receipt of the amendment letter from the Accountant General/Director (through the Treasury
afiicer in terms of para 8.1 and 8.2 of the acheme) indicating the revised rate of pension and graded relief due
there on, along with the date (s) from which the payment at the revised rate is to be made, the link branch of
the concerned Public Scetor Bank, will trunsmit that letter after required verification, urgently to the concerned
paying branch, under advice to the pensioncer, after making necessary correction in the indea Register of
pension payment (Annexure-B) maintained by the link branch. The paying branch, on receipt of the
ammendment feuer, will carry owt the required corrections on both the halves of the affected P.P.O. under
attestation by the branch Manager or incharge quating Accountant General ‘s/Dircctor’s letter and endorsment
of the same by the Treasury Ollicer. as authority. The pensioner’s half of the P.P.O. will he obtained by the
paying branch from the pensioner for miking these corrections, Simultanconsly, a not to the effect that necessary
conections have been made in both the halves of the pension payment order will also be made on the amendiment
letter.

(b)  Belore making payment, the paying branch will make a “duc and drawn” statement of pension and
adhoc reliel, adhoc increase and Treasury increase due thercon in Annexure “G™ Further action to pay the
pension and other dues at the revised rates based on the amended PP.O. from the date of revision alongwith
arrcars, if any. will then be taken by the paying brunch in accordance with para 16, of the scheme.

In cases however, the arreius are referced to the Treasury Officer the pre-cheek, the payment of pension
at the revised rate alongwith the other amount due thercon as indicated in the amendment letier may be
started, by the paying branch which will no doubt ensure that the duc and drawn statements are received from
the Treasury Officer promptly and payment of acrears etc. ot recovery of amounts over paid, if any is imade
expenditiously.

(c) The additional amount of death-cum-retirement grataity, if any, payable duc to revision of pension (if
not paid perviously) might also be authorised likewise for payment by the paying branch through the amendment
letter, The amount of graded relicl, if any, recoverable shall be adjusted to the extent possible, from the
additional amount of D.C.R.G. and balance amount, if any, would be recovered from the future payment of
the reduced amount of graded reliefl duc on the revised pension. The balance gratuity, if any left un-adjusted
will be paid to the pensioner and a note of this payment kept in column 4 of the register of payment of pension
(Annexuie 'CY), gratuity payment being debitable to a separate head of account requires to be included in the
separite bank seroll,

In the renuuks column of pension payment scroll. portion of gratuity, which is adjusted against the
amount over paid as graded relicf should be indicated in the scroll for gratutity payments, the gross amount of
grawity payable may be showa in column 4, the amount recovered toward over paid graded relicf in columan
5 and net amount paid in colimn-7, thereof. The entires in the 1wo scrolls may also be cross-referenced for
facility of verification,

The entry "add amount recovered on account of graded relicf ™ may also be passed at the end of the
scroll, for gratuity payments Indicating the aggregate amount recovered in column-7 so as to arrive at the
gross amount paid as gratutity, contra-entry™ deduct amount recovered on account of graded reliel may also
be similarly passed at the end of the scroll for pension payments for working out the net amount debituble to
the head™ superannuation and retirement benefits,

(1} An amount of the recoveries made on account of excess payments of graded relicf whether by
adjusting it against the amount of additional gratity or from further payments of graded relicl due on the
revised pension will be maintained in the "Remarks™ column of the register of payment of pension (Annexure-
C). One copy of the “due and drawn” statement duly verified by the Treasury Officer (vide clause {b) ) will
also be fuinished under u registered caver with acknowlegement due by him lo the concerned Accountant
General, soas to enable the latter, 10 watch that the amount, if any, to be recovered, has actually been recovered
In cach case,

Y-2122-75
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ARREARS OF PENSION OF DEATII OF PENSIONER :

18. Pension can be drawa for the day of the pensioner’s death. On death of a pensioner, the paying
branch will receive death certificate of the pensioner and work out any arrears due to the deceased or
over-payments, if any. made to him. It will immediately take action to recover the overpayments from the
deceased's account for which Banks would have obtained an undertaking from the pensioners as provided in
paragraph 9.1 (ii) above. For payment of any arrears to the heir(s) of the deseased pensioner, the banks will
ceek instruction of the Accountant General/Dircctor through the Treasury, fumishing information regarding
peasioner's date of death, amount of arrears due in respect of the deceascd pensioners and particulars of
claimant(s) asking for payments and the authority (if any) on which the claim is based.

FAMILY PENSIONS ¢

19. The pension payment orders issucd by the Accountant General/Director indicate the entitlement in
respect of family pension 1o the widow/husband conscquent on the death of the pensioner. The Treasury
Officers are authorised to commance payment of family pension on reccipt of death centificate of the pensioner
and the application for grant of family pension to her/him in Form Annexure-E. A Separate pension payment
order is not issucd for this purpose by the Accountant General/Director.

19.1 In the case of pensioness drawing their pension through PSBs, payment of family pension at the
rate indicated in the pension payment order may be commenced by paying branch on receipt of death cestificate
and application for family pension in Form Anncxure-E alongwith the pensioner’s portion of the pension
payment order. The paying branch will enter the date of death of the pensioner in the disburser’s portion of the
pension payment order and also make entries in the pensience’s portion and in the register in form at Anncxuse-
‘C", Before. however, the payment is actually commenced the idensity of the spouse entitled to the famity
pension shall be verified with reference to the joint photograph if any, affixed to the P.P.Q. and other pariiculars
given by the claiment against St. No. 9 and 10 of the family pension application form (Annexure ‘E’). In case
the claiment is a child, the payment may be commenced after a fresh payment authority is received and
identify of the beneficiany/guardian is verificd in the manner indicated in para-9.

Payment of family pension will be made by credit to Savings/Current account of the receipent (not a
*joint or cither or surviver® account) which may be opencd in the receipient dose not already have one
additionaly, an underaking, similar to the onc referred to in paragraph 2.1¢ii) will be obtained by the paying
branch from the receipicnt before the family pension is paid.

The paying branch will also advice the Treasury Officer, through the link branch, the date of the pensioncr’s
death and commencement of payment of family pension for keeping record under intimation to the Accountant
General.

19.1 (A} In casc a report aboul death of a pensioner is received by Treasury Officer/Paying branch
first from a source other thau the widow or widower of the deceased, he/she Manager shall, afier satisfying
himself about the cortectness of the report write to the family members, at the address given in PP.O. seeking
compliance with the prescribed formailities so that the payment of family pension to the entiticd person(s) is
commenced early.

19.2 As earlier mentioned in paragraph 14.2, the paying branch will be responsible for obtaing certificate
of non-remarriage/non-marriage from the receinient.

19. A. (3) Existing State Govemment pensioners and family pensioners who have opted to draw their
pension through bank under the Scheme of payment of pension through public Sector Banks may give their
option for the medical allowance in licu of reimbursement of medical charges to the concerned Treasury/Sub-
Treasury Officer in form (Anncxure-H) in the month of March every year for the next financial year.

In case of obtion received at a Sub-Treasury, the Sub-Treasury Officer shall, on receipt of the option and
after duc scrutiny, forward the option to the District Treasury Officer keeping a note in his record of the
pension payment order so transferred.

(i) In case of option reccived at District Treasury dircctly or through the Sub-Treasury Officer as
mentioned in the preceeding paragraph, Treasury Officee shall after due scrutiny send an intimation in form
(Anncxure-1) (in duplicaic) clearly indicating the rate at which the payment of medical allowancc is to be
made and month from and up to which period payment of medical allowance is to be arranged by the Branch
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of the concerned Public Sector Bank under his special scal to the nominated link branch of the Public Sector
Bank, through a messanger or under registered cover under intimation to the Accountant General/Director.

(iii) In respect of future pensioncrs who opt for payment of pension through Public Sector Banks, have
to give an option for the medical allowance in form (Annexure-H) to the Treasury Officer, Option reccived by
the Treasury Officer, shall be dealt with in the manner mentioned in the procecding paragraphs.

(iv) On reccipt of the intimation from the Treasury Officer in form Annexure-I the link branch will
verify the special seal and signature of Treasury Officer with the special seal and specimen signature on
record with link branch and make suitable note in register prescribed in Annexure-B. it will forward one copy
of intimation 10 the paying branch, after keeping other copy on its record.

(v)  On reccipt of intimation in form (Annexure-1) from link branch the paying branch will enter the
entitlement rate and period on the disburser's portion of PP.O. under the attestation by the Branch Manager
and commence the payment. Paying branch will strictly watch the rate of medical allowance and its entitlement
period shown in the intimation in form Annexure-1. Every payment of medical allowance will also be entered
on the disburser's portion of P.P.O. and authenticated by an authorised officer of the paying branch. The
paying branch will also enter the payment in form Annexure ‘C" (Reviscd).

(vi) Paying branch will not make the payment of reimbursement of Medical charges but they will advise
the pensioners to approach concerned Treasury Officer/Sub-Treasury Officer.
CESSATION OF PENSION :

20. When pension ceases Lo be payable to a pensioner/receipicnt of a family pension on death etc., the
paying branch will made necessary entires in the pension payment order and its records and return it to the
Treasury Officer through the link branch. The latter will likewise amend his records and forward PP.O. to the
Accountant General for similar action and record.

20.1 In cases other than arrears of pension payable due to death of pensioners, if the pension, including
family pension, has not been credited to the account of a pensioner for any reason for a period of more than a
year, details thereof and reasons for not crediting the pension, if known shall be communicated to the Treasury
Officer through the link branch by means of a report sent half yearly on 1st April, and 1st October each year.
So as to cnable the Treasury Officer to report the cascs to the Accountant General under rule 271. If in any
such case, the pension including family pension, hed not been credited to the account of the pensioner for a
period of 3 years, the disburser’s portion of pension payment order should be returned to the Treasury Officer
through the link branch with suitable endorsement thereon certifying the date from which the pension was not
credited.

MISCELLANEOUS :

21, If all the cases for entering monthly payments in the disburser's pensioners portion of pension
payment order get fully used up, the paying branch may add extra sheet(s) with similar columns for noting
further payments. A suitable entry will be made by the paying branch the pension payment orders (disburser’s ’
pensioners portion) whencver a continuation sheet is added specifying the number of cases available on the
sheet.

21. A. In cases in which pensioner's portion of P.P.O. is lost,wom or torn and it is sought to be rencwed,
the paying branch will forwurd the request of the pensioner alongwith both the halves of the P.P.O. to the
concerned Treasury Officer through the link branch for renewal in terms of the revision of rule 235 and 236.
In order that payment of pension is not un-nacessarily delay in such cases in the absence of disburser’s
portion of the P.P.O., care may be taken to send to the connected documents to the Treasury Officer imediately.
After payment for 2 month is made so as to leave sufficient time with the Treasury Officer to do the necdful
and return the documents by the time payment for the next month becomes duc. The Treasury Officer will
also be reminded by the paying branch in cases where the returns of the documents is unduly delayed.

22. The Banks will indemnify the Government against any wrong or over payment to pensioners and
excecute necessary indemnity bond in Form annexure-J prescribed for the purpose.To safeguard their own
interest the banks may obtain an undertaking from the pensioncr that excess payment credited to accounts of
the pensioncrs con be recovered by the Bank. The Dircctor is authorised to accept the indeminity bond executed
by the banks.
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21, The accounts, records and registers maintained in the Branchies of the Banks making pension
payments and also in the link branch shall be opean to audit by the Comptroller and Auditor General of India
orany person appointed by him in this behalf. With the introduction of this new scheme, the present restricted
facility for collecting pensions through the banks on the presentation of bills to the treasuries will become
unnccessary and will be withdrawn with cffect from 3 1-1-1979.

24, The payments made by the paying branches to the pensioncrs/family pensioners of the other State
Governments as indicated in para 1(1) will be distnictly shown by the branches in the payment scrolls against
the State Government to whom the payment is debitable. The payment will however, be initially taken against
the cash balance of Gujarat Government. :

25. The payments made cn behalf of the other State Government as indicated in para 1(1) will be
consclidated by the Accountant General, Gujarat with referance to the payment scrolls received by them
through concemed District Treasury. The Accountant General, Gujarat will also be responsible for obtaining
reimbursement of the amount so paid from the Accountant General of the State Government concerned
instructios for carrying out interstate adjustements will be mutatis mutandis observed in this respect.
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ANNEXURE (A)

Application for drawal of pension through Banks in teans of Government, Finance Department, Resalution
No. TIR-1077/3211(78)-7. dated the 17th Ocrober, 1978, .

.(To be submitted inl duplicate)
To
The Treasury Officer/Sub “Treasury Olficer, ' i
(Place) A !
Sir,
| opt to draw my pension through Bank and give below necessary particulars o x‘n.llhlc you to make
arrangements in this regard particulars of pensioners- .
(O Name 4
()] PP O. No.
() Present Addiess

2, Particuliars of Bank

() Name

:

(b) Branch wheie p;\ymcuxl desircd.
3 *Pensioners S.B./Curient Account No. it the Branch to which p;}mnn is 10 be eredited.
Yours laithfully,
(Peisioner)
Place :
Date :

*Not Jjoint or either or survivor acconnt.
Pensioner's specimen

Signatwe

Y-2122-76
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FOR USE IN SUB-TREASURY

Forwarded to the Treasury Officer alongwith Disburser's hall of ShrifSmv/Kum : ———————
the pension has been paid for the priod upto the month of -

Sub-Treasury Officer.

‘ FOR USE IN TREASURY

Forwarded 1o the Manager/Agent The Disburser's hallboth halves

{Link Branch of Bank)

of Shii/SmvKumari bearing P.P.O. No.
is (arey sent herewith.

The pennioner has been paid pension for the period upto the Month of
pension due from the month of is to be arranged by the Bunk.

Treasury Officer
{With his weal)
Station :

Date :
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ANNEXURE -
(Sec para 9.1.)

-1

Bank

(Name of branch)

{Station}.
No. Date
To
Shii/Smt.
Sub . Payment <;f penxion thraugh Public Sector Banka.
Sie/Madam.

Your pension papers inctuding pensiones’s half of P P. O. have been received w this branch. You arc
requested to call urgently at this bianch for personal identification and bring with you the fullowang documanis on
any wovking day in bet 1

(i Personat copy ot the fetier issucd by the Accountant Genesal/Directoy of Accounts and Treasuries
forwarding yowr P.PO. ta the Treasury Officer.

(i) Non employment cenificate in Form Annexuie D (i) (enclosed) (for retived St Service Offficers
md All India Service Officers).

(i) In the case of deceased Govemment servani certificate of non-remairiage of widow/widower or of
non-marriage by daughter who have not attained the age of 24 years (form Anncavine Dty

(iv1 Undlertaking for relund of excess amounts (if any) overpaid.
(v)

(vi}

(i)

2. Your phuto has not been received alongwith PPO. You are requested to bring with you a jount
spart-xize photo ol yoursell'and your spause.

i

3. you are also required 1o open i xving/current account in your name (Dol loint’ of on either ur
survier account) with this branch unless you are already having one. For this purpose the reguisite forms
for opening a new account ane also enclosed.

Yours Faithtully,
{Manger/Branch-incharge)
Strike out il notapplicabie,



ANNEXURE -8

Tnde registeer of pension payments authorised through branches ol the Banks.

Nunw of Number of Monihly Branch at Date from Remithy
pensionens. the pension amount of which the which
Paynwnt pension payment is pension
order {basic 1o be made. payment
(PO pension) will
and relicf commence.
to be shown
sepacalely.
1 2 4 5 6
B
2.
A3

Nate : Each entry should be atiested by the nominated ofticer of the link branch or the Bunks,
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ANNEXURE-D

Celicate to be submitied by pensioner
(See parugraph 14)

1. LIFE CERTIFICATE

Cenified that | have seen the pensioner
’ . (name of the pensioner) '
holder of pension paymunt order No. and that he is alive on this dute.

Name

(Designation of authorised Officer

Place : Scal
Date ;
1. NON-EMPLOYMENT CERTIFICATE
o1 declare that [ ave not reccived any remuncration for serving in any capacity inan establishment of the

Centeal Govemiment or a State Government or a Govemment undertaking o from a local Fund during the period
November 1o Apnl 19- May to October 19

* ) declare that 1 have been employcedire-employed in the office of
and wan in recerpt of the following emplunients during the period ** -- -

1 declare that ] have aceepted commercial employ after obtaining/without oblaining sanction of the
Gavernment (to be furnished by Gujarat State Service Class-1 Officers during fiest two years from the date of

reurenent).

*) declare that | have/have not accepted any employient under any Goverament outside Indiafafier
abtaning/without obtaining sanction of the Government (1o be fumished by State Service Cliss-11 Officers and
All India Service Officers only).

*Delete whichever is not applicable.
*210 e specilicd.

Place : Signiture
Date Name of the Pensioner.
PP.O. No.



307
[l CERTIFICATE OF NON-REMARRIAGE/NON-MARRIAGE

Thereby declare that §im not married/ [ have not been married during the pasi year.

Signature
Place : Nume of the Pensioner
Date : P.P.O. No.

1 certify to the best of my knowledge and belicf tht the above declaration is correct.

Signature of a cesponsible oflicer
or a well-known person.

Place : . Name

Date - : Designation
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ANNENUREE

Vors of Applicuthon
Penson i Faaly Pension Scleane for State Government Eimplayees, 1072,

Lo Nuww o U applieans
EH Widow /Wiy
I Cnandin 1 e secemsed person iy
suevived by chibd o ehaldign.

2 Namwand age of snviving Wadow Al
Wil st hlen ol e deveased Government
Serv e,
St Name Relationshigrwath Date of it
Nu, e deceased person Chostin era,
B
)
b3
\
4
s,
[

L N and Nuc ol IO of the deeraned
e,

1 Prate alsbeatl o the Claas stmmment wrvamd
s,

Lo patmen b obe de eased
vt Servant/pensiones senved I,

b Wb applivant s guandin his date of iy
st ielannsting with the e enved Gyt
Servaniisivione

BA 1 the appdicant boa widow Avidow e the
Aol o ey boe pvison whivh shefhe
ey e i aeceipt on the date of deally ol
the nbandiw iy

L Puliaddiess al the wpplwant,

N Pl of pusiwnt ol peiakon aml grantily
Cheasmy, Sub Tvasiy o publy Se
Itk Beang .

9 Padoae,
0V F o specmensigiaties of the
npphivan, dady attested (o be
Mboshied i o sepanate sheets),



o
i)y Twovopies ol Passport size photograph
’ o the applivant. duly atesied.

Ciley Mwaslips each beiting teft hund thumb
1 angd linger fmpressions of the applicunt, K
duly nttested.

.,
Civ ) Dhrdptive roll o the applicant duly
' attested. indicating ta) height and (by \
' persotnl mmhs, iFuny, on the hand,
) Tnee vle. txpecily a lfow compivions
marhs ot less thun twa it pessible)
(1o be Tamished in duglicate).

(v Centilivate ) alage(n ordginal with two
. attested vopiva) showing the dates of bisth
ol the ehitdven, The centicutes shoutd e .
fiom the Municipal anthorities or from the :
local panchayat vy frem the head of w
Aecognised sohuol, iFthe chillis studying . : -
in such schoul (Vs information should ol .
e Mndshied bnsespect of such chabd or
chiliren the pastivulans of whose date of
blith i nataviitable with the Thead of OfTice).
1 Stpmtue on et Bared thumb tmpression (* ) of the s ,
apphicant,
'
1 Auested by FULL ADDRESS - Sipmuune
thl N
tin)
tith
120 Witness: + .
) :
(i) : -

Now - Attestation shold be done by o Gazetted Gavermnment seevants ar twa oF more peisonis of wepectabily
T the s n, village o pasagans T which the applicant sesides. .

e cane ofre naniage of the widow while applying for family pension on behait of the minor chald,
the widdow should Aunish ) the date of her re-ourrdage G Name of the Treasy /Sub: Treasuny Public
Secton Bank Wranelvat which payment is desined and iy ber Al addeess i the apphcation of fanily
peion. Btis aot necessary 10 Andsh s fesagpliction o the documents as they ane abeady available
with the peasion: papers on which tamily pension was originally adositted to .

* 0 e Nunished i cuse the applicant is not literate enotigh o siga,

V212278
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ANNEXURE -F

Statement showing caleulation of Temporary increase payable with effect from — —- ——————t0
Stte Civil pepnsion sunctioned by Gos emment of Gujural Fnanu Departmeny vnd» Rusolution No dated.

St. No. Nanw PPO. No. Date of Amount o[ * Amount of
: retirement. original Temporary
pensioy Increase &
estruordinury adhoc rebicf
pension {Prior <anclioned
focommutation  with clfecy
’ ' if any). T from 14141973,
] 2. 3 4 ] [}
Tatal anwunt Percentuge rate Amount of Totul Remarks
of pemsion cte, Temporacy increase Temporary increase
-n which Tu b applicd to payable {subject
Femporary the smount ' to prescribed
Increuse indicaned in . minimum and
yuble Col.$+6) Col.T) maximum per month,
7 8 . 9 19
R». Rs.

Station ;
Daned.

Forwarded i triplicate (0 the Treasury Offic

(Signature of Mundger or Incharge of the
paying branch, with stamp}

Station;
Dawed: )
(Authonised signaure of the
link brance Officer with samp/seal)
R 1 The indicated in col. 9 huve been verificd and found comect <ulvjul 10 the corrections,

‘lo be attested by the Treasury Officer indicated in the Remarks column),

Treasyry Olficer,
To ’
The Munager/Ofticer-in-charge,
Explanatory Note ;
). Colunin-6 is npplicable only to punlomn who retired from Government service on or before 318t
December. 1972;
2 In the cuse of divisible peasion ie. where PLl‘thn is payable 10 more than one rvu:plulla the

enhance entitlement iy be worked out on the nggrigate original amount uf punsion sunctioned and then devided
umongest the receipicnts on the busis of the applicuble ration.

A The amount of Temporury incacase payuble and us shown in Column 9 should be rownded off to
the next higher rupee vide G R.E.D, No. NVN-1081-1844-P daicd 28-7- 1981,



Name of Pensioneg

il
, ANNEXURE - (6"

Due and Drawn Statemeny.

PP.O. No. :

Month Amount diie as per
: AG/Dircctor of
Accounts and
TreasriesT.0's
r'cylx‘cd: authority

Amount Drawn

Bulance payable t+)
. Recoverable (=)

letter.
Pension Craded Pension Craded Pemvion Craded Relicy.
Relicf. Relict.
Rs. R Ra. Rs. Rs. R».
Totad : A
Less umount payable as addational
N.C.R.G. Netamount recoverable B:
on account of graded relicf.
A-B

Rupees (in wards) only

Checked and found cotrect=

Treasury Officer.

Branch Manager/lncharge.

[ YLt
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ANNEXURE -H

(A) To be filled in by the pensioner.
Nanw of Pensioner @

P.PO. No.

Nume of —

Pubhe Scvtor Bank.

Namw of
Branch
To
The Treasury Otficer/
Sub-Treasury Officer.

Sit/Muadam, o '
Thave read and understood!T have been given understanding about the provisions and conditions goveming

the grant of medical allowance to the State Government pensionens. Gujarat Stat Scrvices (Medical Atendince)
Rules. 1964 is applicahle to we. Therefore, T opt/do nol opt for the medical allowance for the financial year
198——10 198 X

is a Government servant/Pensioner in the office/Department of-

2. My husbund/w ife/brother/sister/fathec/mother/son/daugh amed

Gujarat State Services (Medical atendance) Rules, 1964 is applicable to them and he/she has opledinot opted fon
the medical allowance, . .

Yours faithfully,
N
Place :
Dute :
(B) To be filled in by Treasury/Sub-Treasury Officer.
{1) Shei/Smi " is a perisioner/Family
(xetsioner and receiving his pension form Treasury/Sub-Treasury—-——————— From

— Gujurat State Service (Mudical attendance) Rules, 1964 is applicable 1o huwher.
Hence hefshe has given option for Medical Allowance which is found correct/not Tound correct. on
verification.

€2) Therefor: any option excrcised by himvher for Medical allowance is acceptediot accepted Medical
Allowance granted/not granted to himiher, for the finncial year 19 o 19 — fronithe month —

(3) A note reparding the option for medical allowance hay been made in the relenvant record ol
pension puyment order. .

Treasury/Sub-Trcasury Officer,
Note : Cases in which the paticulars mentioned ubove in A(2) is applicable in such cines both the controlling

olficers should send one copy of option to each other.

Forwarded 1o the Treasury Oficer

Suh-'l"'ru.mu,\' Ol r

“



R 1)
ANNEXURE-I

To

The Manager/Agent,
(Link Branch of Bank)

Sub :- Option for Medical Allowance.

Sir,

Pensioner Shri/
Smt
P.P.O.No
who has opted to draw his/lhier pension through your. iy
branch has exercised an option for medical allowance.

Kindly ;'m.mgc to pay him Rs ; . (in words)
(Rupees. from
10 . as medical allowance.

J Yours Faithfully,
* Treasury Officer.
1

Y-2122.79
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ANNEXURE 'J'

THIS BOND OF INDEMNITY executed
at this

day of feaerd y ..One thousand Nine Hundred
and

by. a baoking corporation established under the Stare

(Nanw of the Bank)

Bunk of India Act, 1955 Statc Bank of India (Subsidiary Banks) 1959. the Banking companies (Acquisition and

Transfer - of Undertahings) Act, 1970, and having its Head office

at (here inafter referred to as “the Banha™. which term shall

unless repuguant to the context, include its successors and assigns) to finally bind themsehves in favour of the

Governor of Gujurat thereinatier referred to as "the State Government™) for any loss caused to the Government
" Tor any wrong of overpayment made for the payments of pension.

WHLEREAS the Govemnment of Gujarat thereinafier referred to "the Govermment” have decided to provide
facility 10 pensioners of the State Government to receive their pension at any branch of the Bank in terms ol the
orders issucd in this behalf by the State Government in foree from time to lime and subject 1o the Bunk'x aggrecing
in indemnifying the State Govemnment agaianst any loss caused to the Government on account of a wrong or
overpayment that may be made by the Bank.

AND WHEREAS the Bank has agreed to arrange piyments on behalf of the State Government to such
pensioner by credit to theie savihg/curnent accounts and to idemnify the Government by executing this indemity.

NOW THIS BOND OF INDEMNITY WITNESS that in pursuance of the said agreement the Bank docs
hereby convenent with. and undertake 10, the State Government and its successors in Office. that in consideration
of the State Government agreeing to pay to the Bank from time to time the amounts of the pensions due to und
paid by the Bank to the said pensioner of the Government who are the Constituents of the Bank, the Bank hereby
undertakes to refund to the State Govemment on demand and without demur any amount s hich is so paid to the
Bank by the Stute Government but is found os established not 10 have been paid wholly of in part to the pensioners
concemed by the Bank, or any amount, which has been paid to a pensioners, including any person drawing i
family pension beyond the date the on which the pension. including any family pension, was or is due, or uny
amount which has been wrongly paid. or any amount which has been paid otherwise than. or in excess of. the
authority granted and instructions issued o the Bank by the Government of the Reserve Bank of India frmm time
totime.

The Banh hereby ugrees that the smount of money when demanded by the Government from the Bank as
due and payable to the Stare Government by the Bank on account aforesaid shall be conclusive. proof as to the
amount duc and the tiability of the Bank to pay the said amount to the Government.

Th; Bank hereby agrees wi_l': and undertakes to the State Government and its successors in office tht it
shall fumish to Ihc. authority s[.rcmlmq or nominated i!l this behalf by the State Government such information
::.::lng to |fu. v[u‘.vmon‘.\ !n question whg!: have been paid by the Bank as nny.bc culled for by such sutharity from

0 time ha\vmg regard to the provisions of any law which may for the time being be in foree or the practise
among bunkers in regard to the secrecy of their information relating 1o their customer's accounts.

IN WITNESS WHERCOITTHE (Bank) HAS
CAUSED THESE PRESENTS 10 be executed on its behalf the day and yéur first here inabove \\.'.riu‘an i

SIGNLD AND DIELIVERY BY..... ... e, IR RRPRR on behall of
the Bank in the presence of :-

)

2y

Wilnesses,

Accepled for and on behalf of the Governor of Gujaral by

in the presenceof ....o.uus,

Note : The stamp duty payable on the documents will be payable by the Governor of Gujirat
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FOR LAND TAKEN UP UNDLR THE LAND
ACQUISITION ACT.
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APPENDIX - XVI
{ Sce Rule - 297 (1))
Rules for The Payments of Compensation for Land Taken up Under the Land Acquistion Act.

L. Unless there be something repugnant in the subject or context, the rules given in this appendix of the
acquisition of land for the Public works Department apply mutatis mutandis to other depaitments of the govern-
ment also,

2. Theterm * Act ' used in this Appendix means the Land acquisition Act, Act-I of 1894,
LAND ACQUISITION OFFICERS.

3. After all preliminarics in respeet to estimate, efc., that miy be requiced under departmental rules in Force for
the time being, have been duly carricd out, the land will be taken under the Act either by the collector or by
some special officer who is placed at the disposal of the public works depaniment and invested with the powers
of a Collector under the Act; the procedure differs in the two cases,

PROCEDURE OF SPECIAL OFFICERS APPOINTED UNDER TIE ACT:

4. Officers who are specially employed for this work being invested with the powers of a Collector
under the Act and placed at the disposal of the Public works Department, are regarded as public works disburs-
ers, and are supplicd with funds in the manner prescribed for the works outlay of public works officers the
expenditure being accounted for under the rules in the account Code. The following procedure shall be ob-
served by such olticers,

5. When an award is made under Section-11 of the Act, the officers shall have a statement prepaced in
the appended form (marked-A) showing the amounts payable to cach person under the award, and shalt on the
day the award is made, forward a copy of the statement, signed by himself, to the Accountant Generl with
whom he is in account. Before signing the copy the officer should carctully satisfy himself that it cormrectly
shows the amount due under the award, and should himself enter the total of column 6 of the statement in words
both in the original and copy. A subsidiary statement in form AA giving particulars regasding the acceptance by
the persons conceened of the amounts entered in column-6 of the awird statement should also be furnished to
the Accountant General as soon as possible. If the subsidiary statement is not complete on the day that the
uward is made the nccessary entries in column? of statement ‘A" will be made in the Accountant General's
office on the receipt of the statement in forin AA.

6. ln case where an award has been made by a Court under Scction 26 of the Act, a second awrd
starement should be preparcd in the accompanying form (marked-B) by the Land Acquisition Officer as soun as
the decision of the Count is ascertnined, and o copy thereof forwarded 1o the Accountant General. On receipt of
this statement, the Accountant General will proceed to check the entries in columins 1 to 4 with the original
award by the ofticer.

7. Any change in the apportionment of the Officer's award made by a Court under section 30 of the Act.
should also similarly be icated 1o the A General for the necessary corrections in the award
statement. And if under section 31 (3) of the Act, it has been arranged (o grant a compensation otherwise than
in cash, the nature of such compensation should be clearly specificd in the column of remarks in the award
Statement, .

8. In giving notice of the award under Section 12(2) and tendering payment under section 31(1) 1o such
of the persons interested as were not present personally or by their representatives when the award was made,
the officer shall require them to appear personally or by representatives by a certain date, to receive payment of
the compensation awarded to them, intimating also that no interest will be aliowed 1o them if they fail 10 appear,
If they do not appear and do not apply for a reference to the Civil Court under Section- 18, the officer shall, aler
any further endeavour to secure their attendance that may scem desirable, cause the mnounts duc to be paid in
the treasury as Revenue Deposits payable to the persons to whom they ure respectively due, and vouched for in
nccompanying form (Marked-E). The officer shall also give notice to the payces of such deposits, specifying
the treasury in which the deposits have been made, In the Collector's accounts the amounts deposited in the

Y-2122-80
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treasury will at once be accounted for as public works Expcr{dilu;c. and when the persons interested under the
award ultimately claim payment. the amounts will be paid to them in the same manncr as ordinary Rg\'cnuc
Deposits. The officer should, as faras possible, amange 1o make the payments dueinor near the village to which
the payces belong. in order that the number of undisbursed sums to be placed in deposit on account of non-
attendunce may be reduced to a minimum. Whenever payment is claimed through a representative whether
before or after deposit of the amouni awarded, such representative must show legal authority for receiving the
compensation on behalf of his principal. e ' ) :

9. In making dircct payments to the persons interested under the award the officer shall take the receipt
of cach person 1 whom nioney is paid on a separale voucher in the accompanying form (imarked-C) containing
a reference to the item showing the amount dye to that person in the statement prescribed in paragraph-5. In
cases where payments are made (o a number of persons under a single award, acquittance roll in form CC may
be substituted for separate receipts in form-C. The officer shall forward the separate reccipts of the payees or the
aCquittance roll, as the casc may be, to the Accountarit General with whom he is in account, when forwwiding to
him the account of the month in which the payments are made. & A ' . .

