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to Government through his immediate superior for orders,
Payment of the pension, however, should not be suspen-
ded pending the result of such reference.

~ (8) For payment of pensions due to deceased
pensioners, see Rule 5.3 of the Punjab Financial Rules

Yolume L

*Note.—It is not necessary that the life certificate should be in respect of the
date on which the pension bill is presented for payment, if that happens to be latter
than signature of the pensioner on the bill™,

4.100. Every payment is to be entered on the
reverse of both portions of the order and attested by the
signature of the Treasury Officer; in case of pensions
paid at a sub-treasury where will be found only a copy
of the order in English or vermacular with the District
Officers” order thereon, the sub-treasury officer will make
the entry on the counterpart and on his copy, while the
Treasury Officer at the headquarters treasury will, from
the receipt make the necessary note on this original of
the order. Simultaneously, an entry of the payment
should be made in the subsidiary register of pension pay-
ments and this entry and the pay order on the pensioner’s
receipt should be signed by the Treasury Officer.

In case of bank treasuries/sub-treasuries the pay
orders on the pensioner receipts should be signed by the
Treasury Oflicer/Sub-Treasury Officer. After the payment is
made an entry of the payment should be made in the Sub-
Register of pension payment under the initial of the Trea-
sury Officer/Sub-Treasury Officer.

4.101. The payment of pensions not exceeding
Rs 230** a month may be made by postal money order
at the option of the pensioner. When this mode of pay-
ment is adopted, the following rules shall be observed —

(1) The pmceiiuré prescribed below may be applied
mutatis mutandis to pensions the payment of
which at a sub-treasury has been authorised

under rule 4.175 infra.

(2) A pensioner who elects to have his pension
paid by money order should present in person
fo the Treasury Officer a declaration to that

*Mote Added vide No. 104-6FERI-64/242 dt, 7-1-84.
#+50h : yide No. 7151-2FR-70/11134 dt, 8-4-71.
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effect with his copy of the pension payment
order. The Treasury Officer should then identify
the pensioner as laid down in rule 4.95 above.
Alter this has been done, he should paste the
declaration and both halves of the pension
payment order in a separate file headed “Pen-
sion payable by money order”. On a date
not later than the 10th of each month, a
Treasury Office clerk deputed for the purpose
should make out a money order form for
each pension recorded in the file mentioned
above, less money order commission, and make
corresponding payment entries in the table at
the back of the pension payment orders. The
Treasury Officer should sign the money order
form and initial the entries on the back of
the pension payment orders after carefully
comparing the three documents.

Note—If ‘a  pensioner applies for his pension to be remitled to him quarterly
instead of monthly, his request shall be granted by the Treasury Officer and his pen-
sion shall be remitted, to him on 2 datz not later than the 10th of Japuary, April,
July and October cach year, For this purpose the Treaswy Officer should maintain
separdte files of pension payment orders on which payment iz to be made guarterly
headed *“pension pavable quarterly by monev order’.

_ *Note.—-(2) “Pensipn upto Rs 250 per mersem may at ‘the request of the
Pensionérs: who are in réceipt of Pcru;inn above BEs 250 may also opt for drawing net
amount of Rs 250 by money order at Governmeni expense or the entire smount of
pension at their own cost. "

(3) (a) In order to minimise the risk of fraud,
the Treasury Officer should compare the sig-
nature on the money order receipt every month
with the pensioner’s signature on the pension
payment order. The Treasury Officer = should
also satisfy himself once every ene year in such
manner as he thinks desirable that the pen-
sioner 1s¥actually 'alive. In token of having .
done so, he should endorse on the schedules of
payments for the month of April each year a
certificate to the effect that he has satisfied
himself that the pensioners were actually alive
on the dates on Which the pensions were re-
mitted to them.

In cases where determination of a pension cannot
be fixed for a precise date, the Treasury Officer should,
before . remitting the pension for December and June,

* Added vide Mo, 1233-2FR-72/37939 dt. 28-11-72,
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obtain from the pensioners the certificates in Form S.T.R.
38. *In the case of female pensioners whose pensions
are terminable on their marriage or re-marriage however,
before remitting their pensions for December, only, the
alternative yearly declarations in Form STR-39 prescribe
in Rule 4.99 above may be obtained,

Note.—(1) When a woman pensioner files a declaration electing to receive pen-
sion by money order, the Treasury Officer will supply blank forms of both certificates
sufficient for a vear and instruct the pensioner clearly 2z to the submission of the

forms in question. The ticasury office should supply the pensioner in December every
year with forms enough for the ensuing vear,

Note.—(2) The Treasury Officer should warn (he Pensioner that her pension will
net be remitted until the necessary certificates are rcceived. In, cases where necessary

certificates have not been received the Treasury Officer will take steps to obtain them
before remitting the pension.

*4 Note.—(3) Where due to ofd age or infirmity or in consequence of some
physical disability, a pensioner 8 unable to appesr in person if s0 required,  the
Trepsury Officer will not insist upon his personal appearance (before Lim to satisly
himself that the pensioner is alive} and may accept in lieu there of a life certificate
duly signed by any of the authorities specified in rule 4. 104(x).  The authority signing the
life certificate shall specify therein the detaifed reasons i.c. nature of sickness efc. duc

to which the pensioner his not been able lo present himself personally for the purpose
of annual verification.™

(4) Some village official or other suitable subordi-
nate agency, such as the Police, should be
made responsible for reporting promptly to the
Treasury Officer the death of any pensioner
whose pension is paid by money order.

(5) It will not be necessary to prepare separate
pension  hills for such payments. The pay-
ments should be shown in a separate schedule
which will serve as voucher. A certificate in
the following form in the handwriting of the
Treasury Officer should be endorsed on the
schedule :—

“Certified that T have satisfied myself that all
payments noted in the schedule have actually
been remitted by money order”.

: MNote—(1) Tn the schedules for January and fuly ‘cach year, an andditional certi-
ficate in the following form should be added :—

Certified (1) that T have obtained from each pensioner a declaration that he
had not reccived any remuneration for serving in any capacity under Govern-
ment or under a Local Fund during the past six months, and

*5ub ¢ vide No. 5716-6FR-1-64/5578 dr. 1g-6-64.
**Added vide No. 3/1(2)-82-2FRI di. 11-11-82.
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{2 that in all cases whare determination of pension cannot befixed for a pre-
cige date, I have oblained the certificate in Form S.T.R, 38 or the declara-
tionin'Form S.T.R. 3% asthe caze may be.

*NWate.—(2) The words  “for the declapdion, in form ST.R.-39 as the case

may be’' appearing in the certificate above will be added in the certificate attached to
the Schedule for Jan. only vide Rule 4, 99,

(6) The amount to be remitted should not be paid
to the p::rs!: office in cash but by transfer to
the credit of the post office. The money order
forms should be sent to the post office with a
certificate by the Treasury Officer that the
amounts of the money orders and the fees
thereon have been credited to thé post office
in the Treasury Accounts by transfer.

(7) The Treasury Officer will watch for the money
order receipts for all remittances shown in the
special file and will also compare the signature
in these receipts with the specimen signatures
on the Treasury Officer’s ha]ves of the pension
payment orders..

(%) In the next months’ schedule, the Treasury
Officer will furnish the following certificate —

“Certified (1) that I have satisfied myself that all
pensions included in the schedule for the
previous month have been paid to the pro-
per persons and (2) that [ have obtained
all money order recmpls in auppﬂrt of these
pavment and filed them in my office.”

(9) In the case ol pensions amounting to Rs 10.16
to Rs 10.30 the Treasury Officer is authorised
to draw Rs 10.15 from the Treasury and remit
Rs 10 per mensem to the pensioner, 13 naya
paisa being paid as money order fee. The
balance of 1 to 15 naya paise per mensem, as
the case may be, should be remitted to the
pensioner alongwith his  pension for February
payable in March each year. Similar marginal
adjustments should {be made if any when neces-
SELEY.

(10) On a money order being returned the net
amount ui the money order (minus to postal

T — e — — —_— e ——

* Mote,—Added vide No, 5716-6FE1-04; 3578 dr, 16-6-64,
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commission) should be debited to the post
office, and should be shown -as a distinet item
in the cash-book and in the monthly Cash
Account, A note of the amount returned should
also be made against the pension payment
order concerned. When the amount less money
order commission is repaid to the pensioner
a note to that effect should be made against
the former remarks.

4.102. (a) Where owing to old age or infirmity or
i consequence of some physical disability it is not pos-
sible for a pensioner to present in person to the Treasury
Officer a declaration electing to have his pension paid by
money order, the Treasury Officer may accept instead of written
declaration signed by the pensioner. which is duly verified
by a gazetted Government employee, a Magistrate or a
Justice of the Peace, *Social Education and Panchayal
Officer. Block Education Officers, Block level Extension
Officer. TInspector of Cooperative Societies, Inspector of
Agriculture and Headmaster of a Government High School.
The Officer verilying the declaration shall specily the cir-
cumstances in which he holds that it 1s not possible for
the pensioner to present the declaration in person to the
Treasury Officer,

(b) Should the pensioner be physically il'lCElj'l:lhIt:.

of signing the declaration the Treasury Officer may autho-
rise payment to the pensioner on production of a certi-
ficate from the Civil Surgeon of the District or other
registered medical practitioner to the effect that the pen-
sioner is alive but is unable to sign the required declara-
tion. In such a case the pension may be paid to the
heir, not being a minor, who would receive payment of
the arrears of pension in the event of the pensioner’s
death, provided it is certified by the Collector that the
person c¢laiming to be the heir is in fact the heir and
continues to be the heir throughout the period lor which
he draws the pension. '

(¢)  fdentification of pensioners

4103 As a rule. a pensroner must take payment
in - person  aller identification by comparison  with  the
pension payment order. A pensioner. specially exempled
by the Commissioner from personal appearance, a women

"Added vid: Moo 5318-2FR-THZT597 i, 8-2-1971
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pensioner not accustomed to appear in public, or a male
pensioner who is amable 1o appear in consequence of
bodily illness or mfirmity. may receive his or her pension
upon the production of a life certificate signed by a
responsible officer of Governmenl or by some other well-
known trustworthy person.

Note.—IT a pensioner paid on pensiop payment prder in feom Fen, 10 of the
Punjab. Civil Services Rules, Volune 11, is rolinown (0 ke Tredsiy Cifcer, be oy

be requived to producea e certificite orother evidorce of Idendiny

4.104. (a) A pensioner of any description who
produces a life certificate signed by some person exercising
the powers of a Magistrate under the Criminal Proce-
dure Code or by any Regisbrar or Sub-Registrar under
the Registration Act, 1908 (XVI of 1908), or by any

pensioned officer who, before retirement, exercised the

poweres of a Magistrate or by any gazetted officer, or
by Munsif, or by a Police Officer, not below the rank
ol Sub-Inspector incharge of a Police Station or by 2
Post-Master. a Departmental Sub-Postmaster, or an In-
pector of Post-Offices *or by the Sarpanch of the Pancha-
vat of the willage in which the ' Pensioner resides **or
by a bank included in the second Schedule, to the Re-
serve Bank of India Act 1934, in respect of a pensioner
drawing his pension through that bank. is exempted from
personal appearance.

