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i Fhis edition contains the Treasury Rules issued: by the
Governor, inexercise of the powers conferred by clause (2) of
Artigle 283 of the Constitution of India vide Punjab Govern-
ment Finanee Départment Gazette notificatien No. G.S.R =116/
Art-283/Const/63, dated the 10th May, Jl?ﬁﬁiland."thp?.ﬁqu
ditiry ' Fredsury Rules issued theteunder 'by the Finanee’
ter, i’ consultation with the Accountant-General,
aryana, or the Reserve Bank of India, as the-caseimay be, as’
also the instructions and orders relating 10 “coin, ' currency,-
ete.

_ The rulestin  this edition  are based mainly on the
existi rules ‘and orders contained in Treasury Rules
(Punjab) and Subsidiary Treasury Rules issued thereunder,

First Edition, 1939, as amended from time to time. The
application of these rules has also been extended to the
territories which, immediately before the 15t November, 1956,
were comprised in the State of Patiala and East Punjab
Union,—vide Punjab Government Notification No. S.0.
184-Const./Art-283/62, dated the 24th July, 1962, circulated
with F.D. endorsement No. 6394 (7)-FRI-62/7630 of even
date.

3. The main features of the revised edition are as
follows —

(i) All the correction slips issued to the first edition
before partition, and also correction slips Nos. 1
to 115 issued after partition and First Amend-
ment, 1962 have been insorporated in this
edition.

(ii) Certain Treasury Rules and Subsidiary Treasury
Rules, which were inconsistent with the provi-
sions of the Constitution of India have been
modified.

(i) Necessary changes consequent on the transfer of
control of treasurics from Financial Commissioners
to Finance Secretary (T & A Branch) have been
carried out.

(iv) Changes conszquent on the introduction of Decimal
Coinage System and Metric System of Weights
and Measures have been carried out.

(v) The various forms in the first edition have been
revised, where necessary.
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(vi) The fevised edition is being published i two
volumes—Volume I contains the main Treasury
Rules and the Subsidiary Treasury Rules, While
Volume II contains Appendices and Forms.

4. Officers, who notice any errors or omissions in these
rules, are requested to please bring them to the notice of
the Head of their Departments, who will submit suitable
proposals to the Finance Department through the Adminis-
trative Department concerned, in case there is any real
error or omission requiring amendment.

SAPURAN SINGH,
Secretary to Government, Fuiﬁah,
Finance Department.




PREFACE TO FIRST EDITION (REPRINT)

This edition brings the compilation  up-to-date. It incorporates all the
amendments from 1963 to September 1985 issued to the first edition and is
printed to meet further demand for copies of the Rules.

2. An attempt has been made to indicate bricfly in fooinotes the dates
of effect of changes in the Rules.

3. It is requested that any crrors of omissions found in this volume
may kindly be brought to the notice of Heads of Departments,
who will please submit their proposals to the Finance Department
through their Administrative Department cencerned.

M. C. GUPTA
Financial Commissioner & Secretary to Govt. Haryana,
Finance Department.
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HARYANA GOVERNMENT

FINANCE DEPARTMENT
(Reguiation)
CORRIGENDUM

In the Punfab Treasury Rules Volume I, Reprint, Edition 1985 (ame {o:Sept, 1935).
the following corrections may u‘plmg be carricd out rir_m {Athended s L 5}
8r. No. 'Puge No. Rules No. Reference Incorrect Correct
10 the error/
Cmmission
1 2 3 4 5 [
1. 2 PREFACE 3rd line While Whils
2, PFREFACE TO 6th ling of or
FIRST EDITION
{REPRINT)
b 9 15 agii) (2) put *.," insteadof *.* ‘at the ent
4. 10 15 (a) (v) 1st line In in
5 in 15 (a) (v) fant line put *,* instead of *.*
6, 10 15 (m) (vi) Ind lineput® ,® instead of * . °
T §! Under Ruls 2nd line Punjah Haryana
16 (iv)
8. 13 Exception (i) Sth line enable unable
below Rule
9, 14 Exception below  5th line Punjab Haryina
Rule 23
160, 14 Foot note below 1t line Section Section
rule 27 ' | Vil
1L 17 2nd para below 4th line like wisc like-wise
rule 35
12, 20 Rule 1.3, Ist line 13 1.3
13, s Clagse (1) (c) 1 Ith line indispznable  indispen-
below rule 1.5 sahle
14. 22 ~do- -do- eXAming eximinee
15. 24 Clause (2) below 3rd lins put(.)after word auotho-
rube 1.6 : Tity.
6. 25 Note 2 below 15t line Fote 2 Note 2
rule 1.9
17. 26 ~do- 2nd line word “be™ shall be insected
between words “shall' &
tsigmead’,
18, 26 Rule 1.10in 11t line 55 55
2nd para
19. a3 MNoie below 1st line rules rule
Rule 1.21
20. is Rule 1.23-A Znd line occation Oecasion
21, as Para 2nd below 6th line put(,) after word *Cir-
rule 1.23-4 com e
22, 35 ~do- Bih line for far
23, 33 clause :‘&{bj 1zt line contraciots  coptractors
below 2.1
24, 40 Ruple 2-3 12th kine -amonnt amoant
25. 41 Note 2 below 6th line ar are
rule 2.5
25, 43 {I*il 0?1; Tl\loq: below st line suplied sopplied
rule 3
27. 41 (2} of Nole below 3rd line Press books  Passebooks
role 2.7
28, 43 2od lins an a

of Note below
408 i



(i)

1 2 3 4 5 6
29, 43 {10) of Notz= bslow 14 lina case cash
ruke 2.7
3. 44 clause | balow 4th line tenders tenderers
rufe 2.8
al. 44 i Sth line alredy already
3z, a4 clause 4 below 15t fine cis cash
e 2.8 2nd line bac back
3rd line th the
33 45 clause 6 below Ist line No. Mo
rale 2.8
34, 47 clyuze (1) kelow 20d line poasibl possible
fule 2,10
35, 48 clause (4) below 41h line omit the word “the" afier
rule 210 the word “and"*
35, 48 Rule .12 Sth line s the with with the
37 49 Foot note below 13t line ne duce
rule 2. 14 Ard line mm g:r:ulam&
i, 50 Rule2.16 A 2nd line Lard Land
39, 5 Exception 3 Sth line through- through
of rule 2.19 ot
A0, b1 | Rule 2.20 10th line credit credited
af, 51 Rule 2.20 11th ling the payer to the payer
42, 51 Rule2.20 18th line put *;* after the word
collector
43, 2 Evception 2 11th line put* . *after the word *be'
below rule 2:20
44, 52 Nate 2 below 2nd line lirect direct
exception 2 of
fule 220
43, 52 «do- 4th line in 10 into
4h, n para Ird of 4th line persentation  presentation
rule2.21
47, 5% note under 13t line omit { .Yaler the word
rale 3.3 ‘not”
4E, 55 Rule 1.5 4th line nditions conditions
49, 57 Note 2 below 2nd line lecide decide
rule 3.6
50, b Foot note below It line officer office
Tule 3.7 2nd line mar be may be
51. 58 Rule 3.10 2nd line o two
52, &0 Note | of 204 line Dist-ict District
clayse (b)
betow rules 3.13
£3. a1 2nd para below 3rd line weighted weighed
rofe 3,14
54, 62 2nd para below Isefine hold holds
rale 317
55. &5 2ad para of line supplier sapplicrs
Wolz 2 below T Payees payec's
rale 4.3
56, &7 Noiz below 2nd lins sepatate separate
rule 4.5
5. 71 Note (1) below 2od hine pamean:] name and
rule 4_7 (1)
<8, i | Note (2) below 5th lins Insert word *Execution Engi-
rule 4.7 (1) md'li:ﬁwm “Supn-.
1 ng Enginser™ a “and
Sub Divisional offfcer,™



(iii )

