32

(il) A Naib-Tahsildar is sometimes the Sub-Treasury

Officer in permanent charge of a sub-treasury situated ata
sub-tahsil.

Mere L—When o tahsil or Sub-tahsi] is left withput cither aabsildar or Maib-tahsildas
the Deputy Comimissioner may temporarily place in  charge of the sub-treasury the mosi
responsible official available at the station who has receyved treasury irdining.

Note (2).—For the dutics and responsibility of

officers. under (rafning in the' sub-
[reasury ree annexute o this section.

L.19 Sub-Treasury Officials—The Sub-Treasury is divided
into two departments, viz. (1) that of the cash, stamps,
opium (if any); under the charge of a treasurer known as
the Tahsildar and (2) that of the accounis under the
charge of a Sub-Treasury Accountant.

C—INSPECTION OF SUB-TREASURIES

120 No Sub-tiegsury should be left withcut detailed
in: pectien for a lorger pericd than 6 menthe, The Cellector
shculd himself inspect each sub-treasury ccempletely at
least once a year, ard if he is unable to make the seccnd
inspceticn himself, he sheuld direct the District Revenue
Officer or scme other Assistant Ccmmissicner or Extra
Assistant Commissioner (other than the cfficer-in-charge of
the Head Treasury) who may be available, to inspect it for
him. The Cc¢mmissic ner ¢f the Divisicn, if he happens 1o
inspect a sub-tre:sury, should invariably reccid the resuits
of his inspecticn in the Tahsil Mirute Bock, and :sheuld
fcrward a copy f the ssme 10 the Finance Secretary,
When the Ccllcctor inspects sub-frecsury, he should serd a
copy of his notes as recorced in the Minute Bcok to the
Finance Secretary for inspection. Collectors or their Assis.
tants sheuld also pay a suiprise visit to every sub-treasury

once in three months and send a copy of 1he Inspection
Note to the Finance Secretary.

Note l—In the substteasury st the Sub- _
be carred out by the 5.0, instead of Collector.  Out of the . four surptise visits required to
be paid 1o 0 sub-treasury gagh yeir, ane shall be made by the Collector, and the remaining

thréc by the Sub-Divisional Officer or - sane ather officers {nther than the efficer-in.
charge of the sub-treasury),

*MNite 2,—

OIS I YT,

Divisiongl Headquarters, the inspection shal|

*The collector or vne of his Assistants shauld inspect seasonal Sub-1reasuries

1.20.  District Treasury Officers shall pay suiprise visits
Lo every sub-treasury within the district, once a yiar or as
more frequently as may be required by the Finance
Secretary. The inspecticn staff and cther cfficers of  the

Added vide No. 662-6 FRI-66/475] Dared =3-66,
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Finance Department, Incharge of the Treasury and Accounts
Branch, also undertake inspection of treasuries and sub-
treasuries.

Mote.—The fact of the inspection may be recorded in the Minute Book prescribed under
t he rules but the detniled inspection may be issued separately.

121. (a) The dutyof inspecting sub-treasuries is im-
posed upon Assistant Superintendent, Treasury, also. Each
sub-treasury in a district will be inspected by the Assitant
Superintendent, Treasury, of the District Treasury not less
than twice a vear, the time for inspection being fixed at
the discretion of the Treasury Officer which crdinarily
should not be before the 11th or afterthe 20th of a
month.

MNote.—This rules does not opply 10 subs-treasurics in the Kangrn  and Lahaul 3piti
Districts which will be inspected by Assistant Superintendent, Tredsury, only once & yenr

(b) It is left to the discretion of the Treasury Officer
or the Finance Secretary to order more frequent inspection
and if any inspection discloses an unsatisfactory condition
it should be repeated after a short interval. When extra in-
spection is required by the Treasury Officer an intimation
of this shall be sent to the Finance Secretary.

The annotated copy of the inspection note shall be sent
by the Sub-Treasury Officer/Assistant Treasury Officer to
the Treasury Officer within 30th days of the receipt of the
inspection note. The Treasury Officer shall forward it with
his comments to the Finance Secretary.

(¢) The following procedure shall generally be observed
by the Assistant Superintendent, Treasury, during his ins-
pection in addition to any other points which the Assitant
Superintendent. Treasury or Treasury Officer considers
necessary on account of local circumstances, etc..—

Treasurer's Department

(1) Cash—Physical counting of notes of the denomina-
t'on of Rs 100 and above and notes of lower denominations
should be test checked. Currency transactions in the
Currency Book should also be verified from the entries
shown in the Siah (details for one month to be taken from
District Treasury).

(ii) Stamps.—Surprise check of Single Lock Balances and
physical verification of two items for each category of stamps
in Double Lock should be carried out.
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(1il)  Opium and valuables —These should be checked cent
per cent.

. (V) Double Lock and Single Lock Registers.—Plus and
minus memoranda of stamps showing the figures of monthly
receipt as per indents/invoices, etc_, and their sale for the
entire half-year, to be brought from District Treasury,
should be checked with these Registers.

(V) Entries of sale of stamps for two months to be
seclected by the Treasury Officer should be compared with
the Sub-Treasury Accounts Kisamwar Register in order to
see that corresponding credits are forthcoming.

(vi) Entries of issued stamps from Double Lock to
the Single Lock Registers should be compared for one
month .

_(vii) Other points, e.g., glaring defects in  strong-room
building, ctc, should be seen in general and brought out in
the inspection note,

Accountant's Department

(viii) Entries of payments shown in P.P.Os should be
verifed for one month from Pension Payment Registers.

(ix) Cash-Books should be tallied with Subsidiary
Registers for one week .

(x) Repayments of Revenue Deposits for one month
should be verified with reference to original deposits appearing
in the Receipt Register.

(xi) Issue of cheques should be verified with reference to
the entries of letters of credit in the Register of Tahsildari
Accounts, for one month.

(xii) Payment of RT.Rs should be verified from the ori-
ginal advices received in the sub-treasury for one month.

(xiti) Other records, e.g, Registers of interest on Govern-
ment securities, Post Officc Payments, Personal Ledger Acc-
ounts, etc. etc., should be revised generally.

122 Assistant Superintendent, Treasury, will not issue
orders to the Sub-Treasury Officer/Assistant Trea: ury Officer.
A copy of the Assistant Superintendent, Treasury inspeciion
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note being given to the Sub-Treasury's Officer/Assistant Trea-
sury Officer, it is for the District Treasury Officer to issue
orders uponit, if necessary.

1.23. Assistant Superintendent, Treasury, inspection
notes will be recorded not in the book used by officers but
in aseparate book.

123-A There is no objection to the presence of the Di-
visional Treasurer on the occation of the monthly verification
of balances provided he presents himself on the first day of the
month for the purpose, but his presence will not be regarded
as detracting from the Deputy Commissioners responsibility
for the correctness of monthly cash balance.

The contracting treasurer may in addition to being pre-
sent at the monthly verification of treasury and currency bal-
ances be given facilities (with the previous consent of the
Deputy Commissioner) for surprise verifications not exceed-
ing two verifications in the calendar year in ordinary circum-
stances. In exceptional circumstances if a treasurer applies con-
fidentially to the D:puty Commissioner giving special reasons
why a surprise verification is desirable, efforts should be made
to comply with his wishes as for as possible, even though the
proposed verification may exceed the limitation prescribed
above. [Itis understood that Treasury Officers will be pre-
sent throughout these verifications. There is no objection to
thz verificationat any time by the contracting treasurer of
balances in the hand of local treasurer or sub-treasurer.

1.24. Sub-treasuries will not ordinarily be inspected by
officers of the Audit Dzpartm:nt, but in special cases, when
Government may consider such an inspection necessary, the
Accountant-General will arrange for it.

D—TRANSFER OF CHARGE OF SUB-TREASURIES

1.25. When the Sub-Treasury Officer leaves his head-
quarters for a longer period than one day, the cash should
be formally inspected and the key consigned to the most
responsible official available, and, after comparison, both offi-
cials will sign the day-book, the cash-book and the Assistant
treasurer daily balance-sheet. The same formality should take
place on the Sub-Treasury Officer's return. Where a Naib-
Tahsildar is incharge of a sub-treasury he shall contrive to
be as little absent from h:adauarters as possible and only at
times when business i slack,
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1.26. Whenever the charge of sub-treasury is transferred,
the balance of money, stamps and opium should be formally
made over by the relieved to the relieving officer and a cer -

tificate in Form S.T.R. 2 submitted for the information of
the treasury officer.

Note ,—This rule does not apply to cases referred to in rule 1.25 above, as in those
cases the Sub-Treasury Officer remains responsible for his charge during his absence from
beadquarters

E—PROCEDURE IN REGARD TO RECEIPT, PAYMENT AND
CUSTODY OF MONEY

1.27. The procedure in regard to the receipt, custody
and payment of money at district treasuries is generally app-
licable to sub-treasuriesalso save that with the exceptions
mentioned in rules 4,169 and 4.170 and with certain other
exceplions (see exceptions below rule 4.5 infra) no bill may
be paid at a sub-treasury without being first submitted to,
and payment directed by the District Treasury Officer. See
also Treasury Rule 16 {(ii).

1.28. Government servants of certain departments are
authorised to obtain funds from sub-treasuries by means of
cheques. Anyextension of the system will re?uir_e the sanc-
tion of thz District Officer which sanction will be subject to
the veto of the Government, if it is of opinion that it will
ause extra expense, direct or indirect, by the locking up of
funds in sub-treasuries or any radical change in the character

of these offices, which are collecting depotsand not disbur-
sing treasuries.
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ANNEXURE
[See note (2) below rule 1.18]

Duties and responsibility of officers under training in the Sub-Treasuries

(1) Officers under training who hold substantive appointment under
Government may be given independent charge of sub-treasuries.

(2) The position of an officer under training who does not hold a
substantive appointment and who cannot be given independent charge is that
while the permanent Sub-Treasury Officer should pass payment orders on
the bills presented at the sub-treasury and retain the keys of the
double lock strong-room, the officer in training should sign all the registers
(except single and double lock registersyand vouchers, etc., and dispose of
the correspondence in the sub-treasury office on behalf of dnd subject to the
supervision of the permanent Sub-Treasury Officer, who should be shown
in all returns as the officer-in-charge. When an officer is under training, it
.5 understood that he performs such duties of Sub-Treasury Officer as
'Government permits him to discharge. But in the case of duties which the
Sub-Treasury Officer must himself perform it is also understood that the
officer under training should act as an understudy to the Sub-Treasury

Officer; he should sit by his side and see in detail all the work done by
the Sub-Treasury Officer,

(3) If anemergency arises in which both the Tahsildar and the
Naib-Tahsildar are unavoidably absent from the Tahsil headquarters, it
would be open to the Collector to select the Tahsildar, MNaib-Tahsildar
under training to perform the duties of Sub-Treasury Officer. Any such
case should be reported to the Finance Secretary.