#%¥(b) A pensioner not resident in India may draw
his pension in India through .a duly authorised
agent, possessing a legally valid power of attor-
ney, who must produce a life certificate on
cach occasion unless the duly authorised agent
has executed an indemnity bond to refund
overpayments, in which case he has to produce
the life certificate at least once a year.

A pensioner of any description resident in India is
exempted from personal appearance if he draws his pen-
sion through a duly authorised agent,—vide Financial Rule
5.3, who must produce at least once a year a life certi-
ficate signed by any of the persons mentioned in clause
(a) above. ’

The pension of an officer drawing his pension

through an agent who has executed a bond to refund

*Tnseried vide No, ST49-0FRI-65/21046) and  **No. 2068-2FR-72/25339 dr, 4-8-72,
*erSul, vide Mo, 1T40-1 FR-G67/11647 dt, 23-6-67.
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over payments should not be paid on account of a period
*of more than a vear aller the date of the lile certiticate
last received and the Accountant-General and the Treasury
Officer should be on the watch for authentic information
of the deceased of any such pensioner and on receipt
thereof, should promptly stop further payments.

(¢) When a pensioner is a minor or is for any
other reason incapable of managing his own affairs, and
has no regularly appointed manager or guardian or when
no such manager or guardian is nominated by the sanc-
lioning authority, the Collector may on application by,
or on behalf of the pensioner and subject to such con-
ditions as he may impose, declare any suitable person to
be the manager or guardian for the purpose of receiving,
on behalf of the pensioner, pension due to him, and
payments of pension may be made to such manager or
guardian in the same way as to the original holder, pro-
vided that sufficient proofs are forthcoming at the time of
each payment of the original holder being alive and eli-
gible to receive the pension for the period covered by the
payment. Such declaration may, at any lime, be revoked
or altered at the discretion of Collector.

4.105. (a) In all cases referred to in rules 4.103
and 4.104 Treasury Officer must take precautiens o pre-
vent imposition and must, at least once a year, require
proof independent of thatj furnished by the life certificate,
of the continued existence of the pensioner,

(b) For this purpose he should, save, in cases of
exemption from personal appearance granted by the Com-
missioner require the personal attendance and due identi-
fication of all male pensioners who are not incapacitated
by bodily illness on infirmity from so attending and in
all cases where such inability may be alleged he should
require proof thereof in addition to the proof submitted
of the pensioners’ existence. 1

() When a male pensioner is specially exempted by
the Commissioner from personal appearance, the fact
should be noted on his pension payment order by the
Treasury Officer,

(d) In all cases of non-appearance of -a] male pen-
sioner a mote will be made on pension payment order
of the form in which prool was given, within each vear,
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of the peasiomer’s cenlinued existence. e.g.. “Pensioper
visied the —— =7 LT - =
and the initials of the Treasury Officer should be put
agiainst the note,

ENore—(1) The Treasury, Oificer s

personlly responsible for Ay payiment wrongly
made, " In eases of doubt, he shonld

cansult the” Accountant-General,

*Nore.—(2) The Treasury Officar may, at his discretinn and for reasons to e
recorded, privaiely identily and verily the continued exislence of a pensioner, and
dispense with his personal appoarance preseribed in this rule Pl this power shall be
edervised only in cases of #uch persons who held high offices: before retirement.

Mote 3-—1IFf the Treasury O

stanar; he nay reqicre the Locy)
thew be résponsible for the co

iheer entectitins apy doubt s tn the jde
Inspector of Police " 1o Edenn_r:, hirm.
seeetidentilicaon of the [FEIS 0 ey,

dentity of o police peu-
The  Trspechr  wold

4.106. (1) On the first appearance of a pensioner
on or after April st each year the disbursing oflicer shall
take, before him, an impression of the thumb and all
the fingers of the pensioner's lefi hand on the pension
bill. The pensioner should then be identified from . the
particulars given in the disbursing officer's haif of (he
pension  payment order. Identification  should also pe
made by an examination of the impressions’ given on the
bill with those pasted on the pension payment order or
by a reference to (he pensioner's photograph where one
is pasted on the Disburser's portion of the Pension Pay-

ment Order if the pensioner cannot be identified by other
means with absolute certainty.

Exception—Lilerate pensioners, who can sign their
pension bills, may be exempted from affixing their thumh
and finger impression, on their pension bills. When, how-
ever, such a pensioner cannot be identified by other
means with absolute certainty it would be open to the
disbursing officer to take the impressions on  his pension

bill for examination with those pasted on the pension
payment order.

(2) Illiterate persons who are exempted from per-
sonal appearance under rules 4.103 and 4.104 must give
the thumb and finger impressions on their bills in the
presence of the person who grants the life certificate.

(3) On the renewal of a pension payment order,
the original impression must be cut off from the old, and
attached to the new order.

(4) A pensioner of any description resident in
India who draws his pension  through a duly authorised

*Note 2 5ub, vide No. 3H1(2)-T88-2FR-11 d1, 28-2-75,
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ggent (who has indemnilied Government against overpay-
ments) must produce. at least once a year, a life certificate
signed by any of the persons mentioned in clause (a) of
rule 4104, but shall not be required 1o appear in person
before the Treasury Officer for the purpose of rules 4.93,
4.105 and 4.100.

#(5) In a case where a pension claim  submitted
by a pensioner is supported by a life certificate granted
under the provisions of Rule 4.104. by a gazetted Officer
whose specimen signature is on record with the Treasury
Officer, or by a Government Officer exercising the powers
of a Magistrate under the Criminal Procedure Code or
by a Registrar or Sub-Registrar appointed under the
Indian Registration Act, under their respective seals of
office, personal appearance ol the pensioner at the Trea-
sury will not be insisted upon. The Treasury Officer,
however. in all cases of doubt, will he competent (o
obtain proof of the existance ol the pensioner independent
of that furnished by the life certificate.

() Gratuwities

4.107. (a2) Gratuities will be paid by Treasury
Officers in a single sum and not by instalments on autho-
rity received from the Accountant-General, to whom,
under rule 10.10(a) of the Punjab Civil Services Rules,
Volume I, the sanction is communicated by the sanc-
tioning authority or by another Audit Officer. The payee
must be required to produce his personal copy of the
letter of the Accountant-General to the Treasury Officer
authorising payment of the gratuity and the Treasury
Officer should record the fact of payment having been
made on the copy of the order so produced.

(b) Gratuities are payable only fo and upon the
receipt of the persons legally entitled to receive them and
not to or upon the receipt of the head of the office or
department in which the gratuitants formerly served.

##Provided that the payment of gratuities may be
made, without the personal apperance of the gratuitant,
through authorised agent, including a bank, who shall
be, required to give the Govl., separately in respect of

p—

squb rule 5 added vide T178-2FR-TO/1 640 dt, 30-12270.
»+Proviso added vide No, 11313-6FRI-64/12489 dt. 30-11-08,
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each payment, a bond of indemnity which shall be duly
stamped, in the following form —

In consideration of our being authorised 1o draw

gratuity amounting o Rs........... Lt s CAin words)
pavable 0. .. uacinnasennens in accordance with the gra-
tuity payment order NO. . ...ovonrrnienn s dated -+ {uts e
ssued by the AiG. o ewses wrmsidis s oowethe,. . i
g e e A D ee " (Name of the Bank or Agent) hereby

engage to refund to the Stale Government on demand
any over payment that may be made to us on this
account.

(¢) Payments at a Sub=Treasury

4108, Treasury Officers may authorise a pension ta
be disbursed at a sub-treasury even in Cases in - which
this is not specifically desired in the pension  payment
order. In all such cases the Sub-Treasury Officer  will
be furnished by the District Treasury Ofhcer with an
authenticated copy of the Disburser’s half of the pension
pavment order, with the Treasury Officer orders for pay-
ment al sab-treasury endorsed thercon.

In issuing these copies of pension payment orders
the head treasury will reproduce the full order of the
Accountant-General, and thereon make the endorsement.
“Made payable at——— —— sub-treasury
with effect from———————— a similar endorsement
being recorded over the Treasury Officer’s signalure on
the Disburser’s half of the pension payment orders so
that payment may not be made al head treasury.

t4 109, The Assistant Treasury Officer may renew
both halves of the Pension Payment Order himsell in
respect  of the pensioners drawing pensions at the sub-
Lreasury.

(iv) Loans and Advances

() Loans to Municipalities, ele.

4 110. The vouchers on which a loan or an ad-
vance is drawn must quote the authority sanctioning such
loan or advance. but no part of such loan or advance
can  be .disbursed from the treasury except under the
orders of the Accountant-General.

“Sub, vide No. 7014-2FR-79/32352 1. 27-10-71.
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4.111. In repaying a loan or advance, the memo-
randum presented at the treasury must state the original
date and amount of the loan or advance. or otherwise
sive sufficient particulars for its identification. If the
amount repaid includes interest as well as principal, the
interest must be separately specified and if the repayment
is a fixed periodical amount, including both interest and
principal, the orders fixing the amount should be quoted.

4.112. The following special procedure is pres-
cribed for drawing revenue advances which include takavi
advances, advances under the Land Improvement Acts,
and any other advances which Revenue Officers are allo-
wed or directed to make in connection with Land Re-
venue, Agriculture, or Famine, under any Act of the
Legislature, or under any order of Government, revenue
advances will be issued from the treasury upon orders
sighed or countersigned by the Collector of the district
or other duly authorised officer.

Note,—Takavi advances may be made either direct to the pariles concerned and
un their receipt (stamped when necessaey) or in lumip sams on  abstract  hifls te
Cioverniment employvees dmburqmg takavi. In the Tormer Case, the charges: should e
supported by dctual pavee's reccipts or where these are 1ﬂ.1uucd far the Rcvenue
Officer by a certificate from the Collector or other duly authoriscd  Woer (o0 thoeMect
that the pavments have been made to the proper parfics and thelr reccipls duly taken
and filed in Lhe Revenue Office.

Lo the latter case, the fellowing safeguards should ke adeped —

(1) No  Government emplovee disborsing mkavi should be allowed 1o drw &
second abstract bill without prodocing a detailed - bill 1o account for the
aw sunts already disbursed” [vom the List advance taken, any balanco lelt
being ot the sime thime cefunded o the Government treasury. [ no
case should the submission of the dewailed bill be delayed beyond the

chd of the month fellowing that in which the advance was digwn lrom
the teeasury.

Fhe disbucsing Government employvees should take the rocgipts of the pasecs
o (e spot bs soon 23 the gdviantes huve been made, and certify al the
ool of the detdiled Bl el the advandes were duly sanetioncd By them

& andd paid in their preseoce

Payees' reccipls need not be gemt with the detailed il and their names iéed
niot be shown an it,

(2) Collectors should  prescribe o mwopey-linet for the amwont which can be
drawn on dibseract bills by cgach  Goversin l.:ll.l.|h|*|u}"' willt dae scgind 1w
the circumstances of each cuse.