1 2 3 4 ] 6
9. ¥ Clause (1) i) Ist line daduction deductions
below rule 4.7
0. 72 clause (1) (k) 3rd tine Put (, }after ward “Youcher™
below rule 4.7
61, 76 Clause (1) 2nd line Pensipner Pensioners
helow tule 4.10
62, 76 clause (2) below Sth line xact exact
rule 4.10
3. 80 14j of Note 18t line papable payable
below rule 4.16
64, a1 r.l:!u:u r‘?.!‘: below ist line compaotent competent
rale 4,
65, 04 Nate (1) balow 15t tine emplovess employeg
rule 4,38
65, 96 Rule 4.48 5th lins TSR0 oy Tronsury
67, 160 Rule 4,57 fith line toekn” token
-8, 102 clause (3) 3rd line berifly briefly
below rule 4.5
9, 105 Rule 4.66 last line teasury Treasury
70, 107 Rul: 4,78 5th ling advice advisa
71. 109 Rule 487 3rd line offcer officers
1. 109 ~to- 16th line Subsequently subsequently
73. 112 Rule 492-A Sth line attenstion attestation
74. 113 Rule 4.93 Ind line Pension Pensioner
75, 116 Raule 4.98-A Sth line Payments Payment
T6, 118 Mote belww 2nd line latter later
nile 4.99
. 1 claates (1) of dth lins Alt=s After
rule 4,101
8. 122 Raul=4.103 4th line a women 1 woman
74, 125 clatse (dj 13t Jina exlslence existunce
of rule 4, 103
8O, 129 Rul:4.113 &thlins Omit full stop after word
loanes,
81 i3 Clause (e) of 4th linz Treasury Treasury
rulz 4117 Office Officer
82, 132 clagsz (b) (1) Sth lin= Omit ‘comma®  afier the wo rd
of raled. 118 named
B3, 136 Ruyl=% 127 5th lins tohesing touzhing
4 136 Title abave (1) Révenue (a) Revenne
rule 4.128 Deposits
&5 139 Title above Peérsona Personal
rule 4,132 Deposits Dieposits
26 139 Mute below 3rd line save leave
Rule 4.132 2nd line Chaquest Cheques -
gazzited offizer Gazstted Officer
&7 139 Rule 4.133 15t lins tahisil Tahsil
58 120 Rule 4,135 st line obtin Obtain
89 140 Rule 4.136 Sth line tresury treasury
o0 141 clause I(a) 6th line if of
below rule 4140
a1 141 Rule 4.139 Ist line insert *be® afler word ‘should not’
92 141 clause (b) 4th line for a which far which a
below rule 4.140
93 142 Rule 4142 4th line obtain obtained
a3 142 Hule 4.145 1st linz disbursamant disbursements
a5 143 clagse (1) b.low 4th line subscribers subscriber

rule d 146



(iv)

2 3 4 5 ]
96 134 Moie (2) below  1ith linc drawn drawal
rule 4.146
a7 144 Moo (7)) —do— 1t line finds funds
98 143 Rule 4.147 10th line inclution inclesjon
Ist para
el 145 Sub clause 2 5th line objection ohjecticns
below clause
(8) of rule 4,147  6th line his form or  this form for
100 147 Note 2 (d) Ind line then men
below rule 4.152
101 148 clavse (a)below  3rd line an use in use
rule 4,153
102 15 clause (b) below 15t line or on
rule 4,158
103 152 Rule 4.162 Sth line and arder an arder
104 154 E«tnil?tubelnw rule  2nd line devices dovicey
105 156 Mote below rule bth lige the he
4.174
106 157 Rulz 4,176 Ird line Insert word ‘of* after word
*cane?
107 157 Rule 4.178 Ist line douheful] doulbful
Ird flinc
108 157 Rule 4,179 2nd line therefore thefcfor
109 160 MNote 1 below [ 15t line ke takes
rule 5.5 2nd line insert word Tirst
‘of* after
word from
1in 160 MNote 2 —do— Gith line teach reach
*111 160 Noted —do— [ 20d line Certilfcates  Certificate
112 162 Rulg 5.12 Gih line o two
113 169 Hote 2 below 2nd line e = rules
rote 5.27
114 171 Note below st line fo for
clause (b) of
rule £.38
115 17t Rule 3,38 () 3rd line treasures trezsure
114 175 clanss {c} of 4ih line Treaseres Treasirer
rules 5.43
117 180 Ruls3.49 3rd line substitucs Substitute
118 187 clause ii) 3rd line Untill untl
below rule 5.63
119 187 clause {j) —do— Eth line or of
120, 189 Note 5 below 3rd line and Fan
rule-6.1
121 191 clause (2)2 Put {,) efter wrrd” voucker™in 7nd line and
belowule 6.2 omit (.} after the word Di ing in
3th line,
122 192 & Rule 73 &£7.4 The word! “The' ke cmitted” when ever occured
193 before the word ‘Harsers™ in Section 11 & 111
123 154 Rule’8.1 £th line chest chests
124 194 clayse (a) last lire Indi India
below rule 8.2
125 156 clauze (e) below Znd line Insert word *whese” before word
: A *business’ i 57
126 vi of under heading Ist line beetween between
IndexF 4
127 xvii L I Treasury Treasury
' afficer (5) Officer {s)
128 Table of contents Part I page 1—17 1—I8



PART I
THE PunNJAB TREASURY RULES
INTRODUCTION

The Governor of Punjab is pleased to issue the following
rules under Article 283(2) of the Constitution of India.

SECTION [—SHORT TITLE AND COMMENCEMENT

1. These rules may be called “The Punjab Treasury
Rules”. They shall come into force at once.

2.
(a)

(b)

©)
(d)

(e)

(f)

SECTION IT—DEFINITIONS

In these rules, unless the context otherwise requires—

«The Bank” means the Reserve Bank of India, or
any office or agency of the Reserve Bank of India,
and includes the State Bank of Patiala, and any
brarich of the State Bank of India* or of any
nationalised bank acting as the agent of the
Reserve Bank of India in accordance with the
provisions of the Reserve Bank of India Act,
1934 (Act 11 of 1934);

“Comptroller and Auditor-General” means the
Comptroller and Auditor-General of India ;

Constitution” means the Constitution of India ;

“Collector” means the Chief Officer of the revenue
administration of a district and includes any other
officer for the time being authorised by Govern-
ment to discharge the duties of the Collector for
the purpose of these rules ;

#Consolidated Fund of the State” means the fund
into which all revenues received by the Government
of the State, loans raised by the Government by
the issue of treasury bills, loans or ways and means,
advances and moneys received by the Government
in repayment of loans are credited, and from which
the expenditure of the State, when authorised by
the Legislature, is met ;

“Contingency Fund of the State” means the fund,
in the nature of an imprest, into which shall be
paid from time to time such sums as may be de-

spotification No. ¥1 (11)-30.2FR11 Dared 24-2-31




(2)

(h)

(i)

Note.—All moncyy received by or depostivd w
the nffaivs of the Siate in bis capagi

ritised or received by the Goy emment of the ‘State, should also be
Public Aecount of the State™

()
(k)

(h
(m)

2

termined by law to enable the Governor of Pun-
jab to make advances out of such fund for the pur-
pose of meeting unforeseen expenditure pendin

e g
authorisation of such ¢xpenditure by the Legis-
lature by law -

“Finance Minister” means the Minister to whom
the business of finance is allocated by the Gover-

nor, by whatsoever designation such person may
be called ;

“Indian Audit and Accounts Department” means
the officers and establishment, being in India and
subordinate to Comptroller and Auditor-General
of India, that are employed upon the audit or upon
the keeping and audit of the accounts of the Union

and of the States or upon  one or other of these
duties ;

“Public Account of the State” is the account into
which all public moneys other than those which
form a part ofihe Consolidated Fund of the State
received by or on behalf of the State, are credited
and from which disbursements are made in accor-
dance with the prescribed rules ;

ith any officer employed in connection with

¥ &4 such, other than revenues or publlc Imon:-ﬂrs
paid into the

“Reserve Bank™ means the Reserve Bank of India ;

“State Accountant-General” means the head of
an office of Accounts and Audit or of Accounts
subordinate to the Comptroller and Auditor Ge.
neral of India, whe Keeps the accounts of the Pun-
Jab State and exercices audit functions in relation
to these accounts on  behalf of the Comptroller
and Auditor-General of India ;

“State and Government"” mean respectively the
State and the Government of Haryana :

“Treasury” means any treasury of the State Govern-
ment and includes a sub-treasury

SECTION ITMI—Locatiox of MONEYS STANDING IN THE CoOn-
SOLIDATED FUND, THE ConTiNGENCY Funp AND THE PuBLIc

ACCOUNT OF THE STATE

3. Subject to the Provisions of sub-rule (2) of rule 7
and rule 9 moneys standing in the Consolidated Fund,
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the Contingeacy Fund and the Public Account of the Haryana
Goverameat must eithzarbz h:ld ina treasury or in the Bank.
Moneys deposited in the Bank shall be held in the books of
the Bank on behalf of the State Government.

The deposits of such moneys in the Bank shall be governed
by the terms of the agreement between the Governor of the
State and the Bank under section 21-A of the Reserve Bank
of India Act, 1934 (Act IT of 1934).

Note,.—The agreement with the Bank is printed as Appendix A to volume IT of these rules.