10. All payments into Count for deposit under the Act should be made by means of cheques in favour of
the presiding officer of the Count, payable by order of the Court to credit of Civil Court Deposits. The cheques
should be accompanied with receipts in triplicate in form-D, duly filled up, of which onc will be retained by the
Coun for record. and the other two returned duly signed to the Collector, who will keep one copy and forward
th2 other (o the Accountant General with the accounts of the month in which the payments are made. The
amounts deposited in the Court will be accounted for as expenditure in the public works accounts of the Collec-
tor and the ultimate payments to the persons interested under the award shall be ix'mmgcd for by the Courts
under rules for the payment ot Civil Count Deposits. o

. o s . e
¥1.. When a Court has awarded any compensation in excess of the ofticer's award, the further payment
due, as entered in column 6 of the award statement in form-B should be made intd the court by means of a

cheque. and the procedure described in the preceeding paragraph <houlld‘bc followed, form-D being used with
the necessary changes to give full particutars of the order of the Coun. s :

12. The Head of the Locul Administration may authorise any particular Land Acquisition Officer to
make all or any of his payments by cheques. provided no inconvenicnce is caused thereby to the payces in
conscquence of the property being situated at a distance from the Ireasury. T

Payments under the Act after the Special officer Is relieved of his spu'ciul Dutics.

13. Inany case in which a reference is made to the Civil Count, and the award of the court is not made till
after the special officer has been relieved of his special duties the further payments duc under the award shall be
made by the Collector who will observe the same procedure as if the reference to the Civil Court had been made
by himsclf, as prescribed in pacagraphs 10 and 11 above.

Procedure of Collector or other Civil officer not specialty employed for Iand Acquisition, ‘

14.. When the land is taken up by the Collector or other Civil Officer, not specially employed for the
work, such Collector or Civil Officer is not a Public Works disburser, but draws money for payment due under
his award from the Civil treasury. Such Collector or Civil Officer shall. as soon as he makes the award or as
s00n as he ascertains that an award has been snade by the Civil Count, prepare a Statement in Form A or B or in
both, as lh? case may be showing the amounis due, and forward a copy thercof to the Accountant General
concerned in the lmanner prescribe in paragraph-5 and 6. Additions and alteration in the award statement should
also be c d 10 the Acc ant General as prescribed in paragraph-7, and a suh;id{m—, statement in
form AA should, if nccessary, be furished as faid downin paragraph-S. The procedure laid down in paragraph-

8 should also be observed by such Collector or Civil Officer,

' .

15. In making the psyments due under the award, the Collector sh
payment is made a receipt in Forn-C containing a reference 10 the particu!
anount duc to the payee. In the casc of payment 10 3 number of persons und

Ml take from sdch person 1o whom
lar entey in the award showing the
er a single award an acquittance roll
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may be subsnlulgd for separate receipts as faid down in paragraph -9. Thcrc receipt will be the Treasury officer’s

voucher for the payments, and shall be forwarded by him with the accounn of the month to the Accountant
(‘cncral For paymcnls nuo Civil Courls lhc proccdure laid down in paragraphs 10and l 1 should be obscrvcd

16 The Treasury Ofﬁccr has no concern with the award or.with the award statement, he makc> the
payments on the authority of the Collector, or other officer assessing compensation. The Collector may cither
dratv the amount to bc disbursed to cach payce separately, in which case be should countersign the reccipt in
Forin-C and make it payublc at the lrcasury to the payce altering the words “Paid in my present in cush / by
cheque 10 pay” or he may draw the total amount to be disbursed by him under the award on his own receipt as
an advance, and after making the payments forward the receipts of the payees to the Treasury Officer in adjust-
ment of the advance. In the former case, an advice list of the forms passed for payment should be sent to the
Treasury Officer, who in turn should sent weekly an advice of orders paid.

Procedure in the office of the Accountant General.

17. Whether the payment is mide by a special officer or by the Collector (or other Civil Officer) the
auditof the Accountant General will consist in seeing that every payment is supported by a receipt in Form-C,
CC, D or E. and that the amount paid on such reccipts is the amount payable under the award, as shown in the
statement of which he will have received copies under the preceding rules. The Accountant General will also
note in the last column of Form A the date on which possession is taken as reported to him by the Exccutive
Engineer or other officer.

18. The Accountant General will as he receives the vouchers, 1ill in the entrics in the appropriate
columns of the award statements (Forms A and B); and as he receives the reports of possession he will fill in the
entries in column 10 of the statement in Form-A, when all the vouchers showing either payment to the payec or
payment into the Court on deposit and reports of possession have been received, he will forward the completed
statements in forin-A, AA, and B o the Chief Revenue Authority. This will complete the audit of the Accoun-
tant General: any other or further returns, or reports from the officers who assess or pay compensation will be
disposcd of by the Chief Revenue Authority without reference to the Accountant General.

Procedure when no money compensation is paid.

19. In cases in which compensation is granted in the shape of either land in exchange or remission of
revenue as provided in section 31(3) of the Act. and the land is acquired for Government purposes, no adjust-
ment of the value of the land given in exchange will be required, unless it is separately purchased by the
Government. If, however, the fand is acquired for a body financiaily independent of the Government, the value
of the Government land given in exchange and the capitalised value of the statement of Land Revenue should be
debited against advances of Funds (Paragraph-21) made by that body. ’

Investment of Compensation money deposited in Court,

20. Investments under Section 31 and 33 of the Act of money deposited in Court should be arranged, for
in the case of purchase of Government sccurities in communication between the Court und the Rescrve Bank of
India and purchase of land should be cffected under the Court's orders through the Collector or other Revenue
Authority of the State. The Bank will inform the Court what sum should be remitted to enable him to makc the
investment, and this amount will be paid from the deposits in Court.

Adjustment and recovery payment on behalf of bodies finoncially independent of the Governmient,

21. Inany case in which land is acquired for a municipality or other body financiully independent of the
Government, the Head of the local administration may direct that the payments, instead of being made and
audited in the same manner as the ordinary payments of such body, shall be made and audited as if the land were
being acquired for the Government. If the head of the Local Administration issue such an order, the Collector or
other officer, who makes payments on account of the land acquired, shall draw funds from the treasury and
make payments in the manner laid down in these rules, using the forms prescribed and shall render his accounts
to the Accountant General. The municipality or other body will pay the estimated cost of the compensation to
the credit of the Government in advance® on such dates and in such instalments as the Head of the Local
Administration may direct further payment to the Government being required as soon as the Accountant
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Gencral reports that the payments made exceed the amount received in advance. Accountant General will deal
with the accounts and payments as prescribed in these rules debiting the payments against the advances re-
ccived from the municipality or other body.

*These wms should be credited in the Treasury secounts 10 3 special deposit head under Civil Depusits “Deposits for work done
for public bodics or individuals™ white any charges shuuld be supported by the prescribed voucthicrs, unluss these cannot be fumished at
once in which case the Accountant Genera) will place them under objection, ill the recessary vouchers hase deen obtained. IF the
swanding officer chould at any time have in hand any sum in excess of his immediate requinemicats, he should repay it into the teeasury
for credit of the apocial deposit head any balance of the sum originally credited which is not clainied t the cxpiration of a year from the
daic of the awand will be paid into a Civil Coun by the officer in accordance with parugraph-10.

g
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APPENDIX = XVIL
( See Rule < 300)

INSTRUCTIONS FOR COMMISSION AND COMMITTEES IN DRAWING MONEYS

FORTIEIR EXPENDUTURE
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APPENDIX - XVII
( See Rule --300) - -

INSTRUCTIONS FOR COMMISSION AND COMMITTEES IN DRAWING MONEY.S

FOR THEIR EXPENDITURE

L. These orders apply to Commissions and Committees of the Government which do not remain exclu-
sively at the headquarters of the Government. In what follows the tenns, “Commissions (s)", applies also to
such committees. The Secretary will be the officer in charge of the accounts unless a separate officer has been
nominated for this purpose. ' ! :

2. All expenditure will be Incurred under the orders of the proper depantment of the Government and
disbursments may be made except in accordance with authorised rules and orders, The expenditure will unless,
specific orders to the contrary arc issued, be audited and b{oughl to account by the Accountant General.

CHEQUES :

3. The Accountant General should be supplied with peci ig of the Sccretary to the Commis-
sion and he will arrtange for the supply of necessary funds on the application of the Secretary. Applications
should ordinarily be made by letter in sufficient time to audit of an assignment being granted on the treasury by
Ietter or when necessary by telegram. The Secretary will draw against such assignments by means of cheques
which may either be made payable 1o the Secretary when he requires cash or to individuals to whom the
Secretary has to make payments. Cheque books will be furnished by the Accountant General on requisition to
him. Before a cheque book is brought into use, the Secretary should advice the Agent or Manager of the Bank

or the Treasury Officer concerned and supply him with the peci g s. As far as possible the Secre-
tary should make payments by cheque in order to avoid the risks invoided in the custody of cash.
BILLS -

4. Bills should be prepared in the appropriate bill forms prescribed in these rules and attention is di-
rected to the requirements of rule 84 in this connection. A rubber stamp should be used to record on each bill
the names of the major and minor heads (if any) concerned and the name of the Commission. No separule bills
in respect of contigent charges need be submitted, the payees receipt being treated as bills in such cases.

Payee’s receipts for items not exceeding Rs. 50/~ nced not be furnished 1o the Accounts Officer but
should be retained by the Secretary ofter cancellation for a year before destruction. Such item should be de-
tailed on the reverse of the abstract submitied to the Accountant General under paragraph-5 below. Where
payee’s receipls cannot be obtained without a dispropartionate amount of trouble a certificate from the Secre- °
tary ta the effect that the expenditure has actually been incurmed will be accepted.Vouchers in appropriate forms
should ucco'mpany the abstract mentioned in paragraph-5. Attention is also dirccted to the necessity of furnish-
ing an absentee statement or a nil report regarding absentees with vouchers relating to the pay of the establish-

ments.
CASH BOOK AND ACCOUNT,

3. A cash books should be maintained in form G.T.R, 2 and an abstract of the same in such form as may -
be prescribed by the Accountant General (Duly signed by the Secretary) should be submitted to the Accountant
General cach month, so as 10 reach him not later than the 10th of the following month. The abstract should show
(on the reccipt side) the opening cash balance and (on the disbursement side) the closing cash balance of the
month, the latter being verified by the Secrctary by actual count. If he is unable to do this, he should make
appeopriate modification in the ceriificates regarding actual count. The following certificates should be
recorded by the Sceretary on the abstract; o
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*(1) The closing balance h;.|s been Verified by actual count and found correct.,

(2) Conveyance hire shown in the abstract was unavoidable and was not incurred for a Gazetted
Government servant.
3 TS IS B Y N S MR L I R ..
(3) Anticles of non-expendible stores included in the abstract have been duly ‘accounted for in a
stock register maintained by me and that the rates paid are, not high as compared with market rates and
were received in good order™. T R ’

RECEIPTS
‘6. Receipts of Govc‘mn;l'cnl monc'y should not bc acknowledged by letter. Counterfoil machine humpcrcd

veceipt books in forn G.T.R. 5 should be used and all receipts should be signed by the officer-in-charge of the
accounts and by a clerk. This officer should attest the relevant entry in the cash book when he signs the receipt.

VERIFICATION OF CASH ) . .
7. The actual cash balance should be verified during the month by the officer-in-cherge of the accounts
and he should then record a dated certificate” cash in hand verified and found to be Rupees (in words)..........

.. (Rs. ) (See also paragraph-5 regarding month verification of cash

, CUSTODY OF Casn " Pt T

. . . . . i . s ' A
8. A cashier should be appointed to each commission, who will be responsible for the cuslodyfof cash
and control of receipts and payments. Wherever possible the cashier should be a person who holds a lien on a
permanent post under the Government, but if this is not the case he should be required to give adequate security.
Money should not be drawn in advance or in excees of immediate requirements or merely to prevent a lapse of
funds. A cash box should be provided for holding the cash and it should be deposited in the nearest treasury or
sub-treasury for safe custody when an appreciable sum of money has to be kept overnight, such action must in
particular be carried out when some days will elapse before the cash in again required. If the cash box is not
deposited at the Treasury ovemight, proper steps should be taken for its s‘alfcly.

R Yo L

9. Government money should be keptin an entirely separate cash box from private cash and transactions
relating to services rendered to the personnel of the tommission should be kept out of the Goverament accounts
Persons entrusting their private money to Ihe cashier do so at their own risk, but the Sccretary should depute

some one 1o verify monthly the cash balance held against such private transactions. .
CONTROL OF EXPENDITURE.

10. The following general instructions fclaling to the control of cxpendilurc.: will be applicablc.‘exc'cbx
to the extent that they are abrogated by specific instructions to the contrary :- .

I . o . . . . ' .
(1) The administrative Department concerned will be responsible for the control of expenditure.

(2) The Secretary will send the controlling authority a monthly statement showing to the nc;reﬁl
rupee the progressive expenditure from the 1st April of the current year to the end of the past month
under the heads :- .

Pay of Officers (non-Voted) . B L
Pay of officers (Voted)

Pay of establishment-
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Allowances and honoraria-
Contingencies™.

(3) For the purpose of control, the Accountant General will also send to the Controlling aurhor}ty

amonthiy of book adj relating to the expenditure of the C ission and will i
to the Secretary and to the Controlling authority any i of lassification in the prepared
by the Secretary. .

(4) In special cases, sub-heads, other than those mentioned in clause {2) may be prescribed.

PURCHASE OF BOOKS AND STATIONERY,

L1, The Secretary is authorised to ingur expenditure on the following items subject to the cost being
met within the sanctioned allotment of the Commission.

(1) The purchase of such books and publications as may be required for the Commission's use;

(2) The local purchase of such articles of stationery as may be urgentiy required upto Rs. 20/- in
each case and subject to a maximum limit of Rs 250/- in the year.

PRINTING.

12. The sanction of the Controller of Slfuioncry and printing is required before the printing work of
Commissions can be undertaken in any Government Press. The question of the desirability of printing the
evidence before committees, etc, should be carefully considered in each case and as far as possible the printing
of evidence in full should be restricted to the most important Commissi only. Such issions as are
authorised to have printing work done should ordinarily confine their work to a particular press and should
avoid sending it piecemeal when found necessary to send work to other presses, care should be taken to send
a sample of that portion w hich is already in print, so as to serve as a guide in regard to set-up, style and size. All
work will be paid for in cash on presentation of the bill by the press concerned. Managers of Presses should
submit theit bills promply as difficulty arises in realising the mony once a Commission has been dissolved.
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APPENDIX - XVIII

(See Rule 312)

DETAILED INSTRUCTIONS ON THE SYSTEM OF PAYMENT BY CHEQUES : |
INTRODUCTION :

Conscquent upon the inwroduction of the system of payments by cheques at the Treasury/Sub-Treasury, 3
new Group of staff for the writing of cheques and other retated work will be added to the existing groups. The
following paragraphs prescribe the procedure to be observed regarding receipts of bills at the counter.
endorsement of pay orders. writing of cheques, their delivery and other connected subjects.

(1} With the introduction of the cheque system of payment in Treasury payment of interest on
Government Securities will not be made by cheque. The payment of such claims will be continued to be made
on bills as is being done at present. .

2, Recciving of bill at Counter :

2.1 Allhe bills shall be received at the counter and for each bill received a token will be issued by the
counler clerk, The counter clerk shall maintain separately for Central Government and State Government
Transactions bound register of bills received, in from A in triplicate, the duplicate and triplicate copies being
on perforated sheets. The separate department-wise register will be opened for Gazetted Officers bills and
Non-Gazetted Officers and other bills. :

2.2 Onreceipt of the bill the counter clerk shall handover the token to the party at the counter and make
necessary entrise in the relevant register. He shall send the bills in convenient batches to the respective bill
clerks in the bill section. The bill clerk will receive bills alongwith the duplicate and triplicate, perforeted
copics of the said regester and put his signature on the original copy thereof.

3 Checking and passing of bills in bill Section :

3.1. The bill clerk should on receipt of the bill exercise proper treasury check. The bills with cannot be
passed for one reason or another will be returned to the counter direct for delivery to the party concerned
through the “Register of bill received” after making suitable entries therein. The unpassed bills should be
accompanicd by a memo signed by the Treasury Officer/Additional Treasury Officer/Accountant/Assistant
Tecasury Officer stating the grounds on which they are retumed. The unaudited bills should be returned to the
party after noting in the register of bills returned unaudited in form B and receiving the token, In case where
the bills have been accepted after scrutiny, the bill clerk shall affix the pay order on the bill and fill up the
relevant entrics in the *Regisier of bills passcd’. The bills should also be marked *Scroll-wise"and the name of
the party in whose favour the cheque is required to be drawn should bewritten on the bill in red ink immediately
above the pay order. It also be indicate whether the cheques should be crossed or open. In case wher the bill
is payable in the following month, a stemp *Not payable before the L5t proxinto® should be affixed next to the
pay order. All such bills should be submitted to the Treasury Officer/Additional Treasury Officer concerncd
together with the “Register of bills passed* for signature. The Treasury Otficer/Additional Treasury Officer
shall curry out such scrutiny as it required of him and will sign the pay order and *Register of bills passed” and
returncd them to the bill clerk concerned. At the end of each weck the bill section concerned will prepare a list
of outstanding bills from the various bill registers and submil it to the Treasury Officer for scrutiny.

3.2. Before signing the pay order “on the billcheque or signing the objection memo for unpassed bill/
cheque by the compentent officers as mentioned in para 3.1, the Bill clerk shall submit the billVcheque to the
nominated officer of “Curd Index System™ for verifying the signaturc/counter signature of Drawing officer/
Controlling officer on the bill /cheque.

If the signature of Drawing officer/ Controlling officer (where necessary) on the bill/cheque is found in
arder, the nominated officer shall rerurn the bill/cheque to the bill clerk with the following endorsement on
the bill/cheque with his full dated signature, fo.r further necessary action ;

“Signature on the bill/cheque is compared with the specimen signature and found correct”

Y-212285
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In cuse the signature/counter sip .xul u’“)m“i}"‘tfg?;"" V:Aq:‘ll' ng officer (where (IL'CC\\EII’y) on it
Keheque is nat found in order, the h.r. ngl(\' officer 8l ftum e ilcheqgue 10 the bill clerk with the
uhjection in writting with his full dated signature o the effect that “signature of Drawing Ofticer/Controlling
Ofticer on billicheque dose not Gilly.” The bill clerk should also include the said objection in the objection
memaprepared by him for uther objections on bill/heque, if uny, and subinit the objection memu for signature
of the competent oieet, O UL L3007 N2 60 W2 112 te (H 202080 ) I LesY ol Hs1 0

4. Transmlslon of passed bitls 1o the cheque sectlon ¢ AU NI IS 1 g

< b LAl passed bills shall be eansmitied to the new ly formed cheques section in the lovked box twice a
day'(armore frequently during ihe laat week of the inontht os may e necessary) o giather with the duplicaty.
and triplicate copies of the perforated sheeis of the ‘Register of bills teccived in From A, The duplicate capy
will be retuined 1o the bill section with the initiol of the Group-ll employee In charge of the chequersection-
while, Ihe tiplicate ¢eppics pf the perlorated sheets will be retained for necessary record.. Bills, if any,
subsequendy passed will be entered by he bill scction ig the duplicats copy e sepd 1o the chegye seglion,
The cheyue section while giving initivls on the duplicate copy for the receipt of billy, \fl“l. 'mull':mmu.xlyl
complete the triplicate copy previously retained. ' R

R Dot ) oM b il
5. Chieque forms nnd thele custady ; B

B A L R L e Y Y
1A, The cheque fonms are prigied Wit gn‘u‘n! |
inted up the furms bring noted ot the time ol delivery of clieg

ufg gen ly (b_ugu’m_l in books of, 50 forms euch, The chequgs formy aea prined uﬁni dijferent eplours
Central payments und for State payments. i 0 ’ | " U . Cher
el g s laal B RS I
1,42, lseeond week p-f'lllgllzllllu.lry_twl'(y year the indent for N'I’PIY.”(f'.‘.‘,"‘l“.ﬁ‘.”.',";",%"“”. by prepired

by, the District Tiensury Offiger and,will send i 1o the Director who will jn Jurn send the consolidated indent
tothe Dy C: ( myermment Printing ng\d_Sluliopnry: lu'lhlc indcll\illvlg"‘clu"quh fors of < 1 ad )
anthe It day of Junuary, the th'cquc‘ forms comumed du[i.hg lhé'; |rv\.c'ml|'nu 'J'l‘slll)n
forms required for the next yeur togerther with thiee months reserve Mould e Hientioned by the Tr'cu\ury
Otficer. The indent should be on the basis of nverage consumption iiichislly'shown fu 1he rgivee st ehidle
forn, uaintained,jn the cheque sectjon. The forms would be enerally aupplied in the month nl Juudhljl
every year, The indens for, supply of cheque forms ahuuld be senton'due dates, . . . ¢
S IR R S A R

Iy cheyues

8.3 Cystudy of chieque forme 3
A ITL LI S Y L BV I (T, T A R TR T
L. O reeeiptof the supply,of chegue forms_ll_l ¥ shiall be cenified by counting by the Ty 1«
aee that the number ashed for Ilm been eegeived and that the hook ninid "‘II.‘l’i.nlcd el ot llml'll|'c‘
cheque nu:l)[xrs ure consequtive. When found in ordet, the receipy of the formy e ‘nck'{\'ml-l sdged by
Treastiry ()lluivr who will heep these, forms in sufe cusiay, While (l]u‘"x P"l the Ty y QOfficer s £r8ea Y.
tie number of furms [ cach, ook 4 atisly himaell about ity cu.xrcclx:c‘i'\,' und in tohen 'the

..\urlyv.OIh

cc(i_iﬁq;llqnf‘cnunl‘p!l the Nylenr. Form i stock, the ;u(li\-icn(,'ﬁu|x|hér'ol’(hv’:q'u”c ms 0f cuc
|>cl[lg.l']l 1ied mumhly ;5):_\_\uqlplli9n should be insued for the c‘."fl:;;l'lulc o the Ancinn ) (
Officer/Acepuntant con erped in chirge of Chique section, The seceipt fan o

m.unJ issued I'oqnlll_)c Treaury

offig .
Hined by the Treanury officer for the,

Mok are pcwumc_J”fur intusmp i g WSCEPE regisier t be maia

: gy - R IR

- SAC The reeeiptof Tormis front the Treasury officer Mock shall be ey - :
. . . EDE entered inihe reyivge, . o

to be maintained by the -Assistant Treasury Oficer/Accountant concerncd in I\‘:)Il]l:lrlcfl‘\::::;JMIch“llubu Ilmm
under cach ‘.lcflc ll»‘c.pumbc_[.n[ forma used (i e, cheques writien aug und setually signed | e T m“-"
()fﬁcqr/{\'ddnmlml Ticusury ()lﬁ«v;r_//\L‘cuuulnnl//_\\xixl:ml'Trcni.iulr');()llivcr) the m{x bt“" . Trewury
(it scrial outuber of cuncelled formy apecified) the auniber of furmy in hand wi ;' T of formy ¢ E e
closing cheque number, T R with phe daily ppening i

- el T ea CILE PR
¢ g 0 ant Treanury Oliicer/Accanty i
1 Group-It cmpﬁ_: ¢ incharge p'fg'hcquﬂl_uc,lioll such nuigher nl’dmlu,} ‘fnrm{ “';"m“m/w'l'] "vm.c".’m
Tor the d.;ly A Fequirement. This should be entered by Assi :mlT:c;.;ury ()ﬂllccr//\'ulcl(‘ ¢ .v.un'mlc illicicnt,.
be hept in sule under the lock and cuch entry should be signed by the Assistant T, mm'"”'[" & ote buok to
and Group-1l emplogces, = + 1 s 3 o e P lrc\:n:ry Otficer/Accountant
. B [

1 3.5 Atthe opening of burinesy on euch day the Awsiy
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.- Note 2 The iustiuctions for counting of ¢heque forms at vesious stages, tecording the certificate of
carrectness on the chegque book, safe custady of cheque books and alvo destruction of defective cheque books
issucd by the l)ncrlun/Gnvcmmgnl form lnmc to lum \hould bc icrupuluusly l'ollcwcd hy all |hu Treasury
nll:uu‘ o ’ s "~

: .. \ Ve e -
. .0 \\'urk hl chcquc .wclhm A . . , . .
6.1, The cheque section will be under the supervisory Control of Group-11 employee (Deputy Accountant)
and will il necessary be divided in two sectors (i) For Gazetted Officer bills (ii) for non-Gazetted Officer und
olhu lnll\ ach \ulor \vnII have one or ntore chcquc wriling proups in nucord.mu: with the locat rcqum mént,

62 Immuh nlcly nn ugupl of i wsaed l)l"\ forms the bitt \uuun the Crou - lgmplnyw \vnll cnkrlhcl
numher of bills ¢ ived from cach bill clerk in register in form-C. The group-il employee wnll éxamine lhc'
bills with reference to the Tollowing points andifin any bill adefectis noticed in rcg.urd any of,these points,
he \h.ull mum it lhc bill sullun umccrncd fur rectilication.

.I! R .|) 'Ihg p.ly mdu I\.n lmn \lgmd by, llm Tn.mlry Olﬁ(crll\ddllmnal Treasury ()lﬁccr and is
|,cnumc and that the .unuunl is Lngn both in words and l’gurcss .md lhc two cnlnu agree.

f
- (bY o That when lhc amont for which the bill lus been pussed for payment it less than, the amount-
d.umcd g bits e nmp anied by o reternchimen shcu stating the amount Ll timed :md amount passed
. Tor pay B T T e
Al (@ - T whul llu.bxll ln,urs any endorsement, the endursement is ln.uk. undcr.uc signature.
ol the drawer of the bitl and is in order. Cor.the purpose of recciving puy and allowances other then
ation pay and bank which has aclcnring account with the Reserve Bank can be aceepied.,

vag

A, Whether the cheque to be issued shall be open or erossed, ,

e (e) 4 Whether more than one chuqm, has been ashed for one bill, und ll SO W hclhu the request iy
e made under a separate signature of the deawer of the blII and p.uucul.m for such changes are gnul oun
Acthe bills, ooani et e (KR

ot ATV "

ote-1s Au lrrcbuhrcndurscmcnl it o bill canitol be ignored and the cherque ¢anaot be written
' 1 . ot

outin I.l\(mr ol the drawer.

" Note AN endorsinent s |nq,u i when fhe bill of o Gazetted Office? i in respeet of his
persanal claim has been endorsed in favour of a single individual or when a bill endorsed in Tavour of an

1 Agent or Bank has'been re-endorsed by the later. The bill for pay und- allowances of Gasetted Officer
nity be made payable to i recongaised bankers or agent on the following endorsement :— -

“a Ve (i) - Cheque to be made payble to the order of so and o -,

(1)’ Pléase puy to so and so. The \l.unp«.d achnowledgement of banker or agent should be
aceepted only when the endorsement is in Form (ii). In all other cases, ||1L \ldmpul achnowledgement
should be turnished by the officer himse!f. . .. . B R G

- A Government servant or any other single person cannot be constituted an Agent for the purpose of
+ o the other rulo except when ho lolds a legally valid power of attorney w act for the Government Scrvant
concerned. The teemy *Agent™ mustbe luken to meun i fivm or a bank which carried on banking or ugency

l“l\IIIL\\I; P e L Lonl o . . PR

. caNoteed s, When i request furmm. of more than one cheque in f.\vuur uflhc dmwcr of the bill, it

If is made 1o separate endorsement is necessury, feo o e et

6.3 The group- n cmployu: will prepare the chéque memo in Form *D* for or bilks wi ben they are puyble
to sume pepson. [n preparing the cheque memos care should be tahen to'record the full name and designation
of the payee, The retrenchent slip, if any should bo pinbed to the memo, In the case of payment of monthly
pay bills endorsed to bankers, it should be seen that us fur as possible nol more than one cheque of euch kind
Central or State is writien on cach day for cach bank. when the pay of Gazetted Otficer has been attuched
under the orders ol the Court and puyment has got to be made to the Court direet by the Treasury, »e
cheques e o be writien oul for the amonts payable, to the party and the courtas indicuted in the pay onder given on
the bill. ’ ’




340
6.4 the Group I employee iy maintain o reglster in 1orm *1° enter thereln bills nuide them over ta
e chiegque writer working under him.

6.3 The Group It cmployee will witl asalatance uf chegue writers under him write the cheque numbers
ngainst the pay orders on the billy, enter the umiount In ihe register of cheques drawn in Form 17, 10 be
maintained fn duplicute on u perfornted sheet separately for Central and Stte chieques, I ucheque bus to be'
vancelled for any 1cuson, its number shoukl ulvo Be entered in the register with the remarks “Caneelled”
aguinat it the Group 1T employee shall then submit the chieque witl the pussed bills in a locked by 1o the
Additional Treasury Officer/Treasury Otticer/Accountant/Assistant ‘Trensury Ofticer, who shall check the
emtrics an the chegues with the pay order and other relevant entrics on the bills, sign the chieque, concle the
prty euler on the bill stamping It “cheque draw™ fnal the counter foil wnd xign the entry in the register of the
"Incqucdlmwn ulter whivh he shull return the algned cheques and the ickevamt docunients In the loched boy
to the Group 1| emplayee.

66 The Treuswy Oficer/Additional Trensury Otficed/Accountant/Assistant Tiensury Olficer may
malitain u reglster showlng the numbser of cheques shgned by Bim on cich occisslon when the ocked box is
sent v bl b arder thut ul emd of the day ho may have ready meuns of cheching up the total uf chiegues siened
by htm s prepuired by the cletk liom the register of chequo driw o und shown in the recanciliation statcmient,

6.7 The Group employee will be wholly responslbile for the cheques handed over to him but he may
while distributting the cheque Tormi ta the cheque wiiter gute the number ol cheque Torms so handed aver
Inunote ook dn Porm *G* and take thele bntinls, At the close of the day he will take an secount form the
theque wilters 1o xutdaty himsel! shat he has received w Rull secount of the cheque forms minde oves 1o them,

68 Inwritting the chieque the foltowlg Instruction will be ubaerved :—

@) The nume of the party fn whose favour the cheyue Is 10 e drown shall be ascertalned correctly
Trom instruetiony ind particulrs given on the bill und emercd fiest on the counter toil, care being tuken 1o
conwre thiik the Inltials and numex are correctly speldt that distingtions aemy ind other ranks are proparly
filled, T that when the peeson does ot huve uny othee 1 the word Shei/Kumari/ShrimatisSarvashei ete..
Iy ulfiaed il in the cuse of Banky the clicque s drawn In Favour of the M ger/Agentor Secretary us
the ¢ase may be.

() “The wnmount pussed for payment shall be entered in fgures In the counter foil direet from the
pay order.

() Whenaseverad bills are consallluted in one cheque the amount of each bill shall be entered in
detulbon the counter foil und then totlted,

@) The cheggue ol shull be filled in from the counter Toil und in the case of hilts of Guretted
Otficers endorsed In fuvour of w bank the name of the olticer shull be phven an the counter foil nd the
teveise of the ¢heque Joil. ' '

(1 The cheque shull not he dated except when 1 iy required to be despatched by post.

(®) The ghiequeshall be crosscd/Acconnt puyee ny She.cose iy be despatched by pust, ol
sheyues Fue pay snd ullowsneey ol nen:Guzctted stalfand contlngencies eavishable by the deuy ng
otfieeesbull beopen ehiegues,

() ) A Chegue for umounts exceedings Ry 000/:(Rupees One thousand) (or such uther limitas
may be ised by Cavermnent) In euch cise other than b payment of sulury, allowanges Pensions ¢le,, of
Crovetnment scrvants and pensioners drawa In fivour of in dncividual, u i, o connmy, statutory oy,
cte., for mervives rerdered or supplies mide by them o Governnient alould invininbly b 2ereesd? with
the mtditlon of the winds “Aveouut puyee only? between (he crosslug, ’

(Ui} Allehegues For amounts exceeding Re JOOU/s (113, One thousand) o such oter limit uy imay
be liaet by Govermnentin ey cuse in paymentof saliry, allowunees snd pension of Gazetted Gavernment
aervimts, and penstoners should ubways be wthe *vrder’ of the pueyee und ZCrossed”?, the superscription
SAccuunt puy e unly® need notbe winen, .

M) The number of the cheques shalt e entered on the bill Intespect of whichi 0 is diawa
tear the pay order,
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(i) The foil nnd the counter foil shall bear the initials of the pusun who hus sictually written
out the cheque.
. AND
(k) While writing out the cheques a dingonal endorsment of *Under Rupees so and so” showing

1 amount little in excess of the amount for which the cheque is drawn should be writien as required
unider Rule 94 till such time the cheques happen to be written by pinpaint typewriters, if supplied.