(4 In special cases when the permanent Sub-Treasury Officer is
unavoidably absent fora day or two through illness and cannot personally
hand over the charge of the Sub-treasury to a successor, the responsibility
must remainl even during his absence with the permanenmt Sub-Treasury
Officer unless it can be shown that the temporary officer was guilty of
negligence or that some irregularity was actually committed under his
orders. But each case would have to be decided on its merits.
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CHAPTER II—Payment of revenues or public moneys raised
or received by the State Government into the
Consolidated Fund, and other public moneys
into the Public Account,

SECTION I—-DEPOSIT OF MONEYS OTHER THAN REVENUES OR
PUBLIC MONEYS RAISED OR RECEIVED BY THE GOVERN-
MENT OF THE STATE INTO THE PUBLIC ACCOUNT.

(Orders issued under Treasury Rule 8)

2.1. (1) All moneys received by or deposited with a Gov-
ernment servant in his capacity as such, other than revenues
or public moneys received by the Government of the State
shall be paid into the Public Account of the State.

. Monzys relating to the following classes of funds come:
within the purview of these instructions —

(a) Pupils’ Funds maintained in Educational Institutions.

b) Security deposits of jail contractots, warders and other
members of the staff employed in jails, whenreceived in cash
are credited into the treasury as “Revenue Deposits.”’

(¢) Charitable Endowment Funds.

(d) Security deposits made by the borrowers of books
from the libraries in the Education Departmentare deposited
1n “Personal Deposit Accounts”

(e) Tenants’ Welfare Fund of Government Farms of
the Department of Agriculture, Haryana.

(2) The following instructions should be carefully ob-
served in dealing with moneys relating to the Pupils’ Funds
maintained in Educational Institutions —

All fees realis:d from the students in the Government
Educational Institutions for extra curricular acti-
vities, e.g., games, riding, boating, clothing, etc.
etc., as also the expenditure therefrom, are to he
dccounted for under the minor head “PDeposits of
Educational Institutions” under the major head
“Departmental and Judicial Deposits—Civil Depo-
sits” in seetion “S—Deposits and Advances”.
Each category of the Educational Institution, viz,
Medical, Agriculture, Industries and Education,
etc. should be treated as a sub-head under the
minor head ‘Deposits of Educational Institutions’

T
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in the treasury accounts and the name of each
institution should be inserted as a detailed head
under the respective sub-head, No reference to the
Accountant-General, Haryana, is necessary for the
opening of an account in respect  of such funds
i the treasury. There should be only one deposit
account in the name of each institution at the
treasury, in which deposits relating to the various
students’ funds maintained in that institution
should be credited in lump sum. The detailed
accounts of these institutions under each students’
fund separately should be Kept by the institution
concerned. The withdrawals forincurring expen-
diture should be made by means of cheques. The
accounts of pupils’ funds should be audited by
the Examiner Local Fund Accounts, in the same
manner as in the case of personal deposits.  All
Government Educational Institutions should keep
the accounts of the pupils’ funds in the nearest
Lreasury/sub-treasury in the above manner. (See
also notes | and 2 below )

Exception—The following deposits with Government
Educational Institutions are not governed by the instruc-
tions mentioned above —

(1) Registration and re-registration fee charged from
the students for payment to the University.

(2) Cheques received from the University towards
scholarships, etc., for payments to the students.

(3) Cheques or R.T.Rs. received from the Government
of India for payment of scholarship money in the
form of cheques to scheduled caste and scheduled
tribe students,

Such deposits, if and when received, should be immedi-
ately credited into a current account to be opened with
a branch of the State Bank of India in the name of head
of the institution concerned who will be personally responsi-
ble for the proper maintenance of these accounts ~ and  for
the disbursement of money to the rightful persons without
undue delay. These accounts will be subject to audit by the
Examiner Local Fund Accounts Haryana.

Mote—The securitv depositsfcaution money of students Siould be deposited  under a

new Personal Ledger Account in addition to the one mentioned o this rule, fir each eopes-
tional institotion, as the lamer is intended merely (o accommodite transaetions T lating 1t
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fees realized from students on account of the exira-curteular activities, e.g. pames, rding
ete. and notto security deposits/caution money, The Personal Ledger Account may be open-
ed directly in the name of the Drawing officer of the institution concerned without  referenec
to the Finance Depariment or Lo the Accountant-Genersl Harvana, in relaxtion af the pro-
vision contained in ryled2, 17 of Punjab Financial Rules, Volume I, The audit of these dcco-
unts will beconducted by the Framiner, Local Fund Accounts, Harvana,

Note2—1n the case of middle, lower middle and primary schools the aceount should
be opened in the names of the respective drawing and dishursing officers of the institutions
concerned instedd of the heeds of such institutions.

SECTION TI—DegprosiTs OF MONEYS WITHDRAWN FROM THE
CONSOLIDATED FUND, CONTINGENCY FUND AND
PUBLIC ACCOUNT O THE STATE IN A BaANK.

(Orders issued under Treasury Rule 9)

2.2. Accounts sancfioned urder Treasuiy Rule 9 must
be opened with an office of the Reserve Bank of Innia or
with a branch of the State Bank of India according to the
convenience of the officer cpening the account. Where there
isno Office of the Reserve Bank of India or branch of the
State Bank of India an account may be opened with the
Post Office Savings Bank or with the previous approval of
the Government with any other Bank.

SECTION l11—PAyMENT OF REVENUES orR  PusnLic Moneys
RAISED OR RECEIVED BY THE STATE GOVERNMENT
INTO THE CONSOLIDATED FUND.

(Rules issued under Treasury Rule 10)

A—-RECEIPT OF MONEYS BY GOVERNMENT SERVANTS AND GRANT
OF RECEIPTS THEREFOR.

2.3. (a) *The head of an office receiving money cn
behalf of the Government must give the payer a ruceipt in
form S.T.R.3. This standard fo;;n shall be issucd by ol
Government officers receiving meney on behalf of Government
unless any special form is prescribed by departmental regula-
tions to suit the convenience of any particular Cepartment or
office, *The receipt shall be signed by the Head of the cffice
or any other officer subordinate to him, whether gazetted . -
non gazetted who may have been authorised il the clicuy -
tances so justify, to sign such receipts. The ¢ fficer sigriny ihe
receipt shall satisfy himself at the time of signirg the roecipl
and intialling the counterfoil that the amcnnt has
been properly entered in the Cash Book”. (See Financial
Rules).  All receipt books inclucing blank books shall
be kept in th: personal custcdy of th: Government
servant using them.

*Substitution vide Mo, 1235-6-FRI-65/2577 Daged 1531983,
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(by All moneys so received shallbe brought to account
at once in the form of Account prescribed therefor by rules
issued by competent authority, and no mecney shall be recei-
ved except under the rules prescribed for receipt of money.

Mote—For the form of receipls in the Public Woiks Deoporiment, soe tule 2,670 ra

2.4. Government dues or cther moneys receivable on
Government account may crdirarily be realised in legal
tender coin or notes only. Notes of all dencminations are
universal legal tender irrespective of the circle of their issue
and are received by all Government officers in payment of
Government dues or in settlement of other transactions.

2 5. At places where the cash business of the 1reasury is
conducted bty the Bank, cheques on local banks may be
accepted in payment of Goverrmentdues, orin settlement of
other transaciicns with the Government if the cheques have
been crossed by the drawer. Until, however, a cheque has been
cleared the Government cannot admit that payment has
been received and, consequently, final receipts shall not
be granted when a2 cheque is lendered. A receipt
for the actual cheque only may be given in the first
instance, but if the person making payment in this manner
so desires, a formal payment receipt shall be sent to his address
after the cheque has been cleared. Collection charges of the
Bank, if any. will be recovered by or under instructions of
the Bank from the party presenting the chequc.

: The preliminary ackriow!edgs ment of the reccipt will be
given in the Form below —

“Received cheque No.— for Rs—— drawn on
account of~~————as per challan No ———"

|
. Note 1. — The B serve Bank and ."h‘: State Bank of India reserve 1o themselvies the
right to refuseto accept cheques collection of which in their opinion cannot reasonably be
undertaken and which they w. uld not fecept on behalf of their ownconstinzents.

Nere 2. —In thz event of the cheque being dishonoured by the Bank on presentation
the fact shall be reported @t onee to the fenderer with a demand for payment incash and the
dishonoured chegues should be returned to the tenderer on surrendering the preliniinary
acknowledgement of the receipt of the cheque or any token previously granged but the
Governmenl cannot accepr any lighility for loss or damage which may possibly occur as
result of deliy in imtimating that the cheque has been dishopouned |

Nore 3, —=When Government dues, which #re payable by certain fixed dates ure paid
by cheque, the person desidag to make such payments in this monner withog! sk muost
(ake suitable precautions to cnsuce thos his cheque reaches the treasury or the receiving
officer at the latest on the working dav preceding the date on which the payment is o be
made.  Cheques received on the last day of payvinent of Governimend dues may be refused
al the discretipn of the office. 1o whom they ar rendered and these reccisvod Tater will net
be dccepled,
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Neote d.—The term - “Loctl Banks™ s used in this rale means banks inctuding the
Reserve Bank and the State Bank of India located 81 the stafion in which a Bénk treasury
Is situated.

Note 3—*Demand drafts shill not he distinguishesd from cheques for the purpases of these
rules, and provided that a cheque tendered in payment of Government gues is accepted
under the provisions of this rule honpured on presentation, payment shall be deemed
to have been made,

() if the cheque is handed over tothe Government's banker or 1o a Government
officer suthorised to receive money ¢ behall of the Government on the date o
which it-is handed over : or

{iiy il it is sent by past in pirsgince of an instruction to mike payment by post,
on the date on which the eovercontainiog it i put in the post provided that where
o cheque is matked asnot payable before n certain date the pavment shall not be
deemed to have been made unti] the date on which it becomes payibie.

Note . —The provisions of clause (ii) shove apply mudatis musandis to payments made
ty Government Ly postal money order or by ony other resreniscd mede of remitting moeney
by post

2 6. Public Works Department.—Receipts of the Public
Works Department, in Form S.T.R. 3-A shall be issued only
by the Divisional Officers, Sub-Divisional Officers, Zilladars
or other Government Servants spceially authorised by the
Government. Receipt books should be obtained from the
head treasury of the district within which their respective
headquarters are situated.