SECTION IV—GENERAL SYSTEM OF CONTROL OVER TREASURY

() DISTRICT TREASURIES

4. (1) Unless the Government in the Finance Depart-
ment after consultation with the State Accountant-General,
otherwise direct in any special case, there shall be a treasury
in every district. If moneys standing in the Consolidated
Fund, the Contingency Fund, and the Public Account of
the State are, in any district, not deposited in the bank,
the treasury of that district shall be divided into two
departments ; a department of accounts, under the charge of
an Accountant (now designated as Assistant Superintendent,
Treasury) and a department of cash, stamps and opium under
the charge of a Treasurer.

Subject as hercinafter provided in this rule, the general
procedure of, and conduct of business, in a district treasury
shall be such as may be defined in accordance with such rules
as the Finance Ministermay approve after consultation with
the Accountant-General.

(2) The Treasury shall be under the general charge of
the Treasury Officer but the over-all supervision will be that
of Collector. The Treasury Officer shall be responsible for
the proper observance of the procedure prescribed by or
under these rules and for the punctual submission of all re-
turns required from the Treasury by the Government, the
Accountant-General and the Resérve Bank.

Nete, 1.—The Treasury Offizer will be incharge of the Treasury and Sub-Treasury  under
Bim. A report indicating the cash balance taken over by him will be submitted
by the Treasury Officerand not by the Collector umder Advice to the Finance
Sceretary, under whose administrative control the Treasury Officer will function.

Note, 2—It will be the duty of the Treasary Officer instead  of the Collector to satisfy hime
sclf that the register of valuable and  other records are kept up-to-date according
to rules. )
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Note. 1. —Tnz subareasgrizs willfasztisn uvles th: chirpe of Tauildag™ db-Tehlldas
except thit id regard 1o th: traasury mattzes thay woild reseive insteustions
from Financ: Dopinimeai/Treisuey Oficers. The Sub-Treasuries where the
Assigtint Treasury Ofiers are pysted, will Tunction under the direct’ contral
of the Tresury Oficer.

(3) The duty of verifying and certifying the monthly cash
balance, if any, in the treasury in such manner as the Finance
Minister after consultation with the Accountant-General, Har-
yana may prescribe and of submitting the monthly accounts of
such balance in such form and after such verification as the
Accountant-Genzral may require, shall be undertaken by the
Collector. It must be performed by the Collector in person
al least once inevery period of six months,

(4) When a new Treasury Officer is appointed to a District,
he shall at once report his appointment to the Accountant-
General, and certify to the Accountant-General the amount of
the cash balance, if any, which he has taken over. The certi-
ficate shall be submitted in such form and after such verifica-
tion asthe Finance Minister may after consultation with the
Accountant-General, preseribe.

(Sece alswy Sobsddiary Tredswy Rule 5.5 for the submisdon of the monthly cash
balance repant to the Currency  Officer.)

(5) No portion of the responsibility for the proper
management and working of treasuries shall devolve upon
the officers of the Indian Audit and Accounts Department.

(6) The Collector shall report immediately to the Accoun-
tant-General, Haryana any serious irregularity in the treasury,
accounts, defalcation, loss of public money, departmental
revenue or receipts, stamps, cpium, stores or other property
discovered in the treasury even when such loss has been made
good by person or persons responsible for it.

{For the rules issued under this rule seesscvion [ of the Subsidiary Treasury Rules—
Part 11 of thiz Hind-book).

(ii) SUB-TREASURIES

5. If the requirements of the public business necessitate the
establishment of one ormore sub-treasuries undsr a district
treasury, the arrangements for the administration thereof
and for the proper conduct of business therein shall be such
as may be prescribed by Finance Department after consultation
with the Accountant-General. The daily accounts of receipts
and payments of moneys at a sub-tréasury shall be included
in the accounts of the district treasury. '

(For the rules issued under these mles, see Section 11 of Chapter Tof the Subsidincy
Troasurs Rules—Part 11 of this Hand-book )
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(ili) OFFICE OF THE AcCOUNTANT-GENERAL

6. The Accountant-General may, with the consent of and
subject to such conditions and limitations as may be pres-
cribed by the Comptroller and Auditor-General of India, per-
form all or any prescribed part of theduties of a treasury in
respect of claims against the Government that may fall due
for disbursement and moneys that may be tendered for credit
to the Consolidated Fund, the Contingency Fund and Public
Account of the State at the headquarters of the Government.

SECTION V—PAYMENT OF REVENUES FOR PUBLIC MONEYS

RAISED OR RECEIV D BY THE STATE GOVERNMENT INTO THE

CoONSOLIDATED FUND, AND OTHER PUBLIC MONEYS INTO THE
PusLic AcCOUNT

7. (1) Save as hereinafter provided in this section, all
moneys received by or tend.red to Government Servant «n
account of the revenues of the Government or public moneys
raised or received by the State Government shall, without
undue delay be paid in full into the treasury or into the Bank
and shall be included in the “Consclicated Fund of the
State™ . Moneys received as aforesaid shall not be appropri-
ated to meet departmental expenditure nor otherwise kept
apart from the Consolidated Fund of the State. No depart-
ment of the Government may require that any moneys received
by it onaccount of the revenues of the State be kept out of
the Consolidated Fund of the State,

Wate ].—The 2l employed in the Depariment  of Agricultare when not posted at,
of not touring, through the heylgquarters of treaspries and sub-treaguries, is permitied 1o
credit into the treasury, such G wernment income as they  may recéive in the course of thejr
normil duties once 4 week, or earlier if the amaunt inband exceeds Rs. 100, oo the under-
stinding that proper steps are taken by the Haade of Offices concemed for the safe custody
of all such income until paid inio the treasury and subjeaet to the further gondifion that &

security of Rs, 150 is furnished by the officials responsible for crediting the amaunt into the
treasury.

This rule will apply 10 1hoyse pffizes of the Agriculture Dpartment as are situmied at
& distange of more thon 5 km<{rom the tressary  haidguariers. [n other cases, the peneral

rule that all cash reccipts should be deposited lnto the treasury or bank immediately afrer
receipt, will apply,

Note 2—The Demal Surgeon #nd Supenintendent, Haryanz Dental Hospital are per-
mitted to credit the receipts of the Harvana Denaral Hospital into the Treasury once 4 week,
or sarlier.it the amount in hand excesds Bz 100, ‘on the understanding that proper sicps are
taken by them for the safe custody of such receipis ontil paid into the weasury.

(2) Notwithstanding anything contained in sub-rule (1)
of this rule direct appropriationof departmental receipts for
departmental expenditure is authorised in the following cases:—

(a) In the casc of moneys received on account of the
service of summonses, diet money of witnesses



and similar purposes in Civil, Revenue and Crimi-

nal cases ;

(b) In the case of deposits receivedat a Civil Court and
utilised by the Court to meet claims for refund of
such deposits ;

(c) Inthecase of fees received by Government servants
appointed Notaries Public under Notaries Act,
1952, Parliament Act No. 53 of 1952 and utilised
to defray legal expenses incurred by them in the
discharge of their duties as such Notaries Public

(d) In the case of the Public Works Department to
permit the use under departmental regulations of
cash receipts temporarily for current works ex-
penditure, or in very exceptional cases, for dis-
bursement of pay and travelling allowance charges,
where this course has been authorised by the
Accountant-General to prevent any abnormal delay

in payment ;

(¢) In the case of cash reccived by jthe Forest Depart-
ment and utilised in meeting immediate local ex-
penditure ;

(f) In the case of cash found on the persons of prisoners
at the ume of their admission to jail and used for
repayment by Jail Superintendents under Depart-
mental regulations of similar sums due to other
prisoners on their release ;

(g) In the case of moneys received from students on
account of lost library books and utilised for the
purchase of other books for the library :

(h) For replacement of apparatus damaged by students
under training out of their caution money ;

(1) In the case of receipts, realised under section 12 of
the Cattle Tresspass Act, 1871, and utilised for
payment and refunds due to owners of Cattle under
section 17 of the same Act :

(3) In the case of receipts on account of the market value
of green fodder given to bullocks out of the farm
produce of the Government Educational Institutions;

(k) In the case of Land Revenue assignments paid by
Lambardars to assignees direct from the collection
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of Land Revenue when such payment is to be made
under the provisions of Rules 52 and 55 of the
Land Revenue Rules ;

(1) In the case of remittances received from local bodies
and other institutions entitled to purchase stationery
against cash payments, which are to be returned
to them by the State Stationery Office as being too
late for supplies being made within a financial year:

Provided that the authority hereby given to appropriite
departmental receipts for departmental expenditure
shall not be construed as authority to keep the
departmental receipts and expenses defrayed there-
from outside the account of the payment into and
the withdrawals from the Consolidated Fund of
the State.