() Lur-'ﬁ.\' aned advances 1o Govermpent employees
(Formys of Brawing and Fepaying)

*4.113. Bills on which these advance arc dJdrawn
should quote the authority sanctioning them and payment

*5ub it ? ¢ 2323ITRILIGA0114 €1.15/28-12.T6,
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will be made by the treasury on the authority of such
sanction, only if the bill has been signed or counter-
sighed by the authorities competent to sanction such loan
of advance unless the sanction has been specifically com-
‘municated to the Treasury in which case the bill signed
by the drawing officer of the office in which the loanee.
Government employee is serving will be  entertained.
Attested copy of the sanction should also be attached
with  the bill. The names of government employees with
their designations and amounts of advance sanctioned for
each should be clearly indicated in form to be used for
the purpose.

Note.—{1) No authority competent to senclion 2 loan or advance to a govern-
ment emplovee shall accord sanction to such a loan or advance unleéss a statement

in writing is first obtained from the Finance Depit. to the effect that the amount is
available for such a loan or advance and has been earmarked for the purpcee

Note.—(2) Bills for payment of lozns and advances {o the gazetted CGoverniment
Employess shall by drawn by the employee concerned Bills fer paymeniz of loans
and advances to those Gazetted Government Emplovecs whose pay and allowances
are drawn by the drawing Officer of their offices like those of Mon-Garetted Govern-
ment. Employees shall be drawn and disbursed by the Drawingf,Officer concerned in
the manner stated above.

4.114. A personal advance to a public servant
may be repaid, either in cash or by deduction from his
pay or travelling allowance bill, as the case may be.

. In repaying an advance, the memorandwm presen-
ted at the treasury or the pay bill, as the case may be,
must state the original date and amount of the advance,
or otherwise give sufficient particulars for its identification.
The recoveries of advances through the pay bills should
be supported by the Schedules of recoveries of advances
in Form S.T.R. 54, separate schedule being attached for
the different types of advances. Remittance of the amount
to the particular treasury where the 'advance was made
is not necessary.

#*The memorandum or challan for repayment of
|6an instalments or payment of interest, or both, shall
be presented at any Treasury located within the jurisdic-
tion of the Accountant General on whose books the loan
or advance was adjusted at the time of payments and!in
case it is not convienent to the loanee to so present the
memorandum or challan, he shall remit the amount to
that Accountant General or the departmental officer res-
ponsible for the maintenance of detailed accounts of - the
loan, as the case may be, by cheque/bank dralt drawn

spary, Added vide Mo, 2525-2FRIT-76/40114 dt. 15/28-12-76.
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on a bank at a place where the office of the Accountant
General or the Departmental officer, as the case may be,
15 located.

*Nofe.—Refunds on  account of sums recovered from Government employees
erroneously or in excess perfaining to various advances, like Wheat Advances, Fesfival
Advances, Recreation Advance, eic. detailed accounts of which are not maintained
by the Audit Office, may be paid without the intervenlion of the Accountint-General
by the Drawing and Disbursing Officer just like other payments and drawn on a
simple Receipt Form after observing dve formalities. Tn case of Gazetted Officers,
the detailed accounts of advances etc. ars maintained by the Audit Office and as
such, the refunds if any, will continue to be authorised by the Accountant-General,

(x) Telegraphic Transfers, Bank Drafts and
Government Drafts

(a) Check on Payment

4.115. The advices received from the issuing offices
should be opened in the presence of the Treasury Officer,
and each dated and initialled by him after he has satis-
fied himself of its genuineness by examining the signature
of the drawer and, if necessary, the post-mark. They
should then be sorted and arranged according to the
offices’ from which they are received and posted chronolo-
gically in guard files in such a way that advices received
from each office may be kept together. These files should
be kept under lock and key.

Nate.—It may be as well to remind Treasury Officers of the security (against
the fraud of altering after signature the amount shown in the advice) which is afforded
by comparison of the total amount reported in words in the heading with the real
total of the figured amounts of an advice. Any altcration of any entry whether of
names ‘or figures, in an advice requires the drawer’s Tull signature 5o that it is scaresly
possible that any fraud should be attempled by aliering  the advice before he has
signedit, since at, the time of signing he_ would notice any uncertificd correction.

4.116. The advices arranged in the manner pres-
cribed in the preceding rule will facilitate the examination
and identification of drafts presented for payment. The
entries made in advices should be a sufficient obstacle
to the encashment of drafts forged or fraudulently altered:
and their sequence cffectually bars the use a)second time
of a particular number and suggests suspicion even of the
advice where a high number follows a low one.

*Note Added vide No. 133]-WM(1}-69/12786 dt, 11+3-69,
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(b) Payment of Telegraphic Transfers

4.117. In paying a telegraphic transferjthe follo-
wing instructions should be followed by a Treasury Offi-
cer i—

(a) The person claiming payment should be required
to produce his telegraphic advice from the place
where the transfer has been issued.

r
(b) If the person to whom the transfer is payable
is not known to the Treasury Officer, the Trea-
sury Officer should require identification by a
wellknown and responsible person who should
certify that the payee is known to him.

(¢) The payment of the transfer should be reported
at once by a letter to the issuing officer.

(d) If the Treasury Officer has any reason to doubt
whether the person claiming payment is entit-
led to it he should telegraph to the issuing
officer for confirmation.

(e) If the post copy of the telegram authorising
payment is not received within three days of
the date on which it should arrive, the Treasury
Office = should communicate with the issuing
officer and ask for his confirmation of the
telegram.

(¢) Examination Drafts Presented

4.118. (a) On presentation of a draft for payment,
the Treasury Officer should compare it with the advice
received from the issuing office and should satisfy him-
self carefully that it is in order and that it is receipted
on the back by a person able to give a legal quittance.

(b) The Government drafts are payable only as
follows :—

(i) to the payee on identification,
(i) to the payee's banker who should certify that

the amount has been placed to the payee’s
credit, or
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(iii) to a person holding a letter or authority from
the payee whose signature must be known to
the paying office, and, if the latter directs the
paying office to pay the money to a certain
named, person, that person must be identified
to dthe paying office before payment can be
made. |

() It will, (thus, be seen that the liability of the
payee named in the draft can only be discharged by
payment of the amount due thereunder to the said payee
or his lawful agent or to a recognised bank, in whose
favour it is endorsed for the purpose. In cases, there-
fore, where payment is not made on an éndorsement in
favour of recognised bank, the genuineness of the payee’s
signature to the receipt on the back of a draft is not
sufficient. If the payee himself is not in attendance the
Treasury Officer should assure himsell that the presenter
of the draft is the agent or messenger of the payee duly
authorised to receive payment. If the presenter is un-
known to the treasury officials, or, if known, should
there be reasonable grounds for questioning his being in
lawful possession of the draft, the Treasury Officer should
demand a writing from the payee, authorising the presenter
to receive payment on him, the payee behalf. Similarly
in cases where payment is made on an endorsement to
a recognised bank the Treasury Officer should assure him-
self that the presenter of the draft is the authorised agent
of messenger of the bank which should certify that the
amount has been placed at the payee’s credit.

Note.—(1}) Drafts are not payable at sub-treasurics save as expressly provided
by notes in the ‘List of Treasuries and Sub-Treasuries in India® or by the rulesin the
Punjab Financial Rules. But if the money paysble on o Government draft drawn on
8 treasury s required at a sob-treasury, @ cash order may be issued to the aves
for presentation at the sub-ireasury, In such a case the payee should receipt the
draft @s “Reéceived payment by o cash  order on—Sub-Treasury™ and ‘the Treasury
Officer at the district trepsury should finally deal with the draft and should take - the
same pragadtions regarding the delivery of the cash order as ave prescribed in the
case of ‘payment in cash. I[ the money ‘payable ‘'on 8 Government draft drawn on
the bank conducting the basipess of the treasury at the district headguarters is required
at a sub-treasury whose business is not conducted by the bank, the payee should
endaorse the deaft in favour of the Treasury Oficer, who wilEthEn endorse itag ;— .4

“Received payment by transfer credit to cash order on the—sub-treasury” and
"issue @ cash order in fuvour ol 'the payee for payment aut the sub-treasury,

Note,—(2) Mo duplicate or triplicate older than six months should be paid
without previous preference to the Currency Officer. Nor should any duplicate or
triplicate of a draft endorsed for jpayment at a sub-treasury  be gither cashed, or
endorsed for payment at @ sub-treasury. until the officer at the sub-treasury has.certi-
fied that he has not paid the original and that he has recorded the issue of duplicite.

Before muKing a payment of claims in respect of lapsed drafis(vide rule 11.20
of the 'Punjab Financial Rules) the applicant should bedirected to obtain
the sanction of the Currency Officer.
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4.119. Before paying a draft it should be seen
that it has been advised; that it corresponds in all parti-
culars with the advice; that it bears the genuine signature
of the drawer; that it has not been tampered with; and,
of course, that it is not a cancelled or a lapsed draft
or ene of which a duplicate has been paid. Yet a draft
may be paid :— .

(1) Without advice, if there is no reason whatso-
ever to doubt its genuineness, and if sufficient
security is offered. In the case of well-known
and ' reliable holders, this security may be dis-
pensed with. The Treasury Officer should in

all such ‘cases apply for the necessary advice
without delay.

(i) Even though differing from the advice, at the

) discretion and risk of the drawee, provided
“there 1s no suspicion of ‘fraudulent alteration,
nor any possible doubt of the genuineness of
the draft. But great caution should be exer-
cised before paying on . a draft on an amount
larger than that named in the advice.

(d) Doubtful Drafts

4.120. In cases of erasure, alteration, or other serious
cause for suspicion, the drawee should, before payment,
refer to the drawer, the post office, or the bank, as the
case may require. Any material  alteration of a draft
without the consent of the parties, after it has been
drawn, or endorsed, affecting the date, sum or time or
place of payment, will invalidate it; but the mere correc-
tion of a mistake, as by inserting the words “or order”
in the endorsement of a bank draft will have no such
effect. Government draft should not ordinarily bear any
other endorsement than that of the pavee (see rule 4.121
below) and Treasury Officers will be justified in declining
to cash such drafts bearing any other endorsement when-
ever it may appear desirable to them to . do so, but pay-
ment should be made, if so desired, on endorsement of
the Government drafts in faveur of a recognised bank.