6.9 Duplleate eheques

{0 original cheque is reported have been lost or destroyed and is proved to have not been encashed by
reference to the Bunk and the payment of original on subsequent prescntation has been stopped, a fresh
cheque should be Issued from a separate cheque book maintained for the purpose. The number and date of the
fresh cheque shall be quoted against the original entries in the register of cheques drawn and the register of
cheque delivered nnd on the counterfoil of the original cheque with the remarks that the original cheque hus
been lost or destroyed. A note, shall be made on the counterfoil of the fresh cheque s follows :

‘issued in ticu of cheque No.

dutey.
The issue of fresh cheque is not to be entered in the *Register of cheques written® or in the *Register
of chegus delivered” but should be included in the advice list sent to the Bank as usual’.
Nofe : Procedure prescribed in Rule [00(5) should also be follo“cd for issuing fresh cheque, in
liew uf Jost or destroyed cheques.
6.10 The Treasury Oflicer shall turnish to the Accountunt General a monthly retum in form *D* showing
the numbers and amount of the fresh cheques issued in licu of the cheque lostidestioyed. If no such cheques
huve been Issued T uny particular month a *NIL report should be sent, Lo

6.11 For issue of fresh cheque in licu of lost/destroyed ones a separte cheque bouk should be maintained.
.. i

6.12 Coneellntlon of cheques

A cheque will be cancelled only under the specific Instructions of the Treasury Ofticer in the case of
cheques which ave not delivered and which are required to be eancelled the Treasury Ofticer shall do so only
o the wrltien request from the drawer of a bill, The Treasury Officer shall stamp the foil and counter foil of
the cheque and puy order on the bill with the words “cheque eancelled®, The cheque shall therenfter be entered
In the register of chegues delivered noted against it and the bill returned to the party on the recovery of 1oken.
when the aceasion wilses for the cancellation of cheques the Group- 1T employee shall bring the documents at
once to the Treasury Officers Tor necessary uction withoul wuiting for the clossing of the day’s business. The
numbers of the eancelled cheques should be entered chronalugically in the register and eancelled cheque
should be sent periodically to the Accountunt General, Gujarut forv cetention. the details of cancelled cheques
will be keptin the register in From- (1L

6.13 In case of chegues which arc to be cancelled afier delivery to the putyconcerned, thut should be
done If ashed for and otherwise In ovder. Tn such coscs, the accounting mdjustment for writcback will be
canried out by the Rujkot Brunch, of the Accountunt Generul, Gujarat Office, on the basis of the details tv be
furnished by the Treasury Officer in the following proformu :

Stutement 1o lapsed treusiny cheques for the month of

Se. Nume of the Cheque number  Amount of Voucher Head of Remarks,
No.  duwing afticer, md dute. cheque, © Number, Account, '
1 2 - 3 L) S 6 ?

Whien the amount of cancelled cheque is to be pid subcequently the cluim muy be prepered as usual in
fhe prescribed form supporting the sume with necessary detals wherever possible and not on the simple
feceipt from so as 1o fucilltate the Audit Oftice to conduct the audit. The date of cancellation of such cheque
shoukd be noted agadnst the original entry in the register of cheques delivered,

Y-2122-%0 .
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6.14 Renewal of the timebarred cheques ¢

The cheque shall be encashable at any time within threc month after the month of issue. Thus, a cheque
bearing date any time in january is payble at any time upto 30th April. If the same is presented after the expiry
of that period, the Bank will not encash it.

Such time-barred cheques may be received back by the drawer who should thea destroy them and issue
new cheque in licu thereof. The procedure prescribed in Rule 6-9, 6-10 and 6-11 in respect of a fresh cheque
should apply mutatis in this case also.

, 1 Dulivery of cheques @ X
7.1 The passed bills a;ongwith the cheques drawn and register of cheque drawn in form *F* shall be sent
to the counter for delivery of the cheques. The counter clerk should sigh on the original copy of the “Register of
cheque drawn and return i, after keeping a note of total Nos. of cheque received in a seperate register.

7.2 Before delivering a cheque, the counter clerk shall take back the token and afso collect a receipt
(SY-277) (FORM-I) signed by thepayec as well as by the messenger who has been sent for the cheque. If one
cheque is issued for two or more bills, great care should be taken 1o see that cheque is not issued Lill all tokens
in lieu of the bills have been surrendered and all the receipt are properly serutinised in respect of amounts,
payec singature etc. The receipt obtained should be properly filed in serial number separately and kept in safe
custody, he shall make an entry in the register of cheques delivered, in duplicate (Form ATM 103 (SPE. P.A.
27) (FORM *J°). He shall then put the date stamp on the cheque. and in cascs where the cheque is not
encashable before the first of the follewing month. He shall affix the stamp™ not payable before first proximo™
on the cheque. He shall write “C. D.” on bill with his dated initials to indicate that the cheque has been
delivered. The bill will be stamped as “paid™ after the cheque is delivered see paragraph 10 for transmission
of paid vouchers to the Accounts Scction through the cheque section.

7.3 If the cheque remains undelivered after comp.lclion of 15 days, an intimation should be sent to the
party that the cheque is ready. Such intimation may be sent once a week.

8. Daily closing of accounts by the Counter Department :

Daily closing of accounts by the Counter Department.—At the end of the day, each counter slerk
shall prepare an account in From No. *K'. in respect of delivered and undelivered cheques at the end of the
day and ensure that the 10tal cheque numbers shown tallies with figures of the numbers of cheques remained
undelivered at the end of the day. He shall also agree the number of cheques delivered with the number of
tokens received by him during the course of the day and with the total of entries in the register of cheque delivered.

He shall enter the total amount of cheques delivered in figures as well as in words and submil to the
Treqsury Officer through Gr. 11 official for scrutiny and signature.

The details of numbers of the undelivered cheques should be written in column No. 7 of Form No. ‘K’ on
the 10th of such month and if 10th of the month is a holiday next working day.

9. Transmission of vouchers to the Account Scction :

9(1) Al paid vouchers will be handed over by the Counter clerk 1o the Group-I/Il employee in charge of
the cheque section alongwith the duplicate copy of the register of cheques delivered after initising and returning
the original register. After reconciling the cheque account for the day propesly with the registers of the cheques
drawn and the advices. The Group U1l employcc shall transmit the copy of the “Register of cheques delivered
* together with the vouchers to Accounts Section, the following morning together with detaits in Form-L.

9(2) All the undelivered cheques together with the bills shall also be returned to the Group-1/1 employees
in charge of the cheque section at the end of the day. .

The group-Ull employees will verify the number of cheques on hand with the cheque accounts received
from the delivery counter clerk(s) and shall prepare a solidated account in a sef registers in From
No. M which should be submitted 1o the Treasury Officer at the end of each day. He should also ensure that all
the undeliverd cheques together with the bills parily used cheque book fromn and blank cheque books on hand
and relevant records are put in the persanal custoday of the the Treasury Officer duly and correctly counted at

the end of the duy and the same are correctly obttaicd back at the opening hours of the Treasury on the next
working day”
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10. Accounting of paid vouchers in the Accounts Scction

10.1 On receipt the paid vouchers, the Accounts Section shall take such steps as are nccessary in accordance
with the existing prodedure for accounting of these vouchers. The account will be sent to the Accountint
General, Rajkot, twice a month, the first on 23rd of the month, which will include the payments from 1st to
18th and the second list on the 7th of the subsequent month including payments from 1Sth to the end of the
prececding month. On receiving the paid cheques from the Bank, the Account Section should tick off in the
register of cheques delivered’ and from this a list of outstanding cheques should be prepared and submiited
to the Accountant General, Rajkot monthly.

10.2. Accounting procedure in respect of cheque will be as under :

The amounts of the bills for which the cheques are issued should be included in the relavant list of
payments, the amount of the correspending cheques issucd being simultancously shown as per conter as
credit in the cach account under a new head *Treasury Cheques’ to be opencd under Section-P etc. Pan 1V
suspense cheques and bills. The entry in the cash Account may be supperied by Schedules of cheques issued.
The schedule of paid cheques (together with the paid cheques) received from the Bank should be transmiticd
by the Treasury Officer to the Accountant General, Rajkot (alonghwith the list of payment), showing the total
debit under the new head by per contra credit to the head “Reserve Bank Deposits’.

10.3. Accounting precedure in respect of paid bills of interest on Govemment Promissiory Noes:

On receiving the paid vouchers alongwith the scrol! from the State Bank of India, the amount of each bilf
shall be entered in the relevant registers of payments as is being done under theexisting procedure.

11. Recomgilitation of cheque & Reserve Bank Deposits

(1.1, In order 10 ensure that the figure of the Reserve Bank Deposits are worked out every day, correctly
as soon as the bank scroll is received, a reconciliation of the net figure of the Bank scroll should be cairied out
with reference to the following sests of the figures in the Treasury.

(i) Receipts;

(ii) Payments on account of Departmenial cheques;

(iii) Payment on account of Treasury cheques:
AND

(iv) Payment on Treasury bills so far as it relates to the payment of intcrest Government promissory
notes.

The figures under each of the above calegory should be grouped to either with from these figures net
Reserve Bank Deposit should be workedout and tallied with the nct figure as per Banks scroll.

A centificate that such an agreement is made should be attached to the Reserve Bank Deposit statement
sent by the Treasury indicating.

(i) Rescrve Bank deposits as per Treasury cheques

(ii) Net Reserve Bank deposit figures for other items :

(iii) Total Reserve Bank Deposit 3 ’ :

(iv) Nct Reserve Bank Deposit as per Bank Scroll column numbers 3 and 4 should agree.

11.2. The following accounts retuzns should be sent to the Audit office alongwith the case accounts and
list of payments.

(i) Schedule of cheques issued during the month (This will be a copy of the register of cheques
delivered). '

(ii) List of Treasury cheques paid-during the month supported by the paid chcq-ucs
AND . .

(1i) A monthly schedule of uncashed cheques with plus and minus memorandum,
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113, The dilference beteen crediis under part IV suspenso Cheques and B Treasury cheques
corresponding Debit on nccount of encisliment of cheques should represent the uncashed cheqguen, only.
Whenever the dillerence between the credit and deblt dose not ngree with the sehedule of uncashed cheqgues,
the difierence should be reconclied and expluined while submitting the accounts.

12, Register of Tokens ¢

12.1. The receipt and Inug of tohens will be recorded In the *Register of Tokens® in Foin-N The clerk
Incharge of the ounter altall ver By the daily stock of the token in hand nfter tuking Into account the unredeemed
aumhern, Thin verlfivation is Intended as numctical check ond the object I to see that, for the number of
thens thit are not In haad g equal number of bitls, exlsits b the office. A ceutilicate of this verification
shuuld be recorded In the *Register of Tokem' nnd the sumc put lo the Trensury Officer at the end of the duy
wlice recomwitling whiy the Group 1) employee the number of lokens recelved with the numiber ol hills tor
which chegues huve been delivered,

12.2 The Group- 11 employee stondd ensure daily that for 1ll bills puld during the duy whether in coshor
by chenaes und for bill ecturned unpuid, the corresponding takens have been recelved back. Te should recorded
eedificate In furm No. ATN/AY to thin elfect nnd the centificate submined to the Treasury olicer,

12.3. Ou the 20tk of coch months & detniled census of all whens 1y hund should be tken by the Group-1)
cmplayee nnd entries mude in the Reglater In Form T and the renult reposted 1o the Trensury Ottleer. For the
puipose of this ceneu enquiry should be made from difterent Sectlons in Porm-'0",

13, Adslee to Bankern t

131, All cheques will be drawa by the District Treasuries on the local brunches of the State Bunk of
Indin, Ssurmlinza which are handling Guvernment Transactions, The xpecimen signature of the oflicers
nuthorlsed 10 xign the cheques will be trnslited 10 the Dunk by the ‘Trewsury olficet, wha will ulse hndicute
the date frons which the officer will commence the signing the cheques togetherswith the nuber of the fint
cheque thut wil) e signed by him. An tnthutlon segarding nusiber of chegue haoka brought Into the use from
tine o thne will nlso be sent 1o the Bunk fmmediotely,

13.:2(1) n order to uvold any fraudulent puyment of chegues by presenting the fraudulent, aliered vr
forged Treasuty cheque it the Bank, the following procedure should be folowed by the Treasury Officer nnd
the Hunk

(i) s each Treusury “cheque delivered Advice to the Bank™ would be prepured fn duplicute In the
follow ing form,

Cheque deliver misice to the Bunk

[T (JUNTES)
dute Forenoon/Al
Scrial Date of Cheguoe Nume ol Amount Dute ol Renurks
Na, Delivery No, payee of payment
cheyue, of the
cheque,
! 2 3 4 5 6 7

Signutuie of Trewmury Offeer
(1) I encl Frensury, such cheque delivery ndvice would he prepared twice in ndoy aander 2
() Tt at 12 hours in respect of cheguen detivered on that duy apto that time.

(1) Sceund at 17.00 hours In reapect of cheques delivered on that day ulter noon Gl clusing of '
trunsuctlons, Normally, the trumaction will be cloused at 14.00 hours on cach duy.
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Note :1 In case of Saturdny, 18th of the month and last working duy of the month, the first
advice list should be sent at 11.30 AM. and second advice should be sent at the discration of the
Trensury Ofticer 50 s 10 reuch the sume to the Bunk upto 12.30 p.m,  *

| advice

Note-1: The Treasury Ofticer is ulso allowed at his discreation to send an
hetween 12.00 noon and 5 p.m. taking into conslderation the clossing hours of the Bank.

(¢) Before delivery of cheques, necessury entriies will be made in the “Cheque delivery advice
ta the Bank™ and initinled by the Deputy Accountant in charge of the cheque section and advice
should be finally issued under the singnuture of the Treasury Officer/Assistant Treasury Officer/

. Accountant,
() The Bank would make payment only on the basis of the entries mad in the advice received
Tram the Treasury officer by ticking off the relevant entrics,
¢ (1) tmmedintely on recelpt of the puid cheques from the Bank, the Deputy Accountant (cheque

section) in the Treasury would personally tally the payment of the cheques made by the Bank with
the particulurs records in the advice for the relevant day nnd satisfy himsclf ubout the correctness of
the puyments. Any variation, nlteration in this regard should immediately be brought to the notice

_ of the Treasury Officer/or the Additional Treusury Officer/Assistant Treasury Officer/Accountant
of the Trensury. The Treasuey Ofticer should immediately tnke such cases with the Bank, and
investigate into the matter,

L General ¢
Itis of purnmount importance o realise thut the reputation of u Treasury depends upon the promptacess of

pray nent. No trouble should be considered too great for the supervisory stafl in enforcing promptness of
puysent of bills reccived,

Y-2122-87
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FORM ‘A’

(Sce Para 2.1 of Appendix--XVIII)

Transit Register of Bills SehUIO coovnovcieserieesiisns Section for Audit during 198
Daw Token Name ol Amountol” Dated Dateol”  Dated Remarks,
No. Drawing. the Bilt., initial retumn initial
Officer. of the 1o cash of the,

neceiving Deposit.  Counter
Auditor. (Countery  Clerk,

(Cashier)
| 2 3 4 5 6 7 8
il v
Form'B’

(Sce para 3.1 of Appendix--X V1)

Register of bills returned unaudited.
S Token Dac ol Nuature of By whom Amount Renmarks,
No. No. relurm Bills. drawn, Rs. pa.

1 2 A 4 < 6 ;
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FORM C

(Sce parat 6.2 of Appendix--XVIII)

Register showing the receipt and disposal of / passed bill payable by No. of bills received.

Name of Section Tst Bawh Znd Batch Jrd Barch
| 2 3 4
Total

Daily Balance Repon :
Balance at the end of previous day .
Bills received in the date...........

Total
No. of Bills lor which cheque
written ind signed.
Closing Balince.
Initial of FHead cheque writer

nitial of Gaszetted Officer.

FROM D’
(See Para 6.3 of Appcndix—)&Vlll) h

Memo of sums included incheque Nu,. | R . . . . Dated
19 drawn by the in fuvour of.

Paniculars. Amount
Rs. ps.

e
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FORM.-'E*

See para 6.4, of Appendix-X VI

Regirter showing the distribution ol hills among the cheque writer,

Dae Namw ol Towl No. ™ Tinals No. o Bills TnitaTof Tmitial ol ™
cheque ol hills al the returned afler cheque Head cheque
wiiter, forwhich  chegque cheques duly * wriler, writer,

chegques writer, writlen or not.
are to he
drawn,
1 2 k) 4 5 4 ?
FORM 'I°
See purt 6.5, of Appendix--X V1)

Register of cheques drwn,

No ol Amaunt No,of Antount Nu. ol cheque Anwwani

chogin Rs. pn cheques, Ry, ps. Ra, .

! 2 3 4 s 3
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FORM--G'

(See para 6.7. of Appendix-XVIII)

Note Book showing the distribution of cheque forms among cheque writer,

Nawol Sorol Tnttialy No. ol Tl Tnitialof
cheque blank of cheque  cheque of cheque Huad chegue
writer, chegue writer, returned. wriler, wriler,
forms
given for
writing.
| 2 3 4 ] 3
1. From Wrter
) * From
From To
To From
To
Totl] ————— Total ¢ Spoile
From
To
From
To
Total
To
From Unusedl.
To
From
Total
Form '’
{Sce pait 6.12 of Appendix--XVI11)
Register of new cheques issued.
S . Dae [$)0 Datcol — Amount — New Amoun( Signature Renrks!
No. cheque cheque cheque of Guvetieds
Na. No. Olicer, -
| 2 Al 4 Al 6 7 8 9
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Form T’

. (Seepara 7.2 0f Appc'ndnx»-XVHl)

Acknowledgement,
Received by cheque R € — —
from th
in payment of Bill No.———————
dated — 19 on sccount of
Station :
Date : Signature——— M —————
.
Name of the messenger to whom piy is to be made

—  Signature or thuinb impression of messenger.

{10 be taken by the Treusury Officer)

TRY 423 (¢} (Rew)
Form'l

(See pura 7.2 of Appendix--XVItly
[
Register of chegue delivered.

Date :
Advice No. of Towhom paid Token Description Amount of Amount ol
No. chegue No of charge Bl cheque
Rs. ps. Ra.
1 2 3 4 5 6 ” ” 7.




sl
-FORM 'K

- (See para § of Appendix--XVIID

Register showing the account of delivered and undelivered cheques at the end of the diy on chequs Delivery
Counter No.

I. Dute :

)

. Opening balance
(ie. cheques remained
undelivered upto
previous day)

-

. Nos. of cheques receeived
tor delivery during the day.

-

. Totl

-

. Nos. of cheques delinvered
during the day.

. Nox. of cheques remitined
undelivered at the ead of
the day.

. Details (i.e. numbers) ol the
undelivered cheques.,

-~

Date :

Place @ . Clerh
Cheque Delivery Counter Nov, - - - -o—— = —
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Form ‘L'

(See para 9.1 of Appendix--XVIII)

State . Treasruy Office/

Government of Gujarat

Rs. Px.
Amount of “State’ voucher paid by cheque.

Amount of advance,

Total

Total Rupees (in words)

Cashier

Union

Amountof Centeal chegues payment.

Total

Totul Rupees (in word )

Treasury Officer,
Tivasury Oliiger,

Gavernment of Gujara

Cushicr

Treasury Oflicer,
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FORM No. ‘M’

(Sce Rules 9.2 of Appendix-XVIIL)

Register showing the Account of {11 delivered (ii) undelivered and i) other cheques at the end of the day

Mt - - DISTRICT TREASURY
TOTAL NGS OF CTIT.QLES Remamed un delivered athe end ol the das

Counter Opening Prepared Handed Delivered On Chegues Towal
Na. hatance during. aver 10 during the cheques prepared

v Towd the day. cheque duy as delivery but not

Nun. ol delivery verified counter. handed

Chegues tahles from the over i

remained <luring Advice the cheyue

unile- the day Registers. delivery

livered on as venilicd cainter,

previous from cheque

duy. dhawn

registers,

! 2 3 4 S [} 7 L]

e o —

Ros ol partTy used ind Dlank Dated signatuie ol TTA/DA In

cheque books on hand at the

end of the day :
Pantly wsed Blunk cheque

cheque Books cheque
hooks No. Form.....
Cheque No.

From.....

T

Dated signature REMARKS |

charge of the cheque section of the Treusury

in token of having presented Officer.

the cheques shown in Col.No.
(8) alongwith relevant bills and
alsa cheque books show in Col.
No. (9) and (10) duly counted
1o the Treasury Officer for his
peronat Custody .

11 12

Y-2122-8Y
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(See para 12,1, of Appendix-XVII)

Token Register - ' 198 . '
Token Tt Ind Id ik Sih [0 Tth 8 Tt TOm ™ Token
upte No,
Nu,
RN
J-
!
I
2 2
R}
3 .
3
M S
S . b
0.
. ;
5 )
10, 10
Opening Balance.
No. ol tokens wwdeemed.
Total
Nu. ol Tokean issued. v 4
clining hatance e hand
s
Total Nu. ol tohens in stobh,
tmtiads of Cushicr, .
Bill receiver.
G.0.
Explanation : Against the mmmiber of tohen issaed, enter in the colame of the Date on which i is issucd the
fiest Jetter of the wudit section 1o whieh the bill has been sentand the number of the Major et of gl peteg. G
25 for a Generab Adiminntiation bill sent to GAD). Againt all tokens received back other 1he leteer "R (i v
Redeemedy m the colunm of the "Date” on which they wene redecimed,
I soken ol verilication on the closing balunce by actuat counting and of ugreement of the ot mimber of
unredeemed tohens with the tatul No. of bills outstanding in the office,
S -
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FORM Oy

(See para 12,3 of Appendix-XVII)

Token Census Register Month of 198 .

01 15 55 93
[$] 20 60 10
03 28 (] 108
od 0 70 e
08 . as 75 1s
06 40 80 120
a7 45 85 125
[ S0 90 130
0y

10

Note : The digit for hundred und thousand should be entered in manuscript at the top and houoni of each column
10 indicute the number of token above 110 onwards.
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APPENDIX-XIX'
[See Rule 351]
A LIST SHOWING TIE NAMES OF TREASURIES (INCLUDING
SUB-TREASURIES AND BRANCIIES OF TIIE BANKS)
AT PLACES ON WIUICH THE
FOREST OFFICERS ARE AUTHORISED
“TO DRAW CHEQUES.

Y-2122-90
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APPENDIN-'XIX'
Listshowing the names of Treasuries including Sub-Trcasurics and Branches of the Bank at places on which
Forest Oilicers are authorised 1o draw cheques.

Note : At Bank Treasuries and sub-Treasuries the cheque may be drawn dircctly on the Bank.

Sr. Designation of Otfice Name of Treasuries and Sub-Trecasuries

No on which cheques may be drawn.

District Sub-Treasuries
R Treasurics
| 2 3 - 4

L GANDIINAGAR CIRCLE :

(1 Conscrvator ol Forest, Ahmedabad All Sub-Treasuiies under
Gandhinagar Cirele, (iandhinagar, District Treasuries.
Gandhinagar. Palanpur

flimatnagar,
Mchsana,
Bhuj,

Patan

(2)  Deputy Conservatar ol Gandhinagar
Fuorests, Gaandhinagar. Ahmedabad.

(3 Deputy Conservitor off Ilimatnagar, i [dar
Forests, South Sabarkantha, Ahmedabad 2. Khedbrhatuna .
Himatnagar. 3 Modsit

4. Pranuy
5.
6. Vigay magar
7. Malpur
8. Bluloda
9. Kupadwanj
(Dist. Kheda) .

{4} Deputy Conservatr of Forest, Palanpur-Mehsana I Danta
Desert Development 2 Vaiahi, Dist. Patan
Programme, 3 Kankare)

B K. Division, Palanpur 4. Vadgam
s. Chanasma, Dist. Patan
. Sami, i<t Patan
' 7. Rauhanpur, Dist. Patan
8, larij
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! 2

3

E]

3) . Deputy Conservator of Torest, -

13 K. Palanpur.

(6)  Deputy Conservator of Torest,

Mchsana

2o SURAT CIRCLLE

(1) Conservator of Tinest,

Surat Circle, Surnt

(2) Deputy Conscrvitor oF Forest,
Vyura

Mchsoa

Mehsuna
Palanpur
Kutch

Patan

Valsad

Navsari

Surut
Bulsae

Navsari

Wk e

Rudhanpue, Dist, Tatn

Danta. Dast. Padanpur,
Chanasimi, Dist. Patn

Varahi. It Putan
Kankeej, {Sihori)

Dist. Patanpun
Vadgam, Dist. Pakmpue
Hanf. Dist Patan
Chanasima, Dist. Patan

Sami, st Patan

All Sub-Treasuries
in Mehsana. Patan,
NK. & Kueh
Disiricts

Ungha

Kl

Viiaput

gy

Radhanpur

Deesa

Wi

Thatad

Dyadar

Mahwva-Sura
ilimora- Vil
Umaegaon-Valsad
Vamada-Navaan
Parndi-Valsind
Dharampur-Vilsad

Gandevi, Dt Navsai.

1. Songadh, Dist. Surat

2 Mabva, Dist. Surm

3 Palvana, Dist, Sueat

-t
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1 2 3 4
4. Vansida, Dist. Navsari

S Gandevi. hst. Navsan
6. Mandvi, Mt Surat
7. Sankheda. Dist. Vadodars

(3)  Deputy Conservator of Forest, Bharuch All sub-treasuries in Bharuch
Raypipla {Westy - Sutat and Rujpiply Districts.
: Rajpipla 2, Mandvi-Sura
3. Mangrol-Surat
(4)  Deputy Conscrvator of Foresl, Bharucl All Sub-treasuries in
Rajpipla {EFas Bharach, .
Surat “ and Rajmpla Diswicts,
. ; Rajpipla 2. Mandvi-Surat
: L ) 3. Mangrol-Surat
{5)  Deputy Conservator of Forest, Surat L. Vyara-Surat
Dangs (North) Alws, Valsad : 2. Chikhli. Dist. Navsari
: . Gandevi. Dist. Navsari

. Vamada, Dist. Navsari |

3
4
5. Bardoli, Surat
6. Songadh, Surat
?

. Uchchhal, Surat

3. KUTCH CIRCLE :BHUJ

(1) Consavator uflf(.xrcsls, Bhuj L. Nakhtrana
Kulth-(‘nclcﬂhuj:Knlch Rujkot 2. Rapar
. Alimedabad 3. Khavda
, Vud(;xlm'n 4. Lakhpat N
! 5. Khulir
6. Anjur
7. Mandvi
. 8. Nalia
N 9. Bhachau
10, Gandhwdham N
. Dayapar.
2} Deputy Conservatar off . Bhyj . 1o Anjw
Forests (Fast), Bhuj ' - *2. Rapar,

Y-2122.91 .
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4

v
-

Mandvi
Bhachau
Gandhidham
Naba
Khavda
Khadir
Nakhtrana

Mundra

.
S 0 ® N v s

Anjar
Mandvi

Bhachau

(3) Dcputy Conservator of . Bhyj
Forcst (Kutch) {West)
Kutch.
Gandhidham
Nalia
Rapar
Khavds
Mundra
Khadir

I

s

Nakhirana

Dayapar

(4) Deputy Conscrvator of Bhuj

" Dayapar
Forest {Extenion Division)
Kutch-Bhuj.

Rapar
Khavda
Khadir
Mandvi
Bhachau
Anjar
Nakhatrana
Mundra
Nalia.

B 0 ® N Do wm e W

4. JUNAGADHCIRCLE

(1) Conscrvator of Forests, Junagadh Al Sub-Trcasurics in these

Sunagadh Circle. N Rajkot Districts,

Bhavnagar
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3

2)

(3)

4)

Deputy Conservator of
Forests, Jamnagar Dn.,

Jamnagar.

Deputy Conscrvator of
Forests, Bhavnagar Do,

Bhavnagar.

Deputy Conscrvator of
Forests, Salinity
Advance Prevention Dn,
Keshod.

Surcndranagar

Amicli
Blyj

Porbandar

Rajkot

Ahmedabad

Porbandar

© P Ne AN

R

Jetpur

Upleta

Mo
Wankuner
Gondal
Dhorajy
Malia .
Jasdan

l‘.udh ika
Kotda-Sag.uu
Jamjodhpur (Jamanagar)
Padadhari
Botad
Vallabhipur
Mahuva

Talaga

‘Patitana

Sihos

Savarkundla. Dist. Amrel.
Rajula

Khambha

Gariadhar

Umrala

Gadhada

Dhandhuka. Ahmedabad
Keshod

Mangrol

Veraval

Una

Talala

Kodinar. Dist. Jhnng:\d.h

Kutiyana, Pmbandar.
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T 2 3 !
(51 Deputy Conservalor ol Torests, Sarendranagar. T. Thonla
Suremdraagnr 2. Dusadn-Pandh
3. Dhrangudhia
4. Muli
S, Lukbar
6. Limbdi
Wadlwin
K Sayala
9. Halvad
Rujhot 1. Wankaner
2. Jusdm )
(6)  Deputy Conservator of Forests, Amicli I Rajula
Amreh ' 2. Talaja
3. -Lwbhi
4. Gadhadus Dist. Bhas nugar
{7y Deputy Conservator of Forest, Jamnagar I Dwiky )
Junagudly Porbandar 2. Jamjodhpwn .
' 3 Verawal
E] M.llngml
S Ramavin
S VADODARACIRCLE
{1y Conservitor of Faresls, Bhuruch
Vadodara Cirele Vadodara Rajpipla
’ Elmatnagar AlLSub Ticasurics i these
Godhra Disticts
Pulanpue Lo Vacahi-Matun
Dolnd 2. I(mlhunpm~.I‘.n.|n
Mchsuna 1. Kheralu
() Deputy Conscrvator of Toreals, Dohad I.  Sheia
) Gudhara 2. Kall
LR T
' . 4 Jhalad, Dist. Dohad
S Santeampur, Dist, Dobud
6. Lunawada
7. Balasmor (Kheda Dist )

<

al

g
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! 2 3 4
(3)  Deputy Conscrvator of Forests, Dohad Lo Jhalod. Dist. Dohad
DNevagadh-Baria 2. Lintkheda, Dist. Dohad
3. Halol. Dist. Godlirs
(4)  Deputy Conservator of Forests, Godlina 1. Junmhughoda
" Chhotu-Udepur 2. Halul
Vaudodara 1. Dabhoi
. 2. Sankheda
3. Pavi-lelpws
4. Padra
S, Tilakwada. Dist. Rujpipla
6. Waghoda
7. Naswadi
(8)  Deputy Conservator of Forest, Godlea 1. Nhalod
Nohad 2. Devgadh-Baaia
3. Sanuampur
4. Linkheda
5. Lunawada,
Dist Panchimahals
* 6. Shehru, Dt Punchmahials
6 AHMEDABAD ENTUNSION CIRCLE
(1) Conservator of Forest, Ahmedabad
Extension Circle,
Ahmedabud.
(2)  Deputy Conservaten of Forest, I, Petlacl, PDist. Anand
Extn. D, Nawhad 2. Thasia
3 Kapadwang
Godhirg L Lunawada
2. Halal
. Anud 1. Balasinar
2. Mehmdabad
3. Rosad. Dist Anand
' 4. Khambhat, Disi. Anand
5. M
Gadhea 1. Limkheda, Dist. Bohad

Y-2122-92
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Patan

[ 2 3 4
(3) Dcputy Conscrvator ofF(;rcsl. - 1. Zhaled
" Exin. Dn. P. M. (East), Dahod. 2. Limkheda
(4) "Deputy Conservator of Forest, * Godtira 1. Lunawadu
Extn. Dn. P. M. West Godhra. Dahod 2. Halol
3. Kalol
4. Devgadh-Bana,
Dist. Dohad
S. Shchm.
6. Santrampur, Dahod
7. Limkheda, Dahod
8. . Jhalod. Dahod
o 9. Jambughoda
{$)  Dcputy Conscrvator of Forest, Surcndranagar. 1. Limbdi
-Extn. Dn.Surcndranagar. 2. Chotila
3. Dbrangadhra
4. Lakhatar
5. Patadi
6.  Muli
7. Halvad
8 Sayala
(6) Dcputy Conscrvator of Forest, 1. Dholka
Extn. Dn. Ahmedabad. 2. Viramgam
3. Sanand
4. Dehgam,
Dist. Gandhinagar,
5. Dhandhuka
1. Prany), SK.
2. Bhiloda, SK.
7. MEHSANA EXTENSION CIRCLE
()) . Conservator of Forest, Extn. Palanpur
.. Circle. Mchsana Himatnagar
PN Bhuj
(2)  Deputy Conscrvator of Forest, Palanpur All Sub-Treasuries in
Ext. Circle, Mchsana Kutch Mchsana, Patan, 3. K. &
Mchsana Kutch Districts,

ol
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1 2

3

4

(3)" Dcputy Conscrvator of Forcst,
Ext Dn.S. K. (North),

Himatnagar

(4)  Deputy Conscrvator of Forest,

(Exn )(South) Banaskantha

5 Dcﬁu(y Conservator of Forest,

(Extn.) Banaskantha

. 8,  BIIARUCIH EXTENSION CIRCLE

(1) Conscrvator of Forest,

Extn. Dn.. Bharuch

Himatnagar
Ahmcdabad

Himatnagar
Ahmedabad

Palanpur

Navasari
Vadodara
Sural
Valsad

R O T o

s

© 0 ® N AW

o N AW

Modasa

Idar

Bayad
Khedbrahuma
Prantij
Bhiloda
Mcghraj
Malpur
Vijaynagar
Kapadwanj,
Dist. Kheda
1dar
Khedbrahama
Modas
Prantij
Bayad
Mcghraj
Vijaynagar
Malpur
Bhiloda
Kapadwanj
Dist. Kheda
Radhanpur, Dist. Patan
Decsa

Wav

Tharad
Deodar
Shihori
Danta

Vadgam
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3

(21 Deputy Conservator of Forest,

Extn. Dn.. Bharuch

(3)  Deputy Conservator of Forest,
Extn. Dn., Vadodara

) Deputy Conservatar of Farest,
Extn. Dn.. Surat

1) Deputy Conscrvator of Forest,
Extn. D, Navasari

Ahwa
Bharuch

Rajpipla

Bharuch 1. Ankleshwar

~

Sural

Rajpipla

LE N v oL w

Vadodara

ta

A B R I )

Surat

® e wo

Kazjan, Dist: Vadodara
Mandvi. Dist. Surat
Jaghadia
Valia
Jambusar
Ainod
Vagaa
Hansot
Dabhoi
Sankheda
padara
Ankleshwar
Karjan
Mandavi
Chhotaudepur
Shinor
Savalj
Tilakwada
Bardoli
Vyara

Olpad
Mahuva
Kanrej
Mandavi
Palsana

Mangrol

Valsad I Dharampur

Surat

~

Dangs
Ahwa

Navsari

N v s

A

Vansada
Paradi
Umargam
Bilimora
Chikhali

1 Sub-Trensurics 1 Surat,

valsad and Navsar; Districts

P D\D.OLU\PMS\EII!IO-ZODVW'?X‘B

PMS5-9-1.2002..368

')

o
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] 2 3 : 4,
9. RAJKOT EXTENSION CIRCLE

(1) Conscrvator of Forcst, Rajkot. ’ - -

Circle. Rajkol.