8. All moneys received by ordeposited with a Govern-
ment servant in his official capacity, other than revenues
of public moneys raised or received by the Government
of the State, shall be paid into the Public Account of the
State.

For orders issyed by Government on this subject, see Segtion | of Chapter 1l of the
Subsidiary Treasury Rules—Part 1l of this Hand Book],

9. (1) A Government servant may mnot, except with the
special permission of Government, deposit ina bank moneys
withdrawn from the Consolidated Fund, Contingency Fund
and Public Account of the State, under the provisions of
Secticn VII of these Rules.

__(2) With the permissionof the Governor, his private or
Military Secretary may open an account in a bank for the
deposit of funds under the personal control of the Gover-
nor.

. [For orders issued by Government on this subject see Section 11 of Chapter 1T of the
Subsidary Trefsury Rules—Part If of this Hand Book].

10. The prccedure to be adopted by Government
servants or other authorised Collecting agenciesin receiv-
ing moneys on behalf of the State granting receipts for such
moneys and paying them into the Consolidated Fund or the
Public Account of the State and by the treasuryand the
Bank In receiving such moneys and " granting receipts for
them shall be such as may be prescribed by the Finance
Minister after consultation with the Accountant-General.



The procedure so prescribed, shall among other matters,
contain provisions so asto secure that-—

(i) any person paying momney into the treasury or
the Bank on Government account shall present
with it a memorandum (challan) in such form as
may be prescribed, showing distinctly the nature
of the payment, the person or Government servant
on whose account it is made andall the inform-
ation necessary for the preparation of the proper
account, classification of the credit and where
necessary for its allocation between Governments
and Departments concerned. As far as possible,
separate challans shall be used for moneys credit-
able to different heads of accounts;

(ii) At places where the money is to be deposited in
the Bank, the memorandum or challan referred
to in clause (i) above shall, except where other-
wise provided, be presented to the Treasury
Officer who shall enface it with an order to the
Bank to receive the money and to grant a re-
ceipt :

(iii) If a cheque or a demand draft on a bank is
accepted in payment of Government dues under
any rules, a receipt for the actual cheque or a
demand draft only shall be given in the first
instance but the formal receipt for payment shall
not be delivered until the cheque has been cleared ;
and

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

[The procedur e presoribed under thisrule for the payment of moneys in the Consoli-
dated Fund of the State,is detailed in Section I of Chapiter 1] of the Subsidiary Treasury
Rules—Part TI of thi: Hand Book]

SECTION VI-—-Custopy OF MONEYS RELATING
TO OR STANDING IN THE CONSOLIDATED FUND,
THE CONTINGENCY FUND AND THE PUBLIC
ACCOUNT

11, (1) The procedure for the safe custodyof moneys



in the hands of Government servants, or held in a treasury
shall be as prescribed by the Finance Minister, after
consultation with the Accountant-General, Harvana.

(2) The Bank is responsible for the safe custody of
Government moneys deposited in the Bank.
[The procedure prescribed under this rule by the Finanee Minister after consultation

with the Accountant-Cieneral, Haryana, is detsiled in Chapter Il of the Subsidiary Treasury
Rules, Part 11 of this Haind Book.

SECTION VII—WITHDRAWAL OF MONEYS FROM
THE CONSOLIDATED FUND, THE CONTINGENCY
FuND AND THE PUBLIC ACCOUNT

12. In this section “withdrawal” with its cognate ex-
pressions, refers to the withdrawel of funds from the Con-
solidated Fund, the Contingency Fund and the Public
Account, for disbursement of, or on behalf, of the Govern-
ment other than disbursements in the United Kingdom.

13. Unless the Finance Department, after consultation
with the Accountant-General, otherwise directs, in any case,
moneys may not be withdrawn from the Consolidated Fund,
Contingency Fund and the Public Account of the State,
without the written permission of the Treasury Officer or of
an Officer of the Indian Audit and Accounts Department
authorised in this behalf by the Accountant-General.

14. The Accountant-General may permit withdrawal
for any purpose.

15. (a) Subject as hereinafter provided in this Section,
a Treasury Officer may permit withdrawal for all or any of
the following purposes, namely —

(i) To pay sums due from the Government to the
drawing officer ;

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

(1) other Government servants, or
(2) private parties.
(1ii) To enable the drawing officer to supply funds to

another Goverrment cervant from which to meet
similar claims;
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(iv) To pay direct from the treasury or from the
Bank sums due by Government to a private

party;

(v) Inthe case of a Government Officer or authority
empowered to make investments of moncys
standing in the Consclidated Fund, the Conti-
ngency Fund and the Public Account of the State,
for the purpose of such investments.

*(vi) to pay sums on account of grants-in-aid, contri-
butions ete.

*Note. The term ‘grants-in-aid, contributions, etc.’, in-
cludes such classes of expenditure as grants to
local bodies, religious, charitable or educational
institutions, contributions to public exhibitions
and fairs, expenditure from the discretionary grants
and compensation to Government servants both
Gazetted and Non-Gazetted, for accidental
losses, etc.;

*(vil) to pay sums on account of loans and advances.
p

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

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

(1) that any person having a claim against Govern-
F ment shall present his voucher at the treasury,
cduly receipted and stamped, where necessary, and
that, unless otherwise specially provided, no such
claim shall be paid unless the claim is first sub-
g&tcd to, and the payment directed by the Treasury

CET ;

(i1) that where sub-treasuries are specially  per-
miitcd by the Government to cash certain classes

*Inserted vide Notification No, 25252FRIF76/40111 Dr. 15-12-76.
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of bills or cheques without reference to the
Treasury Officer, the payment of such bills or
cheques shall not, except under sg:ia! arrangements
and on particular occasions, allowed at the
district treasury also ;

iii) that all bills and vouchers, on which payment
is made by the Treasury Officer or which are
enfaced by him for payment at the Bank or a
Sub-treasury, shall show in full detail to what
head of account the payment and recoveries are
to be debited or credited, how the amount of
the bill is to be allocated between Governments
or departments, and what amounts if any, apper-
tain to the revenues of Union Government ;

(iv) that full details of each item included in a bill
are given unless otherwise expressly authorised
by Government in any specified case after con-
sultation with the Accountant-General. It will,
however, not be necessary to give full details of
secret service expenditure.

[For the instructions and orders istued under this rule by the Finance Minister after
consuliation with the Accountant-General, Punjab, see Section 1 of Chapter IV of the
Subsidiary Treasury Rules—Part Il of this Hand Book.)

17. A Treasury Officer has no general authority to
make payments on demands presented at the treasury, his
authority being strictly limited to the making of payments
authorised by or under these rules. If a demand of any kind
is presented at a treasury for payment which is not autho-
rised by or under these rules, or is not covered by a special
order received from the Accountant-General, the Treasury
Officer shall decline payment for want of authority., A
Treasury Officer has no authority to act uncer an order of
Government sanctioning a payment, unless the order 15 an ex-
press order to him to make the payment; and even such
special orders should, in the absence of urgency, be sent
through the Accountant-General.

[For further ordersissued by Government under this rule, see Section Il of Chaptler IV
of the Subsidiary Treasury Rules—Part Tl of this Hand Book.]

18. A Treasury Officer shall not honour a claim which
he considers to be disputable. He shall require the clai-
mant to refer it to the Accountant-General, the head of the
Department or other responsible officer concerned, as the
case may be.
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19. Except as provided in rules 20 and 21, a payment
shall, unless Governmzant by general or spzcial order other-

wise directs, be made in the district in which the claim
arises.

In case of doubt as to the district in which a particular

claim has arisen the decision of the Government shall be
final.

[For the orders ssued by the Government aothorising payments ina district, other

tham the district in which the claim arisss see Section 11 of Chapter IV of the Subsidiary
Treasury Rales Part-11 af this Hand Book.]-

20. Subject to any orders or procedure that may be
prescribed by the Government in the case of a gazetted
Government servant and in the departmental regulations in
the case of non-gazetted Government servant, the leave
salary of a Government servant when payable in India, shall
be drawn from the treasury or office of disbursement from
which his pay was being drawn immediately before proceed-
ing on leave and the Government servant must make his
own arrangements, where necessary, for getting his leave-
salary remitted to him. In a case where a period of leave
is followed by transfer, such portion of the leave salary as
could not be drawn at the old station may, however, be
drawn at the treasury or office of disbursement, from which
the pay in respect of the new post Is drawn.

