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PREFACE 

This compilation includes the Treasury Rules of the Central 
Government framed in exercise of the power conferred on the Gov
ernor General by sub-section (I) of section 151 of the Government of 
India Act. 1935, and ce·rtain executive instructions relating to re
source, currency, coinage and allied subjects which do not fall strict
ly within the scope of that sub-section. These instructions are con
tained in Part XIV of the Volume. 

2. The Treasury Rules deal p1'imarily with the procedure which 
should be followed in treasuries, including offices and agenciesi of the 
Reserve Bank of India conducting the cash business of treasuries, and 
by Government offices generally in dealing with treasuries and the 
Bank. As regards receipt, custody and disbursement of moneys in 
offices other than treasuries and the Bank, these rules provide for 
vital principles and important safeguards of general applicability 
and special instructions applicable to particular departments, which 
are to be the basds of the latter's procedure. Details of departmental 
instructions on matters of minor importance or on subjects special or 
peculiar to the department concerned have been left to be prescribed 
by the departmental regulations. Formal authorisation to prescribe 
procedure in these matters, or to make exceptions to general rules in 
specified cases have been provided, where necessary, by means of 
rules included in the Treasury Rules. 

3. Under sub-section (1) of section 124 of the Government of 
India Act, 1935, the Governor General has been pleased to entrust 
officers in charge of Provincial treasuries and sub-treasuries with the 
functions of receiving and disbursing and authorising the Bank to 
receive and disburse moneys of the Central Government with the 
stipulation that in respect of these transactions, the Treasury Officers 
and Sub-treasury Officers aforesaid should act in accordance with 
these rules, in so far as thev are special to Central transactions and do 
not refer to procedure already provided for in the rules of the Provin
cial Government concerned. 

4. With regards to the procedure to be followed by Treasury Offi
cers, etc., in connection with payment of interest on Government se
curities, repayment of principal of loans, receipt of subscriptions to 
new loans and other allied transactions. the relevant rules laid down 
in the Government Securities Manual, 1938, will continue to apply. 
The Govemor General has decided that, unless there is anythinJ? re
pugnant in the subject or context, and without prejudice to the provi
sions of the law and of the statutorv rules relatin~ to Government 
Securities the rules in the Manual in so far as thev deal with the pro
cedure relating to disbursement of moneys from and payment of 
moneys into. the Public Account of the Central Government at the 
treasury or the Bank. should be regarded as rules made under section 
151 of the Act. The necessary provisdons in this behalf have been in
cluded, where neressary. in the relevant parts of this compilation, 

(vii) 
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5. The rules and orders contained in the several parts of this 
compilation supersede, in respect of the matters with which they deal. 
the corresponding rules and instructions contained in the Civil. 
Account Code, Volume I and II; Eighth Edition (Second Reprint), 1935; 
the Public Works Account Code, First Edition (Reprint), 1935; the 
i.~orest Account Code, First Edition (Reprint) 1931; and the Resource 
Manual (Reprint), 1929. Most oi the form of initial accounts kept 
in treasuries and departmental offices and of compiled accounts and 
returns rendered to Accounts and Audit Offices, have been recast 
and incorporated as directions of the Auditor General of India under 
section 168 of the Act., in Volumes II and III of the Account Code, 
1940. The Treasury Rules have often to be applied in conjunction 
with the directions mentioned above. To distinguish the forms pres
cribed in the Treasury Rules from the forms of initial accounts 
prescribed by the Auditor General, the two sets of forms have been 
marked as T.R. and T.A. respectively. Likewise, the forms prescribed 
by the executive orders contained in Part XIV have been given 
separate serial numbers as Forms T.E. 

6. It has been agreed that moneys received on account of the 
Crown Representative should be paid into, and the expenses of the 
Crown Representative drawn out of the Public Account of the Central 
Government in conformity with the rules and procedure applicable 
generally to departments under the Central Government. The Crown 
Representative has accordingly been pleased to adopt and extend the 
application of these rules mv,tatis mu.tandis to all transactions involv
ing the receipt of moneys on account of the Crown Representative. the 
payment of the same to the Public Account, the withdrawal of moneys 
therefrom, custoday of moneys in the possession of officers under the 
control of the Crown Representa~ive and any other matters connected 
with or ancillary to the matters aforesaid. In adopting and extendin~ 
the application of the rules to transactions aforesaid the Crown 
Representative has directed that except where the context otherwise 
required, the terms "Government", "Central Government" and 
"Governor General", wherever they occur in the rules, should be 
understood as the "Crown Representative". 

7. The rulies and instructions embodied in the compi1ation, in 
so far as they affect the duties or functions of an officer of the Indian 
Audit Department, have received the general concutTence of the Au
ditor General of India. 
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TREASURY RULES 
OF THE 

CEN~fRAL GOVERNMENT 
VOLUME I 
MAIN RULES 

PART I-GENERAL PRINCIPLES AND RULES 

Introduction 

The Governor-General is pleased to issue the following rules 
under section 151 of the Government of India Act, 1935. 

Section I -Short Title and Commencement 

1. These ru~es may be called the "Treasury Rules of the Centra: 
Government" and they shall come into force with effect from the 1st 
October 1941. 

1-A. If the Government con'iiders it necessary or expedient 
s0 to do for avoiding any hardship or removing any difficulty that may 
arise as a result of the application of these rules, it may, subject to 
such restrictions and conditions, if any, as it may think fit to impose, 
dispense with or relax the provisions of any of these rules in any 
case or class of cases. 

Section 0 -Definitions 

2. In these rules, unless the context otherwise requires, the 
following expressions have Lhe meaning hereby assigned to them that 
is to say:-

(a) "Accountant General" means the head of an office of 
accounts and audit or of accounts, who keeps the accounts 
of the Central Government and, when used in relation to 
a treasury, the head of an office of accounts to whom the 
accounts of the treasury are rendered. 

(b) "The Act" means the Government of India Act, 1935. 

(c) "Audit Officer" meaus any officer subordinate to or under 
the superintendence of, the Auditor General, wh~ exercises 
audit functions. 

(d) uAuditor General" means the Auditor General of India. 
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~- - ( e·)--:;The Lank" mean~ ;ny office or ~anch of the Banking De
partment of the Reserve Bank of India, any branch of the 
State Bank of India acting as the agent of the Reserve 
Bank of India in accordance with the provisions of the Re
serve Bank of India Act (2 of 1934) and any branch of a 
Subsidiary Bank as defined in section 2 of the State ~an_k 
of India (Subsidiary Banks) Act, 1959 (~8 of 1959), which is 
authorised to transact Government business as agent of the 
State Bank of India or any other agency appointed by the 
Reserve Bank of India. 

"Reserve Bank" means the Reserve Bank of India. 

(f) "Chief Accounts Officer", in relation to accounts of rail?Jays, 
means the head of a Railway Accounts Office, and inclu .. 
des the Director, Railway Clearing Accounts Office or the 
Chief Auditor, or the Chief Auditor and Accountant and 
the Auditor of Accounts of a Company-managed Railway. 

(g) "Collector" means the head of a district, and includes any 
other officer for the time being authorised to discharge the 
duties of the Collector for the purpose of these rules. 

(h) "Competent authority" means the Government or any 
other authority to whom the relevant powers may be dele
gated by the Government. 

(i) "District" includes any area whether described as a district, 
a Political Agency, a Consulate or otherwise, which is 
served by a treasury placed in direct relation with an 
Accountant General and the term "District Treasury" shall 
be construed accordingly. 

(j) "The Government" means the Central Government. 

(k) "Province" means a Governor's Province. 

(1) "Public Account of the Central Government" mean..o; the 
consolidated fund into which moneys received on account 
of the revenues of the Governor General as defined in 
section 136 of the Act are paid are credited and from which 
all disbursements of, or on behalf of the Government are 
met. 

"Public Account" means th~ Public Account of the Central 
Government. 

NOTE-Without prejudice to anything contained in section 136 of 
the Act, "Revenues of the Governor-General" would include all mo
neys received by Government officers on behalf of the Government as 
such; not only the proceeds of taxation and the yield of ordinary re
venues but also capital _receipt~, such as the proceeds of sales of iand+ 
the proceeds of borrowing operations; unfunded debt· and unless the 
contrary int~ntion appears, such receipts of a banking or deposit na
t!lre as by virtue of any statutory provision or of any general or spe
cial executive order of the Government have to be held in the custody 
of the Government · 
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(m) "Treasury" includes a sub-treasury. 
"Bank treasury'' means a treasury the cash business of which 

is conducted by the Bank and a "Non-Bank treasury" means 
a treasury other than a Bank treasury. 

··t:entral treasury" means and includes any treasury or sub
treasury not being a treasury or sub-treasury under the 
control of a Province. 

Section DI-Location of Moneys Standing in the Public Account 
3, Subject to the provisions of sub-rules (2) and (3) of rules 7 

and sub-rule (1) of rule 33 rnoneys standing in the Public Account 
of the Central Government must either be held in a Central treasury 
or in the Bank. Money deposited in the Bank shall be considered as 
one general fund held n the books of the Bank on behalf of the 
t"~overnment. 

The deposit of such moneys in the Bank shall be governed by the 
terms of the agreement made with the Bank under section 21 of the 
RPserve Bank of India Act, 1934 (Act II of 1934). 

NOT!!:-The agreement with the Bank is printed as Appendix I to 
these rules. 

Section IV-General System of Control Over Central Treasury 

District Treasuries 
4. (1) Unless the Government after consultation with the Auditor 

General otherwise direct, there shall be a treasury in each of the 
districts specified in Annexure A to this part. If moneys standing 
in the Public Accounts of the Central Government are, in any district 
..,u specified, not deposited in the Bank, the treasury of that district 
shall be divided into two departments: a department of accounts 
under the charge of an Accountant, and a department df cash, stamps 
and opium under the charge of a Treasurer. 

Subject as hereinafter provided in this rule, the general procedure 
of and conduct of business, in a district treasury shall be regulated 
by the provisions contained in Part II. 

12) The treasury shall be under the general charge of the Collec
tor who may entrust the immediate executive control to a 
Treasury Officer subordinate to him but may not divert himself of 
administrative control. The Collector shall be responsible for the 
proper obsE>rvance of the procedure prescribed by or under these 
rules and for the punctual submission of all returns required from 
the treasury by the Government, the Auditor General, the Accoun
tant General and the Bank. 

(3) The duty of verifying and certifying monthly cash balance, 
if any in a Cent:al treasury and of submitting the monthly accounts 
of such balance m such form and after such verification as the Audi
tor General may require shall be undertaken by the Collector or 
by such other officer as may bP authorised by or under these rules 
to act in this behalf. It must be performed by the Collector in person 
at least once in every period of six months. 
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- 'fh~ procedu~~ to be ob~erved for the verification of cas~ .balances 
if any, in a Central treasury shall be regulated by the prov1s10ns coru
tained in this behalf in Part IV. 

( 4) When a new Collector is appointed to a district, he shaU at 
once report his appointment to the Accountant General and shall 
certify to the Accountant General the amount of the cash balan~e and 
stamp and opium stores, if any, which he has taken over. The certl'ficate 
shall be submitted after the method of verification specified in Part 
IV has be-en applied. 

(5) No portion of the responsibility for the proper management 
and working of treasuries shall devolve upon the officers of the Indian 
Audit Department. The inspection of treasuries by officers of the 
Indian Audit Department shall not relieve the Collector of his res.
ponsibilities for management and inspection. 

Sub-treasuries 
5. If the requirements of the public business necessitate the 

establishment of one or more sub-treasuries under a district tre,asury 
the arrangements for the administration thereof and for the proper 
conduct of business therein shall be such as may be prescribed by the 
Head of the Local Administration after consultation with the 
Accountant General provided that in cases where a Central sub
treasury renders accounts to a district treasury under the control of 
a Province, the arrangements for the administration thereof shall 
be such as may be settled by the Head of the Local Administration 
in agreement with the Government of the Province concerned. 

The daily accounts of r.eceipts and payments of moneys at a sub
treasury must be included in the accounts of the district treasury. 

Other Collectina and Disbursing Offices 

6. (1) Officers in charge of Military Treasure Chests and such 
offices of the Posts and Telegraphs Department or of any other depart
ment of the Government as are authorised to maintain separate 
departmental cash balances outside the balances of the Government 
in the treasury or in the Bank, may subject to the provisions of :these 
rules, perform all or any prescribed part of the duties of a Treasury 
Officer in respect of claims against the Government that may be 
presented to them for disbursement and in respect of moneys that 
may be tendered to them for credit to the Public Account of the 
Central Government. 

(2) An Accountant General may, subject to such conditions and 
limitations, if any, as the Government may think fit to impose! per
form all or any prescribed pai:t of the duties of a Treasury Officer in 
respect of claims against the Government that may fall due for dis
bursement and moneys that may be tendered for credit to the Public 
Account of the Central Government at the office or within the, 
jurisdiction of the said Accountant General: provided that where an 
Accountant General is subordinate to the Auditor General, the per
fori:iance by the Accountant General of the duties aforesaid shall be 
subJect to the consent of, and such condititms as may be prescribed by 
the Auditor General. 
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Section V-Payment of Revenues of the Governor-General into the 
Public Account 

7. ( 1) Save as hereinafter provided in this section, all moneys 
received by or tendered to Government officers on account of the 
revenues of the Governor General shall without undue delay be paid 
iu full into a treasury or into the Bank, or in the case of moneys 
received by, or tendered to the Secretary of State for India in the 
United Kingdom, into the Bank of England, and shall be included in 
the Public Account of the Central Government. Moneys received as 
aforesaid shall not be appropriated to meet departmental expendi
ture, nor otherwrse kept apart from the Public Account of the Central 
Government. No department of the Government may require that 
any moneys received by it on account of the revenues of the Governor 
General be kept out of the Public Account of the Central Govern
ment. 

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

(1) In the case of cash receipts utilised in accordance with 
departmental regulations by Postmasters and other heads 
of offices of the Posts and Telegraphs Department for 
departmental purposes; 

(2) In the case of moneys received on account of the service of 
summons, diet-money of witness and similar purposes, 
in Civil, Revenues and Criminal cases and in the case of 
diet .. money of witnesses deposited by assessees, with the 
Income Tax Officers; 

(3) In rase of deposits received at a Civil Court and utilis~d 
by the Court to meet claims for the refund of such 
deposits; 

( 4) In the case of fees received by Government servants 
appoi•nted Notaries Public under Act XXVI of 1881, and 
utilised to defray legal expenses incurred by them in the 
discharge of their duties as such Notaries Public; 

(5) In the case of the Public Works Department and the 
Department of Central Excises and Salt, North Western 
India, to permit the use under departmental regulations of 
cash receipts temporari'ly for current works expenditure, 
or in very exceptional cases, for disbursement of pay and 
travelling allowance charges, where this course has been 
authorised by the Accountant General to prevent any 
abnormal delay in payment; 

(6) In the case of cash collection of the Custom Department 
utilised under special authorisation of the Government in 
meeting payments on account of departmental expendi
ture as well as draw-backs to passengers on board and 
refunds of deposits to commercial travellers; 

(7) In the case of cash received by the Forest Department 
and utilised in meeting immediate local expenditure; 
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(8) In the case of cash found on the persons of prisoners at the 
time of their admission to jail, and used for the repayment 
by jail Superintendents und~r department~! regulations of 
similar sums due to other prisoners on their release; 

(9) In the case of cash receipts of Railways utilised under 
departmental regulations or with the previous approval, 
general or special, of the Governor General, for depart
mental purposes; 

(10) In cases of the Imperial Library, Calcutta, or any other 
Government library, to permit the replacement of books 
belonging to the library, which are not returned by 
borrowers, out of their deposit money; 

( 11) In the case of the Botanical Survey of India, to permit the 
refund to indentors of quinine and purchasers of seeds and 
plants, out of the amount deposited bv them, of such 
amount as may be in excess of the cost of quinine or of 
seeds and plants including incidental charges on packing, 
remittance, etc., connected therewith. 

(12) In the case of the Imperial Agricultural Research Institute, 
New Delhi and its sub-stations-

(i) for the replacement of apparatus damaged by student 
under training out of their caution money; and 

(ii) for the payment of railway freight and other for
warding charges out of advances received from custo
mers for supply of seeds or other products; 

( 13) In the case of the Imperial Dairy Institute and its sub
stations, to permit refunds on account of bottles or unre
deemed coupons for the purchase of dairy products or on 
account of failure to supply the customers, with the full 
quantity for which they have made deposits, out of the 
amounts received from them as deposits; 

(14) In the case of the Survey of India Department, to permit 
the refund to indentors of maps or other priced publica
tions, out of the amount deposited by them, of such amount 
as may be in excess of the cost of maps or publications, in
cluding incidental charges on packing, forwarding, etc. 
connected therewith; the payment of commision to selling 
Agents out of sale receipts; and to permit refund to in
dentors/private publishers of maps etc. of royalty charges 
and scrutiny charges for checking of external boundary 
of India from out of amount deposited in excess by them. 

(15) In the case of officers subordinate to the Ministry of 
External Affairs and stationed outside India where a branch 
of the Reserve or Imperial Bank or a Government of India 
Treasury does not exist to permit thP direct utilisati'on of 
fees and other receipts realised by them towards their 
departmental expenditure; 

(Hi) In the case of Branch Military Dairies locatPd ~t stations 
where . there is no treasury. Military treasure chest or 
authorised bank. to enable the sale proceeds of dairy pro
dUC'f' being utilisE'd for mf>eting their C'urrPnt f'Xpenditure, 
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the ~quivalent-;mount~ being-;~~itt;d int~ the t~-;~ury 
by the parent Dairy Farms; 

(17) In the case of sale proceeds of office furnitur~ •. etc., pur
chased from the Office Allowance Fund of a Military Umt 
or Office, and utilised under departmental regulations for 
the purposes of the Fund; 

(18) In the case of the Publicat~ons Divisio~ of the Ministry of 
Information and Broadcasting, to pernut the payment. of 
commission to the agents and refund of moneys deposited 
in advance in excess of the amounts actually due for the 
supply of publications, out of the sale-proceeds of the pub
lications; 

(19) In the case of All India Rad10. to permit payment of com
mission to (i) Sale Agents of All Indi:a Radio's programme 
journals, and (1i) to Advertising Agencies, out of the sale 
proceeds of the journals and of advertising time in Com
mercial Service of All Indra Radio, respectively. 

(20) In the case of India-Pakistan passports fees, to permit the 
payment of any refunds out of the fees received that day 
by the Treasurer; 

(21) In the case of the Delhi Milk Scheme, to permit refunds 
on account of the cost of milk not drawn by customers 
out of their monthly quota for which they have made 
advance deposits; 

(22) In the case of the Regional Poultry Farm, Hassaraghatta, 
Bangalore to permit refunds to private poultry farmers of 
amounts paid in advance by them in excess of the cost of 
chicks etc. including incidental charges connected there
with; 

(23) In the case of the Stationery and Printing Department, 
Publication Branch, to permit; . 

(i) the remittance by the sole concessionaire, of the .amounts 
due towards advertisements in Government Publications, 
after deducting the commission payable to him; and 

(ti) the refund of moneys deposited in advance bv indentors 
for supply of publications, out of the sale proceeds ot the 
publications; 

(24) In the case of Films Division to permit payment of com
mission to commission agents out of sale proceeds of films, 
for non commercial exhibition in India; 

(25) In the case of the North East Frontier Agenoy Adminis
tration, cash receipts utilised for meeling payments on 
account of departmental expenditure; 

(26) In the case of the Units of the Assam Rifles to permit 
cash collections of field post offices for departmental 
expenditure; 

(27) In the cese of the Social Welfare and Rehabilitation 
Directorate to utilise the cash received on private order 
work for the payment of wages to labour employed on 
that work. 
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Provided that the authority hereby given to appropriate depart .. 
mental receipts for departmental expenditure shall not be construed 
as authority to keep the departmental receipts and expenses defrayed 
therefrom outside· the account of the payments into and the with
drawals from the Public Account. 

(3) In special cases authorised by the Government moneys, 
received or tendered on account of the revenues of the Governor 
General may be deposited with an Indian State treasury or with a 
bank or with some recognised private banker. The conditions under 
which such deposits may be made and the manner in which the 
balances of such deposits shall be included in the Public· Account 
will be decided by the Gov-ernment in each case after consultation 
with the Auditor General. 

8. Deleted. 
9. (1) Save as hereinafter provided, a Government officer may 

not except with the special permission of the Government, deposit 
in a bank moneys withdrawn from the Public Account under the' 
provisions of section VII of this oart. 

(2) So much of the grant of H.E. the Commander-in-Chi'er as may 
be drawn in advance under departmental regulations may be kept in 
any bank in His Excellency's official title. 

(3) Officers Commanding Units and others concerned in the 
administration of Public Funds in the Defence Department may open 
current accounts for such funds with the Bank in their official capa
city. 

IO. The procedure to be adopted by Government officers and other 
authorised collecting agencies other than those in the United Kingdom 
in receiving moneys on account of the revenues of the Governor 
General granting receipts for such moneys, and paying them in the 
Public Account, and by the treasury and the Bank in receiving such 
moneys and granting receipts for them shall be regulated by the 
provisions contained in Part III. 

Section VI-Custody of Money Relating to or Standing in the 
Public Account 

11. (1) Save as provided in sub-rule (1) of rule 33, the procedure 
for the safe custody of moneys in the hands of Government officers 
or held in a Central treasury, shall be regulated by the provisions 
contained in Part IV. 

(2) The Bank is l'esponsible for the safe custody of Government 
moneys deposited in the Banks. 

Section VU-Withdrawals of Moneys from the Public Account 
12. In this section "withdrawal", with its cognate expressions, 

refers to the withdrawal of funds from the Public Account for dis
burseme·nts of or on behalf of the Government ofher than disburse
ments in the United Kingdom. 

13. Save as expressly provided by or under these rules, or unless 
the Govunment after consultation with the Auditor General other
wise direct in any case, moneys may not be withdrawn from the 
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Public Ace~ without the written permission of the Tr~asu~y 
Officer or of an officer of the Indian Audit Department authorised m 
this behalf by an Accountant General. 

14. An Accountant General may, within the limit of his own 
jurisdiction, permit withdrawal for any purpose. Unless expressly 
authorised by these rules or by any special orders of the Govern
ment an Accountant General may not permit withdrawal at a place 
outside the limits of his own jurisdiction. 

15. (1) Subject as hereinafter provided in this section a '.freasury 
Officer may permit withdrawal for all or any of the following pur
poses, namely:-

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

(ii) To provide the drawing officer with funds to meet claims 
likely to be presented against the Government in the 
immediate future by-
(a) other Government servants, or 
(b) private parti1es; 

(iii) To rnable the drawin~ officer to supply funds to another 
Government officer from which to meet similar claims; 

(1v) To pay direct from the treasury or from the Bank sums due 
by the Government to a private party; 

(v) In the case of a Government officer or authority em
powered to make investments of moneys, standing in the 
Public Account, for the purpose of such investments; 

(vi) To pay sums on account of grants-in-aid, contributions, 
etc; 

NoTE-l'he term grants-in-aid, contributions, etc., includes such 
classes of expenditure as grants to local bodies, religious, charitable 
or educational institutions, contributions to public exhibitions and 
fairs expenditure from the discretionary grants and compensations 
to Government servants, both Gazetted and non-gazetted, for acci
dental losses, etc. 

(vii) To pay sums on accounts of loans and advances. 
(2) Unless expressly authorised by an Accountant General, a 

Treasury Officer shall not permit withdrawal for any purpose not 
specified in sub-rule ( 1) of this rule. 

16. Except as provrded in rules 24 and 25 a Treasury Officer shall 
not permit withdrawal for any purpose unless the claim for with
drawal complies with the provisions contained in Part V as to the 
person by whom and the form in which, the claim shall be preferred 
and the checks to which the claim shall be submitted by the Treasury 
Officer bdore directing payment thereof. 

17. A Treasury has no general authority to make paymentst 
o_n ~em:mds preser:ited at the treasury, his authority being strictly 
hm1ted to the makmg of payments authorised by or under these rules. 
If ~ de~and of any .kind is presented at a treasury for a payment 
which 1s not authorised by or under these rules or is not covered by 
a special order received from the Accountant General. the Treasury 
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Office~~hall-decline -payn;nt for want of --autho~ity ~ -ATreasury 
Officer has no authority to act under an . order of the Govern!Ilent 
sanctioning a payment unless the order is an express order to him to 
make the payment; and even such special orders should in the ab
sence of urgency, be sent through the Accountant General. 

1g. A Treasury Officer shall not honour a claim which he con
siders to be disputable. He shall require the claimant to refer it to 
the Accountant General. 

19. Except as otherwise provided in Part V, a payment shall only 
be m.1Je in the district in which the claim arises. 

20. 'No withdrawal shall be permitted in order to meet the pay, 
leave salary or allowances of a Gazetted Government servant or 
a n=.ward or honorarium payable to a Gazetted Government servant 
or any pension, until the Accountant General has intimated to the 
Treasury Officer the rate at which payment shall be made; provided 
that the Government may, for special reasons and with the con
currence of the Auditor General, waive the provisions of this rule. 

Note-In the following cases, the Government, with the concur
rence of the Comptroller and Auditor General, have waived the sub
stantive provision of the rule and consquently no authority of the Ac
countant General for permitting the withdrawal of funds in such 
cases is necessary:-

(a) for payment of honorarium to a gazetted Government ser
vant by the Editor, "Sainik Samachar" for contributing 
articles etc; 

(b) for payments to be made under the 'Scheme for the with
drawal of pay and allowances etc. of gazetted Government 
servants by Heads of Office.s', in Establishment bill forms; 

(c) for payment of pay and allowances by Indian Embassy etc. 
to a gazetted Government servant sent on deputation ab
road for a period not exceeding two months in cases where 
the sanction itself is regarded as an authority for making 
the payments; 

~d) for payment of ration allowances to a gazetted Government 
servant of the Indo-Ti'betan Border Police for the period 
during which free rations are not supplied to him· 

(e) for payment of honorarium to a gazett-ed Governm1ent ser
vant by the Union Public Service Commission· 

(f) for payment of honorarium of an occasional ~ature upto 
Rs. 100 on each occasion by Government to a gazetted 
Government servant; 

(g) for payment of overtime allowance, where admissible to a 
~azetted Government servant; and ' 

(h) for payments to be made to a gazetted Government servant 
under the 'Centralised system of payment of pay and 
allowances to gazetted Government servants' by a Depart
mental Aocounts Offirer. 

21 .. No withdrawal ~hall be P~rmitted on a claim for the first of 
any series of pavment in a district, d pay or allowances to a Govern
ment servant other than a person newly appointed to Government 
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service unless the claim is supported by a last pay certificate in such 
forms as may be prescri:bed by the Auditor Gi<neral. A Treasury 
Officer may not permit any withdrawal in respect of pay or 
allowances of a Government servant to whom he has granted a last 
pay certificate unless the certificate is first surrendered. 

Non. 1-Withdrawal for a claim for travelling allowance in res
pect of journey, by a retiring government servant and his family, 
from his last place of duty to a ptace where he wishes to reside, maY\ 
be permitted by a treasury officer even without surrendering the last 
pay certificate. 

NOTE 2-In the event of death, retirement or discharge of a Gov
ernment servant the children's educational allowance admissible 
in respect of him, should be drawn and disbursed by the head of the 
office in which the Government servant was last employed and with
drawal of funds for the purpose may be permitted by the treasury 
officer even without surrendering the last pay certificate. 

21-A. Deleted. 
22. The Treasury Officer shall be responsible to the Accountant 

General for acceptance of the' validity of a claim against which he 
has permitted withdrawal, and for evidence that the payee has 
actually received the sum withdrawn. 

23. The Treasury Officer shall obtain sufficient information as to 
the nature of every payment he is making and shall not accept a claim 
which does not formally present that information unless there are 
valid reasons which he shall record in writing for omitting to enquire 
it. 

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

25. A Collector may, in circumstances of urgency, by an order in 
writing authorise and require a Treasury Officer to make a payment, 
not being a payment of pension, without complying with the . pro
visions of these rules. In any such case, the Collector shall at once 
forward a copy of his order and a statement of the circumstances 
requiring it, and the Treasury Officer shall at once report the payment 
to the Accountant General. 

NoTE-The need for exercising the special power under this rule 
should not arise at aH in normal conditions. The power should be used 
only in real cas~s of urgency e.g. floods, earthquake and the like and 
withdrawals of money under this rule should, as far as possible, ex
clude all personal claims of Government servants. 

Section Vm-Transfer of Moneys Standing in the Public Account 
26. (1) The transfer of Government moneys from one Central 

treasury to another between currency chest balance and treasury 
balance of a Central treasury, between a Central treasury and the 
Bank and between India and the United Kingdom shall be governed 
by such instructions aSI may be issued in this behalf by the Governor 
General after consultation with the Reserve Bank and in the case 
of transfers from or to his account, the Secretary of State for India. 
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Subject as provided above, the provisions of Part XI and any 
subsidiary instructions issued there:under shall regulate the procedure 
with regard to the matters aforesaid. 

(2) The transfer of moneys from or to a small coin depot to or 
from a treasury shall be 1;?overned by the procedure specified in Part 
XI. 

Section IX-Resposibility for Moneys Withdrawn 

27. If a Treasury Officer receives intimation from the Accountant 
General that moneys have been incorrectly withdrawn and that a 
certain sum should be recovered from a drawing officer, he shall 
effect the recovery without delay and without regard to any corres
pondence undertaken or contemplated with reference to the retrench
ment order; and the drawing officer shall without delay repay the 
sum in such manner as the Accountant General may direct. 

28. (1) Subject as hereinafter provided in this rule, the procedure 
to be observed by a Government officer in regard to moneys with
drawn from the Public Account for expenditure shall be regulated by 
the provisions made in this behalf in Part V. 

(2) A Government officer supplied with funds for expenditure 
shall be responsible for such funds until an account of them has been 
rendered to the satisfaction of the AC'Countant General and of the 
Audit Officer concerned. He shall also be responsible for seeing that 
payments are made to persons entitled to receive them. 

(3) If any doubt arises as to the identity of the Government Offi
cer by whom an account of such funds shall be rendered, it shall be 
decided by the Government. 

Section X-Inter-Government Transactions 

29. ( 1) Save as provided hereafter in this section, no transactions 
of the Central Government with a Province shaJl be adjusted against 
the balance of the Central Government except in accordance with 
such direction as may be given by the Auditor General with the 
approval of the Governor-General to regulate the procedure for the 
accounting of transactions between different Governments. 

(2) All adjustments against the balance of the Central Govern
ment by debit or credit to the Government of a Province shall be 
made through the Central Accounts Section of the Bank. 

30. Receipts and disbursement in a Province on behalf of the 
Ce11:tra1 Government shall be adjusted, as far as practicable, directly 
agamst the balance o_f the Central Gov~rnment held by the Bank, but 
where such transactions. are temporarily taken into account against 
the balance of the ~ubhc ~ccount of the Province, the Accountant 
Ge-?eral of the Provmce. 'Yrll, ~n receipt of intimation from the 
treasury. lllake the reqms1te adJustments in respect of the aforesaid 
tra~sacttons through the Central Accounts Section of the Bank 
against the balances of the Central Government held by the Bank. 
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31. (1) The Treasury Officer in charge of a Central treasury may, 
subject to any general or specific direction of the Government in 
this behalf, receive or authorise the Bank to receive moneys tendered 
on behalf of a Province and may, if so required by the Accountant 
General, make or authorise payment of any claim against a Province. 
The necessary credits or debits in respect of such receipts and pay
ments against the balances of the Provinces concerned shall be made 
by the Accountant General through the Central Accounts Section of 
the Bank but until such adjustments are made, the credits and debits 
shall be entered in the Public Account of the Central Government. 

(2) Moneys paid or received in the Office of an Accountant 
General on behalf of a Province·, or book entries made in the Office of 
an Accountant General affecting the accounts of a Province, where 
such moneys or book entries are credited or debited in the first 
instance against the balance of the Central Government, shall be 
adjusted against the balance of the Province concerned in accordance 
with such directions as may be given in this behalf by the Aud~tor 
General with the approval of the Governor General. 

(3) The provisions of the preceding sub-rules shall apply to pay
ments made or moneys received on behalf of the Government of 
Burma and may be extended with or without modificati:on to pay
ments made or moneys received on behalf of the Railway. 

32. (i) In order that the transacti~ns pertaining to the Central 
Government may be correctly recorded against the balance of the 
Central Government, all challans, bills, cheques, vouchers, etc., which 
serve as evidence for payments into or withdrawals from the Public 
Account, or on the authority of which adjustments in the initial 
accounts are made against the balance of the Central Government by 
treasuries and the Bank, shall be printed on blue paper: 

Provided that in the case of any particular kind of document 
aforesaid, the Government may, after consultation with the Auditor 
General, suspend or waive the operation ofJhis rule. This is' subject 
to the condition that whenever forms other than those of blue colour 
are used, such forms must invariably be so prominently marked asi 
to indicate clearly that they pertain to transactions of the Central 
Government. 

(2) The requirements of this rule shall not apply to transactions 
of the Government in the United Kingdom, which are governed by 
the provisions of rule 33. 

Section XI-Receipts and Disbursements of the Central Govemmenlt 
in the United Kingdom 

33. (1) Except as expressly provided in these rules the procedure 
in respect of the receipt and safe custody of moneys received in the 
United Kingdom on account of the revenues of the Governor General, 
the payments of such moneys into the Public Account of the Central 
Government, the withdrawal of such moneys from the said Public 
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Account and any matters connected with or ancillary to the matters 
aforesaid shall be such as may be prescribed-

( i) in the case of moneys arising or accruing i,n the accounts 
of the Secretary of State for India, by the Secretary of 
State for India, after consultation with the Auditor of 
Indian Home Accounts; and 

(ii) in the case of moneys arising or accruing in the accoun~ 
of the High Commissioner for India, by the High Com
missioner for India, after consultation with the Auditor of 
Indian Home Accounts. 

(2) Until other provision is made by a Province in this behalf, 
moneys received in the United Kingdom on account of the revenues 
of the Province may be paid into, and funds required for disburse~ 
ments of or on behalf of the Province in that country may with
drawn from, the balance in the Public Account of the Central 
Government in that country, in accordance with such procedure as· 
may be prescribed under sub-rule (1) of this rule. These trans
actions shall be adjusted in India at the earliest opportunity against 
the balances of the Public Account of the Province according to such 
directions as may be given in this behalf by the Auditor General1 

with the approval of the Governor General. 

Section XU-Supplemental 

34. An Accountant General who is subordinate to the Auditor 
General shall, in the exercise of any of his functions under these 
rules, be subject to the general control of the Auditor General and1 

any other Accountant General shall exercise those functions subject 
tq_ the general control of the Financial Authority concerned which will 
act generally in consultation with the Auditor General in all matters 
where the Auditor General's power and duties as respects accounts 
are involved. 

35. Nothing in these rules shall have effect so as to impede or 
prejudice the exercise by the Auditor General of the powers vested 
in him by or under the Act to make, rules or to give directions regu-' 
lating the submission to the Indian Audit Department of the accounts 
kept in treasuries or in departmental offices, accompanied by such 
vouchers for their support as the Auditor General may require fo!'I 
purposes of audit or for the purpose of keepin~ the accounts for 
which he is responsible. · 

36. Nothing containeq in, or in the application of, these rules shall 
have effect so as to impose upon the Bank in connection with the 
business of the Government any responsibility not imposed upon 
the Bank by the terms of its agreement referred to in rule 3. 

37. (1) Where under the provisions of these rules the detailed 
procedure with respect to any matter is required to be prescribed or 
regulated by departmental regulations and where no rule or order 
has been made by the Governor General as to thei authority by which 
the regulations shall be1 made, such regulations to be observed by 
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particular departments shall be made by the Government, or with 
the approval of the Government, by such departmental authorities 
as may be authorised by the Government to act in this behalf. 

The Head of a Local Administration may, subject to such limita· 
tions as may be imposed by the Government, make departmental 
regulations in relation to departments or areas under his administra. 
tive control. 

(2) Nothing contained in this rule affects the validity of any order, 
instruction or direction contained in any authorised departmental 
regulation in force on the date of promulgation of these rules, excep1' 
in so far as such order, instruction or direction is inconsistent with or 
repugnant to any distinct provision contained in these rules. 

ANNEXURE A 

[See Rule 4 (l)] 

District or Stations where there are Central Treasuries 

Ajmer. 
Bangalore. 
Baroda. 
Bilaspur. 
Bushire. 
Delhi. 
Gyantse. 
Hyderabad, Deccan. 
Indore. 
Khatmandu, Nepal 
Kurr am. 
Manip\U', 

Mercara, Coorg. 
Muscat. 
Nowgong, Bundelkhand. 
Port Blair. 
Quetta. 
Rajkot. 
Razmak. 
Sadr a. 
Sambhar. 
Tehran, Iran. 
Trivandrum, Travancore. 
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PART II-GENERAL ORGANISATION AND WORKING OF 
CENTRAL TREASuRIES 

Section I-General Orgailllsatlon 

Management 
38. Subject to any general or special orders of the Govemme_nt, 

the ultimate responsibility for the proper ~anagement and working 
of a Central treasury shall rest entirely with the Head of the Looa~ 
Administration. 

Collector 

39. The Collector, as in general charge of treasury, shall be 
immediately responsible to the Head of the Local Administration for 
its general administration and working. The appointment of a subor .. 
dinate to the immediate charge of a treasury shall in no way relieve 
the Collector from responsibility. This responsibility extends 
not only to the security of cash balance, stamps, opium and other 
Government property, and the immediate detection of any irregular 
practice on the part of the subordinates, but also to the correctness 
of prescribed accounts and returns and the punctuality of their sub
mission, and to the implicit obedience of the Treasury Officer to the 
instructions issued by the Accountant General, the Currency Officer 
or any other competent authority. 

40. The Collector shall send immediate notice to the Accountant 
General and other concerned authorities of any defalcation or loss of 
public money, stampS", or opium and other property discovered in 
the treasury or any sub-treasury, even when such loss has been made 
good by the person resposible for it. Such notice shall be supple
mented as soon as possible afterwards by a detailed report after 
personal investigation into the case. In dealing with cases of defalca
tions or losses as aforesaid and in reporting such cases to the Accou;n .. 
tant General and other authorities, the Collector shall be guided by 
such general orde~s or instructions as may be issued in this behalf by 
the Government and by the Head of the Local Administration. 

Petty cases, that is, cases involving losses not exceeding Rs. 500 
each, need not be reported to the Accountant General unless there 
are in any case important features which merit detailed investiga
tion and consideration. 

4~. T~e Collector sh~ll rei:nember that, when an irregularity oi 
any kmd is broug~t to his notice by the Accountant General, nothing 
but a ~port on h~s own know.ledge, after personal investigation, car. 
be cons1~ered satisfacto~y. It 1.s not enough for him to pass on thE 
explanation of a subordinate masmuch as reports prepared in thi! 
manner have very often, by lulling suspicion, led to greater irregu. 
larity afterwards. 
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42. The Collector is bound to satisfy himself by periodical 
examination at least once in every six months for cash and opium 
and once a year, for stamps, securities, draft and cheque forms-

(i) that the actual stock of cash opium. stamps and se~urities 
is kept under joint lock and key, and corresponds with 1he 
book balance; 

(ii that the Treasurer does not hold a sum larger than is 
' necessary for the convenient transaction of the Govern

ment business and that this sum, together with the value 
of stamps and opium, if any, in his sole custody, is not 
larger than the security given by him; 

(iii) that the stock of draft apd similar forms which are intended 
for use in momentary transactions are carefully kept 
under lock and key by the Treasury Officer and periodically 
tallied with the nominal balance of such forms on the 
stock books; and 

(iv) that the sub-treasury balances are verified once a month 
by a gazetted officer, besides the verification done by him
self during his tour. 

NOTE-The word "stamps" used in this and other rulee of this part 
includes Match Excise Banderols. 

43. The Collector shall satisfy himself at least once in eyery 
quarter that the deposit registers are kept according to prescribed 
rules and that all necessary entries are made and initialled withou.'t 
fail at the time of the transaction. 

44. The Collector shall be speciallv careful, when assuming or 
making over charge, to see that the cash balance and stock of stamps 
and opium are thoroughly verified and that a certificate of taking' 
over charge in which the state of cash, stamps, and opium balances is 
to be shown is invariably despatched to the Accountant Genei::al with 
a certificate in Form T.R. 1 on the same day that the transfer of 
charge takes place. 

