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Note.—(3) If a sum i3 retrenched from & bill and recovered but subsequently
passcd and redrawn, the receipt for the latter ment will require a receipt stamp if
the amount exceeds Rs20. 11 the smount is dissllowed on pre-zudit, and before the
bill &5 paid, then it can be drawn without @ stamped receipt if it sheould be subse.
guanlly admiticd. In this cese the unstamped receipt mvet show that the smount
rawn on it forms part of the lepally stamped bill which was retrenched

’Lj;farr.-— 4 —Beceipts for payments made outside India should be obtained
from the payee and stamped in accordance with the local laws, if any goverping the
stamping of such receipts.

(2) All cheques, Reserve Bank Government drafts and
Reserve Bank drafts are exempt from stamp duty.

(3) See also the list of exemptions in Schedule 1 of
the Stamp Act.

4.9. The following documents do not come under any
of the exemptions mentioned above, but are chargeable with
stamp duty under the general rules; —

(a) Receipts [other than the receipts mentioned in
4.8(I)(f)], drawn by a Railway Company, includ-
ing a Company to which a State; Railway has been
leased, or by a Municipality.

Note,—This ruls applies alio to raczipts drawa for claims, the adjustmsat of
which may be made through account current.

(b) Receipts signed by a Government Officer as Chair-
man of a Municipality.

(c) Receipts [other than those mentioned in rule
4.8(I)(g)] drawn on account of Cantonment and
other Local Funds.

(d) Receipts for advances taken by Government officers,
in respect of sums paid to them by Government
as advances for the purchase of railway tickets,

(e) Receipts for amounts of emigrants’ money orders.

(f) Receipts for refund or repayment of deposits other
than those covered by rule 4.8(g).

Note.—{1) Ruserve Baink Government Drafis issued in favour of sepoys are
received by the Dsputy Commissioner, but as all the payees are sometimes not present
lo receive paymant the undisbursed portion is placed in deposit. No stamp is reguired
on ths vouchers on which the money is withdmwn.

Note.—~(2} Vouchers for amounts in excess of Bs 20 drawn from the Treasury outof
the Sheriff's petty account need not be stemped.

(g) Receipts on Acquittance Rolls of Establishments.

TNa. 4 Added vide Mo. 457-6FR-1-65{1169 (1st)Dt. 8-2-1965,
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(h) Receipts drawn by the Accountant-General or the
Treasurer of Charitable Endowments on account
of interest on Municipal or Port Trust debentures
kept in his custody as ordinary Trust Funds or
Charitable Endowments.

(viii) Calculation of transaction to the nearest Naya Paise
ormultiples of 5 Naya Paise,

*4.10. In the following cases transactions of the Govern-
ment involving fractions of a rupee shall be carried out and
brought to a/c in multiples of 5 N.P., portions not below

21 paise being rounded off to 5 N.P. and those below that
amount being ignored.

(1) Payments to and recoveries from Government
employees and pensioner, each individual item in pay
and allowances, pension or T.A. bill being rounded
off to aimultiple of 5 N.P, in the manner laid
downiin this rule, provided that :—

(2) in the case of emoluments fixed by Statute amount
involving fractions of a rupee less than 2} Naya
Paise shall also be rounded off to 5 naya paise.

(b) in the case of deductions on account of service
other Provident Funds and P.L.1., Premia, the
difference, if any, between the total recoveries made
from a Government employee during the first eleven
months of a year in accordance with the provisions
of this rule and the amount recoverable in respect
of the year as a whole under the Rules applicable
to the Fund eic. shall be adjusted in the last
month of the year by additional or- shert recovery,

as the case may be, even if the same is not in multiple
of 5 N.P.

(2) Transactions between one Government and another
or between two Departments of the same Govern-
ment , unless it is not possible to eliminate from the
original transactions, fraction of a rupee which is
not an- xact multiple of 5 N.P.

(3) Amount converted into Indian Currency from Ster-
ling or ther foreign currencies.

*Sub. vide No, 13633/6FRI-63/1367 of 14-2:64,
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(4) Payments for claims in respect of contingent
and other charges when claimants have no
objection, provided that the rounding off the
fraction of a rupee to a multiple of 5 NP
shall be done only in respect of the net amount
payable on a bill and not in respect of the

individual items of claims or adjustments in
the bill.

(5) Reserve Bank remittances, other than of sums
representing dues fixed by or under any law

or under any contractual obligation of the
Govt.

(6) Deposits in favour of Govt. and revenues reco-
vered, other than those which are fixed by or
under any law or are specially exemptedy by
the Govt. from the operations of this rule.

(ix) Erasures

4.11. Erasures and overwritings in any bill or
voucher, are absolutely forbidden; if any correction be
necessary the incorrect entry should be cancelled neatly
in red ink and the correct entry inserted. Fach such
correction, or any interpolation deemed necessary should
be authenticated by the head of the office setting his
full signatures with date against each. Special care should
be taken by the Treasury Officer as regards all vouchers
and accounts showing signs of alteration: and if such
documents be frequently received from any office, the
attention of the head of the office should be formally
drawn §to the irregularity. [See rule 4.7(d)].

(x) Government employees authorised to draw money by
Chegues.

4.12. Officers of the Public Works Department
and Forest Department (including officers of other depart-
ments who are authorised to incur expenditure against the
grants of these departments as specified in [Rules 4.76
and 4.80 infra) may draw money by cheques.

(xi) Instructions as to preparation and form of cheques.

4.13. Cheques should be drawn on forms in
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cheque-books supplied by the Treasury Officers to the
disbursing officers authorised to draw moneys from  the
treasuries with which they are placed in account.

Notz.—Belore & cheque-book is brought into use, all the cheque forms in it
should be marked by a distinguishing letter, Cheques drawn by 8 disbursing officer
on any treasury should be distingnished by @ diffcrent letter from those drawn by
other disbursing officer of the division on ‘that treasury, and aiso frem those deswh
by himself on any other treasury.

4.14. All cheques should have written across them
in words at right angles to the type a sum a little in
cxcess of that for which they are granted : thus *‘under
thirty rupees” will mean that the cheque is for a sum
not less than Rs 20, but less than Rs 30:; and similarly
“under eight hundred rupees” will mean that it is for
less than Rs 800; but not less than Rs 700. No abbre-
viation such as “eleven hundred” for “one thousand one
hundred” should be used. The amount should be written
in the manner prescribed for vouchers in rule 4.7(c). In
drawing or cashing a cheque, it should be remembered
that a common form of fraud consists in altering the
word one into four by prefixing an f and changing the
e into an r, the figure being ecasily altered to correspond.
The word twenty, if written carelessly, has also Ssome-
times been changed into seventy. The drawer of a cheque
in which these words occur should, therefore, so write
as to make the fraud impossible and the treasury should
examine the words and corresponding figures with special
care.

Note.—(1) The cross entry is not necessary if the amount §n words is [ype
perforated by a special cheque writing machine, -

*Nore ,—(2} All Cheques should be written and signed in indelible ink anly.

Note.—(3) Rule 4.7 (d) applies musatis mitondis to corrections and alterations in
cheques.

Note.—(4) All corrections und alterations in cheques should be attested by driwing
officors by their full signature,

Note.—(5) The intention of the instructions contained in this rule is to avoid
all possible chances of fraud. An officer who signs o cheque or payment order ona
vaocher should, therefore, satisfy himself that the entries are so made B85 to preciude
any passibility of words or figures beéing inserted either in front or in continoation of
the words and figures originally entered in the cheque or payment order. Clerks
entrusted with the duty of filling in cheques should be made fully to understand the
precaulions which should be taken against fraud and the altention of all concerned
iralwn to the orders contained i rule 2.13-2.19 of the Punjab Financial Rules,

olumea [,

4.15. (a)Cheques drawn in favour of Government
cmployees and departments in settlement of Government

*Sub : vide Nu. 71-6 FRI-66/3174 dated 24-2-66.
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dues should always be crossed "“AJC pavee only not
negotiable™.

(b) In the absence of a specific request to the con-
trary from the payee cheques drawn in favour of cor-
porate bodies, firms or private persons should always
be crossed. Subject to any instructions received from the
payee; a cheque should be crossed *“.......... & Co.”
with the addition of the words “Not negotiable” bet-
ween the crossing. Where the payee is believed to have
a banking account further precautions should be adopted
where possible by crossing the cheque “‘specially” (instead
of by the *general ™ crossing , *“........ & Co.”) by
quoting the name of the bank through which the payee
will receive payment and by adding the words “A/C
payee only. Not negotiable”™. These instructions regar-
ding the method of crossing of cheques are applicable in
all cases where the use of crossed cheques is prescribed.

Note.—The instructions in this role apply muaifs mutandis to Indion Poste1Qrders
{ssved for remittence of money on Governtnent account.

4.16. (a) Every cheque in favour of a Govern-
ment employee must be made payable to order only, but
when the payee is not in Government employ the drawer
may, at his request, make the cheque payable to bearer.
Treasury Officers will, therefore, cash cheques payable to
A., B. or bearer except when A. B. is a Government
employee. If acheque payable tof'a person not in Govern-
ment employ “or bearer” or payable to such person or
to such person or order is presented, the Treasury Officer
may decline to pay it, if he is unable to’ satisfy himelf
of the identity of the person claiming payment or in the
case of a cheque payable to order, of the completeness
of the chain of endorsements, if any, by |which such person
has become the holder of the cheque.

(b) Ordinarily a cheque payable to order is not
cashed by the Treasury Officer unless it is receipted by
the payee himself or other person in whose favour it is
regularly endorsed for payment. In special cases, when
the head of an office is unable himself to receipt cheques
payable to his order, owing to. his being absent on tour
or for other causes, and when he considers 'that strict
compliance with the ordinary rule would cause incon-
venience, he may specially authorise in writing a subordi-
nate gazetted Government employee to endorse for him
cheques drawn in his favour by his official designation.
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. 1. Where sub-treasuries are in charge of Indian
officials not acquainted with English, bilingual cheques
should be used, and if these cheques are not used, the

Ela;l},ring officer is responsible for calling attention to this
€.

2. When a public officer sends a cheque to a
treasury not for cash payment, but for credit of its
amount in the treasury accounts, he must, before endor-
sing the same, add the words “Received payment by
transfer credit to....”. Omission to do this facilitates
fraudulent appropriation of money.

3. Endorsements [by duly constituted and authori-
sed attorneys of cheques payable to the order of their
principals may be acted upon by Treasury Officers. It is,
however, necessary that such powers to attorneys should
be registered at the treasury.