(2)  Deputy Conscrvator of Forest, Rajket. 1. Momi
v Extn. Dn., Rajkot. Surcndranagac 2. Wankaocr
3. Gondal
. 4. Jasdan
5. Jetpur
6. Dhrangadhra
7. Chotla .
8. Dhoraji
9. Upleta
10.  Kotada-Sangani
11.  Jamkandorana
. 12. Lodiika
) 13.  Maliya-Miyana
. 14. * Padadhasi
: (3) Deputy Conscrvator of Forest, Jannagar 1. Dwarka
Extn. Da., Jamnagar 2 Jém-.lodhpur
3. Lalpur
4. Dhrol
5. Kalawad
’ 6. Bhanwad
7. .Kal)‘nnpur
8. Jodiya
9. Jamkhambhalia
« (4) Deputy Conservator of Forest, Bhavnagar 1., Savarkundta Dist Amreli ' \
Extn. Bhavnagar 2. Pahl;;na .
. 3. Talja
" 4, Mahuwna
5. Gadhada
6. Gariadhar

Y-2122-93
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1 2 3 4
7. Ghogha '
g Umnla
9. Shihor
10.  Vallablipur .
. Notad
(51 Depury Conservator of Torewt, Amecli I ) Palitana .
Fan. Da. Awrcli Bhavanagar 2. Mallablipur
3 Sihor
4. Dhari
5. Savarhundla
6. Mahuwa
7. Khambhy
K. Kodinar
9. Babra .
10, Jufrabad
I Liliya ;
12, Vidia
13, Rajula
. Law
(6} Deputy Conservator ufl?uw\ls. Junagadh 1. Mabya-Tlating
Exte, Dn. Junugadh 2. Parbandar
3. Ranaway
4. Kutiyana
S, Manavidae
6. Vanthal, -
7. Kehad ,
B Bhesan
.
% Mendandy
10, Verayal
AL Una
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| 2 3 4
12, Mangiol
13, Visavadar
14.  Talala
(6)  Deputy Conscrvator of Forest, Junagadh t. Kutiyma
" Fxin. Dn. Porbandar Jamnagar 2. Una
Porbandar 3. Dwarka
* ’ 4. Jamjodhpur
5. Bhanwid
6. Dinot
7. Kalawad
8 Ruanavay
9. Mungrol
- 0. Veraal
1. Vamhal
i 12, Keshad
13, Manasadar
' 10, WILD LIE CIRCLE JUNAGADI '
(1) Conscrvator of Torest, Wild Sunmagadh Virmgam
Lafe Cirele, Junugadh Ahmedabad Sanand,
Bhavnager Vallabbyur
(2} Deputy Conservaton of Forest, Junagidh I Una
Gar, Nasan 2. Talala
3 Vismadar
Anucli 1. Dhan
. 2. I\:hmnlvlm
Bhavnagar 1. Sihor
(1) Deputy Conservatar ol Forest, Tunagadi -

Staf) Trinang, Junagadh



m ,

{ 2 } 4
(9 Senchung Sopdt - Dlicogathin
Dhangadhin

(At Convervator of [ orest)

THRESEARCH AND PEANNING CIRCLE, VADODARA

. () Comervator ol | oresl, Vadinlma 1, , All Sub-Tieasusios In
Reweurih & Workng Alinicdalunl tiene [mtnigty,
Phans, Vadodarg Surat 2 Tilskwwla
Rijhot Distiict Rajpipla
Sunagidh 3. Dehagum,

Dist. Ganlhinngur

13, CONSERVATOR OF LOREST, FLANNING, INTORMATION & REPORVING, VADODARA

th  Conervator of Forot, Vidodwen -
I*lning, ITm G mation & Almedabad
Repanting, Viadodatn .

1L LICRAIPIALA
() Depaay Conservantes of | oremt, Ragpipta -

Traming, Rajpipta

(2} Deputy Conservutor of Forent, Rajpipla .-
Research, Rugplpla I
Meshisana
Rajkat
() Trodpal, Gujurat Fiest, Rafpipla . .
Range College, Rujpipla Whanuch
Sunt .
Vadudia
Aluniedabunl
() Depuity Conservator of Furent, Sural Vynen
Taaining, Kakarapi Hardal)

Mamdyi
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| 2 3 q

14, MARINE NATTONAL PARK, JAMANAGAR

(4}] Dircetor of maring National Innumnngng Dwirkn
Park, Jnmnnngar Rujkot

18, DIRECTOR OF GUIARAT TRSTORY MUSEIUM, GANDILINAGAR,

I Divector al CGujunt Ahmednbnd —_
[istory Museinm, Gadhinngar Gondhmngar

2. Ofhicer on Specinl duty Ahumiedubad. -
Private forest Avquisition,
Ahmedulugl.

3. OMeer on Speclul duty Vadodera, -
private furest Agquisition,
Valodura,

4 Deputy Duector, Guand Suut Bilimons st Vaksad.
Truning School, tunagadh, Ahwa

S, Ansistant Conservaton of Junugndh -
Porest, Banadia
Sentunry, Junngadly

6. Deputy Conservator ol Forest, - Devagndh Bavia
Fonest Colony Developmen,
Devgadh-Harla

2. Deputy Conseryitor ul Torest, Rujplpla -
Calony Development, Rujpipls
Divaslon

], Deputy Conservatn of Foseal, . Mandavi
“Farest Calony Develapment, Dist. Swiit
Munlavd, Divislon {Dist. Suat)

9. Deputy Conservatar ol Forest, Vadodia -

Colony Development,

Vadadma

Y2122
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THE POWERS OF T COMPETENT AUTHORITIES TO SANCTION
ARREARS CLAIMS
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APPENDIX - XX
( See Rule - 90 )

THE POWERS OF THE COMPETENT AUTIHORITIES TO SANCTION

ARREARS CLAIMS

The powers 10 sanction arrears claims against Government have been delegated to the Authorities as
indicated below, such claims when sanctioncd by competent authorities shall be paid at the Treasuries without
pre-oudit by the Accountant General.

Description

Authoritics competent

to excrcise power (0
sanction claim.

Extent of Delegation.

[8))

@)

clnims of Government servants
(including their own claims) to
arreurs of puy and allowance or 1o
increments and claims of persons
not in Govemment service which
have been allowed to remain in
abeyance for a period exceeding a
yeur bul not excecding six years.

Claims of Government servant to
arrears of pay & allowunces or to
increments & claims of persons
not in Government service which
have been allowed to remain in
abeyance for a period exceeding
six years but not time-barred in
accordance with the provision of
Law relating to limitations.

Claims ugninst Government other
than the clnims of Government
servant exceeding Rs, 2,.500/—
not preferved within a year of
their becoming due and not
exceeding Rs. 2,500/— not
preferred within 3 yeurs of thier
becoming due.

Head of Departments and
Regional Heads.

(i) Administrative Department.

(ii) Heads of Department

(iii) Regional Tieads.

(iv) Heads of Oftices,

Administrative Depariment.

Full powers.

Full powers.

Up to Rs. 10,000/~ in respect

of Government servant whom
they can appoint including
Class-1 & 11 Officers.

Up to Rs. 7,500/= in respect
of Govermuent servant whont
they can appoint including
Class-1 & 11 Officers.

Up to Rs. 5,000/~ in respect
of Government scevant whom

they can appoint,

Full powers.

Y—2122—95
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APPENDIX - XXI
( Sce Rude - 149 )

ROUNDING OFI° OF TRANSACTIONS IN GOVERNMENT ACCOUNTS
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-l © APPENDIX - XXI = = -~ -

{ Sce Rule - 149 )-.
ROUNDING OFF OF TRANSACTIONS IN GOYERNMENT ACCOUNTS

(i) Petty cash payments for local purchases are met out of permanent cash imprest available with the
Head of Office and recoupmient bill duly supported by sub-vouchers (where necessary) is required to be preferred
periodically to the Treasury Oftice/Pay and Accounts Office for replenishment of the imprest. As far as possible.
suppliers should be persuaded to co-operate in rounding off the amount payable to them on each occasion to the
nearest rupee. In exceptional cases where payment of paise cannot be avoided, the total of the sub-vouchers
sought to be recouped would include paise also. Nevertheless, the recoupment bill shall be subrmitted to the
Treasury Office/Pay and Accounts Office for the whole rupee portion only. However, for the purpose of balancing
the transuctions in the main cash book as well as in the petty cash book, the Drawing and Disbursing Officer will,

“'(a)  Indicate the actual amount received in recoupment of the penuanent advance,

(b) record therein the unrecouped paise as an item of “rounding off of transactions™ and

(c) carry it over to be claimed through the subseq recoupnient bill by giving particulars of the bill
in which this smount was short recovered. Hlustritive examples are given in Statements A & B for
guidance, . N

'PETTY CASH BOOK

STATEMENT ‘A"’

RECEIPTS PAYMENTS
Amount  Dute Sub-Voucher Particulurs Amount Conve- Postage  Misc.  Remarks
Received No. paid . yance Stamps
Cheque No. '
' 2 3 4 s 6 7 8 9
500 1-7-93  Vr.No.l Permanent B S -
Cash Imprest
2-793 Vi No.2 Conveyance 15.20 15.20 - - -
2793 Vr.No.3 Purchase of 25.80 - 25.80 - -
Stationery
2793 Vr.No. 4 Conveyance 20.70 20.79 - - -
Total :— 61.70 3590 25.80 - -
Cushinhand 43830 - - - -
Clo
Towlatthe 50000 - = - -
500 end of the
day

Y—2122—96



1 2 3 4 S 6 8 9
438.°0 Balance b/c
7 1 (Cashin hand) Dt I oir
6106 10793 Bill No, 10 Recoupment _ .
of Permanent
Cash Imprest
Cash in
hand Clo. 49$.30 - - - -
499.30 Total at the 499.30 - - 0.70 unrecouped
end of the day amaunt.
499.30 Balance B/c - - - 0.70  wnrecouped
(Cash in hand} amount,
15-7-93 Vi No.20  Conveyance 16.25 16.25 - - -
o s
15-7-93 V. No.2s Local purchase 18.05 - - 18.05 --
of Gum bottles
Total o, 343 16.25 - 18.05 ~
*35.00 15-7993  Bill No. 26 "Recoupment of - - - - 'Inchides
Permanent Cash Rs. 0.70 on
Imprest account of
‘ Bill No, 10
“recouped -
" vide
Cash in hand 500.00 *Bill No. 26.

Towlatthe 5343

“end of the day




STATEMENT 'B' -

(See rule 28(1)f
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(ii) In the case of receipts arising out of sale of waste paperes or old newspapers, periodicals,
condemned furniture etc., the amount to be realised should be rounded off to the nearest rupce and
not include paise in the sum total of transactions with any party for which a single reccipt is given
so that the receipts are credited into Government account in whole rupeces only.

Y—2122—97
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FORMS
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INDEX OF FORMS

Scriul No. Title
G.TR. | Certificate of transfer of charges.
G.TR.2 Cash Book of the Departmental Officer.
GT'RJ Provisional receipt form for the cheque by the Bank/Departmental Officer.
GTR.4  Register of Valuable, ’
GTR.S Reccipt Form
GTR.6 Challan
G.TR.?7 Challan for Payment of State Provident Fund.
G.TR.8 Challan for Payment of State Government Employees Group Insurance Scheme, 1981,
GTR.9 Challan for Inter Departmental Adujustment, I
GTR. 10 Register of Pad-locks and Keys.
GTR. 1l Slip to be placed in each bag of Cash.
GTR. 12 Slip to be placed in each bundle of Notes.
G.TR. 13 Cash Balance Report.
GTR. 14 Form or Bond of indemnity for drawing nrm:m of Pay and allow: ances or pensions of deceased
Government secvants or pensioners.
G.TR. 15 Form or Bond of indemnity for party rcqucsnng for the issue of fresh cheque in licu of the
lost one.
GTR. 16 Letter of eredit.
GTR. 17 Intimation to the Treasury Officee by the Deparntmental/Controlling Officer in case of reduction
or reallotment of letter of credis.
GTR. 18 Forin of speciman signature.
GTR. 19 Letter of Authority.
G.TR.20 Register of Pay and allownnces for MLA'S
G.TR.21 Stock Register of cheque books.
GTR.22 Cash order on Sub-Treasury.
GTR.23 Advice of cash orders issucd.
GTR. 24 Register of cash orders issucd.
G.TR.25 Register of reirenchments orders issued by the Accountant General.
G.TR.26 Certificate of deducation of tax from income chargeable under the head "Salaries™,
GTR.27 Register Iof power of Attorncy, Probates, succession certificate etc.
GTR.28 Form of Bond of Indemnity for drawing pay, pension, annuities etc.
GTR.29 Medical charges rclmburscmcnl bill Guzetted Government Scrvant/Non-Guzerted
estublishment.
GTR.30 Pay bills of Establishment.
GTR. 31 Increment centificute,
GTR.32 Register of increment.
GTR. 33 Statement of urrears clains.
GTR. 34 Register of supplimentary bills,
G.TR.35 Travelling allowance bill of the establishmenUGazetied Government Servant.
Y-2122-98



GTR. 36
GTR. 37
GTR. 38
GTR. ¥
GTR. 40
GTR. 4
GTR. 12
GTR. 43
G.TR. 44
GTR 45

. GTR. 40

GTR. 47
GTR.48
GTR. 49
GTR. 50
GTR. 51
GTR. 52
GTR. 83

G.TR. 54
G.TR. 55

G.TR. S6
G.TR.$7
GTR. 88
G.TR. %9
GC.TR. 00
G.TR.6}
GTR.62
G.TR.63
GTR. &4

G.T.R.65
GTR. &
GTR. 67
O.TR. 6B
G.TR. 69
GTR.70
GTR. 7
GTR.72
GTR.73

390
T.A. Journal of Public works establishment (Not payable al treasury).

Abstruct T.A. Bill for the Public woiks Establishment. [ N
Acquitls Rell for establishment

Register of un-disbursed Pay and Allowances.
Bill Register. )
(‘h:th chfslcr. .

Contingent expenditure Register.

Sub-voucher for petty contingent Expenditure.

Detailed bill for contingent charges.

Abstruct bill for contingent chirges.

Detaited bill for contingent charges (Not p;lyuhic at treasury).
Register for controlling officer for contingent th:\rgcs. .
Bill for service postage stamps.

Indent for service postage stamps.

Register of Pension Payment order.

Bill for Pension. ,

Centificate of non-happening of event determining P;:miun.

Yearly decluration of female pensioners whow pension are terminable on their marriage or
re-marriage.

Form ol application (Family pension scheme for state Government employeee's, 1972).

. Antimation regarding death of peasioner who elected the Family pension scheme for State

Government employees, 1972, .
Register af pension Payment to be made by Treasury/Sub-Ticasury.
Schedule for pension 1o be sent by Postal money onder.

Bill for withdrawing Death-cum-retitement gratuity,

Form of Nomination.

The Nutice of modification of nomination,

Bill for Refund of Revenue,

Grant-in-vid bill,

Bill for scholarships/stipend,
Chegue deliveved advice to the Banh in res
Department Nurmda and Water Resoure
Department.

pect of cheques issucd T Road nnd Buikling
s Dclp:mmcul and Forest and Environment
Statement of transuctions on Govermment Account, !

Reglvter of transaction on Gavernment account at
Register of payiment arders issucd on.

Register of Treasury payment,

Pass Bouk or fist of chequea canhed against the '
Centificate of Tonl issues,

Conslidited Receipt-cum-sehedule for Fores cn;ll femitlange, ‘ '
Schedule of General Provident Fund deduction, ’

Schedule of deduvation on account of syb Cripti g ! '
Ubse i
Pon to Post] 1jf, Insurance,



GTR.74
GTR.75

GTR.76

GTR.77
GTR.78

GTR. 79

G.T.R. 80
G.TR. 8]
G.TR.82
G.T.R. 83
GTR. 84
GTR. 85
GTR. 80
G.T.R. 87
G.TR. 88
G.TR. 89
G.T.R. %0
G.TR.91
G.TR.92
GTR.93
GTR.9%4
G.TR.95
GTR.9
G TR.97
G.TR.98
GTR. 9
G.TR. 100

GT.R. 10} .

GT.R. 102
GTR. 103
GTR. 104
G.TR. 105

GTR. 1o
G'TR. 107
G.T.R. 108
GTR. 19

391
Schedule of deduction on account of Family pension Fund.

Bill for withdrawing final payment/advance/other withdrwals/payment under deposit Linked
insurance scheme from General Provident Fund.Other than class 1X and workcharged
Employces.

Bill for withdrawing final paymentadvance/other withdrawals/payment under Deposits Linked
Insurance Scheme from General Provident Fund for class IX and workeharged Ewmployees.

Bill for withdrawul for State Govermnent employces Insurance Scheme,

Bill for withdrawal for the State Government employees Group Insurance Scheme, 1981
(Insurance and Saving Fund) in respect of subscriber on his demise while in service,

Bill for withdeawal for State Government employces Group Insurance Scheme, 1981 (Saving
Fund) in respact of subscribers on their relirement/resignation ete.

Form of Bond of Indemnity.

Deposit refund order and voucher.

Indemnity Bond,

Relund of Japsed Deposit, Application and voucher. '

Pass Book o .
Form of Advance bill of non-Gazetted Government servants. ) -
Bill Trunsit Register,

Schedule of recover '
Schedule of recoveries of Food Advance/Fen Advance/Cycle Advance.
Currency chest Book.

Currency chest slip

Verilication statement of currency chest Balance.
Advance intimation of Despateh for remittances.
Invoice of remiltonces despatched.

Invaice of remittance of un-current coins,
Receipt to be issued to the teliving escort otficer during journcy.
Reeeipt to be given by the receving Officer.

Shrolls or Potdar certificate, s to
Memorandum of instructions 1o be given to the Police Olficer incharge of remittance by rail.
Form of Requisition to the Roilway authorites.

Form of the letter of indentnity to be obtained nt Treasury agencies in connection with the
issue of o duplicate of a lost “Bank” dralt,

Vorm of Personal Sceurity Bond to be taken

Trensurer’s Daily Balance sheet,

Register of chest containing of Jwellery Bullion or ather vatuable lodged Tor sate custody,
Transit Book of receipt and retur of Cash Boxes deposited at the tresury,

Form of request to the Treasury/Sub-Treasury Officer to take charge of n Boaichest belonging
o Bank/Co-operative Socicty.

Farm of nchnowledgement for the ubove,

Register showing the cash Double lock transactions.
TForm of Day Book.

Jiorm of List Pay Centificate,
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FORM G.T.R. 1
[Sce Rule 9(3)
CERTIFICATE OF TRANSFER OF CIIARGE
o Date Formoon/After
:l;:: QPu:\rlm order under which transfer of charge made
RELIVED OFFICER
FOR USE IN AUDIT OFFICER 1. Name and initials (Block Letters)
Entered in AR .ovinrcnsiisnsssionessssnins
Entered in LIACHL voveevenencisenesnnsessenmersorssssanssre 2. (i) 1If proceeding on leave,
) (a) Duration of leave
Entered in B/s,
(b) Address during leave ——
Leave Salary  Tssucd
Ceuificate (ii) M retiring or if proceeding on feave proparatory
to retirement and if it is proposcd to draw the
Auditor provident Fund money immediately whether the
AAG application for withdrawal of provident Fund
A 0. moncey has been sent to the A. G.
OR
- (iii) If on transfer

FOR USE IN AUDIT OFFICER
LLEE RV - S

Entcred in L/Acctt.

ENCred in BIS. wouvvmunnncnccevneeevvenssssnisssserssssonn,

Joining time admissibl

Joining time taken

Pay slip issucd
Auditor

3. Signature

@Post — 8o .04

{b) Station
10 which transferred,

Treasury Offices/Sub-Treasury Officer
RELIVING OFFICER

4. Namc and initiales (Block Letters)

-_—

RN ]

(i)

(iii)

Whether returning from leave

_—

1 50, place at which orders of posting were
received

—_—
1f not, from what
() Pout —_—
(b) Station

transferred,
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Particular !
From 10
(1) R.B. Draft Forms,
(2) P.W.D. Cheques Books.
(3)  Forest Cheque Books.
(4)  Treasury Cheque Books-State/Central : -

(5)  Cash Orders :

(6)  Lottery Tickets (Draw-wisc)

(7)  Blank Receipts Books.

(8)  Any other Departmental Cheque Books
Such as Judicial Cheque Books, P. L. A.
Cheque Books etc.

3. Thereby certify that I have received and held in my personal custody the undermentioned publications

and important docurnents. N )

(1) One coby of Reserve Bank of India Treasury Agencies Private Check Signal Book, with the last
correction Slip No. dated 3

(2)  One copy of Reserve Bank of India Cypher Code, with the last correction Slip No.

- dated .

(3)  One copy of Reserve Bank of India Secret Memorandum on differences between forged and
genuine notes. . ) .

(4)  Confidential sheets of members of staff as per Statement attached.

(5)  Anyotherimportant documents and circular orders as confidential file maintaincd by the Treasury

Officer himself (as per statement attached).

4. Certified that I have taken over the dead stock articles as mentioned in the dead stock register.

5. lhercby certify that the account book etc. have been kept according to rules and upto-date and that 1
have not noticed anything irragular or objectionable in the conduct of business.

Irregularities or objectionable.practices noticed by me in the conduct of Treasury business are mentioned
in the attached statement.

6. Guard file containing facsimile of Signature of Drawing Officers and Controlling Officers.

NOTE :Use Separate Sheets if necessary.

Relieving Officer.

Copy forwarded with comliments to :—

(i)
(i)

Y-2122-99

The Accountant General, Gujarat, Rajkot.

The Director of Accounts & Treasurics (Administration Branch), Ahmedabad.
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(¢) Date of relicf nt old Station

F.NJ/A.N.

6. Sig
7. Ifonly hulding charge in addition to other duty.
(o)  Treusury Off icer/sub-Treasury Ofticer

(b} Name of Officer posted, If Known

NOTE 1 Copy need not be sent 10 the Accountunt General, Gujurat, n come of Sub Treasury Officer,

. Memo of Bulunce for which responsibitity is aceepted by the Officer receiving charge ; .

() Cash

(b)*  Vulue of Stmp Ra........ o

(©)*  Puidlock's duplicate keys,

1.* Currency Chest bulimee ——
2. Trensury Balorice -
) Under double lock
() Unda Single lock
Permument Advance ) Cinh

[}
-

(1) The nmount yet 1o be recouped as per list of
vouchers enclosed smmmme— e

4,

Amount eredited Tn the suspense Account e————

s

5.* Undisbuorsed iix in the Kirhol Reglster

———————'tsh Buk,

6.* Q. Notes deposited for Sufe Custudy,

W) ()* Sculed packets o duplicate keys deposlicd by other Depuiiments,

(1)* Vatuuble nrticles,
(3ti)* Depu. Cnsli Poxes,

Ax pes Statement attnehed,

2

) hercby certify that 1 have verificd that Stock Balance of the followin,
orders as pee Stock Regisier malntalned in the Treusury,

8 cheque books und forny, emly
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(See rule

PAYMENT

FORMG.T.R.2
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Receipt

“IUNO33Y WAUNIAOE) 0}
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CASH BOOK

ummp g
10 panss) 11330y Jo ON 1g

g

27

(b}

24 25 26

Total expenditure

23
2. Closing balance.

3. Grantiotal.

Closing balance should be analysed in the

following matter :-

Cash

3. Banks Drafts.

4. Permanent Advance (a)
(Items (1) 10 (5)

1.

2. Cheques.

1

Total cash balance

19 20 21 22
S.

14 1516 17 18

12 13

10 11

6 7 8 9

"PIAD Woum oy
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FORMG.TR 3
* Sce rule 302)
RELCEIPT FORM ¢ ;
Received cheque No, [
for Rupces drawn on

Bank on account of

with chaltan No,

Signature
Desi
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FORM G106
{ See Rulo 1) STATE
' CHALLAN
Tronrny/Subs"Tremmnry
Chatlin oF eanhy pakd bia the Stimte Bunk of Bt 8 e

Torbe el i by Remiuter Tabe filled by the Departmental oftiver oy
1he ‘Treimury,

Nutw (v lll Ao el Deputmental  Ouder 1o the
demlgnntion) Pintlenlini of the ol olficer Nk
il nhbens el Avccount It whing

ol the winl wthity Tavous
renditen (IFany) tenelered,
t [ (W) h % (t
a1}

ordanne the

D

e
Corret rooeia ¢ amd pren seasipt
¢S: pauc e and fol) dssicucion of £ cffacer
ooy 40 de peid o)

Stpsunne Towl
(I wonly) +T0 e uned only T the cine of remlttanee 1o
Rupesn the Hank thiough depunmental ofliver o

the Tremway Olicer,

Revidved Paynient U word) wpees

Trewtig Accuintunt Date Trensiy Ofticer
Agent

Nute 1 Ticaven whets it peditn ot e Tank s pevsiaiblg, the cotumin “Hemd af Aceomt®™ will e cheched
by e Vs O eer on e Accounts Ocer, i ihe case iy be on eceljpt o the Bank's tally sheet,



Detail of Receipt

FUND

DRAWING OFFICER

DEMAND NO.

TYPL OF BUDGET

SCHEME NO.

HEAD CHHIARGEABLE

401
FORM G.T.R. 6 {Continucd)

&

AMOUNT RS.
100

500
100
50
20

EBBEDD

|

(IITIIIIIITITI

CINRTOLLING OI'FICER

DETAILS OF NOTES

I

X
X
X
X
X
X
X
X
X

COINS ;

CIICQUE NO.

113

amountks. [(TTTTTTIT1I]

DATE:

FORRS, —— — |



401

sy g0 Ainsear )
32430 Ainseal ] weisissy /9oy Kinseas -qng

aLva

INVINNODIDV

AINSVYIIL

sydny (spiom ut) wawked paaaxy

*Kmseas | -qng/Ainseas ] pusunsedaq a £Q paxaayd st Oeey?) 3 121je yueg o o181 Spewt ST 0TeNIWL € uaym [Uo pasn 3Q O

-91qeondde 10u st yorym 219)3q @

[®10] pueln Spiom ur (sxdny)
‘pred 3q 01 “SIWBARS AL
Kauows o SSE[D Ue Q0
suuapio PEQTPIWYY  /AT-SSEID JO I'd
12950 iy  jvagroyfey S UEUMODY
apjo  en pue qerEf0n  [euoIsIAIQ/IdSTV
voneudisop  ARNY  (SWnoddy)  [IdDAMDV
gy pue  3RU0D [eJ3U20  Spung audptaclg
amneusis PRIEQ  WEWNODV S A7S 08D 4 sy s34
1 ot 6 8 L 9 [3 v € z [
‘pred st
xyayd Ksuow jreyaq
‘Teuaw FOYM U0
(9+) "Jo dTRADY -wedaq | (s)Iaquas
“yueq ain a|qeisnipe woym UWIN0) WANEISUT  punjay jo  ‘vonduds QW oN  -qns :p jo
O} J9pI0+ £Q 1991}30 S1UN02dY UNOODY JO eI oL O 'ON wnoury -qQng  “Qquowr MOy uoHRUSISH] pInnUA
. ‘ponIWA unowy  Arefeg fd  puedweN woym kg
YIOI0 AUNSVIIL-GNS/AANSVIUL/INIWLIVIIA FHL NI GTTTH 39 OL YILLINIY JHL A9 NI AITILH 3 OL

+ e Kmnseau] -qng

- je Amsea] pwsiq
.................................. Jere(nn Jo wawIAA0E)
BOYSEINES JO YUTG ANS/EIPU] JO YURY RIS ©

AINSvIL

SNVIVHO
( Ty 3 mo12q t JION 33S)
LA°L°O INHOA

o Kuow

punyj jwapuald Ang jo wauked 10) uerey)

‘4'dALVIS

Y-2122-101



402

’ ) : IRYs Lireq s Jueg oy J01d13031 wo ‘3q Avw 359 3 sv
440 NUNOIY Y10 10150 Knseai] ay) Aq ur PR1IY 39 1im , 1unoddy 4o peayy,, =E=_°oo_=u_n_mn_E&E-xcam.an:vEu BE._vEun;umedEAO

‘u3a13 3q pinoys pasapuas Ksuow Josmnansey (z)
K J SIY) ghim p aroym v Aindag
NVRIUNOXOY /1331130 Amseas] 1UBISISSY 10 J2du30 Kanseau [ oy £q pauflis aq jjeys uejeyd uﬁ:Om&_qub:ﬂBCoS“:eoE»& uovaoc.:_:v.

- : SN
"SWEU UIOMIaq 338dS 1uIdY NS AR pue JopD Buipuaose a1 U1 €107 Ut ssaquINY Junoooe y Bueay (9)
S nevg
..................... NSV CNOVD
...................... AN YINDME (83) ssuos a1mdag sod uejey> ajesedas amdayg (q)
. “UElEyD Jo uwiog s dn By ut
1UBA3]2) 4R K347 WX 341 01 pamoyj0) aq pinoys Y3s d'd'D Jo vor d 1931303 403 "D'VAUBIWIAA0G 2 £Q pansst suonomisul 2y v (&)
* uopannsuy




403

co'1d)
"332y)0 Kinseas Laueiunosoe Aindagnueisnosoy

40Y30 Ainseasg weistssyou50 Linseasr-qng dLlva INVINNODDY YIANSYIAL
B R R TP s buthwhiet svadny (sprem u1) wuauwked paatasay
K qnsyKanseal] s dag ay1 £q paxdayo st wejeys 341 J3yje yuBg 0) UT IpEUI ST IUENIWIA B UIYM A[UO Pasn 201 o
1£10] pueiny SpIom UJ (s20dny)
‘punyg Sutaeg

pung 3duesnsuf
1861 ‘Jwaysg

m 83 Jouensup dnoiny a
pred 2 =3 s2akoldwg aimag
3q o1 houow 2 g 29 1ezefng ‘pung o)
sy Suuspio =gas uoISU{ pue
1331j0 21 Jo 3 JdueINSU] ISYIO g
uoneu3tsap [[ny pung voisuag
pue aineudiy 2 Jouelnsu] 18 syq | sy . v
6 8 L 9 3 4 € [4 1
‘pung Suiaeg .
pue pung
‘pung ouemsut *K|uo pung
pung uRInSU] o13uiq  Jduemsut 0)
‘uonnqLIuod Buteg o 3 sprem -udsqng  8uiquasqng
. jojunowre  spiemo; uon 03 uonng dnoiF s
N0y e -NqLIN0) -10U02 13pun s3ako[duia ‘panauas
“ueg ) 01 19pIQ, Jo peay PANWII UNOWY Jo ‘oN |0, dnoin uaym g
4301440 AVNSVIYL-GNS/AUNSVIULININLIVIIA FHL A NI a3Tnd3gd oL AILLIWTY AG NI AT1TI4 99 OL
....... LV Xd4NSVIYL-9NS "1861 "3wayd>g Nuesnsu] dnoin o) uf A3uow
1V AYNSVYIUL IDINISIA s3akodwz wawwaaon sieig jo Juawked 10§ uefey)
TIVAVIND 40 INFIWNIIACD

'4LVIS
(1% 210y mo|3q -310N 235) ,
8°UL'D Y04 ’ N




404

Avws a5ws 2y 5w yjo SIUNO0Y J0 101g0 Lnsear 2 »a UTPajIYy 3q Jlim

‘1ys Ajteq s, queg jo diacas uo ‘aq
WJUNOY JO peaH,, uuintos ayr vjqrssrunad are URE 10 SUPOID 1P M WO U] (g)

‘uaar8 2q pmoys passpuar Kauous jo sreinonrey (¢4

Y S i

B - ) 13LON
.
‘umMey L0 unoy sup dn Buyy ur eAstas are K3 worvs 41 01 pamojo
24 PInous 4npayas jo uoermdasd 101100 1 1L pue ¥ JO JoRnqaessusn D A &q pansst suononusut ap 1y .
*SNOHLONALSNS
— g e - T —=- — - - l - e
. — e e o T
S ———— L —— . e —eeeee———— — e e



405

FORMG.TR.9
( Sec Rule 226 )
CHALAN

" TO BE USED FOR INTER - DEPARTMENTAL - ADJUSTMENTS
CREDIT NOT AVAILABLE FOR REFUND

. TOBEFILLED IN BY THE REMITTER

TO BE FILLED IN BY THE DEPARTMENTAL
OFFICER/TREASURY -

By whom rendcred
(Nane)

Name (or designation) and address of the
petson on whose behall money is paid

" HEAD OF ACCOUNT

Full particulars of the remittance
and authority (if any)

Amount

Signature Total

(in words) Rupees

Signature and full designation of the ofticer ordering
the money to paid in

Date

Received payiment Rs.
by transfer debit from

paise

Date ' ' Accountant

Amounts credited by transfer adjustment not
available for refund.

Treasury Officer.