45. The Collector when at headquarters must always verify the 
district treasury balance in person on the first of each month and 
sign the account to be re0ndered to the Accountant General and the 
Head of the Local Administration. When, however, he is absent on 
tour, on the first of the month, or when he is unable to perform the 
duties from physical inability, the duties may be entrusted to the 
senior gazetted subordinate of the district staff present at head
quarters, not being the officer in charge of the treasury, or to any 
of his as~i~t~nts or district deputi~s .in p7~manent charge of talukas 
or sub-divlSlons. The reason for his mab1hty to sign the accounts 
must be distinctly noted in the returns and accounts. 

If neither the Collector nor any gazetted officer of the district 
staff, other than the Treasury Officer himself, is present at head
quarters when the accounts are ready for signature the cash balanc~. 
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may be verified and the accounts signed by the Trea~ury Officer; but 
the absence of all other officers as above must be certified on the face· 
of the accounts; and the cash balance shall be verified by another 
officer and reported to the Accountant General and the Head of the 
Local Administration as soon as any such officer returns to head
quarters. 

46. Without prejudice to the generality of the rules containe~ in 
Section IV of Part I, the provisions of rules 42 to 45 may be modified 
in particular points of detailed procedure to suit local convenience 
under the orders of the Head of the Local Administration issued after 
consultation with the Accountant General. 

Treasuru Officer 
47. The appointment of a very junior officer to the charge of a 

treasury should not ordinarily be made but if in a temporary emer
gency such an appointment is made, the departure from the rule shall 
be reported to the Accountant General and the reasons for it explained 
to that officer. 

48. As the Collector's delegate and representative, the Treasury 
Officer is responsible to the Collector primarily for the proper dis
charge of his duties for thorough observance of all rules prescribed 
for his guidance in every branch of his duties and for strict attention 
to all details of the daily routine of the treasury work. He is 
responsible to the Collector for the working of the treasury and 'the 
conduct of the subordinate treasury official; and, for the custody of 
cash balance. stamps and opium, he is jointly responsible with the 
Treasurer. He must have carefully prepared instructions for the 
guidance of every branch of his office. 

49. The Treasury Officer is responsible to the Collector for 
keeping the accounts of thei treasury strictly in accordance with the 
directions contained in the Account Code, for the accuracy of all 
initial records and vouchers and for regularity of all transactions 
taki11g place at the treasury . 

. 50. The special precautions to be observed by the Treasury Officer 
in matters relating to receipts, custody and payment of Government 
moneys are specified in other relevant parts of these rules. 

51. Subject to the foregoing provisions of this section and with
out prejudice to the generality of provisions made in other parts of 
these rules, the respective responsibility of the Collector and of the 
Treasury Officer may be laid down in writing by the Head of the 
Local Administration. 

Relation with the Accountant General 
:>2._ The Accountant General may direct his communications 

regardmg treasury accounts and procedure either to the Collector 
or to the Treasury 01icer. but all important communications to the 
A~coun~ant General must issue over the signature of the Collector or 
w1~h ~ts approv~l. The <;oUecto~ may not forward the Treasury 
Officer~ explanation as his own in reply to questions or enquiries 
concerning the treasury work, 
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[53-57 

53. The Currency Officer ordinarily directs his communications 
to the Treasury Officer but, save in matters of daily routine, all com
munications to the Currency Officer must issue over the signature 
of the Collector or with his approval. The Currency Officer will 
bring to the notice of the Collector the cas~ in which the Treasury 
Officer appears to be neglecting his duties. 

NOTE I-The control of the currency, resource and remittance op
erations of the Government vests in the Reserve Bank and this work 
is conducted under the control of the Bank, by a number of Currency 
Officers each of whom is in charge of an office of the Issue Depart
ment of the Bank and is responsible for the work of territories 
within his jurisdiction. The jurisdiction of the various offices of 
issue over the Central treasuries is as given below: -

Office of Issue Jurisdiction of the Office of Issue 
Calcutta Manipur, Port Blair, Gyants, Ne-

Kanpur 
Lahore 
Bombay 

Pal. 
... Ajmer, Sambhar. 

Delhi, Kurram, Razmak. 
Hyderabad (Deccan), Baroda, In

dore, Sadra, Rajkot, Bushire, 
Muskat, Teheran, Nowgong. 

Karachi Quetta. 
Madras Coorg, Travancore, Bangalore. 
NOTE 2-The procedure to be observed by the Treasury Officer 

with regard to custody of currency chests and verification of currency 
chest balances is regulated by the orders embodied in Part XIV. 

Treasnre 
54. Detailed rules for the custody of treasure, both specie and 

notes are laid down in Part IV. 
Treasurer 

55. The Treasurer is responsible for the handling of the money 
at treasury. It is the duty of the Collector to see that the Treasur.eor 
furnishes sufficient security to protect the Government against loss 
due to his negligence or fraud. 

56. A model form of the Treasurer's security bond is given in 
Form T.R. 2. 

Securities lodged as deposits may be returned after six months 
from the date of vacation of office by a Treasurer but the bond shall 
be retained permanently, or until it is certain that there is no neces
sity for ket>ping it any longer. 

Accountant 
57. The Accountant is responsible under the orders of the Treasury 

Officer for keeping complete records of cash and book transaction5 
of the rlistrict and subordinate treasuries and for the compilation of 
prC"scribed accounts and returns strictly in accordance with the direc
tions and orders in force. He is also required to see that the rules and 
orders. in force are observed in resped of all transactions of the trea
sury and to brin~ all cases of irregularity to the notice of the 
Treasury Officer. 
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58. The Accountant may be1 required to inspect under the orders 
of the Treasury Officer, the account record of sub-treasuries and to 
check percentage of the initial accounts. 

Section Il-Treasury Accounts 
Treasurer's Records 

59. The Treasurer shall maintain a simple cash (without &ubordi;.. 
nate registers), in which each receipt and payment shall be posted at 
the time and on the date on which they actually occur and in the 
order of occurrence. The Treasurer shall sign and immediately 
return to the Accountant (after the necessary entry in his accounts) 
all receipts for money received. He shall stamp all payment vouchers 
"Paid" and retain them for delivery to the Account Department when 
the books are compared. 

60. When stamps or opium have been sold, the total sales shall 
be entered before the1 cash book is closed and a memorandum should 
be prepared and forwarded to the Accountant, so that the necessary 
entry may be made in the accounts. 

Accountant's Books 
61. The form and procedure with regard to the initial accounts 

kept in the treasury and the methods and principles in accordance 
with which the accounts are kept, are governed by the directions con
tained in the Account Code, Vol. IJ. It is the duty of the Treasury; 
Officer to satisfy himself that those directions are strictly observed, 
that the accounts are correct in all respects and that the record of 
receipts and payments are so clear, explicit and self....contained as to 
be produceable, if necessary, as satisfactory and convincing evidence 
of facts. 

NOTE-A complete record of cash transactions and book transfers 
relating to the district treasury, including those of sub-treasuries with
in its jurisdiction, will be kept in the• accountant's cash book every 
item received or paid aSI well as all adjustments bv transfer should 
be entered in the cash book or in some register subsidiary to the cash 
book in accordance with the directions contained in the Account Code, 
Vol, II. The daily total from cash subsidiary register should pass into 
the cash book. 

62. The Treasury Officer shall prohibit any erasures or over
writings in the cash book and other registers of initial record or in 
any account or schedule and verify and initial every correction in 
them. 

Sub-treasury Accounts 
63. The daily accounts of sub-treasuries are incorpera~ed i• tile 

accou?ts o~ the district treasuries in accordance with the directions 
contained in th.e .Account Cod~, Vol. II. !t is the duty of the Treasury 
Officer ~o scrubm.se and examine every item of receipts and payments 
~hown I~ ~he. d1uly accounts and point out and watch against all 
irregulariti~s m the same way as those at the district treasury. He 
shall examine and reg~late the. pr~cedure of sub-treasuries, as fat 
as he can, from the daily examination of their accounts. -
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NOTE-If the Treasury Officer owin~ to the volume of sub-trea-· 
sury transactions finds it difficult to scrutinise each and every sub-. 
treasury voucher, he may at his direction leave over the work to the 
Accountant, a percentage check not less than 20 per cent being effec
ted by him. All vouchers checked Qy the Treasury Officer himself must 
be initialled by him as a token of the fact that he has exercised the 
check. 

64. The Treasury Officer shall see that the cash balance of the 
sub-treasury has been actually counted and certified by the Sub
treasury Officer on the closing day. The cash balance of the sub
treasury must be written in words as well as in figures, the words 
being written in such manner as to leave no room for alteration or 
interpolation. The Treasury Officer is also required to observe 
special precautions to satisfy himelf that Sub-treasury Officer's. 
signature on the daily sheet and supporting documents is genuine 
and that the accounts have not been tampered with in transit. The 
accounts must invariably be sent by post. 

Closing for 1Jhe Day 
65. Subject to the directions contained in this behalf in the· 

Account Code, Vol. II, the p~ocess of closing accounts for the day· 
shall be as follows:-

(a) The daily total of each subsidiary register will be entered 
in the appropriate part of the cash book, which will then 
be totalled, and the balance memorandum at the top of the 
Accountant's balance sheet will be drawn up strictly in 
accordance with the directions contained in the Account 
Code, Vol. II. To the account balance thus brought out, 
the additions and deductions indicated at foot of the cash 
book form will be applied so as to bring out the cash 
balance at the district treasury. 

(b) Meantime, the Treasureir will also sum both sides of his 
cash book and draw up his balance memorandu°"i'n in the 
form of the Treasurer's daily balance sheet (Form T.R. 3). 

{ c) If the results shown in the two balance sheets agree, the 
Treasury Officer should sign the two cash books and the 
two balance sheets. He should first satisfy himself of the 
correctness and good order of all these documents and 
should give special attention to the reconcilement of the 
account balance of the district with that actually in the 
headquarters treasury; the latter excludes the balance in 
sub-treasuries or under remittance within the districts 
which the former includes. 

5?.,"5lf0 
Weit Bengal Sectt. Library. 
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(d) The following is memorandum of some of the more 
important. parts of the verification. The Treasury Officer 
should-

(i) compare each entry of payment in a register with the 
payment order, ticking oft each voucher as it is passed. 
This will not be necessary if the Treasury Officer 
adopts the alternative plan of having the account entry 
presented to him for initials at the same time that he 
signs the order of payment; 

(ii) examine at least two of the totallings on each side 
marking the totals as "exd". 

(iii) see that the totallings are correctly carried from the 
register to cash book. initialling the totals as he thus 
compare them. 

NOTE-This must be done, in the case of receipt register, even 
when the total for the day is blank; but it is not necessary to initial 
blank payment registers. If the number of blank receipt registers is 
great the following plan may be adopted. Such registers as are only 
rarely required for entry may be bound in a single volume and kept 
under the Treasury Officer's own lock. When the volume is required 
for entry, he should give out the register for the purpose, and he 
should' receive it back at the time of signing the daily accounts, care
fully neeing in doing so that all new entries in it are correctly carried 
to the cash book and initialling them accordingly. It is obviously 
necessary to guard against fraud or mistake of omitting to bring all 
contries from these registers upon the cash book; and this precaution 
is not complete if the Treasury Officer examines only those regis
tern from which an entry is made upon the cash book. 

(iv) verify the totalling of the cash book or get it done by 
some principal subordinate officer, other than the 
Accountant who should initial it as correct; 

(v) see twice every week that all vouchers are properly 
arranged. 

(e) Before signing the Treasurer's daily balance sheet, the 
Treasury Officer should roughly verify the balance in the 
sole charge of the Treasurer, as shown in that sheet, and 
satisfy himself on the following points:-

(i) that no uncurrent coins are left in charge of the 
Treasurer; 

(ii) that no more small silver and copper, bronze and nickel 
coin is so left that is actually required for current use· 

(iii) that the whole balance in sole charge of the Treasure; 
never exceeds his current requirements. 

(f) The Treasury Officer should always be careful to sign the 
Tre.asu~er's balance sheet ii: the evening of the day itself to 
which it refers, but the s1,znature and comparison of the 
Accountant's books need not be made tiJI the following 
morning unless the office is to be c!osed for two or more 
day~. !he Accountant's balance sheet must not be signed, 
unhl it ha& been carefulJy agreed with the Treasurer's 
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-No~O~di~arily the -Treasure;.s bal;;c;- sheet should be com
pared and agreed with that of the Accountant before closing the 
treasury for the day and it is only when pressure of ~ork render» 
this impossible that the comparison may be post?oned till the follow
ing morning. When this is necessitated, the certificate over the Trea
sury Officer's signature at foot of the '.I'reaS1Urer's bal~,nce sheet .should 
be altered in manuscript by cancelling the words agreed with the 
Accountant's daily balance sheet and" before the form is signed by 
the Treasury Officer which must be done before closing of the day. 
An additional certificate will then be added and signed by the Trea
sury Officer in the following morning, viz., "agreed with the Ac
countant's daily balance sheet". For the 31st March and first few days 
of April it will be necessary, for the Accountant to prepare a separate 
rough balance sheet on each of these days for comparison with that 
of the Treasurer as the completion of the Accountant's balance sheet 
for the 31st March has to await the receipt of the sub-treasury 
accE>unts. 

(g) The foregoing provisions of this ruie apply also to. Bank 
treasuries subject to the modification that in the absence 
of the Treasurer's balance sheet, the correctness of the 
daily accounts should be tested by a comparison of the 
totals of receipts and payments in the Accountant's cash 
book with the corresponding totals in the daily accounts 
received from the Bank. 

NoTE-When with the concurrence of the Accountant General the 
daily account of the Bank is submitted to a treasury in the morning 
of the day following that to which it refers, the signature and com
parison of the Accountant's Book may be made in the evening in
stead of in the morning of the day on which the Bank's accounts are 
received, provided the pressure of work renders it necessary so to 
postpone it. 

Closing for the Month 
66. (1) With the single exception of March for which.the accounts 

of the district treasury must be kept open until receipt of daily sheets 
of every sub-treasury for 31st March, the monthly accounts shall be 
closed without fail on the last day of each month. Every endeavour 
shall be made to close the march accounts at the earliest possible 
date and, in any case, not later than the 5th of April except in the 
case of the district treasury at Port Blair where these accounts shall 
be closed not later than the 15th of April. 

(2) The latest date for the formal closing of the accounts of the 
several sub-treasu~i~s for. the month shall be so fixed by the Head 
of the Local Admm1stration as to ensure the receipt of the day's 
returns at the district treasuries before the end of the month The 
transactions o~ every s~b-treasury from the fir~t to the fixed closing 
date shall be included m the account of the district treasury on the 
day of which the daily sheet is received; those of later days can only 
be brought on the account of the next month, even though the daily 
sheet is received before. The sub-treasury account for March must 
however, be kept open up to the 31st of March in order that ali 
receipts and pa¥ments taking place within the official year may 
without exception, be brought into the accounts of the year. ' 
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67. (1) In closing the accounts of the district treasury; for the 
month the month's totals of the subsidiary registers will be carried 
into the cash account in the case of receipts, and into the list of pay
ments in the case of payments, the cash account being closed in 
accordance with the directions contained in the Account Code, Vol. 
II. The cash must be verifiedi by actual counting and the cash 
balance report made out in accordance with the procedure prescribed 
in Part IV. 

(2) The monthly cash account shall be subjected to a very careful 
check b;v the Treasury Officer when it is laid before him. He must 
satisfy himself that the opening and closing balances of this account 
are not merely deductions from accounts but are statements of facts 
certified to have been verified by actual enumeration of coin and 
notes. The Treasury Officer shall also check each entry in the cash 
account and list of payments with the corresponding totals in the 
cash book and see that the totals of all the registers are correctly 
carried into the cash book. 

NoTE-If, at anytime, the Treasury Officer be unable to compare 
all, at least he may compare some; notably, he should compare the 
entries in the plus and minus memorandum of deposits, stamps, etc., 
with the entries in the account, e.g., the plus and minus memorandum 
shows a reduction in the stock of judicial stamps to the value of 
Rs. 5,000; if the credit in the account be less, the difference must be 
traced and satisfactorily accounted for. 

Monthly Accounts and Returns 

68. (1) A complete list of treasury accounts and returns to be 
rendered on different prescribed dates to the Accountant General, 
the Currency Officer and other authorities shall be kept at each 
treasury. The accounts and returns be written up in accordance 
with the directions contained in this behalf in the Account Code, 
Vol. II, and such orders and instructions as may be issued by the 
Collector. 

(2) With regard to the punctual submission of the accounts and 
returns, the Head of the Local Administration shall view with severe 
displeasure any avoidable delay on the part of the Collector or of 
the Treasury Officer in the despatch of the prescribed accounts and 
returns with complete schedules and vouchers, particularly those 
required by the Government, the Accountant General and the Cur
rency Officer concerned. 

NoTE-The returns due for despatch on a holiday may be sent one 
day (but not more than one day) late. 

69. Vouchers pertaining to each schedule relating to the cash 
account or the list of payments shall be numbered consecutively in 
a separately monthly series and kept under lock and key in the order 
of payment till they are despatched. Before despatch of the lists of 
payments and schedules, the Treasury Offtcers shall by inspection 



PART II] 

25 

GENER.lL ORGANISATION .lND WORltlNG OF CENTRAL 

TR.EA!'IURIE! 

{69-70 

satisfy himself that the required vouchers are all attached. He may 
find it profitable at intervals during the month to take up a schedule 
and see that all its vouchers are present in proper order and no pay
ment can be made without a voucher, there can be no excuse for the 
absence of any unless it be that for a specific remittance. 

Section 111.-Treasury Inspection 
General Rules 

70. Every Collector shall make a systematic inspection cf the 
working of the treasury once a year with the object of ensurin.1? that 
the procedure actually observed at the treasury is in accordance with 
the rules and orders in all respects and that the accounts and other 
records are properly maintained. The inspection shall be carried out 
in accordance with the following instructions:-

(a) The strong-room should be first inspected, then the Trea
surer's branch and lastly the Accounts branch. 

(b) The cash balance should be verified, if not already done in 
the month preceding that in which the inspection is held. 

(c) The following are some of the more important points to 
which personal attention must be devoted at the 
inspection:-
(i) that arrangements connected with the strong-room for 

storage and custody of treasure, stamps, opium, pad
lock and keys and other valuables are perfect and com
plete; 

(ii) that cash, draft forms and cheque forms are handled 
strictly in accordance with the rules; 

(iii) that the arrangements for the examination of money 
received and of claims to be paid are satisfactory; 

(iv) that the Treasurer and potdars have given adeR_uate 
security and that the former has in addition furnished 
a security bond in proper form; 

(v) that the Treasury Officer exercises a proper and ade
quate check over the working of the treasury; 

(vi) a general review of the various records, registers, books 
of reference, etc., should be undertaken to see whether 
the detailed orders of competent authorities issued 
since the date of last inspection relating to such 
matters as the issue of coins and notes remittances. 
custody of padlocks and keys, stamps and opium, and 
maintenance of accounts are readily available for 
reference and have been properly maintained. 

These points are not exhaustive and the Collectors have full dis
cretion to add other items according to local needs. Neither the 
specification of these points nor the .inspection carried out by an 
olicM •f tlle Indian Audit Department shall in any way diminish 
the Collector's personal resposibility for the efficient working of 
the treasury. As the inspectioh must be made as sy.stematically and 
thoroughly as possible, it is open to the inspecting officer t~ extend 



70-75A] 

26 

GENERAL ORGANISATION AND WORKING OF CEN'l'RAL 

TREASURIES 

[PARTII 

his personal scrutiny to points not mentioned in this rule, which in 
his opinion required such scrutiny. 

71. Copies of inspection memorandum and orders passed thereon 
be the Head of the Local Administration, shall be forwarded to the 
Acco1ff1tant General for information. 

Section IV-Miscellaneous Provisions 
Deposit of Cash and Vah.tables of other Departments 

72. If for special reasons, the Head of the Local Administration, 
or the Collector when so empowered by the Head of the Local 
Administration directs the cash chests belonging to any Govern
ment department to be lodged in the treasury for safe custody, the 
fact shall be reported for information of the Accountant General. 
A register shall be kept in the treasury in which the receipt and 
return of the chest should be duly acknowledged. The key or keys 
of the chests must not be kept in the treasury, nor shall the amounts 
of such chests be brought into the accounts of the treasury. 

The Accountant General may report to the Head of the Local 
Administration any case in which the permission appears to have 
been improperly granted by the Collector. 

73. Bullion, jewellery and other valuables coming into the hands 
of a Government officer in his official capacity may be received into 
the treasury for safe custody at the discretion of the Collector. The 
procedure to be observed by the Treasury Officer in dealing with 
such articles may be laid down by the head of the local Admin.i.stra
tion. The value of such articles must not be brought into the accounts 
of the treasury. 

Notices 
74. Notices shall be posted up conspicuously in the office of the 

hours at which the treasury closes for receipts and payments of 
money, which should be at least an hour before the end of the day's 
work, in order to give time for closing and agreeing the accounts. 

75. The Treasury Officer shall personally see that the notices 
which he is required to exhibit, under standing orders or other in
structions, received from time to time, such as those regarding en
cashment of notes, the supply of small silver coin, nickel and copper, 
are exhibited conspicuously in places which the public enters freely 
and that no favouritism is shown in the conveniences which the trea
sury can offer. 

NoTE-Notices regarding financial matters which may in any way 
commit the Government with the public other than those issued by 
the Revenue or other departments with which the Currency Officer 
is not concerned, should not be exhibited in any ~reasury unless its 
form is previously approved by the Currency OffiCtf . 

• Custody of Security Bonds 
75-A. The Security bonds of GovetnmeJJ,t servants employed in 

treasuries shall be kept in a lcrcked bbx in· iheP double lqck strong
room of the district treasury. The Treasury Officec •will be responsi
ble for the safe custody of the bonds .and shall keep the key of the 
box in his personal cu~tody. 
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Section I-General Rules 

General Instructions for Handling Cash 

76. Moneys tendered as dues of the Government or for deposit in 
the custody of the Government shall not pass through the hands of 
a d.epartmenta'i o,fficer unnecessarily. Direct payment into the 
treasury or into the Bank by the person who tenders such money 
shall be insisted on, and, direct payments arranged whenever this is 
practicable. 

77. Save as otherwise expressly provided in these rules or in any 
authorised departmental regulations, the following rules shall be 
observed by all Government officers who are required to receivP 
and handle cash:-

(i) Every officer receiving money on behalf of the Government 
should maintain a cash book in Form T.R. 4. 

(ii) All monetary transactions should be entered in the cash 
book as soon as they occur and attested by the head of the 
office in token of check. 

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

(iv) At the end of each month, the head of the office should 
verify the cash balance in the cash book and record a signed 
and dated certificate to that effect. The certificate should 
also be recorded on the monthly cash account, primary 
abstract or account current, where such account, abstract 
or account current is required to be submitted to the 
Accountant GC'neral. Such certificates must be signed by 
the head of the office who should invariably date the 
signature. 

(v) When Government moneys in the custody of a Govern
ment officer are paid into the treasury or the Bank, the 
head of the office, making such payments should compare 
the Treasury Officer's or the Bank's receipt on the challan 
or his pass book with the entry in the cash book before 
attesting it, and satisfy himself that the amounts have been 
actually credited into the treasury or the Bank. When 
the number of payments made in a month is more than ten 
and the total amount involved therein exceeds Rs. 1,000 he 
should, as soon as possible after the end of the month, 
obtain 'from the treasury a consolidated receipt for all 
remittances made during the month, which should be com
pared with the postings in the cash books. 

NOTE-Notwithstanding the provisions of this clause, the head of 
Office may at his discretion obtain a consolidated treasury receipt 
irrespective. of the number of payments made ·in a month and the 
total amount involved therein. 

LJP(N)4Dof-EAr. 
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(vi) An erasure or overwriting of an entry once made in the 
cash book, is strictly prohibited. If a mistake is discover
ed, it should be corrected by drawing the pen through the 
incorrect entry and inserting the correct one in red ink 
between the Imes. The head of the office should initial 
every such correction and invariably date his initials. 

(vii) A Government Officer who handles Government money 
should not, except with the special sanction of the head of 
the office, be allowed to handle also in his official capacity 
money which does not belong to the Government. Where 
under any special sanction, a Government officer deals 
with both Government and non-Government money m his 
official capacity, the Government money should be kept in 
a cash box separate from the non-Government money and 
the transactions relating to the latter should be accounteci 
for in a separate set of books and kept entirely but of the 
Government account. 

(viii) The employment of peons to fetch or carry money should 
be discouraged. When it is absolutely necessary to employ 
an inferior servant for this purpose, a man of some length 
of service and proved trustworthiness should only be 
selected and in all cases, when the amount to be handled 
is large, one or more guards should be sent to accompany 
the messenger. 

NOTE 1-The duties imposed by clauses (ii) to (vi) of this rule on 
the headi of the office may be entrusted to a subordinate gazetted offi
cer nominated by the head of the office for the purpose. 

NOTE 2-The cash books should be bound in convenient volumes 
and their pages machine numbered. Before bringing a cash book into 
use, the head of the office or the officer nominated by him under note 
1, should count the number of pages and record as certificate of count 
c.n the first page of the cash book. 

Receipt of Coin, Notes, etc. 

78. Government dues or other moneys receivable on Government 
account may ordinarily be realised in legal tender coin or notes only. 
The conditions of legal tender and the currency of the various deno
minations of coin and notes are governed by the instruction embodied 
in Part XIV. 

Cheques tendere~ in Payment of Government Dues 

79. (1) (a) At places where the cash business of the treasury is 
conducted by the Bank, cheques on local banks may be accepted in 
payment of Government dues, or in settlement of other transactions 
with the Government. if the cheques have been crossed by the 
drawer or the acceptance of uncrossed cheques in that class of trans
actions has been permitted bv the Government. Until however, a 
cheque has been cleared, the Government cannot admit that payment 
has been received and consequently final receipt shall not be granted 
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when a cheque is tendered. A receipt for the actual cheque only 
may be given in the first instance, but if a persc.n making payment 
in this manner so desires, a 'formal payment receipt shall be sent to 
his address after the cheque has been cleared. Collection charges of 
the Bank, if any. will be recovered by or under instructions of the 
Bank from the party presenting the cheque. 

The preliminary acknowledgement of the receipt of the cheque 
will be given in the form below : -

Received cheque No ...................... fc[' Rupees ....................... . 
drawn on .. . .. . .. .. . . .. . on account of .............................................. .. 
. . . . . . . . .. . .. . . . . . . . . . . . as per challan No .......................... . 

NOTE-The Reserve Bank and the Imperial Bank of India reserve 
to themselves the right to refuse to accept cheques collection of 
which, in their opinion, cannot reasonably be undertaken and which 
they wc.uld not accept on behalf of their own constituents. 

(b) In the event of the cheque being dishonoured by the bank on 
presentation, the fact shall be reported at once to the tenderer with 
a demand for payment in cash and the dishonoured cheque should be 
returned to the tenderer on surrendering the preliminary acknow~ 
ledgement of the receipt cf the cheque or any token previously 
granted. The Government cannot, however, accept any liability for 
loss or damage which may possibly occur as a result of delay in inti
mating that the cheque has been dishonoured. 

NOTE-The challan accompanying the cheque should not be re• 
turned to the tenderer when the dishonoured cheque is returned to 
him, but should be retained and destroyed in due course. 

(c) When Government dues which are payable by certain fixed 
dates are paid by cheque, the person desiring to make such payments 
1n this manner without risk must take suitable precautions to ensure 
that his cheque reaches the treasury or the receiving office at the 
latest on the working day preceding the date on which the payment 
is tc1 be made. Cheques received on the last day of payment of 
Government dues may be refused at the discretion of the officer to 
whom they are tendered and those received later will not be accepted. 

(2) The Government may, in relation to any particular class of 
transactions involving payment of Government dues issue orders 
varying or relaxing any of the conditions prescribed in this rule. 

NoTE-The term "Local banks" as used in this rule means banks 
(including the Reserve Bank and the Imperial Bank of India) located 
in the Station in which a Bank treasury is situated. 

80. Demand drafts shall not be distinguished from cheques for 
the purposes of these rules and, provided that a cheque tendered in 
payment of Government dues is accepted under the provisions of 
rule 79 and is honoured on presentation, payment shall be deemed 
to have been rnade-

(i) if the cheque is handed over to the Government's bankers 
or to a Government officer authorised to receive money on 
behalf of the Government, on the date on which it is M 
handed over; or 

L/P(N)4DofEA-5 
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(ii) if it is sent by post in pursuance of an jnstruction to make 

payment by post, on the date on which the cover contain
ing it is put into the post: 

Provided that where a cheque is marked as not payable before 
a certain date, the payment shall not be deemed to have 
been made until the date on which it becomes payable. 

NOTE-The provisions of clause (ii) above apply mutatis mwtandis 
to payments made to the Government by Postal Money Order or by 
any other recognised mode of remitting money by post. · 

81. Special rules for the acceptance from the public of cheques, 
bank pay orders and bank credit challans in some departments are 
prescribed in their departmental regulations. 

Grant of Receipt to the Payer 
82. (1) The head of an office where money is received on behalf 

of the Government must give the payer a receipt duty signed by him 
after he has satisfied himself, before signing the receipt and initial
lmg its counterfoil, that the amount has been properly entered in 
the cash book. If the circumstances so justify, he may at his discre
tion authorise any other officer subordinate to him, whether gazetted 
or non-gazetted, to sign such receipts for him. 

NOTE-It is not necessary to issue a receipt to a payer in cases 
where the field staff of the National Savings Organisation receive 
moneys on account of sale of savings boxes. 

(2) Where money is realisd not a cash but by recovery from a 
payment made on a bill setting forth full particulars of the deduc
tion, receipt may be granted only if specially desired by the payer, 
the fact of the recovery having been made by deductions from the 
bill being clearly recorded on the receipt. 

(3) All receipts must be written in figures and in words in the 
original and such other copies of challans in Form TR 6, be given 
to the tenders of moneys, and signed in full over the "Cash recE!ived/ 
Received payment'' stamp. Other copies of the challan may how
ever, hE' initialled against the amount already indicated therin over 
the "Cash received/Received payment" stamp. 

Form and Custody of ReceiPt Books 
83. Receipt books in machine-numbered Form T.R. 5 may be 

obtained from the Central Forms Store, Calcutta. This standard 
form shall be used by all Government Officers receiving money on 
behalf of the Government unless any special form of receipt is pres
cribed by departmental regulations to suit the convenience of any 
particular department or office. 

84. The receipt books must be kept under lock and key in the 
personal custody of the Officer authorised to sign the receipt on be
half of the Government. 

85. Before a receipt book is brought into use, the number of forms 
contained therein shall be counted and the result recorded in a cons
picuous place in the book over the signature of the Government 
officer in charge of the book. Counterfoils of used receipt books shall 
be kept in his personal custody. 
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Issue of Duplicates or Copies of Receipts 

~6. No Government officer may issue duplicates or copies of 
re~e.1pts granted for money received on the allegation that the 
ongmals have been lost. If any necessity arises for such a document 
a certificate may be given that on a specified day a certain sum on ~ 
certain account was received from a certain person. This prohibition 
ex.te_nds only to the issue of duplicates on the allegation that the 
originals have been lost, and does not apply to cases authorised by 
these rules or by special orders of the Government in which dupli
cates have to be prepared and tendered with originals. 

Departmental Regulations 

87. Subject as provided in this section, the detailed procedure to 
be adopted in any particular department of the Government w.ith 
regard to the realisation of Government dues and granting of receipts 
f?r the money realised may be prescribed by departmental regula
tions. 

Section II-Procedure for Paying Money into the Public Account 

Payment of Money 

88. Payments of money into the Treasury or the Bank may 
ordinarily be made only in cash, but cheques, bank pay orders and 
bank credit c1:<1.llans accepted under the provisions of rules 79 and 81 
will be received for credit in the Public Account. 

NOTE-The conditions under which small coin and coin which is 
not legal tender. including foreign coins and coins of other than 
British Indian Mintage, may be received at the Treasury are regula
ted by the orders embodied in Part XIV. 

89. Whenever under the provisions of sub-rule (2) of rule 7 
moneys received on account of the revenues of the Governor-General, 
instead of being paid into Treasury or the Bank, are utilised to meet 
departmental payments, the gross receipts and the payments made 
therefrom shall be entered as receipts and expenditure in any record 
that may be kept of the payments into and withdrawals from the 
Public Account and accounted for to the Accountant General. If the 
receipts are in excess of payments made, the excess shall be remitted 
to the Treasury or the Bank, as the case may be, and save where it is 
otherwise provided in these rules. the officer making such remittance 
shall note on the memorandum or challan prescribed under rule 92, 
tht full amount of cash actually received by them, and per contra, 
the expenses disbursed therefrom. and not merely the net receipts. 

When a departmental officer remits a ch~que to the t~easury or 
the Bank in adjustment of departmental receipts temporarily appro
priated for departmental payments the particulars of the cheques 
.shall be noted on the challan or remittance note, 



32 

90-93] RRC'EIPT OF GOVERNMENT MONEY AND PAYMENT OF SUCH fPAETJJl 

MONEYS INTO THE PUBLIC ACCOUNT 

90. An officer remitting a cheque to the Treasury or to the Bank 
for transfer credit in the Public Account must endorse the words 
"Received payment by transfer credit to (a) ....... " on the docu
ment. The officer who endorses a cheque in Blank shall be held 
primarily responsible for the loss if, by any chance, such a cheque is 
paid in cash. 

(a) The head of account of which the amount of cheque is credit
able should be inserted here. 

91. Cash may not be received by Treasury Officers from officers 
of the Government for supplies of service postage stamps, such sup
plies being regulated by the procedure laid down m rule 317. 

Memorandum or Challan 

92. Subject as otherwise provided in these rules, or unless the 
Government m relation to any particular class of transactions direct 
otherwise, any person paymg money into a Treasury or the Bank on 
Government account shall present with it a memorandum (or challan) 
in Form T.R. 6, showmg distinctly the nature of the payment, the 
person or Government officer on whose account it is made, and all 
the information necessary for the preparation of the receipt to be 
given in exchange, for the proper account classification of the credit 
and, where necessary, for its allocation between Governments and 
departments concerned As far as possible, separate challan shall be 
used for moneys creditable to different heads of accounts. 

NOTE 1-Where under rule 557 or under any other special rule 
or order, revenue collected at outlying stations is permitted to be 
remitted to treasuries by means of money order, no challan will be 
required, but the amount of the money order may be adjusted by 
book transfer on a receipt signed by the Postmaster in accordance 
with the procedure prescribed in rule 522. 

NOTE 2-Any person paying money into a Treasury or the Bank 
on Government Account to the credit of the Central Public Works 
Department shall present with it a memorandum or challan in form 
No. T.R. 6 with the letters "C.P.W.D." super-imposed diagonally in 
red ink on the challan. 

93. Except as provided otherwise in these rules, challans shall be 
presented in duplicate. Save where any other arrangement has been 
authorised by the Government for the supply of challan form printed 
forms of challan which may with advantage be bilingual, will be 
supplied by the Treasury Officer free of charge. 

NOTE-In every case of recovery of ove1payment made in cash, a 
challan shall be presented in triplicate. containing full particulars of 
the number and date of encashment of the voucher and also the head 
of account under which the amount was originally drawn, one copy 
of the challan being forwarded by the treasury to the Accountant 
General in support of the credits incorporated in the monthly sche~ 
dule of receipts of the department concerned, 
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94. Duplicate challans are not required when remittances are 
made to a treasury for obtaining Reserve Bank drafts or cash orders 
or when such remittances are accompanied by remittance or pass 
books in which the Treasury Officer is required to acknowledge 
receipt of the remittance. 

95. When money is paid by a private person into a treasury 
located in the same place as the departmental officer concerned in 
the payment, the challan will, before presentation to the treasury, 
be signed by the departmental officer to whose account the money 
is to be credited. Otherwise the challan shall be tendered in triplicate, 
one copy of tht> challan being forwarded by the treasury to the depart
mental officer. 

NoT&-A special form of challan has been prescribed for the pay
ment of income-tax into treasuries. The portion which is marked 
"Original" should be sent to the Income-tax Officer concerned. 

96. At places where the cash business of the treasury is conduct
ed by the Bank, the challan must, except as otherwise provided in 
Part, VI, be presented to the Treasury Officer who will have it 
enfaced with an order to the Bank to receive the money and to grant 
a receipt. 

Seamen's Money Orders 
97. Deleted. 

Special Procedure applicable to particular Department 
98. The procedure to be observed by officers of the Defence, 

Railway, Post and Tele~raphs, Public Works and the Forest Depart
ments in paying into the Treasury or the Bank moneys received by 
them shRll be regulated by the rule laid down in Part VII. 

Section Ill-Procedure at Treasuries in Receiving Money and 
Granting Receipts 

Checks to be applied at the Treasury 

99. The memorandum or challan with which money is presented 
shall be handed first to the Accountant (treasury clerk) who, if it is 
in order in all respects, shall initial it. Next, the person making the 
payment shall present it with the cash to the Treasurer, who must 
count and test the money, enter the amount in his own cash book, 
and sign the challan which will again be taken to the Accountant for 
entry in his cash book and for preparation of a formal receipt for his 
own or the Treasury Officer's signature. Such a receipt only shall 
be the proper quittance. 

100. Except as provided in rule 103, receipts for sums below 
Rs. 500 do not require the signature of the Treasury Officer and ~ay 
be signed by the Treasurer and the Accountant. As regards r~ce1pts 
for sums received by transfer in account, which do not require the 
signature of the Treasurer, the Collector shall by .an office .order 
designate the person who shall attach the second signature m t~e 
case of sums, under Rs. 500. Receipts of Rs, 500 and over must m .. 
variably be signed by the Treasury Officer. 
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101. Deleted. 

102. If the challan is in duplicate, triplicate or quadruplicate, the 
challan marked "Original" shall be returned to the tenderer duly 
signed as a receipt, provided that, where under any authorised rule 
or procedure the "Original" challan is required to be returned to the 
departmental authority or to be otherwise dealt with, the treasury 
receipt may be given on the duplicate or such other copy as may be 
specially marked for this purpose. In cases in which the challan is 
accompanied by a remittance book or a pass book, the treasury 
receipts may be given on the remittance book or pass book, as the 
case may be. 

103. Receipts for supplies of services stamps when such receipts 
are to be given for cash received from the public or for cheques 
drawn by an officer of an indenting department, shall be given in 
Form T.R. 5. Such receipts shall always be signed by the Treasury 
officer, whatever the amount may be. 

NOTE 1-The Defence Department has a special form of requisi
tion for service postage stamps. The Treasury Officer should return 
this form duly signed. No separate receipt need be granted to the 
Indenting Officer. 

NoTE 2-When the value of stamps is paid by cheque and a sepa
rate indent in Form T.R. 35 is sent to the treasury under rule 317, the 
indent form should be recorded in the treasury and should not be 
signed by the Treasury Officer as a receipt. 

Examination Fees 

104. Fees payable by candidates in India for examinations con
ducted by the Union Public Service Commission should not be re
ceived at the Treasury but should be remitted to the Secretary, Union 
Public Service Commission by means of crossed Ind.ian Postal 
Orders. Such fees in the case of candidates residing outside India 
may be received by the Missions and Posts abroad. 

Remittances of Departmental Officers 

105. The procedure to be observed by the Treasury Officer with 
regard to remittance made by or in respect of the departments men
tioned in rule 98, i;hall be regulated by the provisions contained in 
Part VII. 

Sub-treasury 

106. The provisions of this section with regard to the receipt of 
money at district treasuries apply to sub-treasuries also, but save as 
provided in the fellowing rule all receipts for money paid into a 
Central sub-treasury must be signed by the Sub-treasury Officer. 
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10'1. In Coorg, Taluq sheristadars employed at sub-treasuries are 

authorised to sign receipts for sums not exceeding Rs. 125. In the 
Delhi Province, receipts for sums less than Rs. 500 may be signed by 
the Accountant of the local district treasury. 

Bank Treasu,ry 

108. The procedure to be followed by treasuries, the cash busi
ness of which is conducted by the Bank with regard to moneys ten
dered for credit into the Public Account and by the Bank in receiv
ing such moneys and granting receipts for them, shall be regulated 
by the rules laid down in Part VI. 
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PART IV-CUSTODY OF MONEYS RELATING TO OR STANDING 
IN THE PUBLIC ACCOUNT 

Section I-Cash in Departmental Chests 

General Rules 

109, (1) Save as hereinafter provided, Government money not in 
the custody of a Central Treasury or the Bank shall be kept in strong 
treasure chests secured by two locks of different patterns. All the 
keys of the same lock shall be kept in the same person's. custody, 
and as a general rule, the keys of one lock shall be kept arpart from 
the keys of the other lock and m a different person's custody when
ever practicable. The chest shall never be opened unless both the 
custodians of the keys are present. When there is a police guard, 
the officer in charge of such guard shall hold the custody of the keys 
of one of the locks, and he must always be present when the chest is 
opened and until it is again locked. 