Note,—The following instructions as 1o cheques should be borne in mind =—

(1) When a cheque is made pavabls specifically to one person(ic.to A, B,
only and not to*"A.B., or order or “*A_B.or bearer’) the paymentshould
be made on the receipt of the person named in the cheque.

(2) When & cheque is payable to n person or bearer the payment may be
made to bearer if presented by him. s s

{3) Two parallel red lines drawn across a chegue are admissible and mean

that the payment of the crossed cheque iz pet to be nmde otherwise
than to 2 banker.

(4) If a cheque papabic to “A.B." or A.B. or order is merely signed by the original
payee on the back, it iz said to be endorsed in blank and becomes pay-
able to the bedarer under section 54 of the Negotiable Instruments Act.
The legal obligation of a Treasury Officer in making payment of a che-
que payable to “A.B.or begrer’™ or of a cheque payable to order but
endorsed in blank by the original payee, is cc’lis:barged paying the
amount of thc cheque to the bearer, whoever he may be, as under
sections 46 and 47 of the MNegotiable Instrumenis Act such chegues arc
negotiable by delivery only without the signsture of the pavee on the
back of the cheques But in such cases the Treasury Oificers should
follow the ordinary banking practice as to the identity of the presenter,
viz., that they should obtaig some satisfaction #s to the ideatity of the
presenter and also take his endorsement.

B—SPECIAL INSTRUCTIONS FOR PARTICULAR DEPARTMENTS OR
PARTICULAR KINDS OF CHARGES

(i) Pay and Allowances General-Rules

4.17. Deductions from bill—The duty of noting the
proper deductions to be made from pay bills on account
of funds and other deductions, e.g., renis of Government
residences, Fund subscription, etc. etc., devolves on the
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drawers of the bills as such deductions should be reco-
vered by stoppages from pay and consequent short dra-
wings from the treasury.

No discretion 1s, however, allowed to the Treasury
Officer in carrying out an order received from the Accoun-
tant-General or a Fund Examiner to make any particular
deduction.

Note.—(1) The Trensury Officer must, however, theck the deductions in thecase
of the Indian Civil and Indian Military Service Family Pension Regulutions 2od the
Superior Services (India) Family Pension Fund Rules.

Nate, —(2} Security deposits from establishments of Government Depariments
entrusted with the receipt and custody ef cash or stores or who are reguired fo handie
money should be paid in o lump som of in instalments, or by deducticn from poy
as may be determined, in the case of the Public Works Departments by the Chief
Enginecer or a Superintending Engineer, and, in the ¢ase of the Civil Departments,
by the head of the Department concerned.

Note.—{3) Asregards the recovery of Income-tax, treasury officers areconcerned
solely  with the recovery at the time of payment el salariesat the rate applicable to
the estimnted income of the Government employez from the head “salaries”. In respect
of pay bills of non-gazetted Governmenl employees tressury officers tre to see that
deducijoris of income-tax are not omitted where some deductions sheuld clearly be
made. See rules. T of the Punjeb Financial Rules and notes thereunder.

4.18. Rent Deductions.—{(a) Demands (statement of
rents recoverable from pay bills) for rents of buildings of
the Public Works Department, recoverable from  Govern-
ment employees, are received from Divisional Officers in
triplicate towards the end of such month, gazetted Govern-
ment employees who draw their own pay bills and Heads
of Offices who draw the bills of non-gazetted establishment
should make the necessary deduction on account of rent
from their pay or establishment bills showing full parti-
culars of the deduction.

(b) The Treasury Officer concerned has no dis-
cretion in the matter of recovery. He should on no
account postpone recovery of the full amount advised by
the Executive Engineer on the plea that application has
been made for revision of rent, or on other grounds.
The recoveries should without prior reference to the
Government employees concerned invariably be made from
the next pay or establishment bill of the Government
employees concerned presented at the treasury unless the
amounts have in the meantime been paid in cash or
deducted from the bill presented. If only a part of
the amount due has been paid in cash or deducted from the
bill presented the balance should be recovered by deduc-
tion from the bill .
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(c) Thereafter one copy of the demand should be
returned to the Divisional Officer after noting the amounts
recovered, the other copy should be attached to the bjll
from which the recoveries are made and the triplicate
copy should be retained for record. In noting the
deductions in the bills, the name of the Public Works
Division, the major head of account to be credited, and
the name of the canal, etc., as given in the Divisional
Officer’s demand, should be shown.

1. If the rent recoverable from a Government em-
ployee is limited to a certain percentage of his emoluments,
the Fparticulars of such emoluments should be noted in
the statement of rents, before its return to the divisional
office in the column for remarks, Where, after ‘the return
of the statement of rents, the emoluments of a Govern-
ment employee are changed retrospectively, such changes
should either be shown in the next statement or intimated
to the Divisional Officer by a special letter.

*Note.—In case where the Divisional Officer incharge of the Government buil-
ding and the Treasury Officer, responsible for the recovery of rents, are notrendering
accounts to the same Accountant General, the Divisonal Officer will issue demands
for rents of buildings in quardruplicate, out of which one copy should be returned
o the Divisional Officer after affecting recovery, two copies attéched to the billfrom
which the recovery is made and the one copy should be metained for record,

4.19. Fund deductions.—In cases in which subscrip-
tions to General Provident Funds (including refunds of
withdrawals) are paid by deductions from pay bills, the
requisite particulars should be entered by a subscriber,
if he draws his own pay, or the head of office in other
cases, in a separate schedule in form S.T.R. 17 and the
schedule so completed should be attached to the pay bill
concerned. If the subscription is recovered in cash, the
number of the account, etc., and all other necessary parti-
culars must be furnished. In all cases where a subscrip-
tion is paid for the first time the rule or special authority
under which the subscription may be received should also
be quoted in the form, or in case of cash payments, in
the separate document of particulars.

. Deductions on account of postal life insurance
and other Union funds should be shown in forms pres-
cribed by the Union Government.

2. Deductions on account of Provident Funds
other than G.P. Fund should be shown in form S.T.R.
17-A.l

*Added vide 653-2FRII-76/17043 dated 21-5-76.
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(i) Bills of Gazetted Government Employees.

4.20. For the pay and fixed allowances of a gazei-
ted Government employee bills in form S.T.R. 18 should
be used in which the whole of the pay and fixed allo-
wances except sterling overseas pay claimable by a
Government employee in respect of the same post should
be set forth. A Government employee who draws an add-
tional pay or allowance for a separate office need not
present a separate bill for it unless it is chargeable to a
Local Fund or to sources other than State revenues.

Nete.—{1} Separate forms are prescribed for the pay of Indign Civi! Service Officers
end for military officers in Civil employ (see forms 5.T.R. 19 and 20).

Note.—(2) Inthe case of gazetted Government employess whose lost pay certificates

are prepared by Treasury Officers, the responsibility for showing the correct allocition
in bills rests with the officers themselves.

, Note.—{1} For the rules prescribing the procedurc for the drawal of Jeave sajary
see Instructions issied by the Comptroller and Auditor-General of Indis as contgined
in Appendix®B’ to the Fundamental Hules {Punjab Financial Hand-book Neo. 2 VolumeL)

4.21. Cancelled.

4.22. In some cases it is more convenient that the
pay of certain Government employees belonging to estab-
lishments limited and fixed with reference to the require-
ments of whole of the State, who are not ranked as
gazetted Government employees but whose pay varies accor-
ding to grade should be drawn separately, in a form
similar to that provided for gazetted Government employees
instead of being included in the pay bill of their estab-
lishment. In this connection see rule 4.31 (b) below.

4.23. No Government employee may draw an increa-
sed or changed rate of pay, leave salary or fixed allo-
wance unless the bill on which he draws it is either
pre-audited by the Accountant-General or is accompanied
by a letter from him authorising the amount to be drawn.
If delays occur in the issue of letters from the Accountant-
General notifying alterations in the rate of pay, especially
if the change is made near the end of a month, or if
the change takes effect from a date which cannot imme-
diately be ascertained, and cannot be fixed by a certificate
of transfer of charge appended to bill, Government em-
ployees should either draw their bills at the old rate or
send their bills for pre-audit to the Accountant-General,
if they do not first receive his letter of authority.
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*4.23-A. No Gazetted Officer who has relinquished
charge of a Post consequent on his proceeding on leave,
or on promotion, reversion or transfer, shall draw any
bill on account of his pay, allowances, leave salary, ctc;
for any period beyond the date of making over charge,
without a fresh authority from Accountant-General to
another audit circle.

Provided that the provisions of this rule shall not
apply to cases of transfer with in the same Audit Circle
and not involving any change in designation or emolu-
ments of the officer concerned.

**Provided further that in cases where,” on the expiry
of leave, an officer is appointed to the same post from
which he proceeded on leave, he shall draw bills for his
pay and allowances from the date of his assumption of
such charge on the basis of the authority for pay.and
allowances issued to him by the A.G. before his pro-
ceeding on leave and if such authority has been superse-
ded, on the basis of such revised authority for pay and
allowances.

Note.—(1}) In cese any bill presented at the treasury includes claims for any
period beyvond the date of making over charges, the T.O: shall ipstead ef returning
the bill for amendment, pass for pavmeni such portions of the claim as related to
pericd upto that date and is otherwise admissible.

Naore,—{2) Tn the cases referred to in the provise to this Rule, the Treasury
from which the Officer concerned draws his claims, after teansfer, shall commence
making payments on the basis of the last pay certificate issued by the T.Q. whe
last dishursed the claims of the officer. For this purpose, the T.O., issuing the com-
plete infarmalion giving authority of the A.G. in his possession particulorly the date,
if any, vpto which it 15 effective.

4.24. No payment is to be made without the
orders of the Accountant-General to a gazetted Govern-
ment employee transferred from another state or from
another department or who has proceeded or returned
from leave.

**4.25. (1) (a) A Government employee who is newly
‘appointéd to Govt, service in a Gazetted Capacity should
attach to his first pay bill a certificate by the competent
authority to whom medical certificate has been submitted
to the effect that the medical certificate in the prescribed
form has been obtained.

*Newrule :Added vide Mo, 10967-6FRI-63/12207 dt, 26-11-63,
**Second Proviso sbove Note 1 added vide No. 47-{4)-FR-66/1317 dt, 26-11-66.
“*25ubs : vide No. 601-1FR-69/6918 dr. 13-3-65.
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(b) Where the competent authority under, “Excep-
tion to rule 3.1 of Punjab Civil Services Rules, Vol. I,
Part T and note there under authorises the drawal of the
pay and allowances of a newly appointed Govt. employee
for a period not exceeding two months without a medical
certificate of health, a certificate to this eflect should be
furnished in the first pay bill.