Y-2122-102
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FTORMGT.R 10
 Referred 1o In Rule $2)

Reyister of 1dlocka and Keyn of the Trensury,
Date uf Numiber binne Nuber e S, No. assigned by Deseription
sevelp, by pindlis k by heya the T.O, (v the ol the pidlnceh,
fmanufuctinee's Nt (munufactarer's No) - paddhionk & the Ay,
) (2) [8}] (C)] ()
l'm_tlunc fur Number of heys Custinly of heya. No.und due of order
whiclhuscl. recelved with Ortginal Duplicute Rnctionlng removal off
" Padlenk, . the padtack und hey(x)
% ) ) (D]
Tnltdal of uilleer whae g
secelves cnch hey anl :::;,::T,‘,I,:.;;:.‘I;rmdcr ’”“.I""‘ ar iy
daie of recelpt by hhm, . dinpural i Otficer remuving the
Ovlginat Duplicate - Padlieks, hey or heys
(an E) n Or both with dute.

(1)
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FORM G.T.R. 11
( Sce Rule 84(1)G) )

Stp to he pluced Inench bag of enshi s

Nume of Treasury

Description of coln

Number of Pleces

Counted

Weighed

Examined by

Dated ...

Signature of Treasurcr

Stgnature of Trensury Officer/Sub-T'reasury Officer,

Nate 12 The sllp should bewinen In BEnghish,

Note 2: The xignuture at foot should be that of the treasurer or other Ofticer 10 whom the coin testers and

cxuminers are subordinute,

e . mte e

Lt —

P —



Slip to be placed in cach Bundle of Note :

Packet No.

408

FORMG.T.R, 12
{ Sec Rule 54(1)(ii)

of Rs.

C

....pieces.
P

J-

Counted by ..o

AE\aminod by.

Dared ...

Signature of Treasurer

Signature of Treas/ury Orﬁccr/Sub-Trcusury Officer,

(Full name)

..Notes,
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FORM GTR - 13

© [Scerules7]

. Cash Balance Report )

1) {17, V- Trca:sury

Y-2122-103

TS Attt b N =2 b
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P veey - = s Cash Bulnce Report of the ... ettt bese s
L T .
' . N B — Tote despatehied withont farf by
Iod Tery et
CURKLNT
Name of Tresunes Notes Whle Rupe| S0P xp tor. sk
1- 2 3 4 s 6 7
R |ef o qe] R (]| R [e]_ & .
District Trvawry
-
Sub-treseurics Moo
[
'
. I|
i
’
Votul Sub-tremeurics . .
—t ! | o
'
. R
Reauttances In Tennut j . )
[t — -
t—d _
Gewnd Totul . . ] ).
Grund Total (in words)
Dxtahs of Nekes ° ) L
Take Vilue Tiamsation with the public in nichef and
xnamunions inbrumse and copper
t—— e ]
Rs. ks ks |
S0 -
100 - -
s0 - Mutet
20 - .-
NeUinwed 1 the publyc
0 " -
o
s g Netrevened frum the puhiic .
2 - . e wnd Copper
] - - Netisvmed 19 the bt 4
Towd .. ) “
Net feccived fuom the pubtic
1 Cahbilanme mn senfial by Mead of thie [hytmg o%ing ”

) Canb* Yo senficd By liead of the Districg em

'
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Treasury on the of 197

post on the first working day of each month.

UNCURRENT AND WITHDRAWN

. Sitver Tousl

I 2e e Total Toual neurreni and] O

Corrent | Curent Light Other Nickel Copper | witweawn | 1O
Weytht | Chasses

8 9 10 n 12 13 (8} [} 16 " 18

Rs. { P Rs. | In Rs. | P Re. | P Re. | D Rs. | P Rs. | P Rs. | I Rs. | P Rs. | P.] Rs. |

| herehy comtify Uit | lave p.numn, avcengined by couning 1t the hatance fn the Dusiniet Treasury, for wiweh 1 am sespansible sncunied o0 the
w0 the aemount show i on eolum 17, sbove. | further cuntify ttut Uie bulk of e tncasury 18 beps under

o ok, v ke of i of whieh 1 1 the €xclusive custonly o the Tmm, Offucer amd st of the oilict with the Treasuree. Elonthes cofy that the Bl under
lln;lc lock with 1l Trcavorer umuoiited 06 th onc duts tw ...aad that t 00 tiene dud the Treasuree hold  lus sepacac
custinly a sunt larger than acxessary for e comenienl trauseiion of Govern 15 o1 Tanget than the secunty piven by hinn The ulunce for Sub-Teeasurics
wanounicd o8 U A spxificy 10 the suiis slown uganist them und v reeens o from Sub- Treavury Officcr cemfis Aes of the ctuul senficstion of (hove Palanecs.

The blsice of e curmency chest attimnied o e toRs.

Anwnnt Undder Doubile Tock ...

Distriet Vreasnry Matance

Ao unt Treasurer's Single Loch ...

- 1o Rs.

T hatsnce in the siall ¢ depot ot AIHGNCY O I s e

Trewun Otfica

Dsed o L]

Istruned for the fin partion of the cenifica.

In Disterct where thers b s Ieanch uf the St Bank of budia 3t il Ivsitict Treasury the fullow Ing should

ety certy tha o sums of Ko (ot wonte) et R fﬂl‘l':“',jum the taiad "States Danb Depontts™ fn oy Lﬁﬁmﬂ I‘::m‘i:‘u

e m‘h’!:‘ml‘:x"\nmn 1t Gy statemeis recewved frosm the Rank duting ie s
cov

S thie mnitly nf und 1Ts mwan agices w

Treasury Officer






413

+ JOED o1, 5500 X1 AQ GRINTOD SR ¥ PIWDIT 39 PINOKTY BETAD I OCUALIY

WWn(0? N 31 31 BIIREE DL 3q PINGE TAUOSUA. RIOM 20 ‘D0
POUTILR 503 40 ENOU J0 PUFY AN POF FOUTITIY

NBwnow 10 TR0 SARDIO0M j]
Lorman 10 danmy XXM

3
4

pE— - gL
d kY d =y
1) u n o ] 0 ¢ ’ 3 v 3 T [

payardeop wnae 8o | mssaltp

wayn | ymedsag aouys| -acerw oo s | ewdeg

rprung [ wauy alml | peg g oy | omng . memy | vwauwsy lewny| pma | p=a
Jo qamdiaq jo31cq

QIHILYASIA SIONVLLINGE TIAIITIY SIONVLLINTY
R T - e 0 TOJY Iq) J0LINP SPDUSLALIY TF]) JO 00

Y-2122-104






415
FORMG.T.R-14

(Sce rule {84 (4) (b))

Form of bond of Indemnity for drawing arrcars of pay and allowances or pensions of deceased Govern-
ment servant or pensioners. . . .

KNOW ALL MEN by these presents that I, (a) sident of and
(b} ——————————the widowithe son of and
L'we {c) eties on her/his behalf are held and
firmly bound 1o the Governor of Gujarat in the sum of Rs. - {Rup )

10 be paid to the said Governor or his successors or assigns for which payment to be weil and truly made, each
of us severally bind (s) himself and his heirs, exccutors, administrators and assigns and every two and all of us
jointly bind ourselves and our heirs, cxecutors, administrators, and assigns firmly by these presents:

As witness our hand this —day of 19
WHEREAS (d) as at the ime of his death in the employment of the
Government or was receiving a pension of Rs. —Rupee )

from the Government;

ANb WHEREAS the said———;—d|ed on the day of 19, and there was

then duc to him the sum of Rs. ——{Rupees - - —)
(for pay and allowaces in respect of his daid office ) or (in respect of his said pénsion) and WHEREAS the
above bounden (a) —{hereinafter called “the claimant”) claims 10 be entitled to

the said sum as heir of the said (d) but has not obtained letters of administration
of or succession centificate to the property and effects of the said (d): . .

AND WHEREAS the claimant has satisficd the (¢) o (Officerconcemed)and he/
she is entitled to the aforeasid sum and that it would causc undue delay and hardship if the claimant were
required to produce letters of administration of or a succession certificate to the property and effects of the said

@y

AND WHEREAS the Government desires 10 pay the said sum o the claimant but under Government
rules and orders it is necessary that the claimant should first execute a bond with one surety/two surities to
indemnify Government against all claims to the amount so due as aforesaid to the said (d)

before the said sum can be paid to the claimant; ’

NOW _THE CONDITION of this bond is such that if after payment has been made to the claimant, the
claimant of the surcty/sureties shall in the event of a claim being made by any other peson against Government
with respect of to the aforesaid sum of Rs. refund to Government the sum of
Rs. —{(Rupees ) and shall otherwise indemnify and save Govern-
ment harmless feom all liability in respect of the aforesaid sum and all cost incurred in consequence of any
¢laim thereto then the above written bond or obligation shall be viod out otherwise the same shall remain in full
force and virtue; !

IN WITNESS to the above written bond and the condition therefor :

W

d

have hereunto sct our hand this day of
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o) Full name of clasmant with place of residence;

(b} State relanomship 1o the deccased.

{c} Full nume or names of sureties;

W Numc of the deceased.

te) Tule of the olficer responvible for the payment.
FORMCG.T. RIS

(See clause (v of rule 100 ($) )

THISDLED OF INDEMNITY MADL ON T/ L - : daty _oll’-'-“-
tetween N Y

of Of

th Hiof sident of

AND

2) o of sident of tc.
carring on businews in €0-partnership under the name and style of - at seesesne Ofeses
------- Soreomemsseeems d company reyistered under the Indian Compunies Act, 1956 {1 0f 1956) huvmr I8 regis.
tered Gffie al esemmneesieenec sl ~+= (hereinafter called ® the Indemnifier ¥ which cxpresvion shall unless

¢acluded by or repugnant 10 the conteat be decined 1o include his heirs, exceutars, sdministrators, legal repre-
sentatives, sucessurs and peninttied assignpns) of the one part and the Governor of Guyarat theecimafier called)
‘the Government” which eapressions shall unless excluded by one tepugnant to the context he deemed 1o
incfude his sucessors or asigin) of the other PAKT,

WHEREAS ON TIME: I ly of <heque No
wed Al (namne of the Bank) for Rs. ..
..................... Jwas drawn by in favour of i

AND WHEREAS the Indemmificr has represcited 10 the Government that the saiy cheque hasbeen fos
by lhim Juring transmisaion by post 10 him.

AND WITEREAS the request of the Indemnifirs the Government by ugreed 10 ivaue a scvond ¢

heque for
g HRupees. =-==) being the umount of the sand Previouscheque No.-eee..
................... dated s====-upon the indemnifire giving such indomnity as hereinafier contained.

L "NOWTHEREFORE. [T 1S HEREBY AGRELD b und beiween (he parties that in considerstion of the
said premises and of the agreenwent on the pail of the G{yvcmmcnl in issuing in favour of the indemnificr a
second  cheque for Rupees- - -being the amount of the previous cheque No. -
.. dute -ihe indemnifier do heteby agree und undertahe to refund to the Gavernnent on
demand and without demur the saiid surm of Rupees vonenimenn., ==+=-iny the event of the suid previous cheque
hemng presented to and paid by the hankers und T indemnify the Government and heep the Gosernment harm.
lessand indemnilicd from aind agamst all expenses \-lhlc{l may be incurred by the Government in relation
therety ot an conne tion therewith.

€2) The Gusernmment agreed to bear the stamp duty. ifany chargable on the presents,

2SS WHERLOJ the partice herelo have set und subseribed their re

spective himds herel
day und--.. year finl shove written, ! © tums hereby o on

Signed by the said Indermmificr in the
{y
) ,

Place eeveneninin, Date -...
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Signed for and on behalf of the Governor of Gujarat by Shri
(Name and Designation in the presence of

m
(2)

PLICE § ooecnceeeovenss Date :

FORMG.T.R. 16

1
(Sec Rule 102 (1))
te LETTER OP CREDIT
To,
The Treasury Officer/Sub Treasury Officer
Lhave the honour to request that you will cush the cheque drawn by the
w to the extent of Rupees
This letter of credit has effect from the
L1
1o the
2. Qut of the above amount, funds as shown below may be provided for al the sub-treasurics for drawing
cheques directly on them :
1. Sub Treasury Rs.
2. Sub Treasury ' Rs.
3. Sub Treasury Rs.
Total for Sub Treasury Rs.
1o
BBalance lor the Distry Treasury Rs.
ie 3. This letter of credit is being issucd under the Budget head shown below alongwith the amount of

L.O.C. already issued and the additional amount of L.O.C, now.

Y-2122-108
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(Rs. In Lacs)
sr. Hud.o! Accml (bere mention s.::;:’cnlw A"i.o(‘)ug o t’gg“:‘:f S:II?:;;
No. details of Major Minor & Sub | grant for 4|lrudy issucd for | sfier this Remarks
1lcad) the year | issued for Rs. LOCRs,
Rs Rs
1 2 3 4 M (] 7
1 { Deposit works
2 [ Refund of deposit
3 | Outside Budgetory works
4 | Non Plan works 4
Capital Expenditure
A,
B.
C.
D.
Maintenance Expenditure
A,
B.
C.
D.
§ | Plan Works 1
"1 Capital Expenditure
A
B.
C.
D. .
Maintenance Expenditare R E—
A,
B.

Signature and Designation of the Head of
Department
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FORMG.T.R-17

(Sec rule 103¢1 )
Intimation regarding addition/reduction in letter of Credit.
Ref. fetter of Credit No.

With reference to above, T have the honour to submit :-

(a) that an additional credit of Rs........cccooooiivmviiinnns has been placed at the disposal of
and that he shall be authorised 1o drawn cheque upto Rs...............l.... ...for

the quarter cnding,
{b) that the credit of Rs. ! placed at the disposal of has

been reduced by R

and that he shall be authorised to draw cheques upto

.for the quarter ending.

Place :- Signature..
Date - Designation..

FORM G.T.R.18
(Sce rule 106)

FORM OF SPECIMEN SIGNATURE
Name of the Officer :
Designation :
Name of the Office and its address :

Date of taking over charge :

SPECIMEN SIGNATURE

In English : In Gujarati
(n
2)
[&)]
Attested

Signature
Name anul designation

N.B. The signature of attesting officer should be available with the Treasury.
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FORMG.T.R. 19
(See Rule 112 m)

To

The Tecasury Officer
Stare/Resers e/Banh, of India
State Bank of Saurashtra,

Please pay bill No..

+-WhOSe attested specimen

Attested specimen Signature,
Date

forRupces....,.w.......

.............. for the office
signature is &iven below .

Signature of the Drawing Officer

Endorsce

Received payment

Dated

..(in

of

(Signature of the person receiving Payment )
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FORM G.TR.NO. 22

(Sce rulc 128)

e NOQ.ovemerresssrmemnenn
Treasur Treasury
Cash order of Sub-Treasury Cash order on Sub-Treasury
v Treasury .. Trcasury
0
To _Treasury Officer To _ Trcasury Officer
The Sub-Treasury Ofhicer. The Sub-Treasury Officereeeseeasmseseesrercoceoccccenes
Pay 1o ! Puy - d
Rupees Rog
for cnvh received from-seesesese for cash reccived from
| C—— . Trensury Officce Ruiinrnnnniinnns Treasury Officer
. Sub-Treasury Officer Sub-Treasury Ofticer
! i
F | &
° .
LTI { Accountant LT B— § Accountant
p=] =]
“
N.B. : Thecashorder is current for theee months only  N.B. ;. The cash order is current for three months only
unless renewed. unless renewed. .
.
Ll

Y-2122-107
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FORM G.T.R.NO. 23

{See rule 129)
Advice of Cash orders issued

Treasury Officer
Sub-Treasury Offic is informed that the undermentioned
cash orders ing to Rs. have been issued upon him today.
Treasury /Sub-Treasury .
The 2001,
Treasury Officer
“Sub-Treasury Olficer.
No. of the To whom payable Amount Date of payment Initial
cash order. of the
' Sub-Treasury
Officer.
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FORM G.T.R,NO. 24

(See rule 130)

Register of Advice of cash orders issued by

Treasury/Sub-Treasury during......ccoouun......... 2001,

No.of . Place of Amount To whom Date of Date of Remarks,
order. issve. Payable credit payment .
4] e 3) (O] ) 6 )]

Rs.p.
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FORM G.TR. NO. 2§
{See rule 144)

Register of Retrenchments ordered by the Accountant General and their Recovery.

Particulars of retrenchment

No. and datc of No. and date of ‘ Name and designation
A.O's. orders. Voucher. St of Person from whom v
fecovery is to be made.
1 2 3
e
Particulars of retrenchment |
Nature of Overpayment Amount to be Initial of Treasury
or ground of recovery. recovery. Officer/Disbursing Officer.
4 5 6
Particulars of recovery
Recovercd by deduction Recovered in cash
No. and date of voucher Schedule Tem No. of cash recovery
. schedule or cash account. .
7 8 9
Initials of Treasury Remarks .
offices/Disbursing *Note : Each recovery should be
Officer. . specifically detailed in the
Accounls submitted to the A.G.
with a view to being connected
with the disallowances to which
it relates.
10 I
.|
”
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FORM G.T.R. NO. 26
(See rule 147)
Name and designation of Govermnment servant/P .

Year of Pay

Total amount of pay and allowances paid Rs.

Total amount of tax deducted at source Rs.
Income Tax

Surcharge

Date--

Signature of Disbursing Officer

Receipt of Income tax deducted at source
Name and designation of Government Scrvant/P

Year of pay

Namc of Month : Amount Amount of tax
Pay and recovercd,
allowances/ Income-Surcharge.
Pension. Tax.

Admussible
deductions,

GPF

Premivm
towards
Insurance.

PLI

Rs. p. Rs. p.
April
May
Junc
July
August
Scptember ¢
October
November
December
January
February
March
Total

Rs. p. .

Rs. p.

v

Rs.

p.

DustricUTreasury/

IR . . ; ,
Sub-Treasury ' Treasury Officer/Sub-Treasury Officer

Y-2122-108
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FORMG.T. R -28

(Sce Rule 166)

FORM OF BOND ‘OF INDEMNITY TOR DRAWING PAY, PENSIONS, ANNUITILS ETC.

THISINDENTURE  made the day of On¢ thousand ning
hundred and - b 1\
;o

(1)

)

(3)

carrying on business in partncrship under the style or firm of or ———in corporatcd
under the the cCompanics Act and having thair
registered office al - (hercinafter referred to as the firm/company which
‘expression shall where the context admits be decned to includk their exeeutors and adnunistratiors or wes

F1op
and their successors in business under the same or any other style or name of the onc part of the President
(hercinaler referred 10 as the President) of the other pant:

WIIEREAS the fiemveompany have been in the habit of recciving on account of their customers pay,
pensions, annuitics allowances, or other payments from funds administcred by or on behalf of the Governor of
Gujaral including pensions payable on behalf of other Governments from the various officials whose duty is to
disburse such payiments/A General of upon the prod; at the time of such
payment of a certilicale to the cffect that the person on whose behall such payment was claimed was then alive
nd, the case of pensioner also of a certificate of noa-employment according to prescnbod mules, AND WHEREAS
in order to save tink: and expensc in obtaining payment of such sums the Governor has agreed to allow such
payments to be from time to time made as they fail due without requiring the production of the said ccrtificates
savea certificate of non-employment according to prescribed iles signed by a representative of the fimvcompany
upon being indemnificd by the fimvcompany against any loss by reason of such payment as aforesaid on account
of any person who may at the date of such payment be deccased and upon the firm/company entering into such
an agreement as is hereinafter contained which the firm/company has agreed to do,

NOW TIHIS INDUNTURE WITNESSETH that in pursuance of the said agreement and in consideration of
the firm/company for themselves and their s hereby with the Govemnor and his sucessors that
so long as the Governor shall allow such payments as afore said 1o be madc without requiring the production of
the certificates hercinbefore referred to subject never the less as hercinafter provided the firm/company will
withim seven days from the time when they shall have reccived notice of the death of any customer of the recerpt
of or on whose behalf the firm/company may have reccived any such payments as aforesaid communicate the
date of such death to the official for the time being responsible for the paymcnts to such deceascd person and
further that the finvcompany will immediately after the expriation of the said priod of seven days repay and
refund to the Governor so much of any moncy which may have been received from such disbursing official/
Ac General of ns aforesad on behalf of such deceased customer as aforesaid as
shall be in excess of the amount of the pay, pension, annuity, allowance or other payments as the case may be, to
which such deceased custonier was entitled up 1o the date of his decease,

AND ALSO that if an whenever any change in the constitution of the finn shall happen whether by the
death or retirement of any number thereof of the introduction or accession of a new member or members thercof:
otherwise how 30 ever the firm will on every such occassion within 7 days aftes the change shall have occurred
Bive notice in wnting to the Governor of the same having happened with full particulars thereof including the full
name or nanies of any ncw member or members so introduced as aforesard and in every ease where any such
traduction has taken place will as soon as may be hereafler on being o required by the Govermor procure the
new member or members intraduced to enter into a fresh Bond in the same form as these presents cither alone o
Jointly with all the origimal or remaining members of the finm,
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PROVIDED ALWAYS AND IT IS HEREBY AGREED and dcclared that the arrangement hereby made
shall not be determuned except by express notice in that behalf given as next hereinaftcr provided,

. PROVIDED ALWAYS AND IT IS HEREBY FURTHER AGREED and declared that the cither the firmy
company (or thc Govenor shall be enutled to determine the arrangement hercby made on giving to the other 14
days notsce in writing in that behalf and on the expiration of such 14 days' this arrangmcnt shall determine and the
liability to firm/company ) under the herein incd shall ceasc in respect of any such paymeats as
aforesaid made after that date but nothung herein contained shall be deemed to exoncrat to release the firm/
company from their hiability under the covenant here in contained in respect of any such payments as aforeasid made
pnor to that datc,

PROVIDED ALWAYS and it is hereby further agreed and declared that in the casc of pensions the  fin/
company will according to prescribed Rules once in every yeas furnish to the Governor o the officials responsible
for the payment of such pension/A General a ccruficate by one of the persons
prescnbed by the said rules of the life of each pensioner whose pension is paid to the firm and a centificate of non-

. employment signed by the peasioner himsclf,

AND FURTHER that nothing here in contained shall be deemed to preclude the Govemor or any of the

said official whose duty is to make such payments as af; d the A Gencerat for
vequiring the production of ccrtuficates in proof of the life of any particular person or persons entitled to receive
such payments as aforesaid if the Governor or such Official/the A General shall

decm it necessary nos shall the finn's/company’s arrangement made by those presents be decmed to be thereby
terminated In witness whereof the said partics have hereunto set their respective hands and seals the day and
year first above written. :

NB . An mcorporated firm executing the bond may delete the words in italics.
(Portion underlined 1s to be printed in italics),

Kl
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FORMG.T.R-29

(Sex Rylc 172 and 189)

MEDICAL CHARGES REMBURSEMENT BILL GAZETTED
GOVERNMENT SERVANT/NON-GAZETTED ESTABLISHMENT :

Bill No’ - Token No. E Date
Token No. Date

Detailed medical bill of Shn

Y-2122-109 (ln casc of Gazetted Ofticer)

Desi ffor the establish of th
for the month of—————— |98
COMPUTER INPUT DATA
L D CI @ Mewsve LT 11
4. Class of expenditure / 3. Voucher No. CT 17117
S. Fud —/ Particulars . Codc Amount
Rs Ps.
6.  Dawing Officce [ T | ] Medical Reimb- 007+
ursement charges
7. DemandNo. [T T ]  Dulucstion Mohcal 009
Allowance Refunded
$  Budgt ] “NaToal.
5. Scheme No. (T TTTTT)
Demand No. Amount in Rs.
Majos Head Words.
Sub-Major Head . Appropriation for [98 - 8 Rs.
Minor Head . Expendrturc includug tus Bult. Rs
Sub-Head Balance Rs.
ST Name of patient Nare oI Tacumber Period of Kmount ol Ranams
No.  andrelation-ship Treatmeat Chim
wuh Govt. Scrvant Fromto
1 2 3 . 4 3 6
TOTAL-—————
Signature
Designation
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Certified that [ have satisfied myseif that the amount included in bulls drawn 172 months previous to thus
date with the exception of those detailed below (of which total amount has been refunded by deductions from
thus bull) have boen disbursed to the Gowt. servants therein named and theis reccipts taken in the office copy
of the bill or i 3 scparate acquittance roll.

Signature of Drawing Officer.
Detauls of Medical charges refunded (This intimation is not required to be filled in casc of claim of Central
Officer). ) v
St Section of Name of incumbent Penod of Amount
No  Establishment claim Rs Ps Y
E4)
Date : Sgnature of Drawing Officer.
Passad for Rs..

Date Signature of Controlling Officer.

Received contents .

Signature of Drawing Officer, !

L

For use m Treasury Officer,
Pay Rs. Rs.
Datc . Accountant X Treasury/Sub-Treasury Offices

Pay and Accounts Offices
Examined and enteced
Tecasury Accounts on........ ... For usc in Audit Office.

Reasons for objection. o>

Accauntant Treasury Officer.
) Auditor Supenntendent Gazetted Officer

Direction for Note : :
NOTE . The bilt should be by i reccipts and bills etc. ¢
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Outer Gencral | e. & g. (Revised) (Outer)

I BILL TRANSIT REGISTER SR. NO. ceecrvmense DATEnociieecevvinrserrs ]

FORM G. T. R. 30
' (See Rule 176(1)) Bill Registes No. ...
Pay Bill for the Establish Name of Office _' .
For the month of ! .
‘. N For use in Treasury '
Name of Treasury TokeaMo. Date ;' .
Token No. ! Date:
‘“ Token No. Date :
.[ COMPUTER INPUT DATA - To be filted by Treasury
b .
!~ 3. Voucher No. R ) | I
‘4. Controlling Officer m:D Object of Expenditure Code Amount
' Rs. " 'p
4. Class of Expenditure D 1. Salaries : e
. Pay of Officer 0(0 ] 1]+
H Pay of Establishment 0[O0 2]+
3. Fund L. D ieave Encashment 0] 03]«
. Dcamness Allowance 0[O0 [5T+
“ ' & Drawing Officer [:l:]j House Rent Allowance | 0] 0 [ 6] +
. Other Allowance 0] O] 8]+
7. Demand No. . D:I:] Medical Allowance 1 0] 0] 9]+
Bonus O T Ti(«
g Travel Expenses 0{3(0]+
8. Type of Budget D Office Expenses O{ 40+
9. Scheme No. Paymeat for Professional [ O S [ O [ +
Othes Charges 2[8 (0]«
10. Head Chargcable. Fastivel Advance Rec. |0 [ 1 |3 |-
Food Grain Advance Rec | 0 |1 J4 (-
Recovery of Pay 010 )1 |~
Scctor . OR
Demand No. Leave Salary Advance [0 (0 [2 |-
Major Head
Sub-Major Head
Minor Head Gross fol _
Suh-Head
Please issue cheques shown below @
Rs. Ps . . . .
« 'Budget Allotment for 200 - 200 . {1) Infavous of Drawing Officer for Rs. ........
E q Including this bill (2) Io favour of Officers.
Balance available @ Shri for Rs. A
(1) Smt. for Rs.
‘o For Use inA. G. Office (M) As per cheque list attached for Rs.
Admiled for Rs. N .
Objected for Rs. ’ Totul Rs....
Reasons for Objection.......... ! i
i
" » i
Auditor Section Officer Gazetted Offices ; Signature of Drswing Officer
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Deduction * Clo{d]|e Amoun| Deduction “B™ Cloj d] e Amount
Rs. [Ps Rs. Ps.
Income Tax s{1j{o)- 1.AS. Provident Fund 612] 0 -
Surchasge on Income Tax sj{2/0]- Qeneral Provident Fund
Postal Life Insurance s{3/0]f- Other than Class- TV 6171 0] -
Gencral Providend Fund s[3f 1]- General Provident Fund of
Class TV Divisional Accountants 6|8| 0| ~
General Providem Fand - 5] 3| 2 {State Pmployee)
Workcharged Contributory Provident Fund 6| 9] 0 - ‘>
General Provident Fund s[3] 3 Advances for Purchase of Fang 7] 2| 0 -
Rojsmdas Advance for purchase of 7] 4| 0f -
0059 Rent of Building other Conveyance (Cycle)
Reat of Building 0216.9- 106 tnterest on Advance 716 0] - R
General Prol Accommadation [$ 18] 0] - Jeep Rent 71 8] of -
0216-01-107 Police Ho“f'“l Provident Pund adjustablc by [ 71 9| O - :
0216-01-700 Othes Housing [s | 6] 0] - A.O. othes than A O. Gujaral ;
Professional Tax s|7]0]- D.AT '
State Govenment Employecs, Miscellancous Recoveries 9} 1] 0f -
Group Insurance Scheme 1979 5 | 8| 0| ~
State Government Employecs
Group Insurance Scheme 1981 S | 8| 1| -
Scheme Insurance Fund.
Statc Government Employees
Insurance Scheme 1981, s8] 2]-
Scheme Savings Fund.
AlS Insurance Scheme-1980 |§ | 8| 3 | < fee - [
Insurance Fund. - > |
AIS Insurance Scheme-1980 S | 8| ¢ | - Toul Deductions :
Saving Fund Net Total :
Divisional Accountant s|8]sf- ieRs
Iou. Scheme (980 LF. A5
Divisional Acoountantnsu. {518 6] - '
Scheme 1980 |.F. o Signature [
PJ.of employees oo deputation| S [ B[ 7 - rawing Officer, . '
adjustable by PA.Q/ Other Cardex Code No.
aceounting crircle
Government Husing Fund [S [0 o - . !
Housc Building Advance  |S | 9] 1] - Space for Specimen Sig; Verification cad by |
Principal/intesest T.O/PAQ.
Advance for parchase of s|9f 2]- !
motos Car/Scooter/moped D.A/H.AJATO. in charge of Casder
Principalnterest
Security Depasit 6(0] 0] - Paid.ou Dy
Adyice No, DL
Cheque Na,
Total A “@.
For use in Treasury
Pay Ra. ( YRa. inCash.
»
Ri.( I T.Cuat™A"
- - Tolak) Treasury Offices/Sub- Treasury Officer * -
Pay and Accounts Offices.
Date Accountant
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2.

3

Station :
wA

Dated ;
adly :

439

Certificate
Recelved Contants Rs. (in words),
e wddl Rad . (HAE) R g o

LIRS

Certified that pay and Allowances drawn in this bill are due and admissible as per rulcs and
authaority in force.

wula s2ai 20 3 § 2 fleed sisia v wA Ml nadir Pl w3 wigd sal wnd waanaa
ud Ani 9. '

Certificd that I have satisficd myscll that all emoluments la bilt drawn 1/2/3 months previous to
this date except those which have been short drawn in this bill or keptin my personal custody have
been disbursed to the proper persons and acquittances taken and ficld in my office with reccipt
stamp duty cancelled for every payment in excess of Rs. §00-00,

Wi sl md B 3 -0 260 20 Bueend Al msrand widl 3, waa it v savid el . A Baw
B il 1/2/3) MR uddl uisdal Bl e 154 3R, @Badd ysdl @ wA An-ll ysa wdly dad
well §. %3 3 40000l @y 15u-fl £ls gsavll wid Falfiak 2 ula dln Ry Al sA8ui ol 50D AL
wiadl {33 9.

Certificd that all appointments and promotions grant of leave (Dcparture on and return from) and
the period of suspension and the deputation and other events which are required to be recorded
have been recorded in the Service Book and Icave account.

wulia saai wd 8 3 ol e 23 wedlad, wddl 2, (23 G4 Gadl adlu 2 1wl avr v
At} ¢ 63¥ M8l U WaliyBadl yea 3 Aadelui Aludl RA Dy At ol susdl Aaddl 13 n
Raveni Afdaii wdl 3.

Certified that persons who have been newly appointed possess the required qualifications and ore
withln the prescrlbed age imit and medical eertificate obtained in respect of all persons who have
completed six months service.

Wafa s 202 3 3 adl Fridl euBasll 228 AR asia 4ud @ w3 Frey au-ndledl vz @ wi
AR Asni v 4R 4 3w B A rum aBasdil st acdlefl waua dnaa 2ued 9.

{Signature & Designation of Drawing Officer)
(6ws WA 1dl w Q1)
Cardex Code No,

msrrsrsassamosssnsenssaee: WHO has signed hefore me.

A ysadll satll. A udl i adl s 8.

20 Please pay to
10 o,

{Signature & Deslgnation of Drawing OfMcer)
(Ous wlsdl-l wdl wd &)
Cardex Code No.
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-.FORMG.T.R. 35
(See Rule 169 and 186 )

' Bill Register No.
Travelling Allowance Bill of the Establishment/Gazetted Government Servants office of the

i \ ForUsind

Name of the Treasury L Token No. ’ Date

! . Token No. : Date
s Token No. ] Date
COMPUTER INPUT DATA (To be filled in by Treasury)

L Diswict [_] ] 2, Month & Year 0113
. I
. 3. Voucher No. m

Object of Expenditure Code No. Amount

4. Class of Expeaditure

5. Fund

6. Drawing Officer

7. Demand No. {1) Leave Travel

DEQDD

8. Type of Budget Concession (Net) 0] 014+

9. Scheme No. E]:D:]:D] (2) Travel Expenses (Net) | 0] 31 0] +

10. Head Chargcable .

(IITI T TITIIT]|®ramawon Jol3lt]s

Official Members (Net)

Scctor . .
Demand No, :
Major Head
Sub-Major Hcmll
Minor Head

Sub Head . ' !