1. For the custody and disposal of receipt books see Part I of the Departmengal
Financial Rules relating 1o the Public Worls Department,

B—PROCEDURE FOR PAYING MONEY INTO TREASURY

27. Any person paying money into a treasury or the
Bank on Government account shali present with it a memo-
randum (chalan) in Form S. T. R. 4 in triplicate
*#except in the case of Capital and Loan heads, chalans
shall be presented in quadruplicate duly filled in ink
showing distinctly the nature of payment, the person or
Government Officer on whose account it is made, and all
the information necessary for the preparation of the receipt
to be given in exchange such as proper accounts classification
of the credit and where necessary its allocation between
Governments or departments concerned . Receipts for sums
less than Rs. 500 do not require the signature of the Treasury
Officer, but only of the tauthorised Treasury Official
and Treasurer  Receipts for supplies of service post-
age stamps when such rcceipts are to be given for cash
recelved from the public or for cheques (other than pre-
audit cheques issued by the Accountant General) drawn by an

*5ub ; vide No, 1882—6 FRI—66/8312 Dated 28-4-66,
**Added vide No. 3/1){1) 81-2 FR. 11 Dt 11-8-81
Tsubstituted vide letter No. 6509—6FR 64/1/6429 01, 9.7.64
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officer of the indenting department shall be given in machine
numbered Form S.T.R. 3. Such reccipts shall always be
signed by the Treasury Officer, whatever the amount may be.

Note.—All thechallans with which money s tendered at the sub-tredsury should be
signed by the Sub-Treasury Oiger/Assistant Treasury Officer, itrespective of the-amount
involved in 2 transaction.

{1y Printed forms should be suplied by the treasury, which may, with advantage,
be bilingual. They should be presented in iriplicate; the original copy will be
returned to the teaderer duly signed s receipt, the second copy sentto the
depariment concerned angd the third retained in the treasury record.  *Tncase
of Capital and Loan heads, Challans shall be preseuted in quadruplicate at the
treasury and the fourthcopy will be sent fo the Audit Office zlongwith the
Hgeounts sfalement.

() Duplicate chalans are oot required when remittances aremade 1o & treasury for
obtaining Reserve Bankdrafts or ¢sh orders, or when such remittances are
accompanied by Remittance or Press Books in which the Treasury Officer is
required to acknowledge receipt of the remittance.

(3} When maney is paid by o privite person into a trzasury localed in the same place
as the depirtmental officer concerned in the payment, the chalan will befare
presentation to the teeasury be cigned by the deparimentzl officer to whose
ageount the monevis to becredited. Otherwise the chalan shall be tendered in
triplicate one copy of the chalan being forwarded by the trefsury to the depart-
mential Gilicer,

{4) Fees tendered by candidates for examination may be received at the treasury.
A single Teccipt cnly is to be given, thitt ‘i3, o dupliceie may on oo account
be issued.

{5) Ln the case of Government Examination, when the fees fmom the severa] g2ndi-
dates in a schoaol are remitted into the reasury ina lump sum, 4 single collec-
tive receipt for the whole amount shall be issued,

(6} When money is paid direct inlo 3 sub-tressury on dccount of o District Board
it shall be accompanied by o chelan in  quadrutdicate, one pare of which shall be
retained by the officer-in-charge of the sub-treasury, the second part shall be
handed as receipt to the person making the pAyment the third par shall be
forwarded to the Distric: Board office through the Treasury Officer, and the
fourth part shall be returned to the Tahsil Moharir of the Board,

{7} Land Revenue collections paid into & substreasury or [reasury are accompanicd
by Dakhilas or chalans in triplicate,

(8} The fee payablein o dvance to the Criminil Tnvestigation Bureau at Madhubuan,
in all Civil cases in which the pariies or any of them apply for expert opinion
i1 the motter of deciphering finger impressions and other work of a similar
character, may be received &t the treasury for credit (o the Hend “Police™,

*#(9) All Chalans in respect of deposits on sccount of over payments whether these
reliteto the current year or  the previous yedrs, should be presented al an
treasury in quadroplicate; the original copy being returned tothe tenderer; duly
signed a5 areceipt, second copy sent to the deperiment concerned, third copy
retained in the treasury record and the fourth copy being attiched with the receipt
schedule in support of credits appeating thergin, the yeas to which the amount
of over-payment relates should invarably be entered in the challans,

=310y In every case of recovery of overpayment milde in cise a challan shall be pre-
sented in triplicate containing Tull particulars of No. and Date of encashment
of the voucher and also the Head of Account under which _the amount was
deawn,  Onecapy of challan being Torwarded by the Treasury to the AJG. in
sapport of oredits incorparated in the monthly schedyles of receipis of the
Departiment concerned .

“Added +ide No. 3-1{1)-81-2 FR Il Dt 11-8-8]
beAddad vids No. 1161 T—6FR-1-65/2935 Dared 22-2-86
L= b esbpdded-gide No, 2889-3FR-TO/N05T7 Dated 19-5-69
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C—PROCEDURE AT TREASURIES IN RECEIVING MONEY AND
GRANTING RECEIPTS

2.8. The memorandum or chalan with which money is
presented shall be handed first to the Accountant (Head
Treasury Clerk) or other Government servant who is in-charge
of the accounts of the Department concerned, who if it is
in order in all respects, will initial it. Next, the person
making the payment shall present it with the cash to the
Treasurer, who must count and test the money, enter the
amount in his own cash-book, and sign the chalan, which will
again be taken to the Accountant for entry in hiscash-book
and for the preparation of a formal receipt for his own or
the Treasury Officer’s signature. Such a receipt only shall
be proper acquittance, If the memorandum is in duplicate
the original copy may be made use of, for the receipt given
by the treasury.

*1. All reciepts must be written in figures and in
words in the original and such other copies of
challans in Form STR 4 prescribed in rule 2.7 as
are required to be givento the tenders of money
and signed in full over the “Cash Received”/
“Received payment” stamp. Other copies of the
chalans may, however, be initialled against the
amount alredy indicated therein over the cash
received/received payment stamps.”

2. Receipts for sums below Rs. 1000 do not require the
Treasury Officer’s signature and are signed by the Treasurer
and the Accountant. As regards reccipts for sums received
by transfer in account, which do not require the signature of
the Treasurer, the Treasury Officershall, by an office order,
designate the person who shall attach the second signature
in the case of sums under Rs.1000. Receipts of Rs. 1000 and
over must invariably be signed by the Treasury Officer.

3. The Public Works, and other Departments, send a
remittance book with their payments to the treasury, and in
it the freasury receipt should be given. The usual memoran-
dum (or chalan) is required, in addition to the remittance
book, for use in the treasury,

4. When chalans in duplicate are tendered with cash,
the Accountant may initial both, and receiving both back
signed from the Treasurer may complete his signature on tne

*Sbstituted vide No. 1583—2FR—72/23368 Ot 4-7-72,
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orignal copy and return it as a receipt to the person who
makes the payment, first obtaining, in the case of sums of
Rs. 1000 and upwards, the signature of the Treasury Officer.

#*5. Omitted

6. No. Government officer may issue duplicates or copies
of receipts granted for money received on the allegation
that the originals have been lost. If any necessity arises for
such a document, a certificate may be given that on a speci-
fied day a certain sum on a certain account, was received
from a certain person. This prohibition extends only to the
issue of duplicates on the allegation that the originals have
bezen lost and does not apply to cases in which, by existing

rules, duplicates have to be prepared and tendered with
originals.

Note. —Treasury Officers shall remember that ignorance of the proper classification
would not justify them in declining to receive money presented 1o them for credit to Govern-
ment. If theyeniertain any doubt réspacling the correct classification of any item, the best
course will be for them to show it distinctly and with suficient informarion (under the hewd
L‘ﬂ:cllssiﬁad suspense, il necessary), o indicate its precise nature in the Cash-haok and Cash

coount.

2.9 The Government may by general or special order
permit revenue collected at outlying stations to be remitted
Lo treasuries or sub-treasuries by means of money orders.
The money order commissionin such cases should be charged
to contingencies of the department concerned .

The following are the special orders issued by the Govern-
ment in this behalf —

(I) In the case of Government Institutions situated
at places which are not the headquarters of
treasuries or sub-treasuries, the Director of Public
Instruction may authorise the Heads of Institu-
tions to remit all fees, etc. by money order to the
nearest treasury or sub-treasury for credit to the
Government account.

(2) Io the case of Agricultural Farms situated beyond
a radius of 8 kms. from a treasury or sub-treasury
the Director of Agriculture isauthorised to permit
the remittance of money by money orders to the
nearest treasury or sub-treasury.

(3) In the case of outlying courts situated at places
which are not the gludquanﬂs of treasuries or

~ *Omitted vide No, 2/1)(3) 820.FR 11 DL 2782
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sub-treasuries, the Presiding Officers have been
authorised to remit Government money by money
order to the ncarest trezsury or sub-treasury for
credit te the Government account.

(4) In the case of the Forest Department, the forest
revenue collected at outlving stations may be
remitted to treasuries by means of money orders.

(5) In cases where expenditure onaccount of travelling
allowance, etc., of a Government servant deputed
from an outlying station to credit Government
money into a treasury or sub-treasury exceeds the
charge on account of money order commission on
the same amount of money, heads of departments
are authorised to permit remittance of such money
by money order to the nearest treasury or sub-
treasury and to charge the commission to contin-
gencies. Necessary particulars and full classi-
fication of the Government money so remitted
shall be recorded on the money order coupons
by Departmental Officers.

{6) In the case of Fisherizs Szction of the Haryana Ani-
mal Husbandry Department, Assistant Warden of
Fisheries have been authorised to remit their
collections made at outlying stations by means of
Money orders to the ncarest treasary or sub-treasury
forcredit to the Public Account of the State.

Motes.—(1) The remitier of a motey order will fill in the tecessary entries in ink,

'-"Lﬂ ? l'l'lt}"‘ﬂf-'}' atder form (which will he supplied gratis by the post office), adding his sgrature
at the foot,

{2} Mecessary particulars and full classification shall be recorded on the money
order coupons,

(31 Onthe “ﬂl:T':!'mwlmIg-:mcnt"]podi.;m af the Form shall be entercd the designation
and address "of the collecting officers of the department to which the remitter belongs
and-(he amouunt of the orler.

(4} Afl money orders shall be nddressed 1o the officersin-chargs of the nearest
trefisury or sub-treasury by designation (not name) for credit to the Government account.

{5) All the entries made in the form must be legible and may be in English or in
current langusge of the district.  Theform may be filled up cither by the remitter himself
oF by some one on his behalf.

{6) Ing#Eses inwiich Goversment money 15 remiltad by money order the following
procedure shall be ndopted at the receiving  freasury or sub-tregsury —

Payment on fecount of money orders will not he made in cash : the transactions
shall be adjusted by book transfer on regeipl, in the presgribed  form, sigoed by
the postmaster for the tosal value of (he money orders pavable to the treusury
or sub-treasury o each duy.  The acknowledgement’ with - the conpons of the
monevy arders shall then be forwarded by the freasury or sub-treasucy to the
collecting officers of the depirtment concerned and 2lso on advice of all the
remittances recgived by money order on c2ch day, on which such transactions
mey gccur,  In such cases no-duplicate chalam s tendered - et the reasary bt
the money received from the posi office is eredited without any chalan.
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D—SPECIAL INSTRUCTIONS FOR PARTICULAR DEPARTMENTS OR
PARTICULAR CILASSES OF RECEIPTS

(1) PusLic WORKS DEPARTMENT

General

2.10 Public Works Officer, who has frequently to make
remittances, shall keep a book (Form ST R. 6) in which he
will enter all his remitfances to the treasury  This book should
accompany the cash and the chalan to be receipted by the
treasury. At the end of the month, 2 consolidated receipt
for the whole of the remittances made during the period
should be prepared by the officer and sent with the remittance
book to the Treasury Officer who, after verifying the entries
by comparison with the schedule of receipt, will sign the book
and the rececipt and rcturn them to that officer.