(¢) Where an officer is declared temporarily unfit
by the competent medical authority and retained in service
the period for which the officer has been declared term-
porarily unfit should be intimated to Audit.

2. The last payment of pay should not be made
to a gazetted Government employee or to a Government
emplovee referred to in rule 4.22 above finally quitting the
service of Government or placed under suspension, until
the Treasury Officer has satisfied himself, by reference
both to the Accountant-General, *the Departmental autho-
rities concerned and to his own records that there are
no demands outstanding against him.

3. The bills for the pay and allowances of a gazet-
ted Government employee, who is about to retire or to
proceed on leave out of India, should be submitted to
the Accountant-General for special audit, on the date of
payment or as soon afterwards as his attention becomes
known to the Treasury Officer.

4. In the case of contract officers and officers
purely in the temporary cmployment of Government pro-
ceeding on foreign service, in or out of India, final dues
should be paid only after ascertaining that no demands
are outstanding against them.

4.26. In the case of time-scales of pay with effi-
ciency bars at certain stages, an Audit Officer will not
authorisz any Government employee to draw pay at a rate
above the stage at which an efficiency bar is fixed until he
has received a declaration from the authority empo-
wered to make the promotion that it has satisfied itself
that the Government employee in question is fit to pass the
bar.

In order to prevent the passing of an efficiency bar
becoming a mere matter of form, it is imperative that
every case should be carefully scrutinised by the sanc-

*Inserted vide MNo. 10194-6FR-J1-65/23718 dt. 21-12-65.
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tioning authority before signing the declaration prescribed
above.

4.27. Bills for rewards under military rules to
military officers in temporary civil employ should be
submitted to the Accountant-General who will pass them
for payment after having them pre-audited by the Military
Department. The amounts of these bills will be debited
to the Military Department.

4.27-A. The expenditure incurred by and to be
reimbursed to gazeited Government employees on account
of medical attendance. and treatment may be drawn by
them in *Form S.T.R.2 A under the sub-head Allowances,
honoraria etc. without the prior authority of Accountant-
General. The amount drawn in the bills must be sup-
ported by proper receipts and vouchers in all cases.

Note.—The bills of reimburzement shall be countersigned by the Controlling
Offcer before thess are presented at the Treasury for payment.

4.28. The travelling allowance bill of gazetted Go-
vernment employees should be drawn in form S.T.R. 22,
when a circuitous route is taken the reason for travelling
along that route should be stated on the bill. When an
officer is entitled to draw actual expenses they should,
ldu ﬂ:*u!ﬁ absence of orders to the contrary, be set forth in
etail.

(iii) Establishment bills—Pay

4.29. For the purposes of the preparation of bills
parts of an establishment under the same officer, which
~are charged under different major heads, are to be regarded
as distinct establishments e.g. a District Officer’s Excise
establishment is to be treated as distinct and separate
from his Land Revenue establishment.

4.30. In the bills, presented at the treasury, the
establishments should be distributed into sections as shown
in Appendix B.

) In entering the sections in the Establishment Pay
Bills, the following instructions should be observed :—

(1) The pay of all sections numbered serially as in
Appendix B against each department or office,
should be drawn in the same bill.

* Amendod vide No. 3426-2FRI-T0/27800 dt. 7-10-70.
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(ii) The sections should be shown in the bill in the
order in which they appear in Appendix B to
Volume II of these rules.

(iii) The name of each section should be written in
red ink across the bill above the entries of
names, ete. falling under that section.

(iv) The entries in all the money columns of the
bill should be totalled under each section, and

the totals written in red ink.

4.31. (a) Pay bills in form S.T.R. 23 should be pre-
pared on asingle bill for permanent and temporary
establishment and also for those classes of establishment
for whom no establishment returns are submitted and no
service-books are maintained, the instructions printed on
the form being carefully observed. Against each post
should be shown (except in cases covered by sub-rule 2
below) the names of both the substantive and officiating
incumbents and against each temporary post should also
be noted the sanction thereto. When pay is drawn for
a portion of a month only, the rate at which it isclai-
med should be stated either against the name of the govern-
ment employee in the body of the bill or in a note at foot
of the page.

The pay and allowances of Civil Assistant
Surgeon, Class Il (Non-gazetted), although not ranked as
gazetted Government employees, is drawn separately in a
form (form S.T.R.24) similar to that provided for gazet-
ted Government employees and is not included in the pay
bill of other establishment. Copies of all orders of
appointment, promotion, transfer or leave affecting these
Government employees should be communicated to the
Accountant-General in a consolidated monthly statement.

Such bills must also be signed by the authority
who signs the establishment bills of the department to
which they belong.

(¢) The pay of the following establishment should
be drawn on separate bills or each establishment instead of
being included in the pay bill of the ordinary establish-

ment —

Naib-Tahsildars, Settlement Naib-Tahsildars, Sub
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Assistant Health Officers, Inspectorsand Sub-Inspectors of
Police and Excise, Assistant Sub-Inspectors and Sergeants
in the Police Department, District Inspectors and Assistant
District Inspectors of Schools, Headmasters and Teachers,
Headmistresses and Mistresses in the Girls #Schools and
Divisional Accountants.

(d) Pay of establishment on fixed rates of pay
should be] drawn on. separate bills from that [on [time
scale of pay.

1. The pay of establishments which is treated as
a -contingent charge should not be included in pay bills,

2, The names of incumbents whose pay is less
than Rs 50 a"month and who do not hold substantive
permanent posts under Government may be omitted from
the pay bills; as also the names of all persons inferior in
service, of all head constables and constables, if a certi-
ficate in the following forms is endorsed on the bills :—

Certified that all persons whose names are omitted
from, 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 to the total
included in his bill have been duly shown in the office
copy-

Note.—The provisions of the sbove para have been extended to the following
classes 'of establishments (—

BDepartments of the Administration of Jnstice

{1) Bailiifs;
{2y Mazdad Naib-Nazirs.

Jail Department
Warders, i

Famine

Temporary Government employees whose pay does not exceed Rs 30 s month
and class 1V Government cmployees.

Health Department
Sanitary Beldars.

3. The claims of Government employees whose names
are omitted from the bills under *para 2 above should
not be lumped together and entered as a single item in

the bills. The bills in such cases should show separately
* Amgnded vide No. 1650-2FR-11-76/6543 d1. 15:3-77. !
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the numbers on different rates of pay or with different
designations.

4. In addition to the accounts classification
required by clause (e) “of rule 4.7 the "drawing officers
of the Public Works Department should record on estab-
lishment bills the name of the circle of superintendence.

J. The pay bills of temporary extra establishment
entertained for additional Assistant Commissioners and
Extra Assistant Commissioners in a district should always
be supported by a complete list of gazetted officers who
were on duty during the month in question, Treasury
Officers shall not cash such a bill unless and until it is
supported by the list in the sub-joined form :

Names of Assistant
Commissioners and
Extra Assistant

Commissioners
Permanent sanc- actually attached to | Excess over] Re-
tioned scale of the District during the marks
Assistant Com- the month permanent
missioners and Ex- scale men-
tra Assistant Com- Period to | tioned in
missioners fixed Names and from | column (1)

by Government
exclusive of
appointment of
Deputy Com-
missioner

Note.—~{1) The cost of any special establishment for acquisition of Land enter-
tained under orders of Government by a civil officer acting as Public Works Disburser,
is chargeable as to the cost of the works concerned and not as general establishment
charges.

Note—(2) IF for dny reason the leave Salary claimed by & Governmentemployee
onleave i3 not known (25 for example, when the kind of leave to be granted to him
has not bean finally decided by the sanctioning authority) the amount of pay to which
he would have been entitled had he remained on duty should be entered in red
ink in the money column of the form concerned which is intended to show leave
salary, the amoant being left undisbursed and treated as held over pending the fixation
of the amount of his leave salary.

Nete.—(3) When leave salary based on average pay is. drawn in 2 bill in which
the leave salary is first demwn, it should be explained by & statement, attested by the
drawing officer, showing the calculations by which the amounts drmwn on account
of leave salary have been deducted. If the calculation is based on pay drawn outside
Gavernment employess’ substantive section of office, @ reference to the wvoucher in, or
the office from, which the pay has drawn should be given in the statement. MNo
pverame pAy statements are, however, necessiry in respect of Government smployess on
leave whose pames are omitted from the pay bills,
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If lsave salary s based on actual pay and net on avorage pay the drawing
officer shall attach to the bill a certificate in one of the following forms :—

(i) Tn the case of a Government employee governed by the old leave rules :

“that the leave salary is based on the psy of permnpent post held sub-
stantively by the absertee at the time of taking leave, and that the
absentes was In perminent Governmenl setvics on 24th August, 1927
and that his pay does oot excecd Rz, 400 or the lesve raken does not
exceed one monil.”

(if) In the case of 3 Government employee subject to revised leave rules —
“that the leave salary is based on the substantive pay on the day before
the leave commenced"”

OR

“that the. leave salary is based om the officiating pav on the day before
the leave commenced and the Government employce has held the post
continuously for more than three vears and has been confirmed apainst
some other permanent post’’, as the case moy be,

Note.—(4) When any item of pay and allowances is withheld a clerr indication
should be given in the bill itsell ntp the sums withheld and rersons for withholding
them. When claims against items withheld dare lodped after meore than three months
the reasonfordelay should be stated.

Note.—{5) Last payment of pay muy be made to a non-gazctted Government
emploves without reference to Accountant-General on the responsibility of the head of
the office concerned, but see sub-rule 1 below rules 4,25,

Note.—(6) For rules prescribing the procedore for the deawal of leave zalary,
spe instructions, jssued by the Comptroller and Auditor-General of Tndia, 2scontamed
in appendix Il to the Punjab Civil Services Rules, Volume 1, PartI1.

4.32. (a) The monthly bill should ordinarily be
supported by an absentee statement in form ST.R. 25 if
any person in superior service was absent during the
month, either on transfer to a temporary post or on
joining time or suspension, or with or without leave
(except casual leave) or when a post is left vacant sub-
stantively whether any officiating arrangements have or

have not been made against it, of footnote 4 on the form
itself.

(b) In the case, however, of State or amalgamated
establishments, a consolidated absentee statement showing
the complete chain of arrangements should be separately
furnished by the controlling authority within a period
fixed by the Accountant-General.

No separate absentee statement need be furnished by Head
of offices along with the monthly pay bills, but in cases in
which the power to sanction leave and officiating arrangements
within the office has been delegated to Heads of offices within
prescribed limits, the requisite absentee statement should be
furnished by them along with the pay bills, and such vacancies
and arrangements should not be included in the consolidated
absentee statement to be furnished by the controlling authority.
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MNote.—In the cnse of State or amalgamated estnblishments on time-scales of
pay, the arrangements made by heads of offices chould be reported to the controlling
authority for inclusion in the consolidated absentee statement.