(2) Heads of Departments may authorise a departure from the 
letter of this rule in any individual case in which either the amount 
of cash handled by the departmental officer, or the extent of insur
ance provided or any fidelity guarantee policy taken out by the office 
cashier or any other special consideration, may be held to justify the 
adoption of a simpler and less costly arrangement without impairing 
the safety of Government money. 

110. The duplicate keys of departmental treasure chests of the 
Public Works Department and such other departments as are re
quired to maintain and render accounts on the Public Works System 
of account may, at the discretion of the Divisional Officer or other 
disbursing officer, be placed under his seal in the custody of the trea
sury officer. In the event of this practice being adopted, a duplicate 
key register shall be maintained and once a year, in each April, the 
keys must be sent for, examined and returned under fresh seal to the 
Treasury Officer, a note being made in the register that they have 
been found correct. 

111. When under rule 72, departmental cash chests are lodged in 
the treasury for safe custody, the keys of such chests must be kept 
with the departmental officer concerned who, and not the Treasury 
Officer, will be responsible for its contents. 

112. Subject as provided in this section, the detailed procedure 
to be observed with regard to the custody of Government money in 
the possession of departmental officer may be laid down by depart~ 
mental regulations. 
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Section II-Cash Balance in Central Treasuries 

NoTE-The money held in a Central Treasury is usually divided 
into parts, viz.:-

(i) The treasury balance which forms part of the Public Ac
count. 

(ii) The currency chest balance which consists partly of Cur
rency and Bank note which are treated as not "in circula
tion" and partly of coin (rupees and gold coins) and one 
rupee notes which form a portion of the reserve held 
against the issue of notes in accordance with the provisions 
of the Reserve Bank of India Act, 1934. 

Money held in a small coin depot. where such a depot is located 
at a Central Treasury, is kept entirely separate from the treasury 
and Currency chest balance. The procedure of the custody and verifi
cation of balance in small coin depc.ts is regu1ated by the provisions 
of Section IV of this part. 

Security of Strong-rooms 

113. The following rules shall regulate the security of strong 
rooms:-

(i) Without the special permission of the Head of the Local 
Administration, no place should be used as a strong-room 
unless it is first certified to be secure and fit for use as such 
by an officer of the Pub'lic Works Department no.t under 
the grade of an Executive Engineer. 

In certifying to the suitability of the room, the inspecting officer 
mentioned in clause (ii) may prescribe any necessary conditions as 
to the manner of storing the coins ciI' treasure, such as that it should 
not be piled on trestles but must be kept in boxes or that no bags 
or boxes be placed within a prescribed. distance of the wall or in 
any particular part of the room. The inspecting officer must specially 
examine the condition of any of the enclosing walls which are so 
situated that they are not, on the outside, under observation of the 
guard. 

(ii) Existing strong-room shou'ld be inspected annually by the 
Executive Engineer, or by an experienced Assistant Engi
neer, or an Upper Subordinate holding sub-divisional 
charge, deputed by the Executive Engineer for the purpose. 

NoTE 1-If in any district the treasury building is under the 
control o'f the District Board the District Engineer may be requested 
to undertake annual inspection. 

Non: 2-In districts in which the Public Works are incharge of 
the District Officer o.r the Political Officer acting as a Public Works 
Disburser, the Head of the Local Administration may authorise him 
to inspect the strong-rooms, provided a qualified Engineer is required 
to inspect them once in five ye~r$, 
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NOTE 3-The inspecting officer will grant a certificate of safety 

and it is the duty of the Treasury Officer to obtain a certificate an
nual'ly. 

(iii) The District Superintendent cif Police. or the Commanding 
Officer of the guard, if a Military one, should record an 
order prescribing the positions of the sentries and may also 
require any additional precautions to be taken in the 
strengthening of fastenings, burning of lights, etc., but the 
responsibility for the security c.f the building and its fixures 
shall remain with the Executive Engineer, and that for 
the security of chests and other treasury furniture not 
forming part of the building or fixtures, with the officer in 
charge of treasury. 

(iv) A copy of the inspecting oflicer's certificate and of the 
District Superintendent's or the Commanding Officer's 
order should be hung in a conspicuous place within the 
strong-room. It is the duty of the Treasury Officer to see 
that any conditions as to the manner of storage stated in 
these documents are comp'lied with. 

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

As an exception to this rule, the opening of shutters may be 
permitted during office hours. in an aperture which is otherwise 
barred, if it is necessary for the admission of light, air of any other 
part of the building, provid,ed that coin or valuables remain securely 
packed under 'lock and key. 

Custody of Padlocks and Keys of Strong-rooms 
114. (1) The following rules shall regulate the custody of dupli

cate keys of treasury strong-rcoms and chests : -
(i) A register of all padlocks belonging to the district treasury 

and sub-treasuries and treasure chests should be main
tained in the following form and kept in the strong-room 
of the district treasury : -

No. home 
Date of hy padlock 
Receipt antl k<>yA 

---------

No. of 
duplil'RtrR 
l'COt•iv!'d 

}mt l:l)R 

of thr 
'l'r11asurv 

Oltkcr wh00 

rcioeivee tho 
kf'vs or 

padlock~ 

Uato of 
removal of 
patllocks. 
key or krys 

nr both 

No. and 
clnto of 

order 
Miilet ioni11g 
tho removal 

Initia.le of 
TroaMury 
Otlii'er 
removing 
tho pad
lock, key 
or keys 
or both 
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Separate pages should be assigned to the district treasury and 
for each sub-treasury or treasure chest. Each sub-treasury should 
also keep a list of its own padlocks and keys in the above form, no 
entries being made under duplicate keys as no duplicate keys are 
to be kept at sub-treasuries. 

(ii) Every padlock should have a number impressed upon it 
or attached to it by a metal or other label and the same 
number should be impressed on or attached to each key 
belonging to it. No two padlocks in the same district should 
bear the same number. 

(iii) If a padlock becomes unserviceable o.r ceases to be 
required, or if any one of the keys belonging to it is lost, 
the circumstance should be reported to the Head of the 
Local Administration who will pass orders regarding the 
dispcsal of the padlock and keys. No padlock of which 
a duplicate key has been lost, should continue to be used 
in the same district. No spare padlocks should be kept 
at a sub-treasury, or except with the permission of the 
Head of the Local Administration at a district treasury. 

(iv) No local mechanic should ever be allowed to repair a 
treasury padlock or to make a new key for one. 

(v) All spare padlocks which are held in th~ district treasury 
with the approval of the Head of the Local Administra
tion, and their keys and all duplicate keys except those 
belonging to the locks of the district treasury strong
room door, should be kept in the district treasury strong
room under double locks, the key of one 'lock being in the 
hands of the Treasury Officer and of the other in the 
hands of the Treasurer. The duplicate keiys of the strong
room should be secured under the seal of the Treasury 
Officer and the Treasurer and deposited in the Distri'ct 
Court or such other place as the Head of the Local 
Administration may direct. Once a year, in the mcnth of 
April, they should be sent for, examined and returned1 to 
the appointed place under the fresh seals of the Treasury 
Officer and the Treasurer, a note being made in the dupli
cate key register that they have been examined and found 
correct. 

(vi) Whenever the charge of a treasury is transferred or a ' 
Treasurer is changed, all padlocks and duplicate keys be
longing to the treasury should be examined and compared 
with the register, and a certificate signed that they have 
been found to be correct. 

(2) The above rules may be modified in particular points to suit 
local convenience under the special orders of the Head of the Local 
Administration. The essential points which should be home in mind 
in sanctioning any modificaticn of the rules prescribed above are:-

(i) some person or persons should be he1d definitely responsi
ble for the custody of duplicate keys; 



40 

114-115) CUSTODY OF MONEYS 'RELATING TO OR STANDING IN THE PART JV 
PUBLIC ACCOUNT 

---·---
(ii) the whereabouts of the keys should be enquired into 

periodically and alsc, whe'never charge is transferred; 
(iii) when the loss of a key is discovered, it should be reported 

at once to the Head of the Local Administration, who 
should issue such orders as will prevent the risk of access 
to the lock of any one into whose hands the lost key may 
have fallen; and 

(iv) an unnecessary number of duplicate o.r spare locks and 
keys should not be supplied in the first instance, or retained 
when they have ceased to be required. 

(3) At every inspection of a treasury under rule 70, the inspect· 
ing officer shall report whether he has found the padlocks and all 
keys (eixcept the duplicate keys of the strong-rcom 'locks deposited 
elsewhere) correct and deposited in accordance with the rules. 

Storing of Treasure 

115. (1) The following are authorised methods of storing coins 
and notes in strong-rooms : -

(i) Coin-Coin should be made up in bags of uniform size 
each containing Rs. 100, Rs. 500, Rs. 1,000 or Rs. 2,000, as 
is estimated to be roast convenient for local conditions. 
but one of these sizes must be selected and adhered to. A 
slip in Form T.R. 7 showing the description and tale of 
the contents and signed by the person whei has counted 
and examined them should be placed in each bag. The bags 
should then be tied up with string. 

(ii) Notes-Notes should be made up in bundles of 100 each 
for each denomination, any ba'lance of less than 100 
forming a separate bundle. Each bundle should then be 
stitched with a label in Form T.R. 8 at the top, shc1wing 
the denomination and number of the notes and signed by 
the person by whom they have been counted and exa
mined. 

(2) Coin may be stored in either of the following ways: -
(i) In bags of uniform contents, placed in strong iron boxes 

or safes or wooden ch~sts, or built recesses or wells, each 
of which has two independent locks, both of which must 
be opened before access is ohtained to the contents. One 
of the keys should remain in charge of the treasurer, the 
other in that of the Gazetted Officer in charge; or 

(ii) In bags of uniform contents piled upon trestles, but this 
method is not admissible unless every door, window, drain, 
sky-light, ventilator, or other aperture in the walls of the 
strong-room are so closed as to prevent the insertion of any 
rod or instrument within the room. 

(3) Coin may also be stored temporarily in boxes prepared for 
remittance in the manner prescribed in rule 688. 

NoTE-Gold coin must be kept in a separate safe or chest. 
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(4) All notes shou'ld be stored separately from coin in a tin box 
c.r other receptacle designed to protect them from the injury by 
damp, insects, etc. They should be kept in bundles of not more than 
100 notes each, each bundle montaining notes of one denomination 
only. 

Precaution against substitu.tion of Good Coins by Uncurrent or 
Counterfeit Coins 

116. To guard against the risk of uncurrent or counterfeit coin 
being substituted in a treasury for good coin presented by the public 
or received in remittance, shroffs and potdars or other subordinate 
cfficials who handle coin in treasuries must, on arrival for the day's 
work, give up to the Treasurer or a responsible subordinate to whom 
the Treasurer may entrust the duty, all coin carried with them at 
the time. This coin should be restored when the men are leaving 
office at the close of the day's work. 

Custody of Treasury Balance 
117. Save as provided in this rule, the bulk of the treasury 

balance must remain under double locks. one key being held by the 
Treasury Officer and the other by the Treasurer. 

The Treasurer may hold in his separate custody a sum sufficient 
for the convenient transaction of Government business, which to
gether with the values of stamps. opium, etc., in his sole custody must 
not be larger than the security given by him. The sum so held shall 
be seen and roughly verified by the Treasury Officer every night and 
locked up in the strong-room under double locks. 

118. The following rules must be carefully observed in receiving 
money into or giving it out from double locks: -

(i) In receiving coin into double locks, the Treasury Officer 
should cause the contents of each bag to be emptied into 
the scales, weighed and poured into another bag which 
should be tied up in his presence with the slip "in Form 
T.R. 7 placed inside it. The bags thus tested should then 
be counted into the chest. 

(ii) In receiving notes into double locks, the Treasury Officer 
shculd count the notes in each bund'le and satisfy himself 
that the notes are all of the alleged value, that is, that a 
note of a lower denomination, has not been included in a 
bundle for a higher denomination, and sign the label in 
Form T.R. 8 on the top as a token of this verification. The 
bundles thus tested shculd then be counted into the chest. 

In the case of fresh notes of the denominations of Rs. 10 and 
Rs. 5 received in a remittance from the Currency Office, the detailed 
check maj'I be confined tc, one bund1e in every ten taken at random. 

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

(iv) Silver coin may be given out of double locks by counting 
the number of bags. 
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(iv) Every amount passed into or passed out of double locks 
should be registered at the time in the Treasurer's daily 
balance sheet (Form T.R. 3) by the Treasury Officer with 
his own hand, and a memorandum should be kept in each 
chest showing its contents. 

(vi) Money arriving from a distance too late in the day for 
examination may be kept in sealed bags under double lo.cks 
but only until the next working day the fact being recorded 
in the register of valuable mentioned in rule 72. 

119. As an alternative arrangement a separate register in Form 
T.R. 9 may be maintained for recording in detail the transactions in 
connection with the issues from and deposits into double locks when 
this is desired by the officer in charge of any individual treasury, and 
he is satisfied that such transac.tions are numerous and that a 
separate record is convenient and desirable. Each transaction in this 
register shall be initialled at the time by the Treasury Officer and 
the Treasurer but the corresponding entries in the Treasurer's dai'ly 
balance sheet may be made by the Treasurer. The Treasury Officer's 
register shall be kept in the strong-room and at the end of each day 
the Treasury Officer shall carefully check and attest by his initials 
the double lock entries in the Treasurer's daily balance sheet by 
comparison with those in his own book. 

Section m-Veriflcatlon of Cash Balance 

General Procedure 

120. In verifying the cash balance of the district treasury, the 
Collector, or such other officer as may be authorised to1 undertake 
this work shall satisfy himself by personal examination that the 
actual stock of coin and notes corresponds with the balances shown 
in the Treasurer's balance sheet (Fc,rm T.R. 3) and, that the condi
tions laid down in clause (ii) of rule 42 are fulfilled. 

121. The following procedure shall be adopted in verifying the 
cash balance by actual counting:-

(i) Gold coin-The coin will be in bags of £ 100 each, the 
fractional part of £ 100 being kept in a separate bag. First 
any bag may be taken at random and 25 sovereigns 
counted from it. These may be placed in one pan of a scale 
and balanced against a like quantity counted and. placed 
in the 01ther pan. The contents of the second pan may then 
be transferred to the first and the whole balanced against 
a like quantity of sovereigns which being transferred to 
the first pan, will raise its contents to £ 100. The contents 
of the other bags should be verified against this standard 
weight. 
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The contents of every bag containing a fraction of £ 100 as well 

as these of any bag found to weigh 'less than the standard weieht 
should be verified by actual counting. 

(ii) Silver coin-(1) The coin is kept in bags, each containing 
a certain fixed amount. One bag may be selected at random 
and Rs. 50 or Rs. 100 counted out of it in detail and used 
as a weight in a small scale. Against this weight, other 
similar sums should be weighed until the whole contents 
of the bag are exhausted, care being taken all the while 
that the requisite number c.f parcels of Rs. 100 or Rs. 50 
is made up. The whole amount thus tested may be taken 
as a verified weight of Rs. 1,000 or Rs_ 2,000 as the case 
may be, and placed in one pan of a larger pair of scales. 

(2) The whole number of bags should then be counted, and 
one in every twenty, taken at random, opened and its 
contents poured into the scales and weighed against the 
verified Rs. 1,000 or Rs. 2,000. If their weight is less they 
should be retested by weighment in sums of Rs. 100 as 
in the preceding sub-clause and if, on re-examination they 
are found correct they shou1.d be substituted for those 
taken before as the verified weight. 

(3) Brcken amounts may be verified by weighment in small 
quantities of Rs. 50 or 100 or Rs. 200. 

NoTE-With proper arrangements, about ten lakhs of coins can 
be tested in one hour by this process_ 

(iii) Co-pper, bronze and nickel coin-The verifying authority 
may adopt any method c,f verification which he thinks 
satisfactory, but he must remember that he is personally 
responsible for the correctness of the balance stated by 
him. He should occasionally count the bags and examine 
their ccntents, but it is not essential to do so each month. 

(iv) Notes-All notes cf Rs. 100 and over must be personally 
counted by the verifying officer. For notes of lower deno
minations, the following plan is sufficient: -

The notes being in bundles cl a certain marked number, a few 
notes at the top may be folded back, and the rest counted. by clerks 
or assistants. The verifying officer will then see in the case of each 
bundle whether the addition of the notes folded back to the num
ber already counted and marked, makes up the whole alleged num
ber of the bundle. 

The clerks er assistants engaged should not be persons responsi
ble for the correctness of the bundle. and the verifying officer should 
satisfy himself that the notes in the bundle are ~11 of the alleged 
value, that is, for examyle, that a ten-rupee note is not counted as 
cne of a fifty-rupee note bundle. 

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

L/P(N)4Dt'E-
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122. On the first day of each month each Treasury Officer shall 

telegraph to the Head of the Local Administration in whose jurisdic
tion the treasury it situated (1) the total treasury balance on the last 
day c.f the preceding month without any details as to the denomi
natic;>n of notes. or kind of coins and (2) the net amount, if any, 
credited or debited under the head "Reserve Bank Deposits" in the 
accounts for the preceding month. No telegram is necessary when 
the detailed cash balance report itself would reach the Head of the 
Lccal Administration concerned by the third of the month. 

Treasuries rendering account to the Accountant General, Central 
Revenues, shall send the telegram to that officer instead of to the 
Head of the Local Administration. 

NoTE-ln respect of balances in a Central sub-treasury working 
under a Provincial district treasury, the telegram will be sent by the 
treasury officer in charge of the Provincial district treasury. 

Cash Balance Report 
123. On the first winking day of each month a detailed Cash 

Balance Report shall be despatched to the Head of the Local Admi
nistration in whose jurisdiction the treasury is situated, a copy of 
The Report being at the same time sent by Treasury Officer to 
the Accountant General concerned. 

124. The report shall be prepared in Form T.R. 10 which, save 
under the circumstances specified in rule 45, must be signed by the 
Collector with a certificate that he has personally verified the 
several details of coin and notes held. Whether it agrees with the 
account oir by any chance disagrees, the report must state the literal 
facts and include with the cash found in the treasury the balances 
of the several sub-treasuries on the last dates for which their returns 
have been included in the account of the district treasury. 

NOTE 1-For treasuries the cash business of which is conducted 
by the Bank, the report may be modified as shown in Form T.R. 10. 
Such reports should shc1w the details of balances at non-Bank sub
treasuries only. 

NOTE 2-When the verification of cash balance takes place on a 
date other than the first of a month it should be reported to the Head 
of the Local Administration concerned in the usual fol'm of the cash 
bn lance report. 

NOTE 3-ln respect of balance in a Central sub-treasury working 
under a Provincial district treasury a separate cash balance report 
will be rendered by the Treasury Officer in charge of the· district 
treasury. 

125. The total balance must be stated in words, and its distri
bution between the district treasury and sub-treasuries shall be 
exhibited so as to show the amounts held in cash, in gold coin, in 
notes, in silver rupees and half-rupees, in small silver, in nickel 
and in bronze and copper. The amounts of notes of each denomina-. 
tion must be shown separately. In the case of the balance at the di~
trict treasurv the amounts under double locks and under Treasurers 
single lock shall also be noted separately. 
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Section IV-Balances in Small Coin Depots 

Custody and Verification 
NoTE-Depo11it for the custody and issue of small coin have been 

established at all Currency Offices, some treasuries and certain bran
ches of the Imperial Bank of India. A list of the depots is given in the 
"List of Treasuries and Sub-treasuries in India" issued by the Govern
ment. The balances of all small coin depots are balances of the Cent
ral Government. 

The accounts of the depots are to be maintained in accordance 
with the directions contained in the Account Code, Vol. II. 

126. The provisions of Section II of this part with regard to the 
storage and custody cf coin held in treasury balances shall apply, 
also to storage and custody of coin held in small coin depots located 
at treasuries: provided that where a depot iii located at a Provincial 
treasury, the procedure for the safe custody of coin held in such a 
depot may be such as may be prescribed by the Ministry of Finance 
of the Province after consultation with the Accountant General. 

The Bank is responsible for the safe custody of coin in small 
coin depots at Currency offices and at branches of the Imperial Bank 
of India. 

127. (1) The balances of the 31st March and the 30th September 
of the depots located at district treasuries shall be verified by the 
Collector and the result of the verification reported in the cash 
balance reports for those months. When the Collector is absent from 
the station and is unable to conduct the verification in person, the 
balances may be verified by the officer who signs the accounts under 
rule 45, or by any other gazetted officer deputed by the Collector for 
the purpose. 

(2) The numbers of boxes and bags of each class of coins shall 
be counted at the time cf verification and it must be seen whether 
the seals on the boxes or bags are intact. The contents of five per 
cent. of the bags in the case of silver coins shall be verified in the 
manner laid down in clause (ii) of rule 121. The contents of two per 
cent. of the bags or bcoces in the case of nickel coins and one per 
cent. of the bags or boxes in the case of bronze and copper coins shall 
be verified by actual counting. 

NOTE-In the case of depots located elsewhere than at the head
quarters of the district, if the Collector is unable to verify the balance, 
the verification may be conducted by the gazetted officer nominated 
by him and, if a gazetted officer is not available, by the Sub-treasury 
Officer. 

L/P(N)4DofEA.-6a 
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128. The balances of small coin depots located at Currency Offices 
will be verified by an officer of the Reserve Bank at convenient 
mtervals. In the case of depots located at branches of the State 
Bank cl India (Imperial Bank of India), the State Bank will conduct 
the verification subject to the right of the Government to make inde
pendent verification, if and when necessary, either through its own 
officers or with the assistance of the Reserve Bank. 

129. No report of verification need be made to the Accountant 
General, but a certificate in such form as may be prescribed by the 
Auditor General of verification of the balance in each small cciin 
depot will be furnished to the Accountant General in April every 
year in respect of the last verification conducted in the preceding 
financial year. 
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PART V.-WITHDRAWAL FROM THE PUBLIC ACCOUNT 
CHAPTER !.-GENERAL RULE.5 

Section 1.--Claims For Withdrawals 
Mode of WithdTawal 

130. Save as otherwise specially provided in these rules, money 
may not be withdrawn from the Public Account except by presenta
tion of bills. 

The purposes for which and the conditions under which money 
may be drawn by cheques are specified in this and subsequent parts 
of these rules. 

Explanation.-A bill is a statement of claims against the Govern
ment containing specification of the nature and amount of the claim 
either in gross or by items, and includes such a statement presented 
in the form of a simple receipt. 

A bill or a cheque beccme& a voucher when it is only receipted 
and stamped "paid". 

Presentation of Claims 
131. Save as hereinafter provided, all bills or cheques in pay

ment of claims against the goverment shall be presented at the 
treasury or at an authorised office of disbursement duty receipted, 
and stamped where necessary. 

At places where the C'ash business of the treasury is conducted 
by the Bank this rule shall apply subject to the provisions of part 
VI. 

132. Except as expressly provided in these rules, or as the 
Collector may arrange locally in special cases for particul·ar classes 
of claims, no bHI or cheque may be presented at a sub-treasury, with
out being first submitted to and the payment directed by the Treasury 
Officer: 

Provided that where under the provisions of these rules or undei 
any special order of the Collector, a sub-treasury is permitted to cash 
a certain class of bills or cheques without the orders of the Treasury 
Officer, the payment of such bills or cheques shall not, except under 
special arrangement and on particular occasions, be made at the 
district treasury also. 

NoTE.-Payment which have to be made at sub-treasuries may 
be arranged by obtaining cash orders or Reserve Bank drafts issued 
by the district treasury in accordance with the provisions of these 
rules. 

133. When a person not in the Government employment claims 
payment for work done, service rendered, or articles supplied, such 
claims shall, unless there are express orders of the Government to 
the contrary, be submitted through the head of the department or 
other responsible Government oflker und~r whosP. immP.diate order 
the service was done or the equivalent was given for which payment 
ts demanded. 

NoTE.-Payments to pensioners are governed by special rules 
prescribed in Chapter VI of this part. 
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134. Deleted. 

135. The procedure to be observed by disbursing officers of the 
Defence, Railway, Posts and Telegraphs, Public Works, Forest and 
other Central Departments and officials specified in Part VII in 
making withdrawals from the Public Account, shall be regulated 
by the provisions of that Part. 

Arrear Claims 
136. No Claims against the Government, other than those by 

one Department against another or by a State Government, not 
preferred within a year of their becoming due can be presented 
without an authority from the Accountant General, provided that 
such claims not exceeding Rs. 100 (Rs. 500 in respect of contingent 
claims other than claims of a recurring nature) presented within 
three years of their becoming due may be paid without preaudit 
by the Accountant General. Provided further that this rule shall not 
apply to the following categories of such claims. 

(a) claims on account of pensions, the payment of which is 
regulated by Rule 369; 

(b) claims on account of pay and allowances, other than 
travelling allowance and reimbursement of medical ex
penses, of such non-gazetted government servants whose 
names are not required to be shown in the pay bills in 
accordance with rule 268(1); 

(c) claims on account of interest on Government Securities; 
and 

(d) any other class of payments which are governed by special 
rules or order of Government. 

Payment through Indian States or Private Bankers 

137. In every case in which it is deemed necessary to utilise the 
treasury of an Indian State or the agency of a bank or of a private 
banker for disbursement of any claims due by the Government, such 
claims, shall unless there are express orders of the Government, to 
the contrary, be presented in accordance with the procedure pres
cribed in these rules for presentation Qf claims at a Government 
treasury. 

General Instructions regarding the Preparation and Form of Bills 
138. The following instructions with regard to the- preparation 

and form of bills shall be observed:-
(i) Printed forms of bills in English should be adopted as far 

as possible; but when, from any circumstances; a bill in an 
Indian language is unavoidably necessary, a bilingua,l f~rm 
should be used. Bills for all debt head items shoultl be 
drawn in separate forms printed in red ink on white paper. 

(ii) If, in any case, the use of a bill purely in an Indian langu
age becomes unavoidable, a brief abstract should be en
dorsed in English under the signature of the preferring 
officer stating the amount, the name of· the payee and the 
nature of the payment. 
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(iii) All bills must be filled in and signed in ink. The amount 
of each bill should as far as whole rupees are concerned, 
be written in words as well as in figures. The fractions of 
a rupee may, however, be written in figures after the 
words stating the number of rupees, but in case of there 
being no fraction of a rupee, the word "only" should be 
inserted after the number of whole rupees and care should 
be taken to leave no space for interpolation as in the 
following examples: "Rupees twenty-six only". "Rupees 
twenty-five, 0-4-0'' 

(iv) All corrections and alterations in the total of a bill whether 
made in words or figures, should be attested by the full 
signature with date of the person signing the receipt as 
many times as such corrections and alterations are made. 

Erasures and .1ver-writing in any bill are absolutely forbidden 
and must be avoictcd: if any correction be necessary, the incorrect 
entry should be cancelled neatly in red ink and the correct entry 
inserted. Each such correction, or any interpolation deemed neces
sary should be authenticated by the drawing officer sc>tting his full 
signature with date against each. 

(v) The full accounts classification must be recorded on each 
bill by the drawing officer, the classification in the budget 
being taken as a guide. The classification should also show 
whether the expenditure is voted or charged (non-voted) 
and as far as practicable its allocation between depart
ments or Governments, where necessary. 

(vi) Charges against two or more major heads should not be 
included in one bill, but the Treasury Officer or any other 
disbursing officer will not take exception to a bill on this 
ground, unless the items require different action in his 
office, such as entry in different registers. 

This rule does not apply to the allowances of a Government ser
vant drawn with pay, as in such cases the whole of the allowances, 
~ven if belonging to two or more major heads of accounts, should 
he drawn on a single bill, if debitable wholly to the Cen1:ral Govern
ment. 

(vii) When bills are presented on account of charges incurred 
under any special orders, the orders sanctioning the charge 
should be quoted. Copies of sanctions accompanying a bill 
must be duly certified by a gazetted officer or by a res
ponsible subordinate specially authorised in this behalr 
by the head of the office. 

This rule does not authorise a Treasury OLl:icer or any other dis
bursing officer to ref use payment of a bill on the ground that the 
charge has not been sanctioned. The responsibility for incurring un
sanctioned charges rests with the drawing oftlcer. 

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

(ix) When the drawing officer requires payment to be made 
through some other person or agency, he must specifically 
endorse an order or furnish such authorisation as may be 
necessary to pay to that specified person or agency. 

NoTE.-The general position in regard to endorsements on bills 
is set out in rule 171. 

(x) When payment is desired wholly or partly by a Bank 
draft, or in cases where payments are made by the Trea· 
suries like the treasuries in New Delhi by cheques in 
favour of another payee, a formal application for the 
draft or cheque should accompany the bill and the manner 
n which payment is desired should also be indicated in 
the drawer's receipt on the bill. 

(JuJ When it is desired that either the whole or a part of the 
amount of a bill should be remitted to a person or persons 
by Postal Money Order the bill should be accompanied by 
a properly prepared monev order form or forms, as the case 
may be. The amount of the money order as well as the 
amount of commission due thereon should be shown as 
deductions in the bill. The purpose of the money order 
must be briefly stated on the acknowledgement portion of 
money order form in continuation of the entry "Received 
the sum specified on the reverse on-," sufficient space 
being left below the manuscript entry thus made for the 
signature or thumb impression of the payee. 

NoTE.-The provisions of this clause apply only to bills prepared 
by the treasury itself, when the whole or a part of the amount of 
the bill is required to be remitted to a person or persons by Postal 
Money Order. 

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

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

139. Pies shall be eliminated from amounts payable on a bill 
where this is required under the provisions of rule 789. 

Special Instructions applicable to Particular Kinds of Claims 
140. The forms prescribed for the preparation of bills relating to 

various classes of claims such as pay and allowances of Government 
servants. contingencies, pensions, etc., and the procedure to be 
observed in the presentation of such claims, are specified under 
relevant heads in subsequent chapters of this part. 
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SignatuTe and CounteTsignatuTe on BilLs 

Hl. Unless the Government have expressly authorised it m the 
case of any specified office, no payment may be made on a bill or 
order signed by a clerk instead of by the head of an office, although 
in the absence of the latter the clerk may be in the habit of signing 
letter fOT him. Nor may any money be paid on a bitl or order signed 
with a stamp. When the signature on a bill is given by a mark or 
seal or thumb/great toe impression, it shall be attested by some 
known person. Signature in Indian characters other than Hindi, 
must always be transliterated. 

NOTE 1-Bills affixed with facsimile signature of the authoris€d 
officer presented by the Posts & Telegraphs Department for telegram 
and trunk ca11 charges, by the Municipalities and Corporations for 
Water and Electricity charges and by the Air India International 
on account of their dues against Govern,ment (for passage fares, 
cargo and excess luggage charges), formin~ sub-vouchers of the 
contingent bills may be accepted for payment. if otherwise in order. 
Similarly, the recovery claims and credit notes affixed with facsi
mile signature of the authorised officer of the Marine, Shipping, 
Electricity and Foresit Department of the Andaman and Nicobar 
Administration may be accepted if they are otherwise in ordPr. 

NoTE 2-Unsigned bills, prepared on computer, presen'ed bv the 
Indian Aii lines on account of its du('s against GovC'rnment (for 
passage fares, cargo and excess luggage charges), forming o;;•1b
vouchers of the contingent bills, mav be accepted for p::iyment if 
otherwise in order. The disbursing officer, should, however. main
tain a record containing thE' complete details of journeys etc. so 
that the claim when presented. can be varified. 

142. The head of an office may authorise any gazetted officer 
11erving under him to sign a bill or order foT him, communicating the 
name and soecimen signature of the officer to the disbursing offire 
roncerned. This will not. however, relieve the head of the office in 
any way, of his responsibility for the accuracy of the bill or for the 
disposal of the money received in payment. 

143. Bills requiring previous countersignature shall not be pre
sented at a disbursing office before such countersignature has been 
obtained. 

144. Bills which under any rule or order require to be pre
audited by the Accountant General before disbursement shall not 
be presented to the Treasury Officer except through the Accountant 
General. 

Duplicate and Copies of Bills etc. 

145. Cl) No Government officer may issue duplicates or copies of 
bills or other documents for the payment of money which has already 
been paid. on the allef:?ation that the orifri,nals have been Jost. If 
any necessity arises for such a document, a certificate may be given 
that on a specified day a certain sum was paid to a certain person. 
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This prohibition extends only to the issue of duplicates on the allega
tion that the originals have been lost and does not apply to cases 
if any, in which, by any rule or order duplicates have to be prepared 
and tendered with the originals. 

(2) In the case of a bill passed by the Drawing Officer /Controlling 
O!ficer for presentation at a treasury but lost either before payment 
or before presentation at the treasury, the Government officC'r who 
dl'ew the oiginal bill shall ascertain from the treasury that payment 
has not been made on it before he issues a duolicate thereof. The 
duplicate copy if issued must bear distinctly oi1 its face the word 
'duplicate' Wl'itten in red ink. The fact that duplicate bill has been 
issued shall be immediately communicated to the Treasury Officer 
with instructions to refuse payment on the original bill if presented. 

NOTE-For the purposes of this Rule, the Treasury Officer, on receipt 
of a request from any Drawing/Controlling Officer, shall, after due 
verification from his records, furnish a certificate in the following 
torm:-

'Certified that Bill No. dated for Rs. ---
(Rupees ) reported by (the drawing officer) to have 
been drawn by him on this Treasury in favour of ------
has not been paid, and will not be> paid if presented hereafter. 

(3) When any kind of bill is required to be prepared in dupli
cate or triplicate, only one copy shall be signed or countersigned in 
full and the other copy o~· copies may be only initialled. If the pre
vious audit of the Accounta:1t General is rPquired only the original 
copy shall be sent to that auchority. 

Stamps for Receipts 

146. Receipts for all sums exceeding Rs. 20 must be stamped 
under section 3 read with item 53 of Schedule I of the Indian Stamo 
Act (Act II of 1899) unless they are exempt from stamp duty. -

A list of authorised exemptions relating to receipts is given in 
Appendix 2. 

NOTE 1-The limit of Rs. 20, up to which a receipt is not required 
t0 be stamped, should be applied to the net amount payable on a bill 
and not the gross claim preferred therein. 

NoTE 2-Receipts for payments made outside India should be 
obtained from the payees and stamped in accordance with the local 
laws, if any, governing the stamping of such receipts. 

Cheques 

147. Save as expressly provided in these rules. no person is 
authorised to draw on a treasury by means of cheques )Vithout special 
order of the Government and before he has been placed in account 
with that treasury by the Accountant General. 

148. (1) Subject as h~reinafter provided in this' rule, cheques 
shall be drawn on forms m cheque books supplied by the district 
trf'asury to the disbursing officer concerned. 
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Cheque books required for use on the Bank shall also be obtained 
from the treasury and not from the Bank. 

(2) Drawing officers of the Defence, Railways and Posts and 
Telegraphs Departments shall obtain their supplies of cheque books 
under departmental arrangements. 

(3) The Controller of Supply _Accounts (Civil) and such oth;er 
officer as may be specially authorised by the Government to write 
cheques by means of cheque-perforating machines will obtain their 
supply of cheque forms by requisition from the Deputy Controller 
of Stamps, Central Stamp Stores, Nasik Road. Such .cheque forms 
will be in continuous lengths and will not be bound m books. 

149. The Treasury Officer shall supply a cheque book only on 
receipt of the printed requisition form which is inserted in each book 
towards the end and never more than one cheque book on a single 
requisition. The requisition must be signed by the officer authorised 
to draw on the treasury. 

150. A separate chl'que book shall be used for each treasury or 
sub-treasury except hy offices using cheque-perforating machines. 
Cheques from books ob~ained from a particular treasury shall not 
be drawn on other treasuries or sub-treaturies of other districts. 

151. The drawing officer shall notify to the treasury upon which 
he draws the number of each cheque book which from time to time 
he brings into use and the number of cheques it cont:.-ins. In the 
case of sub-treasuries, the advice shall ordinarily b..! s:-~~t 1 hrough 
the district treasury; but in cases of emergency, it m:i~ L·2 !-: nt direct 
to the Sub-treasury Officer, a copy being forwarded simultaneously 
·to the Treasury Officer. 

NoTE-For cheques drawn by the Controller of Supply Accounts 
(Civil), there will be no separate book number on the cheque forms, 
nor will any separate series of numbers be assigned to the cheques 
to be drawn on a particular treasury, but chPques bearing numbers 
in the same series may be drawn on different treasuries throughout 
India. The numbers assigned to cheque forms in use during a parti
cula1 period will be intimated to all Treasury Officers iii India by 
the Controller of Supply Accounts (Civil). and the officer in charge 
of a particular treasury should honour a cheque if it b:>ars one of 
the numbers included in a series intimated to him periodically by 
the Controller of SupplN' Accounts (Civil). 

The special procedure set out above may be extended, mutatis 
mutandis, to cheques of any drawing office in which the use of 
cheque-perforating machine may be introduced. 

152. Chreque books shall on receipt be carefully examined by the 
drawing officer who should count the number of forms contained in 
each and record a certificate of count on th~ fly-leaf. 

153. Before a cheque book is brought into use, al the cheque 
forms in it shall be marked by a distinguishing letter. Cheques drawn 
by a drawing officer, on a particular treasury shall be distinguished 
by a different letter from those drawn by his subordinate officers 
agf\lnst his drawing account on that treasury and also from those 
drawn by himself on any other treasur~r or sub-treasury. 
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154. Each cheque book must be kept under lock and key in the 
personal custody of the drawing officer who, when relieved, shall 
take a receipt for the exact number of cheques made over to the 
relieving officer. 

154-A. In cases where withdrawal of funds by cheques is no 
longer necessary, all the cheque forms of cheque books, which re
main partly or wholly unused, shall be cancelled by writing the 
word 'cancelled' prominently across each cheque form and counter
foil, without signature of the drawing officer, and thereafter re
turned to the treasury officer concerned who shall destroy them by 
incineration in the presence of the collector, after keeping a note 
of the fact in the relevant records of the treasury under proper 
attestation. 

155. The loss of a cheque book or a blank cheque form shall be 
notified promptly to the Treasury Officer with whom the disbursing 
officer concerned has a drawing account. 

156. All cheques shall have written across them in words at right 
angles to the tipe a sum a little in excess of that for which they are 
granted; thus 'under rupees thirty only" will mean that the clieque 
is for a sum not less than Rs. 20, but less than Rs. 30; and similarly 
"under rupees eight hundred only" will mean that it is for less than 
Rs. 800, but not less than Rs. 700. The amount shall be written in 
the manner prescribed for bills in clause (iii) of rule 138 and no 
abbreviations such as "eleven hundred" for "one thousand one 
hundred" is permissible. 

NoTE 1-In drawing or cashing a cheque it should be remembered 
that a common form of fraud consists in altering the word "one" 
into "four" by prefixing an 'f' changing the 'e' into an 'r' the figures 
being easily altered to correspond. The word 'twenty' written care
lessly has also sometimes been changed into 'seventy'. The drawer 
of n cheque in which these words occur should, therefore, so write 
them as to make the fraud impossible, and the Treasury Officer 
should examine the words and corresponding figures with special 
care. 

NoTE 2-The cross entry is not necessary if the amount in words 
is type perforated by special cheque-writing machine. 

NOTE 3-All cheques should be written and signed in indelible 
ink only. 

157. (1) Cheques drawn in favour of Government officers and 
departments in settlement of Government dues shall always be 
crossed "A/c payee only-not negotiable". 

(2) In the absence of a specified request to the contrary from 
the payee, cheques drawn in favour of corporate bodies, firms or 
private person shall also be crossed. Subject to any instructions 
received from the payee a cheque shall be crossed "- & Co." with 
the addition of the words "Not negotiable" between the crossing. 
Where the payee is believed to have a banking account, further pre
caution shall be adopted where possible by crossing the cheque 
spec.ially (instead of by the General crossing "-- & Co.") by 
quoting the name of the bank through which the payee will receive 
payment and by adding tne words "A/c payee only-not negotiable". 
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This rule shall apply to all cases where the use of crossed 
cheques is prescribed. 

Exception: Cheques preferable at a treasury for payment are 
non-negotiable instruments and should not therefore be crossed. 
In case, however, any cheque preferred at a treasury has been crossed 
inadvertantly by the drawer or by the Collecting Bank, the fact of 
its being crossed may be treated as of no significance in making 
payment. 

NoTE-The procedure prescribed in this rule applies mu.tatis 
mutandis to Indian Postal Orders used for remittance of money on 
Government account. 

158. (1) Every cheque in favour of a Government officer must be 
made.· payable to order only but when the payee is not in Govern
ment service, the drawer may, at his request, make the cheque pay
able to bearer. The Treasury Officer will, therefore, cash cheques 
payable to "A.B. or bearer", except when A.B. is a Government 
officer. If a cheque payable to a person not in Government service 
"or bearer" or payable to such person or to such person "or order" 
is presented, the Treasury Officer may decline to pay it, if he is 
unable to satisfy himself of the identity of the person claiming 
payment, or in the case of a cheque payable to order, of the regularity 
of the endorsement if any, by which such person has become the 
holder of the cheque. 