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

[Fot orders issued by Government under this rule, seeSection IV of Chapter 1V of Sub-
gidiary Treasury Rules—Part 17 of this Hand Book.]

22. No withdrawal shall be permitied in order to
meel the pay, leave-salary or allowances of a Gazetted Govern-
ment servant, or a reward or honorarium payable to a
Gazetted Government servant, or any pension until the
Accountant-General has intimated to the Treasury Officer
the rate at which payment shall be made; provided that the
Government may, for special reasons and with the con-

currence of the Accouniant-General, waive the provisions
of this rule.

Exception. (i) Claims.to pay, travelling allowance and
other allowances and honoraria in respect of the N.C.C.
Officers shall be drawn on establishment bill forms by the
OfTicers Commanding N.C C. Units concerned and the
Troop Commander without any authority from the Accountant
General, Haryana. The claims of Officers who hold Gazetted
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eivil posts shall, however, be drawn separately from those
who hold non-gazetied civil posts,

*Exception (i) Honorarium of an occasional nature
payable to a gazetted officer by Government may be paid on
the spot by the head of office for which the service entitling
the former to the honorarium is rendered. For this purpose,
the head of office will draw the amount by presentinga bill
in the form of a simple receipt on the basis of the sanction
accorded by the authority competent to sancticn the payment
of honorarium and disburse the amount to the payees con-
cerned, a proper receipt, duly stamped where necessary, being
taken in each case. The voucher should bear a clear indi-
cation that it ralutes to payments to Gazetted OfTicers and
should include in the Guazetted Schedule of payments by the
Treasury Officer for purposes of audit. The head of office
paying honorarium sheuld also inform the disbursing officer
from whom the gazetted officer ncrmally draws his regular
monthly pay and allowances about the fact ¢f payment
having been made to the gazetted officer and the latter on
receipt of such as intimation, will take this fact of payment
intn consideration in determining the amount of the income
tax to be deducted at source frem the salary of the Gazetted
Officer in question, -

*Exception (ifi) Heads of offices may grant advances of
pay equal to a month’s pay, which should be payable for a
total period of two months to such gazzetted officers., who,
on account of procedural formalities invelved in getting
sanction from the appropriate authorities, are enable to draw
their regular salary and allowance either on their Initial
appeintment or on ftransfer to a new station or district.
These advances are inclusive of advances payable under the
10.25 (a) and (b) of the Punjab Financial Rules, Volume I.

23. No withdrawal shall be permitted on a claim for
the first of any scries ¢ payments in a district of pay or allcw-
ances to a Government servant other than a person newly
appointed to Government service unless the claim s
supported by a last pay certificate in such form as may be
prescribed by the Comptroller and Auditor-General. A
Treasury Officer may not permit any withdrawal in respect of
pay or allowances of a Government servant to whem he has

granted a last pay certificate, unless the certificate is first
surrendered.

*Inserted vide Notification Mo, | 284-1FR-68/1 2641, No.978-2FR-74,/21075 Dt, 26-6-T4 and
Mo, 6743-2FR-T1 /35428 D1, 14-11-1971, *
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Exception—In the case of compensatory allowance bills
of the Members of the Haryana Vidhan Sabha and the Punjab
Legislative Council, the production of a last pay certificate
under this rule may be dispensed with, provided a certificate
duly countersigned by the Secretary, Punjab Vidhan Sabha/
Assistant Secretary, Punjab Legislative Council, is recorded
by the Members concerned to the effect that no payment has
already been obtained by him on that account.

[For the rules regarding the form and preéparation of last-pay certificates prescribed by

the Auditor-General seeSection ¥ of Chapter TV of the Subsidiary Treasury Rules—Parg 1T
of this Hand Book.]

24. The Treasury Officer shall be responsible to the
Accountant-General for acceptance of the validity of a claim
against which he has permitted withdrawal, and for evidence
that the payee has actually received the sum withdrawn.

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

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

He should also report to the Accountant-General such
arithmetical inaccuracy if it is suspected of involving frauds,
elc.

[For further instructions issued by Government on this subject, see Section V1 of Chapter
1V of 5. T. R, Part Il of this Hand Book.]

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

[For instances of ufgent negessity, see Section Ve of Chapter IV of the Subsidiary
Treasury Rules—Part 11 of this Hand book.[

28. A Government servant who is authorised to draw
moneys by means of cheques shall notify to the Bank or
the Treasury, upon which he draws, the number of each
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cheque book brought into use and the number of cheques
it contains.

[See 2lso section VIII of Chapter IV of the Subsidiary Treasury Rules—Part 11 of this
Hand-Book )

29. When a Government servant who is authoriscd to
draw or countersign cheques or bills payable at the treasury
or the Bank makes over charge of his office to another,
he shall send a specimen of the relieving Government ser-
vant’s signature to the Treasury Officer or the Bank, as
the casc may be.

Note. —Specinten signatures when forwarded en a sheet of paper ather than the forward-
ing letter must be duly nitested by the officer signing the forwaiding letter,

SECTION VIII—TRANSFER OF MONEYS STANDING IN
THE CONSOLIDATED FUND, THE CONTINGENCY FunD
AND THE PUBLIC ACCOUNT

30. The transfer of Government moneys from one trea-
sury to another and between the currency chest balance and
treasury balance of a treasury, and between a treasury and the
Bank, shall be governed by such instructions, as may be issued in
this behalf by the Finance Minister, after consultation with the
Reserve Bank of India. The transfer of moneys from or to a
small Coin Depot to or from a treasury under the control of
the Government of the State shall be governed by instructions
issued by the President in this behalf.

[For instructions issued under this rule by the Finance Minister after consultation with
11!;,3 Reserve Rank of India see Chapter ¥ of the Subsidiary Treasury Rules—Fart 11 of this
ook, ]

SECTION TX—E.ESPONSIBILITY FOR MONEYS WITHDRAWN

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

[For other instructions on  this subject, see Section | of Chapter V1 of the Subsidiary
Treasuey Rules-Part 11 of this Hand book:]

32, (a) Subjectas hcreinafter proviced in this rule, the
prc cedure to be observed by a Government servant in regard to
the disposal of moneys withdrawn from tle Consolida'ed
Fund, Contingency Fund and the Public Account of the State,
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for expenditure shall be such as mav be prescribed by the
Finance Minister, after consultation with the Accountant-
General.

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

{(¢) If any doubt arises as to the identity of the Govern-
ment servant by whom an account of such funds shall be ren-
dered, it shall be decided by the Government.

[See also section IT of Chapter V1 of the Subsidiary Tregsury RulessPan 1T of this
Hand Book

SECTION X—INTER-GOVERNMENT TRANSACTIONS

33. (1) Save as provided hereafier in this section, no
transactions of the State with ancther Government shall be
adjusted against the balance of the State, except in accordance
with such directions as may be given by the Comptroller and
Auditor-General of India with the approval of the President,
toregulate the procedure for the accounting of transactions
between different Governments .

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

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

. [Anextragt from the order issued by he Comptrollerand Auditor-General of India i
given in segtion I of Chapter VI of the Suobsidiary Treasury Rules-Part Il of this Hand
book.|

34. Where such a course is authorised in consequence of
a delegation of functions made under clause (1) of Article 258
of the Constitution, the Treasury Officer may receive or autho-
rise the Bank to reecive moneys ter dered on behalf of th: Union
Government and may make or authorise the Bank to make



17

disbursements on behalf of the Union Government in accot-
dance with such procedure as may be specified in the rules
made by or under the authority of the President of India. Such
receipts and disbursements on behalf of the Union Government
shall be adjusted, as far as practicable, directly against the
balance ¢f the Union Government held by the Bank, but where
such transactions are temporarily taken into account against
the balance ofthe State, the Accountant-General will, on
receipt of intimation from the treasury, make the requisite
adjustments in respect of the aforesaid transactions through
the Central Accounts Section of the Bank against the balance
of the Union Government held by the Bank.

(For the orders issued by the President in respect of receipt 2nd payment of moneys re-
lating to the Reévenues of the Union Government see section 1Lof Chapter VI of the Subsi-
diary Treasury Rules—Part 11 of this Hand Book.)

35. The Treasury Officer may, subject to any general or
specific direction of the Governmentin this behalf, receive or
authorise the Bank to réceive moneys lendered on behalf of
another State in India and may, if so required by the Accoun-
tant-General, make or authorise payment of any claim against
that State. The necessary credits or debits in respect of such
receipts and payments against the balance of the State con-
cerned shall be made by the Accountant-General through the
Central Accounts Section of the Bank, but until such adjust-
ments are made, the credits and debits shall be entered in the

Consolidated Fund, the Contingency Fund and the Public
Account of the State.