4.33. When any pay bill for establishment includes an
amount on account of leave salary of a non-gazetted Govern
ment employee who is transferred from service under another
Government ,or any separate bill for leave salary of such a
Government employce is drawn, it is necessary that the alloca-
tion of leave salary between the different Governments should
be recorded on the bill on which the leave salaryis claimed,
and the following documents should be submiited along
wﬁthi\the bill to enable the audit office to exercise the necessary
check :—

(1) A detailed statement explaining the allocation be-
tween the different Governments.

(2) A certificate to the effect that the relevant entries
have been made in column 13 of the service book
of the Government employee concerned.

If the leave salary is debitable partly to the “Union
Government™ and partly to “State Government” separate
bills should be prepared for the portion debitable to each.

4.34. If no person 1n superior service was absent during
the month, either on transfer to a temporary post or on joining
time or suspension, or with or without leave (except casual
leave) certificate 2 printed on form S.T.R. 23 should be signed
by the head of the office.

u

4.35. (1)When the name of any person appointed whether
permanently or on probation to superior service appears
for the first time in an establishment bill, either reference must
be given to a previous post held by him (which should be sup-
ported by a last pay certificate, showing dates of making over
and receiving charge, advances outstanding, etc.) or if he did
not previousiy held any postor is re-employed after resignation
or forfeiture of past service,®a certificate by the Drawing and
Disbursing Officer to the effect that a medical certificate in
the prescribed form as required by note 2 below rule 3.1
of Punjab Civil Services Rules, Volume I, Part | has been
obtained must accompany the bill.

**(2) where the compotent authority under ‘Exception’
to rule 3.1 of the Punjab Civil Services Rules, Volume I,
authorises the drawal of pay and allowances of a newly
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appointed Government employce for a period not exceeding
two months without a medical certificate of health, a certi-
ficate to the effect should be furnished to the first pay bill.

**(3) where an officer is declared temporarily unfit by
the competent medical authority and retained in service the
period for which the officer has been declared temporarily .
unfit should be intimated to Audit.

Nore.—{1) If a pensioner is re-employed, the fact should be stated {n the bill,

Nete.—(2) When the head of anoffice is himself a non-gazetted Government
employee he should not sign his own last pay certificate, but should obtain one Trom
his superior gazetted Government emplovee who may, before signing the last pay certi-
ficate, call for necessary information for verifying the facts. stated in the last pay
certificate from the Audit Officer or the Treasury Officer concerned.

Note.—(3) The last pay certificate should show the rate of subscriptions on
account of ‘Service Fumds, (he General Provident Fund deductions and other parti-
culars.

4.36. To the first bill in which a periodical increment is
drawn by any Government employee, a certificate in form
S.T.R. 26 should be appended.

The form provides for two alternative certificates. The
first alternative certificate may be used in any case in which
the increment is due to a Government servant for having been
incumbent of the post specified for the prescribed term from
the date of last increment or of appointment to the post, ex-
cluding periods of ***absence from duty not counting for incre-
ment and absence on extraordinary leave, and, if he had held
the post in anofficialing capacityallkind of leave otherthan
the earned leave during which he would have continued to
officiate if’ he had not proceeded on earned leave which are
shown in the tabular portion of the certificate. An increment
so certified may be drawn in the establishment bill without
further authority. In all other cases, the second alternative
form* shall be used and it will be supported by an explanatory
memorandum showing briefly but clearly the ground on which
the Increment is claimed.

t*The provisions of this rule will not be applicable except
in the case of masters/teachers in the Education
Department.”

Nere.—(1) In order 10 enable the Audit Office toexercise ap sudit check and to
challenge wrong increment certificates, if any, received under this rule, ull suthorites

*°(2) & (3) Added vide No, 601/IFR-69/6915 d.
***No. 7208-6FRI-64/7942 dt. 20-8-64,

*Mo. 5620 -3IFR-68/13171 dt. 22-6-68.

tProviso added vide No, 2313-FRI-65/4101 g1, 28-4-65.
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amrnw::red 1o withhold increments under rule 4.7 of the Punjub Civil Services Rules,
Volume 1, Part [, must fumnish the Auvdit Office with copies of any orders withholding
mcrements of non-gazetted Government employees it they may issus,

Note—~(2) When an increment clafmed operates to carry Government employec
over an efficiency bar, it should be supported by a declaration from the suthority
empowered 1o allow the increment that it has satisfied itsel] that the Government
cmployee in question s fit to pass the har.

In order to prevemt the passing of an efficiency bar becoming a mere matter of
form, jt is imperative that every one case should be carefully scrutinised by the sapc-
Honing authority before signing the declaration preseribed above.

4.37. Arrears of Pay and Allowances.—Arrear pay
should be drawn notin the ordinary monthly bill but in a
separate bill the amount claimed for each month bein g enter-
ed separately with quotation of the No. and dateé together with
date of encashment of the bill from which the charge was
omitted or withheld, or on which'it was refunded by deduction,
or of any special order or competent authority granting special
pay or new allowance; such bills can be presented at any
time, subject to the conditions laid down in Punjab Financial
Rules and may include as many items as are necessary.

A note of arrear bill shall invariably be madein the office
copy of the bills for the period to which the claim pertains over
the dated initials of the drawer of the arrear bill, in order to
avoid risk of the arrear being claimed over again.

The drawing officer;shall also record the following certi-
ficates on the arrear bill under the signatures with date :—

(1) thatno part of the amount claimed has been drawn
previously; and

(i) that a note of the arrear claim has been made in
the office copy of the bills for the period to which
the claim pertains.

4.38. Travelling Allowances.—Travelling allowances of
establishments, other than permanent or fixed allowances,
should be charged in a separate bill in form S.T.R. 27, When
actual expenses are drawn on account of the carriage of
horses or conveyances, details of the horses or conveyances
transported should be furnished in the travelling allowance
bill. For the purpose cf drawing the allowances on account
of a family or the higher maundage allowance a certificate
must be furnished by the Government employee of the number
and relationship of the members of his family for whom the
allowance is claimed. No other details in these or other cases
need be furnished, but every claim for the cost of carriage of
personal effects, horses and conveyances should be supported
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by a certificate that the actnal expense incurred was not less
than the sum claimed. The Accountant-General is at liberty
to call for details or for evidence of expenditure in any case in
which the expenditure appears to be unusually large. The tra-
velling allowance bills of a non-gazetted Government employee
proceeding on tour shall be presented at convenient intervals
during the period of his tour or immediately on return to the
headquarters and as far as practicable before the 31st March,
if the tour has been compleied before that date. These bills
may be cashed at the treasury on the receipt of the head of the
office and the amounts distributed as in the case of the estab-
lishment bills.

Nat.—(1) When journey is performed by a Government ﬂm]pluyms out of jurisdiction,
thesanction of the compdtent nuthority shull be guoted on the Bill,

Nore.—{2) The certificaies _]pres.l:ﬁbcd in rale 2,108 of the Punjab Travelling
Allewances Rules shall be given on ToA. Bills.

*4.39. Onmitted.

4.40. 1In order to avoid travelling allowance bills for
journey performed for giving evidence before a court being
cashed in the absence of the certificates in the proper form,
Treasury Officers are required to examine carefully the certi-
ficates attached to the travelling allowance bills and to see that
they are in order. Bills without proper certificates should
not be paid.

4.41. Al T.A. bills must bear a certificate of the drawing
officer in the following forms :—

“Certified that | have satisfied myself that the amounts
included in bills drawn 1 month/2 months/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 to the Government employees therein
named and their receipts taken in acquittance roll
or office copics of the travelling allowance bills,”

##¢4 49, In the Public Works Division, travelling allow-
ance bills can be presented in duplicate only after the claims
have been passed by the Controlling Officer. The subordinate
should prepare their travelling allowance journals in form
S.T.R. 28 and after these are duly countersigned by the proper
authority, the initial checks and scrutiny may be got done
by correspondence branch of the division. ~After initial checks,

*Crmitted vide No. 1111-6FRI-66/8315 dt. 28-4-66,
#s 5 hatituted vide Moo 3/1(3)/BI-2FRT d4t. 19-11-81,
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the journal alongwith travelling allowance bill should be sub-
mitied to the accounts branch which after applying necessary
treasury checks will record the ‘pay order’ asis donein the case
of pay bills, arrear bills, etc. paymentbill thereafter bedrawn
from the Treasury by cheques.”

4.43. Travelling Allowance for Class IV Employees :—
Travelling allowance of class [V Employees should be drawn
on travelling allowance bill form and accounted for as such
irrespective of the fact whether their pay is drawn on cstablish-
ment or contingent bill forms.

4.43-A. Reimbursement of medical charges .—The expen-
diture incurred by, and to be reimbursed to, non-gazetted
Government employee on account of medical attendance and
treatment may be drawn in the **S.T.R. Form 29-A under the
subhead “Allowances and Honoraria ete.” The amount drawn
in the bill must be supported by proper receipts and vouchers
in all cases.

(IV) BILLS FOR CONTINGENT CHARGES

4.44. Introductory—The following rules apply primarily
to Contingencies, but “Other Expenditure™ is also subject fo
the rules of procedure given here except in so far as it may be
governed by any special rules in other parts of this chapter.

1. The term “Other Expenditure” includes such classes
of expenditure as grants to educational institutions, political
pensions, scholarships, medical and other grants to local bodies,
erants to religious or charitable institutions, expenditure from
the discretionary grants placed at the disposal of Governors,
Ministers, Commissioners and District Officers, compensation
to Government officers for accidental losses, contributions to
public exhibitions and fairs and rewards. Charges on account
of each of these classes should be drawn on separate bills.

4.45. General Rules.—The charges of two major heads
may not be included in ome bill. But expenses which are
shared in some fixed proportion between two branches of the
same office should, unless they are reviewed by different autho-
rities, appear in one bill. In such a case the account adjust-
ment will be made by the Accountant-General.

Note.—The charges in connection with transport required on mohiljsation of
troop Tor setive service, which are debitable 1o the military eparimis, should be
drawn on ssparate bills and shown separately in the list of payment,

e

=3 No. 34262 FR/T0/27800 dt, 7-10-70,
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, 4.46. Contingent charges are to be recorded and treated
in the accounts as charges of the month in which they are act-
ually disbursed from the;treasury.