(2) Ordinarily a cheque payable to order shall not be cashed by 
the Treasury Officer unless it is receipted by the payee himself or 
other person in whose favour it is regularly endorsed for payment. 
In special cases when the head of an office is unable himself to 
receipt cheques payable to his order, owing to his being absent on 
tour or for other causes, and when he considers that strict com
pliance with the ordinary rule will cause inconvenience, he may 
specially authorise in writing a subordinate ~azetted officer to en
dorse for him cheques drawn in his favour by his official designation. 

NoTE I-Endorsements by duly constituted and authorised attor
neys of cheques payable to the order of their principals may be 
acted upon by the Treasury Officer. It is, however, necessary that 
such powers of attorney should be followed. 

NOTE 2-In cases in which a cheque is presented not for cash 
payment but for transfer credit in the treasury accounts, the pro
cedure prescribed in rule 90 should be followed. 

159. No advice of the issue of any cheque need be sent to the 
treasury. 

160. As a general rule, cheques shall not be issued for sums less 
than Rs. 10 unless this is permissible under the provisions of any 
law or rule having the force of law; but the following cases are 
exceptions to this rule:-

(i) Cheques of the Defence Departm~nt drawn for payment 
elsewhere than at the station where the drawing officer 
himself is located, may be drawn for a sum not less than 
one rupee. 
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(ii) Cheques may be drawn by the Chief Controller and the 
Controllers of Supply Accounts (Civil) for sums of one 
rupee and upwards for payment of stores bills at head
quarters and elsewhere. 

(iii) The Customs Department is authorised to issue cheques 
in favour of the Post Office for sums less than Rs. 10 for 
remittance by money order of refunds arising out of 
reassessment of customs duty on Postal parcels. 

(iv) The Income-tax Department is authorised to issue cheques 
in favour of the Post Office for sums less than Rs. 10 for 
remittance by money order of refunds of income-tax and 
super-tax-. 

(v) The Central Excise Department is authorised to issue 
cheques for sums less than Rs. 10 for making refund of 
the Union Excise Duty. 

NoTE-ln the case of the Postal Section of the Posts and Tele
graphs Department, the lowest sum for which a cheque may be 
issued is Rs. 100. 

161. All corrections and alterations in a cheque shall be attested 
by the drawing officer by his full signature. 

162. Cheques shall be payable at any time within three months 
after the month of issue; thus a cheque bearing date any time in 
January is payable at any time up to 30th April. 

If the currency of a cheque should expire owing to its not being 
presented at the treasury within the period specified above, it may 
be received back by the drawer who should then destroy it and issue 
a new cheque in lieu of it. In the event of non-return of the time
baned cheque to the drawer, the drawer should on the expiry of the 
prescribed period of three months after the month of issue of the 
cheque require the payee either to return the cheque or explain the 
causes for its non-return. If as a result of this enquiry the cheque 
is reported as lost, the Treasury Officer drawn on should be required 
to furnish a non-payment certificate with reference to Rule 165(1). 

NOTE-The provisions of this rule do not apply to cheques drawn 
on local banks by the Indian Missions and Posts abroad; the period 
of currency of cheques in these cases will be determined according 
to local regulations of the country concerned. 

163. A Government officer authorised to draw cheques on sub
treasurles shall give notice to the Treasury Officer from time to time 
of the probable amount of his drawings on each sub-treasury in 
order that funds may be provided as far as possible. 

When sub-treasuries are in charge of persons not acquainted 
with English, bilingual cheQues shall be used, and if these cheques 
are not used, the paying officer is responsible for calling attention 
to this rule. 

164.. When it is necessary to cancel a cheque, the cancelment 
must be recorded on the counter-foil, and the ci teque, if in the 
drawer's possession, shall be destroyed. If the che- (Ue is not in the 
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drawer's possession he must promptly address the Treasury Officer 
to stop payment of the cheque, and on ascertaining that the pay
ment has been stopped, shall make the necessary entry in his accounts. 

NOTE-Fanfold cheques used by the Defence and Supply Accounts 
Department have no counterfoil. The cancellation of such cheques 
should therefore, be recorded by the drawing officer on the copy 
of the Schedule of Cheques issued and the Register of Daily Pay
ments a& the case may be. 

165. (1) If a drawing officer be informed that a cheque drawn 
by him has been lost, he shall address the Treasury Officer drawn on 
forwardmg for signature a certificate in the following form: 

"Certified that cheque No. -- dated, -- for Rs. -
reported by (the drawing officer) to have been drawn by him on 
this treasury in favour of has not been paid, and will not 
be paid if presented hereafter". 

(2) If, after search through the lists of cheques paid, the Treasury 
Officer finds that the cheque has not been cashed, he will sign and 
return the certificate taking to note the stoppage of the cheque, 
a board showing the particulars of stopped cheques being hung up 
before the clerk concerned. If the original cheque be presented 
afterwards, the Treasury Officer shall refuse payment and return 
the cheque to the person presenting it after writing across it "Pay
ment stopped". 

(3) The drawing officer, on receipt of the certificate duly signed 
by the Treasury Officer, shall enter in his account the original cheque 
as cancelled, and may issue another. 

166. If a cheque is issued by the Government in payment of 
any sum due by the Government and that cheque is honoured on 
presentation to the Government's bankers, payment shall be deemed 
to be made-

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

(ii) if it is posted to the payee in pursuance of a request for 
payment by post, on the date on which the cover con
taining it is put into the post. 

Non: 1-The provisions of clause (ii) above apply mutatis 
·nutandis to payments made by the Government by Postal Money 
Order or by any other recognised mode of remitting money by post. 

No'rE 2--Cheques marked as not payable before a particular date 
;hould not be charged to the accounts until the date on which they 
')ecome payable. 

167. The provisions of rules, 147, 150 to 157, and 159 to 162, as also 
Jf rule 164 and 165 apply to cheques drawn on the Bank. 

Letters of Credit, Assignments and other Orders for Payment 
168. (1) Where under the provisions of these rules or under any 

special order of the Government, letter of credit or assignment 
(Form T.R. 11) is issued in favour of a drawing officer, such letter of 
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i:redit or assignment shall specify the maximum amount up to which 
the officer credited shall have authority to draw on the particular 
treasury on which the letter of credit and the assignment, as the 
case may be, has been issued. 

(2) A drawing officer in whose favour a letter of credit or 
assignment has been issued is not permitted to draw the whole 
amount and place it in a separate drawing account at the treasury 
or the Bank or in a private account. 

NOTE-Form T.R. 11 prescribed for letters of credit is a general 
form which may be modified by the Accountant General where 
necessary to meet the special requirement of any particular drawing 
officer. 

169. (1) At places where the cash business of the treasury is 
conducted by the Bank, any letters of credit or assignments issued 
on the treasury shall also be communicated to the Bank. 

If the drawing officer in whose favour a letter of credit or asslgn
ment has been issued requires funds both at the headquarters and 
at a sub-treasury the Treasury Officer shall provide the funds at 
the sub-treasury, advising the Bank of the amount to be placed at 
the credit of the drawing officer at the headquarters. 

(2) Letters of credit issued in favour of Post Offices shall lapse 
at the close of the month for which they are issued. In all other 
cases, a letter of credit or assignment shall lapse at the close of the 
ftnancial year ln which it is issued and a cheque drawn before, but 
paid after the end of the year, shall be taken against the letter of 
credit or the assignment of the year in which it was drawn. If this 
causes overdrawal of the credit, the excess shall be treated as an 
overdrawal and the attention of the authorities concerned shall be 
drawn to the irregularity. 

170. (1) Subject as hereinafter provided, and in the absence of 
any dlstinct rule or order to the contrary, an order or authority 
issued by an Accountant General, whether in the form of letter, 
telegram, enfacement on bill, or otherwise, for payments to be made 
at a place outside the limits of his own jurisdiction, may not be 
communicated to the Treasury Officer or the disbursing office con
cerned except through the Accountant General within whose juris
diction the treasury or the disbursing officer is situated. 

NoTE-All payments to private parties which are payable 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 payments through the Accountants General 
concerned. 

The refund of earnest money deposits in similar circumstances 
would be made by means of Government drafts by Accountants 
General in whose books the deposits 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. 
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(2) The Accountants General, Uttar Pradesh, Central Revenues, 
and the Accountant General, Commerce, Works and Miscellaneous 
(including its branch offices at Calcutta and Bombay) may, with 
the concurrence of another Accountant General, issue payment orders 
direct on selected treasuries outside their jurisdiction. The Accoun
tants General, Punjab and Haryana may, with the concurrence of 
the Accountant General, Himachal Pradesh and Chandigarh, operate 
on the Simla Treasury directly. 

(3) Subject as provided in rule 377, the Chief Controller of 
Supply Accounts and the Controllers of Supply Accounts (Civil) 
may issue cheques upon any treasury or any office or branch of the 
Bank for the payment of stores bills. 

(4) The Accountant General, Central Revenues, may, in order 
to provide funds required by touring committees and commissions 
of the Government, issue the requisite letters of credit on any trea
sury or office of the Reserve Bank, without the intervention of the 
Accountant General within whose jurisdiction such treasury or 
office of the Bank is situated. 

Endorsement on Cheques, Bills, etc. 
171. All cheques, bills etc., perferable at a treasury for payment 

being non-negotiable instruments, can be endorsed only once in 
favour of the specific party to whom the money is to be paid: 

Provided that-
(1) When the endorsement is made on a cheque or a bill in 

favour of a banker, a second endorsement can be made by 
the banker in favour of a messenger or an agent for col
lection only. 

(2) In the case of a contingent bill which has been endorsed in 
favour of a firm of supplies, etc. under sub-rule (1) of 
Rule 303, the firm, etc., can re-endorse to its bankers or to 
a messenger for collection only, and the banker can in 
turn endorse it to a messeng~r or an agent for collection 
only. Thus, in all, three endorsements are permissible in 
such cases provided that of the three one is to the payee's 
banker and one is to a messenger or agent for collection 
only, and 

(3) An agent may, notwithstanding anything, contained in 
clauses (1) and (2) for the purpose of collecting the 
cheque ur bill, endorse it in favour of his messenger. 

Explanation.-In this Rule an agent means any bank acting as a 
collecting agency for and on beha'lf of the payee's banker. 

NOTE-Cheques drawn directly on the Bank without the inter
vention of the Treasury Officer are negotiable instruments and are 
not subject to the provisions of this Rule. 

Specimen Signature and other Safeguards 
172. Every Government officer who is authorised to draw cheques 

or sign or countersign bills payable at a treasury shall send a 
specimen of his signature to the TrP!l$Ul'Y Officer through some 

L/P(N)4DofEA-7 
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superior or other officer whose specimen signature is already with 
the treasury. When such an officer makes over charge of his office 
to another, he shall likewise send a specimen of the signature of 
the relieving officer to the Treasury Officer concerned. 

Specimen signatures when forwarded on a sheet of paper other 
than the forwarding letter itself, must be duly attested by the officer 
signing the forwarding letter. 

The procedure prescribed in this rule shall be observed mu.tatis 
mutandis by all Government officers who are authorised to draw 
upon the Bank or any other office of disbursement. 

NOTE-The Mint Masters are exempted from circulating the 
specimen signatures of their officers issuing Mint Out-turn Certi
ficates payable at the treasuries or the Bank. 

173. The Accountant General will supply all Treasury Officers 
and other disbursing officers within his audit circle as also other 
Accountants General to whom he may issue authority for payment 
direct, with an attested copy of the specimen signature of all gazetted 
officers serving under him who are authorised to draw cheques or 
sign payment orders on bills or to issue letters of authority for 
payment to be made by such Treasury Officers, disbursing officers 
and Accountant General. Attested copies of specimen signature ol 
such gazetted officers serving under him as are authorised to draw 
cheques or sign payment orders upon the Bank will also be supplied 
by the Accountant General to the Bank. 

When any change of office occurs among the gazetted officers 
aforesaid the fact will be intimated and attested copies of the 
specimen signature of the relieving officers supplied to the Treasury 
Officers, disbursing officers and the Accountants General concerned 
as wen as to the Bank. 

NOTE-The provisions of this rule are not applicable to cases in 
which an authorisation of payment is issued by a Defence Accounts 
Officer upon other Accountants General and vice versa. 

174. All orders and authorities for payment issued from one 
Accountant General's office on another will be stamped with a 
special seal which will remain in the personal custody of the officer 
signing them and specimen impressions of the seal duly attested 
will be supplied to all Accountants General concerned. 

NOTE-The provisions of this rule are not applicable to payment 
orders issued by or upon Defence Accounts Officers. 

Section D-Paymen.t of Claims at the Treasury 

Introductory 

175. The rules of procedure prescribed in this section are design
ed primarily for the guidance of Treasury Officers in dealing with 
claims upon the Government that may be presented to them for dis
bursement. Special rules applicable to treasuries the cash business 
of which is conducted by the Bank, are laid down in Part VI. 
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176. Unless there be anything repugnant in the subject or con
text and subject to such variation of modification as may be authoris
ed by departmental regulations the rules prescribed in this section 
shall be followed generally by officers in charge of Military treasure 
chests, Posts Offices and other offices of disbursement mentioned in 
rule 6 in dealing with claim against the Government that may be 
presented to them for disbursement. 

Checks to be applied at the Treasury on Claims presented 
177. The bill, cheque or other document presented as a claim for 

money shall be received and examined by the Accountant and then 
laid before the Treasury Officer who if the claim is admissible, the 
authority good, the signature and counter-signature where necessary 
genuine and in order and the receipt a legal quittance, will sign the 
order for payment at the foot of the bill, etc., taking care to adopt 
the precautions prescribed in clause (iii) of rule 138. Careful attention 
must also be given to the instructions contained in these rules re
garding the completion of hills, cheques etc., presented in support 
of claims against the Government. 

178. (1) All corrections and alterations in an order of payment 
must be attested by the dated initials of the Treasury Officer. 

(2) Corrections and alterations in orders of payment given by 
the Treasury Officer on the Bank must be attested by his full sig
nature. 

179. Special care shal1 be taken that all bills, cheques, etc., passed 
for payment at the treasury are paid on the same day and that no 
payment is made, except under the written pay order of the Trea
sury Officer. 

180. (1) When a bilJ is Presented by a person who is not the 
Drawing Officer himself or his duly authorised Agent (banker), he 
shall be required to produce a letter in Form T.R. 72, authorising 
him to receive payment. The signature of the messenger or his 
thumb impression, if illiterate, shall be taken on the bill as a proof 
that the messenger actually received the money on behalf of the 
Drawing Officer. 

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

181. Special precautions must be taken by the Treasury Officer 
as regards all bills and documents showing sign of alteration; and 
if such documents be frequently received from any office, the atten
tion of the head of the office shall be formally drawn to irregularitv. 

No document bearing an erasure can be accepted and payment 
011 such document shall be refused by the Treasury Officer and a 
fresh document called for. 

182. With regard to C'laims presented either on bills or on cheques, 
the signature of the drawin~ offirer shall be compared carefully 
with his specimen signature rt>ceived under rule 172, before payment 
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is ordered. In the case of payment to be made on tbe authority of 
an order purportmg to have been issued from the office of an 
Accountant General, the Treasury Officer shall verify the signature 
on the order by comparison with the specimen signature of the 
signing oflicer received under rule 173. 

NOTE-Specimen i:.ignatures received by the Treasury Officer 
should be carefully pasted in guard files, which must be kept in the 
personal custody of the Treasury Officer. 

183. Treasury Officer shall check the arithmetical computations 
on bills. 

NoTE-When bills presented for payment contain obvious arith
metical mistakes or trifling mistakes which can easily be corrected, 
the Treasury Officer should not return such bills but should correct 
them and pay the corrected amount of the bill. Similarly, where 
bills contain doubtful items which can easily be eliminated. the 
Treasury Officer should disallow the doubtful items and pay the 
remainder of the bill. In all cases the corrections made and the rea
sons therefor should be intimated to the presenter of the bill and, 
if necessary, to the Accountant General (or the Treasury Officer in 
the case of payments made at a sub-treasury). 

184. A register shall be kept in each treasury showing the 
names of all gazetted Government servants drawing their pay and 
allowances or leave salary from that treasury, and as each pay slip. 
or leave salary certificate is received from the Accountant General, 
the amount of pay and allowances or leave salary which it sanctions 
shall be entered against the name of the Government servant con
cerned. As each pay or leave salary bill is presented for payment 
reference to this register shall be made to see that the sanctioned 
rate is not exceeded. 

185. The bills for pay and allowances or leave salary of a gazetted 
Government servant who is about to retire or proceed on leave out 
of India shall be separately submitted to the Accountant General for 
special audit on the date of payment or as soon afterwards as tht' 
intention of the Government servant to retire or to proceed on leave 
becomes known to the Treasury Officer. 

186. A Treasury Officer shall not undertake correspondence for 
• Government servant or a private individual making a claim to any 

special allowance or concession, but request the person concerned 
to address the Accountant General either direct or through his own 
official superior, as the case may be. 

Payment to persons not in Government Employment 

187. (1) When a person not in Government employ claims pay
ment for work done, services rendered, or articles supplied, the 
Treasury Officer shall subject as provided in rule 133 require the 
submis~ion of the claim by the head of the departm'ent or other 
responsible Government officer concerned. 
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(2) Failing the above, in cases when it may be necessary to 
pay the amount of a bill drawn by a person not in the Government 
service, and also when the authority of the head of the department 
or responsible official is insufficient. an order from the Accountant 
General must be sought, by furnishing that officer with any neces
i:.ary particulars for obtaining the sanction of the Government should 
such be needed. 

(3) In any event ii a bill be drawn by a person not in Govern ... 
ment employment, the Treasury Otlicer shall use special precautions 
for satisfying himself of the identity of the applicant for payment. 

( 4) In all doubtful cases the Treasury Officer shall take the 
orders of the Collector who is expected to assume the responsibility 
of his position and exercise a proper amount of care and discretion 
in this matter. When this necesi:.ity occurs the Collector shall imme
diately report the fact to the Accountant General. 

NOTE-Payments due to contractors may, if so desired by them, 
be made to their banks instead of direct to contractors, provided 
that the department concerned obtains (1) an authorisation from 
the contractors in the form of a legally valid document, such as a 
power of attorney or transfer deed, conferring authority on the bank 
to receive payment, and (2) the contractor's own acceptance of the 
correctness of the account made out as being due to him by the 
Government, or his signature on the bill or other claim preferred 
against the Government before settlement of the account or claim 
by payment to the said bank. While the receipt given by a bank 
will constitute a full and sufficient discharge for the payment, 
contractors should wherever possible be induced to present their 
bills duly receipted and discharged through their bankers. 

Nothing herein contained should operate to create in favour of 
the bank and right or equity vis-a-vis the Government. 

188. The Treasury Officer shall furnish to the Commissioner of 
Income-tax concerned quarterly statements of individual payments 
of Rs. 250 and above made by him to non-officials either on behalf 
of the Government or any local authority on account of fees, com
mission, bonus and remuneration of any kind, indicating the names 
and addresses of the payees together with the amounts paid. The 
monetary limit in case of payments to contractors, etc. shall, however, 
be Rs. 1,000 for each payment. 

Cheques and Letters of Credit 

189. Stocks of cheque books required for supply to the drawin~ 
officers under rule 148 shall be kept by the Treasury Officer, supplies 
being obtained periodically from the Accountant General. Cheque 
books shall on receipt be examined carefully and the number of 
forms in each book counted. a certificate of count being recorded by 
the Treasury Officer on a fly-leaf. They shall be examined again 
when issued to drawing officers. care being taken to see that they 
are acknowledged by the latter promptly. 
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190. When a cheque is presented, special care shall be taken to 
ascertain by examination of its printed number that it real~ was 
taken from the book notified under rule 151 as in use by the drawing 
officer who has signed it. The provisions of rules 156 to 162 shall 
be specially borne in mind. 

191. If the payee is unknown at the treasury, the Treasury 
Officer shall make such enquiries as he thinks necessary and shall 
specially consider the date, serial number and amount of the cheque 
as well as handwriting and, if suspicions arise, he may defer pay
ment until he has referred the matter to the drawing officer. 

192. Pass books sent to the treasury to be written up shall 
ordinarily be returned to the drawing officer on the same day. 

NOTE-At places where pass books maintained by drawing officers 
are required to be completed by the Bank and the number of 
entries to be made is large, the Bank may furnish pen carbon copies 
of the payment scrolls containing full details of the paid cheques 
duly attested by an authorised official. 

In such cases, the number of the first cheque paid may be 
written in full in the scroll and thereafter only the last three digits 
of the numbers of the subsequent cheques in the same series, may 
be recorded. 

In cases where pen carbon copies of the payment scrolls are 
furnished, the daily total of the cheques paid mSI.)" only be indicated 
in the relative pass books which should be written up once a month. 

193. In the case of a cheque lost before payment, in respect of 
which a certificate of non-payment has been furnished by the Trea
sury Officer to the drawing officer, the precautions prescribed in 
sub-rule (2) of rule 165 shall be carefully observed with a view to 
preventing the payment of the cheque in question. 

194. (1) Every payment made on the authority of any letter of 
credit or assignment must without fail be noted at the time of 
payment under the TreasurlY Officer's initials either in the appro
priate register of payments, or on the reverse of the letter of credit 
or assignment itself. 

(2) The Treasury Officer must bear in mind that the letter of 
credit or assignment shows the maximum amount he has authority 
to pay, or the departmental officer credited has authority to ask for, 
and that any further payment is made at the Treasury Officer's own 
risk; the progressive total of his payments must, therefore, be so 
recorded that there can be no risk of overpayment. 

Disbursement of Claims and Record of Payment 
195. (1) After a cheque or bill has been completely entered in 

the accounts, and the order to P8i.Y signed by the Treasury Officer 
it shall be passed on together with the payee, to the Treasurer'~ 
department, when the Treasurer shall make the payment and enter 
it in his cash book. The Treasurer shall punch the stamp, stamp the 
document 'paid' and retain it for delivery to the Account Depart
ment when the books are compared. 
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(2) The 'freasury Officer shall take special precautions to see 
that receipt stamps are so defaced that they cannot be used again 
and offer no temptation to the abstraction of the vouchers for the 
sake of stamps upon them. It must be borne in mind that several 
cases of loss of vouchers have occurred owing to neglect of this 
precaution. 

NOTE 1-Any deductions made by the Treasury Officer reducing 
the net amount claimed on a bill should be explained in a memo
randum signed by the Treasury Officer to be given to the presenter. 

NOTE 2-When a payment is made by transfer, that is, by entry 
of the amount in the accounts as received under some head of 
receipt, no payment of cash takes place and the item should not 
find a place in the Treasurer's cash book, nor should the voucher 
be stamped 'paid' by him. When the entries in the accounts are 
complete, such a voucher should be stamped by the Accountant 
'Paid by transfer'. 

196. A Treasury Officer, when cashing bills for Survey Office;rs 
and others at a distance from the treasury, shall furnish a note 
explaining the amount of cash and Reserve Bank draft (if any), 
issued and any deductions or alteration that may be made in the 
bill presented. The note may be in bi-lingual form, as it is important 
that the guard or messenger who receives the money should ascer
tain that the amount stated agrees with the actual cash or Reserve 
Bank drafts delivered to him; and when that person is unable tu 
read, the Treasury Officer shall himseH explain to him the amount 
entered on the note. 

The following form is recommended:-
Bills presented for pay and allowances, etc. 
Bills presented for contingencies 
Bills presented for sundries 

Total 

Paid in cash 000 
Paid in drafts 000 
"'Deductions (if any) 
"'Explanation 

Signature of Messenger-
Payment by Postal Money Order 

000 
000 
000 

000 

000 

197. In cases in which money due by the Government is paid 
by Postal Money Order, the cost of remittance shall, in the absence 
of any special rule or order to the contrary, be borne by the payee. 

198. (1) When the whole or a part of the amount of a bill is 
required to be remitted by a Treasury Officer to a person or persons 
by Postal Money Order he shall, if the bill in order, pass it for the 
net amount after deduction of the amount to be remitted and the com
mission due thereon, credit the deductions by transfer to the Post 
Office and send the money order form or forms to the Post Office, 
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with a certificate to the effect that the amount of the money order 
with the commission due, which must be specified in the certificate, 
has been credited to the Post Office by book transfer. The words 
"adjusted by book transfer" shall invariably be written in red ink 
across the money order form. The Treasury Oflicer shall also see that 
the purpose of the money ord<..:u· is stated in the acknowledgment 
portion of the money order form as required by clause (xi) of rule 
138. 

(2) On obtaining the money order receipt the Treasury Officer 
shall check it with the amount deducted from the bill. 

Payment at Sub-treasuries 

199. Subject as provided in rule 132, the procedure in regard to 
payment of claims at district treasuries is generally applicable 
to sub-treasuries also. 

Cash Orders on Sub-treasuries 

200. In cases in which remittances cannot be affoctcd by means 
of Reserve Bank drafts under the provisions of Part XII. a Treasury 
Otncer may issue an order in Form T.R. 12, upon any sub-treasury 
within the district for payment of cash: -

(1) in payment or part payment of pay bills of any district 
establishment, part of which is employed in the interior of 
the district; 

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

(iii) in special cases, in lieu of cash received at the district 
treasury; 

(iv) in other cases authorised by these rules or by the Collector. 

201. When a cash order is issued, the Treasury Officer shall 
assign a serial number to the order and enter the amount and other 
particulars in the appropriate register prescribed in the Account 
Code Vol. II. An advice in Form T.R. 12-A, shall then be sent by 
first post to the sub-treasury drawn upon and the cash order handed 
to the person tendering the money or the bill against which the 
order is issued. 

202. On receipt of the advice of a cash order from the Treasury 
Officer, the sub-treasury Officer shall immediateJiy enter the parti
culars in register in Form T.R. 13, and when a cash order is pre
sented, the advice register must be consulted before payment· the 
cash order with the receipt endorsed will be the voucher fo~ the 
payment, which must be noted at the time in the advice register. 

NoTE-The adjustment of cash order will ba watched at the 
treasury in accordance with the directions contained in the Account 
Code, Vol. II. 
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203. (1) Cash orders outstanding for more than six months in 
Baluchistan and three months elsewhere shall be held as lapsed 
and should be stopped, the charges they represent being cancelled 
and adjusted by the Accountant General. The fact must be noted 
in the relevant registers kept in the treasury and sub-treasury. 

NOTE-A statement of lapsed cash orders will be submitted by 
the Treasury Officer to the Accountant General in accordance with 
the directions contained in the Account Code, Vol. II. 

(2) If payment is subsequently claimed, the claimant shall be 
required to forward the lapsed cash order to the Treasur,y Officer 
who will arrange for the payment or issue a fresh order, a note 
being made against the entry concerned in the appropriate register 
so as to prevent a second payment. 

204. If, for special reason, a sub-treasury in any case authorised 
by the Collector to issue cash orders on the district treasury or any 
other sub-treasury in the same district, the procedure shall be the 
same as that prescribed for orders issued by the district treasury. 

NOTE-Sub-treasuries in Baluchistan are authorised to issue 
cash 01·tlers on each other and the Quetta treasury without reference 
to the latter. 

Section III-Responsibility for Moneys Withdrawn 
Voucher for Payment 

205. Subject as hereinafter provided in this rule, a Government 
officer entrusted with the payment of money shall obtain for every 
payment he makes, including repayment of sums previously lodged 
wit11 the Government, a voucher setting forth full and clear parti
cul: 1rs of the claim and all information necessary for its proper 
cla$sification and identification in the accounts. Every voucher must 
be.a·, or have attached to it an acknowledgment of the payment 
signed by the person by whom, or in whose behalf, the claim is put 
forward. The acknowledgment shall be taken at the time of payme.nt. 

No1·E 1-As adjustment bills for 'Nil' amount involve no pay
ment, it is not necessary to insist upon any acknowledgment of 
payment in respect of such bills. 

NOTE 2-A single receipt, stamped where necessary, given by 
a payee in acknowledgment of several payments or a lump sum 
payment, either in case or by cheque. made to him, on one occasion, 
£hall constitute a valid quittance and the disbursing officer, in such 
cases, should give cross reference on all vouchers to which the receipt 
relates. 

206. In all cases in which it is not possible or expedient to 
support a payment by a voucher or by the picyee's receipt, a certi
ficate of payment duly signed by the disbursing officer and counter
signed by his superior officer, together with a memorandum explai
ing the circumstances, should invariably be placed on record and 
submitted to the Accountant General, where necessary. Full parti
culars of the claims should invariably be set forth; and where this 
necessitates the use of a regular bill form, the certificate itself may 
be recorded thereon. 
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NOTE 1-ln the case of article received by value-payable post, 
the value payable cover together the invoice or bill showing the 
details of the items paid for, may be accepted as a voucher. The 
disbursing officer should endorse a note on the cover to the effect 
that the payment was made through the Post Office and this also 
covers charges for the money order commission. 

NOTE 2-A certified copy (marked 'duplicate') of a receipted 
voucher may be retained by the disbursing officer, should this be ne
cessary to complete the record of his office, but the payee should not 
be required to sign such a copy or give a duplicate acknowledRment 
of the payment. 

207. The provisions of rules 138 and 146 regarding the prepara
tion of bills and giving of stamped receipts shall be carefully observ
ed in regard to claims presented at a departmental office of disburse
ment. 

NOTE-Cash memoranda which do not contain an acknowledg
ment of the receipt of money from persons named therein are not re
ceipts within the meaning of section 2(23) of the Indian Stamp Act 
(II of 1899). Further, the mere writing of the purchaser's name and 
address on a cash memorandum for delivery purposes does not trans
form it into an acknowledgment to the purchaser that the money has 
been paid Cash memoranda will not, therefore, be regarded as sub
vouchers in Audit unless they contain an acknowledgment of the re
ceipt of money from the person named therein (with stamps affixed 
when the amount exceeds Rs. 20), or, in cases where this is not 
practicable, they are stamped 'paid' and initialled by the drawing 
and disbursing officer. 

The cash memoranda submitted in support of the claims for re
imbursement of the cost of special medicines, purchased from the mar
ket, under the Medical Attendance Rules, need not, however, be 
stamped or bear the suppliers acknowledgement. 

208. Every vouchers must bear a pay order signed or initialled 
by the responsible disbursing officer, specifying the amount payable 
both in words and figures. All pay orders must be signed by hand 
and in ink. 

209. All paid vouchers must be stamped 'paid' or so cancelled that 
they cannot be used a second time. Stamps affixed to vouchers must 
also be cancelled so that they may not be used again. 

210. Vouchers and acquittances which are not required to be sub
mitted to the Accountant General shall be filed and retained care
fully in the office concerned as important documents till thev are 
destroyed under the orders of competent authority. 

211. All sub-vouchers to bills must be cancelled in such a manner 
that they cannot be subsequently used for presenting fraudulent 
C'laims or other fraudulent purposes. 

The provisions of rule 297, with regard to cancellation and des
truction of sub-vouchers relatinl? to contingent expenditure shall 
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ments, unless they are governed by E'pecial departmental regulations 
or orders of the Government to the contrary. 

Overcharges 

212. Subject to such special orders as the Government may issue 
in any individual case, the responsibility for an overcharge shall rest 
primarily with the drawer of a bill, and it is only in the event of 
culpable negligence on the part of the controlling officer or of the 
Treasury Otficer that the question of recovery from either .of them 
may be considered. 

Audit Objections and Recoveries 

213. Every Government servant must attend promptly to all 
objections and orders communicated to him by the Accountant Gene
ral. 

214. When an Accountant General disallows a payment as un
authorised, the disbursing officer is bound not only to recover the 
amount disallowed without listening to any objection or :protest but 
to refuse to pay it in future till the Accountant General ~uthorises 
the payment to be resumed; that no warning slip has been received 
by the Government servant against whom the retrenchment has been 
ordered or that being received, it has been answered, are facts with 
which the disbursing officer shall have no concern. 

NOTE 1-If a Government servant from whom a recovery is or
dered is transferred to the jurisdiction of another disbursing Officer, 
the order of recovery should be passed on to that disbursing officer 
without delay. · fi, 

NOTE 2-A disbursing officer must not, when a retrenchment is 
ordered enter into anv correspondence with either the Accountant 
General or the Government servant concerned, it is' his duty simply
and promptly to carry out the orders he has received, and to leave 
to person aggrieved to refer the case to the proper authority. 

NOTE 3-Representations and protests against retrenchments or
dered by the Accountant General may not ordinarily be considered 
by the administrative authorities if submitted later than three months 
from/after the date or receipt of the intimation by the aggrieved 
Government sE'rvant. This provision does not remove from the dis
bursing officer the duty of enforcing, immediately the recovery of a 
retrenchment order under this rule. 

NoTE 4-While a Government servant is under suspension and 
is in receipt of subsistence grant. the retrenchment order in respect 
of any overpayment caused to him in the past shall be issued by the 
Accountant General in consultation with the authority competent to 
olace the Government servant under suspension. The aforesaid admi
nistrative authority will exercise discretion whether recovery could 
be held wholly in abeyance or it should be effected at full or reduc
ed rates depending on the circumstances of each such case. 
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215. Recoveries may not ordinarily be made at a rate exceeding 
one-third of pav or subsistence allowance unless the Government ser
vant affected has in receiving or drawing the excess, acted contrarv to 
orders or without due justification. 

NOTE-For the purpose of this rule, "pay" includes sterling over
seas pay. 

216. A register shall be maintained at the treasury and every 
other disbursing ofiice for recording all retrenchments ordered by the 
Accountant General. Separate columns shall be provided to show the 
name and office of the person from whom the recovery is to be effect
~d, the nature and amount of the overpayment and the method by 
which the overpayment has been adjusted. 
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CHAPTER !!.-PERSONAL CLAIMS OF GOVERNMENT 81.:RVANTS

GENERAL RULES 

Due Date 

217. Subject to such special orders as may be issued by Gov
ernment from time to time in relation to specified Departments and/ 
or places, Bills for monthly pay and fixed allowances of Govern
ment Servants may be signed at anv time not earlier than five days 
before the last working day of the month by the labour of which 
such pay and allowances are earned and shall be due for payment 
on the first working day of the following month. 

Explanation-For the purpose of this Rule, "Working day," shall 
be deemed to be a day on which the office in which disbursement is 
to be made and the Treasury or, in the case of a Bank-Treasury, 
the Bank are both open for transacting their respective ordinarv 
business so that withdrawal of moneys and disbursement thereof be
come practicable on the same dav. 

NoTF. 1-In the following cases monthly Bills for pay and allow
ances may be signed and presented earlier than 5 days before the last 
working day of the month:-

(a) the monthly Bi113 to be presented at the Treasuries in New 
Delhi mav be signed and presented any dav on or after 
the 20th of the month; 

(b) the monthly salary Bills- to be presented at the Offices of 
the Pay and Accounts Officers, Works, Housing and Rehabi
litation; Supplies; Food and Agriculture aJld Financial Ad·
viser and Chief Accounts Officer, Dandakaranya Project 
may, in cases where the Drawing Officers are stationed at 
places other than the station of the Pay and Accounts 
Office concerned, be signed well in time to ensure that 
they reach the Pav and Accounts Office by the 21st of the 
month to which the bills relate; 

(c) the monthly Pav and Establishment Bills of offices located 
at Calcutta/Bombay which are payable after pre-audit by 
the Accountant General, Central at Calcutta and the 
Deputy Accountant General, Commerce, Works and Mis
cellaneous at Calcutta and Bombay may be signed and 
presented seven days before the last working dav of the 
month. 
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(d) The monthly bills for pay and allowances of all non-gazet
ted employees of Central Government, posted at localities 
remote from the station of the Drawing and Disbursing 
Officers, to whom remittances of the monthlv salary even 
by the quickest possible means cannot reach within a 
reasonable time, say, the first seven wprking days of the 
next month, and also such bills in respect of non-gazetted 
employees of Central Government who are on tour and 
payment to whom has to be made at the station where 
they are on tour, mav be presented at the treasuries not 
earlier than the 15th of the month to which the salary and 
allowances relate and also encashed before the end of the 
month to enable the Drawing and Disbursing Officers to 
arrange for the remittance SQ as to reach the claimants 
within the first seven working days of the next month. 

NoTE 2-Monthly salary bills of such Ministries (including their 
attached and subordinate offices) as may be specified by Government 
of India, Ministrv of Finance, from time to time, which are present
ed at treasuries in New Delhi may be paid on the last working dav of 
the month to which the salary and allowances relate, except in res
pect of March which in all cases will be paid on the first working day 
of April in accordance with the substantive provision of this rule. 

NOTE 3-In the case of the Indian Mission abroad the pay and 
allowancs of the locally recruited staff may be disbursed in accord
ance with the local laws and customs. 

218. In the followil1g cases separate bills may be presented for 
pay and allowances or leave salary due for part of a month and these 
bills may be paid before the end of the month: -

(a) When a Government servant proceeds on transfer, deputa
tion, leave and/or vacati5)n-

(i) to or from a place outside India from or to a place in 
India, or 

(ii) from anv place outside India to another place outside 
India. 

NoTE-If a Government servant is permitted to draw his leave 
salary in India, he will not be paid uo to the date of hts relief, but 
will be allowed to draw his pay and allowances for the broken period 
of the month at the commencement of the next month alon~ with the 
leave salary for the rest of the month. 

(b) When a Government servant is transfetTPd to anothPr audit 
circle or within the same audit circle-

'(i) to or from the Public Works or Forest Deoartment or 
(ii) from one Public Works Divisiion to another. 

(c) When a Government servant fim11lv <rnits the ~"'rvi"P nf 
the Government or is transferrf'd to Forei1m service. 

(d) When a Government servant proreediT'I!! on lPave from a 
post in a country outside Tndia. drawc; in that countrv 
leavP salarv uoto the date prior to that on which he lf'aves 
that country. 
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(e) When, on occasions of local importance and following local 
practice, heads of Indian Embassies, Figh Commissions or 
other Missions abroad, authorise payment of salary and 
allowances of the locally recruited employees for the 
period not beyond the date preceding the day of payment. 

219. (1) If the first two days (including Sunday) of a month, other 
than the month of April, are public holidays on which P..:i!-Y and allow
ances are not disbursed at the treasury, Heads of Local Administra
tions may, at their discretion, direct the payment on the last work
ing day before the holida\'S, of monthly pay bills other than those of 
Gazetted Government Servants. 

Explanation.-This rule applies to both industrial and non-indus
trial establishments. In the case of an industrial establishment where 
payments are staggered and made on davs specifically fixed for the 
purpose, the pay due on any of the specified days mav be disbursed 
on the preceding working day if two days (including Sunday) com
mencing with the· specified date on which pay is due are public holi
days. 

NoTE-This power may be exercised in respect of their own and 
subordinate offices bv such other authorities as- may be 'uthorised bv 
the Government to give directions in this behalf. 

(2) The Government may in s~1~cial cases.relax any of the condi
tions specified in this rule. 

Form and Preparation of Bills 
220. The forms on which claims for pay, allowances, etc., are to 

be preferred and the detailed procedure to be1 observed in the prepa
ration and presentation of such claims shall be regulated by the pro
visions contained in the case of ~azetted Goverment servants in Chap
ter Ill and in the case of non-gazetted Government servants in Chap
ter IV of this part. 

Deductions from Bills 
Fund deductions 

221. The duty of noting the proper deduction to be made from 
pay bills on account of Provident and other funds shall devolve on 
the drawer of the bill but no discretion is allowed in carrying out any 
order received from an Accountant General to make any particular 
deduction. 

The procedure to be followed in making such deductions is laid 
down in part VIII. 

No'1'E-Deductions on account of the Indian Civil Service Provi
dent Fund in respect of sterling portion of the pay of Government 
servants in receipt of sterling overseas pay should be made in India. 

Deductions of Ta:res on Income 
222. Deductions from pay bills on account of income-tax shall bP 

made strictly in accordance with the relevant provisions of the In
come-Tax Act, 1961 (43 of 1961) as modified from time to time, and 
the rules and orders issued thereunder. 
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House Rent Deductions 
223. (1) When demands for rent of public buildings, recoverable 

from Government servants, are received from the Public Works 
Divisional Officer or any other authority in charge of such buildings, 
the Government servants who draw their own pay bills, and heads of 
ollices in the case of non-gazetted Government servants, shall make 
the necessary deductions as specified in the demands from the next 
bill in which pay is drawn. After the recovery has been made on~ 
copy of the demand sitatement which will be rendered in triplicate 
shall be returned to the authority from which it was received after 
noting the amounts recovered and recording a certificate to the effect, 
of the recoveries are in order, that the recovery has been made and 
the emoluments are correct. The other two copies should be attached 
to the bill from which recovery has been made. 