Moneys paid or received in the office of the Accountant-
General on behalf of another State or book entries made in the
office of the Accountant-General affecting the accounts of
another State shall like wise be adjusted by the Accountant-
General through the Central Accounts Section of the Bank
against the balance of the State concerned.

(For payment of leave-salary of Gazetted Government servanis and pensions cd"aﬂ
Government servants belonging t0 the Central and other State Governments at Treasuries
inthe Haryana and  wice verse  5ee section 111 of Chipter VI of the Subsidiary Treasory

Rule—Part IT of this Hand Book.)

36. The provisions of the preceding rule may be extended
with or without modification to payments made or received
in the State on behalf of the Railway,

SECTION XI—RECEIPTS AND DISBURSEMENTS OF THE
StaTE N THE UNITED KINGDOM
37. Until other provision is made by the Government in
this behall, moneys received in the United Kingdom on account
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of the revenues of the State may be paid into, and funds re
quired for disbursements of, or on behalf of, the State in that
country may be withdrawn from the balances of the Union
Government in that country, in accordance with such proce-
dure as may be prescribed by or under the authority of the
President of India for the transactions of the Union Govern.
ment in the United Kingdom. These transactions shal] be
adjusted in India at the earliest opportunity, against the balances
of the Consolidated Fund, the Contingency Fund and the
Public Account of the State, according to such directions as
may be given in this behalf by the Comptroller and Auditor-
General with the approval of the President of India.

SECTION XII—SUPPLEMENTAL

38. The Accountant-General, in exercise of any of his
functions under these rules, shall be subject to the general
control of the Coemptroller and Auditor-Geéneral of India.

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

40. The Finance Minister may not exercise any powers
conferred upon him by these rules so as to impose upon the
Bank in connection with the business of the Government any
responsibility not imposed upon the Bank by the terms of ifs
agreement with the Governor.

41. The Treasury Rules (Punjab), as contained in Punjab
Financial Hand book No. I, First Edition, 1939, are hereby
repealed :

Provided that anything done or any action taken under
the rules hereby repealed shall be deemed to have been done
or, taken under the corresponding provisions of these rules,
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PART II

SUBSIDIARY TREASURY RULES ISSUED UNDER THE
PUNJAB TREASURY RULES (INCLUDING INSTRUC-
TIONS AND ORDERS RELATING TO COIN, ETC.)

DEFINITIONS

The terms used and defined in the Treasury Rules
(Part T of this Volume) shall have the same meaning when
used in the rulesin this part.

The following terms have been used in the sense therein
explained :—

Currency office.—means the Delhi Branch of the Issue
Department of the Reserve Bank of India.

Currency o fficer -—-means the officer of the Reserve Bank
of India in charge of the Currency Office.

Currency Chest :——means a chest of the Issue Department
of the Reserve Bank of India.

Head of District or District. Officer .—means the Collector
or the Deputy Commissioner .

CHAPTER I—General system of Control over Treasury
SECTION--I.—DisTRICT TREASURIES
(Rules issued under Treasury Rule 4)

A—-RESPONSIRILITY FOR THE PROPER MANAGEMENT OF
TREASURIES

1.1. The responsibility for the proper management and
working of the treasury rests entirely with the Treasury
Officer, acting under the orders of the Finance Secretary,
as the Administrative Secretary for the Treasury and
Accounts Department. During the short absence of the
Treasury Officer on casual leave or duty outside the head-
quarters *or on other official duty assigned at the head quarters,
the Assistant Superintendent, Treasury or a Senior Auditor
of the Treasury and Accounts Branch would hold charge
of the Treasury, as a temporary measure, but this will in
no way relieve the Treasury Officer from his responsibility .

*Inserted vide notification Na, 3/1/(1)/79-2FR-I) D1. 26-2-80,
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1.2, The Treasury Officer is personally responsible to
Governm:nt for the due accounting of all moneys received
and disbursed and for the safe custody of cash, notes, stamps,
opium, securities and other Government property.

Responsibility of the Collector

13. (1) The Collector who is responsible for the over-
all supervision is bound to satisfy himself by periodical
examination, at least once in every six months, for cash,

opium®* and once a year for stamps,  securities, bills and
money order forms—

() that the actualstock of cash, stamps, opium and
securities is kept under joint lock and key, and corres-
ponds with the book balance, that the treasurer
does not hold a sum larger than is necessary for
the convenient transaction of the Government
business, and that this sum, together with the
value of the stamps and opium in his sole custody,
is not larger than the security given by him ;

(ii) that the stockof bills, cheques, drafts and similar
forms which are intended for use in monetary
transactions are carefully kept under lock and key
by the Treasury Officer and periodically tallied with

the nominal balance of such forms on the stock
books : and

(iii) that the sub-treasury balances are verified once a
month by the officer-incharge of the sub-treasury

besides verifying the balance himself during his
tours .

Naote (I).—S8eerules 1.7, | .15 and 1.20 fnfra.

Nete (2).—The word “stamps® used in this rule and other rules. inculdes “*Match
Excize Banderals™, ]

(2) Heshould satisfy himself at least once in every quarter

that the deposit registers are kept according to prescribed

rules, and that all nscessary entries are made and initialled
without fail at the time of the transactions.

(3) He should be
making over charge, of
and stock of

spzcially careful when assuming or
a district to see that the cash balance
stamps etc. are thorougly verified and that a

*Omited vide No. 3/2(4)-79-2FR 11, Dt 20-3-1980,
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certificate of taking over charge, in which the state of cash,
stamps and opium balances is to be shown, is invariably
despatched to the Accountant-General in Form S.T R.2, on
the same day that the transfer of charge taRes place.

(4) He should remember, that when an irregularity of
any kind is brought to his notice by the Accountant-
General, nothing but a report on his own knowledge, after
personal investigation, can be considered satisfactory. It 1is
not enough for him to pass on the explanation of a
subordinate in as much as reports prepared in this manner

have very often, by lulling suspicion led to greater
irregularity afterwards.

The Treasury Officer
General

1.4, Appointment of very junior officers to the charge
of treasuries is objectionable (Sec also paragraph 1.5 below);
but ifin a temporary emergency such an appointment is
made, the departure from the strict rule should be reperted
to the Accountant-General, and the reasons for it should be
explained to that officer. In cases where an officer is posted
to a treasury for training he should not be placed in inde-
pendent charge of the treasury. He will sign such documents
and registers as require signature, but he will do so on
behalf of and subject to the supervision of, the permanent
Treasury Officer, who shculd be shown in returns as the
officer-in-charge of the treasury, and should continue tosign

payment orders and retain the keys of the double lock and
strong-room.

Note—The ceriificate in the following form shall be issued by the Collectorio an
officer whe is pested Lo the treasury for training ~—

“Certified that — ———has duly &ttended to and sadsfaclornily discharged the duties
of the Treasury Officer sft—————from————— oy = -

Calléctor.

15 (1) (a) No member of the Indian Administrative
Service shall be placed in charge of a treasury except for the
purpose of training, or as a strictly temporary measure,
pending the arrival of an Extra Assistant Commissioner
appointed to the post ;

(b) No Extra Assistant Commissioner shall be appoin-
ted to the charge of a treasury unless he has passed the
Departmental Examination according to the Higher Standard

and has also been not less than three years in the service of
Government ; and
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(c) Every I.A S, Officer or extra Assistant Commis-
sioner shall, until he has passed the Higher Departmental
Examination. be placed for the purposes of training in
charge of a district treasury under the general supervision
of the Extra Assistant Commissioner ordinarily in charge, or
some other competent officer on the spot, for a period of
not less than six weeks, or more than two months, in each year.
A certificate from the Collector of the district that = the
officer under training has, under these provisions, duly
attended to and discharged the duties of Treasury Officer
shall be indispenable to the examine being declared to have
passed any Departmental Examination.

(2) The order in sub-clause (a) above shall be strictly
observed. If it becomes necessary al any time, owing to
the exigencies of the service, to place a member of the I AS.
in temporary chargeof a treasury, the matter should be
reported to the Accountant-General through the Finance
Secretary.

(3) As regards sub-clause (b) above, the rules for
appuintment to the Punjab Provincial Civil Service require
that candidates shall have passed the Departmental Exami-
nation by the Higher Standard in all subjects including
treasury before they are appointed to officiate as Extra Assis-
tant Commissioners, and these orders are generally enforced,
But it is sometimes necessary, owing to the exigencies of the
service, to place officers appointed to the Provincial Civil
Service, direct and by competition, and who have not been
in the service of Government for three years in charge of
treasuries. Such appointments should only be made in cases
of emergency and when made the departure from rule
should be reported, through the Commissioner of the
Division, to the Accountant-General and the reasons for it
explained to that officer.