4.47. (a) When it is necessary to draw money for con-
tingent expenses, as for example, when the permanent advance
begins to run short, or when a transfer of charge takes place,
and in any case at the end of each month, a red ink line shall be
ruled across the page of the register or registers, the several
columns added up and several totals posted in a separate bill for
each class of contingent expenditure. The head of the office or
the Officer to whom this duty has been delegated, shall care-
fully scrutinise the entries in the register or registers with the
sub-vouchers, initial them if this has not already been done by
him and sign the bill which will then be'dated and numbered
and presented for payment at the treasury.

(b) The heads of contingent expenditure should be en-
tered in manuscript in the bill and the totals posted against
them. In the case, however, of expenditure requiring explana-
tion full details of the charges should be entered in the bills
except when they are given in the sub-vouchers sent to the
Audit Office.

***Wore.—(1) Sub-voucher for petty contingent expenditure shall be prepared in
form STR 30-A",

J'fﬁﬂ'..—%) Whan the advance is running short, & demand may be presented in
excess of the balance : this item too should be charged in the regisfer and inclyded in
the bill, the number given being that which the sub-yvoucher will bear when payment
hag beon made.

Note.—(3} The sanction of competent authority should, when necessary, be quoted.

4.48. No contingent bill bearing the signature of an
officer other than the head of an office should be passed for
payment at any treasury unless formal orders of head of the
office delegating the duty of singing contingent bills to the
officer in question have been received by the treasury Officer.j

*#<Provided that the Members of the Vidhan Sabha
may draw payment of telephone charges from Treasury on
a contingent bill duly countersigned by the Secretary, Vidhan
Sabha.

*4.49. Every disbursing officer dealing with counter-
signed contingencies should attach a statement in the following
form to the first contingent bill of whatever character presented

*Added vide No, 311-2FR-T1/11160 of 15-2-71. &
** Added vide Mo, 2237-2FR-72/19339 dt. 12-6-72,
*Amended vide Ne. 2783-6FR1-65/8603 dr. 25-5-65,
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for payment at the treasury during the month, In the absence
of this statement, the Treasury Officer shall refuse payment.
A separate statement should be prepared in respect of bills re-
lating to each major head.

To be tlled in by
Tentrofling Officer
Majorand Minor| Total Date on which

Serial | Head of each amount of | detailed contin-

Mo, *counter signed | each such gent bill insup- | *Date on which RE-
contingent bill bill port of each bill | each detailed MARKS
cashed in the pre- referred 1o in contingent bill
vious month columns 2 and 3| referred toin

was sent to the | columns 2 and 3

Controlling was sent 1o

Officer Accountant-
General

. Y1, If any detailed contingent bill has been returned for correction, the Con-
trolling Officer should show bere date of original receipt in his office and date of
return fully explaining any delay below the due date,

2. A certificate should be recorded at foot of this statemert by the Dishursing
Officer that there are no detailed contingent bills with him  of the natre referred to
innote ! above. 1f there are, he should clearly stale the cguse of delay in their return
to the Controlling  Officer,

The Treagury Officer shall, before cashirp sucl o Eill, serify the entries ir colu-
mns 1 to 3 and see that every such bill cashed in the previows mepthe i3 included
in these columns and that against each entry the date of the submission of the
detailed biflz is entitled red in column 4.

3. In cases in which payment has actually been made, ond the receipt either
has not been received, or has been mislaid after receipt the detziled Eill should be
sent on for counter-signature apd submissicr to the audit offce with 8 note to the
effect that “*Payee’s receipt for Re———— will follow™,

*4, A certificate . shall be attached 10 every aobstroct  contingert  Bill 1o
the effect that the detajled contingent bills have Been submitied to the controlling
officer in respect of sbsirael contingent bills drawn more then . & month before the
date of that Bill. On po sccount may an abstract contingent Bill be cashed without
this certificate.”

*Eei. Thedetailed comtingent bill should be fernished to audit office by the end of the
manth following the month in which abstract bill  was drawn. ™

4.50. Inthecaseof Healthand Jail Departments and the
Offices of the Director of Agriculture***, Director of Indus-
tries, Haryana. Superintendent, Live Stock, Hissar; Principal,
Haryana Veterinary College; Assistant Secretary, Haryana Civil
Secretariat and Secretary of Haryana Vidhan Sabha payments to
suppliers, etc. which cannot be met from the permanent
?dvance may be made by endorsing contingent bills in their
avour.

R o : cfuis el : ety = e s s i - B
== VPara 4 added vide Mo, 3TBS-6FRI-65/8603 ¢'t, 25-5-65. "

#43(1/1/80-2FR1I dt, 26-2-30.
**+yide No. 6568-FDII-64/9248 di, 18-9-64,
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**when under the provisions of this rule a contingent
bill is endorsed to a private party and the endorsee wishes
to collect payment on the bill through a messanger (other
than a Banker), the messanger must produce a order
of authority from him in Form STR-55. A copv of the
form may be obtained from the D.D.O. concerned.”

Mote—Endorsement made on contingent _ bills under this role will in all cases remain
current for three months only from the date of fssue.  Inthe case of hills: isfued in (he last
i‘;'ﬂ”'}r of the fineneial vear, however, dn endorsement should b entered to the effect (hat
the payment orders will lapse unless the bills'dre cashied by 'the end of March.,  An endorses
ment on' o contingent bill by s drawing officer in favour of a messenger is nol andorse-
ment Farthe purpase of this rule,

4.51. Contingent charges not countersigned.-Government
employees dealing whose contingent bills require no counter-
signature, and who did not embody in their bills charges of any
Government employee dealing separately with the treasury
need not submit bills monthly: but they should draw money

from treasury by bill in form S.T.R. 30 showing full details
of thecharges,

The following illustration explains the second condi-
tion. A, whose bills do not require countersignature, has subor-
dinates who hold part of his permanent advance and place them
selves 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 counter-
signature , but his subordinates are allowed to deal direct with
some treasury, presenting bills for encashment, which are to
be adjusted by B’s monthly bills; B must submit monthly bills
in adjustment of the bills cashed by himself and his subordinates.

Mole—t1) The Limjt of Rs, **1000/- referred to in the centilicate to form S.T.R. 30 abkave
hich vouchers are 1o be submitted to the Audil Office is subject o alteration Byihe Conipt-
et wod Aoditor Generil of Tndia,

Mote—(2) Sepirmte forms dre preseribed for contract contingencics aml sudited
COMNECHCies

4.52. Charges regulated by Scales and Special Contin-
gencies.—Charges regulated by scales and special contingencies
which require the previous sanction of superior authority
before they can be incurred should be drawn in the abstract
bill form with a full description of the charges and accom-
panied by sub-vouchers. In the case of special contingencies
the orders of the sanctioning authority should be quoted;
and when expenditure for which a lump sum is granted under—-—
a-singlespecial sanctiow- is: continued  ovef Thore than one--=——.

*No GOTT-6FRII-66/1T174 dr. 17-9-66,
*4Qubt vide Mo, 201 (1SVTRIZFRIT o, 312779
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month the second and subsequent month’s bills should bear
4 note of how much has been spent up to date under the sanc-
tion.

4.53. Countersigned contingencies-Abstract Bill.—In
the case of countersigned contingencies, the number assigned
to the sub-vouchers pertaining to each entry in the abstract
bill (see form S.T.R. 31) should be detailed "against the entry
concerned, the amount being given only in those cases where
a sub-voucher is for more than *1000/-.

CONTINGENCIES COUNTERSIGNED BEFORE PAYMENT SHOULD
BE 4DRAWN ON ForM S.T.R. 32

*%4.54. Omitted.

4.55. Inter-Departmental Transfers.—In the case of work
done by a Government factory (such as a Jail or Workshop)
or other department where the charge made is paid by Inter-
departmental transfer in the accounts (see Financial Rules).
the Officer served will note the amount of invoice received
from the supplying officer in the statement of account at foot
of his contingent bill for the ‘current month in order to work
out the available balance of his grant jbut| will not include it
as a disbursement among the charges of his bill.

Note.—The Government employvee served cannot  charge the: amount in  his
cotingent- bill, 45 nocash payment is made bul onlya book adustment in the Account
Office; but the wmount available for contingent expenditure is reduced, and so, to
work out the available balance, note is madein the register of contingent expenditure,
and in thejstatement of account at foot of the bill.

(V)  Miscellaneous Charges

" (@) Refunds. of Revenue

- 4.56.. General Rules.—Refunds, whether of stamp or of
other receipts, can be drawn only on the appearance and on the
receipt of the person entitled to them after production of due
authority; on no account may they be charged on the receipt
of an official and lodged in deposit pending demand.

Note,—Scheduled banks may be exempted from the obligation of personal
tppearance, if.-the voucher is duly discharged by an officer of the bank, whose power
jof dttorney und specimen signature are both ontecord with the Tressury Officer of
the ° Treasury ¢oncelned on the bankfurnishing an indemnity bond and taking other
saleguards considered necessary to secure the intérest of Government, as securily against

L e AnylossiN AR ol OVETpEYment, " T =

*Sub ; Wide No. 271 {1573-2 FIL [1¢dc. 31-8-79
**Omitted vide No, 2/1/(2)-82-2 FR 1I di, 2-7-82.
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4.57. Refunds are paid through vouchers on form
S.T.R. 34. The Government employee who receives the amount
should fill in columns 1 to 5 of this form and sign the certi-
ficate at foot, while the Treasury Officer ***or Assistant
Treasury Officer should verify the credit by means of particulars
in columns 4 and 5 and affix his signature in column 6 in toekn
of his having done so.

w##¥4,57-A. Unless otherwise provided by any lawor rule
or departmental regulations, an order for the refund of revenue
shall remain in force for a period of 3 months only from the date
on which it was issued & no payment shall be made on its

authority thereafter unless it is got re-validated by the sanc-
tioning authority.

4.58. (1) When a refund bill is payable to several
persons who can most conveniently be paid at the head treasury
they should be ordered to attend on the same day for payment,
and their receipts should be taken on the bill itself. If they
do not attend on the same day then (a) in the case of those who
attend later. but within the period of the same list of payment,
their receipts also should be taken on the bill which would
accompany, the list of payments; and (b) in the case of those
who attend during the period covered by a later list of pay-
ments their acquittances should be taken in separate receipts,
in each of which the number and date of the bill already sub-
mitted with a previous list of payments should bz quoted to
show that the payments were made in further disbursement of
the bill. The separate receipts should be submitted to the
Accountant-General as vouchers in support of the payments
made on them.

(2) When a refund bill1s payable to several persons who
are to receive payments at the sub-treasuries or partly at the
head and partly at the sub-treasury, the Sub-Treasury Officer
should be directed to make the sub-treasury payments and to
send a separate receipt in support of each payment. These
receipts should be submitted to the Accountant-General with
the refund bill as sub-vouchers of the same, or, in the case of
payments accounted for in a subsequent list of payments, as
separate vouchers bearing quotation of the number and date of
the refund bill in part disbursement of which they are made.