Admted fOr Rs. v.ocovvvreerrsssssnssnmsssnesssssssssseesssnens
Objected for Rs,

R for Obj

AUDITOR s.0. G.O.

Y-2122-112
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Travelling allowance Bill of the Establishment/Gazctted

*NAME *NESIGNATION
Railwa, P
Panticiin of Jowneys and haks Kind of Sicames e
Joumcy L e. by
Depative Al rul { midor
prasanger) No. of
Steames, Rosd | C¥e trcs Amount
Station Doie Tow Stathin Do How or truly
1 2 3 4 s [} 7 ] 9 10
Rs.

I the case of Chreifed Governg

{11 Servant

v+ (11T ihe va of Rom Cazeied VsalTihincrn swTy porocoliase o
(2) Pleasc 100 O R PD., No TINIOT1-2314 Oh, dted 15 June, 1971 aid G R, No. TIN/IOT 114774105

aing, Deeignation and ey et dwwld be detrled in o by ol he

11, dnicd 24th Jaimiary, 1974,
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Government Scrvants For the Month of

Py R, o
' PTA , \
C. A, Head Quarters
Distince traveled by road or by trully )
No. of doys !
for which
Por which ndeuge I admissible Por which 4 Puposc of | Total of each
v ody Remasks
dnily alowance i Jourcy/tak cohumns
At ordinary Aoty | Mowoce s | cpineq .
rulcs mics i !
" 12 i3 14 3] 16 17
Rs. P
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- 449 .

PN ’ FORM G.T.R. 36
. {See Rule 188 )

- . (Not payable at the Treasury)
Insturctions for preparing travclling allowance claims ;

- Journcys of different kinds and journeys and halts should not be entered on the same line. Only one kind of allowance
should therefore, be filled in on the same time and ns amount carricd separately to lhc last money columa.

~

. Hours ofjoumcy should be mentioned only : .

(1) When for an absence from head quarters of not more than two consecutive days, daily allowance is ctaimed for
two days. v

i, (2) When mileage or actual expense in lieu lhereo{ are claimed.

" (3) When both railways or steamer fare and danly allowange are claimed in respect of a;oumcys by rail or steamer
immediately proceeded or followed by a journcy by road or by a halt.

w

. Number of Kilometers travclled should be entered in all cases ofjoumeys by road or by boaL . !

o~

. Permanent travelling, conveyances and horse allowances should be drawn alongwuh thc pay of lhc Govemmcm
servant and not on travelling allowance bitls.

w

Fractions of a kilometer in the total for any one journcy should not be charged for.

o

When the first item of travelling allowance to any officer is a halt, the date of commencement of that halt should be
stated in the Remarks column.

Details of actual expenses :- N

¥-2122-113
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i FORM
Travelling All Journal of. of.
Name and Desig
Head Quarters.
Actual pay.
Dates (and Routes Purpose Kind of No. of KM. Allownaces claimed
hours when of joumey Kilometers by
necessary) journey | i.e. by road, road and boat
of jouneys boat Steamer or actual expenses
and halts. or rail (mait Rate Amount
From To From To or ordinary) .
. 6
1 2 3 4 5 " Rs. P
TOTAL———o__
Station
0 17 3 RO 200.

Rupees (in words)




4s1

G.T.R. 36 A oo
..................................... Division of the month of 200
o 1
Total of each line .
'S Daily Allowances Railway & Steamer farcs. . ) Remarks
8 9 10
No.of| Rate Amount Class Single Amount
I8 - &
; Days single Rly.
or fare.
double : .
Rs. P Rs. P
[
) ) T

contents reccived.

Head of Officer.



:

. 452
-CERTIFICATES : ) )
1. The joumey was performed by shortest and cheapest route, D

2.1 had not retumed to my Head Quarter on Sunday and Pubic Holidays intervening my halt for attending my private
business in those days and have at least a portion of such day at the camp.

3.1 was not on casual leave during the tour.
4. The free transpont boarding and lodging was not availed of by me.

5. (3) Certified that my actual travelting expenses as defined in B.C.S.R. 9(2) for the journeys by rail and road by public
conveyance exceeded four time the amount of my PT.A. for those days (BC.S.R,(Z)N).

or/and ! ) i u
(b) Centified that my actual travelling expense calculated at one half the mileage rate prescribed under B.C.S.R. 414,

for the journey by road performed on . SR by me own/a hired conveyance exceeded four times
the amount of P.T.A for these days (B. - -

. 442 (3)).

6. Cerified that whosc/part or camp equiage was maintained by me during the period for which I halted at Head Quarters,
and that the expenses so incurred were not less than the halting atlowance drawn for those days (B.C.S.R. 367 (c) ).

7. Centified that in respect of the following journey (s) for which onl
with another Government Servants in a conveyance owned/hi
(Note-2 to Bombay Civil Service Rules 414).

y daily allowances has been claimed as I travelled
red/borrowed by him, the particulars are as stated below

+ &

Departure (s) Arrival (s)
Station Date Hour Station Date Hour.
Signature of the payee
Countersigned
Head of the Office.
Passed for Rs. (in words). Station,
Date...voneerereasirnnnns. 200 Convolling Officer,
Abstracted and included in abstract T.A. Bill . for L for the month of .
Divisional Accountant,
Note : The Head of Office should record, if necessary the centificates required of him under B.C.S.Rules 449 and 457 or
any other rule,

-



. 4s3
- it FORMG.TR.37 Lo
R L R _ (SeeRule 188) -
'»" _' "At_astracl Travelling Allowance Bill for the Public Works.
B Eatablishment R Treasury
(Classification to be entered) " Voucher Nou.....veeeeeeneevvees e for the month
... (by the preferring officer). _ of. e 200, L
P ' H
3 [}
- Rs.
l, Appropriation of 19.....
H Expenditure including this bill
Balance.................
) (For use in Treasury)
[ Pay Rupees (in words and figures)
* FOrML..u.vonerioneiccmeesraccens §ub Treasury
. Examincd and entered. Treasury Officer
'l Accountant. Sub-Treasury Officer.

|

i ~ Incorporated in the District Accounts on.

*To be filled up when payable from a Sub-Treasury.

: FOR USE IN AUDIT OFFICE :

Total a;ncun( of Bill )13 TR i
Admitted . e T RS s
: Objected RS. s innnisnees
|
Auditer Reviewing Officer.

Y-2122-114
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Abstract Travelling Allowance Bill of the Estabtishment of

for the month of

Scction Name and Actual Particulars Tiems Total Total for Voucher
of Estublish- Ronk Pay of of charge Totals for coch class  accompa-
ment the * foreach  each nying
appoint- headof  person
ment claim. )
Rs, P Rs. P “Re P
A
5
)
.
¢
!

Carried oves

™
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Scction Nome Actual  Particulars Tiems Total for Total for Voucher
of Bstablish-  end pay of - of charges. Totals each person each class accompan-
menl Rank the app- for each ying
ointment head of :
claim
Rs. P Rs. P Rs. P
[
. Brought forward.
1
'
[
\
TOTAL
R Rupees (in words)
Contents reccived.
Dute @

200....Divisionul A

Exccutive Engincer
Division,
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CERTIFICATES :

1. Certified that | have satisfied myself that the amounts included in the bills drawn | month/2months/3 months previous
to this date with the exception of those detailed below (of which the total amount has been refunded by deduction from
this bill) have been disbursed 1o the Government Servants therein named and their receipts taken in the Accquistance
RolL : -

2. Centified that in support of each claim for which no voucher acéompnm'cs this bill, dully copmleted travelling allow-
ance journals countersigned by the proper authority has been placed on record in my office and they have been so
enfaced that, the second claim on that account would not be preferred. :

3. Centified that, in respect of claims.
ance allowance the provisions of rule

those Government servants who are in respect of P.T.A. and/or convey-
(2) and rule 442 (3) of the BC. $. R. have been complied with,

)
Head of Office.
Please pay to Shri
Decsi whose sp
is hereby attested
Signature of Messenger
- Head of Office,

hJ

-
-



4

-

FORM G.T.R. 38
{See Rule 190)
Acquittance Roll for Establishment for Pay or Travelling Allowance.............
200....
Item No. Names Designation Net amouny Dated signature
payable. (with stamp where
N necessary) unpaid
items to be noted
as such and
. atiested
« 1 2 3 4 5
Rs. P
TATOL . Total unpaid Rs.
Passed for Rs. (figures} ( )
on the authority of the Esmblishmcnl/fmvcllingAAllowancc Bilt of for
. Cashier ) Drawing Officet.

457

Certified that a proper nequittance has been taken in respect of each amount paid in this roll from the person entitled to
receive it, .

Paying Ofticer.
Y-2122-115
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FORM .
BILL REGISTER " {
[Note 3 below 1
Bill No.and Particular of the Bill Amount of the Bill detailed heads of the account, etc.
Date . g
i Gross amount 'Dcductiops Netamount o
. Rs. Rs. Rs.
1 2 '3 .
i
1 1 - ‘
. t
3
' :
!
i !
| |
. 1 :
! |
f
»%
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G.T.R. 40

OF THE OFFICE OF

Rule, 190]

syIrway

1sed 3y1 Jo
40130 panazen
23svyodut
Y Jo sienug

10

. %004 ysea 3y
ut A3 jo aieq

Ainsearp
w woij
1diadar jo e

- 1119 3 Sudis
13313)0 ETH
3O stenur Yim
WAWITpomowyse
Suwdts jo areqg

"Kunseas] ap £q
passtd unowy

6 Rs.

Anseas] sy
12" uonrussad
jo aeq

g Q
Butudis 135130
panazen 9y
JO sjenut paicq

-

“

Y-2122-116
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FORM G.T.R, 41
{Ste note $ below Rude 100)
CHEQUE REGINSTER

Ml No. amd armonat of 1L agatust Cheque Nu, Amount of Date of Enuy in the
S hich payment by chegue ls | T date, cheque, recelpt slde ol .
: fecelved, R | Cnsh Nowsh,,

T Na, Anuwin
! ! Q) (&) th

idalof  ° ! Nune of Messenger Date of Initial of Remurks,
Cashica Mrawing autho bvedd for encashoent Cashier/
Onleer, eucashiment, Delivery to Drawlng \
H . the purty, Ollicer,
()] ! . {6) (1)) () )
] . )
' !
1
! |
1 - 0
[ \ ! v
|
' .
X .
|
[
| 1
I



Contingent Lxpenditure Reglotes
(Common for ntl Departiment)

Nume of Ollice
Place
Name of Account

Yeur

463

FORM G.T.R. 42
(Sce Rule 202)

SANCTIQNED GRANT |

*QOriginul

*eAdditional Total

Towl

+Sunctloned Vide
) No,
(i) No.
(lil) No.
(iv) No.

D (i)

D)
(Gil)
DL (iv)

seSanctioned Vide
No. '

No.

No.

Nu,

Du
Du
Dt
Dt
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FORM G.T.R. 43
( See Note 1, below rule 205 (2))

.(Obvcrsc.)

Sub-voucher for petty contingent expenditure

Date Particulars of expenditure Amount

Rs. P.

Carried over :

Y-2122-117
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FORM G.T.R. 43 (contd)
{ Reverse)

Date Particulurs of expenditure Amount
Rs. P.
Brought forward .. ........
In words RUPCES . .vvvvnniiiiiiiiii i, Total
Pay Rupees.......ovvveniinininn,..,
Received payment
Cashier Head of Office

Signature. o
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FORM G.T.R. 44

. ( Sce Rulc 208) Bill Register No.
Tokea No. Date
Token No. Date

Detailed Bill of Contingent Charges of Fully vauchcd contingent charges
for the moath of ...
Name of the Treasury

COMPUTLR INPUT DAT

(To be fitled in by Treasury)

1ooiee. ] ] 2. Monin & Year (11

4. Clus of Expenditure D [Object of Expendiure Tox No. Amound
R p
s. Fung D 1. Wages o|lz2]o
. 2. Olfices Expensesa ofs]0
6. Drawing ED] 3. Payments for Profesond o[s]o
Spocial service
7. Demand No. Eljj € Rent, Rotes & Tarcw ofe|o
s Royally
3. Type of Budgey ’ D 5. Publicatkns - Tol7]0
6. Adveriung, Sl & DK
H 1. Hospuahty. Expenses/
Sumputary Allowanves eic. 1{ai]o
1. Mend chageble El [TTTTT1 I1] 3. Scorct Services Expeaditure 1
,
9. Machinery & Equipmeny RIERK]
wetor Tools and Plants.
Demand No. 10. Mot Vehwle BRI
Mojor Head t1. Maiicnance RIERK
- 2
Sub Major Head 12, Live Stk 2{6]0
Munor Head 13, Dict Charges 27 |0
inoc He
. 14, Other chacges 2] 6|0
Sub Head
Bodget Allotnent for 198 19 Rs.
Experditure including his Bulk Rs.
Balne Rs.
Pay Ra. ( GROSS TOTAL
TR Dedwnoinconx Tax sft)o
olul Rs. ..
Surcharge On Income Tax RERK
e Secuniy Depents KR K
ByT.C asat A’ ’ Total ‘A"
™ Acvommisnt Treasury Officed Mrsovllancous Revovencs Q]
P.A O Totd Deduvtion
Net Amoumt




d08
Details of Now Peacription of Charges and No. and date of Autharfly Al
of Sub-voucher foe nil charges reyulring special sancitlon
Ra, Ps.

Cartied Uner fupees
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Brought Forward Rs.

Total Rs. {In Words)

Undet Ry,

1. Leenily that the expenditure charged in this Bill could not, with due regard o the interest of the public
service be avoided. Teertify that, te the best of my knowledge and belief the payments entered in the bill have
been duly made 1o the partics entitled to reccive them, with the excepions nuted below which exceed the
bulance of the Permanent Advance, and will be paid on receipt of the money drawn on this Bill, Vouchens for all
cums above Ry, 100 it amount are attuched 1o the Bill, save those noted, below, which w Il be forwarded as soon
as the amoumts have been paid, Thave as s as possible obtained vouchers for other sums, and am respomsible
that they have been destroyed or so defected, or multitated that they cannot be used again. All works bills are
annexed.

2. Cerificd that 1 have personatly checked the progressive total in the Bill with that in the contingent
registeres and found to agrec,

GRED. No. 1722 dated 23:12-1922.

3, Certificd that this bill included charge amounting does pot include charges 10 Rs...
account uf Municipal sanitary und water taxes for hired or Government residential quarters which ane recover-
able from the accupants. The amount so recoverable has been

wilt be

recovered by deductions from contingent bill for will be
(AG."s Geal. Lettar No, 7. (1LA. 1 650) dated 28-9 1925 and G.D. No. 6 T.M. 20.C-2679. dated 27-1-33).

4. Teertify that the coolies engaged on manual labour and paid wt daily or monthly rute for whom charges
has e heen ineluded in this bill were actunlly ententained and paid.

(Tem 10 of appendia 13 of audit ende Vol 1)

Y-2122-118
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S. Tcentify that the purchases billed for have been received in good order, that quantitics arc f:om:cl and
their quality good that the rates paid are not in excess or the accepted and the market rates and that suitable notes
of payment have been recorded agianst the original indents and invoices concemed to prevent double payments.

(G R.F.D. No. 6043 datcd 9-5-1928)

6. Cenified that the expenditure on conveyance hire included in this bill was actually incurred was
unavoidable and is within the scheduled scale of charges for the conveyance uscd.

7. Centified that all bhatla to witnesses has been paid strictly in accordance with the scale laid down by
Government.

8. Centify that the monctary or quantitative limits prescribed by the Government in respect of items of
contingencics included in the bill have not been exceeded.

Pay to whose specimen. ) (Designation).
Signature is hereby attested,

Signature of Messenger.

Signature of Drawing Officer,
E. E. and Received Contents.

Daicd 198 Drawing Officer or Head of Ofrice.

Passed for Rs. : {in words) Rupees.
. 9. Tcentify that in.supon of every charges upto Rs. 1000 made in this bill a receipt or other voucher has been
given 1o me and row in my Posscssion duly cancelled. The receipt and voucher for items in excess of Rs. 1000/-

wre atached to the bill duly cancelled that they cannot be again used to support claims against the Government
A work bill arc also appended. '

(Signature).
For use in AG's Office of countersining officer.
Total Amouat of the Bill .
Admitted (Offie)
Objected to RS. wooervienminrisinseniinnns Dated 198
Auditor Superintendent
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FORM G.T.R. 45
( See Rule 210) Bill Register No. E
Token No. Date Token No. Daie

(Notc to be paid at the Treasury without the certificate given by the Drawing Office

£ in his own hand

Govemnment of Gujarat l

Abstract Bill for Contingent charges of

‘For the month

19

COMPUTERINPLT DATA

(Yo be filled in by Treasury)

‘.
. District.

2. Month & Year

3. Voucher No.

»

. Clase of Expenduture

Object of Expendiivre

Offices Expenses.

U
O

Payments for Professional und
Spexial services

Rents, Rates & TaacvRoyalty

©

o

Publications

. Drawing

HEn

Adverusing, Sakes & Publicity
Expenses

o

. Type of Budget

4
-

Hospitahiy, Expensesl
Sumputary Allowances etc.

Secrer Services Expeaditure

Machinery & Equipmeat/
Toals omd Plants.

Motor Vehicles

o

Scheme No.

EEEEEEE

Maintenance

Live Stock

Dict Charges

10. Head chargeble

Othec charges

wl o)~

u| <] o] =] e

olec|lolele

[T

11

Demand No.

Majoc Head

Sub Mojor Head

Minor Head

. Sub Head

RBudget Gramt for 19- 19

Expendture wncluding this Bill

Balamc

GRAND TOTAL

Total (im wards) Rs.

UNDLR Rs.

Drawing Offiees
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Eor Use in Treasury
Puy Rs.
Dute Accountant Treasury Olficer/

. . . P.A.O.
0

Eor Use in Treasury
Totad Amount of this Bill Rs.
Objected to for wani of | . N
detiled Bl | Ry, | . i
Auditor, Reviewing Officer.

CERTIFICATE

(Tobe recorded by the Drawing Officer in his own handwriting.) .
: ’ Drawing Officer.



BILL NO.

473
. ... FORM G.T-R. 46
C 77 SecRule2t2)

" (Not payable at the Treasury)

Office of the Deusiled Bill of Contingent Chasges of Month 19 Nos. of
. - Vouchers.
Delails of Nos. Description of Chasges and No. and date of Authority Amount
‘ of Sub-voucher {where special sanction is neccssary.)
Rs. Ps.
'
.
.
‘N
|
.
‘v
Camed Oves rupees
Y-2122:-119



-

44
Netnils of Now. ew cpting of Charges and No il Jale of Authunity Anwuni
al Sub vouddiwn (whete spociul suntlon 1s Aevessacy.) Ra, Pa,
Brought forwand R,
»
'
1
-
Tiul Rupecs 118 wandday ,
Re.




- -
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Detalis of No,
of Sub vinch

Deserlption of Charges wad N and duic of Autherity
{whete ¢pecial sanction v aecessary )

Re

Amiaii

Bruught forward Ra.

Total Rupevs (In wonda)

Rs.
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@ 1cenify that payment for item of contingencies for which schedule
of rtes have heen laid down by Government have been mude according to
wnctioned schedule rates, :

1. Tecrufy that the expenditure charged in this Bill could not with due
tegasd to the Interests of the public service, be avoided. Tcenify that to the

best of my knowledge and belicf, the payments entered in this bill have .

been duly made to the parties entitled to reccive them with the excptions
noted helow, which excecd the halance of the Permanent, Advance and
will be paid an receipt of the moncy deawn on this bill Vouchers for all
tums ahove Rs. 1000/- In amount are attsched o the Bill save those noted
helow which will be forwarded as s0on as the smounts have been paid. I
have as far a5 possible obraincd vouchers for other sums and am respon-
sible that they have been destroyed or 10 defaced or multitated that have
cannot be uscd again, All works bills are annexed,

2. Certificd that I have pervonally checked the progressive total in the
Bull with that In the conungent registers and found I to agree.
3.Ceruficd that this Bull doex not include charge

includes charges amounting
to Ra. on account of Municipal sanitary and water taxea forhired of
Ocovernment rosidential quarters which are recoverable from the occu-
Pants. The amaunt s0 recaverable has been
vresemenenares fecovered by deduction from contingent bill for will be

4. Teentify that the matcrials and stores billed for above have been
hrought on the cespective inventorres and that all materials and stores are
being duly accounted for and verificd in the manner taid down in scctions
X) XXXIV of Past I} Bombay Contingent Expenditure Rules 1959,

3. Tcentify that the conlies engaged on manua} fahour and paid a1 dsily
or monthly rate for whom charges have been included in this bill were
o< ruably entertained and paid (liem 10 of App. X111 to audit code Vol.Iy

B

©. T cenify that the purchases billed have been received ingnod ordes
that their quantitics are correct and their quality g0od that the rates paid are

E.E. and Received Contents.

Dated)
19. Drawing Officer or fead of Office
Drawing on Ahstract Bylly
No, dited 20
No. dited 20
No. dated 20
No, dared 20

No. dated 20

Audit page Gen. 13
. Treasury
Voucher No,
for 19
Rs.

Classificalion to be given by
the preferring officer.)

Major Heud-
Minor Head-
Primary Unit

Detailled Itead-

(Por use in the Accountunt
General's office)

Total Amount of Bill Rs,

Admitted

ohjected 1o

Auditor supcrintendent,

Reviewing Officer,




?

Add. amount of disallowance refunded
Total of Contingent Bill

Alloiment of 20 20 | T T
RBxpenditure including this bill | C———— -
Amount o.f work bill annexcd Rs.

Balance availuble Rs.

Passcd or Rs. (in words) Rupecs

Disallowe from sub-voucher No. Rs.
Ditto Ditto -
Ditto Ditte

1 centify that in support of cvery charge of more than
Rs. 1000 madc in this Bill a reccipt o other voucher
has been given to me and is now in my possesion. The
receipts vouchers for item in excess of Rs. 1000 arc
attached to the  Bill and 1 am personally responsible
that the reccipts and vouchers for all other items of
more than Rs. 1000 arc in proper form and order and
that they have been so cancelled that they cannol be
again uscd to support claims against the
Government.All work bills arc also appended.

(Signature)
(Office)

Duted 19)

Y-2122:120

(Countersigning Officer.)

A Pageai-Spay-a. — - _
St T ke v e g N - - e =

Ny e
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FORM G.T.R. 47
( See Note-3 below rule 213)

Registes for Controlling Officer for Contingent Charges,

Datc'on Treasury Detailsof ~ No. of _sub-Vrs. Ar’:‘:“"l Aa'i‘;:m
which Vo.No. & thecharge  Above  Below ofthe passed.
heD.C.  Date. (inbric)  Rs. 10007~ Rs. 1000/- gf”c'
Billis - .
received
from sub-
ordinate
office. ’
) @ o) @) B ©) M |
|
‘ |
Amount Reasons Signature Date of Details of Remarks. '
dis-allo- for dis- sending further i
wance, allowance the bill admission of .
(in bricf) tothe Disallowance
audit. charges.
(8) (%) (10) (1) (12 (13)
NOTE ; I I the amount disallowed on carlicr occassion i$ 10 be allowed on re-submission new
eniry should be made ,
2. Notes regarding issue of qQuarter| 4
Y €ertificate to the dray; .
in the Remasks colump, fawing officer, should be made
”
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(1117117
10 Accouring Classification Code
LLITTITTITIT

Major Hewd
Minos lHead
Sub Head

FORM G.TR. 48
( See Rulc 227)
Token No. Date
Bill No,
Bill for service Postage Stamps of the Office of the for the
’ Month of ~==:==-=~198
COMPUTER _INPUT_DATA
{To be filled 1n by Treasury)
1. Distnet. Dj 2 Monh & Yeur D‘_‘m
4. Claa of Expenditure D 3. Vouches No. m
S fund D
6. Drowing Officer Particulars Code Amount
2. Demand No, Purchase of service Posuge | 0 | 4| 0 |+
(I | summ
8. Type uf Budger Rs_ (In words)
N O :
9. Scheme No. Amount of Allotment

Total of Prescal BDUMCL .ooioeniriiraricmesom et ine

Toul of previous absiract

Toul upto date. e s s omsram e

Available Bolance

Denlled Head Service Postoge and Telegram cherges.

1. Received payment

2. Certified that amount drawn previously under Bill No. dated. for

Rs, wroe s encashed under Voucher No dated

on account of scrvice postage stamps has been paid to the postal Department and the service postage

stamps, the full valuc thereof have been ob

on and the same have been

entcred on the same date in the Register of Service

Postage stamp om Page............ RN

Head of Office & designation.

(P.T.O

'

P

a2

e ah

-

S

!
!
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Payable in cash/cheque
to Shn

Date  Accountant Treasury Officer

(In words) (Designation)
Whose Specimen signaturebelow
is hercby attested

Sub-Treasury.
Signature of

Messanger
Signatruc of N
Drawing officer.
(FOR USE IN ACCOUNTANT GENERAL'S OFFICE)
Admitted Rs. '
]
Objected Rs, -
Auditor Superintendent
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FORM G.T.R. 50
(Scc Ruk 239 and 241)

Register of pension payment order O

Number ol Name ol pensioner Monthly Remarks,
pension payment amount
order.
| 2 3 4
Rs. ps.

E3
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Form G. T. R. 82
{See not below rule 255)
CERTIFICATE OF NON HAPPENING OF E.VENT DETERMINING PENSIONS

Pension payment order NO. ..o vveveeee

LT T SN P Signature

o T RS Designation.
.

Y-2122-112
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From G.T. R 53
(See Rule 256)

Yearly declaration of Family Pensioners whose p

are terminable on their Man'-iagc or Re.

marriage :
(This certificate is to be atached to the pension bills for December).
Pensions Payment Order No. ... Thereby declare that I am not married and N
Thave not becn marricd during pasl year.
Dated : ""u .......... .
. Wndowch’ndow/Daughtc; of the Late : ............... 3
8
%
To be signed by a Iceﬁlfx 1o the best of my knowledge and belicf that the
responsible officer or above declaration is comect, Y
well-known person. Y
il
' A
Dated : oo Signature ;
* Designation : h
h




487
FORM G.T.R. 5¢
{Sec Rule 256 (4))
FORM OF APPLICATION
(Family pension Scheme for State Government Employecs, 1972)
Application for a family pension for the Family of Late
Shri/Smi. «--=-o=="
Designation ===~ -
1. Name of the applicant
2. Relationship to the deceased :
Govemment ServanyPensioner :
3. Date of retirement, if the deceased
was a pensioner,
4, Dateof deathof Govemment
Servant/Pensioner
5. Nameand ages of surviving
kindered of the deceased.

- in the office/Department.

ame (Date of birt
by Christian Era)
dow/Widowet
Sons :

6. Nameof Treasury/Sub-Treasury at
which paymentis desired.

7. Signatureor left hand thumb impression
(in the case of those who are not
literate enough to sign their names).

8.  Descriptiverollof _ - Widow/Widower/Guardians of the minor children of

acrmamasenenann

LALQ avemmsemencs

(i) Dateof Birth:
(By Christian Era)

(i) Height:

(iii) Personal marks, if any, ,
on hand o face
(iv) Left-hand thumb and finger

impression.
Small Ring Middle Index Finger
finger Finger finger

9.  Full address of the applicant :

Attested by Witness
m [O)]
) )

Note : The descriptive roll (column 8) and signature of left hand thumb and finges impressions accompanying
application for family pension <hould be in duplicate intwo separate shects and atlested by two Gazented
Officers or two respectable persons of the town, village of paragana in which the applicant resides,
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FORM G.T.R. 55 .
(Sec Rule 256 (4))

Intimation regarding death of pensioner who elected the family pension scheme for State Government Employ-
ees, 1972
From:

. The Treasury Officer,

To.
The Accountant General.

Sir,

X | am 1o inform you that Shei/Shrimati
holders of pension payment order No, ~--—
from this Treasury/Sub-Treasury, died on the --

e [ R eeneees
for the period from —

2. The first payment of family pension @ Rs.
only) per month has been made to -—-

in Treasury Voucher No, smemememem=roees—=""" duted the ——--
- 2 and included in the pension payment Schedule for ~mmmemosmmmnsoo—mm=en . Before making
the said payment, the death certificate the application form and the other documents prescribed by Govemment
Of mrmeeermmransasemavecss . office Memorandum/letter NO, o—smem = m e s 2o s e 22 Jated the <emmmmmm=sse

- - have been obtained from the claimant and a:cepicd aftec necessary scrutiny. I have also
penonally satisfied myself about the identify and title of the claimant. .

Yours faithfully,

Treasury Officer.

Y-2122-123



P FORM G.T.R 5
. {See rule 269 (7}
ro Register of Pension Payment
)) _ Peesion Payment Order No ¢ Rate of Pension and :
@) Name of bolder of Date from which Seactloned :

Peadon Payment Order :
3) athority Sanctioning Pension

G} Autbority g ’ -
o DeaofBrh g
(8)__Persoaal Marks

Raridence

(‘7) Debitable to ] hr S T T e [ i | e [ v Rate of Pension W.EF, W.EF
- - - [N & |- |Deleof effeat; .
Peraion [Peasioo ;
TL L
Reduced M.A, : .
Tetal -
8)  Clamw of Penstoo ; From ; Edmir&
:;] Bokc M::::, : Servees From | To Rete | Amouot | Inital | Year Detalls
(1) Commuted Amwat ; - T D R o—
(12)  Acibority 8aoctionlng Commutation :
(13) Pension after Commulation ; Sgnatur
(04 Revieed Peruion (o0e) Amount T U4
two) Amaun
0S) _Authortty : .
(16)+ Pumily Prmslon ; o) m Roewat | ﬂgu-u;ln

UIPU R waf ——
N, N B
ulu"ﬂplﬂmcﬂﬂf\ql‘m-mh

Amount
Priecribed forma froc the concerned Widowar/Widew,

Sbri/Seut, e : SNgeatore
uheckd bs v facly peasion Ra. —_ for 3 yeurr| . A
vpl.—....nkbr-'b-uﬁerud l..—._ﬂlau [t
iuMyul-uvmle

Amowst

1407 Awoust of D.CRG. ; Vide No, ;

4| — mm«
(19) Dwolhmolol(hmmuuonx A

(19) Dete of Payment of D.CRC,;
Jotat Photograph of Amount
P 5 Signatury
Sgmatary
Ty
B g S "
Ameunt
Spwtars
A
Detalle of Arresrs o8 sccouat of T

Revinten of Progien if ooy Anan
St Ne. Detally Amoval  Sigam ]

S HaA
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To Be Made By Treasury / Sub-Treasury .
Nominee s 1o case of LR L.A. Scheme
Dawe of Death of Pensloner s Name of Bask :
Family Peosioaer : Braach:
Marrisge / Re-marriuge of F. P. Dank Accoust No. @
Medical Allowance of Medical Relmburseawal 3
WEF, WE.F. W.EF. W.F.F. WEF. W.EF. WEF.
.
Date of Payment of Penston made
(Dute of
Aprll Moy Juae Juy Augunt |Sep October | November | Pocember | Jsvuary | February | March ldentNcation and

' Sypatare

e e ot b T
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FORM G.T.R. 58
(Sce Note below Rule 267 )

' Co | ’
BILL, FOR WITHDRAWING DEATII-CUM-RETIREMENT GRATUITY

CLASSIFICATION District : -
Youcher No.
For the month of

Name of Gratultant

No. and datc of letter of
authornty of the
A General

Amount
) Rs. Ps.
Death-cum-Relircment Gratuity (Gross)
Less deductions .
Tolal Deductions
Net amount payable
Net amount required for payment (in word) Rupees
For use in Treasury Office Signature
Pay Rs. Designation of drawing Officer,
(in WOrd) RUPLES wieivirisncseriniisamnsinssosseionssssrse Station :
Dute: .
Contents received
Treasury Officer, Pay to
H Signature of the Drawing Officer,

(FFor use in Accountant General's Office)

Admitted for Rs.
Objected to Rs,
Nature of objection

Auditor Supeninicadent Gozetted Officer,

Y-2122-124
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FORM G.T.R. 62
1
{ Sce Rule 292)

GRANT-IN-AIDBILL
Tohen No, Date
Token N, Date
i - ~OMPU D, S T b tilledd v b ettt 010,

1 Deina

.

2. Muonth & Yeor

3 Vaudwr Ko

NN

4. Class of Lynudinun:

< bund

© Iha

7. Ixnwml No,

5. Type of Hudget

bt ut Expominons

Atinwnd
Ry p

Gram-in-ond to Pas g
(Pay & Allowanwes)

2. GUA ToPahays tolice)

3 GIA Yo Lisal Boads itlce L I O Y
tin Panchay.d (Pay &
Alluwanscs

than Panchayai t oibwry

Al

]

a

oo

113
e AR

(11111

3 GIA louhen tbay &

mowarogete | TTTT TT T T T [ )=

wthwrcimberr o x| o o

St
Inciml No

Alape | fead

Magor Hewd
Manur Hend

Sub Iksd

L Compbunon

u Subwdies

Y. GROSS TOTAL

Rdihion-A

by Treasury

fMivTlincius Rocosenes o he
Pjunted by TC. (I%tasl o codes
blow strsuld b Gilled e

Net anwun

Kuvened iiw
[RSTSIP I
[LITTE NI

JEAY] B

Coumernignid I Ky

Y-2122-125

SRy

Sanctioncd by ..
Tt .