(1) The consclidated receipt will be signed by the
Treasury Officer, however, small its amount may be.

2) There shall be only one Remittance Book in a Divi-
sion for each treasury, which shall remain with the Executive
Engineer in charge of the Division. All money remitted by
Public Works Sub-Divisional Officers to a treasury or sub-
treasury shall be accompanied by chalans in duplicate, one
copy being returned to the tenderer, duly signed as a receipt,
and the other retained in the treasury for record. The
Executive Engineer on receipt of the receipted chalan, with
the Sub-Divisional Officer’s Cash-book in support of the pay-
ments made into the treasury or sub-treasury, shall enter the
amount in his Remittance Book and forward it to the Trea-
sury Officer with the original chalans. The Treasury Officer
will retain the chalans and return the Remittance Book with
consolidated receipt for the amount paid into the treasury
during the month both by the Executixe Engineer and the
officers under his control.

(3) As it isnecessary that Executive Engineers shall know.
as soon as possible, what payments have been made into
treasuries by Civil Officerson account of the Public Works
Department, each Executive Engineer in the district shall be
furnished witha memerandum of the maonthly receipts in the
treasury on his account belonging to his division. The
memorandum shall give the following particulars - (a) date of
payment into the treasury; (b) by whom paid, ie., whether by
the Deputy Commissioner or Tahsildar : or any other officer:
(¢) nature of item ; (d) name of person from whom recovered :
(e) authority under which recovered : and (fy the amount
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(4) For receipts on account of recoveries of rents of
buildings see rule 4.18. These recoveries shall be credited in
the manner laid down in the rules issued by the Comptroller
and the Auditor-General of India.

(5) Moneys received by officers of the department shall
be paid assoon as possible into the nearest treasury forcredit
as Public Works Remittances.

If a Divisional Officer or Sub-Divisional Officer makes
use of cash receipts temporarily for current expenditure, under
the provisions of Treasury Rule 7 (2) (c), he, must, before the
end of the month, send to the Treasury Officer a cheque for
the amount thus utilised, drawn and endorsed in the manner
laid down in rule 2.11 below.

Mote,—This rule doesnot apply to recelpts realised by sken piyment onbills or
other vouc hers.

2.11. If a Fublic Woiks Officer rercs a chigre as a
remittance to the treaswry, the cheque shall be drawn in his
own favour and endorsed by himself with the werds “Received
payment by transfer credit to the Public Werks Department”.

2.12. Remitlances made 1o the Bank c¢f cheques paid in
as Public Works Receipts shall ke entered in the iemitiance
bcok but in the place for the treasury receipt shculd be
entered “By Bank Cheque” ard the beck need not be sent
the with remittarce, provided that the cheques are always
endorsed as prescribed in the preceding rule.

Fees for water-rate (collection paid at Sub-Treasuries)

2.13. In their arzirsals, Lambardars show the gross
amounts due to Government, but they present at the sub-trea-
sury only the net amount together with a receipt for the fees
claimable. The Sub-Treasury Officer shall give a receipt in full
for the gross amount which will be credited to the Public
Werks Department (Irrigation Branch) and charge the amount
of the fees, as paid to that Department supporting the entry
in the daily Siaha by the Lambardari receipt.

The Lambardari receipts shall be passed on by the
Treasury Officers to the Executive Engineers concerned who
shall check them to see that the amounts paid to the Lambar-
dars are not in excess of those due to them and also detail
them in the register maintained for the purpose. At the close
of the month a consolidated receipt shall be prepared by the
Executive Engineer and forwarded to the Deputy Ccmmis-
sioner concerned. The Deputy Commissioner shall transmit
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these consolidated receipts to the Accountant-General in I
suppoert of the debit in the treasury account.

(2) ForeST DEPARTMENT |
2.14. A Treasury Officer shall receive Forest Revenue—
(1) when paid in by a Forest Officer ;

(2) when the chalan is countersigned by a Forest
Officer ; or

(3) when the Treasury Officer is specially authorized
to receive it. In such cases a copy of the chalan
shall be forwarded by the Treasury Officer direct
to the Divisional Forest Officer in order that the
revenue may be brought to account in the books
of the latter.

1. Earnest money deposits tendered by contrctors purchfizsers of forest produc:
should be paid by them direct into a irgdsury or sub—l.reasmjy, where they will be credited ti
Revenue Deposits and nol as Forest Remitiances, Refunds of these deposits will be reguiate
by rules governing Deposits,

2.15. (a) Remittances by Forest Officer may be in cash
or partly in cash and partly by cheque, or wholly by a cheque,
the amount paid in cash and the amount remitted by cheque
being shown separately in the chalan or remittance note.

(b) If a Forest Officer makes use of his cash receipts
temporarily for current expenditure under the provisions of
Treasury Rule 7(2) he must before the end of the month,
send to the Treasury Officer a cheque for the amount thus
utilised drawn in his own favour and endorsed by himself
with the words “Received payment by transfer credit to the
Forest Departments”.

2.16. A consolidated receipt in ‘Form T.A. 12° for the
Forest Remittances received and credited during the month
(vide Article 58 of Account Code, Volume IT) shall be furni-
shed by the Treasury Officer on the Ist of the ensuing month
to each of the officers dealing with the treasury.

A simple schedule of Forest Remittances showing
separately the cash received into the treasury from each
Forest Officer and acknowledged in the consolidated treasury
receipt will be prepared every month for submission to the
Accountant-General,
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(3) LAND REVENUE

2.16-A. Five percent commission allowed to Lambardars
cn the collection of Lard Revenue is received directly and
retained by Lembardars without passing through treasury
accounts.

(4) SUBSCRIPTION TO PROVIDENT AND OTHER FUNDS

2.17. Subscriptions to a Service Provident Fund of the
Government can be received from such Government servants
as are either required or permitted by the rules of the Fund
to subscribe to it, the recoveries being made ordinarily by
deduction from pay-bills of the Government servant con-
cerned. '

The subscriber himself is responsible for seeing that
proper deduction is made from his pay-bills, though, for his
convenience, it has been provided in rule 4.19 that the res-
ponsibility for making necessary deducticns regularly and
correctly devolves upon the drawers of the bills.

2.18. (1) Subscription to the Funds specified below may

be received at a treasury only under spccial instructions of
the authorities of the Fund received through the Accountant-
&eneral —

(@) Indian Civil Service Family Pension Rules :

(b) Superior Services (India) Family Pension Fund
Rules :

(¢) General Family Pension Fund.

(2) In the case of subscribers drawing their pay or pen-

sions from the Government the subscriptions are recoverable

from their pay or pension bills, except that in the case of the
General ‘Family Pension Fund, such subscriptions may, at

the option of the subscriber, be paid in cash either direct

to the authorities of the Fund concerned or at a treasury.
E—PROCEDURE AT TREASURY
(1) General

2.19. At places where the cash business of the treasury is

conducted by the Bank. the memorandum (¢halan) must
except when otherwise provided. be first presented at the
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treasury. The Treasury Officer will have it enfaced with an
order to the Bank to receive the money and to grant a receipt.

Exception—*1. In the case of Printing and Stationery
Department, the challans in respect of credits to Government
accounts will be presented at the Reserve Bank direct and not
through the Treasury Officer.

- Exception-2. Inthecase of Industries Deptl. the challan

in respect of credit to Govt. account on account of repayment

of loans under tpe State Aid to Industries Act, 1935 will be

presented to the State Bank of India direct on the basis of the

order passed by the District Industries officer/Assistant District

gzgpstries officer on the chalan and not through the Treasury
Ficer.

Exception-**3. In the case of Food and Supplies Depart-
ment the Chalans in respect of credits relating to foodgrain
bills to Government accounts will be presented at the Reserve
Bank direct by the department or the clearing agents
appointed by the Government and not throughout the
Treasury Officer.”

(2) Revenue Receipts

©2.20.¥**Any one who has to pay any money on account
of Govt. will present a chalan in form S T R. 4 in tripli-
cate (which, if necessary, will be prepared in the Treasury).
The officer entrusted with the duty of examining the chalans
will, after examination, ywrite on all the three copies the
word “*Correct”. He will then affix his initials on the
challans with the date, specify the head of account, and
return all the three copies to the payer who will proceed
with them to the Bank. There the money will be received
and credit to the proper head of account and an acknow-
ledgement granted the paycr in the original chalan. The
‘other two copies of the chalan having been retained by
the Bank will be forwarded to the Treasury officer with
the daily account. The Treasury officer will forward the
duplicate copy to the Department concerned and retain the
triplicate copy in his office. Chalans are only vaild for
such time not exceeding ten days, as may be fixed by the
Collector if they are presented after the allotted time, the
money will not be received by the Bank uvatil they are
revalidated by the Treasury Officer.

£ Indarted vide Wo. 916-=MW (1)-65/10891 Dt. 30489
*5  Added side No. 200R-4FiG 11-70/15173 Dt 1.6-70.
bt chudutimladadd e 0. d TA2FR-72/21 768 D, 2772
" oF  Delefed vide No. 8314-2FR-T5831 41 Dt 125805
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®Exception 1—Money payable by a é)ri\rate peison ten-
dered with a challan in triplicate signed by a departmental
officer under the provisions of note (3) below rule 2.7 may

be received direct at the bank without the intervention of
the Treasury officer,

“Exception 2—The amount of tax under the Punjab
Urban Immovable Property Tax Act, 1940 or under the
Punjab General Sales Tax Act, 1948 or under the Punjab
Entertainment Tax (Cinematograph Shows) Act, 1954, may
be paid by the Assessee or the proprietor of a Cinema
direct into the bank accompanied by a chalan in form *1”
appended to the Punjab Urban Prop-rty Tax Rules 1941,
or in Form S.T. XI-A appended to the Punjab General
Sales Tax Rules 1948 or in form P.E.T. 4 appended to the
Punjab Entertainment Tax (Cinematograph Shows) Rules,
1954, as the case may be one part of the chalan shall be
handed to the person, making the payment as a receipt
and duplicate with the original shall be forwarded to the
Treasury officer concerned who shall retain the duplicate
and transmit the original to the assessing authority.

Note. | :—This rule also applies to recelpt in respect of Locdl Funds deposits.

Nate. 2 :—All in tending tenderers in in other States should remit the earnest money d it
licezt to the Dixpartmental officers congerned by means of Bank Drafts drawn on Scheduled
3unk of India, The Departmental Officer shuu{i credit the proceed of the drait so reccived
inmediately in 1o the TeeasuryBink under the Head “Revenue Deposits™.