#re3ub : vide Wo. 5529.2FRI-71/30405 dt, 15.9-71,
shab Arded vide No. 11312-6FRY-64/17360 dt. 27-11.64.
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The following rules should also be observed in the

payment of refunds of revenue credited when the amount does
not exceed Rs. 600/-.

A~£A} When the amount involved does not exceed Rs.
S

(1) Amounts of less “than 50 paise due for refund

(3)

shall be credited direct to Government.

Amounts of 50 paisz and over, but not exceeding
Rs. 25, shall bz sent by postal money order to the
payes without any previous notice inviting him
to appzar and reczive paymezat in person at the
treasury; the money order commission in such
cases will be borne by the payee.

Amounts credited to Governmznt under clause 1
above will not bz repaid without the sanction of the
Collector but this sanction will b2 "given as a
matter of course of ascertaining that the item
was really recsived, was carried to credit as being
less than 50 paise in amount, and is now
claimsd by the person who might have drawn it
any timz bafore its credit to Government.

(B) When the amount involved exceeds Rs. 25 but does
not exceed Rs. 600—

The Collector or other officer concerned should, on
passing an order of refund, at once issue to the
payee a refund order and a notice of the character
describad in (1) below. A copy of the refund
order and notice should be sent to the Treasury
Officer.

(1) Onreceipt of a refund order passed by theCollector

or other officer concerned the Treasury Oificer may
at his discretion issue a notice () inviting the person
to whom the refund is to be made to receive pay-
ment at the treasury, and (b) intimating that on
failure to comply with the invitation within one
month (or such longer period as may appear
necessary) the amount of the refund will be remitted
to the payee by postal money order at his expense
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(2) When the payee appears in person at the treasury
the Treasury Officer should see that no avoidable
delay occurs 1n getting the voucher for the refund
signed by the payee who may then receive the pay-
ment personally or by a duly authorised agent; or
by money order at his own expense.

\3) When a money order is jissued under clause (b)
of the notice referred to in clause (1) above the
purpose of the remittance should be berifly stated
by the Treasury Officer on the acknowledgement
portion of the money order form in continuation
of the printed entry there “*Received the sum speci-
fied above on———m— —"*, sufficient space
being left below the manuscript entry thus made,
for the signature or thumb-impression of the payee.
The amount of the money order should not be re-
mitted in cash to the post office, but the Teasury
Qificer should send a money order form duly filled
in together with a certificate that the amount of the
order and the money order- fee thereon have been
credited to the post office in the treasury accounts
by per conira transfer. The post office will accept
the money orders on the authority of the Teasury
Officer’s certificate.

(4) On reczipt of the money order acknowledgement
oduly signed by the payee it should be attached to
sthe usual receipt in form S.T.R. 34, in which the
: full amount of the refund and the deduction made

ZAtherefrom on account of the money order fee should
be clearly shown; the receipt will then be disposed
of in the usual way. The Accounts Department
will accept such voucher with the ‘money order
acknowledgement as a valid receipt for the full
amount of the refund entered therein.

(b) Refunds of fees relating to Printing and Translating
charges in the High Court

4.60. In refunding fees relating to printing and trans-
lation prepared in the High Court , the following procedure
should be observed :— !

The refund vouchers after pre-audit by the Accountant-
General’s Office will be forwarded to the treasury
nearest to the payee’s place of residence. Where
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the payment is desired by money order the fact
will be clearly stated in the refund bill and the
Treasury Officer, instead of issuing a notice under
4.59-B(1) will remit the amount immediately by
money order at payee’s expense. In other cases,
the Treasury Officer will be guided by the ordinary
rules relating to refunds.

(¢) Refunds of Canal Revenue

4.61. Refunds of canal revenue not exceeding Rs. 10
in amount may be made by means of postal merey orders and
amounts too small 1o be r1emitied by money ordas should|
lapse to Government if not claimed] within reascrable time:
provided that the parties entitled to ihe refurds have teen
duly informed of the amount due to them whether above or
below one rupee, and warned that if they do not claim them
in person by a specified date they will be remitted by postal
money order or will lapse, as the/case maylbe.

Certificates should be furnished to the Accountant-
General in support of such refunds to the effect that the actual
payee’s receipts have been received and; filed in the /Deputy
Commissioner’s Office.

4.61-A. Refunds by Medical Superintendent, Haryana
Mental Hospital—(i) The refunds are normally paid
out of the permanent advance and recoured on a separate
contingent bill (form S.T.R. 30 and classified under head
“080—Medical, Haryana Mental Hospital, Deduct—Refunds.”
But in the case of refunds due to local hodies, the refund
voucher is prepared in Form S.T.R. 34, and sent to them
after verification, from the Treasury Officer for realisation.
The refunds due to other Governments are made by the
Accountant-General, Haryana, on the authority of the
Medical Superintendent bv book transfer,

(ii) The Superintendent while drawing the bill will certify
that in all cases in which refunds have been allowed,” a suitable
note has been kept against the original credit in the personal
ledger after verification.

(d) Refund of Examination Fees. .

4.62. If the amount of examination fees, or anv part of
it, is to be refunded , a certificate will be endorsed upon the
original receipt by the Secretary to the Board of Examiners or
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the Secretary, Public Service Commission, as the case may be,
specifying the amount to be refunded; and the amount so
duthorised will be paid on presentation of the original receipt
so endorsed at the treasury whence it was issued the recipient
giving his reccirt below the endorsement.

Noge—Ndlign o refund has to be made for part of & lump sem remitted into
the treasury e tehall of several cendidatesin a school for which a single collective
receipt has Leen issued, U s essenttinl 1hat the fact of the refund having been made
should be noted against the original credit in the department accounts, where all
sums are entered in detail. “The voucher for refunds (Form 5. T.R. 34) provides for a
certificate of such vote having been made.

4.63. If the original amount was paid into the Reserve
Bank of India at Calcutta, Madras or Bombay, the refund
will be made (in accordance with the above procedure) by the
Accountant-General.

(e) Procedure for Land Acguisition Officers specially
appointed under the Aect.

4.64. Government employees who are specially employed
for this work being invested with the power of a Collector
under the Land Acquisition Act, 1894, and placed at the dis-
posal of the Public Works Department, are regarded as Public
Warks disbursers, and are supplied with funds in the manner
prescribed for the works outlay of Public Works Officers, the
expenditure being accounted for under the rules in the Finan-
cial Handbook No. 3—Departmental Financial Rules,

NMote.—The Finonce Depariment may - amborise -any Land Acquisilicn Offcer
o make all or anyol his’ payment by cheques on e trdasury, provided no incon-
venience s caused tothe payees in conséquence of the property’ being situated  at @
distapee from the treasury.

(f) Procedure for Collector or other Civil Officer not specially
employed for Land Acquisition

4.65. When the land is taken up by the Collector or
other civil officers not specially employed for the work, such
collector or civil officer 1s not a Public Works disburser, but
draws money for payment due unc :r his award from the civil
treasury.

4.66. In making the payments due under the award, the
Collector shall take from each person to whom pavmant is
made a receipt in Form C prescribed in appendix 18 to the
Punjab Financial Rules) containing a reference to the parti-
cular entry in the award showing the amount due to the payee.
In the case of payment to a number of persons under a single
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award an acquittance roll in Form CC (ibid) may be substi-
tuted for separate receipts in Form C. The receipt will be the-
treasury Officer’s vouchers for the payments.

Note.—In the case of land acquired for the Public Works Department by pri-
vale negotistion, the officer who settles the price, efe., sheuld dregw up Form A pros-

cribed in Appendiz 18 Punjab Finonecizl Rules, and this should ke made the Easis
of the subsequent peyment and mudit,

4.67. The Treasury Officer has no concern with the
award or with the award statement: he makes the payments on
the authority of the Collector, or other officer assessing com-
pensations. The Collector may either draw the amount to be
disbursed to each payee separately, in which case he should
countersign the receipt in Form C and make it payable at the
treasury to the pavee, altering the words “paid in my presence
in cash/by cheque to 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 payment forward the receipt
of the payees to the treasury officer in adjustment 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 send weekly an advice of orders paid.

MNote.—8ea also note bélow pufe 13 In appendix 18 to the Punjab Financial
Fourles Volume T1.

(g) Discount on Stamps

4.68. Discount upon stamps is allowed to certain classes
of vendors under fixed rules, and is given by deduction from
the purchase-money.

Nere.—The vendors give reeripts atttached o a schedule in the treasury dccounts.
The charge is sdmitted on o ocertificate of the Tressury Officer to the following
effeot 1 —
Y“Cortified that the discounts have been allowed accerding to the sanctioned
rates.””
(The rates of discount are given in Part IT1, Chapter ¥ of the Funjab Stamps
Hules, 1934.)

() Comnrission to Registrars

4.69. Commission to Registrars is drawn under depart-
mental rule upon vouchers which exhibit the fees upon which
the commission is claimed, in such a form as to be capable
of verification by comparison with the treasury atcounts. In
cases in which commission is cdlculated on the number of
documents registered the bill is passed on a certificate of the
District Registrar or diher Controlling Officer,
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Nore.—For rafes of commission payable to registering officers who are enttitled
to commission, and for foll ipstnctions on the Sublect—ree chapter of the Punjab
Registration—Mamial {1929)

(i) Payments for Stationery Purchased by Controller aof
Printing and Stationery, Haryana

4.70. Payments, such as for the purchase of stationery
by the Controller of Printing and Stationery, Haryana, are made
under some general or special sanction. If not provided for
by departmental rules, they should be made upon separate
bills accompained by vouchers and a certificate that they have
been entered in the proper store accounts; the authority
(unless it is a general one) under which the purchase is made
should also be guoted.

Note.—In the certificate referred to in this order it should sleo te cortified thar
the quantities noted in the vouchers are corréct, the gualily is gccd.‘ the ratcs  paid
are not jn excess of the dccepted and the market rotes, and that suvitable notes of
payment have been recorded pgainst the indents and inveices concerned.

(j) Payment of Grants-in-aid to Schools and Scholarships

4.71. Bills on account of grants-in-aid to Aided schools
should not be paid on a change of “Correspondents™ of such
schools taking place, unless such change has first been inti-
mated to the Inspectors of Schools in sufficient time to enable
them to intimate the change to the Accountant-General.