(2) If the rent recoverable from a Government servant is limited 
to a certain percentage of the emoluments of the Government ser
vant, the particulars of such emoluments shall be noted in the re
marks column of the demand statement before its return. Where, 
after the return of the demand statement, the emoluments of a Gov
ernment servant are changed retrospectively such changes shall 
either be shown in the next demand statement or intimated to thcl 
authority concerned by a special letter. 

(3) Notwithstanding anything contained in this rule-
(i) the recovery of rents from Government servants of the 

Central Government in respect of public buildings belong
ing to a Province mav be made in accf>rdance with such 
procedure as may be prescribed by the Government of that 
Province. 

(ii) Heads of Local Administrations and Departmentsi of the 
Central Government may, after consultation with the 
Accountant General prescribe such detailed rules of pro
cedure as mav be necessary for recovery of rents of public 
buildings under their administrative control. 

(4) The provisions of this rule aoply .also to other charges, e.q .• 
additional rent recoverable for furniture, electric, water. heating and 
sanitary installations, charges for cost of water, electric energy, etc .. 
which may, under the orders of competent authority, be recovered 
in the same way as. and together with, rents of buildings proper. 

NoTE-T}J.e above procedure will not apply to buildings at Delhi, 
New Delhi and Simla under the control of the Directorate of Estate·s. 
the assessment and recovery of rent for which is made under 'special 
procedure'. 

Recoveries ordered· by an Accountant General 
224. Deductions on account of sums disallowed from pay bills 

shall be made strictly in accordance with the instruotion51 issued bv 
the Accountant General. The recoverv of a sum disallowed from a 
pav bill may be made from the next pav bill. 1lnd of a sum disallow
Pd from travellin~ allowance bill from the next payment of travel
ling a11owance: but sums disallowed from a travel1ing allowance bill 
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must be recovered in cash or from the pay bill when the Govern
ment servant concerned does not, within a month, present any other 
travelling allowance bill from which they can be recovered. 

Attachment of Pay and Allowances. etc. for Debt 
225. When the pay of Government servant is attached by any 

order of a Court of l.aw, it is the duty of the officer receiving the 
attachment order to see that the proper deduction is made in satis
faction of such order from the pay of the Government servant con
cerned, and he shall keep a record of such deductions in Form TR 
13-A. 

When a Government servant is adjudged insolvent, the attach
able portion of his salary vests in the Court that passed the order of 
insolvency or the Receiver appointed by the Court. The amounts 
which have been under attachmer1t in execution of decree against the 
insolvent shall, after the order of insolvency, VP.St in the Court that 
passed the order or the Receiver, as the case may be. The attached 
amounts instead of being sent to the various Courts which issued the 
orders of attachment, should be sent to the Insolvency Court or the 
Receiver, as the case may be, for pro-rata distribution among all the 
creditors of the insolvent Government servant. 

NoTE 1-The extent to which the emoluments of a Government 
servant are exempt from attachment for debt is laid down in sub
section (1) of section 60 of the Code of Civil Procedure, 1908. The 
following is an extract of the relevant provisions of the section as 
at present in force:- , 

.. 60. (1) The follnwing property is liable to attachment * * * 
in execution of a decree : 

Provided that the following particulars shall, not be liable to 
such attachment "' "' "' "' namely:-

(i) salary to the extent of the first two hundred rupees and 
one-half of the remainder in execution of any-decree. 
other than a decree for maintenance. 

Provided that where such salary is the salary of a servant of the 
Crown or a servant of a railway company or local authority, and the 
whole or any part of the portion of such salary liable to attachment 
has been under attachment, whether continuously or intermittently 
for a total period of twenty-four months, such portion shall be exempt 
from attachment until the expirv of a further period of twelve. 
months, and. where such attachment has been made in execution of 
one and the same decree, shall be finally exempt from attachment in 
execution of that decree; · 

(ia) on~·third of the salary in execution of any decree for 
mamtenance; 

• • • • 
(l) Any allowance forming part of the emoluments of any ser

vant of the Crown * "' which the appropriate Government may by 
notification in the Official Gazette declare to be exempt from attach
ment and any subsh;tence grant or allowance made to any such 
servant • while under suspension: · 

* "' • • 
L/P(N)4DufEA-8 
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Explanation 2-In clauses (h) and (i) 'salary' means the total 
monthly emoluments, excluding any allowance declared exempt from 
attachment under the provisions of clause (e) derived by a person 
from his employment whether on duty or on leave. 

E.rplanation 3-In clause (1), "appropi'iate Government" means-, 
(i) as respects any person in the service of the Central 

Government • • "' the Central Government. 
(ii) as respects any person employed in connection with the 

exercise of the functions of the Crown in its relations 
with Indian States, the Crown Representative; and 

(iii) as respects any other servant of the Crown • * the 
"Provincial Government". 

NOTE 2-The following declarations have been issued by the 
Central Government under clause (e) of the proviso to sub-section 
(1) of section 60 of the Code of Civil Procedure:-

(1) The allowances payable to Officers in India subject to the 
(British) Army and Air Force Acts shall be exempt from 
attachmE>nt by order of a Court in satisfaction of a liability 
incurred after the 31st December, 1938. 

(2) The following allowances payable to any public officer in 
the service of the Government, or any servant of a Fede
ral Railway or of a Cantonment Authority or of the Port 
Authority of a major port. shall be exempt from attach· 
ment bv order of a Court: -

(i) All kinds of travelling allowances. 
(ii) All kinds of conveyance allowances. 

(iii) All Allowances granted for meetin~ the cost of
(a) uniforms, and 
(b) rations. 

('iv) Allowances granted as compensation for higher cost of 
living in localities considered by the Government to be 
expensive localities, includin~ hill stations. 

(VJ All house-rent allowances. 
(vi) All allowances ~ranted to provide relief against the in

creased cost of livinJ;(. 
(vii) A foreign allowance or, in the case of Diplomatic Mis

sions, frais de repreRentaiton, assigned to officers servin2 
in posts abroad. 

(viii) Children's Education Allowance (wl)ether described as 
such or as childten educational assistance or any other 
manner). · 

(ix) All amounts paid bv wav of reimbursement of medical 
expenses. 

NOTE 3-Dearness pay, which is really a part of the dearness 
allowance and is treated as pav for certain specific purposes only, is 
also exempt from attachment by order of a Couvt. 
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226. In accordance with the above provision, the maximum 
amount attachable by a Civil Court, for decrees other than decrees 
ior maintenance, is to be calculated thus : -

If the total gross emoluments earned by the Government ser
vant are represented by X, and the allowances declared to be exempt 
from attachment (vide Note 2 to Rule 225) and, if the Government 
serva.mt is under suspension, any subsistence grant or allowance 
made to him, are represented bv Y, the net amount attachable, if 

. x-y any, lS -2-IOO. 

NoTE-The limit of the first two hundred rupees and one half of 
the remainder, laid down in sub-section ( 1) of Section 60 of the Code 
ot Civil Procedure, 1908, takes effect from the 4th September, 1863. 
The decrees awarded by Courts prior to the date might be based on 
the limit of the first hundred rupees and one half of the remainder, 
which was applicable until the provision was amended and would 
continue to be valid until revised by the Courts. In such cases the net 
amount attachable would be x / -50. 

226(A)(I). If an order of attachment against a Government 
servant is received before a previous order of attachment against 
the same Government servant has been fully complied with the 
recoveries shall be made by the disbursing officer so long as the 
total amount recoverable with reference to the attachment orders 
is within the maximum limits prescribed in rule 226. 

(2) If a new attachment order has the result of increasing the 
amount beyond the maximum limit prescribed, the disbursing officer 
shall return the attachment order to the court concerned with a 
statement showing:-

(i) particulars of the existing attachment; 
(ii) particulars of the amount with-held and paid into the 

court concerned up-to-date; and 
(iii) amount remaining uncovered. 

227. Any deductions which may have to be made on account of 
subscriptions to provident funds recognised by Government, taxes 
on income payable bv the Government servants, and dues of co-ope
rative societies and debts due to Government should be made from 
the non-attachable• portion of the Government servant's salary. 

228. Without prejudice to the appropriate provisions of the law 
as contained in rule 48 of Order XXI in the First Schedule to the 
Civil Procedure Code. 1908, as amended by the Civil Procedure Code 
(Amendment) Act, 1939 (Act XXVI of 1939), the procedure to be fol
lowed by disbursing and drawing officers in making recoveries from 
pay of Government servants of amounts in compliance with attach
ment orders .issued by Courts, shall be regulated in accordance with 
the following rules: -

(1) Subject as hereinafter provided in this rule, the 1?ross amount 
of Dav and allowances shall be drawn on a pay bill, but only the net 

J,/P1:"i)Dl1Jf Ey-8a . · 
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amount after deducting the amount recoverable under the attach
ment order, shall be dis.bursed to the Government servant concerned 
the authority whose dutv it is to make the deductions is responsible 
tor remitting the amount without undue delay to the Court concern
ed. 

(2) In the case of an attachment order issued by a Court in India 
against a Government servant on leave out of India, whose leave 
i,alary is disbursed in the United Kingdom, the appropriate authority 
.n India, namely, the Accountant General in the case of gazetted 
Government servants, and the departmental drawing officer acting 
c.s or on behalf of the Accountant General in the case of others, will 
Le responsible for drawing the amounts recoverable monthly in com
pliance with the attachment order and remitting them to the Court 
concerned, unless timely intimation is received by him of the death 
of the Government servants or of any other event necessitating the 
discontinuance of such pa~ments. The transactions will not, however, 
be carried through before the 10th of the month following that to 
which the portion of the leave salary for the time being withheld re
lates. The recovery of Indian income-tax and super-tax will be made 
wholly from the portion of the leave salary disbursed in the United 
Kingdom. 

The Auditor General will issue such instructions as mav be neces
sary in order to ensure that the amounts that will have to be deduct-
1•d in compliance with the attachment order are specified in the origi
nal or amended English Leave Salary Certificate of the Government 
servant concerned with necessary directions to the disbursing autho
rity in the United Kingdom to make the corresponding reductions in 
monthly bills presented to it for payment. 

NoTE-The provisions of this sub-rule apply m'lltatis mutandis to 
other cases in which the salary or allowances of a Government ser
vant subject to an attachment order issued by a Court in India are 
to be disbursed outside the local limits to which the Code of Civil 
Procedure, 1908, for the time being extends. 

(3) In cases in which a judgement debtor does not sign the acquit
tance roll and intentionally allows his pay to remain undisbursed, 
or the judgement debtor, being a gazetted Government servant, or 
not being gazetted Government servant but being permitted to draw 
his pay on a separate pay bill, refrains from preparing his pay bill 
and drawing his pay regularlv in order to evade payment on account 
of an attchament order issued bv a Court of Law. the head of the 
office, or, in the case of a gazetted Government servant or of a Gov
ernment servant treated in this respect like a gazetted Government 
servant, the administrative, officer of the department concerned may 
draw the pay of the judgement debtor in satisfaction of the attach
ment order, subject to the prescribed restrictions, and remit the 
amount to the Court concerned. 

(4) The amounts drawn under sub-rules (2) and (3) above shall 
be treated in the accounts in the same wav as leave salary or pay 
drawn by the Government servant concerned the particulars of the 
.1ttac hment order being cited in the pay bill or the acquittance roll, 
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as the case may be, as an authoritv for the char~e. and the Cow-t's 
1 ect: ipt for the amounts i:ihall be filed with the attachment register 
01 such other suitable record as may be kept by the drawing officer. 

223, The cost, if any, of remittance to a Court of money realised 
under its attachment order shall be deducted from the amount realis
r·d and the net amount remitted to the Court. 

229-A Recoveries from the salary of Government servants on 
account of profession tax levied by State Governments under their 
Professions, Trades, Callings and Employments Taxation, etc. Act& 
and due£ of Co-operative Soiceties, registered under the various Co
e perative Societies Acts, where such Acts impose a statutory obliga
tion on the Government to make such deduction, shall be made by 
the Drawing and Disbursing Officer, in the case of non-gazetted Gov
e1 nment servant who do not draw thell' own bills. and, m other cases, 
by the Treasury Officer on the advice of the Accountant General, or 
by the other appropriate Disbursing Officer concerned, as the case 
may be. m accordance with such proct>dure as may be laid down by 
Government trom time to time. 

A d1sbursmg officer. even when not located within the territo
rial limits to which the Act under which a Co-operative Society has 
been 1eg1stcred applie&, may effect recoveries on account of dues of 
such a co-operative society from the salary payable to a Govern
ment servant 

Provided that such Government servant gives m writing an 
authorisation to his disbursing officer to make the recoveries in res
pect of such dues and the disbursing officer, before effecting re
cove1 ies, en&ures that the authorisation given to him by such 
Government servant is clear., unambiguous and has not been re
voked 

First Payment of Pay, Allowances, etc.-. 

230. When a Government sei:vant presents his pav bill for th~ 
first time>, or when the name of a Government servant appears for the 
first time in an establishment bill, the bill shall be supported by a 
l.1st pay certificate in the form prescribed by the Auditor General; or 
11 he did not previously hold any post under the Government, or is 
ie-emplo)'ed after resignation or forfeiture of past service, a certifi
cate by the authority to whom the medical certificate of fitness has 
been submitted in the case of a 1?azetted officer or the drawing and 
c1isbursing officer in the case of a non-gazetted officer, to the effect 
that the medical certificate of fitness in the prescribed form, has been 
obtained in reE•pect of the Government servant. must accompany the 
b ll m conformity with and if so reqmred by any rule or order gov
Prning the conditions of the service to which he belon_E!S 

Where the competent authority under any rule or order autho
rises the drawal of pay and allowances of a newly appointed Gov
ernment servant for a period not exceedinl? two months without a 
medical certificate of health. a certificate to this effect shall be fur
mshed in the first pay bill, 
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If a pensioner is re-employed, the fact shall be stated in the bill. 
NoTE 1-The payments of pay, leave salary, etc., of gazetted 

Government servants are further subject to the provisions c 
rules 20 and 257. 

NOTE 2-The form of last pay certificate prescribed by the Audi
tor General and the detailed instructions issued bv him for its prepa
ration are reproduced in Appendix 4. 

231. In all cases of transfers the responsibility for obtaining his 
own copy of the last pay certificate from his last disbursing officer 
shall rest with the Government servant concerned. 

Payment on Quitting the Service 

232. The last payment of pay or allowances shall not be made to, 
or in respect of a Government servant whose pay is drawn on gazet
ted Government servant's bill f<Jrm, finally quitting the service of 
the Government by retirement. resignation, dismissal, death or other
wise or placed under suspension until the disbursing officer has satis
fied himself, by reference to the Accountant General, the depart
mental authorities and his own records, that there are no demands 
outstanding against him. 

In cases of other Government servants, payment may be made 
without reference to the A~countant General on the responsibility of 
the head of the office concerned. 

NoTE 1-ln the case of contract officers and officers purely in the 
temporary employment of Government proceeding on foreign service 
in or out of India, final dues should be paid onlv after ascertaininJ! 
that no demands are outstanding against them. 

NOTE 2-The procedure prescribed in the first paragraph of this 
Rule shall apply to the last payment of dues or honorarium to non
officials. including members of any Commission or Committee, whe
ther statutory or not, as it applies to the last payment of pay or allow
ances to, or in respect of a Government servant who finallv quits 
the service of the Government. 

NOTE 3-With a view to expediting the disposal of pension cases, 
the last payment of pay and allowances mav be made and the last 
uay certificate issued pending final assessment and realisation of out
standing demands, provided that adequate security for meeting the 
likely demands is taken either in ca~h or bv a surety bond from the 
Government servant concerned; or by withholding a part of the gra
tuity payable to him in accordance with the provisions of the Civil 
Service Regulations. 

Death of Payee 

233. Pay and allowances can be drawn for the day of the man's 
death: the hour at which death takes place has no effect on the claim. 

NoTE-"Day" for he purpose of this rule and rule 370 should 
mPan a calendar dav beginning and ending at midni~ht. 
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234.(1) Subject to the provision of Rule 232, pay and allowances 
of all kinds claimed on behalf of a deceased Government servant may 
!:le paid without the production of the usual legal authority: -

(a) if the gross amount of t.he claim does not exceed Rs. 2,500, 
under order of the Head of the Office, in which the 
Government servant was employed at the time of his 
death, provided that the Head of the Office is otherwise 
satisfied about the right and title of the claimant; and 

(b) if the gross. amount of the claim exceeds Rs. 2,500, under 
orders of the Administrative Ministry /Department of the 
Government or the Administrator of a Union Territory in
cluding the Governor of Assam acting as Agent to the 
President in respect of the North East Frontier Agency or, 
in the case of the Indian Audit and Accounts Department, 
of the ComptrolleJ" and Auditor General, as the case may 
be, on execution of an indemnity bond in Form, T.R. 14, 
duly stamped for the gross amount due for payment, with 
such sureties as may be deemed necessary. 

Provided that, the authority mentioned in clause (a) above may, 
subject to the condition prescribed in that sub-caluse, make antici
patory payment of an amount not exceeding Rs. 2,500. 

NOTE 1-Normallv there should be two sureties both of known 
financial ability, unless the gross amount of the claim is less than 
Rs. 5,000/- in which case the authority acceptin~ the idemnity bond, 
in T.R. 14 for and on behalf of the President should decide, on the 
merits of each case. whether to accept only one surety instead of 
two. 

NOTE 2-The Obligor as well as the Sureties executing the indem
nity bond should have attained majority so that the bond may have 
legal effect or force. The bond is also required to be accepted on be
half of the President bv an officer duly authorised under Article 299(1) 
of the Constitution. 

(2) In any case of doubt payment shall be made only to. the per
son producing the legal authority. 

"NOTE-The procedure prescribed in this Rule shall apply to any 
claim for payment of dues or honorarium payable to deceased non
officials, including deceased non-official members of any Commission 
or Committee, whether\statutory or not, as it applies to the claim for 
payment of pay and allowances of a deceased Government servant". 

Place of Payment 

Pay and Allowances 

235. ( 1) Save as herein under provided, and subject to any special 
rule or procedure that may be prescribed bv departmental re~ula
tions, bills of pay and allowances are ordinarily payable only at the 
treasury of the district in which the claim arises. 

NOTE 1-The claims on account of pay and allowances of the non
gazetted personnel should be deemed to airse at the station where 
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the drawing and disbursing officer who draws the claims, is station
ed. In cases where a non-gazetted Government servant is on tour and 
the payment haSt to be made to him at the station where he is on tour, 
the drawing officer shall remit the amount to him by Bank draft at 
par or by Money Order, as may be necessary. The charges involved 
m sending the Bank draft by registered post or in remitting the dues 
by Money Order shall be charged to office contingencies. 

NOTE 2-When a gazetted Government servant, whose duty re
quires him to travel about on inspection, desires to receive payment 
of his claimsi at a place where he is on tour, he shall send his bill to 
the treasury officer at his headQuarters duly receipted and stamped, 
and endorsed as 'Pay by Bank draft encashable at .. . .. . .. .. .. . ... to be 
sent by registered post.' He shall also make an application to the 
treasury officer, along with the bill, inter alia specifying therein the 
address to which the Bank draft may be sent by the treasury officer. 
The treasury officer shall then arrange to send the Bank draft by 
registered post, the expenses incurred on postage (including registra
tion charges) being treated as normal expenditure on correspondence 
of the treasury. 

(2) Nothing contained in this rule shall have the effect of with
drawing anv concession thAt ha~ been or mav be allowed bv the Gov
ernment to individual Government servants or class of Government 
servants for drawing a part of their pay at places other than district 
treasury of their headquarters. 

236. Gazetted Government servants of the Public Works Depart
ment may, in addition to the concession admissible under rule 235, 
present their pay and travellinE! allowance bills at the trearurv or 
sub-treasury nearest to their headquarters or at any treasury or sub
treasurv within their jurisdiction. After the place of payment has 
been selected, it can be changed only with the consent of the Account.
tant General, or, if both the old and new places of payment are with
in his jurisdiction. of the Treasurv Officer. 

237. In case of transfer the pay due in respect of the old post, 
which has not been drawn at the time of the transfer. may be drawn 
at the new headquarters or at the place in which the pay in respect 
of the new post is drawn_ 

238.-Deleted. 

Leave Salary 
239. Subject to any ordres or procedure that may be prescribed 

by Government in the case of a gazetted Government servant and ~ 
the departmental regulatioll.i in the case of a non-gazetted Govern
ment servant, the leave salary of a GovernmPnt servant when pay
able in India, shall be drawn from the treasury or office 'of disburse
men~ from which his Pav was being drawn immediatelv before pro
ceedmg on leave and the Government servant must make his own ar
rangements, where necessary, for getting his leave salary remitted to 
him. In a case where a period of leave is followed bv transfer such 
portion of leave salary as could not be drawn at the old station may. 
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however, be drawn at the treasury or office of disbursement from 
which the pay m respect of the new post is drawn. 

NOTE-Government servants serving in the Missions abroad may, 
for the period of leave spent m India, draw their leave salary in India. 
on the basis of leave salary certificate issued bv the Accountant 
General, in the case of a gazetted Government servant and on bills 
drawn by the Ministry concerned on the basis of the last pay certifi
cate issued by the Mission in the case of a non-gazetted Government 
servant. This procedure will also apply for the payment of joining 
time pay and emoluments or leave salary as the case may be, and/ 
or an'f other allowances admissible in India for the period of voyage 
as also for any initial period of leave spent abroad before embarkinR 
for India, which a Government servant can draw under Fundamental 
Rule 91 

Bills of lnspectinq Officers and their Establishments 
240.-Deleted. 
241.-De leted. • 
242. As an exception to rule 240, such advances as may be requir

ed on account of pay may be drawn by the Government servants 
named below, the pay bill being oresented at the headquarters trea
sury:-

I. From.any treasury in India: 
(i) The Metropolitan Bishop of Calcutta. 

(ii) Inspector General of Forests 
(iii) Director General and Deputy Director General of Ar-

chaeology, 
(iv) Government Epigraphist for India. 
(v) Surveyor General of India. 
(vi) Director, Imperial A~ricultural Research Institute. 
(vii) Director General, Observatories. 

(viii) Assistant Superintendent, Archaeological Survey, attach
ed to the office of the Director General of Archaeology. 

II. From any treasury within their Diocese: 
(i) Bishops other than the Metropolitan Bishop of Calcutta. 

(iil Archdeacon. 

Receipts shall be taken in duplicate, the original being forward
ed immediately to the Accountant General who audits the pay and 
allowances of the Government servant concerned, and the duplicate 
retained to support the debt in the list of payments. 

Pa'll due to Government Servants absent out of India 

243. If pay or allowances be due in India to a Government ser
vant absent out of India. he must make his own arrangements to re
ceive it in India. 

Provided that when the Government servant has finally auitted 
India and it is not posc;ible for him to make his own arrangements for 
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;eceiving his pay and allowances in India, payment may be made to 
him through the High Commissioner for India or through the India 
Office, as the case may be. 

Payment of Pay, Leave Salary, etc., through Agents 

Pau and Allowances 
244. (1) Save as hereinafter provided, pay and allowances may 

be paid only upon the personal claim of the Government servant con
cerned, and to his personal receipt, and not otherwise, except under 
the special authority in each case of the Government or of the Auditor 
General. The Government servant may be allowed to receive pay
ment through a messenger dulv authorised by him to receive the 
money on his account, but there can be no endorsement on the bill 
to p.ay to any such person; and in such a case, the Government accept 
no responsibility in respect of money, cheque or draft that may be 
handed over to the messenger. 

NOTE-Pay and allowances of a person who is certified by a 
magistrate to be a lunatic should be paid in accordance with the de
tailed procedure given in Annexure 'B' under the provisions of Sec
tion 95(1) of the Indian Lunacv Act, 1912. 

(2) (a) At his written request or order, the pay bill of a Govern
ment servant who is permitted to draw his own bills may be made 
payable to some well known banker or agent; provided that the re
ceipt of the banker or agent shall not be accepted as a final quittance 
unless the bill itself is duly endorsed in favour of the banker or agent, 
by means of a distinct pay order. The receipt of the banker or agent, 
alike if it is recorded in the bill itself or separately. shall be stamped. 
unless the receipt of the bill has already been duly signed and stamp
ed by the Government servant himself. 

(b) Pav and allowances of a Government servant who is not 
authorised to draw his own bills may, when he is unable to present 
himself in person to receive payment, be paid to a banker or agent 
duly authorised by him to receive the money and ~ve a legal quit
tance, provided that the banker or the agent holds a legally valid 
power of attorney to act in his behalf. In the absence of such a power 
Qf attorney, the Government servant desiring to receive payment 
through a banker or agent mui;t furnish the letter with a legal quit
tance for the money claimed, signed by himself, which will have to be 
surrendered to the disbursing officer with a letter of authority for the 
payment to be made. The banker or the agent must also furnish a 
formal receipt (which need not be stamped) to show that the monev 
has been actually received bv him. 

NOTE-Notwithstanding anything contained in this clause, 
Government may, in special circumstances, authorise payment of 
such part of a claim of a Government servant. who does not draw 
his own bills. to be made to a person and to the extent as may 
Rpecifically be so asked for in writing in this behalf by the 
Government servant concerned. In such a case. the receipt ·given 
by the person so authorised to receive the sum specfied shall 
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constitute a valid quittance for the amount paid to him, and a 
receipt for the balance only, if any, when paid, shall be obtained 
from the Government servant concerned. 

( c) A government servant or a single person cannot be constitu
ted as an 'agent' for the purpose of this rule, except when he holds a 
legally valid power of attorney to act for the Government servant 
concerned. 

(3) The provisions of this rule apply to all payments in India, 
whether on account of pay, travelling or other allowances, which are 
made to Government servants on their personal account. The re· 
quirements of }Jersonal claim or personal receipt do not, however, 
apply in the case of sterling overseas pay admissible to a Government 
servant, the amount being payable in the United Kingdom to the 
receipt of the Banker or the agent nomina1ed by the Government 
:1ervant to receive payment. on his behalf. 

Leave Salary 

245. A Government servant who signs his bills himself, when 
claiming leave salary in India, must either appear in person at the 
t)lace of payment or furnish a life certificate signed bv a responsible 
llovernment officer or some other well-known and trustworthy per
son. If he draws his leave salarv through an authorised agent, the 
agent must furnish the life certificate aforesaid, or execute a bond to 
refund overpayments under the provisions of rules 246 and 247. 

NOTE-When separate bills for leave salary vacation pay, etc. re
lating to different periods are presented and paid simultaneously it 
is not necessary to furnish separate 'life certificates' for the different 
periods but only one certificate in respect of the date of presentation 
of the bills should be enough. In cases where the Government servant 
concerned has already returned to duty by the time the bill is pre
sented or payment is made, i:~rsonal appearance or furnishing of 
'life certificate' in respect of the earlier period of leave or vacation 
shall not be necessary. 

Bond of Indemnity 

246. (1) Government servants may make arrangements with their 
accounts to draw their leave salary, vacation pay, etc., either granting 
mch powers of attorney to enable them to do so, or leaving their 
bills duly completed and signed in the a~ent's custody for collection, 
the agents in their tum givin~ the Government a bond of indemnity 
as a security a~ainst any loss in the case of overpayment. 

NoTE-A register of power of attornev should be maintained bv 
the disbursfa~ officer in the form prescribed in the Government 
=)ecurities Manual and all cases in which the power of attornev has 
been granted should be recorded therein. 
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(2) The Bend of indemnity, which must be stamped, may be of 
the following form jn the case of a firm or bank: 

our Pay 
In consideration of--being permitted to draw the leave salary 

their 
pension 

of their.... . ... during his absence from the 
the (here insert the name of the bank) 

we hereby engage to refund to the Government on demand, any 

us agents 
overpayment that mav be made to1---as his"'"--

tht>m agent 

lt must be seen that the person signing the bond of indemnity 
has authority to bmd the firm or bank. 

24't (1) It is not necessary for a separate bond to be entered into 
for each individual. Such banks as are included in the Second Sche
dule to the Reserve Bank of India Act, 1934, may be allowed to exe
cute a general bond in Form T.R. 15 to cover the pay, leave salary, 
pensions. etc., of their constituents in _general. 

Exception-State co-operative banks, State-owned/controlled 
banks, which are not included in the Second Schedule to the Reserve 
Hank of India Act, 1934. mav be allowed bv Government in consulta
tion with the Reserve Bank to execute a general bond of idemnity 
under this rule, pl'ovided they undertake commercial banking and 
their financial position is considered satisfactory. 

(2) Separate bonds must be executed for payment relating to or 
for persons whose salaries or pensions are debitable to the Central 
Government and those debitable to a State Government. 

The applications for such bonds will be dealt with by the Govern
ment (Central or State) concerned. 

(3) Nothing contained in this rule shall affect the validity of 
bonds duly executed and continuing in force from dates prior to 1st 
April 1937 unless in any particular case the Government i!'sue orders 
to the contrary. 

(4) Lists of agents who nave executed _general bonds of indem
nity under the precedinJ! sub-rules are contained in Annexure A to 
t"1is chapter. 
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ANNEXURE A 

[See sub-rule (4) of rule 247] 
1. List of agents who have executed general bonds under sub

rules (1) and (2) of rule 247: -
(A) With the President of India 

1. Chartered Bank. 
2. Indian Bank. 
3. Eastern Bank Ltd. 
4. United Commercial Bank. 
5. New Bank of India Ltd. 
6. Punjab and Sind Bank Ltd. 
7. Oriental Bank of Commerce Ltd. 
8. Bank of Maharashtra. 
9. Bank of Baroda. 

10. Madras State Cooperative Bank Ltd. 
11. United Industrial Bank Ltd. 
12. State Bank of Mysore. 
13. Andhra Bank Ltd. 
14. State Bank of Bikaner and Jaipur. 
15. State Bank of Patiala. 
16. Maharashtra State Cooperative Bank Ltd. (incorporatinA 

the Vidarbha Cooperative Bank Ltd). 
17. Indian Overseas Bank. 
18. National and Grindlays Bank Ltd. 
19. Banque Nationale de Paris. 
20. Dena Bank. 
21. Krishnaram Baldeo Bank Ltd. 
22. Madhya Pradesh State Cooperative Bank Ltd. 
23. Canara Banking Corporation Ltd. 
24. Canara Bank. 
25. Syndicate Bank. 
26. Bank of Rajasthan Ltd. 
27. Union Bank of India. 
28. Bank of Tokyo Ltd. 
29. Lakshmi Commercial Bank Limited. 

2. List of Agents whose bonds executed prior to 1st April 1937, 
~ontinue to be valid under sub-rule (3) of rule 247 :-

[Part 1 constitutes the list of Agents who inter alia have secured 
th~ title to draw, on behalf of their constituents, pensions payable in 
India on behalf of Colonial and other Governments as well. while 
Part II mentions those who are not so entitled.] 
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PART I 

1. Imperial Bank of India (State Bank of India). 
2. Allahabad Bank. 
3. Mercantile Bank Ltd., Delhi. 
4. Punjab Co-operative Bank, Ltd. 

PART II 

l. Hongkong and Shanghai Banking Corpor111 ion. 
2. Messrs. Binnv and Co. Ltd. 
3. Messrs. Parry and Co. 
f. Messrs. Cowasjee Dinshaw and Brothers. 
5. Bank of India. 
6. Central Bank of India. 
7. Mercantile Bank Ltd., Madras. 
8. Punjab National Bank. 
9. American Express, International Banking Corporation, Bom

bay. 
lO. United Bank of India. 
11. Nainital Bank Ltd., Nainital. 
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ANNEXURE B 

lSee Note beluw sub-rule (1) of rule 244] 

Payment of pay and allowances due in respect of a Government 
servant certified to be a lunatic. 
(Govt. of India, Ministry of Finance, Deptt. of Economic Affairs, O.M. 

No. F. 10(28)-B/66 dated the 15th June, 1966). 

ln the context of the provisions of Sec. 95 of the Indian Lunacy 
Act, 1912, Act No. 4 of l!H2, the question of laying down a suitable 
procedure for the prele1ment, withdrawal and disbursement of sums 
payable in respect of pay and allowances of a Government servant 
who has been certified to be lunatic by a magistrate has been under 
consideration of the Government of India for some time. 

It has now been decided, in consultation with the Comptroller 
and Auditor General of India, that the following procedure may be 
adopted in this regard: -

(i) On receipt of information that a Government servant. not 
covered by the Individual Running Ledger Accounts (IRLA) scheme, 
has been certified to be a lunatic, the Head of the Office in wh\ch the 
Government servant before his being certified to be a lunatic was 
lasit employed should, on the basis of the orders issued by the appoint
ing authority indicating the person(s) to whom and the proportion 
in which the pay and allowances admissible to the Government ser
vant may be disbursed in accordance with the provisions of Section 
fJ5(1) of the Indian Lunacy Act, 1912, draw the pay and allowances 
of the Government servant in the appropriate bill form gazetted or 
non-gazetted as the case may be, from the treasury or other office of 
disbursement. The claim should be supported bv all the relevant cer
tificates which the Head of the Office is required to furnish in the 
normal circumstances. However. in respect of the certificates which 
solely depend on the personal knowledge of the Government servant 
and which cannot be furnished in such cases, the Head of the Office 
should record, if he is satisfied about the reasonableness of the claim, 
a certificate to the effect that the claim is not susceptible of verifica
tion but is considered reasonable. If the Government servant is inva
lided from service, the claim would be the last one in respect of him 
and the requisite payment in case he was a gazetted Gc,vemment ser
vant shall be made only after the Head of the Office has satisfied him
self by reference to the Accountant General (Accounts Officer), the 
Departmental authorities, if any, and his own records that no Govern
ment dues are outstanding against him. In other cases payment may 
be made on the responsibility of the Head of the Office concerned. 

(ii) The amount withdrawn ig the manner stated above, may be 
paid to the person(s) referred to in sub-paragraph (i) above in the 
proportion determined by the appointing authority and receipts ob~ 
tained stamped where necessary. Since the receipts in acknowledge
ment of the payment made would not be the personal receipts of the 
Government servant concerned as required under C.T.R. 244(1) that 
Rule is being suitably amended. 
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(iii) In cases where payments to Government servant are made 
under the IRLA system and the ledger account remains open, the 
amounts due from or due to a Government servant may be debited 
or credited to that account and the credit balance left over may be 
paid by the Accounts Officer concerned to the person(s) bv cheque or 
Bank draft, as the case mav be, after ascertaining from the appoint
ing authority the proportiQn in whic;h the amount is to be paid and 
also the person(s) to whom it is to be paid. 

2. Where a Government servant has been invalided from service 
and it is found that some Government dues are outstanding against 
him even after the adjustment of his claims fqr pay and allowances, 
the same may be adjusted against the amount of his death-cum-retire
ment gratuity, if any, and if the same is also insufficient. the balance 
of the outstanding dues mav be written off under sanction of the 
competent authority. 
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CHAPTER IIl.-BILLS OF GAZE'rl'ED GOVERNMENT SERVANTS 

Introductory 

248. The provisions of this chapter shall apply primarily to claims 
of gazetted Government servants, includin~ those of non-gazetted 
Government servants drawing their pay in the forms provided for 
gazetted Government servants, which are payable on bills drawn 
directly on the treasury or on the office of an Accountant General. 
With regard to claims of Government servants, which are payable 
by or through a departmental office of disbursement, these rules 
shall apply subject to such variation or modification as may be 
authorised by departmental regulations. 

t'orm of Bills 

Pay, Fixed Allowances, etc. 
249. (1) The pay and fixed allowances of a gazetted Government 

servant shall be claimed on bills in Form T.R. 16, or, in the case of 
claims to be presented at the office of an Accountant General under 
rule 429. in Form T.R. 17, in which the whole of the fixed allowances 
other than the sterling overseas Pav claimable by a Government ser
vant in resipect of the same post shall be set forth. A Government 
servant who draws an additional allowance for a separate office need 
not present separate bill for it unless it is payable from a source 
other than the revenues of the Governor General. 

(2) Subject as hereinafter provided in this chapter the form 
prescribed in this rule shall b~ used for claims relating to leave 
salary and all occasional payments to a gazetted Government servant 
that are made on his personal account. 

NoTE-A gazetted Government servant on leave preparatory to 
Tebrement or refused leave under F.R. 86 or anv other corresponding 
rule, or terminal leave or such other leave on the expiry of which he 
is not expected to return to duty, should record a certificate on the 
leave salary bill that during the period for which leave salary is drawn 
he was not re-employed under Government, Local Fund or a private 
employer. 

250. The Head of a Local Administration may permit tehsildars 
and other Government servants of analogous status belonging to 
establishments limited and fixed with reference to the requirements 
of a whole administration who are not ranked as gazetted Govern
ment ser;ants, to draw their pav and fixed allowances separately in 
the form providPd for i:zazetted Government servants instead of 
thrcugh the pay bi'lls of their office establishment. 

251. The claim for house allowance admissible under the rules 
issued in Finance Department Resolution No. D 5067-C.S R., dated 
17th October, rn24, shall be supported by a certificate in Form T.R. 18. 

f,/P(N)4.DofEA-!1 ' 
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Sterling Overseas Pav 

252. (1) Government servants claiming sterling overseas pay f?t" 
the first time shall address the Accountant General concerned m 
Form T.R. 19, asking him to arrange for the payment of their over
seas pay to their nominees in England, giving their full addresses etc. 

(2) The Accountant General will, on receipt of the application, 
send the necessary authority for payment to the High Commissioner 
for India who will make arrangements for the pa:vment. 

(3) Additions to or alterations in the amount of sterling over
seas pay will be reported by the Accountant General to the High Com
missioner for India as they occur, any reduction or cessation being 
communicated immediately by air mail or by cable. as may be direct
ed by the Auditor General. 

(4) No separate bill is required in respect of sterling overseas 
pay, but the Accountant General will prepare a consolidated state
ment of the sterling overseas pav due to each Government servant 
under his payment for each month or a quarter and send it to the 
High Commissioner for India by the 20th of the month following the 
quarter to which the statement relates. 

253. The High Commissioner for India, when once authorlsea 
to make payments at certain rate, will continue to pay at that rate 
until advised to the contrary and will verify the payments so made 
by him as they fall due, that is, on the first of the month following 
that to which the payments relate, against the amounts reported as 
due in the quarterlv statements mentioned in sub-rule (4) of rule 
252, any short or excess payment being settled, after correspondence, 
by subsequent payment or recovery. 

NOTE-Payment of sterling overseas pay on behalf of a Govern
ment servant to more than one nominee simultaneously is not permis
sible. 

Travellina Allowance 
254. Travelling allowance bills of a gazetted Government servant 

shall be drawn in accordance with the rules under which such al
lowance may be due. For mileage, halting ot" dailv allowance, Form 
T.R. 20 is prescribed for general use. 

255. When a circuitous route is taken, the reason for doing so 
must be stated on the bill. When a Government servant is entitled 
to draw actual expenses. such expenses shall in the absence of special 
orders to the contrary, be set forth in detail. 

256. The provisions of clause (ii~ of rule 277 apply mutatis 
mutandis to bills 'for trave!ling allowance of gazetted Government 
servants. 

Cost of Medical Treatment 
256-A. The expenditure incurred by, and to be reimbursed to, 

gazetted Government servants on account of medical attendance and 
treatment may be drawn by them in Form T.R. 20-A under the sub
head "allowances, honoraria, etc.", without the prior authority of the 
Accountant General. The amount drawn in the bills must be su~ 
ported b:v proper receipts and vou.chers in all cases. 
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Alterations of Pay, etc. 

257. Save as provided in rule 20, no gazetted Government servant 
may draw an increased or a changed rate of pay, leave salary, fixed 
allowance, or any reward of honorarium unless the bill on which ht' 
draws it is either pre-audited by the Accountant General, or is ac
companied by a letter of the Accountant General, or authorising the 
amount to be drawn. These letters will be issued from the Account
tant General's Office as soon as possible; but as delay may occur if 
the change is made near the end of a month, or if it takes effect from 
a date which cannot immediately by ascertained or cannot be fixed 
by a certificate of transfer of charge appended to the bill, Govern
ment servants shall, in the case of pay, leave salary or fixed allowan
ces either draw their bills for not more than old rates or send their 
bills for pre-audit to the Accountant General, if they have not receiv
ed his letter of authority. 

Leave, promotion, reversiOfl., tra.mfe-r, etc. 

257-A. No Gazetted officer who has relinquished charge of a post 
consequent on his proceeding on leave, or on training, or promotion, re
version or transfer, shall draw any bill on account of his pay, allow
ances, leave salary, etc., for any period beyond the date of makiniz 
over charge, without a fresh authority from the Accountant General. 