_Nete.—There is no objestion to the bank paying -on its own responsibility, and
for’ the  convenisnce of its constituents, ‘Government drafts 'bearing endorsements in
addition to that of the, payes. In: all sech cases, the bank must jtself endorse the
drafts, The special endorsement of the payes is as full an acquitmnee to Govern-
ment as ‘simple endorsement “Contents received”. Consequently there is 10 doubt,
of the stipulation on the face of the draft that it is NOT TRANSFERABLE.
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{e) Form of Receipt

4.121. A Government draft is not transferable and
is only payable to or on the receipt of the person named
therein as payee, but payment will be made, if so desired,
on the endorsement of such draft, in favour of a recog-
nised bank. A ybank draft, is transferable according to
its form it is payable “to the order of A.B., and A.B,
the original payee” can transfer his right by endorse-
ment. This he may do by simply signing his name on
the back, in which case it becomes payable to bearer, or
he may write above his signature “pay to C.D.” or “pay
to C.D. or order” in which case C.D. stands in the same
position as A.B. did originally and has the same powers
of transfer. The writing by which such a right is trans-
ferred is called endorsement; an endorsement to “C.D.
or order” is a special endorsement; and the persons to
whom successively a draft is transferred are endorsees;
and the person in rightful possession of a draft at any
time is the holder.

4.122, For the sufficiency of the receipt, it is
necessary to!see that it is not forpa part only of the
draft and that it jis given by the legal holder. On no
account may a draft be paid by instalments; receipt for
the full amount should be given on the reverse, and the
full amount should be paid :—

(a) If the legal holder be dead, payment should be
made only to his legal representative; a draft
for less than Rs 100 may, however, be paid
without a certificate of administration.

(b) If the receipt be signed by an agent or attorney,
note of the existence, and of the record in the
treasury, of the power of attorney, should be
made on the draft.

(c) If more than one person be named in a draft
all must join in order to give a valid endorse-
ment or receipt.

(d) A draft payable to A.B cannot be cashed on
the receipt of his partner C.D. without pro-
duction of a formal power of attorney; a draft
payable to A.B. and Co., can be paid on the
Ei;iipt, as AB and Co., of any member of the
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(e) Drafts payable to an incorporated company or
any other corporate body may be paid on the
receipt of the official authorised, generally or
specially, by its regulations or by power of
attorney to receive moneys payable to such
company or body.

In the case of drafts payable to an unincorporated
body payment may be made to a person hol-
ding authority to receive moneys payable to
such body:; but the Treasury Officer should
first satisfy himself that the authority has been
duly conferred.

(f) If the amount of the draft be payable by trans-
fer to some head of account, the head of
account to which it is transferred, and the
item in which it isWincluded in the treasury
accounts should be noted in the advice and
separate credit should be "given in the cash
book or register concerned. The voucher
submitted with the schedule (vide rule 11.35 of the
Punjab Financial Rules) will contain a certi-
ficate to this effect over the signature of the
Treasury Officer. If the draft be endorsed to
the Collector or other public servant, he should
endorse it “Credit to such a head of account”
over his signature.

Nore.—A public serviant when he sends a Government draft to a tressur ' Mot
for cash payment, bit for credit of its amount in the treasury accounts, must before

he si the receipt, add to the words “Reccived payment™ the further words “By
tramsfer credit™. Omission to do this facilitates fraudulent appropriation of the money,

(f) Government Drafts to Policemen

4.123. The Government drafts are payable to the
parties described in the roll. In cases of doubtful identity
payment may be made on security at the discretion of the
Treasury Officer.

4.124. Deleted.
(2) Note of Payment
_ 4.125. As such telegraphic transfer or draft is paid,
it must be stamped “paid”, the date of payment being

at the same time noted in the column provided for the
purpose in the advice. The entry should then be
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initialled by the Treasury Officer in the column provided
therein. See also rule 11.36 of the Punjab Financial
Rules, :

(h)  Cancellation and Refund

4.126. Procedure at the issuing treasury—All patts
being -surrendered and the draft cancelled as  presctibed
m rule 11,18 of the Punjab’ Financial Rules, its ariount
may |be refunded at the discretion of the Treasury Offices
on the  application and receipt of the remitter in the
case of public service' Government draft, and of the payee
in the case of a bank draft or a privaté Government
draft> If in either of the latter cases the receipt of the
payee cannot be obtained, the remitter’s application for
cancellation, with explanation . of the reasons for his
request, and of the difficulty in the way of obtaining the
payees signature, should be subniitted for orders of the
Currency Officer, No exchange which has been levied
can be refunded, but if, under any very peculiar circum-
stances, it is thought advisable to cancel a bank draft
on which discount has been allowed, the amount of dis-
count should be deducted, and no more refunded than the
net amount received on the dfafl. :

4.127.  Procedure at the treasury drawn upon.—On  re-
ceipt ‘of advice of cancellation of any draft or on its
lapse, the fact should be noted in the column ‘date of
payment’ (of the relevant advice). Similarly notes of
references  tohcing irregularities, issue of certificates of
non-pavment, advices of seconds and thirds and of any
other points of importance should be made on the
advice.

(xi) Deposits

(a) Revenwe Depots

4.128. (a) A person claiming refund of a deposit
must produce an order of the court or authority which
ordered acceptance of the deposit; this order the Treasury
Officer will compare with the eniry in the register of
receipts, and, the balance be sufficient, he will take the
payee’s receipt, make payment, and record it at once,
under his initials, ‘both “in the register of repayments,
form ‘T.A. 21, from which ‘the daily totdl is cartied to
the cash book, and in that of receipts, form T.A. 20,
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noting in both also the date and amount of the repay-
ment, See Article 66 of Account Code, Volume II, and
note thereunder. If there be not a sufficient balance at
credit of the particular item, the Treasury ®fficer will
endorse this fact on the order and return it te the per-
son presenting it. :

(b) Earncst money deposits will be refunded only
under the authority of an  order endorsed upon the
original deposit receipt of the Treasury Officer, by the
departmental officer in whose favour the depesit was
made. It must be borne in mind that no part payment
can ever be made. [If, however, the departmental officer
desires that the deposit, instead of bemg refunded, be
- carried to the credil of Government, he will return the
receipt with this direction, whereupon the Treasury Officer
will make the necessary transfer on the authority of this
voucher.
* Note,—All intending  tenders in other Statid should . remil the earncst) mIOARGY
depasits dicect to the Departmental officers concerned by means of Bank Draits from
Seheduled Banks or the State Bank of India. The Departmental officer  should eredi

the proceeds of the diafts o received mmediately inta the treasurics/Banks under
the head **Revenue Deposits™,

(by Form of Voucher

4.129. In order to avoid the inconvenience and
risk which accompany the payment ol mopey upon pro-
ceedings recorded in the vernacular languages, and te
insure caution in the issue of such orders, the Govern-
ment has directed that every order ‘issued by a court or
office for the payment of money from a Government
treasury shall be in English. unless the presiding officer
is = unacquainted with that language. If the disbursing
officer does not understand English, and the officer
ordering the payment does, the order for payment shall
be both in the vernacular and in English.

Nete—~{(1) Form S.T.R. 41 hos been prescribed  for the rfepivment “order and
vaucher for - deposits repaid.

Nore—{2} A deposit repayment voucher must in no case be prepared at the
Preasury or sub-treasury office and the répavment should never be authorised by the
Treasury or Sub-Treasury Oficer “for™ the Judge, Magisteate or Collector,

Node.—{3) Deposil repayiment prdr.::s. will remain in force for a4 period of one
month after which oo repavment will be made on ils outhority unless it has been
rovalidafed,

Nate—{4) As & safegusrd against freud the auwtheority ordering payneent shall
enter the nome and-address of the payes aler the words “passed for payment , thus
“passed for payment to.. oo Minform 5. T.R, 41, ¥

*Note added yide Mo, 5376-2FR-70/3428% dt. 4-12:70.
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(¢) Lapsed Deposit

**4.130. (1) Deposits, the detailed accounts of
which are not kept at the Try. & which are credited to
the Govt. under rule 12.7 of Pbh. PFR Vol. I, cannot be
repaid without the sanction of the A.G.. who will autho-
rise  payment on asertaining that the item  wis really
received & was carried for the credit of the Govl. as
lapsed & that the claiment’s identity as title to the money
are certified by the officer signing the application - for
refund.

(2) Deposits, the detailed accounts of which are
kept at the treasuries and which are credited to the Govl.
under rule 12.7 of Pb. PFR Vol. I, may be refunded
withoul the sanction of A.G. The T.O. shall before
authorising  refunds in such  cases, ascertain that
the item was really received & is traceable in his records,
was carried to the credit of Govt. as lapsed & was not
paid previsiously & that the claimants identity & title
to the money are certified by the oflicer signing  the
application for refund.

The application for sanction will be made in Form
S.T.R. 42, There must be separate application for deposits
repayable to each person, and it will be used as the
voucher on which the payment is to be made and sub-
mitted 1o the Accountant-General with the list of Pay-
ments in which it is charged.

() Civil and Criminal Courts Depuosits

4.131. There are two methods by which the eivil
court and criminal court deposits may  be repaid —

(i) In the first of these when each deposit is sepa-
rately paid into the treasury, repayments are
made upon vouchers in form S, T.R. 41, passed
by the presiding officer and setting forth the
particulars necessary for the entries in the
Treasury Registers,

(1) According to the other method when the civil
courls and magistrates merely bank with the
treasury, remitting  without detail their gross
deposit receipts for credit in a personal ledger,

**5ub Paia Sub : vide No. 3001-FR-70,21071 dt. 30-7-70.
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repayments are made by cheques on the treasury
which are tiken to debit of the same personal
daccount.

Note —The  second method is followed only I the case of simall cange CriTlS,

(¢) Persona  Deposits

4.132. Withdrawals are made only on cheques signed
ey the responsible administrator, which remain current for
three months alier the month of issue, The Treasury Officer’s
duty is simply to see that withdrawals are made only on cheques
signed by the responsible administrator and that the withdrawals
never exceed the balance in hand.

Nur.—TIn the case of Personal Deposil  Accounis, thel withdrawals shall also
e permssible on chequest signed by another. gazetted Officer. suthorised by the Dis-
bursing Offcer, operating on the agcount during the latter’s o bience on eAvE Or on
teur, On return 1o headyuarters the Diskbutsing Officer shal satisfy  himsell 1hat no |

frandulent pavment has been made durig hi_s. nbsence: and record o certificate 1o this
effeet, in token of his having decepred the repomsibility for such payments.

(f) Land Revenue collected at Sub-Treasuries pavable to
non-resident’ Jagirdars

4133, All sums collected through tahisil agency as land
revenue payable to non-resident Jagirdars who will fail to come
lor their money within one month of the date of collection ol
jagirs revenue, should be drawn by the Tahsildars for remittance
to the payees by money orders, the money order commission
being deducted from the amount ot be remitted. The receipts
lor the amounts remitted, given by the post office at the time of
issue of -the money orders, should be sent to the head treasury
along with the deposit vouchers on which the money was drawn.,
The actual payees’ receipts subsequently obtained through the
post office should be sent to the head treasury for transmission
of the same to the Accountant-General.

4.134.  In the case of Jagirdars who are unable to appear
in person in consequence of bodily illness or infirmity, the
Government have allowed pavment of the Jagir money upon
the production of a life certificate signed by a responsible
gazetted Government emplovee or by some other well-known
and trustworthy person. The disbursing officer  should,
however, take precautions to prevent imposition and must at
least onceln vear require proof, independent of that furnished
by the life certificte ol the continued existence of the jagirdar.
Rules 4.103 to 4.106 supra may be followed as a parallel.