4.71-A. District Inspectors of Schools may draw on a
consolidated bill for money on account of Government
scholarships (other than military scholarships) due to scholars
in Local Body Schools situated at places where there 1s no
treasury or sub-treasury and may remit it by money order
after deducting money order commission.

(k) Rewards

4.72. Excise Rewards.—Any reward payable to an in-
former may be disbursed upon the receipt of the Deputy
Commissioner without reguiring the attendance of the actual
pavee or a receipt from him.

4.73. Rewards to Patwaris and Temporary Settlement
Establishment.—In the case of rewards to Patwaris and mem-
bers of the temporary establishment during settlement opera-
tion a certificate should be attached to the bill in which rewards
are drawn to the effect that the amount of rewards paid up-
lo-ctate does not exceed the amount of fines reslised.
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(I) Advances.for the Agricultural Machinery

4.74. Money required for actual disbursement for the
purchase of Machinery, etc. , should be drawn from the
treasury on proper bills and vouched for in the usual manner.
The money will be drawn by the Agricultural Engineer from the
treasury when required for actual disbursement , so long as
the balance of the advance_head does not exceed Rs. 25,000.

(vi) Departmental Payments—Forest Department

4.75. Fundsare supplied to officers in the Forest Depart-
ment by means of cheques drawn on civil treasuries, either
within or outside their jurisdiction with which the drawing.
officers may be placed in account by the Accountant-General

(1) For refunds of earnest money deposited by con-
tractors, see rules relating to “Refunds of De-
posits™.

(2) For cheques received in payment of the value of
service postage stamps, see relevant rules in the
Financial Rules.

4.76. When Government employees of other Civil
Departments are authorised to incur charges on account of the
Forest Department, they will do so as Forest Disbursers, They
can, therefore, obtain funds from the treasury for such expen-
diture only under the rules applicable to the Government
employees of the Forest Department,

4.77. The Treasury Officer will cash, against the
drawingaccount of a DivisionalOfficer, acheque drawn by a
Government employee holding charge of a Forest Sub-Division
or Range, provided that he has received from the Consarvator
instructions to that effect in writing. Such Instructions must
empower the officer personally and may specify the extent
to which he may draw. That Government employe: must not
use the same cheque book as the Divisional Officer.

4.78. Cash may, if required, be obtained by Govern-
m:nt employees of the Department by cheques drawn on the
sub-treasuries subordinate to the district treasuries with which
they are placed in account by the Accountant-General. The
departmental officer should in such cases advice the District
Treasury Officer from time to time of the probable amount of
his drawings on each sub-treasury in order that funds may, il
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possible, be duly provided. He should also communicate to
the Sub-Treasury Officer through the Treasury officer,the num-
ber of the cheque book to be used.

Note.—Rules 4. 90{nfra, applics mntatis mutandis here alsos

(vi{) Departmental Payment —Public Works Department

(@) Introductory

4.79. Rules4.79to4.90 apply primarily to officers of
the Public Works Department. They are equally applicable
to Special Land Acquisition Officers and other officers not
belonging to the Public Works Department who may be
authorised to incur expenditure against the grant for Public
Works. They do not apply to charges for construction (petty)
and repairs executed by civil officers which are not treated as
expenditure of the Public Works Department.

Treasury Officers are prohibited from issuing any money
for the disbursements of civil officers acting as Public Works
Disbursers except in accordance with these rules.

4.80. When an officer of another Civil department is
authorised to incur charges on account of the Public Works
Department against the grant for “Public Works”, he will
do so as a Public Works Disburser.

*4.81. Funds may be provided to officers of the Public
Works Department in the following two ways, namely :—

(a) in direction and other special offices, directly on
pay, travelling allowance and contingent bills,
presented by the Head of Offizes. The relevant
provisions of withdrawals of the bills shall apply
to these bills as they apply to bills of other Civil
Department; and

(b) by means of chegues in all other cases.

(D) Pavments through Bills
**4.82. Deleted.
*%4,83. Deleted.
*44.84. Deleted.

“Sub, No. 3/1(3-B1-2FR-IT dt. 19-11-81 applicable we.f. 1-4-77.
“fsleted vids Noo 3 1(3)-2FR-11dt. 19 -11-81 (3-81) w.ef. 1-4-77.



109

4.85. All charges incurred by the Chief and Superin-
tending Engineers , and other special officers (not being
Divisional Officers) and their subordinates are drawn on bills
like those of other civil officers and not through cheques.

Note,—The aumber of separate establishment bills preseribied in rale 4.83 may

be reduced in this case in consultation with the Accountant-General who will specily
the szctions into which bills should be divided.

(¢) Payments by Cheques

4.86. Divisional Officers and other Public Works
Officers, who may be so authorised by the Accountant-General
may draw chaques on specified treasuries within their juris-
diction and thus, obtain the funds required by. them for
departmantal disbursemznts not covered by the bills cashed
directly at tresasuries. No letters of credit will be issued
spzcifying the limit upto which cheques may be drawn during
the month.

Without making previous arrangements through the
Accountant-General, no officer is authorised to draw cheques
on a ftreasury situated outsids the limits of the State, even
thoruzh his own jurisdiction may extend beyond those limits
(See also Treasury Ruole 33(2)).

4.87. A Divisional Ofizzr authorised under rule 4.86
abov2 to draw cheguzs on ths treasury may empower any of
his Sub-Divisional Ofizer to draw against his ownaccount
on any treasury inside or outside the jurisdiction of the Sub-
Divisional Officer. Separate accounts for Sub-Divisional
Officers should not be opened either at the head orata  sub-
treasury; the Divisional Officer gives a letter of authority
only and the cheques drawn and paid under his authority
will be charged off in the same way as if drawn by himself.
If a Divisional Officer considers it necessary, for the main-
tenance of efficient control over the disbursements of his
division, to set a monthly limit on the drawings of any of
his Sub-Divisional Officers, he may do so, fixing either
a standing limit or a fresh limit either every month or when-
ever necessary. All such limits may be raised or lowered
subseuently. ~Intimation of every limit when fixed or changed
should be sent both to the Sub-Divisional Officer and the Trea-
sury Officers concerned. If a divisional Officer has intimated
any limitation on the drawings of a Sub-Divisional Officer for
any month, the cheques drawn by the latter during that month
should be noted, irrespective of the date of payment on the
reverse of the letter advising the limitation.
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The limit when fixed should be for the account month
of the sub-division and the dates of the commencement and
termination of the month must be specified in the intimation
to the Treasury Officer. Any undrawn balance is not available
for drawings in subsequent months.

At the option of the Divisional Officers, the limitations
may not be intimated to the Treasury Officer, if the check
exercised by the Divisional Accountant over the sub-divisional
cash accounts after the expiry of the month, is considered
sufficient for the purposes of the Divisional Officer.

4.88. When funds are required for a Sub-Divisional
Officer or Divisional Officer at a treasury outside the limits
of the Division the latter should get himself placed in
account with that treasury with the sanction of the Accountant-
General to be obtained through the Superintending Engineer,
and then draw or empower his subordinate to draw against
his account. Funds should not be made available for such
a purpose by means of Reserve Bank Government Draft.

This rule is intended to be applied with special care and only
to cases of real necessity, Payments to Contractors
should as far as conveniently practicable be made
by cheques on the nearest treasury and a stipu-
lation to that effect should be inserted in

the contract agreement where necessary

(d) Payment at Sub-Treasuries

General

4.89. Funds may also bz obtained by the Divisional
Oficer or his Sub-Divisional O Hszers, from sub-treasuries
by mzans of chaquzs.  The rales given abova will apply mutatis
mutaadis in this casz also.

4.9). When a cheque is preseated at a  sub-treasury
in excess of the balance available out of the monthly limit
of drawings of a Sub-Divisional Ofcer, the Sub-Treasury
Oficer should immediately report the fact to the Treasury
Olticer of the head treasury by telegram, if necessary, for
instruction before finally refusing” payment of the cheque.

Lambardari fees for collection of water-rate

4.91. Before sigzaing the paymsnt order in the

Lambardar’s reczipt the Sub-Treasury OTicer should see
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that it is signed by both the tahsildar and the actual
payee, that it is duly stamped in case the amount invel-
ved exceeds Rs. 20 and that full particulars showing village,
name of the Canal Division to which it appertains and
the name of harvest for which the claim is made are
entered therein. The Sub-Treasury Officer should further
see that no cash payment is made, but that the amount
is paid by deduction from the amount of the challan to
which it relates. Fees withheld under orders of the
Deputy Commissioner for subsequent payment will be
an exception 1o this general rule.

(viif) Pension Payments

(er) General

4.92. Payments of pensions are made only upen
pension payment orders issued by the Accountant-General,
the Treasury Officer’s halves of which will be posted in
serial order in separate files, one for each class of pen-
sions, such as Service, Political Assignments and Com-
pensations, etc. These files must be kept in the personal
custody of the Treasury Officer.

*In the cases of commutation of pension, the
Accountant General will issue the authority for
payment of the commuted value of the portion
of the pension commuted alongwith a commu-
nication intimating the date of commutation
and the reduced amount of pension to be
payable with effect from the date of commuta-
tion. The revised pension payable after
commutation and the date from which it is
payable will be noted in both halves of the
pension payment order by the disbursing officer
under his attestation, quoting Accountant Gene-
ral’s letter as authorily, under intimation to the
Accountant General. After the commuted money
is paid, the voucher for the commuted value
will be sent to the-Accountant-General in a separate
Schedule, Payment of pension [rom the date of
commutation will be made at the revised rates based
on the amended pension pavment order.

ERaby vy Ko P S2ERTITTOOZSIT o 29-4-T6
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Note.—Corrections or alterations in non-service ponsiorers pimes 25 given in
the pension payment orders fssued by the Accountant-General, should not be mode
withaut the sandtion of the Financial Commissicner,

*34 92-A. In case where an anticipatory pension
payment order has been issued by the Accountant Gene-
ral, the final pension, when intimated by him will be
noted in both halves of the pension payment order by
the disbursing officer wunder his attenstion quoting
Accountant General’s letter as authority. An intimation
to this effect will be sent to the Accountant General
simultaneously. Further payments will be made to the
pensioner at the revised rates based on the amended
pension payment order, The wvoucher for the first pay-
ment of the final pension will be sent to thé Accountant
General i a separate schedule.

t##4 92-B. In cases where revision of pension be
comes necessary for some reason (s), the pension will be
revised by the concerned Accountant General through a
formal letter of amendment to the Pension Payment
Order already issued indicating revised rate of pension
and graded relief due thercon alongwith the date(s) from
which the payment at revised rates is to be made. The
amendment letter will be issued under special seal by
the Accountant General to the Treasury with a copy
to the pensioner after noting the said amendments in
the Register of Pension Payment Orders maintained by
him. A note will also be kept by the Accountant General
in the Pension Audit Register before forwarding the amend-
ment letter to the Treasury Officer. The amendments
will also be noted in both the halves of the Pensions
Payment Order by the Treasury Officer under his attes-
tation quoting as authority, the Accountant Generals’
endorsement thereon, in cases where pension is disbursed
by him. A note will also be kept by him on the ori-
ginal amendment letter that necessary corrections have
been made in both the halves of the Pension Payment
Order. In cases where pension is disbursed by Public
Sector Banks, the Treasury Officer will forward the amend-
ment letter to the paying branch of the concerned Public
Sector Bank through the link branch for taking similar
action under advice to the pensioner in accordance with
the instructions empodied in the Scheme for payment of
pensions of Haryana Govt.,, Civil pensioners by Public
Sector Banks.