2.21. Cheques on local banks will be accepted in payment
of Government dues or in settlement of other transactions in
accordance with rule 2.5. The preliminary acknowledgement
for the receipt of thz cheques will bs in the form below —

Received cheque No.—————for Rupees
drawn on Bank on account of
as per chalan No.

There will be a daily clearance of cheques accepted and the
transactions will be included in the daily account submitted
to the treasury after the cheques have been cleared. If a cheque
is dishonoured by the Bank concerned on persentation, the
fact will be reported at once to the payer with a demand
for payment in cash.

(3)  Receipts of Departmental Officers

.. 2.22 Moneys received by officess of the departments
named below will be received at the Bamk withoutthe inter-
vention of the Treasury Offioer in accordance with the spetial

S T s T
*Subistitoted Vids Wo, (763FR- 7221761 Dt. 74772, e -t
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rules specified against each :~—Rules

Forest cs 2914 402.16
Pub.ic Works o200 2,18

Forms shall be supplied to the Bank by the treasury.

Any monthly comparison of receipts between the Depart-
mental and Treasury Officers will be certified by the Treasury
Officer under rule 2.24 below.

2.23. Inthe case of departmentsother than those men-
tioned in the precedingrule, moneys received by Departmental
Offieers shall be forwarded by them daily to the Bank direct
with a chalan in duplicate, describing the several items and the
heads under which they should appear in the accounts. Dupli-
cate copy of the chalan will, asdirected in rule 2.20, be retained
by the Bank and forwarded with the accounts of the day to the
treasury, and the original returned, receipted, to the Depart-
mental Officer for recording in his office.

Note.—The original chalan may be in the form of 8 book sent daily for signature,
4) Advices and certificates

2.24. The advices of receipts which, according to any
rule, have to be sent to Departmental Officers, or depart-
ments, and consolidated receipts or certificates of receipts
required by any rule to be given to any Departmental Officer
or department should be prepared in the treasury, and not in
the Bank, as the point to be advised or certified is not that
the money has been received at the Bank, but that the receipt
has entered the treasury accounts.

(5) Treasury returns

2.25. All treasury returns, with the exception of those
the Bank is instructed to furnish under express orders of the

Accountant-General, shall be prepared in the treasury and
not in the Bank.

F. PROCEDURE AT SUB-TREASURIES

2.26. The procedure in regard to the receipt of money

ai: District Treasuries is generally applicable to sub-treasuries
also.
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CHAPTER II—Custody of Government Moneys in Government
Offices and at the treasuries

(Orders issued under T reasury Rule 11y
SECTION [  CASH IN DEPARTMENTAL CHESTS
A~—~GENERAL

3.1. Government money in the custody of a depart-
ment or office (other than a treasury for which see rule
3.10 et seq) should, as a rule, be kent in strong treasure
chests, and secured by two locks of different patterns. In
the absence of any precise orders from Government, the
nead of the office, in charge of the chest, shall make such
arrangements for the custody of the key and the proper
disbursement of all moneys as he considers requisite.  All
the Keys of the same lock must, except where the pro-
cedure prescribed in the note to this paragraph is adopted,
be kept in the same person’s custody, and, as a general
rule, the keys of the one lock should be kept apart from
the keys of the other lock, and in a different person's cus-
tody when practicable, The chest shall never be opened
unless both the custodians of the keys are present. When
there is a police guard, the officer-in-charge of such guard
shall hold the custody of one set of keys and he must
always be present when the chest is opened and until it is
again locked, whenever a cashier is attached to an office,
the keys of one of the locks of the treasure chest shall
necessarily remain in his possession.

Note.—The duplicate keys of cash chests shall ba placed, under the seal of the officer
in-charge, in the custody of the Treasur Officer, " A  duplicate key register shall be
maintained, and oneea year, in the mcrnthui"ﬁp:il, the keys must be sent for, examined,

and returned under fresh seal, 1 the Treasury Officer, @ note being made in the register that
they haye been found correet.

3.2. No department may require that funds pertaining
to it may be kept apart from the general treasury balance
vide Treasury Rule 7 (1) or be received for safe custody
and kept out of account or be received at all except under
the ordinary rules.

L. For the deposit in the Treasury of (1) cash chests of
departments and (ii) bullion, jewellary and other valuables
(such as promissory notes, security deposits, duplicate keys,
title deeds, etc.) coming into the hands of a Government
servant in his official capacity, see Financial Rules.

. 3.3, The handling of cash (ineluding the encashment
ol chieques and bills) shall be entrusted fo a responsible
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clerk, who should be required to give adequate security
(See rule 3.5 below) The employment of peons 1o fetch or carry
moneys should be discouraged. When it i1s absolutlely necessary
to employ Class IV Government servants for this purpose
men of some length of service and proved trustworthiness
should only be selected, and in all cases, when the amount
to be handled is large, one or more guards should be sent to
accompany the messenger.

1 Cashiers may be appointed whenever, in the opinlon of the Government, theeash
tragsactions of an office division, or sub-division are suliciently extensive Ly Teguire It

2. On the case of Pullic Works Depariment one cashier may méke the cash payments
of two or. more sub-divisions, or throughout the whole of & division, wherever such an
arrdngement is found o be practicable.

) Mote.—A Government setvant who handles Gevernment money sheuld not, excep
with ¢he special sanation of the head of the office, be sllowed 1o handle #lso in his cfficic
capacity, money which does not belongio Government (See tule 34 below), When under
any specidl sanction & Government servant deals with both Government and non-Government
money, the Government money should be kept ina cash-box seprate from the non-Govern-
ment money and the {ransactions relating to the laiter should be accounted for ina separate
set of books and kept entirely out of Government 2ccount,

34. Where a Government servant receives frem non-
Government sources sums of money for disbursement as
for example, amounts representing awards from a Relief
Fund or estates of deceased soldiers, though the money 1s
not subject to the ordinary rules governing the custody
ete ., of State funds, such Government servant is personally
responsible for its custody and disbursement, and he must
not entrust the work of disbursement entirely to a subor-
dinate member of his office staff.

B—SECURITY DEPOSITS

3.5. Cashiers storekeepers, sub-storckeepers, clerks,
temporary subordinates and other classes of establishment
entrusted with the receipt and custedy of cash or store
or who are required to handle money, may be required to
furnish security, the amount being regulated with reference
to the amount of cash which is in the hands of the indi-
viduals from time to time or according to the circumstances
and local ¢ nditions in each case, under the sanction, in the
case of the Public Works Department, of the Chief
Engineer or a Superintending Enginecr, and, in the case
of other Civil Departments, of the head of the department
concerned. The amount of security shall not, in any case,
be less than 10 per cent of the maximum amount of cash
that is likely to be in the hands of such Government ser-
vants, except that in the case of the Public Works Depart-
ment staff the provisions of paragrah 1.152 of the Punjab
Public Works Department Coue. 2nd Edition, will apply.
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3.6. (a) The security shall be taken either in cash
or in one of the recognised forms of interest-bearing secu-
rities mentioned in clause (b) below or *in fidelity policies,
involving the payments of a small monthly premium, when
the security is taken in cash the authorities mentioned in
rule 3.5 above shall determine whether the amount shall be
paid in a lump sum or in instalments or by deduction from pay.

Note—Government servants holding substantive appointments need not furnish arnﬂ
seeurity when they officiate inappointments in which security is generally tsken and whic
do not extend bevond six months, Security should, however, ke iaken from clerks and
ather subordinates who do not held substantive appointments under Government when
they are appointed to officiate in posts in which secunty is gencrally taken.

(b) The recognised forms of interest-bearing securities
and the rules to which they are subject, are given below \—

(i) Government securities [ Under the rules in Chap-
other than Post Office | ter VIII of the Govern-
5-Year Cash Certificates | ment Securities Manual

##(ii) Municipal Debentures,
Port Trust Bond
or Bonds and or

Debentures issued
by the State Financial
Corporation

(iif) Post Office Cash Under the rules for cash
Certificates of various Certificates and Savings
categories Bank Account issued by

the Post Office

(iv) Post Office Savings The depositor should be

Bank Pass Books # required to get the re-

ceipts made out in the name
of the pledgee

If the deposit be for more
than twelve months the
receipts should be for-
warded to the treasury of
the District concerned for
custody otherwise they
should be retained by the
head of the Office. The
depositor should receive
the interest, when due, direct
from the Bank, on a letter
from the pledgee autho-
|  rising the Bank to pay it.

(v) Deposit receipts of any
Bank of repute

S

*comected vide No. 12684-6FRI-64/13047 Dit, 19-12-64
*#8ub vide Mo, 1B47-6FR 1-65/2073 Dt. 26-3-65
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(vi) National Saving | Under the rules for Nation-
Certificate al Savings Certificates is-
sued by the Post Office,

(vii) Promissory Notes
and Stock Certifi-
cates of the Central
Government or the
State Government

(viii) Treasury Saving

Deposit Certificates
to be accepted at the
Central Value
#(ix) 12-year National ( Under Rule 19 of the Post
Dzfence Certificate™. Office Savings Certificate

Rules 1960 as amended by
the Ministry of Finance
| Government of India
i Notification No. GSR 1355,
dated the 30th October,
1961 and GSR 1458 dated
. Ist November, 1962.

Hote {1).—Government pipers tendered a5 securities should be taken at their market
value it the time of deposit subject to the following conditions ©—

(1) The amount of Governmeni paper tiken shall be such that its macket value at
the time of sceeptance is not less than the amount for which security is reguired.

(2} When owing to depreiation in the market value of Government paper, its market
vilue is less than the amount of security required by more then IE-;. 100, further
segurity shall be taken to cover the differénce.

(3) When, owing to appreciation in the market value of Government pager, its
market value exceeds the amountof the securdty requited by more than Rs 100
and the depositor asks that part of the Government paper may be returned
1 m'?JlI to cover this difference, the request shall be granted, so far as this fs
possible.

MNote (2).—{b) For the purposes of item (v) under this clause, the suthotity demanding
thie s2zurity shall L2zide whether the Bank concerned is a reputable firm engaged in regular
banking business.

(&) Security deposits whether made in cash or in one
of the forms of security referred to in clause (b) above
should be covered by an agreement in Form ST.R. 7 or
ST.R. 7A as the case may be, setting forth the conditions
under which the security is held and may be ultimately
refunded or appropriated.

Note (3)—The existing Stereo LB. Forms 75 dnd 78 inforce in the LB. should continge
'o be used fof cashiers and temporary section officers, and the period regarding retention
of secnrity deposit of the Government secvants guitting service, transferred sic. should
continue in the caseof the LB, to be “six months” instead of three months”,

. 3.7, Security deposits lodged in the Post Office Say-
ings ‘Bank should be hypothecated to the head of the

*Adted vide No. 3691-6FRT-64/3842 Dt. 17-3-64
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office. The Bank Pass Books should remain in the cus-
tody of the Government employee to whom the deposits are
pledged.