(g) Tahsildari letters of credit and Cash Df_"a’e;r's
4.135. Payment in respect of a cash order is made to the
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individual named therein who would obtin pavment of the
sub-treasury by presenting the cash order itself duly receipted.
In the ‘case of a tahsildari letter of credit, the Sub-Treasury
Officer will disburse the amount, or such portion of the
amount, as may be actually required for immediate dishurse-
ment, by issuing cheques in favour of the person or persons to
whom the payment is due or in favour of the departmental
officials authorised to make disbursements.

o, . Wore.—The Revenue Accountants of the Kulu and Sirnj Tahsils of the Kangm
Districl are empowered 1o sign chegues Tor the Tahsildars aind MNaib-Talsildurs when
the latter are absent from the tahsil on duty,

4.136. When it is necessary to redraw lapsed items in
letter of credit or lapsed cash order,—vide rule 2 under S.T.R.
4.5 this may be done oni the usual bill or other forms according
to the class of expenditure. For payment of such lapsed items
the sanction of the Accountant-General will not be necessary.
The Treasury Officer will sanction refunds inall such cases on
his own authority. The original item of credit which appeared
in the tre sury cash account at the time of lapse always should
be quoted in the bill with full particulars to facilitate reference.

() Deposits of Fees

4.137.  In cases where recoveries from the private bodies
are divisible between the Government and the Govetnment
employee concerned the amounts due to the Government
employees concerned must be drawn on regular bills in the
following manner,

The Government employee himself if a gazetted Govern-
ment employee or the head of office on behall of a non-gazetted
Government employee must claim the amount due to him on a
bill specifying therein the authority sanctioning the payment of
fees and forward the bill to the Accountant-General through
the Treasury Officer concerned who will furnish necessary
details of the credit in the Treasury accounts. The
Accountant-General will, after verifying the credits, authorise
the payment and return the bills to the Treasury Officer
who will pay it by debit to the deposit head.

(1) Payments at Sub-Treasuries

4.138. When the officer-in-charge of a sub-treasury has
occasion 1o place in deposit an item, which, according to rule,
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should be so dealt with, he.may alse be cmpowered (o repay
it on his won authority without formal authority (tom (e
district treasury,

[

4.139. Deposits repayable at a sub-treasury should noy
made payable al the head treasury EXCePL 1N Very rare cases
to avoid inconvenience to depositors. If in any case. it is
considered desirable to make payment in this manner the head
treasury should first inform the Sub-Treasury Officer concerned
that payment is being made at head treasury and obtain an
assurance that payment has not been made at the sub-treasury.
After the payment has been made the Sub-Treasury Officer
should be directed 1o make the original entries in the receipi
register as paid. Similar procedure should be followed in »
case in which it is considered desirable to make payment at »
sub-treasury of deposits repayable at district treasury.,

(j) Repayment of Deposits of less than Rs. 100

4.140.  For the repayment of deposits when the amount
does not exceed 600 see rule 4,59 under the sanction “Refund
of Revenue'.

L. a) In the case of deposits exceedings Rs. 25 but not
exceeding Rs. 600 the Collector or other officer concerned when
crediting a deposit in the Treasury, either singly or together
with others, should see if’ the deposit is one which can be re-
funded to the payee at once. and if it is, he should issue to the
payee a notice If the character described in 4.59B(1) and an
intimation to the effect that the refund order has been sent djrect
to the treasury with a note on it that a notice has been sent to
the payee on and if no application for refund is made in'the
treasury within the period mentioned in the notice the Treasury
Officer will proceed to remit the money in accordance wit hrule
4.59B(3).

(b) In the case of deposits for which refund orders
cannol al once be given, the olficer concerned should at the
end of each month scrutinise the register of deposits in his court
or office, and whenever he finds any deposits for a which refund
order can now be issued ‘he should issue an order and notice as

in (a) above, and the further procedure should be as there
detailed. ;
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(xii) Local Funds

(a) General

4.141. The account of a local fund at the treasury is
ordinarily o pure banking account, money being paid in and
drawn out without specification of the nature of receipt or
expenditure. The Treasury Oflicer need only see that the
voucher or payment is in proper form and signed by the proper
officer and that the amount does not  exceed the amount al
credit of the banking account,

Note.—I0 the charges of any Local Fund are, under sny special orders draws
fronl the treasury on detailed bills in owhich case the gross amount will be chayged
by the Tredsuey Ofieer in the wecounts the deductions on peoount of Income-tax, fand
subsgription, ¢te., being credated by iransier in distinel smvies.

4.142. Payment in excess of the balance at credit of the
fund cannot under any circumslances whatever be made
excepl upon the special authority of Government previously
ohtaine. '

(h) Municipalities

4.143. Money can be drawn from the treasury on
account of Municipal fund only upon cheques signed by an
autherity or authorities when under the account rulkes of the local
body as amended [rom lime to time is or are competent to sign
cheques on their behalf.

4,144, Payments from a_{und canibe made only at the
treasury or sub-treasury where the running account of the
fund is kept.

(¢) District Fund

4.145, All disbursement from District funds should be
made by Treasury Officers only upon cheques signed by the
Chairman or Vice-Chairman of the District Board. As the
accounts of district boards are kept at the head treasury pay-
ments on cheques will not be made at a sub-treasury unless
the cheques have been made payable there by the district
Treasury.

(xiit) Service and other Funds

4.146. (1) Advances from the Provident lund per-
missible under the rules of the fund, may be drawn by gazétted
Government employees on form S.T.R. 42-A the bill being sup-
ported by a duly certified copy of the order sanctioning the ad-
vance. In the case of non-gazetted Government employees, the
advance , if admissible, may be drawn on the same [orm, the
bill being supported by a copy of the sanction, duly atftested by
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the head of the office. *The bill may also, if so desired be
endorsed in favour of the non gazetted subscriber after having
his signatures attested on the bill provided the amount of the
advance exceeds Rs. 1000, The subscribers may re-endorse
the bill i such a case Lo his banker or messenger for collection,
the condition prescribed in Rule 4.7(1) (I) being applicable
mutatis mutandis, Payment may be made on the authority
and responsibility of the officer sanctioning the advance, with-
aut the previous authority of the Accountant-General, provided
that the bill is supported hy a certificate that the advance is
covered by the balance at the credit of the Government em-
ployee concerned.

I. Payment, when authorised, will be made only on the
personal receipt of the depositors or, when he is absent Irom
India, on that of his duly authorised agent. In the event
of his death, payment should be made only to his ]L“:l] ri-
presentative.

2. (a) Withdrawals from a fund when pernvssible under
the rules of the fund to meet the payments lowards policies ol
life insurance or subscriptions to a family primary fund may ke
made, as and when required, by heads of offices for their
subordinates on their own authority and responsibility, with-
out previous reference to the Accountant-General. Gazetted
Government employees may also draw the amount required
for their own policies, ete. in a similar manner and under
similar conditions. The bills may be prepared in the samc
manner as for advances mentioned in sub-rule (1), the parti-
culars 1egardmﬂ the pelicy or policies on which premium  or
subscription is to be paid being noted on the bills.

In all such cases, the drawing officer shall be responsible
for seeing that there is no m’mdmwwl and a certificate i the
Inihmnw form shall be recorded by him on the bill presented
it the treasury or any other office ol disbursement :—

“Certified that the balance at my credit/credit of the
subscriber, on the date. of withdrawal covers the
sum drawn on this bill,

(b) The bill in which the first premium is drawn  must
contain an additional certificate to the effect that the details
of the policy have been communicated to and accepted by
the Accounts Officer.

*[seried vide No. 3906-8FRI-65/9100 di. 31365,
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—= o +Note—(1) Withdrawals frem Provident Fund By offcers and sIsfT servire ab-

road for payment of insurance” premia: in Tndia iy be remitted by the Reserve Bank
of Tndia drafi.

Note.—(2) (i) In so far s the withdrawal relafes to a  puzetied Government
employee, The Treasury Officer should b einformed by the Acccountant-General, Harvana,
while “issuing the authority for the payment of first premium, oo the details of the
poligies which are being  finnanced from the provident fund sccount of the subscriber.
These details will include name of insurance company, policy numbers and amount
and et of pavment of ‘premidi-cte., which will be on reecords ol the Tressury Officr
For the purrpose of verification of with drowsds on subseiguent bills wnd will be passed
on lo the Treasdry Officer of the district to which the subscriber is subseguently
tragsferred.  Tn tase of hon-gazotted Government emplovees; such suthotriy shall jovi-
riably be passed on to the head of ihe office 1o which the Government employec is
subsequentlyy transferred and @ note of the drawn of the premivm recorded on tha
st pay certificate by the head of fhe affive issuing the L.P.C.

(i) The first withdeawal for (he payment of the premit wili be mude on the
authority of the Accountant-General, Haryana,

oo D Animtinetion should be sent te the Treaswry Officer by the Accountint-
Giengral as and when an Insurance Policy iz re-asgigned or wets lapsed or 9o other
contingencies involving non-payment of premia,

More,—(3) Mo final pavment or payment of *finds shall Be made without the
authority of the Accountant General

e Nore,—(3-A) No payment of nop-refundable advances ﬁuqﬂiunud o 8 Govern-
ment employes after his submitting ficst part of the application for final pryvment shadl
b mude without the authoriiy af the Accountant General,™

Nete.—(4) Disbursing Officers are authoriscd o nwke paymenis on uocount of
advauces op the - guthority and responsibility of the  officer sgnelioning the acdvance
witkout pre-wudit by the Accounts Officer,

C. Procedure at Treasuries in paying out money,

4.147.  Tlie bill or other voucher presented as a-claim for
eney will be received and examined under the supervision of
the Accountant (which means the Assistant Superintendent
Treasury in the case of a treasury and Sub-Treasury Accountant
in the case of a sub-treasury) by affixing their dated initials
on all such documents in token of check and if it is deficient
in any of the following respects it should not be cashed but
should be returned to the drawing officer for completion.
Failure to do this is noted as an irregularity of the treasury
for inclution in the annual review on the working of treu-
suties.

(a) Prescribed Form; (b) signalures, countersignatures

“and transliteration of vernacular signature; (¢) quotations of
sanction or authority, where necessary: (d) affixing of receipt

stamps where necessary: (e) arithmetical correctness of totals

and calculations of broken periods: (f) attestation of altera-
tions: (g) last pay’ certificates, and absentee statements for all

officials on leave or deputations attached: (h) printed in-

structions on reverse of travelling allowance bill form strictly

*Apiended vids No, 4790-2FR-74/35064 d1. 15-10-74.
**luseried vide Mo. 804-2FR-TL-76/12514 di. 21-4:76.
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complied with. It should then be laid before the Treasury
Officer who, if the claim be admissible the authority good, the
signature true and in order, and the receipt a legal quittance,
will sign the order for payment at foot of the voucher taking
care to adopt the precautions prescribed in rule 4.7(c) above.
Care should be taken that all bills and vouchers passed for
payment are paid on the same day and that no payment is
made except under the written order of the Treasury Officer.