=+ Added vide 115-2FR-11-T6/12517 ds, 289-4-71
v Alded vide 3/I{TINCRO S2FRTIN . 30-8-87
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The additional amount of  death-cum-retirement
gratuity, if any, payable due to revision of retirement
benefits may also be likewise, authorised through an
amendment Jetter or it can be authorised through a sepa-
rate aunthority letter issued by the Accountant! General.
However, in cases where recovery on account of graded
relief becomes due as a result of revision of pension,
payment on account of additional gratuity will inveriably
be indicated in the amendment letter| to the Pension Pay-
ment Order for purpose of adjustment there against. Any
amount still remaining unrecovered may be adjusted against
subsequent payments of graded relief due on the. revised
amount of pension. However, any portion of gratuity
actually paid being debitable to a head of account separate
from that of pension, will be shown by the Treasury in
a separate Schedule.

4.93. The register of pension payment order (Form
S.T.R. 35) which the Treasury Officer has to keep will
serve as an index to the files of orders referred to in
rule 4.92. After seeing that a new oider is correclly
entered in his register, he will put his initials in the
cdolumn of “Name of Pensioner” and rule a red ink line
across the page below the entry. The column of remarks
will be blank as long as the order of payment is in
force; but when both portions of the orders are returned
on account of death of pensioner, or application for
transfer, which causes strike it permanently off the treasury
list, the date and cause of return should be entered in
black ink under the Treasury Officer’s initials.

In the case of a sub-treasury if the authenticated
copy of the Treasury Officer’s half only be returned on
account of non-appearance of a pension, the date will
be entered in red ink and on reclamation this date will
simply be struck out. When both the authenticated copy
of the Treasury Officer’s half and the pensioner’s hall
are transmitted for renewzl in consequence of damage, or
otherwise, or the authenticated copy of the Treasury
Officer’s half in case of loss of the counter part the day
may be entered in pencil in explanation of the incom-
pleteness of the file of orders.

Note.—The pension payment orders will ordinarily be filed in one series for the
whole district, but the Accounfant-General may allow filing by sub-treasury  serie
when this course iz found more convenienl.
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4.94. In the case of pension payments made at
sub-treasuries (vide rule 4.108) no register of pension pay-
ment order need be maintained in the sub-treasury. A
simple index showing (1) number of pension payment
order, (2) name of pensioner, (3) amount of pension, and
(4) a column for “Remarks”, should be pasted in the
‘beginning of each guard file.

(b) Manner of Payment

4.95. On appearance of a pensioner claiming pay-
ment of pension, his personal marks should be checked
by the disbursing officer and the signature to the receipt
compared with the facsimile of the signature pasted on
the original payment order if a pensioner cannot sign
his name, his thumb-impression on the receipt should be
compared with the original impression already taken on
the Treasury Officer’s half of the pension payment order.
Except in the case of women pensioners who do not
appear in public, the disbursing officer may make pay-
ments to pensioners who retired from Government service
after the 13th June, 1938, on the strength of the resem-
blance between the pensioner and his photograph pasted
on the  disbursing officer’s half of the pension payment
order pending the final reconciliation of any question
which may arise about identification marks. A pensioner
drawing pension for the first time should also be required
to produce *his personal copy of letter of A.G. forwarding
P.P.O. to Treasury Officer.

Nute,—(1) Tdentification by personal marks need not be insisted upon @t cach
payment by the Treasury Officer if he has on 2 previous occasion personially conduc-

ted this verification and is otherwise satisfied about the identity of tha pensioner,

Nete.—{2) In the case of illiteratc pensioners pardanashin-ladics, acquitlances
by seal mark attested by some known and respectable person may be accepted in
lieu of thumb-impression,

Note.—3) Tn eases where pension is drawn through authorised agenis {(who have
indemnified Government agaimst over paymenis) persopal appearance of the pensioner
By not necessary even on the first occasion.

4.96. - Special risk of fraud exists in the payment
of pensions of women who do not appear in public
special care should, therefore, be taken in the identifi-
cation in these cases. The descriptive rolls, when origi-
nally prepared, and the periodical certificates of the con-
tinued existence of such women, should be attested by
two or more persons of respectability in the town, village,
Or pargana.

P

*Yide No, 6199-2FR-11-63/27-8-63,
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4.97. In making pension payments the Treasuty
. Officer should also satisfy himself on the following points :—

(a) That the number of the pension[payment order
and the (amount of pension, as entered in the
receipt correspond with the entries on the pen-
sion |payment order in the file kept in the
treasury and that the reverse of this order
shows that pension is due for the period
covered by the claim.

(b) That if the pension has lapsed the .arrears are
not passed for payment without further orders.

(¢) That in the case of illiterate pensioners the
certificate of non-employment has been explained
verbally to the pensioner each time the pension
is disbursed. In this case the Treasury Officer
should also satisfy himself by such enquiry as
may be possible, that the pensioner has not
been employed any where either permanently or
temporarily.

(d) That in the case of special pensions no pay-
ment is made beyond the time specified or
except under the conditions stated in the pen-
sion payment = order.

(e) That the pensioner’s half of the pension paf,?-
ment order is produced invariably with the
claim for payment.

(f) That when a pension payment order is renewed
in consequence of the pensioner’s half having
been lost, no payment is made on the half
alleged to lhave been lost by a sirict obser-
vance of rule 4.100 infra.

4.98. In the case of women pensioners or others
pecuniarly liable to be imposed upon, enquiry should be
made before hand to whom they propose to give their
receipts, and the names of their nominees should be
registered. If any person whose name has not so been
registered appears to draw the pension, the Treasury
officer if he has any suspicion should refer to the pensioner
before payment.
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e Note,—Inso far as the Disbursing Ofizer iz congernsd, the authorities of a
Pir3on Lo rézgiv: piymdat of pansion on behalf of a pansionsr, shall b2 deemad to
remiin uaimpairad watil its: lermination, by the  death of the pensioner or otherwise,
bercomes kaown to the Disbursing Officer.””

**4,98-A. When a pensioner draws his pension
through another person, the disbursing officer must take
special precaution against fraudulent presentation of claims and
satisfy himsell of the existance of the pensioner and of
the identity of the payee before any payments order and
if he feels any suspicion, shall refer it to the pensioner
before payment.”

4.99. Pensioners’ receipts may be taken either on
separate bills (which bills may be attached to a schedule
for each kind of pension, or, if few in number, may
support separate entries in the cash-book and list of pay-
ments, in a form similar to form S.T.R. 36, but con-
taining the necessary declarations), or on a single form
5. T.R. 37 for all on account of each class of pensions.
On the latter plan the receipt of each pensioner appearing
personally will be taken in the column provided for that
purpose, while separate receipts will be appended in sup-
port of the charges on account of those paid at sub-
ordinate treasuries. If payment is made to another person
authorised to receive it, the name of the payee should be
entered In the separate receipt. On all such documents
should be entered the number of entry in the bill

=#2(1) *Claims for provisional pension sanctioned in
respect of retired non-gazetted Government employee shall
be preferred by the head of office separately for each
pensioner in form STR 36-A."

(2) A life-certificate must accompany every pension
bill which is not personally presented, except as in the
case pensioners not resident in India specified in rule
4.104 (b). When payment is made on a life-certificate it
should be made only for months completed on or before
the date of the certificate.

(3) Whenever ~doubts fexist in regard to a life-
certificate submitted under rtule 4.104 (b) by pensioner
residing out of India and drawing pension in India, the
Treasury. Officer is justified in asking the pensioner to -
‘furnish such evidence as will satisfy him that the signa-
twrz to the certificate is authentic. In such cases it would

*Added vide No. 104-6FRI-64/242 dt. 7-1-64,
**Added vide No. 104-6FRI-64/242 dt. 7-1-64.
e Added vide No, 2641-FR-70/21077 dt. 30-7-70,
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be well to ascertain, if possible why the pension isdrawn
in India.

(4) Where the determination of pension cannot
be fixed for a precise date, the pensioner’s receipt must
be accompanied by a certificate in form S.T.R. 38.

*'Nore.—In the case of female pensioncrs whose pensions are terminable on
thiir marrizge or remarriags, the certificals in Form 3TR 38 shall not be npecessary,
for the month of Dzcember, 3% the pension bills for that month will be supporied by
a declaration in Form STR 3%, —vide clause 5 of this Rale.”

(5) A declaration in form S.T.R. 39 should be
obtained yearly from women pensioners whose pension
is terminable by their marriage, and should be attached
to the bills for pension paid for December.

Every pension disbursing officer shall submit to the
Accountant-General, Haryana, a statement showing parti-
culars and date of last payment of pensions in respect
of the cases of failure to furnish the above declaration
in the month of January.

(6) A certificate of non-employment is printed in
English and vernacular in form S.T.R. 37 and should be
signed by all pensioners except ex-inferior employees, and
ex-policemen who are in receipt of a pension of not
more than Rs 10 a month. In the case of a pensioner
drawing his pension through an agent,—vide Financial
Rule 5.5 the certificate modified accordingly may be
signed by the agent; provided that the pensioner shall
himsell furnish, once a year, a certificate covering the
period for which pension has been drawn on the basis
of the agent’s certificate. If a pensioner who is required
to sign the certificate is re-employed either permanently
or temporarily in a Government establishment or in an
establishment paid from a local fund, during the period
for which pension is claimed he should furnish the neces-
sary particulars therein, and the Treasury Officer should
ascertain and report whether the rules regarding such
re-employment have been duly observed.

(7) 1In cases in which pensioners in receipt of pen-
sions granted for political considerations do not appear in
person to' receive a payment of their pensions, if the
disbursing officer entertains any doubt which he has no
convenient means of removing he should refer the case

*Sub 1 vide No. 5716-6FRI-64/5578 dt. 16-6-64,