Provided that the provisions of this Rule shall not apply to cases 
of transfer within the same audit circle and not involving any 
change in designation or emoluments of the officer concerned. 

Provided further that in cases where, on the expiry of leave, an 
officer is appointed to the same post from which he proceeded on 
leave, he shall draw bills for his pay and allowances from the date 
of his assumption of such charl?e on the basis of the authority for pay 
and allowances issued to him bv the Accountant General before his 
oroceeding on leave and. if such authority has been superseded, on 
the basis of such revised authority for pay and allowances. 

NO'l'E 1-In case any bi'll presented at the treasury includes claims 
for any period beyond the date of makinJZ over charge, the treasury 
officer should, instead of returnin~ the bill for amendment, pass for 
payment such portion of the claim as relates to the period upto that 
date and is otherwise admissible. 

NoTE 2-In th.e cases referred to in the proviso to this Rule, the 
treasury from which the officer concerned draws his clafms after 
transfer, shall commence makinP" payments on the basis of the Last 
Pav Certifieate issued bv the treasury officer who last disbursed the 
rlaims of the officer. For this purpose the treasury officer issuine the 
T .~st Pav Certiftcate, shdtfld clearly indicate therein co~'Plete infor
mAtion mven in the authntitv of the Accountant General in his posses
<>inn m1rHrulRrlv the date. if any, upto which it is effective. 
1f IP(N')4llnf'EA IJ 
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Advances 

258. The undermentioned advances to a gazetted Gove~nme~t 
Servant may be drawn from the treaSIUrY in the form pr~scr1bed m 
rule 669 on the authority of the sanction or a duly ce~tified copy, 
thereof ~ppended to the bill, without any previous authority from the 
Accountant General : 

(i) Advances on transfer. 

(ii) Advances on tour. 
(iii) Advances on account of travel concession during regular 

leave. 
(iv) Advances in lieu of leave salary. 
(v) Advances for medical attendance and treatment. 
(vi) Advances of travelling allowance in respect of journeys to 

place of settlement on retirement, performed during leave 
preparatory to retirement or during refused leave. 

(vii) Other loans and advances on personal account e.g. house 
building advance, advance for purchase of conveyance 
and tentage advance. 

No other personal advance can be paid to a gazetted Government 
servant unless the payment has first been authorised by the Accoun
tant General, or the claim has been pre-audited by him. 

NoTE-The sanction to personal advances may, if preferred, be 
obtained in the form of countersignature on the bill itself before it 
is presented for encashment. 

Rewards for Proficiencey in Oriental Languages 

259. Bills for rewards under civil rules to Civil Officers, includ
ing Chaplains, Military Officers in civil employ and Public Works 
Officers shall be presented to the Accountant General for pre-audit. 

260. Bills for rewards under military rul-es to Military Officers in 
civil employ shall be submitted to the civil Accountant General who 
will pass them for payment after having them pre-audited by the 
Defence Accounts Officer concerned. 

Passages 

261. A Government servant entitled to passage concessions when 
desiring to obtain one, shall apply on Form T.R. 21 to the Accountant 
General who main ta ins his passage account, for the necessary certi
ficate of elig¥>ility, on the authority of which the passagesi are to be 
booked. 

NoTE.-Payments in respect of such passa~s will be arranged by 
the Accountant General to whom weeklv bills supoorted bv certifi
cates of eligibility are presented by the Steamship Companies, etc., in 
accordance with special arrangements approved by- the Goverqm~nt. 
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CHAPTER IV-Bu.i.s OF NoN-GAzETTED EsTABLISHMENTs 
Introductory 

L2~2-266 

. 26~. The rules of proc~dure prescribed in this chapter shall apply 
ptunanly to personal claims of non-gazetted Government servants 
whose pay, allowance~, etc., are payable on bills drawn directly on a 
treasury or on the office of an Accountant General. In their applica
tion to personal claims of non-gazetted Government servants which 
are payable at a departmental office of disbursement, these r~les are 
subject to such variation or modification as may be authorised by 
departmental regulations. 

Monthly Bills 

263. For purposes of this chapter, parts of an establishment 
under the same officer_, "".hich app~rtain to different major heads, 
shall be regarded as d1str1ct establishments, e.g., a District Officer's 
Excise establishment shall be treated as distinct and separate from 
his Land Revenue establishment. 

264. In the bill presented for payment, the establishment shall be 
distributed into such sections as may be fixed by the Accountant 
General in communication with the head of the office of establish.., 
ment concerned. 

Form and preparation 

265. (1) Bills for pay, fixed allowances and leave salaries shall 
be prepared in Form T.R. 22, separately for permanent and temporary 
establishments and for those class of establishments for which no 
establishment returns are submitted and no service books are main
tained, the instructions printed on the form being carefully observed. 
Except as provided in rule 268, the name of every substantive and 
officiating or temporary incumbent shall be shown against each post, 
and against each temporary post shall be noted the sanction theret9. 
The rate of pay claimed shall always be noted and when pay is drawn 
for a portion of a month only, the number of days for which it is 
claimed shall be stated either against the name of the Government 
servant in the body of the bill or in a note at foot of the page. 

(2) The various sections comprising the establishment shall be 
shown separately, the description of each section as well as the sanc
tioneCi number of posts included therein being prominently written 
in red ink at the top. 

NoTE-All fixed allowances, including permanent travelling al
lowance, conveyance allowance, horse allowance, etc., should be 
drawn ira the establishment pay bill. 

266. If for any reason, the leave salary admissible to a Govern
ment-servant on leave is not known (as for example, when the kind 
of leave to be granted to him has not been finally decided by the 
sanctioning authority), the amount of pay to which he would have 
been entitled had he remained on duty shall be entered in the money 
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column of the form which is intended to show leave salary, the 
amount being left undisbursed and treated as held over pending thtl 
fixation of the amount of his leave salary. 

Z67. The entries in all the money columns of the bill shall be 
totalled separately under each section and the totals written in red 
ink. '!'he totals must be checked by the drawing officer himself or by 
some responsible person other than the clerk preparing the bill. 

Zti8. (1) Names of the following categories of non-gazetted 
government servants shall be omitted from pay bills: 

(a) incumbents of posts carrying a fixed pay not exceeding 
Rs. 100 p.m. or on time scales of pay, the maximum of which does 
not exceed Rs. 100; 

(b) all persons in Central Services class IV; 

(c) all head-constables and constables; and 

(d) all postmen, including village postmen. 

f>rovided that in all such cases a certificate in the following form 
shall be endorsed on the bill : -

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

t'rovided further that the Government may, in consultation with 
the Accountant General, extend the provisions of this rule to other 
specified classes of establishments when the entry of names in the 
bills is not essential for audit purposes. 

(:.:!) The claims of Government servants whose names are omitted 
under the provisions of this rule shall not be lumped together and 
entered as a single item in the bills, but the bills must show sepa
rately the numbers on different rates of pay or with different desig
nations. 

269. (1) When leave salary based on average pay is drawn in a 
bill for a Government servant other than that belonging to any of 
the classes mentioned in sub-rule (1) of rule 268, the bill in which it 
is first drawn shall be accompanied by a statement., attested by the 
drawing officer, showing the calculations by which the amount drawn 
on account of leave salary has been deduced. If the calculation is 
based on pay drawn outside the Government servant's substantive 
section or office, a reference to the bills in, or the office from which 
such pay was drawn shall be given in the statement. 
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(2) If leave salary is based on actual pay and not on average pay, 
the drawing officer shall attach to the bill a certificate in one of the 
following forms:-

(1) If the absentee is entitled to leave under the Fundamental 
Hules:-

"'rhat the leave salary is based on the pay of a permanent post 
held substantively by the absentee at the time of taking leave and 
that the absentee was in permanent Government service on the 24th 
August, 1927 ." 

(ii) In all other cases:-
"That the leave salary claimed is admissible under"' 

lllThe rule under which the leave salary has been claimed should 
be specified here. 

:f.loTE-A certificate to the effect that the Government servant on 
l~ave preparatory to retirement or refused leave under F.R. 86, 01 

any other corresponding rule, or terminal leave or such other leave 
on tfi'.e expiry of which he is not expected to return to duty, was 
not employed under Government, local fund or a private employer 
during the period of such leave, should be recorded by the drawing 
officer on the bill in which leave salary for such a Government ser
vant is drawn after obtaining from him a declaration regarding 
non-employment. 

.Absentee State1nent 

270. (1) The monthly bill shall be supported by an abientee 
statement in Form T.R. 23 if any person in superior service was 
absent during the month either on special duty or suspension, or 
with or without leave other than casual leave, or when a post is 
left vacant substantively whether any officiating arrangements have 
or have not been made against it. 

(2) In the case of amalgamated establishments, a consolidated" 
absentee statement showing the complete chain of arrangements shall 
be &eparately furnished by the controlling authority within a period 
fixed by the Accountant General. No separate absentee statement 
need be furnished by the drawer of the bill along with the monthly 
pay b1lls, but in cases in which the power to sanction leave and offi
ciating arrangements within the office has been delegated to heads 
of ofhces, the requisite absentee statements shall be furnished by 
them along with the pay bill and such vacancies and arrangements 
shall not be included in the consolidated absentee statement to be 
furnished by the controlling authority. 

NOTE 1-In the case of amalgamated establishments on time-scale 
of pay, the arrangement made by heads of offices should be reported 
to the controlling authority for inclusion in the consolidated absentee 
statement. 

NOTE 2-Whenever an absentee statement accompanies a bill, 
certificate No. 2, printed on the bill form, should be struck out. 
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271. Whenever leave salary is drawn in respect of a non·gazetted 
Government servant who has served under another Government or 
department which is treated as a separate unit for purposes of alloca
tion of leave salary, a detailed statement showing the allocation of 
such leave salary shall be prepared and attached to the absentee 
statement of the month in which the leave salary is first drawn. 

Increment Certificate 

272. To the first bill in which a per,iodical increment is drawn 
for a Government servant a certificate in Form T.R. 24 shall be ap
pended. 

l'ioTE-lt is not necessary to attach the increment certificates in 
respect of class IV staff, head constables, constables, etc., whose 
names are omitted from the pay bills in Form T.R. 24 to the pay 
bills mtended for payment and submission to audit. But for facillty 
of Lest check during local audit, these certificates should be attached 
to the office copies of the pay bills retained by the disbursing 
ctticers. 

~73. Of the two alternative certificates printed in Form T.R. 24, 
the tormer may be used in any case in which the increment becomes 
due to the Government servant concerned for having been incum
bent of the post specified for the prescribed term counting from the 
date of the last increment or of appointment to the post, excluding 
periods of absence from duty not counting for increment and absence 
on extra-ordinary leave, etc., and if he has held post in an officiat
ing capacity, or if the post held by him substantively was a tempo
rary post, kinds of leave which are shown in the tabular portion of 
the certificate. 

In all other cases, the second alternative form shall be used and 
it \Ifill be supported by an explanatory memorandum showing briefly 
but clearly the grounds on which the increment is claimed. 

~74. When an increment claimed operates to carry a Government 
servant over an efficiency bar, it must be supported by a declaratfon 
from the authority empowered to allow the increment that it has 
satished itself that the Government servant concerned is fit to cross 
the bar 

Overtime Allowance 

275. Subject to any general or special orders issued by the 
Government in this behalf, every bill in which overtime allowances 
are Claimed shall contain a certificate of the head of the office to the 
following etfect :-

"Certified that-
(a) the men for whom overtime allowances are claimed in 

this bill have actually earned by working overtime; 
(b) the periods for which overtime allowances are claimed in 

this bill have been checked with the initial records and 
found correct; 
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(c) ov~rt1me allowances .:ll'e claimed at rates sanctioned by 

competent authoritY.; and 
(d) the overtime allowances have been taken into account in 

calculating the income-tax due from the Uovernment 
servants noted in this bill." 

NoTE-ln cases in which overtime is paid out of fees recovered 
from private parties and credited in the Public Account, the draw
mg officer should certify on the bill that the prescribed fees have 
been realised and credited into the treasury. 

Arrear BiJls 
276. Arrears of pay, fixed allowances or leave salary shall be 

drawn not in the ordinary monthly bill, but m a separate bill, the 
amount claimed for each month being entered separately with quota
tion of the number and date together with date of encashment of the 
bill from which the charge was omitted or withheld or on which it was 
refunded by deduction, or of any special order of competent authority 
granting a new allowance or an increase in pay. A note of the arrear 
bill shall invariably be made in the office copy of the bills for the 
period to which the claim pertains over the dated initials of the 
drawer of the arrear bill, in order to avoid the risk of the arrears 
being claimed over again. The drawing officer shall also record the 
following certificates on the arrear bill under his dated signature:-

(i) that no part of the amount claimed has been drawn pre
viously; and 

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

::Subject to the conditions laid down in rule 136, arrears bills can 
be presented at any time and may include as many items as are 
neessary, 

Travelling Allowance Bills 
277. Subject as provided in rule 281, bills for travelling all.ow

ance, other than permanent or fixed allowances, shall be prepared 
and presented in accordance with the following rules :-

(i) The bills shall be prepared in Form T.R. 25, the instructions 
printed on the form being strictly observed. When a cir
cuitous route is taken, the reason for doing so must in., 
variably be stated in the bill. 

(ii) When actual expenses are drawn on account of carriage of 
horses or conveyances, details of the horses or conveyances 
transported should be furnished in the travelling allowance 
bill. For the purpose of drawing the allowances on ac
count of a family, or the higher maundage allowance, a 
certificate must be furnished by the Government servant 
of the number and relationship of the members of his 
family for whom the allowances are claimed. No other 
details in these or other cases need be furnished, but every 
claim for the cost of carriage of personal effects, horses and 
conveyance should be supported by a certificate, that the 
actual expense incurred was not less than the sum clalm
ea. 



100 

277-JBl] WITHDRAWAL FRO.M THE PUBLIO ACCOUNT . LPART v 

(iii) Separate bills shall be submitted for Government servants 
of ditferent grades under the travelling allowance rules if 
the bills require different treatment in the office of the 
Accountant General. 

(iv) All travelling allowance bills must bear a certificate of 
the drawing officer in the following form :-

~·certified that I have satisfied myself that the amounts included 
1 month. 

in the bills, drawn 2 months previous to this date, with the excep-

3 months 
tion of those detailed below (of which total amount has been refund
ed by deduction from this bill) have been disbursed to the Govern
ment servants therein named and their receipts taken in the office 
copy of the bill or in a separate acquittance roll." 

~18. The bill completed as under the last preceding rule may be 
cashed at the treasury on the receipt of the head of the office; but no 
bill requiring previous countersignature of a controlling authority 
shall be presented at the treasury before such countersignature has 
been obtained. 

2'19. The travelling allowance bills of non-gazetted Government 
servants proceeding on tour shall be presented at convenient 
intervals during the period of their tour or immediately on return to 
the headquarters and as far as practicable before 31st March, if the 
tour has been completed before that date. 

288. Deleted. 
281. In the Public Works Department, save where any special 

rule or procedure has been authorised by departmental regulations, 
travelling allowance bills can be presented for payment only after 
the claims have been passed by the controlling officers concerned. 

The subordinates shall prepare their travelling allowance jour
nals m Form T.R. 26, and, after these are duly countersigned by the 
controlling autho11ity, an abstract bill showing the totals under each 
head of claim for each person shall be prepared in Form T.R. 27 by 
the Divisional Officer for presentation at the treasury, the original 
journals being either submitted to the Accountant General direct or 
attached to the abstract bill. 

l'foTE 1-The head of a Local Administration, or in the case of 
the Central Public Works Department, the Chief Engineer, may in 
consultation with the Accountant General, prescribe the use of Form 
T.R. :lO by non-gazetted upper' subordinates in lieu of Form T.R. 26. 

NoTE 2-In cases where travelling allowance journals of subordi
nates are subjected to a periodical test audit by the Accountant 
General, the Head of the Local Administration, or the Chief Engi~ 
neer, Central Public Works Department, as the case may be, may, 
In consultation with the Accountant General, dispense with their 
submission to the Accountant General's office. 
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Cost of Medical Treatment 

~Ml-A. The expenditure incurred by, and to bt: iumbw·sed to, 
non-gazetted Government servants on account oi medical attendance 
and treatment may be drawn in .lt..,orm T.R. 27-A under the sub-head 
'"allowances, honorana, etc." The amount drawn m the bills must 
be supported by proper receipts and vouchers in all cases. 

Passages 
~2. The procedure prescribed in rule 261, shall apply blso to 

passages of non-gazetted Government servants who are entitled to 
passage concessions with the mod1tication that such Gov€lnment 
::;er·vants shall apply tor passages to the Accountant General and cor
respond further on the subject through the head of the otlice, mstead 
of directly. 

Disbursement of Pay and Allowances-Acqu1ttai1cc Rolls 

283. (1) The head of an office is personally responsible tor the 
amount drawn on a bill signed by him or on his behalf until he has 
paid it to the persons enbtled to receive it, and obtamed a legally 
vahd quittance on the office copy of the bill. If, m any case, C'wmg 
to the large size of an establishment or for any other reason, it is 
not found feasible or convenient to obtain the receipts of the payees 
on the ollice copy of the bill, the head of the office may maintain a 
separate acquittance roll in Form T.R. 28. 

(2) If for any reason, payment cannot be made within the course 
of the month, the amount drawn for the payee shall be refunded by 
short drawing in the next bill: his pay or allowances may be drawn 
anew under rule 276, when the occasion for making the payment 
arises: 

Provided that if in the opinion of the head of the cffice this res
triction is likely to operate inconveniently, the amount of undis
bursed pay or allowances, may at his option, be retained for any 
period not exceeding three months, but this concession shall not be 
availed of unless the head of the office is satisfied, that proper 
arrangements can be made for the safe custody of the sums retained. 

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

NoTE 1-Acquittance rolls and office copies of bills are not re
quirea to be submitted to the Accountant General, but being import
ant records, they should be stamped "paid" and preserved carefully 
for tbe periods prescribed. 

ln respect of payments made through acquittance rolls on the 
pay day, the disbursement certificate at the foot thereof sh'luld in~ 
variably be signed by the disbursing officer in token of the total 
amount actually paid. The "paid" stamp, duly attested hy the draw
in~ officer, need be affixed only against the total disbursed amount 
of the acquittance roll. In respect of undisbursed amounts paid 
subsequently, the items should be stamped 'paid' individually and 
attested by the drawing officer while signing the Cash Book. 

W eat Beoaal Sectt. Lt .. raq. 
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NoTE 2-Cash drawn on pay and travelling allowance bills of 
establishments should not be mixed with regular cash balance of the 
department, if anY. An account of und1sbursed pay and dlowances 
should be kept in a Register in Form T.R. 71. Entries of the total 
clild particular amounts of undisbursed pay aod allowances may be 
made against each bill serially, and subsequent payments thereof 
entered in the appropriate columns of the Register and the Cash 
Book, each such entry being attested by a Gazetted Officer. From this 
Register, an abstract of amounts remaining undisbursed for three 
montns should be prepared to ensure their refund either in cash or by 
short drawal from the next bill. 

NoTE 3-A bill Register in the Form T.R. 28-A should be main .. 
tained by all heads of offices who are authorised to draw money from 
the treasury on bills signed by them. The register should be reviewed 
montnly by a gazetted officer and the result of the review recorded 
thereon. 
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CHAPTER V-CONTJNGENT CHARGES 

Section I-Introductory 

284. The term "contingent charges" or "contingencies" used in 
this chapter means and includes all incidental and other expenses 
which are incurred for the management of an office as an office or 
for the technical working of a department, other than those which 
under prescribed rules of classification of expenditure fall under 
some other head of expenditure, e.g., "works", "tools and plant", etc. 

~85. The rules of procedure prescribed in this chapter shall apply 
primarily to contingencies, but miscellaneous expenditure which is 
not classed as contingencies, is also subjt!Ct to these rules, except in 
so far as it may be governed by any special rules of procedure pres
cribed in other chapters of this part or by any departmental regula .. 
tions. 

286. The provisions of this chapter shall apply primarily to con .. 
tingent charges of heads of offices, etc., who draw money required by 
them to disburse these charges by bills drawn on the treasury. 
Contingent charges of other departments and offices are also subject 
to tile rules in this chapter, except in so far as they are supplemented 
or modified by departmental regulations. 

Section 0-General Rules 

Classification of Charges 

287. Contini:?ent charj?es incurred on the public service are divid
ed into the :following classes, the classification adopted in each 
department or office being determined by orders of competent autho
rity:-

(i) Contract contingencies-those for which a lump· sum is 
placed annually at the disposal of a disbursin~ officer for 
expenditure without further sanction of any kind. They 
generally consist of charges, the annual incidence of which 
can be averaged with reasonable accuracy. 

(if) Scale-regulated contingencies-to comprise such contin
gent charges ai:: may be regulated by scales laid down by 
ccimpetent authority, e.g., rewards for destruction of wild 
animals, etc. 

(iii) SoeciaJ contin~enciei1-to include such C'Ontingent charges 
whether recurrin~ or non-recurring, as cannot be incurred 
without the previous sanction of superior ~uthority. 

(iv) Countersigned continj!encies-to include such contingent 
char!;(es. as may require approval of some controlling 
authoritv b~fore they C'an be admitted as le£?itimate e~PPn~ 
ditnre ;utainst thP Government. such ao!lroval usually 
takin£? the form of countersii?nature after oayment C'n a 
detailed bill submitted to the Accountant General 
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(v) Fully vouched contingencies-to comprise contingent 
charges which require neither special sanction nor counter
signature, but may be incurred by the head of the office 
on his own authority subject to the necessity of account
ing for them. These may be passed on fully vouched bills 
without countersignature. 

NOTE-The five classes of contingencies set forth above are not 
necessarily mutually exclusive. There may be cases in which special 
contingencies may be regulated by scales. or in which a bill for 
scale-regulated contingencies may require countersignature. When 
a contingent bill falls within two or more classes, the procedure 
prescribed in Section IV of this chapter for each of these classes 
should, as far as possible, be applied to. 

Permanent Advances 

288. Government officers who have to make payments for con
tingent .expenditure before they can place themsefves in funds by 
drawing contingent bills on the treasury may make such payments 
out of permanent advances or imprests which they may be permitted 
to hold under the orders of competent authority, subject to re..i 
coupment on presentation of contingent bills. 

General Limitations 

289. All charges actually incurred must be oaid and drawn at 
once, and under no circumstances may they be allowed to stand over 
to be paid from the grant of another year. 

290. No money shall be drawn from the treasury unless it is re
quired for immediate disbursement. It is not permissible to draw 
money from the treasury in anticipation of demands or to prevent 
the lapse of budget grants. 

291. The charges relating to two or more major heads may not 
be shown in one register, nor included in one bill. But exoenses 
which are shared in some fixed proportion between two branches of 
the same office may, unless they are reviewed by different authori"' 
ties, appear in one bill. In such a case the ioint grant mav be entered 
in one register only for purposes of control, the account of adjustment 
being left to the Accountant General. 

29!. (1) Save as hereinafter provided in this rule, no pay of any 
kind and no additions to pay may be drawn on bills for contingent 
expenditure. 

(2) Subject to any ~eneral or special orders issued by the C'TClVPin
ment, the pay of Class IV servants, by whatever designation they 
mav be called, who have been or may be, declared by competent 
authority t.o be ineli~ble for pensions and who discharge the duties 
of the classes mentioned below. may be treated as contingent ex
penditure: 

(i) Hot weather establishments. 
(if) Karawas or crop watchers in Baluchistan, 
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(iii) Mazdoors engaged on manual labour and paid daily or 
monthly wages. 

(iv) Sweepers. 
(v) Other classes of Class IV servants, e.g., dhobies, tailors, 

syces, grass-cutters, etc. 
The wages of temporary Field Establishments of Surveys and 

Settlements and of extra p.{ltdars entertained for accompanying re
mittances, etc., may also be drawn on contingent bills. 

293. Contingent charges incurred on account of the wages of 
mazdoors engaged on manual labour and paid at daily or monthly 
rates shall be supported by certificate signed by the disbursing 
officer to the effect that the mazdoors were actually entertained and 
paid. 

293-A. Contingent Bills prefering claims for rents, electricity 
and other connected charges incurred on account of the hire of 
private buildings by the Government for accommodation of Central 
Government offices should be accompanied by the following certi
ficates signed by the disbursing officer:-

"Certified that the amount drawn on account of rent, rates and 
taxes in Contingent Bill.. ................. dated the .................. was ac-
tually paid to the parties concerned and that-

(i) no portion of the buildin~ for which the expenditure was 
incurred was utilised for residential or other purposes 
during the period the charges were paid; 

(ii) the expenditure in respect of the portion of the building 
used for residential or other purposes during the period for 
which the charges were paid, has been recovered from the 
undermentioned Government servants from whom it was 
due." 

Provided that in the case of Drawing and Disbursin~ Officers who 
do not find it possible to furnish the first portion of the certificate 
prescribed above due to the fact that the imprest amounts held by 
each of them are much less than the monthly rate of rontingent ex
penditure on rent, rates and taxes, etc., requiring to be paid by each 
of them to different parties, the following certificate should be fur
nished in lieu of the first pu'Ttion of the certificate prescribed above :-

''Certified that :-
(a) the amounts drawn on account of rent, rates and taxes, etc. 

in the orevious contingent bill No ............. dated .............. . 
have actually been paid to the parties concerned: and that 

n.) flip i:irnmmts drawn in this bill will be paid to the parties 
on realisation." 

293-B. Contingent bills which include charges on account of pur
chase of ~oods on which Sales Tax has also been charged should be 
supported by the following certificate signed by the dishnrc:in~ 
officer:-

"Certified that in the case of sub-vouchers attached to the bill 
and those retained in my office relating to the purchase of goods on 



106 

293-B-296] WITHlJRAWAL FROM THE PUBLIC ACCOUNT [PAR'l' V 

which Sales Tax has been charged, the goods have not been exempt~ 
ed under the Central Sales Tax Act or the rules made thereunder 
and that the amounts paid on account of Sales Tax on those goods 
are correct under the provisions of that Act or the Hules made there
under and that in the case of supplies against regular contracts, the 
relevant contract includes a specific provision that Sales Tax is pay
able by Government." 

293-C. The followmg certificate, signed by the drawing officer, 
shall be attached with all the contingent bills which include charges 
~m account of expenditure on light refreshments at formal meetings 
and conferences :-

"Certified that the expenditure on entertainment charges included 
in this bill was incurred in accordance with the terms awl conditions 
laid down by the Government, from time to time, and that the pres
cribed monetary limits h,we not been exceeded." 

294. In the case of all other Class IV servants whose pay is drawn 
on contingent bills, certificates in the following form shall be fur
nishea by the drawing offier :-

1. "Certified that all Class IV servants whose pay has been 
charged in this bill were actually entertained in Government service 
durmg the period concerned·" 

2. "Certified that the rates of pay and dearness allowances C'f 
part time and casual employees drawn in this bill have been fixed inl 
accordance with the orders of the Government of India in the Minis
try of Finance Office Memorandum Nos. F.1(36)-Est(Spl)47, dated 
the 5th December, 1947, F.14(1)-Eil/49, dated the 27th January, 1949 
and F.1(10)-Est(Spl)/49, dated the 16th June, 1949." 

Responsibility of Drawing Officers 

295. Every Government officer shall exercise the same vigilance 
in respect of petty contingent expenses as a person of ordinary pru., 
dence may be expected to exercise in spending his own money, The 
drawing officer is further responsible for seeing that the rules re
garding the preparation of bills are observed, that the m~ney is 
either required for immediate disbursement or has already been paid, 
from the permanent advance, that the expenditure is within the avail
able appropriation and that all stepc; have been taken \\ ith a 
view to obtaining an additional appropriation if the original appro
priation has either been exceede:d or i.s likely to be exceeded._ and 
that in the case of contract contmgencres, the proposed expenditure 
does not cause any excess over the contract gt ant. 

Responsibility of Controlling Authority 

296. The countersiitning officer shall be responsible for seeing 
that ihe items of expenditure included in a contingent bill are of ob
vious necessity and are at fair and reasonable rates, that previous 
sanction for anv item 1eouiring it is attached that the requisite vou
chers ar.e all received and in order. that the calculations are correct, 
and specially that the grants have not been exceeded nor ;;ire they 
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likely to be exceeded and that the Accountant General has been in
formed either by a note on the bill or otherwise of the reason for 
any ex~ess over the monthly p·roportion of the appropriation. If 
expenditure be progressing too rapidly, he shall communicate with 
the drawing officer and insist on its being checked. 

Cancellation and Destruction of Sub-vouchers 

~97. The following rules for the prevention of the fraudulent use 
of. sub-vo.uchers shall be observed by all drawing and controlling 
officers m the matter of cancellation and destruction of sub .. 
vouchers:-

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

(ii) Every sub-voucher which under the provisions of section 
IV of this chapter is not forwarded either to the Accoun
tant General or to a controlling officer along with bills but 
is recorded in the office to which the expenditure relates, 
must be duly cancelled by means of a rubber stamp or bY' 
an endorsement in red ink across the voucher, the cancel
lation being initialled by the officer authorised to draw 
the contingent bills of the office. The cancellation should 
be made at the time when the contingent bill in which the 
sub-vouchers are included is actually signed. If the amount 
of a sub-voucher exceeds the permanent advance, the can
cellation should be made immediately the payment is made 
and entered in the contingent register. 

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

(iv) In all cases in which sub-vouchers are not required to be 
submitted to the Accountant General or the controlling 
officer, the drawing officer should certify in the bill that 
sub-vouchers other than those attached to the bill have 
been so defaced or multilated that they cannot be used 
again. A similar certificate should be furnished by. the 
controlling authority in respect o~ sub-v~uchers sub.m1tted 
to him by drawing officer but which he 1s not required to 
submit to the Accountant General. 

NoTE-Sub-vouchers which are required to be sent to the Accoun
tanf General should not be cancelled either by the drawing officer 
or by controlling officer, as the duty of cancelling tl~ese sub-vouchers 
and lteeping them in proper custody to prevent their fraudulent us~ 
devolves on the Accountant Genera~, 
L/P(N)4Do~ EA-IO 
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Section III-Record of Contingent Expenditure 

Contingent Register 

[PARl' V 

298. A register of contingent expenditure shall be kept in each 
office and the initials of the head of the office, or of u gazetted officei:i 
to whom this duty has been delegated by him, shall be entered against 
the date of payment of each item. 

299. The standard form of the contingent register will be as in 
Form T.R. 29. The actual details such as the number of columns to 
be opened, the sub-heads and detailed heads and such further detail· 
Pd class:fication as may be required for the purpose ,,f control, may 
be settled by the Accountant General and the controlling authority 
t.0 suit the conditions of each department and office. 

As a general rule the most common sub-heads and de:tailed 
beads may have separate columns with appropriations noted at the 
top. The less important and trivial items may be lumped together 
in one column when each of the separate items need not be account· 
ed for or watched separately. Any charge falling under any of the 
separate columns but requiring explanation may be described in the 
column headed "Description" though the amount of it is entered only 
in its special column; and the same "Description" column will serve 
also tor note of the month or period to which any recurring charges 
(e.g., rent, wages of punkha pullers) entered in the other column 
belong. 

KoTE 1-If more convenient, a separate register may be maintain· 
ed for each class of contingent charges. 

KoTE 2-If during the absence of the head of the office and of thP 
gazetted officer to whom the duty of maintenance of contingent 
register has been delegated, the entries in the contingent regis'ter 
have been initialled by a non.gazetted Government officer, the register 
must be reviewed and the entries re-initialled by the head of the 
office or such gazetted officer on return to duty in the headquarters. 

300. As each payment is made, entries must be made in the con~ 
tingent register of the dl'lte of payment the hame of pavee and the 
number of sub-vouchers in the thret C'olumns to the left, and the 
amount in the proper C'Olumn, and in the case of :my charge requir· 
ing explanation, the initial of the offic<.>r incurring it shall be taken 
ar:ainst the description. 

301. To enable the disbursing officer to watch the progress ot 
the expenditure under each detailed h0 ari. flS compared with the ap~ 
propriation for it, a progressive total of all thP columns must be made 
monthly immediately after the monthly total. so as to include all 
navments under each head, as also charges adiusted by book trans
for under rule 316 from the commencement of the year 1..lp to the end 
of the last expired month. 
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Section 1\'-··Bills for Contingent Charges 

General 

30Z. (1) When it is necessary to draw money for contingent ex
pe11ses, as for example when the permanent advance begins to 1un 
short. or when a transfer of charge takes place, and in any case at 
the end of each month, a red ink line shall be ruled across the page 
of the register or registers, the several columns added up and several 
toL·~ls posted in separate bills for each class of contingent expendi
ture. The head of 1 he office or the officer to whom this duty has 
been delegated, shall carefully scrutinise the entries in the register 
or registers with thE> sub-vouchers, initial them if this has not already 
been rlone and sign the bill which will then be dated and numbered 
and oresented for payment at the treasury. 

"(2l The heads of contingent expenditure may be entered in 
manuscripts in the bill and the totals posted against them provided 
that ma case of expenditure requiring explanation, full details of the 
chargE>s must be entered in the bill, except when they are given in 
the sub-vouchers sent to the Accountant General. 

NOTE 1-Sub vouchers for petty contingent expenditure shall 
be prepared in Form TR 30-A. 

NOTE 2-When the permanent advance is running short, a 
demand may be p1 E>s-ented in excess of the balance; this item too 
should be entPred in the register and included in the bill, the num
ber given being that which the sub-voucher or sub-vouchers will 
bear when payment has been made. 

303. (1) Subject to any order or instruction issued by the Govern
ment in this behalf, a contingent bill for payment to suppliers, etc., 
which cannot be met from the permanent advance, may be endorsed 
~or payment to the party concerned. This procedure shall not applv 
to cases where the disbursing officer is authorised to incur expendi
ture by drawing cheques on the treasury. 

(2) Whenever under the provisions of clause (1) t>f this rule, a 
contingent bill is endorsed to a private party, the Drawing Officer 
shall, before signini;t the bill, obtain the specimen signature of the 
party on the bodv of the bill which he shall attest before signing the 
bill. The Drawing Officer shall simultaneously issue an advice direct 
(not through the endorsee) to the Treasury Officer and the Bank 
(in case of bank treasuries) giving full particulars of the bi.11. The 
bill must at once be entered in the contine:ent register and a note 
made tn the effert under the initials of the Drawin,:r Officer that the 
amount has been drawn. 

Whne the endorsee wishes to collect payment on the bill through 
a messE>nger (other than a bankPr). the mE>ciseneer must produce a 
letter of authoritv from him in Form T.R. 72. A couv of the form 
mav he obtainPd from the drawine officer conef'rnPd. 

(3) An endorsement on a rontinP"Pnt bill hv ;1 dr::twinf? offic-pr 
fn favour of a messenger if.I not ::m <>ndor~E:'rn~nt for the nurpo!;e at 
this rule. 

LfP(N)-tno<'F.:ft-1011 
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.NOTE 1-Endorsement will in all cases remain current for three 
months only, counting from the date of issue. In the case of bills 
issued in the last quarter of the year, however, an endorsement 
should be entered to the effect that the payment orders will lapse 
unless the bills are cashed by the end of March. 

NOTE 2-In the event of a contingent bill having been endorsed 
to a private party under the provisions of sub-rule (1) of this rule 
and being presented before the relative advice is received from the 
drawing officer, the treasury officer or the Bank (in case of bank 
treasuries) shall not make payment of the bill till the advice is 
actually received and verified. 

304. When, in paying rewards to informers, or in any other case, 
it is not desirable to disclose the names of payees, a certificate in the 
hand-writing of the disbursing officer to the effect that the payment 
has been duly made, shall be submitted to the Accountant General, 
in support of the payment in lieu of the payee's receipt ordinarily 
required. 

Contract Contingencies 
305. In respect of contract contingencies, the bill shall be pre

sented in a form similar to Form T.R. 30, or in such other form as 
may be prescribed by the Head of the Local Administration after 
consultation with the Accountant General. No sub-vouchers need be 
sent to the Accountant General. 

Fully-Vouched Contingent Charges 
ao6. (1) Officers whose contingent bills do not require counter

signature and who do not embody in their bills charges of any officer 
dealing separately with the treasury, need not submit monthly bills; 
but they should draw money from the treasury by bills in Form T.R. 
30, showing full details of the charges. 

NoTE-The following illustration explains the second condition. 
A, whose bills do not require countersignature, has subordinates who 
hold part of his permanent advance and place themselves in funds 
by sending paid vouchers to A, and obtaining from A the amount of 
their actual expenditure: A need not submit monthly bills. The bills 
of B do not require countersignature, but his subordinates are allow
ed to deal direct with some treasury, presenting bills for encashment, 
which are to be adjusted by B's monthly bills; B must submit 
monthly bills in adjustment of the bills cashed by himself and his 
subordinates. 

(2) Unless in any case the Auditor General directs otherwise 
sub-vouchers for more than Rs. 100 shall be submitted to the 
Accountant General. 

Charges regulated by Scales and Spedal Contingencies 
30'7. Charges regulated by scales, and special contingencies which 

reauire the previous sanction of superior authority before thev can 
be focurred shall be drawn in the abstract bill form (Form T.R. 31) 
with a full description of the char~es and accompanied by sub-vou
<'hers above Rs. 100 or such other limit as may be prescribf>d by the 
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Auditor General . .lil the case of special contingencies, the orders of 
sanctioning authority must be quoted; and wnen expenditure, for 
which a lump sum is granted under a single special sanction, is conti
nued. over more than one month, the second and subsequent months' 
bills shall bear a note of how much has been spent upto date undeii 
the sanction. 

Countersigned Contingencies 
308. Abstract Bill-Except in the case of contingencies requiring 

counter-signature before payment contingent charges falling under 
this group may be drawn from the treasury by presentation of ab
stract bills in Form T.R. 31, subject to the presentation of detailedi 
bills to the controlling officers for countersignature and transmission 
to the Accountant General in accordance with the procedure herein
after prescribed. 

309. The numbers assigned to the sub-vouchers pertaining to 
each entry in the abstract bill (Form T.R. 31), shall be detailed against 
the entry concerned, the amount being given only in those cases 
where a sub-voucher is for more than Hs. 50. A certificate shall be 
attached to every abstract contingent bill to the effect that the de
tailed contingent bills have been submitted to the controlling officer 
in respect of abstract contingent bills drawn more than a month be
fore the date of that bill. On no account may an abstract contingent 
bill be cashed without this certificate. 

310. Detailed Bill-From the monthly totals of the contingent 
register the monthly detailed bill shall, in the case of contingent 
charges countersigned after payment be prepared in Form T.R. 32, 
headed 'Not payable at the treasury', and showing the monthly total 
of each column with description of each charge requiring explana
tion. The numbers assigned to the sub-vouchers shall be entered in 
detail against each item; and the number and date of every abstract 
contingent bill cashed at the treasury, and the sub-vouchers incluqed 
m each shall be shown in the memorandum at foot. The amount 
shown in the bill must be agreed with the total of the abstract bills 
cashed during the month. Differences, if any, between the total of 
a detailed bill and the register must be adequately explained. 

The detailed bill shall be signed by the head of the office and sub
mi ttea to the controlling officer, or if there be no controlling officer 
to the Accountant General direct, with all sub-vouchers above Rs, 50, 
his signature to the certificate endorsed on the bill taking the place 
of the smaller ones. 

NoTE-The limit of Rs. 50 above which sub-vouchers are required 
to be submitted to the Accountant General is subject to alteration by 
the Auditor General. 

:Sll. If in any month the monthly proportion of the appropria
tion has been exceeded, a report of the special circumstances which 
rendered the excess necessary, shall be sent to the countersigning 
officer with the detailed bill. 

312. Countersignature-On receipt of the monthly detailed bill 
in the office of the counter-signing officer, it shall be reviewed by the 
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countersigning officer with the sub-vouchers. Ally ctisallowance, with 
the number of the sub-voucher concerned and explanation of the 
UDJection, must be noted on the bill, and in the contingent register or 
such other record as may be kept m th~ Oiiice of the controlling 
officer. The countersigning officer shall then record the date of ad
mission under his initials, sign the bill and despatch it to 
the Accountant General, direct, with tQ.e sub-vouchers for items 
for more than Rs. 200, his signature to the certificate endorsed m 
the bill taking the place of the smaller ones. 

:NoTE 1-The term "items" refers to items of expenditure and not 
items of charge, e.g., a charge for Rs. 220, for section-writers would 
not required to be supported by a sub-voucher, if the amount is. 
made up of sums paid to several individuals, none of which exceeds 
Rs. 2UO. 

The limit of Rs. 200 is, however, subject to alteration by the 
Audiior General. 

NOTE 2-In the absence of the countersigning officer, the exami
nation and countersignature of the bill may be performed by some 
responsible gazetted officer authorised by the countersigning officer. 