1. The Treasury Officer is required to examine the accu-
racy of arithmatical computations in a bill.

~ 2. A list of the objections, which are ordinarily taken
in auditing the payments made at district treasuries is printed in
form S.T.R. 43 *form S.T.R. 43-A, Form S.T.R. 43-B, Form
S.T.R. 43-C and should be referred to when making pay-
ments. When any of the objection are applicable the bill or
other document should be returned to the claimant with a
copy of his form or removal of the objection.

3. When a bill is presented for payment by a person who
is not the actual payee, or is not known to be the servant or
agent of the payee, he should be required to produce a letter
authorising him to take payment.

Nafe.—(1) When any hill presented at a tressury cannot be paid on the date of
presentation, a memorandum to that effect should bhe dssued to the persen presenting
the bill. Thizs memorandum should not, however. be fssued for pay bills which are
required to be presented before the last working day of a month, unless the payment
on any such bill cannot be nrade on the first working day of the following month.

This - procedure is intended to suard apgsinst misappropriations by persons . or
messengers presenting the bills for encashment.

Nare,—(2) Treasury Officers when passing (1) chegues of all descriptions, (2)
Reserve Bank Government drafts and (3) Regerve Bank drafts for payment éntirely in
gash, are only tequired to write the word ‘pay’ instead of rcpeating in the order of
payment the amount of the cheques or drafts in figures and words. When however,
payment is to be made, parlly in cashand partly by transfer the amounts payablein
cash and by transfer, respectively, should be separately stated at full length,

Nate—(3)"In the casc of cash orders, issued from district treasutics the amounts
nged not be repeated in the Sub-Treasury Officer’s payment erdér which may be in
the following form ;—

“Pay" Signature

© with date
Sub-Treasury Officer,
(Mame of Sub-Treasury).

Nate.—4) The ordinary rules regarding the signature and date of orders of pay-

mant will remain in force; The procedure authorised in notes(2) 2nd (3} above does

not relieve Treasury Officors of the obligation o exercise the greatest cere in seeing
that all veuchers are complete and in order before passing them for payment, and s

*Added vide No. 7089---2FR-72/39139 dt, 26-2-73,



146

entirely confined to the documents above specified. The payment order on other forms
of vouchers must rémain as at présent,

Nofe 5.—All cheques, bills and vouchers: preforable’ at a Governmeént treasory for
pavment being non-negotiable instrument ¢an be endorsed ooly once in favour of the specific
person to whom the money is to be paid. If this endorsement is made on a confingent bill
in favour of a private individual/firm of suppliers the bill can be re-endorsed in favour of
hisfits banker to enable the latter to collect and credit the amount into his/its banking account.

4.148. A register should be kept in each treasury
showing the names of all gazetted Government employees draw-
ing their pay from that treasury and as each pay-slip is reccived
from the Accountant-General, the amount of pay and allow-
ances which it sanctions should be entered against the name of
the Government employee concerned. As each pay bill is present-
ed for payment reference to this register should be made to see
that the sanctioned rate is not exceeded.

1. The Treasury Officer before paying any bill of a
convenanted civilian must see that the deductions on account of
Indian Civil Service Provident Fund have been made.

4.149. The Treasury Officer should take special care to
see that receipt stamps are so defaced that they cannot be used
again, and offer no temptation to the obstraction of vouchers
for the sake of the stamps upon them. Several cases of the
loss of vouchers have occurred owing to the neglect of this
precaution.

Note —Pay bills of Government employees angd other receipts beating adhesive stamps
when presented for payment at a treasury or sub-treasiry shouldbe rejected as unstamped
unkcss the stamp has been cancelled in the manner preseribed in section 1]1 of the Indian Stamp

Agct. [IF any person réfuses to cancel the stamp, the doeument should be impounded for
action by the Collector under section 63 of the Act, not otherwise.

4.150. The Audit Officer will supply all Treasury Officers
within his audit area with a copy of the specimen signature of all
gazetted officers serving under him who are authorised to sign
payment orders on bills and vouchers or to issue letters of autho-
rity.for payments to be made at treasuries. Before a Treasury
Officer pays a bill on the authority of an order purporting to
have been issued from the Audit Office he should verify the
signature on the order by comparison with the specimen
signature of the signing oflicer.

“4.150-A. A Treasury Officer shall not permit the first
withdrawal by a Drawing Officer of a newly created office un-
less an authority is received from the Accountant-General
placing the new Drawing Officer in account with the Treasury
and the specimen signatures of the new Drawing Officer are
received in the manner laid down in rule 4.150 ibid.

*Inserted wide Mo  16H-6FRT-64/2375 dated 13-3:64,
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4.151. After the voucher has been completely entered
in thefaccounts and the order to pay/signed by the Treasury
Qfficeritit should be passed on together with the payee, to the
Treasurer's department, when the Treasurer will make the pay-
ment, punch the stamp, stamp the voucher “Paid”, and
retain it for delivery to the Account Department when the books
are compared.

Note 1.—When a payment is made “*by transfer”’, thatis, by entry of the amount in the
accounts as received under some head of receipt no payment of takes place, so the
voucher shall not be stamped **Paid" by the Treasurer. It shiould , however, be stamped by
accountant us “"paid by transfer to the credit of—— {Revenue head concerned).”

Note 2,—Cheques received in-payment of value of scrvice stamps should be entered in
the Trepsurer’s cash-Book on both sides:

Note 3.—Recelpt stamps affized to bills and vouchers should be punched through
without l,l.;_qlmg,ring the signature after the billshave been paid at the trepsury or sub-treasury.

4.152, The Government may, by general or special
order permit a Treasury Officer to remit by money order atthe
cost of Government to the drawing officer concerned the amount
of any bills drawn at a treasury.

Note 1,—Tn the case of Government High Schools and other Government education)
institutions situated ot places which are not the headguarters of treasuries or sub-treasuries,
Tredsury Officers have been authorised to remit by money order 1o the Headmasters con-
cerped the amounts of bills for pay, contingeacies, travelling allowance or  scholarships
that muy be presented for payment at such treasuries. The amount of the money order
commission in such cases should be charged to tréasury confingencies.

Nafe 2,—1In the case of the outlying police  stations mentioned below the Government,
has:prescribed the following pracedure for the remittance by postal money order of pay
allowances (including travélling allowance), contingencies and other dues of the staff, posted
at such police stations —

fa) Money order forms duly completed should be atlached to the billsrelating to pay,
uasrut!mg allowange oOr contingencies, ele,, which are ta be remitted by money
order,

{b) When the bills are presented at the treasury, the Trexsury Officer should return
the money order forms o the Superintendent of Police with a certificate specify-
inz the amounts which have been credited to the post office by per contra book
transfer to enable the money orders to be accepted at the post office.

(¢} An officer 1o be deputed by the Superintendent of Police should then present the
money orders at the post office, together with the above imentioned certificates,

(d) Money order commission should be debited to head **Miscellaneous—Contin-
neies™ in poeordance with Police rule 10,46{v), except in the case of then on
cave who should be required to pay the money order commission.

District Name of Police Stations
Hisar .. Tobana, Budhlada, Siwani, Dabwali.
Rohtak .+ ‘Bahadurgarh
Karnal .o Assandh, Thaska Miranji
Ambala .. Kalka
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4.153. (a) When a cheque is presented, care should be
taken to ascertain by examination of its printed number, that
it really was taken from the book notified as an use by the
Government employee who is said to have signed it. The ins-

tructions given in rules 4.13 to 4. 16 above should be specially
borne in mind,

(b) Cheques crossed in accordance with the provisions
of Chapter XIV of the Negotiable Instruments Act should be
honoured when presented at the treasury.

(1) If the payee isTunknown to the treasury, the Treasury
Officer should make any enquiries he thinks necessary and
should specially consider the date, serial No., and amount of
the cheque as well as handwriting and, if suspicion arises, he
may defer payment until he has referred to the drawer.

(2) Pass-books sent to the treasury to be written up

should ordinarily be returned to the drawing officer the same
day.

(3) In the case of cheques lost before payment in respect
of which a certificate of non-payment has been furnished b
the Treasury Officer to the drawing officer under the rules in
the Financial Rules care should be taken to note the stoppage
of payment of the cheque. For that purpose a board showing
the particulars of stopped cheques should be hung up before
the clerk concerned. If the original cheque be presented after-
wards, the Treasury Officer will refuse payment and return the

cheque to the person, presenting it after writing across it *“Pay-
ment stopped™.

(c) The Treasury Officer should carefully record the pro-
gressive total of payments made through cheques against
letters of credit which show the maximum amount which the
Treasury Officer has authority to pay or the officer credited has
authority to ask for. Any further payment made is at Treasury
Officer’s risk.

Letters of credit lapse™at the'close of the financial’year;in
which they are issued. When a letter of credit so lapses a
cheque drawn before, but paid after the end of the year, will be
taken against the letter of credit of the year in which it was
drawn, If this causes overdrawal of the credit  the excess will
be treated as an overdrawal and the attention of the authorities
concerned should be drawn to the irregularitv.



149

4.153-A.  All payments to private parties which are pay-
able at treasuries or sub-treasuries under the jurisdiction of an
Accountant-General other than the one in whose books the
charges are adjustable should, as far as practicable, be made
direct by the Drawing Officers by means of Government drafts
instead of requesting their Accounts Officers for arranging pay-
ments through the Accountant-General concerned.  *A
certificate to the effect that the payment has been made to the
proper person and that a proper acknowledgement has been
obtained and filed in his office may be sent to Accountant Gene-
ral, by the Drawing Officer, as and when the payment is made
to a private party.

The refund of earnest money deposits in similar circum-
stances would be made by means of Government drafts by the
Accountant-General in whose books the depoists were finally
adjusted. For this purpose the departmental officer concerned
in the repayment of deposit should endorse the refund order
on the original receipt granted by the Treasury Officer and send
it to the Accountant-General.

4.1534. Treasury Officers, when cashing bills of Govern-
ment employees at a distance from the treasury, should furnish
a note explaining the amount of cash and transfer receipts
(if any) issued, and any deductions or alterations that may be
made in the bill presented. The note should be in bilingual
form, asitisimportant that the guard or messenger who receives
the money should ascertain that the amount stated agrees with
the actual cash or drafts delivered to him: and, when that
person is unable to read, the Treasury Officer should himself
explain to him the amount entered in the note.

The following form is recommended :—

Bills presented for pay, ete. i 000
Bills presented for contingencies G 000
Bills presented for sundries 000

000

Total
Paid in cash .. 000
Paid in draft . 000
Deductions (if any) ata 000
(Explanation)

Signature of Messenger

Treasury Officer

Added vide No, 163—2--72/3181—17-1-1972
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1. Any deductions made by the Treasury Officer re-
ducing that net amount claimed on a bill should be explained in
a memorandum signed by the Treasury Officer to be given to the
presenter.