All the Pass Books should be sent to the Post Officer a3 soon o5 passible after the
?-Stg .T_|.1LI|-:]~..L cach year in order thal the necsesary entries en @ccount of interest may be
made in them,

3.8. Cash deposits may be converted at the cost of the
depositor, into one or more of the forms of interest-bear-
g securities, provided——

(i) that the depositor has expressly desired this in
writing, and

(ii) that the acceptance of the new form of security
is permissible under the rules as well as under
the terms of the agreement or bond.

Cash which has actually beecn received or recovered may be converted, even though
Lhu-rfuirll amount oF the daposit which i being paid in instalmsnts has mot yet been
realised,

3.9. Without the special orders of competent authori-
ty, no security deposit should be repaid or retransterred
to the depositor, or otherwise disposed of, except in accor-
dance with the terms of his agreement or bond.

The depositor’s acknowledgement shoald be obtained inall gases of securify returned,
When an interest-hearing security is refurned o retransferred, the acknowledgement should
setforth the full particulars of the socurity.

SECTION II—CaAsH BALANCE IN STATE TREASURIES
A—TREASURY BALANCE

310. The money held in a treasury is usually divided into
to parts, viz :(—

(1) the treasury balance which forms part of the Con-
solidated fund, the Contingency fund, and the Public
Account of the State.

(2) The currency chest balance, which consists partly
of currency and Bank notes which are treated as not
in circulation and partly of coin (rupees) and one
rupee notes which form a portion of the reserve
held against the issue of notes in accordance with
11;1195 dprwisiuuu of the Reserve Bank of India Act



59

Rules 3.11 to 3.20 apply to the Treasury Balance of the
State and rule 3.21 to Currency Chest Balance.

Note—Money held in a small coindepot, where such a deposit is loctied avn treasury,
is kept entirely separate from the tredsury and currency chest balances, The procedure
forthecustody and werification of balances in these depots is regulated by the rulesizsyed
by the Union Government in that behalf,

B—THE TREASURER

3.11. (a) The Treasurer is respensible for the handling
of the money at a treasury. It is the duty of the Cellector
to see that the Treasurer furnishes sufficient security to protect
Government against loss due 1o his negligence or fraud.

(b) The Treasurer’s security bond shall be drawn in
one or the other of the following forms :—

(1) If Government promissory notes or Post Office
National Savings Certificates exclusively are pledged
as security, in Form S.T.R.%.

(ii) If landed or immecvable property alone is pledged
as security, in Form ST.R.9.

(iit) If security taken censists rartly of Government
psper anc partly of immcvable preperty in both
Forms S.T.R. 8 and S.T.R. 9.

A form of deed for mortgage (Form 8. T. R, 10)
acccmpanies Form 9 for use in connection therewith

(c) The promissory notes or Post Office National
Savings Certificates lodged as securily may be retained per-—
manently or until it is certain that there is no necessity for
keeping it any longer.

312. To guard against the risk of uncurrent or
counterfeit comn being substituted in a treasury for good
coin presented by the public or received in remitlance,
shroffs and potedars or other subordinate officials who
handle coin in ftreasuries must on arrival for the day’s
work give up to the Treasurer or a responsible subordinate
to whom the Treasurer may delegate the duty, all coin
carried with them at the time. This coin should be restored
whe;: the men are leaving office at the close of the day’s
work .

C—TREASURY STRONG-Room
3.13. The following rules shall tegulate the sevurity of
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strong-rooms :— .

(a) Without the special permission of the Government,
no place should be used as a strong-rocm unless
it is first certified to be secured and fit for use as
such by an officer of the Public Works Depari-
ment not under the rank of an Executive Engineer.

In certifying the suitability of the rcom, the inspecting
officer may prescribe any necessary conditions as
to the manner of storing the coin, or treasure such
that it should not be piled on trestles, but must
be kept in boxes ; or that no bags or boxes be
placed within a prescribed distance of the wall or
in any particular part of the rocm. The Inspecting
Officer must specially examine the condition of
any of the enclosing walls which are so situated
that they are not, on the outside, under observation
of the guard.

(b) Existing strong-rooms should be inspected annually
by the Executive Engineer, or by an experienced
Assistant Engineer, or an Upper Subordinate hold-
ing Sub-Divisional charge, deputed by the Executive
Engineer for the purpose.

 MNote 1.—Tf inany district, the treasury building is under the comtrol of the
Distict Bpard, the District Engineer may beasked to undertake the annual inspections.

Mote 2.—Theinspecting officer will grant a certificate of afery and it is the doty of
the Treasury Officer to obtain such a ceriificate annuzlly,

(¢) Save in the case of Simla District where no trea-
sury guard is provided, the District Superintendent
of Police should record an order prescribing the
positions of the sentries, and may also require any
additional precautions to be taken in the streng-
thening of fastening, burning of lights, etc., but
the responsibility for the security of the building
and its fixtures shall remain with the Executive
Engineer, and that for the security of chests and
other treasury furniture not forming part of the
building or fixtures with the officer in-charge of the
treasury.

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



61

(e) The doors and windows of the strong-room must

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

As an exception to this rule, the opening of shutters

may be permitted during office hcurs, in an aper-
ture which is otherwise barred, if it is necessary fer
the admission of light or air to any other par: of
the building, provided that coin or valuables remain
securely packed under lock and key.

D—STORING OF TREASURE

3.14. The following are authorised methods of stroring
coins and notes in strong-rooms —

Coin.—Coin should be made upin bags of uniform size

(each containing Rs. 100, Rs. 500, Rs. 1,000 or Rs.
2,000 as is estimated to be most convenient for
local conditions, but one of these sizes must be
selected and adhered to0). A slip in Form ST.R.
13 showing the description and take of the contents
and signed by the person who has counted and
examined them should be placed in each bag The
bags should then be tied up with string.

Note.—Notes should be madeup in bundlesof 100 each for each denominsdtion, ony
balance of Jess than 100 forming a separate bundle. Each bundle cshould thén be stitched
with o Iabel in Form $.T.R. 14 ut the top showing the denomination and number of the
notes and signed by the person by whom they have been counted and exsmined.

3.15. Coin may be stored in either of the following
ways —

(1)

(2)

In bags of uniform contents placed in stro:g iron
boxes or safes, or wooden chests, or built r.cesses
or wells, each of which must be opened before
access, is obtained to the contents. One cf the keys
should remain in charge of the Treasurer, the other
in that of the officer-in-charge ; or

In bags of uniform contents piled upon trestles.
This method is not admissible unless every door,
window, drain, skylight, ventilator, or other aper-
ture in the walls of the strong-room is so closed

to prevent the insertion of any rod or instrument
within the room. ]
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(3) Coin may also be stored temporarily, in boxes pre-
pa}reds for remittance in the manner prescribed in
rule 5.27.

. 3.16. All notes should be stored separately from coin
In a tin box or other receptacle designed to protect them
from the injury by damp, insects, etc They should be kept
in bundles of not” more than 100 notes each, each bundle
containing notes of one denomination only,

*3.17. The bulk of the treasury balance remain under
double locks, one key being held by the Treasury Officer
and the other by the Treasurer.

. The Treasurer hold in his separate custody a sum suffi-
cient for the convenient transaction of Government busi-
ness.

The sum so held should be seen and roughly verified
by the Treasury Officer every day. Mcney, stamps and
opium in the sole custody of the Treasurer shculd be placed
for safe custody each night in the vaults under double locks.

Mote—The rules for the custody of duplicate keys of iteasury stipng-rooms and chest
are given in Chapter IT of the Findneial Rules,

3.18 The following rules must be carefully observed in .
Tecelving money into or giving it out from double locks —

(1) In receiving coin into double locks. the Treasury
Officer should cause the contents of cach bag to
be emptied into the scales, weighted and pcured
into another bag, which should be tied up in his
presence with the slip in Form 8. T. R. 7 and with
the slip in Form S.T.R. 13 placed insice it. The bags
thus tested should then be counted into the chest.

(2) In receiving notes into double lecks, the Treasury
Officer should count the notes in each buncle and
satisfy himself that the notes are all of the alleged
value, ie., that a note of lower dencmination has
not been included in a buncle for a higher de-
nomination, and sign the lakel in Form S.T R. 14 on
the top as a token of this verification. The bundles
thus tested should then be counted into the <hest,

In the case of fresh notes of _the dencminations of Rs.
10 and Rs. 5 received in a remittance from the
| currency office, the detailed check may be confined
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to one bundle in every ten taken at random.

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

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

(3) Every amount passed into or passed out of double
locks and currency chest should be registered in Form
S.TR. 15 (Treasurér's Daily Balance Sheet) at the
time by the Officer-in-charge with his own hand,
and a memorandum should be kept in each chest
showing its contents.

Note_Inorder to denote the transcations of the Carreey chiest separate 1o those of double
lock réferred to in sub-ryle (5) of rule 318 the word  C° should be written in: red ink in the
renarks column of Form $.T.R. 15.

(6) The lines in Form S.T.R 15 should be printed wide
aparl so as to admit of two or three entries against
cach in the rare cases which the same kind of money
is taken out more than once thz sam: day.

(7) Money arriving from a distance too late in the day
for examination may be kept in sealed bags under
double locks but only until the next working day,
the fact being recorded in the Register of valuables
prescribed in the Financial Rules,

3.19. As an alternative arrangement a separate register
in Form STR. 16 may be maintained, for recording in detail
the transactions in connection with the issues from and de-
posit into double locks, where this is desired by the officer-
in-charge of any individual treasury, and he is satisfied that
such transactions are numsarous and that a separate record is
convenient and desirable Each transaction in this register
shall be initialled at the time by the Treasury Officer and
the Treasurer by the corresponding entries in the Treasurer's
Daily Balance-sheet may be made by the Treasurer. The
Treasury Officer’s register shall be kept in the strong-room
and at the end of each day the Treasury Officer shall
carefully check (and attest by his initials) the double lock

entries in the Treasurer's Daily Balance-sheet by comparison
with: those in his own book.

3.20. For. the monthly verification of the cash balance
sec rules 1.8 and 1.9.

3.21. For the rules governing the safe custody and
verification of the currency chest balances and the main-
temance of their accounts, see Chapter 'VIII,
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CHAPTER 1V.—Withdrawal of money from the
Consolidated Fund, Contingency Fund
and Public Account

SECTION I.—PROCEDURE FOR DRAWING
MONEY FROM TREASURIES

(Rules issued under Treasury Rule 16)
A—GENERAL INSTRUCTIONS
(i) Introductory

4.1. Money may be "drawn irom treasuries in two
ways, namely, (i) by bills or as they are termed in the
treasury “vouchers” and (ii) by cheques.