NOTE 3-A register of contingent expenditure may also be kept 
in the office of the contorlling officer in such form and according to 
such method as may be settled by the Head of the Local Administra
tion in consultation with the Accountant General. 

NOTE 4-The detailed bills duly signed by the controlling officer 
shall be sent to the Accountant General direct within a month from 
the aate of receipt of such bills in his office. 

313. Disallowances-After _despatch of the bill to the AccounJ,ant 
General, the countersigning officer shall communicate any dis
allowance to the drawing officer and its amount shall without fail. 
be refunded by short drawing in the next contingent bill presented 
at the treasury for the same department or office. The gross amount 
of each sub-voucher shall be entered in such bills and below the 
total shall be entered "Deduct disallowed from the bill of ................. . 
Rs .............................. ", the receipt given being for the net amount 
only. If, after correspondence, the countersigning officer withdraws 
his objection, the amount may be redrawn in the next bills presented 
at the treasury by entering after the total of the sub-vouchers 11And 
amount disallowed from bill of ..................... refunded by deduction 
from contingent bill No ............. dated ............... and allowed as per 
..................... "; the receipt would be for the gross amount, and the 
items would be re-included in the next monthly contingent bill. 

314. Bills for contingent charges requiring countersignature be
fore payment shall be drawn in Form T.R. 33. 

Inspecting Officers' Bills 
315. An inspecting officer who is not authorised to take advan

ces on account of office contingent charges may provide hims~lf 
'-'iilh a portion of his permanent advance and recouo hims!'lf from 
time to time by oresentiniz at. the different treasuries or offiC'Ps of 
disbursement contingent bills in the orl'iinary form. 
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In the case of countersigned contingent charges, one detailed 
bill may adjust moneys drawn at more than one treasury, details 
of places of payment of the several encashed .bills, as well as their 
dates of payment and amounts, being noted at foot of the bill. The 
amounts drawn must be taken as final payments, and not as advances. 

Section V-Miscellaneous Rules 

Inter-departmental Transters 

316. In the case of work done by a Government factory (such ;;is 
foil, Mint or Workshop) as also in other cases in which inter-depart. 
rnental adjustments are per:r11ssible, the officer in charge shall, if the 
adjustment is to be made by book transfer, prepare an invoice of the 
quantity and price of the work done a·nd forward it in triplicate to 
the othc2r served, who, on approving the invoice, will countersign all 
and return one copy to the supplying oflic.er. Another copy he will 
file in his own office, and the third he will attach to. his contingent 
bill tor the current month, noting the amount in the statement of 
account at foot in order to work out the available balance of the 
grant, but not including it as a disbursement among the charges of 
bis bill. Before ckspatching his monthly bill, he must post the amount 
of the work bills in his contingent register, and include it in the for· 
ward total, in order that he may agree the forward total with that 
shown in the statement of account of his contingent bills. In the regis
ter of the countersigning ofllcer, where such a register is kept, the 
amount of such a bill must in like manner be separately entered. 
Such invoices shall never be retained by the countersigning officer. 

Service Postage Stamps 

317. The following procedure shall be adopted by Government 
officers for obtaining service postage stamps from the tr~asury and 
fo1 the adjustment of their value:-

(1) Officers who draw money from the treasury on contingent 
bills-A bill in Form T.R. 34, should be prepared by the 
depadmental officer when he requires service postage 
stamps. The bill should contain the acknowledgment of 
the drawing officer of the receipt of the stamps indented 
for and should in other respects be treated in the same 
way as a contingent bill for drawing cash from the trea· 
sury. The Treasury Officer should pass the bill for pay
ment by transfer, have the stamps issued and enter the 
amount in the list of payments, crediting the value of the 
stamps in the same manner as if cash were realised. 

NOTE-Departmental officers at New Delhi, who draw money for 
contin~ent expenditure bv bills presented at the office of the Ar· 
countant General. Central Revenues. or of the Chief Controller of 
Supply Accounts (Civil). should present their bills for service stamps 
at the Delhi treasury. 
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(2) Officers who draw money by cheques-Cheques to be 
presented in payment of the value of service stamps shou1'1 
be drawn in favour of the officer (official designation with
out name) who supplies the stamps, whether they are 
drawn by the officer who indents tor the stamps or by a. 
departmentaol officer on the indenting officer's requisition. 
Such cheques must always be crossed in accordance with 
the provisions of sub-rule (1) of rule 157. Cheques drawn 
on Bank may be accepted and the stamps issued without 
insisting on the cheques being deposited first in the Bank. 
A separate indent drawn in Form T.R. 35 should accompany 
the cheque. The Treasury Officer will retain the indent 
and grant a receipt under rule 103. In respect of cheques 
presented by indenting officers of the Defence Department, 
the procedure laid down in note 1 under rule 103 should 
be observed. 

(3) Otficers at headquarters of Provinces whose biUs are pre
audited by the local Accountant General-Subject to the 
concurrence of the Provincial Government concerned, one 
of the following methods may be adopted at the option of 
the Accountant General:-

(1) The charges for service postage stamps may be drawn on 
separate contingent bill forms in the usual way and 
separate cheques therefor may be issueti by the Ac
countant General in favour of the office who supplies 
the stamps, Cheques so issued will not be subject to any 
special minimum amount. 

(ii) Bills for service postage stamps may be prepared iD 
Form T .R. 34 and paid by transfer in the usual way by 
the Stamp. Officer, without pre-audit in the Accountant 
General's office. The Stamp Qfficer will submit the bills 
to audit in support of the issues in the stamp account in 
the same way as other Treasury Officers. 

One or other of these two alternatives should be definitely 
adopted once for all to prevent the confusion and possibi
lity of fraud which diversity of procedure at the same 
station may entail 

318. Service postage stamps may be issued direct from sub
treasuries on the presentation of bills or cheques in accordance with 
the provisions of the proceding rule, without such bills or cheques 
being first passed by the District Treasury Officer. 
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CHAPTER VI-PENSION PAYMENTS 

Section I-Introductory 

319. (1) Subject as hereinafter provided, the rules in this chap
ter shall regulate the procedure with regard to the payment in India. 
:>r at a Central treasury outside India, of pensions payable by, or out 
of the revenues of, the Governor General: 

Provided that if i_n any Province a different procedure has been 
prescribed for the payment of Provincial pensions, the same proce
dure, may, unless there are any general or special orders of the 
Government to the contrary, be applied in the making of payments 
at a treasury of that Province of any pensions payable by, or out of 
the revenues of, the Governor General. 

(2) Nothing contained in this rule shall be taken as affecting:-
(i) the provisions of the Pensions Act (Act XXIII of 1871) or 

of any rules made thereunder, or the exercise by Provin
cial Governments of such functions of the Central Govern
ment under the Pensions Act as may be entrusted to them 
in consequence of a delegation of function under sub-sec
tion (1) of section 124, of the Government of India Act, 
1935; 

(ii) the provisions of any rule contained in the Civil Service 
Regulations, the Army Regulations, India, or of any depart
mental regulation issued by, or under the authority of, the 
Governor General, prescribing the procedure for the pay
ment of any pensions payable by, or out of the revenues of, 
the Governor General. 

3iO. Unless there is anything repugnant in the subject or con
text, the procedure with regard to the payment at any Central trea
sury or other office of disbursement of pensions payable by the 
Government on behalf, or as an agent of His Majesty's Government, 
any Colonial Government, Indian State, local Fund or of any other 
authority shall be regulated by the rules in this chapter unless there 
are express orders of the Government to the contrary. 

321. In this chapter l:!xcept whLre it is expressly otherwise pro
"ided or the context otherwise requires:-

"Service pension ' means a JJension, including provisional pen
sion under Article 913/919 of Civil Service Regulations 
payable to, or in respect of a person in consideration of 
past employment under the Crown in India, Burma or 
Aden, and includes a gratuity so payable; 

.. Political Pension" means a pension, not being a service pen
sion, granted or customarily pa.yable to, or in respect of a 
pension on political consideration or compassionate grounds, 
or in consideration of distinguished or meritorious services 
or of the surrender of rights or emoluments and includes 
assignments or compensations when payable in the form 
of fixed allowances or grants. 
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3~2. Pensions or any other sums payable in respect of contribu
tions to a family pension fund, a-nd any sums payable under the 
Workmen's Compensation Act are not subject to the rules in this 
chapter. 

Section U.-Place of Payment 
323. Subject as hereinafter provided, service pensions payable 

in India may be drawn from any treasury in India, or from the office 
of an Accountant General performing the function of pension dis
bursing officer with the consent of, and subject to such conditions, as 
may be laid down by the Auditor General. 

NoTE 1-The term 'treasury' used in this rule includes a Military 
Treasure Chest. 

NOTE 2-Provisional pension, where payable through head of 
office, shall be drawn by the head of office in which the Governtnent 
servant served immediately prior to his retirement, at the treasury or 
otlice of Accountant General or authorised office of disbursement at 
which the pay and allowances of the establishment are drawn by him. 

::124. Political pensions may be drawn from offices of Political 
Officers and Agents, and such other special offices as may be authoris
ed to disburse such pensions. 

325. Pensioners who retired from the Posts and Telegraphs 
Department may, subject to any general or special order issued by 
the Government in this behalf, draw their pensions from any Post 
Office in India. 

326. Pensions due to Military pensioners may be disbursed by 
one or other of the following agencies:-

(i) Treasury Officers. 
(ii) Pension Payment Officers of the Defence Department. 
(iii) Such Post Offices as may be nominated in this behalf by 

the Director General, Posts and Telegraphs. 
(iv) Political Officers and Agents subject, where necessary, to 

the consent of the Crown Representative. 

327. When a pensioner is a resident of an Indian State, or of a 
territory adjacent to British India, the payment of this pension may 
be arranged by the Political Officer concerned under such general or 
special orders as the Government may issue in this behalf. 

Section Ill.-Authority For Payment 

Pension Payment Order 

328. ( 1) Except in the case of Military pensions which are pay
~ble on oension certificate or other authorities issued bv the Control
l'C'r of Military Accounts and Pensions or in the case of payment of 
provisitmal pensions by heads of offices or unless the Government 
order otherwise in the case of any particular class of pensions, pay
ment of pensions can be made only upon Pension Payment Orders 
issued by an Accountant General. 
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(2) In issuing a Pension Payment Order, the Accountant General 
will:-

(i) attach to the Order a specimen signature of the pensioner 
if he can sign his name m English, Hindi or the official 
regional language, otherwise the thumb and finger impres
sions of his left hand or, where this is not possible due to 
physical incapacity, the thumb and finger impressions of 
his right hand, failing which, his toe impressions, the speci
men signature and thumb and finger or toe impressions 
being duly attested by the head of the oflice concerned or 
by some other responsible person, and 

(ii) paste a certified copy of the pensioner's photograph in 
passport size on the Disburser's portion of the Pension Pay
ment Order and in case of Government servants governed 
by the Family Pension Scheme for Central Government 
employees, 1964, of his wife or her husband also, as the case 
may be. 

This requirement will not apply to pardah-nashin ladies, per
sons who are in receipt of family pensions granted under 
the Wound and Extraordinary Pension Rules and the Libe
ralised Pension Rules, persons who hold Government titles 
or to any other person specially exempted by the Govern
ment from the operation of this rule. 

NoTE.-For pensions payable at the office of an Accountant Gene .. 
ral, the purpose of the Disburser's portion of the Payment Order is 
served by the Audit Register kept by the Accountant General in which 
. ~h·.· necessary particulars relating to each pensioner are entered in 
full. 

329. (1) On receipt of a Pension Payment Order at an office of 
disbursement, the Pensioner's portion shall be made over to the pen
sioner after proper identification when he appears to receive his pen
sion tor the first time. The specimen signature or the thumb impres
sion, as the case may be, of the pensioner shall be taken. where neces
sary, m the space provided for the purpose in the Disburser's portion 
of the Pension Payment Order. 

NoTE.-In cases where pension is drawn through authorised agents 
(who have indemnified Government against overpayments) personal 
appearance of the pensioner is not necessary even on the first occa
sion. 

(2) The Disburser's portions of the Pension Payment orders shall 
be pasted in serial order in separate files, one for each class of pen
sions, such as Service, Political, Colonial Governments, etc. These files 
must be kept in the personal custody of the disbursing officer in such 
a manner that pensioners shall not have access thereto. 

~OTE.-Pension Pavment Orders should ordinarily be filed in one 
series for the whole district or circle of disbursement, but the Accoun
tant General may allow filing by sub-treasury or any other series as 
may be found convenient. 
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330. When a pensioner is specially exempted from person_al ap

pearance, the fact shall be noted by the disbursing officer on his Pen
sion Payment Order, and in all cases of non-appearance of a pen
sioner, a note shall be made on the Pension Payment Order o1 the 
form m which proof was given, within each year, of the pensioner's 
continued existence, e.g., "appeared in person on ........................ "; 
and the initials of the disbursing officer or of the officer verifying the 
facts shall be put against the note. 

331. Disbursing officers are authorised to renew Pension Pay
ment Orders without reference to the Accountant General in cases in 
which Pensioner's portion is lost, worn or torn or the entries on the 
reverse of either the Pensioner's or the Disburser's portion are com
pletely filled up. The renewed Pension Payment Orders shall bear 
the old number, date and facsimile of signature of the issuing officer 
and the old ones, if available, shall be retained by the disbursing 
olhcer for three yea·rs and then destroyed. A note of the issue of the 
new Pension Payment Order shall be made in the ·Remarks' column 
01 the register mentioned in rule 336. 

332. On the renewal of a Pension Payment Order, the portion of 
the original order containing the facsimile of the pensioner's signa
ture, or his thumb impress.ion, as the case may be, and the copy of 
lus photograph, where it is kept, shall be cut off from the old and 
pasted on the renewed Pension ,llayment Order before the latter is 
signed by the disbursing officer. 

333. In commutation cases, the Accountant General will issue 
the authority for payment of the commuted value of the portion of 
pension commuted along with a fresh pension payment order for 
ihe reduced amount of pension to be payable with effect from the 
date of commutation. After the commuted money is paid, both the 
portions of the original pension payment Order together with the 
voucher for the commuted value .must be returned to the Accoun
tant General in a separate schedule. 

334. If the Pension Payment Order received from an Accountant 
General's office relates to a pensioner in whose favour an anticipatory 
Pension Payment Order has been issued, special care shall be taken 
to return both halves of the anticipatory Payment Order, together 
with the voucher for the first payment of the final pension to the Ac
countant General's office in a registered cover in advance of the trea
sury schedule. 

Payment at sub-treasuries 
:i'll5. When the payment of a pension is authorised at a sub

treasury, the Sub-treasury Officer shall be furnished by_ the District 
Treasury Officer with an authenticated copy of the Disburser's por
tion of the Pension Payment Order in English or in the current Indian 
language with the Collector's order for payment at the sub-treasury 
endorsed thereon. In issuing copies of Pension Payment Orders afore
said the Treasury Officer shall reproduce the full orders of the Ac
countant General and make the endorsement "Made payable at 
........................... sub-treasury with effect from ....................... ". 
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A similar endorsement shall be recorded over the Treasury Officer's 
signature on the Disburser's portion of the Pension Payment Order, 
so that pay~ent may not be made at the district treasury as well. 

Transfer of Pensions 
335-A. (1) An Accountant General may, on an application made 

by a pensioner, transfer the payment of his pension from any trea
sury in India to another. 

(2) A treasury officer may, on an application made by a pen
sioner, transfer the payment of his pension from the district treasury 
to a sub-treasury subordinate to the district treasury or from such 
sub-treasury to another such sub-treasury or from such sub-treasury 
to the district treasury in accordance with the procedure laid down 
in rule 335. A treasury officer may, on an application made by a pen
sioner, also transfer the payment of his pension to another treasury 
withm the same State provided the State Rules permit transfers of 
State Pensions under the orders of the treasury officer without the 
intervention of the Accountant General. In such cases the provisions 
in the State Rules will be followed. 

(3) When a pensioner applies for transfer of payment of his 
pension from a treasury in India to another, either to the Accountant 
General or to the treasury officer, the treasury officer shall, except 
as provided in sub-rule (2) above. and in cases where the pensioner 
has so applied to the Accountant General on receipt of an authority 
from him, forward both halves of the pension payment order to the 
Accountant General. Where payment is desired at a treasury outside 
the State, two slips containing specimen signatures or thumb or great 
toe impression, as the case may be, of the pensioner shall also be sent 
to the Accountant General along with the pension payment orders. 
The Accountant General wdll either issue an authority for making the 
payment to the treasury officer where the payment is desired by the 
pensioner, if the latter is situated within his audit circle,.or move the 
Accountant General of the State in which such treasury is located to 
arrange for the payment. 

Register of Pension Payment Orders 

336. Each disbursing officer shall keep a register in form T.R. 36 
of the Pension Payment Orders issued on his office, which will serve 
as an inde1': to the files of orders referred to in sub-rule (2) of rule 
329. After seeing that a new order is correctly entered in this regis
ter, the disbursing officer shall put his initials in the column of "Name 
of pensioner" and rule a red ink line across the page below the entry. 
The column of remarks will be blank as long as the order of payment 
is in force; but when both portions of the order are returned on ac
count of death of pensioner or application for transfer or otherwise, 
which causes strike it permanently of the list of pensioners under 
his payment, the date and cause of return shall be entered under the 
disbursing officer's initials. 

NoTE.-In the case of Civil pensioners residing in Nepal who ap
ply for transfer of pension from one pension disbursing officer to 
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another, the submission of pensioner's half of the Pension Payment 
Order may not be insisted upon at the time of effecting the transfer 
of pension, the transfer being done on the strength of the disburser's 
half of the Pension Payment Order. The pensioner's half shall be col
lected by the new pens.ion disbursing officer from the pensioner when 
he first reports to receive his pension and forwarded to the Accoun
tant General concerned under intimation to the old pension disburs
ing officer. · ~ 

:i37. On the receipt of an intimation about the death of a pen
sioner prompt action shall be taken to record the fact in the register 
and on the Disburser's portion of the Pension Payment Order. 

In the case of pensioners whose pensions are paid by money 
order under the provisions of rule 360, the necessary note shall be 
made on both portions of the Pension Payment Order. 

338. Pensions which are not granted for life but are subject to 
special conditions. e.g., when they are to cease on marriage, or at a 
given age or under other specified circumstances, shall not be entered 
in the same register with other pensions. but shall be recorded in 
special register.; to be kept for the purpose. All Pension Payment 
Orders of imch pensions will bear the letter "S" in addition to the 
number. 

Additional columns shall be opened in such registers to show 
clearly and precisely the special limitations and conditions attached 
to each. pension of this category. 

Section IV .-Manner of Payment 

Due Date 

33,. Pensions fixed at monthly rates are payab1'e monthly on 
and after the first day of the following month. 

Provided that when there is a varia.Uon in the rate of a pension 
consequent on the disbursement of thP. commuted value ot fl portion 
thereof, pension for the broken part of the month at the original rate 
may be paid before the end of the month. 

340. If the first four days @fa month are public holiday;; on which 
pensions are not disbursed at the treasury. the Head of the Local 
Administration may, if he thinks flt, dir.ect the pament on the last 
working day before the holidays of pension bills of pensioners draw
ing pensions of Rs. 200 or less. 

The Government may in special cases relax any of the conditions 
;pecifi.ed in this rule. 

Payment of Claims 

341. Save as hereinafter provided and except in the case of pro
visional pensions payable throutth heads of offices. a nensioner mnst 
take payment in nei~on after identification by comparison with the 
Pension Payment Order. 
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NOTE-The disbursement of provisional pension drawn by the 
head of office shall be made in the same manner in which pay and 
allowances are disbursed by him. 

342. A pensioner specially exempted by the orders of competent 
authority from personal appearance, a female pensioner not accus
tomed to appear in public, or a pensioner who is unable to appear 
in consequence of oodily illness or infirmity, may receive his or her 
pension through a representative upon the produFt~on of a life certi
ficate signed by a responsible Government officer or by some other 
well-known and trustworthy person. 

343. A pensioner of any description, who produces a Me certifi
cate signed by some person exercising the powers of a Magistrate 
under the Criminal Procedure Code, or by any Registrar or Sub
Registrar appointed under the Indian Registration Act, lfl08, or b;y 
any pensioned officer who, before retirement, excercised the powers 
of a ~agistrate or by any Gazetted Officer, or by a Munsif, or by a 
police officer not below the rank of Sub-Inspector-in-charge of a 
police station or by a Postmaster, a Departmental Sub-Postmaster, or 
an Inspector of Post offices or by a class "!: officer of the Reserve Bank 
of India or an officer of the State Bank of India, or a Sub-Accountant 
appointed as an Agent or as an Accountant at a branch of the State 
Bank of India, or an offioer of a subsidiary bank of the State Bank 
of India, or by the Head of a Village Panchayat, Gram Panchayat or 
Gaon Panchayat, or by the Head of an Executive Committee of a Vil
lage or by a bank included in the Second Schedule to the Reserve 
BanK of India Act, 1934, m respect of a pensioner drawing his pen· 
sion through that Bank. is exempted from personal appearance. 

A pensioner not resident in India in respect of whom his duiy 
authorised agent produces a life certificate signed by a Magistrate, 
a Notary, a Banker, or a diplomatic Representative of India is 
exempted from personal appearance. 

344. Payment of pensions to police pensioners may be made in 
accordance with the rules in this section but if the Disbursing Offi
'-er entertains any doubts as to the identity of such a pensioner he 
inay require the local Inspector of Police to identify him. The Ins
pector would then be responsible for the correct identification of 
the pensioner. 

345. A pensioner not r~sident in India n;i.ay. with the permission 
of the Reserve Bank of India, draw his pension in India through a 
duly authorised agent possessing a legally valid power of attorney, 
who must produce a life certificate on each occasion, unless the duly 
authorised agent has executed an indemnity bond to refund overpa:v
ments in which case he has to produce the life certificate at least 
on_ce a year. 

3'46. A pensioner of any description resident in India is exempt
ed from personal appearance if he draws his p~nsi9n throug~ an 
agent who has executed a bond to refund overpayments and produce 
at least once a year a life certificate sign~d by a person authorised 
wider rule 343 to sign such certificates. 
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34'1. The pension of a person drawing his pension through an 
authorised agent who has executed a bond to refund overpayments 
shall not be paid on account of a period of more than a year after 
the date of the life certificate last received, and the disbursing officer 
shall be on the watch for authentic information of the decease of any 
sucn pensioner, and on receipt thereof, shall promptly stop further 
payments. 

348. When a pensioner is a minor, or is for any other reason in
capable of managing his own affairs and has no regularly appointed 
manager or guardian, the Collector may on application by, or on be
half of, the pensioner, and subject to such conditions as he may 
impose, declare any suitable person to be the manager or guardian 
for the purpose of receiving, on behalf of the pensioner, the 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, provided that 
sufficient proofs are forth coming at the time of each payment of the 
original holder being alive and eligible to receive the pension for 
the period covered by the payment. Such declaration may at any 
time, be revoked or altered at the discretion of the Collector. 

NOTE-Pension of a person who is certified by a Magistrate to be 
a lunatic should be paid in accordance with Section 95(1) of the 
Indian Lunacy Act, 1912. 

Forms of Pension Bills and connected Certificates 

349. (1) Sav.e as hereinafter provided in this rule, claims for 
payment of pensions shall be presented on bills in a form similar to 
Form T.R. 37, a copy of which will be supplied by the disbursing 
otticer to each pensioner or his agent or representative, the bill 
must be duly receipted by the pensioner or by some other person 
authorised to give legal acquittance on his behalf, and if the pensio
ner cannot si~n his name his thumb impression or, where this is 
not possible due to physical incapacity his great toe impression, 
the thumb or the great toe impression being duly attested by a 
well-known and respectable person, shall be taken on the bill. 

Save as provided in sub-rule (2) of rule 356, the. Pensioner's 
portion of the Pension Payment Order must invariably be presented 
with~ the bill. 

In the case of physically handicapped pensioners who are unable 
to sign or put their thumb/ great toe impressions and pardha nashin 
ladies, acquittance by seal ~ark attested by some well-known and 
respectable person may be accepted in lieu of signature or thumb/ 
great toe impressions. 

(2) Instead of requiring each individual pensioner to present a 
separate bill in Form T.R. 37, the disbursing officer may, subject to 
such general or special instructions as the Accountant General may 
issue in this behalf, prepare a single bill in T.R. 38 !or all on account 
of each class of pensions. On this plan the receipt of each, pensioner 
appearing personally shall be taken in the column provided for that 
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purpose, while separate receipt shall be appended to the bill in sup
port of payments, if any, made at the sub-treasury, or on life certifi
cates note being made in the latter case on the separate receipts oft 
the names of the person actually receiving the money. On all such 
documents shall be entered the number of the entry in the bill. 

NoTE.-Separate receipts with their copies (unstamped) duly 
certified by the disbursing officer are required for Hong Kong 
Mauritius, Ceylon and Singapore pensioners; they must not be 
included in a consolidated receipt. 

(3) Military pensioners shall present their claims in special 
forms of bills prescribed by departmental regulations. 

(4) Claims for provisional pension sanctioned in respect of a 
retired non-gazetted Government servant or a gazetted Government 
servant whose pay and allowance immediately before retirement 
were drawn on establishment pay bill, shall be preferred by the head 
of office separately for each pensioner in Form T.R. 37-B. 

350. In cases (other than those spC!cified in rules 345, 346 and 
349(4), where the pensioner desires to draw pension through an 
agent or a representative nominated by him, a life certificate 
must accompany every pension claim for the months of June and 
December. The life certificate shall be signed by a person authoris
ed under these rules to sign such certificates and must be dated 
not earlier than the last day of the month concerned. 

351. When a pensioner draws his pension through an agent or 
representative, the claim must be supported by the written authority 
of the pensioner to pay the pension to the agent or the representative 
nominated by him to receive payme.nt ~n his behalf. In such cases 
the endorsement "Received payment" must be signed by the pen
sioner and a separate receipt which need not be stamped shall be 
endorsed by the agent or the nominee, as the case may be, in token of 
havin.ll actually received the payment. 

352. ·Where the determination of a pension cannot be fixed-for a 
precise date, the pensioner's bill must be accompanied by a certi~ 
ficate in Form T.R. 39, duly signed by. any of the authorities contem
plated in rule 343. 

NOTE.-In the case of female pensioners whose pensions are ter
minable on their marria~e or remarria~e. the certificate in Form T.R. 
39 sliall not be necessary for the month of December as the pension 
bills for that month will be supported by a declaration in Form T.R. 
40 vide Rule 353. 

353. A declaration in Form T.R. 40 shall be obtained yearly 
from female pensioners whose pension is terminable by their marriage 
or remarriage, and shall be attached to the bills for pension -paid for 
December. 

Every pension disbursinll officer shall submit to the 1\ccoup.- . 
tant General concerned a statement showin~ particulars and date 
of last payment of pensions in respect of the cases of taill,l.re tQ. 
furnish the above declaration in the month of .January,. 
JT.f P)N)4DofEA-1 l 
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a54. (1) A certificate of non-employment as printed on the forms 
of bills shall be obtained from all pensioners in receipt of service 
pensions, other than ex-inferior servants and ex-policemen who are 
in receipt of pensions of not more than Rs. 10 a month. If a pen
sioner who is required to sign the certificate is re-employed either 
permanently or temporarily in a Government establishment, or in 
an establishment paid by a Provincial Government or by a Local 
Fund, during th.e period for which pension is claimed, he must fur
nish the necessary particulars therein, and the disbursing officer 
shall ascertain and report whether the rules regarding such re-em
ploymen t have been duly observed. 

In the case of a pensioner permitted under rules of the Govern
ment to draw pension after re-employment, the certificate must be 
modified according to facts. 

In the case of an employed/re-employed pensioner drawing fami· 
ly pension under the liberalised pension rules/ extraordinary family 
pension rules the pensioner shall furnish the details of his/her emolu
menfs on employment/reemployment, duly verified by the head of 
office where he/she is employed/re-employed once a year in the pen
sion bill for the month of December. 

(2) When a pensioner draws his pension through an agent who 
has executed a bond of indemnity under rule 247, the certificate 
modified suitably may be signed by the agent, provided that the 
pensioner himself furnishes once a year a certificate concerning the 
period for which the pension has been drawn on the basis of the 
agent's certificates. 

354-A. A treasury officer will in case of death of a pensioner 
governed by the Family Pension Scheme for Central Government em
ployees, 1964, start paying family pension to the widow/widower on 
receipt of death certificate of the pensioner and the Application in 
Form T.R. 40-A for the grant of family pension to her/him, and he 
will a1so send an intimation in this regard to the Accountant General 
in Form T.R. 40-B. 
Rate of Exchange for Conversion of Pensions fixed in another Currency 

355. The payment in rupees of pensions fixed in sterling or in 
other foreign currency shall be regulated by such general or special 
instructions as may be issued by the Government in this behalf. In 
issuing Pension Payment Orders for such pensions, the Accountant 
General will either mention the ,exact amount to be paid in rupees, 
or indicate the rate at which the amount stated in sterling or in any 
other currency shall be paid. 

Checks to be applied by the Disbursing Officer 
356. (1) On appearance of a pensioner claiming payment 'of 

pension his personal marks shall be checked by the disbursing officer 
and the signature to the receipt shall be COJllPared with the fascimile 
of the signature taken on the Disburser's portion of the Pension Pay
ment Order. If the pensioner cannot sign his name, his thumb/great 



t25 

PART VJ WI'rHURAWAL FROM nm PUBf,HJ ACCOUN1' [356- 360 
--- --- -- - -- -----

toe impres~ions on the receipt shall be compared with the original 
impression taken on the Order. In cases of doubt, payment may be 
made on the strength of the resemblance between the pensioner and 
his photograph, where one is pasted on the Disburser's portion of the 
Pension Payment Order, pending final settlement of any question 
which may arise about identification marks, signature or finger im
press10ns. 

(2) A pensioner drawing pension for the first time shall be re
quired to produce his personal copy of the letter of the Accountant 
General forwarding his pension payment order to the Treasury 
Officer, and his signature or thumb/ great toe impression on the bill 
shall be compared with the specimen signature or thumb/great toe 
impressions received with the Pension Payment Order. 

35'7. When a pensioner draws his pension through another per
son, the disbursing officer must take special precautions against 
fraudulent presentation of claims and satisfy himself of the existence 
of the pensioner and of the identity of the payee before any payment 
is ordered, and if he feels any suspicion, shall refer it to the pensioner 
before payment. 

NoTE.-In so far as the disbursing officer is concerned, the autho
rity of a person to receive payment of pension on behalf of a pensio
ner, shall be deemed to remain un-impaired until its termination, by 
the death of the pensioner or otherwise, becomes known to the dis
bursing officer. 

358. In view of the special risk of fraud involved in the payment 
of pensions of women who dn not appear in public, special care shall 
be taken in the identification of such pensioners. The descriptive 
rolls, when originally prepared, and the periodical certificates of the 
continued existence of such women shall be attested by two or more 
persons of respectability in the town, village or pargana. 

Record of Payment 

:~59. Every payment must be entered on the reverse of both 
portions of the Pension Pavment Order and attested by the signature 
of the disbursin!? offic£>r. In the case of pensions paid at sub-trea
sury to which only a copy of the Order with the Collector's order 
thereon is supplied under rule 335, the Sub-treasurv Officer shall 
make the entry on the Pensioner's portion of the Order and on his 
copy. while thC' Treasury Officer at the headquarters treasury shall. 
from thE' connected voucher, make the necessary note on his original 
of the Order. 

359-A. As soon as the payment of provisional pension drawn by 
the head of office has been completed, he shall inform the Accountant 
r;1meral of the partiC'ulars of the payment actually made by him. 

Payment of Pensions by Postal Mone'!/ Order 

360. The oavment of nensio!ls not exceeding Rs. 250 a month 
may be made by Postal Money Order at the option and expense of 

L/P(N)4nofEA-1111 
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pensioner. When this mode of payment is adopted, the following 
rules shall be observed:-

(i) A pensioner who elects to have his pension paid by money 
order, should present in person to the Treasury Officer a 
declaration to that effect with his copy of the Pension 
Payment Order. The Treasury Officer should then identify 
the pensioner as laid down in rule 356. After this has 
been done he should paste the declaration and both por
tions of the Pension Payment Order in a separate file 
headed "Pensions Payable by Money Order". On a date 
not later than the 10th of each month, the Treasury Officer 
should arrange to make out a money order form for each 
pension recorded in the file mentioned above, less money 
order commission, and make corresponding payment en
tries in the Pension Payment Orders. The Treasury Officer 
should sign the money order form and initial the entries 
on the Pension Payment Orders after carefully comparing 
the three documents. 

(ii) In order to minimise the risk of fraud, the Treasury Officer 
should compare the signature on the money order receipt 
every month with the pensioner's signature on the dis
burser's portion of the Pension Payment Order. The Trea
sury Officer should also satisfy himself once a year, in such 
manner as he thinks desirable that the pension~r is actual
ly alive. In token of having done so, he must endorse on 
the schedules of payments for the month of April each 
year a certificate to the eff eet that he has satisfied himst'!lf 
that the pensioners were actually alive on the dateci on 
which the pensions were remitted to them. 

(iii) In cases where determination of a pension cannot be fixed 
for a precise date, the Treasury Officer should, before re
mitting the pensions for December and June, obtain from 
the Pensioners the Certificates in Form T.R. 39,. In case of 
the female pensioners whose pensions are terminable on! 
their marriage or remarriage, however, before remitting 
their pensions for December only, the alternative yearly 
declarations in Form T.R. 40, prescribed in Rule 353 above 
may be obtained. 

(iv) The Collector should arrange with some village official or 
other suitable subordinate agency; such as the police, for 
reporting promptly to the Treasury Officer the death of a 
pensioner whose pension is paid by money order. 

(v) It will not be necessary to prepare separatE" pension bill 
for such payments. The pavments should be shown in a 
separate schedule which will serve as voucher. A certi
flcate i.n the followinrt from in the handwritinP' of thP 
Treasury Officer should be endorsed on the schedule. 

"Certified that I have satisfied mv~plf that all n:wmPnts noted 
in the schedule have actually been remittPd by money 
order". 
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{vi) ln the schedules for January and July each year, an ad
d1t1onal certificate in the iollowmg tonn should be aa
ded:-

"Certified (1) that I have obtained, where necessary, from eacn 
pensioner a declaration that he has not received. any remu
neration serving m any capacity under the Central liov
ernment or any Provincial Government or under a Local 
J!'und. durmg t.he past six months, and t2) that in all cases 
where determination o.t a pension cannot be tix.ed tor a 
precise date, I have obtained the cel1t1ficates in .r,orm 'J.".h. 
all or the declaration in Form T.R. 4U, as the case may be." 

NoTE.-The words 'or the declaration in Form T.R. 40, as the case 
may be,' appearing m the certificate above will be addea. 
in the certificate attached t.o the schedule for January only, 
vide Rule 353. 

(vii) In the schedu~ for the month following the month of pay
ment, the Treasury Oflicer should furnish the following 
certificate:-

"Certifil'cl that I have satisfied myself that all pensions includ
ed in the schedule for the previous months have been paid 
to the proper persons and that I have obtained all money 
order receipts in support of these pa)'ments and filed them 
in my office." 

\viii) The amount to be remitted by money order should be: 
adjusted by transfer cred1 t to the Post Office in accordance 
with the procedure prescribed in rule 198. 

NOTE 1.-The procedure authorised in this rule may be applit'd 
mutatis mutandis to pensions payable at a sub-treasury or any other 
disbursing ottic,e. 

Non 2.-;;-Provisional pension drawn by the head of office may be 
paid by Postal Money Order or by bank draft, if so desired by the 
pensioner, at the cost of the pensioner. 

361. (1) Where owing to old age or infirmity, or in consequence 
of some physical disability, it is not possible for a pensioner to 
present in person to the Treasury Officer a declaration electing tu 
have his pension paid by money order, the Treasury Officer may 
accept instead a written declaration signed by the pensioner, whicn 
is duly VE'rified by a gazetted officer, a Magistrate or a Justice of the 
Peace. 'l'he officer verifying the declaration shall specify the circum
stances in which he holds that it is not possible for the pensioner to 
present the declaration in person to the Treasury Officer. 

(2) Should the pensioner be physically incapable of signing the 
declaration, the Treasury Officer may authorise payment on p~ 
duction of a certificate from the Civil Surgeon of the district or n 
registered medical practitioner to the effect that the pensioner is 
alive but is unable to sign the required declaration. 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 pensio .. 
ner's death, provided it is certified by the Collector that the persot1 
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claiming to be the heir is in fact the heir and continues to be the heir 
thrnughout the period for which he draws the pension. 

Special Rules applicable to Political Pensions 
362. Every disbursing officer shall maintain a register of politi

cal pensions payable by himself, showing for each pension separate
ly-

(i) origm and nature of the pension and the ground on which 
it was sanctioned; 

(ii) the amount and period of payment. 
(iii) the orders of competent authority sanctioning its payment; 
(iv) the name and residence of the pensioner, with specification 

of shares, if any; 
(v) reference to the Register of Pension Payment Orders; 

tvi) whether tenable for life only; or if it is heritable, the man· 
ner and extent to which it will descend, with quotations 
of orders affecting it; · 

(vii) any special condition attached to the grant of the pension; 

(viii) any other matter worthy of note in connection with the 
pension. 

353. With the special sanction of the Accountant General in each 
case the following procedure may be employed m the case of 
groups of political pensioners who are paid by, and are in charge 
of, a Political Officer:-

(a) In lieu of a Pension Payment Order for each pensioner, an 
order for the payment of the whole group will be issued by, 
the Accountant General in Form T.R. 36, each entry 
having a number in form 330/1/,330/2 and so on, where 
330 is the register number of whole documents. 

(b) The officer in charge of the pensioners should draw up a 
monthly bill, in the following form, in which all the names 
should be entered in their proper order, even though 
nothing is drawn for the pensioner entered:-

(i) Number of pensioner. 
(ii) Name. 
(iii) Monthly pension. 
(iv) Amount of arrears drawn. 

(1) month. 
(2) amount. 

(v) Amount drawn for current month. 

(vi) Income-tax deductions. 

(vii) Net amount payable to each pensioner. 

(viii) Remarks: this space will be used for aquittance in the 
Political Officer's own copy of the bill. 
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(c) The following certificate should be appended to the bill:

"Certified that all amounts drawn in last month's bill have 
been duly disbursed and receipts taken, with due precau
tions as to the identification of the payees, with the excep
tion of the follov."ing amounts, now refunded:-

No. Name Amount refunded Romar ks 

I 

-·· 
(d) The total to be paid will be made up as follows:-

Arrears, as per item (iv) (4) 
Current month as per item (v) 

Less Income-tax 
Less undisbursed amounts now re

funded 

Net amount to be paid 

Rs. P. 

Total 

Any refunded amount can be drawn at any time upon quotation 
of the month's bill in which the amount was refunded. 

(e) If any alterations have been made in the list of pensioners 
during the past month, the Political Officer should append 
a statement showing:-

No. of pensioners Name Nature of alteration 
or lapse 

Reason• or. quotation 
of order 

(f) No new name can be brought on the list and no new pen
sion drawn, until the Accountant General has registered 
and given a number to the new name, and communic11.iec.1 
it to the Politic!al Officer-in-charge. 
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(g) If there have been no alteratio~, the Political Offic~~ 
should append to his bill a statement that "there have been 
no alterations in the list of pensioners under my charge 
in the past month." 

364. In cases in which political pensioners are exempted from 
personal attendance, the disbursing otficer, if he entertains any doubt 
which he has no convenient means of removing, shall refer the case 
to the Government through his immediate superior for orders, but 
payment of the pension may not be suspended pending the result 
of such refer~~-

Payment of Commutation Money 
365. The payment of the commuted value of a portion of a pension 

can be made upon the authority issued by the Accountant Generat 
only to, and upon the receipt of, the person legally entitled to receive 
it, and not otherwise. 

Gratuities 

366. Save as herein-after provided gratuities shall not be paid 
except on an authority received from the Accountant General, to 
whom the sanction is communicated by the sanctioning authority or 
by another Audit Officer. Payment can be claimed on the letter of 
authority itself, and no separate bill is necessary, and shall be made 
in the same manner as laid down in Rules 607 and 609 in relation to 
Provident Funds . 

.Provided that the payment of gratuities may be made, without 
the personal appearance of the gratuitant, through an authorised 
agent, including a bank, who shall be required to give the Govern
ment, separately in respect of each payment, a bond of indemnity, 
which shall be duly stamped, in the following form:-·-

In consideration of our being authorised to draw the gratuity 
..................... (Name of the gratuitant) .................... .in accordance 
witn Gratuity Payment Order No ...................... dated ................. . 
issued by the Accountant General ............... , we the ................... .. 
(naJlle of the bank or Agent) ..................... hereby engage to refund 
to the Central Government, on demand, any overpayment th.at 
may be made to us on this account. 