. 4.155.  The procedure in regard to the payment of money
at district treasuries is generally applicable to sub-treasuries
also. '

ProcEDURE AT TREASURIES OF WHICH THE BUSINESS 18
CONDUCTED BY THE BANK

(i) Civil Charges

4.156. Bills for pay and allowances of gazetted Govern-
ment employees and establishments and contingent expenses will
be presented to the Treasury Officer in the flirst instance for
examination. The Treasury Officer, if he approves and passes
the charge, will enface on the bill an order to pay a specified
amount, which order will be recorded in a register of payment
orders issued, kept at the treasury for the purpose and will be
numbered, dated and signed. The bill will then be returned to
the presenter to be taken to the bank for payment in accordance
with the Treasury Officer’s order. The bank will be responsible
only for strict adherence to this order and forjobtaining upon
the bill a proper discharge from the payee. This discharge must
be in addition to the signature at foot of the bill.

Nate,—~When payment is desired wholly or partly in Reserve Bank Government draft
or bank draft, a formal application should sccompany the bill and the manner in which is
dasired should also be indicated in the drawer's receipt on the bill. 1f the Treasury Officer

is satisfied that the grant of Reserve Bank Government draft or bank draft s permissible,
he will specify ¢lsarly in the pay order the manner in which payment should be made,

4.157. There is no objection to the drawer of a bill
endorsing it for payment to a messenger and when a bill is so
endorsed the bank will be responsible for seeing that the end-
orsement is signed by the drawer of the bill and for taking the
acknowledgement of the messenger in token of payment to him.
A mere second signature of the Drawing Officer is not sufficient
nor is the endorsement “received payment through so and so”
in order. The Drawing Officer must in such cases specially
endorse an order on the bill to pay to a specified person as “Pay
to so and s0.”" In such a case when the payment is made to the
person specified in the endorsement the signature of the Govern-
ment employee is a good discharge and the Government are
protected. The bank would also be protected if it pays the
money to the person specified in the endorsement and takes his
signature in token of payment.
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When a Drawing Officer, say “A", is or is likely to be
away from his headquarters on tour and does not know before-
hand which particular peon or messenger will be sent to bank
on the particular date to receive payment and endorses the bill
to “B”, the manager or other Chief Officer, or cashier or nazir
or other ministerial Government employee, “B” cannot re-
endorse the bill in favour of “C” and a peon cannot recieve
payment through him. If the bank pays to the peon “C” and
obtains his reciept and the peon “C™ misappropriates the money
the bank would be liable to make good to the Drawing Officer
“A” the amount so misappropriated by the peon “C” for “A”
had no hand in endorsing the bill to “C”. The endorsing of
bills in this manner is not, therefore, in order. [See also rule
4.7(b)). -

. 1. Care should be taken that vouchers sent to the Collec-
tor are conspicuously marked by the bank with the word
“*paid”. In attention to this rule might lead to documents
Feing paid twice, in the event of their falling into unscruplous
hands. -

Nete.—All vouchers and bills passed by Treasury Oflicers and the local Account Offcer
for payment at the bank as well as interest payment orders, ete., being non-nezotiable ins-
struments worrant special precaution on the part of the bank  in the matter of identification
of payees, Mo endorscments being  permissible, all such  vouchers have normally 1o be
presented by the paves personally at the bank, To facilitote business the bank ‘has undor-
taken as a special case to dishurse payments of such claims when presented through messenpers
who can be ideptified provided the bank is previously in possession of specimen’ of pavees’s
signatyre as recorded thercon.

(if) Departmental Payments—Public Works Department

4.158. (a) Officers of the Public Works Department
draw funds either by bills or by cheques.

(b) Bills will be cashed by the bank only or payment
orders endorsed thereon by the Treasury Officer.

(c) Cheques are presented direct at the bank. An officer
in charge of a division may, however, regulate the drawings of
his Sub-Divisional Officers by letters of credit issued by himself,
SeeTalso rule 4.87.

(d) Letters of credit issued by officers in charge of
divisions may be acted on without further authority, the bank
observing the prescribed limitations, Cheques not covered by
letters of credit will be cashed without any limitation, il other:
wise ifi order, in the same way as pre-audit chieques issued by
the Accountant-General. '

Nete.—Wherg funds under aletter of credit - are: required only ‘at headguerters, the
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original letter of credit may be passed on by the Treasury Officer to the bank, but if fundsare
required both at the headquarters and at a sub-treasury, the Treasury Officer will retain the
letter of credit and will advise the bank of the amount to be drawn against it at headguarters.

(iii) Departmental Payment—Forest Department

4.159. Officers of the Forest Department draw funds
only by cheques which are presented direct at the bank. The
provisions of rule 4.158(c) and (d) and the note under it apply
mutatis mutandis in the case of Forest Department also.

(iv) Refunds

4.160. Refunds of revenue, fines, etc., will be made
by the bank on bills bearing a payment order signed by the
Treasury Officer.

4.161. Discount on sale of stamps.—Discount on sale of
stamps is allowed by deduction from the amount paid in by the
purchaser. The net amount will be received and brought to
account, the receipted chalan being the payer’s authority for
receipt of the stamps from the Treasury Officer.

(v) Interest on Public Debt

4.162. Government Promissory Notes for debts on
which interest may be due will be presented to the Treasury
Officer of the district who having made the necessary exami-
nation and record under the rules in the Government Securities
Manual will give the holder and order on the Bank in the follow-
ing form :—

Pay to Rupees—————
being interest for half year =S
at per cent due—
on Government Promissory Note No.
of for Rupees - et
Teasury ; Officer.

(vi) Deposit Repayment

4.163. (a) Repayments of deposits standing at credit of
individuals in the Collector’s, Magistrate’s or Judge's account
will be made on the order of the officer on whose registers they
are and by whom the usual check registers will be kept. Persons
claiming repayments of such deposits must, therefore, apply to
the officer who received them, who, after examining the check
register and making the necessary record, will give the appli-
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cant an aorder for payment at the bank. A Magistrate’s or
Judge’s order must be taken to the Treasury Officer for counter-
signature before being presented at the bank, unless the bank
keeps a personal ledger account for the deposits of each court.

(b) Each Court should duly intimate from time to time
to the bank the amount of lapsed deposits to be deducted from
the Personal Ledger Pass-book.

(vii) Payment of Drafts

4.164. Reserve Bank drafts and Reserve Bank Govern-
ment drafts are drawn upon and advised to the bank direct.

Their payment 15 regulated in accordance with the mstructions
issued by the Reserve Bank.

(vitiy Currency of Payment Orders

4.165. Payment orders are valid only for a time, not
exceeding ten days, fixed by the Treasury Officer. If. presented
after the allotted time they will be refused payment by the
bank, until revalidated by the Treasury Officer.

(ix) Advices and Certificates and Treasury Returns

4.166. Rules 2.24 and 2.25 apply mutatis mutandis in
the case of payment also.

SECTION IIl.—LIMITATIONS ON THE POWERS OF TREASURY
OFFICERS TO MaAKE PayMENTS

(Orders issued by Government under Treasury Rule 17)

4.167. (a) A Treasury Officer may not undertake
correspondence for a Government employee making a claim to
any special allowance. but will request him to address the
Accountant-General either direct or through his own official
superior,

(b) The Treasury Officer shall be competent to refuse
the payment of bills where sanction to the creation of posts or to
the drawal of other charges, which is otherwise required to be
guoted on the bills is not recorded by the drawing and disbur-
sing officers. The responsibility for quoting correct sanction
rests with the drawing and disbursing officer and any failure
will be treated as a serious irrégularity.

Exception.—As an exception to clause (b) above , it has
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been decided that in order to avoid undue hardship caused to
the temporary non-gazetted stafl posted in Kulu and [ahaul
Spiti Valleys, a certificate should be issued bv the head of the
department concerned to the effect that the sanction for the
continuance of the posts has been applied for and that the
posts are likely to continue for a vear and that certificate or its
attested copy should be attached with the bills (relating to pays,
travelling allowance and advances against pay and travelling
allowance) only for the months of March, April and May every
vear. The Treasury Officer concerned should allow 1he pay-
ments on the basis of such a certificate.

SECTION ‘11 PEACE OF RAYMENT, CASES INAWHICH PAYMENT
MAY BE MADE IN A DISTRICT OTHER THAN THE DiSTRICT
IN WHICH CLAIM ARISES

(Orders 1ssued by Government under Treasury Rule 19)

4.168. Pay bills are ordinarily payable only at the trea-
sury of the district in which the claim arises.

4.169. Gazetted Government employees of the Public
Works Department may present their pay and travellic allow-
ance bills at the treasury or sub-treasury nearest to their head-
quarters of at any treasury or sub-treasury within their jurisdic-
ction. After the place of payment has been selected, it may
be changed only with the consent of the Accountant-General
or if both the old and new places of payment are within his
Jurisdiction, of the Treasury Officer.

4.170. The bills for pay and allowances of the estahlish-
ments of the Public Works Department are payable at the nearest
district treasury with which they will be placed {in account by
the Accountant-General.

Ndte.~<To prevent abnormal delays in pavivends 16 cstablishimernts fn eéxcoptional cases
one or more of the followinge devises may be adopted under the orders of Govarmment =—

(1) Drawing Officers muty be permitted to present the bills of their estyblishmenis
direct a1 the peansst sub-treasury, but 1o afficer shoulkl be allowed 1o draw on
mare thin one fressury or sub-freasuey,

{2}, The departmental recetpis may be utilized |o aefliay pay and traveling allowarnce
charge, —vide Treasucy Rule” 7(2c).

(3) Reserve Bank Government draft obtained by drawing officers i part payment

of bills may, a4t the time of fssue, be made pavable a1 sub-treasurics of ofher
districts within' the State.

(4] The pay and allowances of subordinates employed in out-of-the-way places may
be remiited to them by postal money order 0l Government cost,

i ]

4171, (1} In the case of a Government employee whose
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duty requires him (o travel on inspection continuously for long
spells, s pay and allowances may be remitted by bank drafis
or where iU is not possible, by money order, at Government
CXpPEnse,

Narfeo—In the Public Works Depuariment, 4 Superintending Engineer may adait to the
benefii of this rule dniv Divisiona] Officer who is obliged to be continuously absent from his
heswlquariess for more than a-month ot & time.

(2) When part of his establishment moves with an inspect-

“ing officer the head of the office may granta last pay certificate

‘for that portion in order to enable him to draw from another

treasury such portion of the pay for it as may be desired, the
balance, il any, being drawn at headquarters.

4.172. The Provident Fund balances of subscribers,
both gazetted and non-gazetied may be paid at the treasury
nearest to the place where they are residing.

4.173. The Extra Assistant Conservator of Forests
attached to the Upper Bashahr Division has been authorised 1o
issue cheques on the following treasuries on behlf of the Divi-
sionl Forest Officer to the extent noted against each subject
to the condition that the Divisional Forest Officer should be

made responsible for the amounts drawn and for rendering an
account thereof :—

Phillaur Sub-Treasury .. Upto Rs. 1,000 in any
"~ one month.
Ludhiana Treasury .. Upto Rs. 1,500 in any
one month.