(if) Government employees authorised to draw money
by bills

4.2. Except as provided in this rule and in rules
4.3, 4.4 and 4.24 below, Government employees shown as
disbursing officers in column 3 of the table in part II of
Appendix “D” to the Punjab Budget Manual may draw
money by bills on account of charges falling under the
minor heads, sub-heads, etc., named against them in
column 2 ibid.

To avoid abnormal delay in payment in any Public
Works sub-division the Government may in consultation
with the Accountant-General authorise the pay, travelling
allowance and contingent bills of that sub-division to be
drawn by the Sub-Divisional Officer, on his own res-
ponsibility instead of the Divisional Officer.

(iii) Payments to persons not in Government service.

4.3, When a person not in the Government service
claims payment for work done, service rendered, or arti-
cles supplied, the Treasury Officer should require—

(a) the submission of the claim by the head of the
department, or other responsible Government
employee under whose immediate order the ser-
vice was done, or the equivalent was given for
which payment is demanded:

(b) failing the above, in cases when it may be
necessary. fo” pay -the amount of bill draiwn by
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a person not in the Government service and
also when the authority of the head of the
department or responsible officer is insufficient,
an order from the Accountant-General should
be sought, by furnishing that officer with any
necessary particulars for obfaining the sanction
of Government, should such be needed;

(c) and in anyevent, if a bill be drawn by a per-
son not in the Government service, the Trea-
sury Officer should use special precautions for
satisfying himself of the identity of the appli-
cant for payment.

(d) in all doubtful cases, the Treasury Officer should
take the orders of the Collector, who must
be expected to assume the responsibility of
his position; and he would doubtless be sup-
ported by Government, if he can show that he
has exercised a proper amount of care and
discretion in the matter. When this necessity
occurs, however, he should immediately report
the fact to the Accountant-General

#The Treasury Officer shail furnish to the Commissioner of Income Tax concerned
quarterly statements of individual payment of Rs. 250/- and above made by him to non-officials
either on behalf of the Government or any local authority on account of fees, commission,
honis and renumeration of any kind, indicating the names and address es of the payees fo-
gether with the amounts paid. The monetary limit in case of payments 10 contractors, eic.
shall, however, be Rs. 1,000/ for cach payment.

Note,—(2) Payments due to contractors may be made to finapeing banks instead of
direct to contractors : Provided that the Department concerned obtains (1).an authorisation
from. the cantractor in the form of a legally valid document like the power-of-atlorney or
transfor deed conferring  authority on the Bank to receive payment, and (2) the contrach s
own acceptance of the correctness of the account made out as being due to him Govern-
mznt or his signature on the bill or other claim preferred against Goverr mend in this behalf,
before settlement of the account of claim by payment to the Bank, While the receipt given
by the Bank holding a power-of-attorney or transfer deed from the contractor constilutes
a full and sufficient discharge for the paymeant, contraciors should, wherever possible, be
induced to present their bills duly reccipied and discharged through their Bankers.

**1n cases where the contractors/supplier channel the goods through bank or docu-
ments necessary for taking over to the Bank against cash payment, the Bapker's rcceiptior the
arnounts received by them will be treated asvalid poyees receipl.

Note.—(3) The identification by the Treasurers should not be accepted in any case.

*++4 4, (1) Save as hereinafter provided and subject
to any general or special orders of the Government, bills
for grants-in-aid, contributions ete., shall be presented in
form S.T.R. 52. Bills for expenditure sanctioned by the

*Subs. vide No. 2926—FRI—64/497 Dated 16-1-04.

2% A dded vide No. 3731—FD-III—60/4740 Dated 16-5-64, This will have retrospectiv
affect from Ist January, 1963. I 3 & pective

wesg0bs . vide No. 2525—2FR [I—76/40114, Dated 15/28-12-76.
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Government shall be drawn by the departmental officer(s)
nominated by the Government in this behalf and bills
for the expenditure sanctioned by a subordinate authority
under the powers delegated to it, shall be drawn by the
drawing officer 'of its office. The orders sanctioning - ex-
penditure must be quoted in the bills in each case fand
their attested copies should also be attached therewith.
The drawing officer shall make arrangements for pay-

ment, which must be made by bank draft(s) where
possible.

(2) Compensation to Government employees 'for
accidental losses etc., due to the effect of floods, cyclones,
earthquakes or otherwise may be drawn in ordinary pay
bill form,-and bills so drawn may!be paid at the treasury
on the authority of the} sanction?noted in the bills.

(3) Scholarships and stipends, other than those
payable under the various scholarship schemes sanctioned
by the Government, shall not be disbursed at the trea-
sury except under the authority of the Accountant
General. Such expenditure when sanctioned by subordi-
nate authorities under the powers delegated: to them, may,
however, be disbursed by the treasury officer without
specific authority of the Accountant General.

(4) Bills for the Government’s investments, in a
company, corporation or similar autonomous organisation
sanctioned by the Government, shall be drawn by the
departmental officers nominated by the Government? in
this behalf. Bills for such investments Tsanctioned by a
subordinate authority under the powers delegated to it
shall be drawn by the drawing officer of its office. The
amount will be drawn by presentation of simple receipt
in a form similar to S.T.R. 52 duly supported by an
attested copy of the sanction, which should also be
quoted in the bill. The drawing officer shall make arrange-
ment for payment of the money drawn to the body

concerned and where possible it must be made by bank
draft(s).

Motz —(1) Bills for educational scholarships, stipends etc. shall be presented in form
5.T.R. 53 or in such other form as may be prescribed by the anthority competent 10 sanction
such paymsats after consultation with the Accountant General. In the case of payments o
institutions under private management, such bills shall be prepared and signed by the authori-
tizs of the institutions mnmrncﬁcnnd sent to such Government officer as may bo nomisated in
this bahaif by the sanctioning authority. Such officer shall countersign the bills, present
themutthe treasury and drawtheamoonts thersof for arranging payment to the institution
concerned throueh bank draft(s), where possible. Theorders sanctioning the payment which
should clearly state that the amount willbe drawn by the departmental n%m nominated
thereln, must be guoted on the billsin each case,
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It any conditions are attached to the payment of
scholarships or stipends, the bills must bear the certificate
of the countersigning officer that he is satisfied that the
prescribed conditions have been fulfilled.

Nete.—(2) The provisions of note (1) are not applicable to the varions scholarship
schemes of the Goverament.  The amounis of scholarships awarded tostudents under these
schomss are drawn by presentation of bills by the departments in accordance with the rules
governing the'schemes and the bank drafts obtained in favour of the Heads of Institutions
scnt to them for making pavment to the students concerned.

(iv) Instructions regarding presentation of bills at treasury .

4.5. Any person having a claim against Govern-
ment will present his voucher duly receipted and stamped
at the treasury. Unless specially provided for, no bills
may be paid at a sub-treasury without being first sub-
mitted to, and payment directed by, the Treasury Officer.

I. Where sub-treasuries have been permitted to
cash certain classes of bills without reference to the Trea-
sury Officer (see exceptions below), the payment of such
bills should not, except under special arrangements and
on particular occasions, be allowed at the treasury also.

x|

2. Whenta drawing Officer at the headquarters
wishes| to have the pay of his subordinate to be disbursed
at sub-treasury or to make other service payments at a
sub-treasury he may obtain from the District Treasury
a cash orderin form A & T 185 or a tahsildari letter
of credit in form A & T 203 according as the payment
15 to be made in one)or more instalments. The issue
of cash orders between places at which there are offices
of the Bank has been discontinued and the Bank issues
a demand draft in lieu of the cash order. Cash orders
and tahsildari letters of credit lapse on 31st March or on
the last working day of the third month after the month
of issue whichever date is earlier ; the charges they repre-
sent being cancelled and adjusted (sec Financial Rules).

If payment is subsequently claimed, the claimant
should forward the lapsed cash order or letter of credit
as the case may be to the Treasury Officer who will
arrange for the payment, a note being made against the
entry concerned n the treasury records so as fo prevent
a second repayment (See also S.T.R. 4.136.)

Nore.—The bills on account of pay of subordinates required (o be disbursed ata Sub-
Treasury should be drawn on a sepatate bill and not included in the main pay billin which
the pay of the staff stationed 0t Headquarters is drawn.



Exception 1.—The following classes of payment may
be made direct from sub-treasuries generally :—

(1) Discount on the sale of stamps.

(2) Pensions in cases in which the pension pay-
ment orders or descriptive rolls have been
transferred by the Treasury Officer for payment
at the sub-treasury.

(3) Payments to the following Departments under
Subsidiary Treasury Rules quoted against them—

(a) Forest Department (Rules 4.75 to 4.78).
%b} Public Works Department (Rules 4.82 and 4.89).

¢) Municipalities.

(4) Service postage stamps may be issued direct
fl;r_cl)lm sub-treasuries on the presentation of the
1115,

(5) Repayment of Revenue Deposits received direct
at sub-treasuries under the orders of the tahsil-
dar and Civil and Criminal courts deposits of
courts situated within the tahsil.

(6) Payment of Commission to authorised agents
under the various agency systems relating 1o
Small Savings Schemes.

(7) Payments of General Provident Fund balances
authorised by the Accountant-General, Haryana.

(8) Compensatory and T.A. bills of members of the
Haryana Vidhan Sabha (M.L.A.).

Exception 2.—All types of Government payments
may be made direct at the Sub-treasuries, where whole-

time Assisiant Treasury Officers have been posted.

Nate (13. -Vouchers passed by the District Treasury Officer for payment at a sub-trea-
sury may be in corporated in the accounts of the District Treasury under the signature of the
Aﬁ_caunl.ani; ail other vouchers should be incorporated under the signature of the Treasury
ofncer.

Neote (2).—Subject to  the provisions of other rules in this or in any other Handbook
regarding the currency of specific classes of vouchers and cheques, the pay order given bya
Treasury Officer on A voucher passed for payment at a sub-treasury remains current for one
month only.

Nore (3),—Relunds of income-iax can be paid at a sub-treasury without the previous
authorisation of Treasury Officer concerned. As a precaution against fraud, Tncome tax
Officers are required to send specimen of their signatures 10 the sub-treasury officers con-
corned. They are also required to jssue advice notes to the Treasury and Sub-Treasury
Officers in advance without which no refund orders will be honoured.  Sub-Treasury Officers
muast satisfy themselves that the person claiming the payment is the person duly authorised to
receive it apd is properly identified.

Nove (4).—A check register for the payment of pay, T. A. bills, etc., of gezetied
officers may be maintained at each sub-tressury  taken over by Firance Depariment. Fay
ments made to Gazetted Officers at such sub-treasuries need not be incorporated in the check
register maintained at the District Treasury.
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(v) Treasuries of which the business is conducted by the
Bank.

4.6. At places where Government treasury business
is conducted by the Bank all payments, with certain ex-
ceptions, are made at the Bank, Telegraphic transfer,
Reserve Bank Government drafts and Reserve Bank Drafts
and cheques are presented direct at the treasury. Cheques
issued on the Bank at outstations in final payment of
General Provident Fund Deposit of a subscriber should
always be sent to the Treasury Officer concerned for
delivery to the payee after proper identification.