(4) As regards subclause (c) above, no Assistant
Commissioner or Extra Assistant Commissioner shall be
held to have passed the Examination in Treasury and Local
Fund Accounts by either standard until the Collector of
the district to which he is attached shall have furnished 2
certificate that he has duly attended to and satisfactorily
discharged the duties of Treasury Officer for a period not
less than six weeks continuously within one vear of the
date of the examination. If acandidate has passed by the
Lower Standard only a second certificate will be required
before he can be considered to have passed by the Higher
Standard, unless at the time of the examination at which
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he presents himself for the Higher Standard less than a year
has elapsed since the candidate was last in charge of 2
treasury .

The required certificates in the annexed form* given
in the margin should accompany the notice given by the candi-
date of his intentionto appear at the Departmental Exami-
nation and will be forwarded to the Accountant-General
*Certified thai— with the candidate’s answer papers. Offic-
A S faenced w0 jals appointed Extra Assistant Ccmmissioners
chirged theduties of by selection, who from the nature of their
for the period from dUties are unable to procure the certificate
w-—daed before the examination, will be required lo
T procure it within a year from the da'e of
appointment to officiate as Exira Assistant Commissiorers.

Note .—An officer maty receive his training at an imporznt Sub-Treasury but he
should have an opportunity of familiarizing himself with the procedure of closing of Head
Treasury Accounts ot the end of the month. A fewdaysattheend of two consccutive
months would suffice.

(5) Therule prohibiting the employment of members
of the LA.S. in charge of treasuries, except for the purpose of
training or, as a strictly tempcrary measure, has been relaxed
in the case of the treasuries at Simla and Dharamsala, so s
to allow Assistant Commissioners being pleccd in charge of
them during the summer months each year The Assistant
Commissioners appointed to the charge of the treasuries named
above must have passed the Departmental Examination in
Treasury Accounts and received the prescribed training at a
treasury.

B—RESPONSIBILITY OF THE TREASURY OFFICER

_ 1.6. (1) The Treasury Officer is responsible for observance
of all prescribed treasury rules relating to receipt, custody and
payment of moneys and preparation ard punciual submission
of accounts and strict attention to the duties of the treasury
work. He 1s also responsible to the Finance Secretary (as
the Administrative Secretary) for the conduct of subordinate
treasury oflicials; and he must have carefully prepared rules
for guidance in every branch of his duties, The Treasury
Officer shall similarly attend to all objections ard orcers
communicated to him or to the Sub-Treasury Officers through
him by the Accountant-General by letter , audit memorzanda
or periodical objection statements; and return the cbjection
stalements or audit memoranda within a fortnight or send
letters explaining the causes of delay. Any failure on the part
of Sub-Treasury Officers in relation to treasury work will be
reported by the Treasury Officer to the Finance Secretary,
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(2) The Treasury Officer is held personally responsible
for all sums of money disbursed by him in a public capacity
without authority For the custody of the cash balance, stamps
and opium, he is jointly responsible with the Treasurer.

(3) He should send, under his signature or with his
approval, all replies to important communications addressed
to him or Assistant Treasury Officer through him by the
Accountant-General.

~(4) He isalsorequired to see that implicit ocbedience
1$ given to the instructionsissued from the Audit office and
to send immediate notice to the Accountant-General of any
embezzlement in the treasury. This notice must be supple-
mented as soon as possible, afterwards, by a detailed report
after personal enquiry into the case.

C—RELATIONS WITH THE ACCOUNTANT-OENERAL AND
CurreNCY OFFICER

1.7. (a) The Accountant-General may direct his
communications regarding treasury accounts and proccdure
to the Treasury Officer.

_(b) The Currency Officer ordinarily directs his communi-
cations to the Treasury Officer but save in matter of daily
routine, all communications to the Currency Officer must issue
over the signature ofthe Collector or with his approval. The
Currency Officer will bring to the notice of the Collector cases
:in which the Treasury Officer appears to be negligent in his

utlies,

D-—VERIFICATION OF CASH BALANCE

1.8. In verifying the cash balance of the District
Treasury, the Collector or such other Gazetted Officer as may
be authorised to undertake the work shall satisfy himself by
personal examination that the actual stock of coin and notes
corresponds with the balance shown in the treasuries balance-
sheet (Form S.T.R. 15)and that the conditions laid down in
sub-clause (ii) of clause (2) of rule 1.3 are fulfilled. The
following procedure shall be adopted in verifying the
cash balance by actual counting :—

(a) Silver coin—(i) The coinis kept in bags, cash con-
taining a certain fixed amount. One bag may be
selected at random, Rs. 50 or Rs. 100 counted
out of it in detail and used as a weight in a small
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scale. Against this weight c¢ther similar sums should
be weighed, until the whole contents of the bagare
exhausted. Care being taken all the while that the
requisite number of parcels of Rs. 100 or Rs. 50 is
made up. The whole amount, thus, tested may
then be taken as a verified weight of Rs. 1,000 or
Rs. 2,000 as thecase may be, and be placed in one
pan of a large pairof scales.

(1i) The whole number ¢f bags sheuld then be counted,
and one in every twenly taken at randem, cpened
and its contents poured into the scales and weighed
against the verified Rs. 1,000 or Rs. 2,000, If their
weight isless, they should te retested by weighment
in sums of Rs. 100 as in the preceding sub-clause
and if, cn re-examinaticn, they are fourd correct,
these chould be substituted fcr those taken befcre
as the verified weight

(11i) Broken amounts may be verified by weighment in
smaller quantities of Rs. 30 or Rs. 100 or Rs. 200,

Note—With proper arrangements, about ten lzkhs of coins. can be tested in one
hour by the above process,

(b) Copper, bronze and nickel e¢oin—(i) These coins
shculd be verified according to the procedure laid
down for the verificaticn of silver ccins in clause
(a) above.

(i1) The coins of which the weight slightly differs
should invariably be sorted out and put in separate
bags for facility of weigkment at the time of veri-
fication and despatch.

(c) Notes.—All notes of Rs, 100 and over must be per-
sorally counted by the verifying cflicer. For nctes of
lower denominations, the following plan is suffi-
cient:—

(1) The notes being in bundles of a certain marked
number, a few ncies at the rop may be folded
back, and the rest counted by clerks or assis-
tants. The verifying officers will then see, in
the case of each burdle, whether the 2 diticn
of the notes folded back to the number already
counted and marked makes up the whole
alleged number of tke bundle.
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(i) The clerks or assistanis should not be persons
responsible for the correctness of bundle, and
the verifying officer should satisfy himself that
the notes in the bundle or all of the alleged
value, i.e., for example, that a ten-rupee mnote
is not counted as one of a fifty rupees bundle.

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

~1.9. The monthly account of cash balance and the certi-

ficate of verificaticn thereof thould be submitted to the
Accountant-General in the forms prescribed in Articles 97
and 122 of Account Code, Volume II.

Nere 1.—Au treasuries where work is conducted by a branch of the Bank thereis no
treasury balance and the cerificate is modified as shown in the form.

Fote 2.—The form of closing abstract leid down in Art. 97 of Account code Vol, 11
shall signed in the case of baking treasuries by the T.O, and in the case of Non-Banking
treasuries by the Colleetor. When the Collector is absent on tour on the first of the month,
the closing abstract may be signed by the Senior Gazetted Officer subordinate 1o the
District Staff Present at  Headquarters.

1 10. The certificate regarding the cash balance to be
submitted to the Accountant-General on the appointment of
a new Treasury Officer and the report regarding such appoint-
ment will be in Form S, T.R. 2. The verificaticn of the cash
balance should be carried out in the manner prescribed in
rules 1.7 and 1.8 above.

See also subsidiary treasury rule 5 5 for the submission
of the menthly cash balance tepert to the Currency Officer.

E.— CHANGES OF TREASURY OQFFICERS AND INSPECTION OF
TREASURIES

1.11. The Government have decided that changes in
the executive charge of treasuries should not be reported
to the Aceountant-General Any departure from the
conditions prescribed in rule 1.5 above should. however,
be reported to the Accountant-General.

1.12. The inspection of treasuries is done by local revenue
officers (Commissioners and Deputy Commissioners). For
;’n?pcctmns by the Accountant-General's Office, scerule 1.16

elow.

1.13. Detailed instructions regarding inspection of
treasuries are contained in Financial Commissioner's Standing
Order No. 56. No change should be made which would tend

*Added vide No. 1344-6FR1.65/2350 Dt, 10-3-1965- o
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to I'Edlil?i{ﬂ the Commissioner and district officers of their res-
ponsibility for management and inspection.