Signature
INsighat

Signtune &
Devigasion.

.
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Budat Alkwuxnt fog N 20 R
Expenduuns i huding this Bill Re
Ralaave Ra
]
Fup Re 1 Kupas = e et
Ks By TCaA
.
Toat Ku ...
Avcvuntant Treacwry Offices
od
’ Eor Lsen 4 G.1 Office
Adined Ks, R - Obgeured Ra.
Keawms b Obpatren
Aubioe SO ’ Accwnts Otficae
"
" N )
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FORM G.T.R. 63

( See Rule 294)

Bill Registee Nowo oo oovvnnnn

Bill of Scholarship/Stipend tenable a College/School ...
during the month ol ......... ...
Numwe of the Treasury . Token Na, Date
Token No. Date

COMPUTER INPUT DATA

ina E[j

(1o be filled in Iy Teewnrr

HENE

2 Month & Yeur

' Pt RENE
4 Clas ol Exgond D et
Demand No
S Fund D
Mapr Howd
. Suh-Mager Head
: OO
Minar Head
7 Demand No , EI:E] Sub Head
5 Tape ol Bulgar ’ E]
Ohpat of Eapvaduun Cocke N, Annwid
10 Heal chupeahie l l [T I
SchlanhivSupend v ool ]+
ey Degwitmend Loed
Cuunterigmed for Ra
Revened asumol Ry ... e e R .
CROPNS . ..o o veeeeans Date .
hng the aimunt sarctwned by e g
et fetier No et Ixrpaam
©far thshimrcnl 1 Tl stk as shiss On fevene.
¢ [
Pl B ¢ Budpet Allotment for 2000 2000 e
Expenduure including this Bill Ral i
Sugnatune
Pegnsion Rl Avarlibk | R
Lt e Treannx
PayRa | 1 Rupces ¢ .
Dated Acciuntam Tresury Oiticee
o s 8 Gs O

Reawmis lof Obgeeimn

Auwdine S0

Obyected fur Ry
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FORM G.T.R. 64
{(See rule 316(2))

' Cheque delivered advice to the Bank jn respect of cheques issued by the Cheque Drawing Dfficer of
Roud and Building Pepartment. Narmada and water Resources Depaniment and Forest und Environment De-
partment.

Designation of Drawing Officer -

Date i~
S Date of Cheque Namie of Amount of Details of Budget
No. isswe of Number Party Cheque hewd and
“Cheque Progressive
1otal of Expenditure
including amount of
cheque shown in
colunn-§
R R«
) (M} [R)] 4) 5) (1)
. Total Rs
Signature und : . Countenigned
Designation of asury Office
Drawing officer . . Sub-Treasury Oficer.

Y-2122-126
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FORM G.T.R. 65

-{See rute A2¥}
Sratement of trmssactions on Guyeoiment Account o SRR 1111 &
Al for . o
. ' by o
CANH CONTRA '
Dae No ol Pantenlus Amount ate No. of Parnenking Amoun,
Vo iers. Vouchers,
. + .
. . ‘.
Totsh R, { Y Total Ko - ! .
ey — e e =\ e -
' e
Agent/Musiger
d IR Agent/Mamager
Sub- Trewsury Oftieer

Sub-Treasmy Ofticer

"
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Regisicr of payment orders issued on

S04

FORM G.T.R, NO. 67

(See rile 332)

Treasury

2001,

Nature of the

Tota) ameunt

Scral Name & esignation

No. of the drawing Bill wl the ifl.
ollwer. .

1D 2} [R] 14)

Amount passed Tnitiads of Remarks.

hy the the Treasury

Treasury. Otheer.

(] (0) 1))
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FORM G.T.R. 70
(See rule 345)°
L . evoien.. . TREASURY
. (CE : IES:

1 here by certify that the 10tal issues made from this treasury on cheques drawn against the Account of

. Executive Engineer.
............... 19
.
Swtion: e
Date. - 2 . - Treasuny Officer
.
“
.
.



S
FORMG.TR, 71
. .(Sr( rule 350)
Consolidated Receiptcum-Schedule for forest cush,

Remittance for the month of . ,

Ty, oo, cefrome oSt

. Division.....,..... e
Recened Irom the olficer-in-clage of. . ., IR TIU Numher ol ¢redn
coeveen Division the sumof Ra.o L, Lo (R T T IO ees item aind dute of eniry
s detailed below for credit o the Forest Department, in Forest Account,
Dare of Name ol By whom Numberof Amount
Remittanee Treasury or temitted.  each chalon remitied
to Treasury of sub-Treasury with chalun
Sub-Tieisury .
| 2 A 4 5 ]
Rs. P
f
‘l'vc.nmy Othear. ., e e C
QU e
Date......... . 2000, e

Ferest Ofiieer

trereeneco o Mivinion,
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FORM G.T.R. 72
(See rule 362)
{Obverse)
Schedule of General Provident Fund Deductions (Tmportant Instructions ).

1. Thix form should not be uwed for transaction of other provident Funds for which form N, Gen-150-1)
huas been providd, The Accounts number should be areanged in serial order., '

2 The guide leners GA (For General Administration) PC (For Police Centrul) AJ tfor Administration ol

Justice) should be invariably prefixed to account numbers,

3 Inthe renuarks columa, give reasons For discontinuance of subscription such as “procecded on leave”
Tramderredto o ouie oL, ol'ﬁu ceveeeen e District, "quitted seevices™, "Dicd” or
Discontinued under Rule 10,

Ao I the remanks column write description against every new mme sach as "New Subseriber” cinwe an

ramsler fram oo office L distract Resunied subscnpmon”,

5. Separate Schedules should be prepared in respect of persons whose accounts e hept by dilferens
Accountant General,

6. Iinterest is paid on advanee, mention it in the remarks colunn,
7. Figuresin columns 3,45 and 7 should be rounded off in whole rupee.
8. Danot waste space, tse smaller form il the names are few.

9. The total of the sehedule be written both in figuges and words,

alficeolthe .. ...
tHere write the disig
ceen < payablean st
Accounts; Aunum.ml General .ouae s,
TR L0 e,

ation ol the I)nv ing Ollu.cr ond Sl.xnon l)uluglmn\ made lrom the satury for . .
v oo Nume of Accounts Officer wha maintains these
L Diector of Accounts and

(See imuction-S) - .
Account Nume  Payfund — Monthly Refund of withdruwil Total Remiarks
No, leave subserip- Amount  No.of | Reathsedd
salary tion instalments
This month . L.
| 2 3 4 S 6 7 %

¥-2122-128



‘510

Account Name  Payland  Monthly Refund of wilhdra\v.ll‘ Tuful Remurks
. No leave subscrip- " Amount No. ol Realised
o satlary ton L instalments
Thix month . R
! 2 3 _ 4 - s e 7 g
. oo, i
Brought . R “ oL, . o
forward , , )

Cenified that | have per\.onully verified the correctness of the detasils in this sehedule and they ane

found correct, )

fapplicable to non-gasetted staff only)

Dutedthe ... ...
. i
+. Signature of Drawing Olficer,
Designation.
tFor use i the Audit Office) Voucher ..., .. ... date o
encinhment . ., |

1. Cemificd that the nunse, accounts of inklividual deduction and the total shown in columu 7 have been checked
by reference to the bill, vide Para 224 of the Audi¢ Manual, . .

2. Centificd that the rates of Py it~ shown i coloiny 3 have been verified wich the antoniiits tually diawi
the ball, ' o . .

Dated inirials of the Auditor ;
- Departinen; Audit Scction; . o



.S
FORM G.T.R. 73

. \ A J ‘
(See rule 362)
DEPARTMLNT ) i R ) i
b |
OFFICE '
Schedule of deductivns on account of subseription to Postal Life Insurince For (he muonth 19
Sr. Postal tife Name of Designation Monthly Amount Remanks
No. Insurance Policy premiam - actually -
Policy Holdee . mte, recovered :
Number ' .
! 2 3 4 $ 6 ) 7
. .
i
Station i *
Date. . o . T il\‘\lgnulmn.l
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Bill for withdrawing final payment Advance/other withdrawal/payment under Deposits linked Insurunce

513 )
FORM G.TR. 75

 (See rule 364 (1)

Scheme from Genera! Provident Fund.

For the month of_

OTHER THAN CLASS IV AND WORKCHARGED EMPLOYEES

D DISTRICT [

(TO BE FILLED IN BY TREASURY)

()MONTH & YEAR [ T_]
(3} VOUCHERNO. [T 1]

1 CLASS OF
EXPENDITURE []

TYPE OF PROVIDENT ACCOUNTING
FUND CLASSIFICATION
CODE

AMOUNT
RS.

SYFUND[]

6) DRAWING [T T

OFFICER

Y-2122-129

02CIVIL )

101 CENERAL !

PROVIDENT

FUND

For Class IV Govt. 800501101 114000
Servants

For Divisional Accountant 800501 101 138000
Provident Fund

102 CONTRIBUTORY

PROVIDENT FUND

Coniributory Provident

Fund S 2115
104 ALL INDIA SERVICE

PROVIDENT FUND

All India Services

Provident Fund ) 8005 Q) 10411 200Q
60 OTHER PROVIDENT

FUND

103 OTHER MISCELLANEOLUS

PROVIDENT FUND

Provident Fund of the Staff of

(Including Primary Teachers

District School Board.



14
PROVIDENT FUND
Contributory Provident Fund
of Gujarat Housing Boord. S 313100
Other to be specify

71 DEMAND NQED

8 TYPE OF
BUDGET[]

9 SCHEMENo. [ T T 1]

10)HEAD

CHARGEABLE

LI TTITITTTTITIT1]

SECTOR :

MAJOR HEAD :
SUBMAIORMEAD: (T T T T T I T I T T T I TT 1]
MINOR HEAD :

SUB HEAD Total Rs.
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Final Payment
Sr. Name of Subscriber and General No. and Date of Advance/Other
No. Pay Provident Fund  Sanction/Letter withdrawals/ °
AJc. No. of Authority Payment under Amount
Deposit Link Payable
Insurance
B Scheme
01 02 03 04 05 06
Total
Net amount required for payment (In Words) Rupees
Signalure
Designation of Drawing Oflicer
Station
Date :

Pay Rs.......
Date :

Examined and entered

Accountant

Treasury Othcer
Pay and Accounts Othcer



B 'S16
: CERTIFICATE

1. Received contents,

2. Centificd that I have satisfied myself that all syms included in bills standard Form Treasury 313 drawn |
monh2 monthw/3 months Previoiis 1o this date with the exemption of those details below (of which the ol
has been refunded by deduction from this bill) have been disbursed to the proper persons and that they
aceeptances have been tuken and filed in my office with receipt stamp duly cancelled for Cvery paymeng
excess of Ry 500/-. Certified alyo that amount withdrawn previously on the same account has been utilised

" by the subscriber for the Purpose for which it was intended and that the relevant premium reeeipt/receipt hav
have been duly enfaced by me.

. Centified thiy the balunce at the credn of the subscriber on the date of the withdrawal covers the sum drawn

in the bill. Certified also that the amount asked for in this bill is required to meet the premium due on

in respect of Policy No. with the and that the

policy in quetion has been assigned 10 the Governor of Gujarat and is in the policy in Question hus been

asstgned to the Governor of Gujarut and is in the custody of the for the/ detailed of the policy proposed to be

tuken have been communicated to____ and accepted by him in hiy letter
No. dated the -

-

S

- Certified that the presentation of thjs claim/application for withdrawal of this amount has beenswas made
within three months from the date of payment of the said premium,

[

. Centified also thy the number of policies financed from the Central Provident Fund does not exceed four/the
number of policies financed from General Providen Fundexceeds four g5 these were accepted prior 1o 22nd
June, 1975,

bt

Centified that the amount claimed in this bij) onaccount of dues under the Deposit Linked Insurance Scheme

is in accordange with the scale laid down in Finance Department Resolution No, PER/IO7S/-175-CH. duied
Tth April, 1976,




517 450-A

FORM G.T.R. 76

(See rule 364 (1)) R

BILL NO. DATED TOKEN NO. DATE

Green Colour

Bill for withdrawing linal paynwent advance/other withdrawal/payment under Deposiis Imked Insurance
Scheme from General Provident Fund.

. For the month of. '
FOR CLASS 1V AND WORKCHARGED EMPLOYEES
s {TO BE FILLED IN BY TREASURY)

noistict [ [ ] owmontHaveaR [ | | [ |

3 CLASS OF TYPE OF PROVIDENT ACCOUNTING T AMOUNT
EXPENDITURE[ | FUND CLASSIFICATION RS.
CODE

Sy EUND D © o oeICIvIL

101 GENERAL
PROVIDENT FUND
For Class IV Govt. S 210

Servants

6) DRAWING 102 CONTRIBUTORY

CI T

OFFICER PROVIDENT FUND
Workmen Contributory
Provident Fund 8005 22 00X,
60 OTHER
PROVIDENT FUND
1030THER MISCELLANEOUS
PROVIDENT FUND
G.PF. of PW.D. Work 8005 60103 124 000
charged Employees
Providcn( Fund for ROOS 60 O3 12 8 O0X)
Rojamdar Employees
Other 1o be Specily

Y-2122-130



Sy

b DEMANDNO. [T

! TYPLOL nunder 7]

P SAUMENe. (T

1y HAD

Gmkctanty. T T T TITIITTT]

SLCTOK -
MASOR 1AL,
SUBMAJOR HI:AD

MINOR HEAD : I N O 0 I I O O [ T17)
SUB A Total Ry,




$50-B

519
Final Paymonl
Sr. | Namo of Subscriber and Gaonoral No. and Date of Advance/Qthar Amount
No, Pay Providonl Fund | Sanctiontotler withdrawals/ Payable
Alc. No. ol Authorily Payment under
Doposlt Link
Insurance
Schoma
01 02 03 04 05 0%
Total
Not amount fequired for paymant (In Words) Rupoos
Signoture
Deslgnation ol Drawing Officer
Slation
Dale:
Pay Rs. ...
Data : Accountant Troasury Otficer

Exarninod and onlorod

Pay and Accounts Otlicor



520 480-C
CERTIFICATE

1. Received contents,

- Centified that 1 have satisficd myself that all sum included in bills in standisd Form Treasury 413 drawn |
month/2 monthJ3 mionths previous 10 this date with the exemption of those details below (of which the
has been relunded by deduction from this bill) have been disbured to the proper persons and that their
aceepttances have been tahen and fiked in my office with Receipt stamp duly cancelled for cvery payment
ercessaf Ra SO0/- caitificd also that amount withdrawn previously on the same account his been wtitised by
the subscriber for the puepose for which it was intended and that the relevant premium receipt/receipt hast
have been duly enfaced by me,

19

Certified that the balance at the credit of the subseriber on the date of the withdrawal covers the sutn dewwn
in the bill. Certificd also that the nmount asked for in this bill is required to meet the premium due on
in respect of Policy No., with the and that the
pohiey in question has been assigned to the Governor of Gujarat and is in the custody of the for the Jetailed
atthe policy praposed 10 be tihen have heen ¢ icated on amdaccepted by him
in his fctter No, dated the

-

=

« Centificd that the presentation of this claim/application for withdrawal of this amount has been/was made
within three months fiom the date of payment of the <aid premium.

-

Certuficd also thut the number of policies financed from the Centeal Provident Fund does not eaceed four/the
numher of pulicies financed from General Provident Fund exceeds four as these were accepted prior to 22nd
June. 1975,

o

- Certatied thist the amount claimed in bill on sccount of dues under the Deposit Linked Insurance Scheme iy in
srecordance with the sale laid down in Finance Pepaniment Resolution No. PIR/OTSI475-Cl, dated Tih
Apnl, 1976,

Signatuee, L., e

Designation ., ., ., [N
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CERTIFICATE

. Reccived conlents.

"~

. Centified that T have satisfied myse!f that all sum included in bills in standard Form Treawury 413 drawn 1
month/2 months/3 months previous to this date with the exception of those details below (of which the total
has heen refunded by deduction from this bill) have been disbursed 1o the proper persons and that their
acquittunces have been taken and filed in my office with Receipt stamp duly cancelled for every paymentin
excess of Rs. 20/- certificd abso that amount withdrawn previously on the same account has been utilised by
Ihe subscriber for the purpose for which it was intended and that the relevant premium receiptreceipts hay
have been duly enfaced by me.

"

. Certified that the balance at the credit of the subscriber on the date of the withdrawal covers the sum drawn
in the bill. Certified also that the amount asked for in this bill is required to meet the premium due on
o inrespectof Policy No. with the and that the
policy in question has been assigned to the Governor of Gujarat and is in the custody have been communicated
on and accepted by him in his letter No.. dated the, .

+~

. Centifiied that the presentation of this claim/application for withdrawal of this amount hus been/was made
within three months from the date of payment of the said premium.

(¥

. Centified alsa that the mumber of policies financed from the General Provident Fund does not exceed four/the
number of policies financed from General Provident Fund exceeds four as these were accepted prior to 22nd
June 1975,

Certified that the amount claimed in bill on account of dues under Deposit Linked Insurance Scheme is in
accordance with the scale laid down in Finance Department Resolution No. PFR/1075/475-CH, dated Tth
April, 1976.

e

Signature. . ...... [

Designation ... PPN

( FOR USE IN AUDIT OFFICE)

Admittled Rs.. v oveevvaeeennn
Objected Rs. .. .. G

Auditor Reviewing Officer.

Y-2122-131 ' .



522

FORM G.T.R.77
(See Rulc 368)

Bill Register No.
Bill for withdrawal for State Government employecs Insurance Scheme for
the month of. :
Name of the Treasury Token No. Date:
Token No. Date :

(COMPUTER INPUT DATA)
(To be filled in by Treasury)

I District ED 2. Month & Year m

4, Class of Expenditure E] Séclor: B Socia} & Community Service
Demand No, ;-
s. Fund m
6. Drawing Officer. D:D Major Head : 288-Social Security &
Welfare,

Sub-Major Head : E-other Social

7. Demand No. D:D Security & Welfare

Programc.
8 Typeof Budgel m Minor Head : Gowt, Employecs .
Insurance Scheme.

Sub-Head : State Gowi, Employecs
9, Scheme No.

Insurance Scheme,
L [eT°T o o 0]
10. Head Chargeable,
2|8]s[o[s[o]olslo|1 1]
St Name of Government No. & Date of letier C.ID, Amount
No. employees, of sanction authority Code payablc
L Rs.
21800 &
Toul :_._._
Deduction ; | | ]
b SutePr.P.Class.1v [ 6| 6| o[ 41
2) StoePr.F.Other | | | T
than Class_tv 6l 7(0] &
Total Deduction ; T
Net: T T
e _
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Net amount required for payment (in words):~

Station ¢ Date Signature of Drawing officer.
CERTIFICATE

(1) . Reccived contents.

(2) Certificd that [ have satisfied my scif that all sums inclyded in bill drawn 1months/2 months/3months
previous 1o this date with the exception of those details below (of which the =total has been refunded
by deduction from this bill) have been disbursed to the proper persons and that theie acquittance have
boen taken and filed in my office with stamp receipt duly cancellod for every payment in cxcess of Rs. 20/~

3) Certified that the amount claimed in this bill on account of ducs under Gujarat State employees Insur-
ance Scheme is in accordance with the scale laid down in finance Department Resotution No. APB-
1078/3999(79)-Z Dated 23-11-1979.

Swtion

signature
Date :
Designation.
For use in Treasury

Pay ( )y Rupees .

Accountant Date Treasury Officer/

Pay & Accounts Officer.

Examincd and entered on &

Accountant V Treasury Officer.
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FORMG.T.R.78
(See Rule 369)

Bill for the withdrawal from State G Employees Group Insurunce Scheme, 1981 (Insurance ang
Savings Fund) in respect of Subscriber on his demise while in service for the month of.

UNDER GROUP_____
N.B.:SEPARATE BILL.SHOULD BE PREPARED FOR EACH GROUP AND EACH EMPLOYEE.

Name of Government employees, No. & date of Amount payable
feuter of ioning
authority. . Insurance  Savings total
Fund.  Fund.
Rs. Rs. Rs.

Net amount required for payment (in words) Rupees.

Suation ;

Date ;

Head of Account : : ] nd-Other Insurance and Pension Fund-Government

mployees Insurance Scheme-Siate Governmeny Employces Group Insurance
Scheme-198 Insurance Fund-Savings Fund,

Pay Rs. ( ) Rupees..

Date : .
Treasury/Sub~Tmasuly Officer
Pay end Accounts Officer,

Examined ang entered on

Accountan;

Treasury Officer.
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CERTIFICATE

1. Received countents,

2. Centificd that T have satisficd myself that all sum included in bills drawn 1 month/2nd month/3 month/
previous to this date with the exception of those details below (of which the total has been refunded by
deduction from this bill) have been disbursed to the proper persons and that their acquittance have been
taken and filed in my office with Receipt stamp duly cancelled for every payment in excess of Rs. 500/—

3. Certificd that the amount claimed in this bill on account of dues under Gujarat State Govemment Employees
Group Insurance Scheme, 1981, is in accordance with the scale laid down in Finance Department, Resolution
No. APB/1081/31-Z dated 10th November, 1981 and amended from time to time.

<
&

Dcsign’\!inn

(FOR USE IN AUDIT OFFICE)
AAMINCd RSuiriennrinonensrisncnneincoens

Objected Rueenirerieoresormisassess

Scction Officer Accounts Officer.
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FORMG.TR. 7Y
{See Rule 369)
Voucher No.
Date

Bill for the withdruwal from State Government Employces Group Insurance Scheme, 1981 (Suvings
Fund) In respect of subscriber on their retirment/resignation cte. for the month of ...

Under Group....niainnne
N. B. Seprate bill should be preparcd for each group and cach employee.
Name of Governinenid No. & Date of letter Amount payahle
Employces, of sanctioning from Savings fund,
autherity. Saving's Fund.
Rs. g

Total Rs.

(Nct amount required for puyment (in words) Rupees, 3

Station :

Date Signuture......nee

Designation of Drawing Officer,

Head of Account: “B11-Insurance and Pension Fund Other Iusurance and Pension Fund CGiujar

at Government
Employees Group Insurance Scheme- 1981 -Savings Funds®

Puy Rs. ( ) Rupees,

Date :

Treasury/Sub. Trepswry Olticer

Pay und Accounts Olficer,

Exumined and entered on

Accountant Treusury Officer,

’y
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CERTIFICATE

I, Received contents.

2. Centified that | have satisficd myself that all sum included in bills drawn 1 month/2nd month/3month/
previous (o this date with the exceplion of those details below (of which the total has been refunded by
deduction from this bill) have been disbursed 1o the proper person and that their acquittance have heen taken
and fifed in my officer with Receipt stamp duly cancelled for every payment in excess of Rs. SO0/,

3. Certificd that the amount ¢laimed in this bill on uccount of yes under Gujurat State Government Employees

Group Insurance Scheme, 1981, is in accordance with the scale laid down in Finance Dcpariment,
Resolution No. APB/1081/31-z dated 10th November, 1981, and amended from tome to time.

(FOR USE IN AUDIT OFFICE)
Admitted Rs

Objected Rs.

Section Officer Accounts Officer.
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FORM G.T.R. 80
{See Nute -3 Below Rule 369)

FORM OF BOND OF INDEMNITY :

Know all men by thesc presemis that I (a) and (b) the widow/the son
of and we {¢) Suretics on her/his behalf
are held and fiemly bound to the President of India’/Governor of Gujarat, in the sum of Rupees
Rs. to Rs. be paid to the said President/Governor or his successors or assignees

FOR WHICHT PAYMENT to be well and truly, made each of us severally bind (s) himsclf and his heirs,
exccutors, administrators and assigna’s and every two and all of us jointly bind oursclves and our heirs,
executors, ndministratrators and assigns firmly by these presents,

As witness our hunds this day of. 200\WIIEREAS

) was at the time of his death in the employent of Government
and WIIEREAS the said, dicd on the day of 200, and
there was then duc to him the sum of Rupces Rs., for minors

share in the amount of insurance and accumulations in the Savings Fund of the deceased subscribers AND
WHEREAS the above boundent (a) —  (hereinafier called “The Claimant™) but to he
entitled to the said sum as heir of the said (a) ——_but has not obtained letters of administration of or
a succession certificate to the property and effect of the said (d). AND WIIEREAS
the clasimant hay satisficd the (c). (Officer concerned) that helshe is entitled to the
afforesaid sum and that it would cause un-due delay and hard-ship of the claimant were required to produce
tetters of administration of or succession certificate to the propenty and effects of the said () AND W1 IEREAS
Government desires to pay the said sum 1o the claimant but under Government rules and orders it is nCCC\’.\’:lr}”
that the cluimant should first execute o bond with two sureties to indemnify Government against all claims to
the amount so due as afforesaid to the said (J) before the said sum can claims to the
Claimant, NOW THE CONDITIONof this bond is such that if after payment has been made to the claimant,
the claimant or the surcstics shall in the event of a claim being made by any other person against Government
with respect to the aforesaid sum of Rs, fund to Government the sum of
Rumss\nnd shall otherwise indement and save Government harmless from all liability
in respect of the aforesaid sum and all cost incurred in consequence of any claim thercto THEN the above
written bond or obligation shall be valid but otherwise the same shall remain in full force and virtue,

IN WITNESS to the above written bond and the condition therefore we and
_—_—
_1\__.‘ﬂnd~\“huvc here  unto  set our  hand
ﬂus\day of 200,
—_— 200__,

Signature of the claiment (s)
Histheir address (es)
Sty NE

Surety's occupation and address ;
Signuture of surety No. 1} ;

Surety's occupation and address )

(2) Full name of the cluiment with place of fesidence,

(b) Addrcsx\ (1) Present
—_—
(2) Permanem,
() Full name or names Suretics ;
(d) Name of the decensed \
(c) Title of the Officer rexponsible for payment
The Indemnity Bond shall be executed on a gencral stamp puper only,




FORM G.T.R. 81
(Sée Rule 381 )

Deposit Refund order and voucher,

. (Observe) . .. .
TREASURY. MONTH OF 200.
Head of Service chargeable Voucher No. of .
. Dcposits . [
List of Payment
Original No. - Date of Nameof -,
X Deposit Depositor R .
M- .- Amount originally
deposited Rs.
Examined and entered. Received this day of .
Do 200._____the sum of Rupees__-_-
Accountant  "Treasury
EREE : [ : being the amount
. . .. payble to

PAY Rupees.

Date : Trcasun"y Officer. .

“State here “Revenue™ “Criminial Court” or
“works done for public Bodics or private

an account of the deposit described above.

. [ .
2. (Claimant's signature) Stamp
Lt ey

Passed for payment lg__"'_u—’

individuals®, Rs. o
A + Judge, Magistrate or
Collector.
{Reverse) CE A .t
- TREASURY
Vouc_ﬁcr No " ) '
of . list for 200 A ,

(For use in the AG's Ofﬁcc).‘

Y¥-2122-133
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FORMG.T.R 82
[See Note -2 Below Rule 382)

: INDEMNITY BOND :
KNOW ALL MEAN BY THESE PRESENTS that we, lhc_' .
dersigned hereinafter refermed to as “ the obligors acknowledge
oursclves joinuy and severally bond to the Governor of Gujarat (which expression shall include his successors
and assigns) in the sum of Rupees, (Rs. - . Jtobe
Paid to the Govemar of Gujarat for which payment 1o be well snd truly made we bind oursclves jointly and

severally and our heirs executors and administrators by this bond.

Signed this doy of 200. WHEREAS ONE @
(hereinafter referrod to as * the deceased™) had prior to his death on the day of 200
undertaken s contract in the office of in the Department of the
Goverment of Gujarat by an agreement doted, day of

200_and made between the Govemor of Gujarat and the deceased,

AND WHEREAS the deceased in pursuance of the sajd agreement had deposited with $,
the sum of Rupees - _(Rs.
) + Goverment Securities of the value of hereinafter referred 10 as the security deposit),
AND WHEREAS by the said agreement it was stipulated that the said security deposit should be and

remain with the Govemor of Gujarat or any officer having authority under Govermment with full powcertoscll
and dispose of or get in the same upoa the conditions mentioned therein :

AND WHEREAS the deceased had fully conformed to the conditions of the said agrecment and
Performed the contract and was entitled to the retum of the said security deposit ;

AND WHEREAS, Jthereinafter referred to
a3 “Yhe claimani(s)”) has (have) applied to the Governor of Gujarat that the said sccurity deposits should be
Paid
delivered to him (them) as the rightfu] legal heir (s) of the deceased ;

AND WIEREAS the Govemor of Gujarat has o
claimant (s) on the obligon* agrecing to indemnify the Gos

of Gujerat in any wise concerming or in regard to of in respect oii:gyll:jﬁohmmnon i he C(')VCfﬂOl'
shall be void and of no effect ; otherwisc it shall remain inr;::l force, ! Paymcnl/dcllvcry fhem this bond

Signed and delivered by the abovenamed,

obligors ia the presence of

M

*Q)

* Namcs of the claimunt (s) and the WO suretics,

$ Date of execution,

@ Neme of the deceaesd contractor,

$ Name of the officer,

4 Describe comectly the nature of the deposit,

1 Name of the spplicant (s) and his their relations|
* Signature of witnessesa,

hip to the decensed,
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FORM G.T.R. 83 :
(See Rule 388) .
REFUND OF LAPSED DEPOSIT
Voucher No
For 200.
To,
The Accountant General/The Treasury Officer Guajarat State, Ahmedabad.
Sir,

The following refund of lapsed deposits aggregating Rupees (. ) (in words).
- .has/have been claimed by Shri of whose identity and title to
the money 1 have satisfied myscif.

your sanction to the fefund

I R 1.
that thc amount may be refunded.
Dctails Particulars of Balance Date and Amount Remarks (Details)
original Deposits credited item No. claimed of credit varification
Year No. to Government  of lapsed in figures to be given by the
statement and words treasury.
1 2 3 4 . 5 6 7
Treasury Officer
1. Centified that on amount of Rs. (in words), : credited to
the deposit vide chatan No, date out
of this amount of Rs. has already been paid and an amount of

Rs._____ remains to be paid as yat.
2 Certified that the claim hos not been preferred previously and paid.
3. Centified that the claim is not time barred under the intimation Act.

Date____________ 200. Judge, Magistrate, or other officer.
Claimant
Verified {in word)
Sub-Treasury Officer_______ submitted through the Treasury Officer,
with respects.
Counlersigned for Rs. (in word)

Treasury Officer
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FORM G.T.R. 82

{See Note -2 Below Rule 382)
< INDEMNITY BOND :
KNOW ALL MEAN BY THESE PRESENTS that we, the_ S
dersigned hereinafter referred 1o as “ the obligors acknowledge
ourselves jointly and severally bond to the Governor of Gujarat (which expression shall include his successors
and assigns) in the sum of Rupees, (Rs. Jtobe

paid to the Governor of Gujarat for which payment to be well and truly made we bind ourselves jointly and
scverally and our heirs executors and adminisuaqus by this bond.

Signed this day of 200. WHEREAS ONE @

(hereinafter referred to as * the deceased”) had prior to his death on the day of 200
undertaken a contract in the office of in the Department of the
Goverment of Gujarat by an ag dated day of
200_and made between the Govemnor of Gujarat and the deceased. . )
AND WHEREAS the deceased in pursuance of the said 8 had deposited with $,
the sum of Rupees, (Rs.

) + Goverment Securities of the value of hereinafter referred to as the security deposit).

AND WHEREAS by the said agreement it was stipulated that the said security deposit should be and
remain with the Governor of Gujarat or any officer having authority under Gavemment with full power to scll
and dispose of or get in the same upoa the conditions mentioned therein ;

AND WHEREAS the deccased had fully conformed to the conditions of the said agreement and
performed the contract and was entitled to the returm of the said security deposit ;

AND WHEREAS J(hereinafter referred to
as “the claimant(s)") has thavc) applied to the Governor of Gujarat that the said security deposits should be
Paid

delivered to him (them) as the rightful legal heir (s) of the deceased ;

AND WHEREAS the Govemor of Gujarat has agreed 1o Pay/dcliver the said security deposit to the
claimant (s) on the obligors’ agreeing to indemnify the Govemor of Gujarat in respect of such paymentdetivery.

NOW, the conditions of the abovewritten bond is such that if from the date said security deposits is
paid/deliverd to the Claimant (s) the obligors jointly and severally, their heirs, executors and administrators
shall a1 times hereafi keep fully ind ified and save (harmless the Govemor of Gujarat from all action
suits deraand and) claims whatsover which may hereafter be made by any person or person against the Governor
of Gujarat in any wise conceming or in regard to or in respect of the said payment/delivery them this bond
shall be void and of no effect + otherwise it shall remain in full force.

Signed and delivered by the abovenamed.
obligors in the presence of

(1)

*2)

* Names of the claimant (s) and the two suretjes.
$ Date of exccution,

@ Name of the deceaesd contractor.
$ Name of the officer.
+ Describe correctly the nature of the deposit.