SECTION IV.—PLACE FOR PAYMENT OF PENSIONS
(Orders issued by Government under Treasury Rule 21)

4.174. (1) The Government or the Accountani-General
may, on application and on sufficient cause being shown, per-
mit transfer of payment of pension from any treasury in the
State to another inside or outside it,

(b) Treasury Officer may transfer pension on sufficient
cause being shown from one treasury to another within the State
subject to the following conditions :— -

“ (i) If at the time of transfer the pension payment order
15 renewed on account of the original having been
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lost, the fact of its having been renewed and the
circumstances leading thereto shall be intimated
to the Treasury Officer of the District to which the
payment is transferred.

(1)) The transfer of the payment of pensions applied for
by the pensioners proceeding to hill stations for
summer months only shall not be allowed in any
CdSse.

(i) A copy of the letter effecting the transfer shall
invariably be supplied to the Accountant-General,
Harvyana.

(1v) The payment of such pensions shall be entered on
a separate page of the relevant pension schedule
giving the name of the district from which the
pension has been transferred.

* Note.—In the case of Civil Pensioners residing in Nepal who apply for transfer of pension
Itom one pension disbursing officer to another, the subrhission of pensioners half of the
peosion payment order mav nol be insisted upon at the time of affecting the transfer of
pension, the transfer being dome, on the strength of the disbursers half of the pension pay -
ment order.  The Pensioner's half shall be collecied by the new Pénsion dishursing officer
from the pensioner when the frst reporis 1o receive his pension and forwarded to the Acc-
countant-General concerned under Intimation to the old pension disbursing officer.

4.175. A Treasury Officer may authorise payment at
any of the outlying sub-treasuries subordinate to his district
lreasury of a pension payable under proper authority, at his
headnuarters and may transfer the payment of a pension from
such subordinate treasury (o the district treasury, or from one
subordinate treasury to another in the same district,

SECTION V.—RULES REGARDING THE FORM AND PREPARATION
OF LAST PAY CERTIFICATES PRESCRIBED BY THE COMPTROLLER
AND AUDITOR-GENERAL OF INDIA

(See Treasury Rule 23)

4.176. The rules regulating the preparation of last pay
certificates, the form of last pay certificates and other instruc-
tions relative thereto which have been issued by the Comp-
troller and Auditor-General of India have been reproduced in
Appendix C to Volume Il of this Handbook.

[n the case of non-gazetted Government employvees trans-
ferred to another audit circle or within the same audit circle (i)
from one Department to another or (ii) from one Public Works
Division to another the last pay certificate should give all the

*Added vide Mo, 4579-6FRI-65103062 dated 19-0:65,




L &%

necessary information so that the classification of “charge ‘may
be correctly noted -by the drawing officer in the bill of the
new office, In the case gazetted Government employees the
responsibility for showing correct classification on the bills
rests with the officers themselves. 4

SECTION VI.—TreasurY OFFICERS AUTHORISED TO CORRECT
ARITHMETICAL INACCURACIES OR  OBIVIOUS MISTAKES IN
BILLS

(Orders issued by Government under Treasury Rule 26)

4.177. When bills presented for payment contain
obvious arithmetical mistakes or triflings mistakes which can
easily be corrected, a Treasury of Sub-Treasury Officer should
not return such bills but should correct them and pay the corr-
ected amount of the bill.

4.178. Similarly where bills contain doubtfull items
which can easily be eliminated the Treasury or Sub-Treasury
Officer should disallow the doubtfull items and pay the remain-
der of the bill.

4.179.  In all-cases the corréctions made and the reasons
therefore should be intimated to the presenter of the bill and
il necessary, to the Accountant-General (or to the Treasury
Officer in the case ol payment made at a sub-treasury).

SECTION VIL.—PAYMENTS IN CIRCUMSTANCES OF URGENCY

(Orders issued by Government under Treasury Rule 27)

4.1801. The following may be regarded as cases of urgent
necessity coming under Treasury Rule 27 when a collector may
authorise a Treasury Officer to make payments reporting the
circumstances 10 the Accouniant-General —

(1) Prevention of loss wf life and property, resulting
[rom disasters such as flood, cyclones, earthquakes,
fires, etc.

(2) Safeguarding against the loss of life and property
threatened by the washing away of embankments,
collapsing of bridges on rivers, canals, railways,
elc.
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 SECTION VIIL—INTIMATION OR NUMBER OF CrEGUE Book 10

PREAsURY OFFICER

(Orders under Treasury Rule 28),

4.181. In the case of sub-treasuries the advice of the
number of the cheque book to be used should ordinarily be sent
through the district treasury but in cases of urgency, it may be
sent direct to the sub-treasury, a copy being forwarded simul-
taneously to the district treasury.,
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CHAPTER V. Transfer of moneys standing in the Consolidated
Fund, Contingency Fund and the Public Account

(Rules 1ssued under the Treasury Rule 30 after consultation
with the Reserve Bank)

SECTION I,—RESOURCE
A —NORMAL BALANCE

5.1. The responsibility for maintaining treasury balances
at the most economic figure, sufficient to meet local demands
without unnecessarily locking up funds. will. rest with the
Government. As a matter of administration routine, the
currency Officer will continue to ask for explanations if such
balances rise above the normal figure prescribed by the Govern-
ment (Vide rule 5.2 below) and will arrange for the transfer of
funds, But he will not be held responsible if an excess is not
immediately brought to notice and rectified.

*5.2.  In January of each year, the Finance Departmaat
will intimate to each Treasury Officer the normal balances fixed
for his district for each month during the succeeding year. The
balances so fixed will also be communicated to the Currency
Officer. Treasury Officers should watch their balances carefully
to see that they do not exceed by any appreciable amount the
figure laid down by the Finance Department.

Nate.—The halange di o teessury or sub-treasury where Government business iz trans-
atted by the Bank is nil

*5.3. On learming from the Finance Department
the normal balance fixed for his district, the Treasury
Officer will fix the normal balances for each of his sub-
treasuries during the succeeding year. If during the course
ol the year the fixed balance at a sub-treasury is exceeded
by any appreciable amount, prompt steps should be taken
to transler the excess.

“5.4. A report should be submitted by the Trea-
sury Officer to the Currency Officer, giving the total trea-
sury balances in the district on the 7th, 14th and 21st of
cach month without any details as to denomination of
notes or kind of coin. A copy of this should be sent
simultaneously to the Finance Department. A  report
should also be sent to the Finance Department on the
last working day of the month in regard to the treasury

*These ryles are a nopsstannery charscter,
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balance on that date. If the balance shown in these
reports .or in the Cash Balance Report (See rule 5.5
below) exceeds by any appreciable amount, the normal
balance fixed for the district, the reasons [or the excess
should be stated.

5.5. On the first working day of each month, a
Cash Balance Report in Form S.T.R. 44 should be for-
warded by the Treasury Officer to the Currency Officer.
In- districts where treasury business is conducted by the
Bank, the report will show only the details of balances
at places where there is no branch of the Bank and the
certificate will be modified as shown in the-form, but a
separate memorandum will be attached showing the value
of small c¢oin of each denomination and of uncurrent
coin of each class held by the bank, the necessary infor-
mation being obtained from the Bank authorities on the
last day of each month. The head of the district is
responsible for seeing that the Cash Balance Report 1s
submitted punctually., Delay in its submissions a serious
treasury irregularity.

Note 1.—When the verification of the cash belanee take pluce on a date other than is

ol o month, it should be reporied o (he Currency Officer in the usual form Cash Balance
chm'i. :

MNote 2. —On the first 'of gich month, each Treasury Offcer should telegraph to the
Curreney Officer, (1} the total treasury hajance in the district on the last day of tha preceding
mopth withont any dotails a3 o denomination of notes or kind of coin and (2) the net
amount credited or debited woder ti'u: head " Retorve Bank Deposits™ in the account for the
preceding month separately under “STATE" and “UNION". No telegram to the Corrency
Ovfficer-18 necessary when the Cosh Balonce Report ftsell weuld teach the officer concerned
by the drd of the month

Nate 3.—Al treasuries where there is & branch of the Bank there is no treasury balunce
npd the cortifientes is modified s sliovwn in Form 5,T.R., 44

Note 4. —8ee alzo rule 1,8 and 1.5 ante.

" 5.6. The total balance should be stated in words,
and its distribution between the headquarters and sub-
treasuries should be exhibited so as to show the amounts
held in each in notes, in whole rupees, in small silver,
in nickel, and in bronze and copper. The amount of
notes  of :,‘:rJ.Ch dcnummltmn should be shown scparately.

The' ' portion: the iwac{qucutem halance under double
lotks, and undu the treasurer’s single lock, respectively,

'-;hould also be noted.
B—SurrLY OF Fuxps 10O TREASURIES AND SUB-TREASURIES

5.7. The main objects of maintaining currency
“EMESrE T AL trEdsarics wnd sub-(reasuvies [Vide rule 3.10(2)) are
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to prevent money being unnecessarily locked up in tfrea-
sury balances and to facilitate the transfer of funds as
explained in the following rules. :

5.8. Under the provisions of the Reserve Bank of
India Act, the amount of currency and bank notes in
circulation, which constitute the liabilities of the Tssue
Department of the Bank, should not exceed the assets
of that Department held in gold, sterling securities, rupee
coin and rupee securities.

Notes held in a currency chest are not notes in
circulation, while coin held in a chest is a part of the
assets of the Issue Department of the Bank held against
notes in circulation. Assuming that there are no tran-
sactions elsewhere, the deposit of notes in a currency
chest decreases the amount of notes in circulation and
the deposit of rupees in the chest increases the assets
of the Issue Department of the Bank. A deposit of notes
or coin in a curreacy chest, thus, makes it possible to
issue notes elsewhere up to the amount of the deposit
without exceeding the amount of notes in circulation. il

If, therefore, a transfer of funds from the treasury
balance at A to the treasury balance at B is required,
this can be effected at short notice and without the actual
remittance of coin or notes by transferring money from
the treasury balance to the currency chest at A and
transferring the same amount from the currency chest to
the treasury balance at B. A currency chest, thus, enables
the treasury balance at a treasury or sub-treasury to be
kept at a low figure as it is always possible to replenish
the balance quickly by a transfer of monev from the cur-
rency chest. It also obviates the necessity for frequent
remittances of coin and notes, as surplus funds can always
be deposited into the currency chest and made available

for use elsewhere pending a convenient occasion Tor remit-
tance. '

5.9. Permanent currency chests are maintained at
all treasuries and at sub-treasuries where the transactions
are of such a magnitude that the additional facility for
the transfer of funds afforded thereby reduces appreciably
the locking up of money or the¥frequency of remittances
of coin and notes. At sub-freasuries where there i5 not
a permanent currency chest, temporary chests should be
opened during the revenue collecting season in order that