F.—InNspPECTION BY (COMMISSIONERS

1.14. (a) The single and double locks of all treasuries
shall be inspected by the Commissioner once in every financial
year, the inspection being so arranged that not more than 18
months elapse between two inspzctions of any treasury

(b) The Commissioner should ascertain before the pro-
posed date of inspection from the Accountant-General, the
Currency Officer, the Public Debt Office and the Revenue Sec-
retary to the Financial Commissioner whether there are any
special matters which they may wish to be investigated on the
spot.

(c) The commissioner shall send a copy of inspection
note to the Treasury Officer concerned, Secretary to Govern-
ment, Haryana, Finance Department, Currency Officer and the
Accountant-General, Haryana. The Treasury Officer will take
necessary action to remove the defects pointed out and inti-
mate the action taken to the Commissioner, Finance Secretary,
Accountant-General and Currency Officer, The Currency
Officer will forward his copy of the report along with the reply
of the Treasury Officer to the Accountant-General, indicating
whether, on matters refating to the Reserve Bank, the action
taken is adequate or whether any further action is required.
The Accountant-General may refer to the Commissioner any
matter brought to the notice, which he considers should
receive special attention by the Commissioner or in respect of
which he considers that the action taken by the Treasury
Officer is inadequate. He should report to the Secretary to
Government, Haryana, Finance Department (in T and A
Branch), all important irregularities and points which are not
settled by reference to the Commissioner,

Any point of importance affecting the Union Government
shall be brought to the notice of that Government by the
Accountant-General through the Comptroller and the Auditor-
General of India.

The general results of the inspections and the final orders
passed thereon will be summarised by the Accountant-General
and included in his annual review on the working of
treasuries,
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G—INSPECTION BY COLLECTOR

1.15. Every Collector shall make a systematic inspec-
tion of the working of treasuries oncejn six months with the
object of ensuring that the procedure actually observed
al the treasury is in accordance with the rules and orders
inall respects and that the accounts and other records
are properly maintained. In the case of Banking treasuries,
however, ths collector may entrust one of the two
inspections in @ year to his Assistants. The Collector or
his Assistants should also pay surprise visit to the treasury
once in every three months.

Inspection shall be carried out in accordance with the
following instructions :—

(a) The strong-room should be inspected and cash
balance verified.

(b) That the arrangements connected with the strong-
room for storage and custody of treasure, stamps,
opium, padlocks and keys and other valuables
are perfect and complete,

(¢) That cash, draft forms and cheque forms are
handled in accordance with the Rules.

(d) That arrangements for the examination of moneys
received and of claims to be paid are satisfactory.

(e) That the treasurer and potedars have given ade-
quate security and that the former bas in addition
furnished a security bond in the proper form.

(f) That the Treasury Officer exercises a proper and
adequate check over the working of the treasury.

(8) A general review of the various records, regis-
ters, books of reference, ete, should be undertaken
to see whether the detailed orders of competent
authorities issued since the last inspection rela-
ting to such mattersas the issue of coins and
notes, remittances, custody of padlocks and keys,
stamps and opium and maintenance of accounts.
are readily available for reference and have been
properly maintained.

*Substituted vide No, 591 0—6FRI—65/13333, D, 28-7-65-
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These points are not exhaustive and the Collectors have
full discretion to add other items accordingly to local
needs. Neither the specification of these points nor the
inspection carried out by an officer of the Indian Audit
Department shall in any way diminish the Collector’s
parsonal respoosibility for the efficient working of the
treasury. As the inspection must be made as systematically
and thoroughly as possible, it is open to the inspecting
officer to extend his personal scrutiny to points not
mentioned in this rule, which, in his opinion, require
such scrutiny.

The following items shall be checked by the Ins-
pecting Officers on their surprise visit to treasuries and sub-
treasurles :—

(a) Cypher Code ete. —The Cypher Code, Treasury
Agencies Private Check Signal Book and Secret
Memorandum issued by the Reserve Bank are
kept in the personal custody of the Treasury/
Asstt.-Treasury Officer.

(b) Currency. —All notes of Rs. 100 denomination
or above shall be personally checked by the Inspec-
ting Officer in accordance with the procedure laid
down in Rule 1.8 out of the other notes he shall
check at least one other item according to the proce-
dure laid down in the aboverule, He shall specially
see that labels in Form S.T.R. 14 duly signed by
the person by whom they have been counted or
examined as per note below Rule 3.14 of the
Subsidiary Treasury Rules are affirmed to the bund-
les of notes.

(c) Out of coins he shall check at least two items in
accordance with the procedure laid down in rule
1.8. He shall also see that the slips in Form
ST.R. 13, duly signed by the person who had
counted and examined the bags containing the
coins as per Rule 3.14 ibid.

(d) Stamps :—He shall physically check at least two
items from each item from each kind of regis-
ter of stamps.

(e) Valuable .—Atleast 25 per centof the valuable at
Headquarter’s Treasury shall be checked. The
checking at sub-treasuries shall however, be cent
per cent,
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(fy Opium :—Register of opium shall be checked cent
per cent.

(g) Padiocks :— Two items in the Padlocks Register
shall be checked.

(h) General —(i) All the items checked as per clauses
(a) to (g)above shall be initialled by the Inspec-
ting Officer in token of check.

(ii}) The Inspecting Officer shall also satisfy him-
self on the following points :—

(1) Whether the lighting and fire (fighting
arrangements are satisfactory ?

(2) Whether the Strong Room [itness certifi-
cate has been granled by the Executive
Engineer or not ?

(3) Whether the storage of notes, coins and
stamps in the bags and receptacles are
satisfactory and protect them from injury
by dampness, insects, etc,

(4) Are Counterpart Registers of Stamps, ete.,
kept by the Treasury ? If so, whether
the entries in the original registers are
made by the Treasury Officer (or any
other official on his behalf other than
the Treasurer/Asstt-Treasurer.

The Inspecting Officers may direct their attention to
the comprehensive questionnaire forming Appendix D’ of
the Punjab Sub-Treasury Manual for their guidance.

H.—INSPECTION BY A CCOUNTANT-GENERAL’S OFFICE

1.16 The inspection of Treasuries by a gazetted Govern-
ment servant of the Indian Audit Department will ordinarily
be once in a year unless special circumstances in any case
Justify more frequent inspections. Treasuries shall be ins-
pected from time to time during the course of a year but
as far as possible a treasury shall not be inspected during
the first and the last five days of a month in order to
enable it to compile the accounts for the month.

. The primary object of the inspection of treasuries by the
officers of the Audit Department is to assist the revenue
authorities, and not to leave them of their responsibilitiesin
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the matter of frequent check and supervision. The Audit
Inspection is not a local audit of treasury accounts and
will not, therefore, extend to the defailed examination of
each and every item of receipt and disbursement. All that is
intended is to check generally that the rules prescribed by the
compelent authorities, in the matter of financial transactions
are duly observed, that the procedure observed at treasuries
meets all the requirements of audit, that the accounts are
properly maintained and that the orders in force regarding
the custody and handling of treasury, etc., are observed.
The inspecting officer from the Audit Department will not
be required to verify by actual count the balance of cash
stamps and opium, etc., which duty devolves upon the
revenue authorities.

~ The procedure for the preparation and disposal of the
inspection reports of the Commissioners as laid down in
rule 1.14(c) above shall be observed mutatis mutandis in the
case of inspection reportsof the Accountant-General,

The first reply to the Inspection Reports issued by Audit
should be given within one month from the date of issue of
Inspection Reports.

SECTION I1--SuB-TREASURIES
(Rules issued under Treasury Rule 5)
A—GENERAL

1.17 The rules given in Treasury Rule 4 and Section
I of this Chapter regarding the division of treasuries into
two Departments the responsibility and general control of
the Collector over the treasuries, the responsibility of the
Treasury Officer, inspection of (reasuries. verification of
cash balances, etc. etc., apply mutatis mutandis to sub-treasuries
also. Further instructions relating to arrangemenis made
at sub-treasuries with respect to these matters are given in
the following rules.

MNote, For ihe detailed procedure followed: at sub-treasaries xee Sub-Treasury Manuil,
B—SraAFF
1.18 Sub-Treasury Officers-— (1) The Tehsilcar or
Agsistant Treasury Officeris ordinarily the incharge of the
sub-treasury and whenever he1s away, whether on tour or
otherwise, the Naib-Tehsildar or the A.S.T. or the Senior-

most Assistant of the District Treasury as the case may be
holds charge.