/ Name of the applicant (s) and his their relationship to the deceased.
¢ Signature of witnessess.
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FORM G.T.R. 83
(See Rule 388)
REFUND OF LAPSED DEPOSIT
Voucher No
For 200
To,
The Accountant General/The Treasury Officer Guajarat State, Ahmedabad.
Sir,
The following refund of lapsed deposits aggregating Rupecs (. ) (in words)
has/have been claimed by Shri of whose identity and title to

the moncy 1 have satisficd mysclf.

your sanction to the fefund

1 Request
that the amount may be refunded.
Dectails  Particulars of Balance Date and Amount Remarks (Details)
original Deposits credited item No. claimed of credit varification
Year No. to Government  of lapsed in figures to be given by the
statement and words treasury.
1 2 3 . 4 . s . 6. . R
Treasury Officec
1. Centified that an amount of Rs. (in words), ) credited to
the deposit vide chalan No. date out
of this amount of Rs. has already been paid and an amount of
Rs, remains to be paid as yat.

2 Certified that the claim has not been preferred previously and paid.

3. Certified that the claim js not time barred unde the intimation Act.

Date_ ___ 200. Judge, Magistrate, or other officer.
Reccived payment
Claimant
Verified {in word),
Sub-Treasury Officer. submitted through the Treasury Officer.
with respects,
Countersigned for Rs., (in word)

Treasury Officer
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Accountant Gcneml's/rrca.sury Officer . i ’

Offi . NO. st
e dated +200 .

Sanctioned
Accounts Officer
Treasury OMfices e .
Pay Rupecs ( ) (in words) ettt e rt e st s eesreraiinns
dated ..... 3

Accountant. ) Trcasu:z Officer. '

(For use in Accountant General's Office)
L' MISCELLANEOUS . . Deduct Refund,
Central/State ) o ‘ Rs.
Admitted. '
Auditor

Reviewing Officer,
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Pass book for Court

FORM G.T.R. 84
(See Rule 394(2) ]

Dr - oL .. I o
19 Tnitials of Amount 19 Initialsof ' Amount. -

Treasury T Teeasury — <7 -

Officer. Officer.

To balance Rs. P. By cheque No., P.
L
- 1
) -

Carried Carried

OVET RSusoscsioreerarinsrssssssnsenes (17510 S
Y-2122-134

-~



EA2]

FORM G.T.R, 85
(See Rule 174 and 415 (1)) Bill Register No,
Bill No, Duted Token No, Date

ADVANCE BILL O PERMANENT/TEEMPORARY F,STABLISHMENT or T“E..,...

o be filled in by Prearury)

L. Distrlct, D] 2 Mooth & Yew DID .

Qbject of l:xpenditure CodeNo. +  Amaunt
Rs. p.
4. Claws of Expenditure, D r
Festival Advances 3]0 (e
5. Pung D ¥00u Grain Advamc « HIEED
Advance for Purchase of I3[3+
Vi
6. Drawing Officer m i
Advance for Purchase of I3f4a]e
Mulor cap
% Denang No. ED:] Advance for Purchase of WaTs s
other Conveyance
8. Typo of Budget D House Building Advance HERED
Other Advance 337+
9. Sthenie Ny, LL l [ l l I , Advance of Pay/L 5, Ofof2fs
Advance of L.T.C, Ol ofa]e
10. Head chageablo Advanceof T A IERERE
Sectar
Major Tlead
Sub-Major Head "
Minar Heay
Sub Heay
QROSS T01AL
Se. Section of Establish Permanent Poy Wheth,
cr
No. ment and Name Quasi-Per. Surcty AA":U:(,O[ Remarks
of Incumbuyt, Maneny tnken vanco
Temporary

1 2 3 4 s o ,



Total.

(Rs. (in words))
Countersigned Received contents
Signature,

Designation of Drawing Officer.

Signature, B ' Date,
Designation.
Dute. Lo
" In case of advance on transfer, statc the Office to which transferred. - + 71 © -+ o
Por Usc in Treasury [
Puy Rs. ( ) Ruvirimnsssesiimssssessssenss Budget Allotment for
19319 Rs.. :
‘L including this bill.  Rsv.uuerrvvrserrrnanns
Balance Available. Rs..evvvevvnrvrunsirionnnnnns ‘

Accut. Date Treasury Officer/P.A.O.

Por usc in A, G's. Office . e e . L

Admitted Rs... . N " ""V'Objcc.l.cdks . S
Reusons for Objection....u. . .
Auditor S.0. Accounts OfTicer.

NOTL

1. Scpasuta bill should be presented for each type of Advance.

2. Where an advance arc drawn on the strength, of a sanction issued by the coinpetent suthority and the bill
Is not ¢ lgned before | ion, the number and dote of the sanction may be quoted in the
reenarka column and entrics for counter signature scoredout,
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FORM G.T.R. 86
(See Note below Rule 415(1))

BILL TRANSIT REQISTER

1. Nume of Oftice and Address ;

2. Nume of nuthorised Mesanger ¢

2 Signature
3. Reviewlng Officers,
3. Signature of Drawing Signuture of Trcasury/

Otticer of that time, Sub-Teeusuey Officer
Pay and Accounts Officer
of thit tiine

1

2 *

3

Notes 1t ls the responsibility of Treusury/PAO Clerk to obtain slgnature of Authorised messanger on

acknowledgment recelpt and to verify with the signuture ot Sy, No. 2 of Bil} Transi Register and to
return the bill 1o the one of the suthorised mensinger only,
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Sr. BillNo. Particulars Net Signature  Signature  Token

Signature  Remarks
No. of Biil amount  of messan- of Drawing  No, of Token
ger Officer (where Clerk
token of or
system receipt
is in of bill
. vogue)
| 2 3 T4 5 6 7 8 9

Note: (1) In column No. 3, the naturc of the bill f.c. pay bilt of Estublishment, Travelling Allowance bill,

Contingent expenditure bill, advance bill cte, shall be indicated.

(2) Entrics to be made by Pay and Accounts Officer/Treasury/Sub-Treasury Offecr in the column No.

Tund 8.

(3) The particulars of the receipt of payment of retum of bill with objection shall be recorded by the
Drrawing Officer In column No. 9 who shall verify the previous entrics also and ensure that no
ununthorised bill hus heen presented and payment obtalncd through this register.”

Y-2122-135
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FORMG.T.R. 87
(See Note below Rule 415(3))
Schedule of recoveries of *,

Advances, for the month of.......... 200.

Name  Manthin Amount of No. of
and which  orginal instal-

Amont Total Balance  Remarks : regarding
dexigna-  onginal  advance

deducted  recovered outstanding  transfer and leave
mentsof  inthe  toend of

* of official
tion  advance nevovery bilt the month non-recovery of
was drawn against instalment ctc,
Principal/
interest.*®
1 2 k] 4 6 7 8

Segransre of the Head of Office
Desigmanon..

v

.

Trre of Advancs thod? e eRReod,
*C Whadovr woa AN o he sk off.
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FORM G.T.R. 88 o
(See Rule 415(3)) -

Schedule of recoveries of of Pood Advance /Fan Advancc/Cyli: Advance for the month of

20,
Office of the . !
* (here write the designation of the Drawing Officer and Station) Cor
. Month in Total Amount Total Total .
Sr. which [Amountof | deducted in the bill | amount { recovered Balance |. 1 .
* |No.of | original | original against recovered | to the end | outstand- | REMARKS
Adv. | advance | advance Principal Interest] (Col.) of the ing
Drawn | was drawn| No.445) | month
1 2 3 4 S 6 -7 8 9
+
‘
CERTIFICATES ;
. 1 Centificd that the total of recoverics shown in columa No. 6 agree with the amount actually

recovered and shown in the body of the bill.

2 Centified that the recoverics affected have been duly posted in the register qf Ad_vances.

Signature of Drawing Officer.
% Strickcout whichever is not applicable.
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Note

3

The chest ships should be writien in ink only.‘ T -,

The chest ships shauld be numbered serally for each financial yeur of the Government (beginning from
Ist April und ending with 31st March). The name of chest and numbcer and date of the chest shp shoud be

pronyinenily indicated in the places provided on the obverse.

Figures should not be obverwritten of erased in cas of any crror in posting the I’|gu‘re should be nca(lvy
serocdthrough and the correct figure written above it and avthenticated by the Officer-in-Charge under hiy
signature. ,

The chest stips are designed to cover al the clusses of transactions viz.

Remittances between chests or between a chest and issue Department.

Luirency transfers.

There should be only one chest slip for a day, the transactions being posted clearly against the uppropriate
item as provided in the slip.

On days whenthere are operations on the chest, the chest slip should be preparcd at the close of the at and
desputched on the sume day to the currency ollice. Sub-Treasury Officers should also forward o copy ol
the ulip to the Sadur PO. Treasury Officer.

Non-issuable nutes held in the currency chest under each denomination should be clearly indicated below
itemn 0 on the obverse, .

The officer-in-charge should carclully verify the opening balance, transactionts) and closing balance
indicated in the Chest ship with those recorded int he Currency Chest Booh (TS 1),

Comprises the following
Old Re. 1/ Notes  Rs. - Notes Rs. 20/- Notes Rs. 50/- notcs Total

Places

Value
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Form G.TR. 92
( See Rule para 14 (3) of Appendix IV )

Advance Intimation of Despatch for Remittances,

Dalc\
FROM

To

Thave the honour to intimate a remittance of Notes/Coin/Uncurrent Coin noted below will be desputched

from this office 1o nd 1o request you to make arrangements for
receiving it on arrival of the Troin/Steamer.

1. Date of desputch

Train No.

2. By —_— leaving -_—

Steamer

Stanon at hour
_— —_—_—

i
Dute of amrival at Station,
-_—
Number of boxes in the consignment
_—

Vulue of consignment

Nature of consignment (that is, notes = or current or uncurren; silver, nickel, bronze or copper ¢oins.)

NS W oW

Remittance acompanied by potdar named
unaccompanied (o potdar,

9. Remittance packed in Patent boxes 1o be
—_—
felumed 1o cumency office
delivered 1o the Agent or Manager ot
disposed of the receiving office,

Remitting Officer.

the mint the day before the arri i e
same lime advlsing desparch, -

Notes 1, If this form is Posted 100 Tate 1o reqch
telegram must be $ent a5 well ang ¢ the .
Note: 2. Aremitance should not be sent at such igme Rt it will be in trmngig o the end of the month or that
it will reach its dcsln'muon o0 Sunduy or other Buthoriseq holiday. The attention of the escort
officer should he Spocielly drawn 1o instructiony Contuined in Paragraph 3 of Form R0,
1 .

: ot . L
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Form G.T.R. 93

( See Rule para 17 (3) of Appendix IV )

Invoice of despatched
to from the treasury at
to

No.of No.on ihc

Decnominationof  No.of  Value .

Weight of Address and
boxes  boxes. § mark of boxes  notes or descrip- notes. o
Quinuls KG HG tion of coins. Rs.P.
*TOTAL,
Treasury
Dute Treasury Officer,

Reccived from the Treasury Officer
said to contain
to the vatuc of Rs.

notes to the value of Rs. and

boxes of marks and weight detailed above
coins

The boxes are in good condition.

Date

Y-2122-137

Officer in churge of Escort.,
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Form G TR, 94

{ Sve Rule para 18 (2) of Appendix 1V )

Invoice of box of

uncurrent coing
despatehed per eail, stewmer of viu Treasury under charge of ny
—via
escortconsisting of, 4 led by,

from Treasury, niccompanieq
by potdar named

Treusury Olficer,
Received from

Te———— b __
Ra, —— Comigned gy

Do
\\

Anld 1y contuliy tieasuger vilued ut

('ummuudlny the Lscont,
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Form G.T.R. 95

( See Rule para 25 (1) of Appendix IV )

(Reecipt to be issucd to the relicving escort Officer during journcy)

“Received ,

tumbrils in good order aaid 1o contuin

Sealed wagon
Coin/Notes to the valug of Rs, in bags™,
1
|
Signuture
Designation

Form G.T.R, 96
( See Rule para 25 (2) of Appendix 1V )

(Receipt to be given by the receiving Officer)

“Received Bugy Boxes of (murks and weights detailed
n the Invoices) suid to cointain com/Notes 1o the value of
[L3 H—— ORI et OF far™ Boxes,
Signature
Designation

NOTE ‘lfl\uy box be of short weight, or show signs of having been temnpered with, it must be opened in the
. presence of the Escart officer, otherwise he may be ullowed to return ntonce,
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Form G.TR. 98
( See Rule para 14 (5) of Appendix [V )

MEMORANDUM OF INSTRUCTION TO BE GIVEN TO THE POLICE OFFICER IN CHARGE
OF A REMITTANCE BY RAIL.

(Thesc instructions should be printed in English and Gujarati and copy thereof must be handed by the
Treasury or Currency officer at the despatching station to the Police Officer commanding any guard who will
travel in charge of treasure, the copy being transferred by him to the officer commanding the relicving guard, if
the guard is rclicved at any point of the journey. ) ..

A copy should also be supplied 1o the officers who arc called upon to fumish guards for remittance by
rail and they should be requested to impress upon the police officer despatched upon this duty the necessity for
strict and undeviating adherance 1o the instructions).

INSTRUCTIONS

L. The Police Officer taking charge of a treasure guard travelling by rail will not sec the treasure packed
at the treasury, but he will see the boxes weighed, and satisfy himself that each box is properly secured before
itis transferred to the van, and that it is properly placed therein,

2, The guard should be accommodated in a brake-van attached to the treasure-van or in the ead compan-
ment of the carriage next adjoining the treasure-van; and the doors of the compantment occupied by the guard
should never be locked. : .

3. The escort Officer will wire to the receiving officer the number of the train (passenger or goods)
conveying the remmitance and its hour of departure and will also wire again en-route if any charge in the train
has been made or anything has occured lo delay its arrival.

4. AnOfficer relicving such a guard will sec that the number of the wagons agree with those given inthe
blank rcceipt tendered for his signature that the locks are secure; that the scale are unbroken and bear no sign of
having been tampered with; and that the locked doors of the van cannot be opencd.

5. The Treasury or Currency Officer, if so required, shall p'novidc the officer in charge of such a guard
with a lantern which will bum all night. The officer in charge should cause a sentry 1o alight at every alternate
stopping place and ascertain that the locks have not been tampered with. During any long stoppage, a guard
must remain on duty by the door of the treasure wagon; if there be several such wagons it will suffice to tell oft
lwo men, who may stand, one¢ at each end of the wagon. . .

6. Incase of a break-down, scparating a convey, the officer in charge should separate his party attaching

o

himsell to the disabled portion. o

7. On delivering the boxes ai the treasury to which they are addressed he will obtain a receipt for
. bags said to contain coin to the value of Rs. " or for
" boxes, with marks and weights detailed in the invoice said to contain coin or notes to
thevalueofRs._______ “, if any box be of short weight or show signs of having been
tampered with, it should be allowed to retum at once.

The form of receipt to be used by relieving guard should run thus;

“Received charge from - Police Officer of District
of Railway WagonNo,___________ said tocontain boxes aggregating Rs.
Wagon No. said to contain boxes aggregating Rs.,

Y-2122-138
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! 4 : Ilu:y for cach made over;

nd a0 on), The wugons were duly locked and aealed, and one —_—_—
teceipt to he given by other re-relicving guards are also acknowledged, ’{hc nqubclj and contents of m-';,
+ugon should be detuiled in case of o break-down, The receipts uhf)uld be in Bnglish if H.I.c police Officer g
sequuinted with thut language or otherwise In the languoges ordinarily used by the Officer”, .

Note ¢ If the seals on o wagon are broken or bear signy of being tampered with or if wagon has beey
wealed it I the duty of the relicving excon officer 1o insist on the wagon being opened and the number of boxes
counted before he gives o receipt 1o the relieved officer, In such cases the fact of the wagon having been opened
and the number of the boxes counted should be endorsed on the receipt,

8. The excon officer wil) present the command cenificate for examination to the remitting treasury or
Bank Officer before the remittance Is handed over 10 him. Ie should also preseat it for examination (o the
treusury or Bunk Officer tking charge of the ireasure, The latter will satisfy himsclf that he is taking over (he
treasure from the officer nomed in the command centificate and will at the same time check the strength of the
escort with thut stated In the command certificate, noting any difference that he may find. When all is correet he
will merely sign the commang certificate,

9. Whenever any breach of these rules occurs, the officer in charge of the 8uard must Insist on the
Ireasure-van being detached from the train, and should Immediarcly Iclegraph the fact to the remilting officer,
10 his own departmenty| aupcrior, and to the Trafi Manager of the Railway,

10. When a potdar Becompanics o remittance he §y responsible during the whole course of the journcy

for the contents of the boxes and the police Bunrd acts 83 80 escort, The potdar will not Interferg in any way in

performance escort of its legitimute dutics but he must be permitted 19 sutisfy himsclf thyt ) necessary precau-

tion nre being tken, Jn the event of damuge occuring 1o abox it fy the duty of the potdur to tuke over any coin
k the box if

that may fui} out any verify the contents and re-pac i re-packing become necessury. The escort officer
MU not permit the potdar 1o be interfered within the execution of hig dutics, .
—_— .
Form GTR, 99

(See Rule poru 50 (1) of Appendix v)

(Forin of Requisition 1o the Railway 8uthoritics)

Tothe Station Mayter e ————_—s

Conveyance by Railwag 1o . .
helonging 1o the Govemmeny 10 the valys of - I8 required for lrc;z::lzz
Rescrve Bunk of Indiufor B I
fupees Loaded for .
Wagoany”,

Signoture

Dcsignuliun
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Form G.TR. 100
( See Note 2 below 90 of Appendix IV )

FORM OF THE LETTER OF INDEMNITY TO BE OBTAINED AT TREASURY AGENCIES IN
CONNECTION WITH THE ISSUE OF A DUPLICATE OF A LOST “"BANK" DRAFT,

Impressed stamp

The Treasury Officer/Sub-Treasury Officer,

In considcration of the Treasury Officer/Sub-Treasury Officer, on
behalf of the Reserve Bank of India issuing a duplicate of a Rescrve Bank of India, “Bank" Diuft on ,
No. dated the w19 , favouring ... .
forRs. (In words . )
1/We, the undersigned and and.

hereby (jointly and severally) guarantce and agree to hold the said Reserve Bank of India, their successors and
assigns, harmless and indemificd, from the against all consquences that may arise from their so doing and from
payment of the original Rescrve Bank of India “Bank” Draft and from and against all losses, charges and
cxpenses in connection with the soid “Bank” Draft or duplicate and I/We. the said
further undertake to deliver to you

the said *Bank" draft if and when found.

Dated at This day of

(Signatures)

N.B, To be stamped 0s an Agrecment in accordance with the Stamp Act.

The document will not be attested.
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FORM G.T.R. 101
( See Paru-lof Statement-11 of Appendix-VII )
FORM OF PERSONAL SECURITY BOND TO BE TAKEN (FROM TREASURY/SU"-TREASURY
PERSONNFL)
NOTE : Government have power to vary the terms of the Bond wherever necessary. ]

KNOW. all men by these presentsthat I
of - and held and firmly bound upto the Governor of Gujarat {hercinafior
referred to as *the Governor” which expression shall unless excluded by or repugnant to the context, include his
successors in office and nssigns) in the sum of Rupees ARS. o, ).
to be paid to the Governor for which payment well and truly to be made, I bind myself my heirs, exccutors,

inistrators and legal rop ive by these presents;

WHLREAS, the above bound was on the day of
appointed 1o un now helds the office of ... in the office of .... .

........................... by virtue of such office is bound to collecy(®

and to keep and render truc and faithfull accounts of hismer dealing with ali property and money which miy
come into histher hands or possession o under his/her control, such accounts 1o be kept in the form and manner
that may, from time 10 time be prescribed by duly constituted authority and alsa to preparc and submit such
retums, accounts ond other documents as may from time to time, be required of him/er;

AND, WHEREAS, the said ...
Appendix-7 of Gujarar Treasury Rule:
the abovesaid sum of Rupees .....

- has, in pursuance of para 26 of
been called upon to execute o bond in favour of the Governor in

sorrmecisnnnnn (RS, .., )

of dutics of hisher office and of any other -
office requiring (*Here describe the nature of duties of the post) Sccurity to which he/she may be appointed at
any time and of other duties which may be requircd of himer, while holding any such office as aforesaid and
for the purpose of securing and indcmni!ying the Governor 8gainst all loss, injury, damage, cost or expenscs
which the Govemnment may in any way suffer, sustuin or Ppay by reason of the misconduct, neglect, oversight or
any other act of the said orof any person or persons acting under himyher or for whom he/she
may be reasponsible;

NOW, TIHE CONDITION, of the above wrillen bond is such that if the LX 1 DO has
whilst he/she has held the said office L2 - as aforesuid, always duly performed and
l’ul.ﬁllcd the duties of hisher said office or any other off Ice requinng sccurity to which he/she may be appointed
or in which he/she may act, always duly perform and fulfi] ali and cvery the dutjes thereof, respectively and
other duties w hich may from time to time be required to hinvher, while holding any such ofﬁc‘c as aforesuid and
are payable to Govemment and shall ¢come into histher posscssion orconuul by reason or f:(.\\u.;: :foﬁncccy:'::
shall d\fly account for and deliver up aif moneys, papers and other property which shail Cul;lc into hisher
possession or control by reason of the sajd officeandif the said ..., hisher heirs, exccutors, or admin-
tirators shall pay or cause to be Paid unto the Governor the amount of any loss or dcfulcal‘iun inthe .a‘ccounl‘ of
the said . within 24 hours aficr the amount of such tosy or defalcation shall have bL‘C"

demanded from the said . b
- by the . such de; in writi q
atthe office, or last known Place of residence of the said S:;a f;ﬂf:ﬁ;zr:lm.:.:::‘:d:'r]:r‘nlffg

and save harnless the Governor from al} and every loss, .
shall or may at any times or time hereafier during lrhyc ::i-é?i?::;ﬁ;?:&:?:r:: CX[?‘cjnscs which has l.x'cn (;:
office as aforesaid or any such other offices aforesaid be sustained, incurreq sufrcc x;‘ ai G . su:)r
b.y reason of any ot er‘nbnulcmcnt. defulcation, Mismanagemen ncgllcc( fr't] O p“,'d by the 3":"\:‘“
disobdience, omission orinsolvency of the said ., o or uhn; person e, alure, misconduct, ' c :h .
or for whom hc/shc may be responsible then (his obligation shll p y i g g Forsons acting ux')dcr nivhe
shall be and remain in ful] force; o and of no effect otherwisc the same
AND, IT IS IIEREBY, further agreed that in the ev,
or an the final termination of the service of the sajd

entof the death of the said .,
e Whether ay such
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nforcsaid. or otherwise, or in the event of the said ceasing to hold any office requiring
sccurity this bond shall remain withthe ...... .. eressseescns-r fOF tWO years of recovering any loss, injury, damage,
costs or expesnes that may have been sustained, incurred or paid by the Governor owing tothe act, neglect, or
default of said ........... +-.- OF any such other person of persons as aforesaid and which may not
have beén discovered uniill after his/er death or the termination of his/er said service of hisher ccasing to
hold any office for which the security was required. - .

PROVIDED, always that without prejudice to any other rights or remedies for recovering the loss or
damage as aforesaid, it shall be open to the Governor to recover the amount payable under this as an arrears of
land revenuc. . '

In wilness whereof the said . . e . hereunder
st his/her hand this day of . 20 .

Signed and delivered by the
above named
AB.in presence of .
1.

(Signature).
2. ‘
We.. e hereby declare oursclves surcties for the abovesaid...... SR SRR | 113
he/she shall do and perform all the he/she have above undertaken to do and perform and in case of hister
making default therein, we hereby bind oursclves jointly and scverally to forefeit to the Govemor the sum of
RS, covceeirenineesnnecssorsssen . in which the abovesaid .. has bound himsclf/erself, or such
other lesser sum as shail be deemed to be sufficient by the sesensssieneneens 10 COVET 2y loss or damage
which the Governor may sustain by reasons of such default;

AND, we agree that the Governor may, without prejudice to any other rights or remedics of the Governor,
recaver the said sum as an arvear of land revenug; N :

AND, we also agree that neither of us shall be at liberty to terminate our suretyship €xcept upon giving to
the said six calendar months notice in writing of our intention so to do, and our joint
and scveral liability under this bond shall continue in respect of all acts, embezzlements, defalcations,
mismangements, neglect, failure, misconducts, defaults, disobedience, omission and insolvencies on the part of
the said until the expiration of the said period of six months,

Dated this the > day of . 9

Signature of Securities in the Presence of
L '
2.

. (.Signa(ure)
Inthe presence of :
1. R .
2.
(Signature)
NOTE : The bond should be exccuted in the presence of a Gazetted Officer.
1t is not intended that the said duzcucd Officer should be a witness for the purpose of this bond.

Y-2122-139
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FORM G.T.R. 102
{ See Para 2(2)of Appendix-Vill )
TReASURLE'S DAILY BALANCE SinieT o
Dlg e 20,

Bulance brought forward from : 20 e R», p-
Received this day as per Treasury's Cash Book ' —
' Total <
. ' - 1
Expended this day as per Treasurer's Cash Book
Balance ’ .
Specification Purticulars of bakince under Closing Total,
. Joint keys of treasury officer balance
and treasure in the
- hand of
Treasurer
Opening Taken Placed Closing
balance out under . balance
joint ’
locks
1 2 3 4 ] 6 7
Rs. p. Rs. p. Rs. p. Rs. p. Rs. p. Rs. p. \
1. Notes . .
1. Currency ' . { |
and Bank
Notes, : “
Total |.
2. Other Notes
+ (with details)
Total 2,
1l. Coins.
1. Silver
2. Nickel I3

3. Copper-nicke)
4. Bronze : .
. Almunium

magnesiui

w
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’ Rs. p. Rs.

Rs.

6. Nickel Brass

7. Aluminium

8. Copper

Total. 11

Rs. p. Rs. p. Rs. p.

1. Uncurrent
Coins,
( The details of
kind, tale & value
must be given on
the reverse-(1)
every day for the
amounts received
the day : and (i)
on the last working
day of each month),

Total. 111

Grand Tota

Grand Total in words :

Agreed with the Accountant’s daily balance sheet &
. balance in the hands of the Treasurer inspected.

Treasurer
Date of signature :

Treasury Officer.

Notes: 1) No uncurrent coin is to be left in charge of treasurer,
2) No more small silver, nickel, bronze, and copper is to be
s0 Ieft than is required for current use,

3)  The whole balance in sole charge of Treasurer is never to -
- excecd his immediate current requirements,
4) This balunce sheet is 1o be signed in the evening of the day

itself to which it refers,

5)  The details of *Notes® or *coins’ under Items 1'& 11 of this
" formare to be given separately for cach denomination,
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FORMG.T.R 102
( See Para 3 of Ap.pcndix-lx )
Transit book of recelpt and return of Cash boxes d posited at the

Treasury.
Seriu! No. Deposited Taken out Name of Signature Signature
In the Date Signature Dute Signature the of the of the
register of the of the 8 g seenger
of chests Treasury depositor suthonised attested
containing Officer orthe to feich by the
Jewcllery person the box depositor
elc, suthoriscd or officer
by him suthorised
by him
() ) ) (O] ) © (O] 8)

Y-2122-140
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FORMG.T.R. 105

( See Para § of Appendix - IX )

Treasury . . . Box
Form of Request to the Treasury Officer in charge of a Govemment m“’ take charge of a Theut
Co-operati .
belonging to B:nipc“ e SOCCll'y. .
' Date..eiieicieenicrrirennirnn
To ,'
The Treasury Officer,
Sie,
Box Co-operative Socicty® . .
4 bel Which [ have this d
T hereby request you to take charge of the Thet ging to Co-operative Bank LTd. hicl ave this day

Treasury

deposited with you for safe custody, frce of charge in the Governmenl at and

%ub-’rrcuury
1 agree for and on behalf of the aaid S’;:"l—iu 1o the following terms and conditions, namely :

]
(1) That ncither the Government of Gujarat nor any officer of Government shall incur any liability or

- . B
responsibility in the event of loss or destruction of the Coth or of any of its contents by fire, theft, fraud or

eny other cuase whalsoever;
(2) that applications 1o the Treasury stulf for access to the deposited (Ié:x* will only be made at
C|

sl

reasonable and proper hours and with strict regard to the needs of Government busincss;

(3) that the permission to deposit hereby granted is liable to be modificd or withdrawn by the Treasury
Officer at any time,

Note := Any other lerms und conditions imnpused b

¥ the Treasury Officer ond s, d ¢ he Society/Bank
shall be specificd in the application, grecd to by the Socicty.

Yours fuithfully,

+Signoture
Designation.

* Here give the decription of the socicly or bank,
+ Signature of the Sucicty/bank Ofticial making the request for o on behull ol the Socicly/IBunk,
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FORM G.T. R. 106

( See Para 5 of Appendix -1X)

Form of Acknowledgement for dcposu ofa Box Co- opcrauvc Sociery for safe

Chest
custody in o Govcmmcm Treasury or Sub-Trc;uury.

belonging o a

Date.

I hereby acknowledge that Shn

{Name of and Designation of lhcs——oﬂ’cnal depositing the —B—) has this day dtposucd with me for

Bank Chest *
. Treasury Box
L¥ S he 3 N
safe custody in the GoummcmSub-'rrcasury at free of charge, a strong o m

Co-operative Socicty
Bank

stated in the application dated ly:

belonging to the limitcd and | have received the same on the express conditions

(1) That ncither the Govemmment of Gujarat nor any of its officer shall incur any linbility or responsibitity

B . -
in the event of the loss or destruction of the % or if any of its contents by fire, theft, fraud or

any other cuasc whatsocver;

(2) that the applications to the Treasury staff for access to the deposited will only be made at

Box
Chest
reasonable and proper hours and with strict regard 1o the needs of Government business; and

(3) that the permission to deposit hereby granted is liable to be modified or withdrawn by |h: Treasury
Officcr at any time.

Nolc := Any other terms and conditions imposcd by the Treasury Officer and agreed to by the Socicty/Bunk
shull be specificd in the acknowledgement.

Signature of the Treasury Officer.
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FORMG.T. R 107

( See Para 16 (5) of Appendix - X )
.19

Register showing the cash Doubie Lock Transactions of the Treasury dated..

~

Nature of transaction. Balance Receipts. Total Total issued. Balance ;
brought including carried 1
forward. balance over.

} 2+3) 4-5)
! 2 3 4 5 6 .
Rs. P. Rs. P. Rs. P. Rs. P. Rs. P ‘
1. Notes. '
1. Cumency & Bank
Total-1
Other Notes :
(With details)
\
L
\
1. Coins,
1. Siiver.

~N
z:
&
=
o

w
(2]
o

h-]

3
Z
A
»
a2




Rs. P Rs. P. Rs. P Rs. P. Rs P.

6. Nickel Brass.

1I—Uncurrent Coins.

Grand Total :

Initials of Treasurer Initials of Treasury Officer.

Note :- 1. The details of “Notes™ or “Coins™ under items 1 and IT of this Form are to be given separately for
each denomination.

2. Full details of the kind, tale and value must be indicated in item-LIT.

Y-2122-141
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FORMG.T.R. 108

( See Rule Para 29 of Appendix - X }

Day Bouk for the Month of ... cceriiniennne 19 o e Sub-Treasury.
Date:
RECEIPTS
No. of From whom received. Particulars Amount
Chalan
1 2 3 4
PAYMENTS
Day’s Voucher To whom paid. Particulurs, Amount.
Total No.s
5 6 7 8 9
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FORM G. T. R. 109
( Sce Para—4 of Appendix - X111 )

Last Pay Certificate

( Obscrse )
Last Pay Certificate of Shri/Smt
of the office of f Jing on
to:
2. He/She has been paid upto at the following retes :—
Particulurs, N Rate -
Rs. Ps.
Substantive pay
Officiating Pay
Special Pay
Personal Pay
Leave Salary R
Allowances
D. A
A.D.A.
Compensatory
Local Allowance
Housc Rent Allowance
Rate of Deductions
General Provident Fund
Income Tax
" State Government Employecs Insurance Scheme
(a) Composite rate or
(b) Insurance rate only
3. His/ler gencral Provident Fund Account No. is maintained by the A

General/D. A T.

4. He/She made over charge of the office of

on the

noon of .

S. Recoverics are 10 be made from the emoluments etc., of the Government servant as delailed on the

revensc,
6. He/She is entitled to draw the following.
7. Ile/She is glso entitled to joinging time for days,
8. He/She finances the Insurance Policics detailed delow from the Provident Fund,

Name of Insurance Company No. of Amountol  Due date for the

Policy premium, peyment of premium.
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9. The details of the Income Tox recovered from him/her uplo the date from the begining of the current
financial year are note on the reverse.

<
Date

(Reverse )
Last Pay Certificate

Details of recoverles

Nainc of Advance involving Total amount Outstanding Rate of Remarks,
recovery/adjustment. of advance amount instalment
sanctioned recoverable, (PM)
with month
or drawal,
Rs. Rs. . Rs.
1 2 3 4 5
Pay Advance
T. A. Advance

Festival Advance

Food Grain Advance
Cycle Advance

Fan Advance

House Building Advance
Scooter Advance

L.T.C. Advance

Moror Car Advance

Any other Advance
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Name of Month Duty L.S. D.A. ADA.CLA. HR.A. Fees Funds Amount  Remarky
Pay Honora-  and other  of income
rumetc. deduc- tax
tions. recovered.
Rs. Rs. Rs. Rs. Rs. R, Rs. Rs. Rs.
| 2 3 4 5 6 7 8 9 10 11
April 200
May 200
June 200
July 200
August 200
Scptember 200
October 200
November 200
December 200
January 200
February 200
March 200

Y-2122-142
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Designation —

GOVERNMENT CENTRAL PRESS, GANDHINAGAK.