Nore.—The detailed procedure in making payments; followed by treasuries banking
with the bank is contained in Rules 4.156 to 4,165,

(vi) General Instructions regarding Preparation and form
of Vouchers .

4.7. (1) The following general instructions regar-
ding the preparation and form of vouchers should also
be observed —

(a) Printed forms of vouchers in English should be
adopted as much as possible; but when, from
any circumstances, a vernacular voucher is
unavoidably necessary a bilingual form should
be used.

(b) When the use of a purely vernacular account or
voucher is unavoidable, a brief abstract should
be endorsed in English under the signature of
the preferring Government employee stating the
amount, the name of the payee, and the
nature of the payment.

*Provided that it shall not be necessary to endorse
an abstract in English in the case of bills
of the Central Government prepared in Hindi,
which are presented at the Haryana State
treasuries if international numerals are used
therein.

(c) **All vouchers must be filled in and signed in
ink, entries and signatures with ball point
pens are also permissible provided the same
are clear and legible. The amount of each

*Provided. —Added vide No, 823 -2-F.R.-74/12543 dated 15-4-74,
esSub. Vide No, 3/1(1)-78-2FRII dated 23:8-75.
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voucher should be written in words as well
as in figures. In case there arejnoj paise the
word “only” should be inserted fafter the
number of whole rupees aand care[should be
taken to leave no space for interpolations
as in the following examples :—

(1) Rupees Twenty-five and five paise as Rs. 25.05
(not Rs. 25.5);

(ii) Rupees twenty-five and fifty paise as Rs. 25,50
(not Rs. 25.5) ;

(iti) Rupees fifty-five and eighty-three paise as Rs.
55.83.

(iv) Fifty paise as Rs. 0.50.
(v) Rupees twenty-five as Rupees twenty-five only.

(d) All corrections and alterations in the total of a
voucher should be attested by full signature ,with
date of the person signing the receipt as many times
as such corrections or alterations are made; any
corrections or alterations in the orders of payment
must be attested in the same way by the Treasury
Officer. No documents bearing an erasure can be
accepted and ,payment of such voucher should be
refused by the Treasury Officer and a fresh voucher
called for. Corrections and alterations in orders
of payment drawn by the Treasury Officers on the
Bank should be attested by, their full signatures.

(e) Thelcomplete accounts classification as shown 1n
the statement of appropriation communicated to
him should be entered in the voucher by the drawing
officer, that is to say, the major and minor heads,
sub-heads( if any) and the primary unit of appro-
priation, as also the secondary unit, if any, is pres-
cribed, against which the amount of the bill is to
be debited. If two primary or secondary units are
included in the same bill the amount under each
unit should be indicated. This should be done on
all bills, including those{for “*Pay of Officers” and
“Pay of Establishment”. This classification should
also show whether the expenditure is voted or
charged. Care should be taken not to include
‘allowances and Honoraria® (other than those drawn
with pay) in the same bills as those for ‘Pay of
Officers, or ‘Pay of Establishment’.
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(f) Charges against two major heads should not be
included in one voucher, but the Treasury Officer
will not take exception to a voucher on this ground
unless the items required different action from him,
such as entry in different registers. This order does
not apply to the allowances of a gazetted Government
employee, or of an establishment asin such cases the
whole of his allowance, even if belonging to two or
more major heads of account, should be drawn on a
single bill if they are chargeable wholly to the Reve-
nue of the State.

(g) Unless the Government has expressly authorised it in
the case of any specified office, no payment may be
made on a voucher or order signed by a clerk instead
of by the head of an office, although in the absence
of the latter the clerk may be in the habit of signing
letters for him. Normay any moneys be paid on a
voucher or order signed with a rubber or facsimile
stamp. When the signature on a voucher is given
by a mark or segl or thumb-impression, it should be
attested by some known person. Vernacular
signatures must always be transliterated.

Note.—{1} The head of an office may authorise any gazetted Government employec
serving under Bim to sign a hill, voucher or order feor him, communicating his pamea nd
specimen signatures to the treasury.  This will net, however, relicve  the Head of the office
in any way of his responsibility for the accuracy of the bill or for the disposal of the money
received in pavment.

Note.—{2) In the: Public Works Department, Irrigation and Buildings and Roads
Branches, credit notes may be signed by Superintendents of Circle Offices, Divisional Head
Clerks and Sectional Officers in the absence from Headguarters of the Superintending Engineer,
Executive Engineer, or Sub-Divisional Officer. This will not, however, relieve the Superin-
tending Engineer and Sub-Divisional Officer in any way of the responsibility for the accuracy
of the credit notes.

*Nore.~(3) In the case of subordinate Civil and Sessions Courts, District and
Sessions Judges and Senior Subordinate Judges are puthorised o delegate the powers of
signing pay/T.A. [ Contingent ~ bills and operating sheriffl petty Accounts on their behalf
during the period of their absence on account of vacation, leave or tour, to subordinate
Judges at the Head Quarter or Duty Magistrates, who are under the control of District Magis-
trates. Thiswill not, however, relieve themin any way of their responsibility for the accuracy
of the pay/T.A./Contingent bills and Sheriff Petty Accounts signed on their behalf erfor
the disposal of any money received in payment.

(h) Bills requiring previous countersignature should be
returned unpaid if presented without such counter-
signature.

(i) When bills are presented on account of charges
incurred under any special orders, the orders sanc-
tioning the charge should be guoted. Copies of
sanctions accompanying a bill must be duly certified
by a responsible officer, not by a clerk.

*Subs.—vide Mo, 7541 FGI—63/11375 daied 26-11-62,
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(1) The authority under which deduction are made in
a bill should be quoted.

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

(I) When the drawing officer requires payment to be
made, through some other person, he must speci-
fically endorse an order to pay to that specified
person. The position in regard to endorsements on
a bill is that (a) one endorsement in favour of another
party is admissible, that (b) the party to whom the
bill is payable can endorse to his banker or to a
messenger **or an agent for collection only and that
(c) the banker can in turn endorse to a messenger
for collection only. Thus, in all, three endorsements
are admissible provided that of the three one is to
the payee’s banker and one is to a messenger

**or an agent for collection only. (See also rule
4.157 infra).

**Explanation.—Banker includes a Post Office Savings Bank
and an ‘agent’ means any Bank, including Post Office Savings
Bank acting as a collecting agency for and on behalf of the
payee’s banker.

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

(n) When payment is desired wholly or partly in Reserve
Bank Government Draft, a formal application for
such drafts should accompany the bill and the
manner in which payment is desired should also be
indicated in the drawer’s receipt on the bill.

**Vide F.D. No, 2121-2FR/I1-T6{31 761 dated 11/13-9-76.
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(o) Where it is permitted by Government by general or
special orders that either the whole or a part of the
amount of a bill should be remitted to a person
or persons by Postal Money Order, the Treasury
Officer will pass the bill for the net amount and
credit the deduction representing the amount
to be remitted by money order by transfer credit to
the post office and issue a certificate to this effect
that the amount of money order has been credited
to post office by contra credit.

Note.—The procedure contemplated in this clause has been prescribed in the Education
and Police Departments azindicated in Motes 1 2nd 2 below rule 4°152,

(p) The spaces left blank either in the money column
or in the column for particulars of the bill should
invariably be covered by oblique lines.

(q) A note to the effect that the amount of the bill is
below a specified amount expressed in whole rupees
which is slightly in excess of the total amount of the
bill, should invariably be recorded in the body
of the bill in red ink.

(2) When the drawing officer desires to draw money
through a messenger, who is an employee of the office, he should
invariably record a separate and clear authority, in the following

manner to receive payment on his behalf on the body of the
bill :—

Pay to (designation)
whose specimen signature below is hereby attested.

Signature of messenger
Signature of drawing officer.

Note.—(1) The above endorsement should not be conbined with other endorsemenm on
tha bills as for example “Received payment” or *"Received conlents”, usually recorded by the
drawing officers at the end of the bill. In other words, the drawing officers discharge shoud
be quite separate from the authority to recéive paymient on their behalf,

* Note.—(2) In the case of banking treasurics and sub tressuries the authority m the

name of a messenger should be recorded only after the bill hag been passed by the T.Q/AT.O,
und entered in the Bill register.

(vii) Stamping of Bills or Vouchers
4.8. Receipts for all sums exceeding Rs. 20 must be

stamped unless they are exempt from stamp duty under the
rules issued under the Stamp Act.

* Nore.—(2) Added vide No. 13114-6 FRI-64/426 dated 15-1-65.
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The following are some of the exemptions :—

(1) (a) Receipts given by, or on behalf of Government,
(b) Receipts on cheques. j
(c) Receipts for interest on Government securities.

(d) Receipts for withdrawals from Government Savings
Banks.

(e) Receipts on Postal Money Orders.

(f) Receipts given by a Railway or an Inland Steamer
Company for payments made to it on account of
freight and fares and for incidental charges such
as loading, unloading, delivery, cranage, haulage,
wharfage, demurrage, etc.

() Receipts for any payment of money without consider-
ation, such as receipts for grants-in-aid bills,
and for fees paid to Barristers-at-law.

* Note,—Receipts for;fees paid to Advocates thus on prefinger or instrecting Govt.
Soliciter or Advocate need not be stamped.

(h) Receipts given by an opium cultivator or his re-
presentative or by a lambardar or khattadar for
money paid to him'by Government as an advance
for the cultivation of opium.

(i) Receffts for advances made by Government under
the Agriculturists’ Loans Act, 1884 (Act XIT of
1884).

(i) Receipts given by or on behalf of any society
registered under the Co-operative Societies Act
or by any officer or member of any such society
and relating to the business of the society.

(k)iReceipts given for refund of fines ordered by a
court of law.

Nate.—{1}) Cash memoranda which do not contain an acknowlcdgment receipt of
money {rom persons named therein are not receipts within the meaning of Section 2(23)
of the Indian Stamp Act(IT1of1899). Further the mere writingof the purchasers name
and address on acash memorandum for delivery purpeses does not transform it inte zn
acknowledgment to the purchase that the money has been paid. Cash memorandum
will not therefore, be regarded as sub-vouchers in Audit unless they containanacknow-
ledgment of the receipt of money from the person named therein (with stamps affixed
when the amount exceeds Rs 20). **Or in cases where this is not practicable, they
aro stamped paid and initialled by the Drawing and Dishursing Officer.

**®Note 2,—The limit of Rs 20, upto which a receipt is not required to be
stamped, shall be applied to the net amount payable on a bill and not the gross,
claim preferred therein,”

*Mo. 13413-6FR/63/1872 of 2-1-64,

#22537-FR-T0/21074 of 15-7-70.

42 Sub, vide 4113-6-FRI-64/4989 Dt 23-5-64.