NoTE:-When at the option of the gratuitant, balance of gra
tuity is to be drawn by the Head of an Office, he shall do so by 
presenting a bill in Form TR-A and shall furnish to tlie Accoun
tant General, within a month of the date of drawal, a certificate 
of disbursement. 

366-A. Provisional gratuity sanctioned by a competent authority 
in respect of a retired non-gazetted Government servant or a retired 
gazetted Government servant whose pay and allowances immediate
ly betore retirement were being drawn on establishment pay bills, 
~hall ~e drawn separately for each gratuitan~ by the head of offic;e 
m which he last served, in Form 37-B, and disbursed to the gratm
tant. 
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Section V .-Periodical Identification of Pensioners 

General Rules 

[367-368 

367. (1) On the first appearance of a pensioner on or after the 
first of April each year, the disbursing oit1cer shall, except in the 
case of pensioners whose specimen signatures are attached with the 
Pension Payment Order, take an impression of the thumb and all 
the fingers of the pensioner's left hand on the pension bill. The 
pensioner shall then be identified from the particulars given in the 
Disburser's portion of the Pension Payment Order or in the Audit 
Register, as the case may be. Identification shall also be made by 
an examination of the impressions given on the bill with thos"e 
attached to the Pension Payment Order or kept in the Audit Regis
ter, or by reference of the pensioners photograph where one is 
pasted on the Disburser's portion of the Pension Payment Order
if he cannot be identified by other means with abso~ute certainty: 

The provisions of this sub-rule with regard to the taking of the 
1humb and finger impressions of pens.Loners and the examination of 
such impressions for purposes of identification may be relaxed or 
modified by the Disbursing Officer. 

(2) Purdanashin, ladies and illiterate pensioners must give a 
thumb impression on their bills in the presence of the person who 
grants the life certificate, or, in the case of illiterate pensioners who 
personally attend the paying office, before the disbursing officer. 

368. In all cases ref ered to in rules 342, 343 and 348, the disburs
ing officer must take special precautions to prevent impositions 
and must, at least once a year, receive proof independent of that fur
nisher! by the life certificate of the continued existence of the pen
sioner. J:t'or this purpose, the disbursing officer shall, save in cases 
of exemptions from personal appearance allowed by orders of com
petent authority, require the personal attendance and ,due iden.tifica
tioa of all male pensioners who are not incapacitated by bodily illness 
or infirmity from so attending and in all cases where such inability 
may be alleged, he shall require proof thereof in addition to the proof 
submitted of the pensioner's existence. The disbursing officer is per4 

sonally responsible for any payment wrongly made, and in all cases 
of doubt, he must consult the Accountant General. 

Exception-In a case where a pension claim submitted by a 
pensioner is supported by a life certificate granted under the pro
visions of Rule 343, 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 Proce
dure Code or by a Registrar or Sub-Registrar appointed under the 
Indian Registration Act, under their respective seals of office, 
personal appearance of the pensioner at the _Treasury will not be 
insisted upon. The Treasury Officer however m all cases of d.!Jubt, 
will be competent to obtain proof of the existence of the pensioner 
independent of that furnished by the life certificate. 
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. NOT~ 1.-A pensioner of rank may be privately identified by the 
D1sbu~smg Officer and need not be required to appear at the disburs· 
ing office. 

Note 2.-The rules in this Section do not apply to cases governed 
by Rule 360. 

Section VL-Undrawn Pensions and Arrears 

General 

369. (1) Unless the Government by general or special orders 
direct otherwise a pension remaining undrawn for more than one 
year shall cease to be payable by the disbursing officer. If the pen
sioner afterwards appears or a claim is presented on his behalf, the 
disbursing officer may make the payment, but the arrears cannot be. 
paid without the prev10us sanction of authority by whom pension was 
sanctioned in thii; rule-

(i) if the pension in arrears is to be paid for the first time or 
(il) if the amount in arrears exceeds Rs. 2,500 . 

.Provided that, if in any case a pension remains undrawn for three 
year.; in the case of a service pension or six years in the case of a 
political pension it cannot be paid without the authority of the Ac
countant General. 

NOTE-If thE" suspension of payment is attributed to error or 
neglect by any Government officer, the Accountant General may 
direct IJayment of the arrears on his own authority. 

(2) A gratuity payment order shall remain in force for one year 
only aud no such order shall be retained in a disbursing office if 
payment has not been made on it within a year of its issue. 

Death of Pensioners 

370. (1) Subject to any rule or order made by the Government 
m tn1; behalf, the payment of arrears of pension due in respect of a 
deceased pensioner shall be I egulated by the following rules: -

(a) Pension can be drawn for the day of man's death; the hour 
at which death takes place has no effect on the claim. 

(b) On the death of a pensioner, payment of any arrears 
actually due may be made to his heirs, provided that they 
apply within one year of his death. They cannot be paid 
thereafter without the sanction llf competent authority as 
envisaged in Article 959( a) of the Civil Service Regula
tions to be obtained through the Accountant General: 

Provided that, if the arrears do not exceed Rs. 500 and the case 
presents no peculiar features, the Accountant General may 
pass the arrears on his own authority. 

(c) Subject as provided in the preceding clauses, the provisions 
of rule 234 shall apply to payment of arrears of pensions due 
in respect of a deceased pensioner, as they apply to pay
ment of arrears of pay and allowances duP in respect of a 
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deceased Government servant except that, in the event of 
the pensioner's death after commencement of payment 
of pension, the power vested in the Head of Office under 
clause (a) of sub rule (1) thereof shall be exercised by the 
Collector of the treasury from which the pension was last 
drawn . 

.t'IOTE :-The arrears due in respect of a deceased pensioner who, 
immediately before his death, was being paid provisional pension 
through the head of office, shall also be payable in accordance with 
the provisions of this rule on the finalization of the pension claim. 

(2) Any person claiming as the heir of a deceased pensioner shall 
be required to produce the Pensioner's portion of the Pension Pay
ment Order or if no Pension Payment Order has been issued, the 
copy of the order in which the sanction to the pension was commu
nicated to the pensioner or the heir. 

(3) After payment of the arrears of pension, both portions of the 
Pension Payment Order shall be returned to the Accountant General, 
with a report of the da.te of the death of the pensioner, except in the 
case of pensioners governed by the Family Pension Scheme for Cen .. 
tral Government employees, 1964, in which case the pensioner's 
portion of the Pension Payment Order will be returned to the 
widow /widower and the disburser's portion will be retained by 
the treasury officer. 

Reports to the Accountant General 

371. Every pension disbursing officer shall submit to the Ac
countant General concerned every six months a statement of cases 
of failure to draw pensions. The statement shall be prepared in 
two parts, one part showing the names of all pensioners who have not 
drawn their pensions for six years or for three years, according as the 
pensions are classed as political pensions or other pensions,. and the 
other part showing the names of pensioners other than those inclu
ded m the former part, who have not drawn their pensions for more 
than one year. The reason for the non-drawal, if known, shall be sta
ted against each name. 

The Disburser's portions of the Pension Payment Order of al~ 
pensioners whose mtmes are included in Part 1 of the statement, as 
also of deceased pensioners, where the arrears of pensions due are 
not claimed within one year of the pensioner's death shall be return· 
ed to ··the Accountant General along with the statement. The disburs
ing officer shall sort out such cases by examining the file of Pension 
Payment Orders every month. 

371-A. When a pension ceases to be payable during the life-time 
of a pensioner, both portions of Pension Payment Order shall be re
turned by the disbursing officer to the Accountant General after mak
ing the last paym\°?nt and with a note recording the reasons for the 
cessation of the pension. 
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372. Deleted. 

Section Vll.-Military Pensions 

:n3. Without prejudice to the generality of provisions made in 
chis chapter and subject to such general or spt:!cia1 orders as the 
Government may issue in this benalf, the procedure to be ooserveci 
by d1sbursmg otticers in making payment to Mihtary pens1onei'~ may 
De prescribed by departmental regulations. 

NoTE-Detailed instructions for the payment of Military Pensions 
aire contained in the Hand Book of Instructions issued by the Deputy 
Controller of Military Pensions, Lahore. 

3·74. Special care shall be taken in identifying Military pensioners 
claimmg single payments. The mere producLion of a letter purport-
mg to have been issued by a Defence Accounts Oiiicer shall not be 
considered sufficient for this purpose. Such payments to European 
pensioners will, as a rule, be made by the Defence Department itself. 

Old Military Fund Pensions 

315. (1) Pensions derived from the old Military Orphan and 
Medical Funds shall be paid by Treasury Officers on warrants in 
India Army Form A-324 over-stamped in prominent type with the 
words "Chargeable to Civil Department" and issued on treasury by 
the Controller of Military Accounts and Pensions, who deals with 
the accounts of the funds concerned, without regard to the division 
in which the pensioner may be residing. Pensioners who reside at 
stations where there are no treasuries may be allowed to draw their 
pension.> from local Military Treasure Chests. 

(2) Payments in connection with the above funds on accowit of 
(i) benefits received by wards, such as marriage, dowries, passage
money etc., and (ii) passage-money of widows and other miscella
neous charges may also be made by Treasury Officers under instruc
tions issued by the Controller of Military Accounts and Pensions. 
Letters of advice on the Treasury Officers con~med shall be issued 
to the payee, and on the same day the passed bills shall be transmit
ted to the Treasury Officers with a forwarding memorandum showin~ 
the numbers and dates of letters of advice. Both letters of advice and 
bills shall be enfaced "Debitable to Civil Department", and will 
form the voucher for the payment to be submitted to the Accoun
tant General. 
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CHAPTER Vll.-PAYMENT FOR PURCHASE OF STORES 

Introductory 

t376-3BO 

NoTE-ln this chapter the term "Stores" is used to indicate all arti
cles and materials required for the public service and coming into ar. 
office's possession for various purposes and includes stationery, furni
ture. machinery, tools and plants, etc. 

376. Subject to such general or special rules or subsidiary 
mstructions as may be issued by the Government for the guidance of 
officers who are required to make purchase of stores on Government 
account, the payments for acquisition of stores required for the pub
lic service, shall be regulated in accordance with the provisions of 
this Slapter except in so far as they are rnpplemented or varied by 
special departmental regulations. 

Local purchases of petty articles or consumable stores out of 
office contingent grants are not subject to the rules in this chapter. 

Purcha'!les ln India 

Purchases through the Indian Stores Department 
377. (1) Without prejudice to the generality of the provisions 

contained in this part with regard to withdrawal of moneys from the 
Pubilc Account for disbursement on Government account, the pro
cedure relating to payments for stores purchased through the Indian 
Stores Department may be regulated by special orders issued by the 
Government in this behalf. 

{2) Subject as aforesaid, payments will be made by the Chief 
Controller of Suppiy Accounts and the Contiollers of Supply Ac
counts (Civil) by means of cheques drawn on any treasury or the 
Bank; 

Provided that, when the amount payable is less than one rupee, 
the payment will be made by the identing officer concerned .in 
accordRnce with the procedure applicable to contingent expenditure. 

OtheiF Purchases in India 
318. Subject as hereinafter provided, the provisions of Chapter V 

shall apply generally to payments for stores purchased in India other
wise th&n through the Indian Stores Department. 

3'19. As a general rule, payment for supplies is not permissible 
unless the stores bave been received and surveyed. Paym.ei:its prior . 
to verlfl.cation of qualitv and auantitv of the materials tnflY be per
mitted in exceptional cases only, provided that adequate safeguards 
exist to· i;P.cure the Government against 1111 losses in the event of tP. 
materials beini:t found short or defective. In all such cases a bill bar:;ed 
on act1!al measurement must be obtained ni;i soon as oossible after 
pavmPnt has been mal'Jp for submission to the Acccruntant (':reneral. 

380. If not provided otherwise bv d;iaoartmental- 'f'eR.lations. bi-lls 
oresente.J in suoport of navmPnts for ourch1tc;es; of ~teres shall bP 
Ar.<'omnaniPti bv ;:i <'Prtificate thl!lt thP arti~lP.c; debtHeti In the vouchers 
their quant.ities are correct. and their quality good, and Recording to 
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specitications, that the rates paid are not in excess of accepted or 
mar.Ket rates and that suitable notes of payment have been made in 
th~ lndent:; and invoices concerned to prevent double payment. The 
authority, unless it is a general one, under which the purchase is 
made. shall also be quoted. 

381. The provisions of rule 316 apply also to supplies of stores by 
one department of the Government to a•nother, where the adjust· 
ment of the cost of such supplies has to be made by book transfers. 

Note-The following instructions should be printed on all forms of 
invoices for the supply of stores, etc., and the officer receiving the 
supply should comply with them before the invoice is counter
signed:-

"It is essential for purposes of accounting and audit that the 
entries below should be filled in. Failure to do so may 
result in unnecessary delay and return of thiis invcice for 
compliance. 

1. tlead of account (Major, Minor, Sub-head and Detailed head) 
" 

2. Month and year to which the charge relates .................. .. ,. 
3. Accounts officer by whom the amount is adjustable .......... .. 

" 
4. Department to which the charge is debitable .................... . 

" 

Purchase in the United Kingdom. etc. 

382. Payments for all purchases ordered through India Supply 
Missions, London and Washington will be made by the High Com
missione.r for India, London or the Director General, India Supply 
Mission, Washington, as the case may be, the debits being passed 
on to India for adjustment. 

383. (1) Payments for articles obtained by placing direct orders 
on private firms or individuals in the United Kin,1?dom shall be made 
through the Accountant General. The officer desiring to make such a 
payment shall, as soon as all the checks necessary in connection with 
the receipt, inspection and verification of articles have been applied. 
forward the firms bill in original to the Accountant General for audit 
and payment, Particular care must be taken to ensure that no double 
payment is authorised in resp~ct of the same claim .. 

(2) (i) The Accountant General. after audit of the firm's bill, 
will purchase a sterling draft in favour of the suopiier in the United 
Kingdom and remit it direct to the supplier under intimation to the 
departmental officers concerned in India. 

(ii) The Accountant General will brinrt the cost of the sterl
ing draft finally to account ae:ainst the relevat1.t appropria· 
tions in the Indian portion of the budget. 
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(3). In the case of stores ordered direct from firms abroad on 
F.0.B. basis subject to inspection by the Director General, India 
Supply Mission, London, the payment will, if the purchasing officers 
have so desired, be made directly by the High Commissioner for 
India on receipt of supplier's bills duly verified and certified by 
the Director General. Such payments will be passed on to the 
Accounts Officer concerned in India for adjustment through the 
Account current between England and India, supported by the 
Supplier's bills duly certified by the Director General. 

Non: 1.-Special care should be exercised by the purchasing offi
cer in differenting the articles purchased through the agency of 
the Director General, India Supply Mission, London from those mere
ly delivered to or shipped through his agency. In the former case 
payment cannot be made from India; whereas in the latter case the 
procedure prescribed above should be observed. 

NoTE 2.-The procedure laid down in this rule may be followed 
mutatis mutandis in the case of other payments of a similar nature 
e.g., tbose chargeable to the estimates of work, to be made di:rect to 
a party b the United Kingdom. 

NOTE 2.-The procedure laid down in this rule and the directions 
contained in Notes land 2 above may be followed mutatis mu.tandis 
in the case of payments to be made for articles obtained for direct 
order from private firms or individuals in America and in cases 
where the payment is made by the Director General, India Supply 
Mission, Washington in accordance with the procedure described in 
sub-rule (3) above the payment will be passed on by him to his Ac
counts Officer in India for further necessary action. 

384. Payments for direct purchases made in a foreign country 
other than United Kingdom and America may be made direct to tn._ 
suppliers by purchasing officers, the cash required for such pay
ments being drawn under the rules in Chapter V of this Part. 

CHAPTER VI!l.-WORKS EXPENDITURE 
General 

385. The rules .in this chapter shall apply to expendi•ture on spe-
8lal services connected with the construction, repair and maintenance 
of buildings, roads and other works of public utility, whether carried 
out by the Public Works Department or the Military Engineer Ser
vice, or under special orders of the Government, by the department 
using or requiring such works. 

Expenditure on petty construction and repairs, which under any 
other than United Kingdom and America may be made direct to the 
of the department incurring it, is subject to the rules in Chapter V of 
this Part. 

Mode of obtaining Cash 
386. Save where under the provisions of these rules a disbursing 

officer is authorised to obtain funds by drawing cheques on the 
treasury or the Bank or on presentation of a simple receipt, cash' 



138 

386-389) WITHDRAWAL FROM THE PUBLIC AOCOUNT (PART V 

required for works expenditure may be drawn in contingent bills in 
accordance with the procedure prescribed in Chapter V of this Part. 

:S87. When contingent bills are drawn for works expenditure, 
details showing the name of the work, the number and date of the 
order sanctioning the work and the amount of the sanctioned esti
mate, shall invaria·bly be entered in the bill. A full description of each 
item . of the expenditure, together with details, where necessary, 
showing the rates and quantities shall be given, and sub-vouchers, 
togetht•r with the actual payees receipt, shall be furnished under the 
rules in Chapter V of this Part. When it is not possible to give detail 
of the expenditure at the time of drawing the bill they must be given 
subsequently in a bill in Form T.R. 32 headed "Not payable at the 
treasury" to which the necessary sub-vouchers shall be attached. 
The transmission to the Accountant General of the detailed bill and 
the sub-vouchers shall never be delayed for more than a month. 

NoTE.-Payments for la·bour should be supported by the certifi
cate prescribed in rule 293. 

Payments by Cheques 
388. (1) In cases in which a disbursing officer is authorised to 

draw cheques on the treasury or the Bank, all payments in respect 
of works expenditure shall be made by cheques, as far as possible. 
In drawing such cheques, the disbursin~ officers shall be guided by 
the general rules laid down in Chapter I of this Part. 

Note.~For the purposes of this and other rules of this chapter, 
Treasury includes a Military Treasure Chest with which the dis
bursing officer may be placed in account. 

(2) Subject as provided in rule 160. petty sums under ten rupees 
shall not be paid by cheques and for the disbursement of these and 
ofher claims which have to be paid in cash e.g., wages of labourers 
and of the establishments chaqzed directlv to works, etc., the dis
bursing offiter may draw money from time to time from the treasury 
or the Bank by cheques to replenish his cash chest. 

Save as provided above. no chegue shall be drawn until it is 
intended to be paid away, and cheques drawn in favour of con
tractors and others shall be made over to them by disbursing officer 
direct, tliough occasional delivery of a cheoue throuJ?h a subordi
nate may be permitted at the discretion and responsibi1ity of the 
disburser. 

NoTE 1.-Tt is not permissible to draw cheques and deposit in the 
departmental cash chests at the end of the vear for the purpose of 
showing the full amount of the ~rant as utilised. 

Note 2-Pavments due to contractors mav be made to their bankc; 
direct in accordance v.'ith the provisions of the Note Below rule 187. 

Payments to Labourers 

389. As a general rule and subject to such exceptions as may be 
authorised by departmental regulations, wages of labourers engaged 
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departmentally shall be drawn on muster rolls showing the names 
of the labourers, number of days they have worked and the amount 
due to each. The daily attendance and absence of labourers and 
fines, if any, inflicted on them must be so recorded as to prevent any 
tampering with, or unauthorised additions to, the entries once made. 

Subject as provided above, the muster rolls may be kept in such 
form and in accordance with such methods as may be authorised by 
departmental regulations. 

390. The payment made on muster rolls must be made or wit
nessed by the officer of the highest standing available in the dis .. 
bursing office, who should certify to the payments individually or by 
groups. The amount paid on each date shall be noted in words as 
well as in figures at the foot of the muster roll. 

391. If any items remain unpaid, the details thereof must be 
recorded separately in the muster roll in which they were originally 
drawn, before it is finally passed by the person who made the pay
ment. Unpaid items shall subsequently be carried forward from mus
ter roll to muster roll until they are paid, the payments being re
corded and certified in the same way as current items. 

Notwithstanding anything contained in this rule, it will be 
optional with the disbursing officer to adopt any other alternative 
method of making payment of unpaid wages, provided that a syste
matic record of items remaining unpaid is maintained on the basis 
~f the original entries in the muster roll in which they were drawn 
and that suitable precautions are taken to prevent double payment. 

Payments to Work-Charged Establishment 
392. Wages of members of work-charged establishment may be 

drawn on the form of pay bill of establishment (Form T.R. 22), or 
on such other suitable form as may be prescribed by departmental 
regulations, according to local circumstances or to meet local re
quirements. 

393. The names and claims of the entire work-charged establish
ment concerned, including absentees, must be shown in detail in 
each bill. The names shall be grouped by works on which the men 
are employed and the drawing officer must certify that the men were 
on duty during the periods shown against their names, each man 
being employed on the work and on the duties for which his appoint
ment was sanctioned. Sanctions to the entertainment of the estab
lishment shall be quoted in each case. 

NoTE 1.-Deductions on account of fines, income tax, etc., should 
be shown by special entries against the names concerned. 

NoTE 2.-lf the acknowledgement of the payee cannot convenient
ly be obtained on the bill itself, it may be obtained separately and 
attached to the bill as a sub-voucher. 

394. Wages remaining unpaid on a passed bill on the date fixed 
for closing the accounts of the month may be paid subsequently 
when claimed, on a separate bill, reference to the bill in which the 

T.'P N')4D ofEA-12 
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charge was originally included and to the particular item thereof be
ing quoted in each case. In making payment of arrears, suitable note 
of payment must be kept against the original .entries in the bill or 
other records as to guard against second payment. 

Payments to Suppliers and Contractors 

395. Unless in any case the Government after consultation with 
the Accountant General direct otherwise, payments for all work 
done otherwise than by daily labour and for all supplies shall be 
made on the basis of measurements recorded in measurement books 
kept for the purpose. Claims for such payments shall be prepared, 
as far as possible, by the claimants themselves in authorised forms 
of bills and vouchers and no payments other than an advance pay
ment may be authorised unless the correctness of the claim in res
pect of quantities and rates as well as the quality of the work done 
or supplies made have been accepted and all calculations carefully 
checked by a responsible officer. 

Subject to such general or special instructions as may be issued 
by the Gover:riment after consultation with the Accountant General 
measurement books mav be kept in such form and according to such 
methods as may be authorised by departmental regulation~. 

Payments for Works done through Local Bodies 

396. When the maintenance of any Government buildings or 
roads is entrusted to a Local Body, the payment made to it on this 
account shall be treated in the same way as payment for work done 
by a con tractor. 

If lump sum payments have been agreed upon each payment 
must be supported by a certificate recorded by a responsible 
Government officer that the work has been done in accordance 
with the conditions agreed upon. 

Advances to Contractors 
397. As a general rule, and subject to such exceptions as may be 

autnonsed by the Government, no payment can be made to a con
tractor, except for work actually done or supplies actually received. 
Subject to such general or special orders as may be issued by the 
Government in this behalf, advances, if a1w, made to contractors 
during the execution of a work shall invariably be recovered from 
thPil' hills for the value of work done or supplies made before final 
payment is made, which must in no case be permitted without 
detailed measurement. 

Bills and Vouchers 

398. Without prejudice to the generality of the rules in this 
chapter, in making payments for works expenditure and the forms 
of bills and the detailed procedure to be observed by departmental 
disbursing officers vouchers on which such payments are to be made 
may be prescribed by departmental regulations. 
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CHAPTER IX-MISCELLANEOUS PAYMENTS 

Refunds of Revenue 

[399· 401 

399. Refunds of revenue can be drawn only on the demands itnd 
on the receipt of the person entitled to receive them after production 
of proper authority; on no account may they be drawn on the receipt 
of a departmental officer and lodged in a deposit account pending 
demand. 

Refunds of the value of Currency Notes credited to Govern
ment shall be made by the currencv officer by debit to Govern
ment Account. Simultaneously the particulars of the original credit 
together with the receipt of the actual payee or a certificate to the 
effect that the amount has actually been credited to Government 
e.g. in case where the refund has been necessitated by the encash
ment of a n.ote assumed to have ceased to exist, shall be sent by 
him to the Accountant General concerned. 

400. Except as otherwise provided in these rules, every refund 
shall be noted against the original credit in the departmental accounts 
or other documents in which the moneys received are entered in 
detail, and a certificate of such a note having been made must be 
given in all vouchers for refunds. 

NoTE 1-As drawbacks of customs duty under section 43-B of the 
Sea Customs Act, 1878 cannot be linked with original credit in the 
departmental accounts; the same be paid without the refund being 
noted against the original credit. The certificate contemplated in 
the above rule will not, therefore, be necessary in regard to those 
refunds. 

NoTE 2-Drawback claims on customs duty shall be paid by 
the treasury stationed at the place of export on the basis of the 
sanction for the refund authorised by competent authority and 
without the refund being linked with the original deposit made. 
A copy of the order of the competent authority sanctioning the 
refund may also be sent independently to the treasury officer con. 
cerned for verification before payment of the amount reeeipted by 
the party on the order. 

401. (1) Except as otherwise provided in these rules, or unless 
some other form has been prescribed by departmental regulations 
for any particular class of refunds bills for drawing money from 
the treasury on account of refunds of revenue shall be prepared in 
Form T.R. 41. The officer who received the original amount shall 
fill in columns 1 to 5 of the form and sign the certificate at foot 
while the Treasury Officer shall verify the credit by means of the 
particulars in columns 4 and 5 and affix his signature in column 6 
in token of his having done so. 

(2) The special rules prescribed for the refund of income-tax 
and supertax are contained in Appendix 5. The said rules shall aJso 
apply mutatis mutandis to refunds of the following taxes, namely-

A. Estate Duty, B. Wealth-Tax, C. Expenditure-Tax, D. Gift-Tax. 
Payment of such refunds may be made to the refundee himself 

or to a person duly authorised by him to receive payment, provided 
L/I'(N) 'DofEA-12a 
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that the receipt at the foot of the refund voucher is signed by the 
refundee himself. The precautions prescribed in rule 187 shall be 
observed in this case with special care. Orders of refunds of Income
tax, Estate Duty, Wealth Tax, Expenditure-tax or Gift-tax drawn 
on the Bank direct are negotiable instruments and are therefore 
capable of being transferred by endor:sement and delivery in accor
dance with the provisions of the Negotiable Instruments Act. 

NOTE 1-Special forms have been prescribed for customs re
funds including drawbacks allowed under the Customs Act, 1962 
and for the refund of the cost of the Government of India Insurance 
Stamps. 

Refund of custom duty on postal parcels arising in the combined 
Collectorate of Customs and Central Excise, Delhi, may be made 
by cheques. Such payments to be made by the Collectorate at places 
other than his headquarters in Delhi may, however, be made by 
money orders by drawing cheques in favour of the Post Master to 
whom his Chief Accounts Officer may send money order forms 
addressed to refundees for the amount of refund together with 
cheques for the requisite amount. 

NOTE 2-Refunds of passport fees realised in postage stam!J6 
should be drawn in Form T.R. 41. As these fees are not credited 
into the treasury as such, it is not possible for the Treasury Officer 
to fill in columns 4, 5 and 6 of that form. A certificate in the form 
given below should be recorded on the form by the Government 
officer allowing the refund, on the authority of which the Treasury 
Officer will make the payment: -

"Certified that the passport fee against which this refund is 
authorised was actually realised in postage stamps on .................... . 
and included/will be included in the ........................ statement for 
the period .................. submitted with endorsement to be submitted 
on to the Accountant General". 

NoTE 3-Refunds of excise and salt revenue collected by or on 
behalf of the Department of Central Excise and Salt, are regulated 
by Rule 575. 

NoTE 4-A special form [For (Revised) C.P.B. 37] and a separate 
procedure have been prescribed for refund made by Central Publi
cation Branch, Delhi. 

( 3) The procedure to be followed in refunding fees received by 
the Union Public Service Commission is prescribed in Rule 402 
below. 

402. (1) If the amount of an examination fee, originally deposit
ed in the Treasury or any part of it, is to be refunded a certificate 
will be endorsed upon the original receipt by the Secretary, Union 
Public Service Commission, or the appropriate authority concerned, 
specifying the amount to be refunded; and the amount so authorisea 
may be paid on presentation of the original receipt endorsed as 
above, the recipient giving his receipt below the endorsement. 
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If the original amount was paid into the Bank at Madras, 
Bombay, Hyderabad or Calcutta, the r.efund will be made in accor
dance with the above. procedure by the Accountant General con
cerned. 

If the amount of an examination fee was originally paid in the 
Embassies abroad, and the refund is desired in India, payment will 
be made by the Accountant General, Central Revenues after verifi
cation of the credit on the authority of the Union Public Service 
Commission. 

(2) If the amount of an examination fee originally receiv~d from 
a candidate through or by means of a crossed Postal Order, or any 
part of it, is to be refunded, the Secretary, Union Puul1c Service 
Commission will present to the Treasury Officer, New Delhi, a bill 
for the amount to be refunded duly supported by the original challan 
crediting the money to the Government account (along with the 
money order forms duly filled in). 

The accompanying challan should also indicate under the Secre
tary's dated signatures the total amount to be refunded. If the 
amounts were deposited in lump sum into the Bank, a statement 
showing the names of the candidates demanding refunds, the amounts 
to be refunded to each, the number and date of the challan in 
which the money was originally deposited and the amount, if any 
alr:eady• refunded, duly attested by the Secretary, Vnion Public 
Service Commission should accompany the bill instead of the 
challan. 

The Treasury Officer will then check the bill, and enface it as 
prescribed under Rule 198 o! the Central Treasury Rules and pay 
the amounts by transfer credit to the Post Office under 'Head 
!-Remittance to Treasuries by Post Office' in accordance with the 
procedure laid down in Article 25 of Account Code, Volume II. 
The money order forms received with the bills in the Treasury 
will be completed by the Treasury Officer in the manner -indicated 
in Rule 198 of the Central Treasury Rules and sent to the Post 
Master for actual remittance of the money. The Postal money orders 
receipts will be watched by the Secretary, Union Public Service 
Commission and recorded after necessary check. The Secretary, 
Union Public Service Commission will also note in the original copy of 
the challan under his dated signature the amounts refunded. 

403. The following provisions shall apply to refunds of revenue 
credited (other than taxes on income), where the amount involved 
does not exceed Rs. 100:-

(i) On receipt of a refund order passed by the Collector or 
other officer concerned, the Treasury Officer may at his 
discretion issue a note (a) inviting the person to whom 
the refund is to be made to receive payment at the trea
sury, and (b) intimating that on failure to comply with 
the invitation within one month (or such longer period 
as may appear necessary) the arrount of the refund will 
be remitted to the payee by Postal Money Order at his 
expense. 
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(ii) When the payee appears in person at the treasury, the 
Treasury Officer should see that no avoidable delay occurs 
in getting the voucher for the refund signed by the 
payee who may then receive the payment personally or 
by a duly authorised agent or by money order at his own 
expense. 

(iii) When a money order is issued under clause (b) of the 
notice referred to in {i) above; the Treasury Officer should 
follow the procedure pll'escribed in sub-rule (1) of Rule 
198. 

(iv) On receipt of the money order acknowledgement duly 
signed by the payee, it should be attached to the refund 
voucher in which the full amount of the refund and the 
deduction made therefrom on account of the money order 
commission should be clearly shown; the voucher should 
then be disposed of in the usual way. The Accountant 
General will accept such voucher with the money order 
acknowledgement as a valid receipt tor the full amount 
of the refund entered therein. 

NOTE-Refunds of income-tax and super-tax by mon~y order are 
regulated by the provisions of paragraph 9 of Appendix 5. 

403-A. Unless otherwise provided ~y any law or rule or depart
mental regulation, an order for refund of revenue shall remain in 
force for a period of three months only from the date on which it 
was issued, and no payment shall be made on its authority thereafter 
unless it is got revalidated by the sane tioning authority. 

Grants-In-aid, 'Contributions, etc. 

No·rE-The term grants-in-aid, contributions, etc., includes such 
classes of expenditure as grants to local bodies, religious, charitable 
or educational institutions, stipends, scholarships, contribution to 
public exhibitions and fairs, expenditure from the discretionary 
grants placed at the disposal of Heads of Local Administrations, 
Commissioners, etc., and compensations to Government servants for 
accidental losses, etc. 

404. Deleted. 

405. Deleted. 

406. Save as hereinafter provided and subject to any general 
or special orders of Government, bills for grants-in-aid, contribu
tions, etc., shall be presented by the department in Form T.R. 42, 
the bills for the expenditure sanctioned by the Government and 
subordinate authorities under the powers delegated to them being 
drawn by the departmental officer nominated by Government 
and the drawing officer in the office of the sanctioning authority 
respectively. The orders sanctioning the payment must be quoted 
in each case. 
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406-A. Compensations to Government servants for accidental 
losses, etc, due to effect of floods, cyclones, earthquakes or other
wise may be drawn in ordinary pay bill form, and bills so drawn 
may be; paid at the treasury on the authority of the sanction noted 
m the bills. 

407. In the Public Works Department, grants-in-aid may be 
included in the same bill as contingent charges, but the abstract of 
the bill should show the total amounts for each class separately. 

SCHOLARSHIPS AND STIPENDS 
407-A. Scholarships and stipends, other than those payable 

under the various scholarship schemes sanctioned by Government, 
shall not be disbursed at the treasury except under the authority 
of the Accountant General. Such expenditure, when sanctioned by 
subordinate authorities under the l'>'JWers delegated to them, may, 
however, be disbursed by the treasury officer without specific 
authority of the Accountant General. 

408. Bills for educational scholarships, stipends etc., shall be 
presented in Form T.R. 43, or in such other form as may be prescrib
(•d by the authority competent to sanction such payments after 
consultation with the Accountant General. In the case of payments 
to institutions under private management such bills shall be pre
pared and signed by the ~uthorities of the institutions concerned 
and sent to such Government official as may be nominated in this 
behalf by the sanctioning authority, who will present the bill and 
draw the amount thereof from the treasury and make payment to 
the institution concerned. The orders sanctioning the payment 
which should clearly state that the amount will be drawn by the 
departmental officer nominated therein, must be quoted in each 
case. 

If any conditions are attached to the payment of scholarships 
or stipends the bill must bear a certificate of the counter-signir.g 
officer that he is satisfied that the prescribed conditions have been 
fulfilled. 

NoTE: -The provisions of this rule are not applicable to the 
various scholarship schemes of the Government. The amounts of 
scholarship in respect of students awarded scholarship under thesP 
schemes are drawn by presentation of bills by the Ministries/De
partments in accordance with the rules governing the Schemes and 
the cheques/Bank Drafts obtained in favour of the Heads of 
Institutions and sent to them for making payments to the students 
concerned. 

409. Deleted. 
INVESTMENT BY GOVERNMENT 

409-A. Bill for Government's investments in a Company. Cor
poration or similar autonomous organisation shall be drawn by the 
drawing officer in the office of the sanctioning authority by presen
tation of simple receipt in a form similar to Form TR 42, duly 
supported by a copy of sanction for such payment. The drawing 
officer will obtain cheques. in case the treasury officer makes p<'v
ment by cheque, or bank drafts wherever necessary and make 
arrangement for payment. 
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Interest on Government Debt 

410. The procedure with regard to payments of interest on 
different forms of Government securities shall be regulated by the 
rules and orders contained in this behalf in the Government Securi
ties Manual issued under the authority of the Government. 

Compensation for Land 
411. The procedure to be observed for the payment of compen

sation for land taken up for public purposes shall be regulated by 
the special orders reproduced in Appendix 6. 

Discount on Stamps 

412. When discount upon stamps is allowed by deduction from 
the purchase money a detailed bill in Form T.R. 32 headed "Not 
payable at the Treasury" shall be prepared ~ the Treasury Officer 
every month for the amount of discount allowed, and submitted to 
the con.trolling authority concerned for countersignature and trans
mission to the Accountant General. 

413. The Head of a Local Administration may, after considera
tion with the Accountant General, dispense with the submission 
of detailed bills, provided that the connected schedule accompanying 
the treasury account is supported by a certificate of the Treasury 
Officer that the discount has been actually allowed to the parties to 
whom it was due, according to sanctioned rates. 

Commission to Registrars 

414. Commission to Registrars may be drawn under departmental 
regulations on bills which must exhibit the fees upon which the 
commission is claimed, in such a form as to be capable of verifica
tion by comparison with the treasury accounts. 

415. In cases in which the commission is calculated upon number 
of documents registered, the bill shall be supported by a certificate 
of the District Registrar or other controlling officer that the amount 
has been correctly calculated. 

Treaty Payments 

416. In respect of amount payable under a treaty to an Indian 
State, the Political Officer-in-charge will send to the Accountant 
General concerned a requisition for a payment order mentioning 
where and to whom each payment is to be made. Payment orders 
will be delivered to the Political Officer accordingly and the Treasury 
Officer will be advised of the orders issued. 

The Government may in specific cases issue orders varying or 
supplementing the provisions of this rule. 

Payments to the Reserve Bank 

417. Bills for sums p81)'able to the Reserve Bank, e.g., bills in 
connection with floatation of new loans, management of riublic Debt. 
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etc., shall be countersigned by an officer of the 1''inance Department 
before they are paid. 

NoTE-The Bank is authorised to debit to Government account, 
in advance of the submission of consolidated bills for expenses in
curred in connection with the floatation of Government loan, pay
ments which it may make to bankers, etc., on account of broker
age, subject to the condition that the Bank accepts the responsibi
lity in the event of any excess payment being made. The advance 
so made should be adjusted against the final bill of the Bank. 

Special Political Missions 
418. Unless in any particular case the Government after consul

tation with the Auditor General direct otherwise, the following 
instructions shall be observed by officers placed in charge of special 
political missions:-

(i) An officer-in-charge of a special political mission shall 
supply himself with funds by cheques drawn on treasuries 
against letters of credit issued by the Accountant General 
nominated l\y the Government in this behalf. 

(ii) A cash book in Form T.R. 4 or T.R. 4-A as may be con
venient should be kept showing clearly and fully all cash 
transactions that take place day by day. Amounts received 
by cheques drawn against letters of credit should be en
tered in the cash book on the receipt side as "Received 
from the Treasury of ......... ". The receipt and riisburse
ments should be entered in the cash book in the order of 
their occurrence and the cash book should be closed and 
balanced at the end of each month, the closing balance 
of one month being carried forward as the opening balance 
of the next month. At the close of each month an extract 
from the cash book showing the receipts and disburse
ments of the month, and opening and closing balances, 
should be submitted, with all except secret vuuchers, ·to 
the Accountant General. Confidential vouchers (as dis
tinguished from secret veuchers referred to above) should 
be sent in a sealed cover addressed to the Accountant 
General by name who will be responsible for preventing 
disclosure of their contents. 

(iii) As far as possible vouchers should be furnished to the 
Accountant General for all items of expenditure exceeding 
Rs. 25 or such other limit as may be prescribed by the 
Auditor General. When vouchers are not procurable, bills 
should be submitted giving full details of the payments 
made. Every voucher or bill accompanying the cash account 
should contain the certificates prescribed in Chapter V of 
this part of contingent bills. The vouchers should be 
numbered consecutively from the beginning to the end of 
the mission, and their numbers quoted against the ex
penditure both in the cash book and the cash account sub
mitted to the Accountant General. Vouchers in Indian 
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(iv) 

languages shall invariably be accompanied by an English 
translation.· 

Vouchers for sec1·et service expenditure should be sub
mitteC?' to the Government with a list showing their 
amounts. In the cash account such vouchers should be 
simply quoted as "Secret voucher No ......... dated ........ ". 
The Government will, on passing thP vouchers intimate to 
the Accountant General that "Secret voucher No ......... . 
dated1 ............ of (office) has been passed for Rs. " 

Commissions and Committees 

419. The procedu.re to be observed by commissions and corn
mittees of the Gpvernment in drawing moneys for their expenditur1~ 
shall be governed by the orders embodied in Appendix 7. 

Expenditure against Grants at the disposal of an Administratiye 
Department of the Government 

420. ( 1) When a sum of money is placed under the orders of an 
administrative department of the Government for expenditure of 
specified objects, all appropriations sanctioned against it must be 
supported by an order of the department concerned stating-

(i) the particular object of the expenditure, which must 
always be within the general purpose of the grant; 

(ii) the amount of the appropriation sanctioned for it; 
(iii) the person in whose charge the expenditure is to be; 
(iv) the treasury or treasuries whe.re the money is required. 

(2) A COJ>.y of this order shall be sent to the Accountant General, 
Central Revenues who will thereupon authorise the treasury to pay 
the amounts on the receipt of the disbursing officer. 

421. The disbursing officer may draw the money on his receipt, 
specifying the order under which it is sanctioned. He may not draw 
more than what he actually requires from time to time for expendi
ture, but can draw as often as he finds convenient. He may also 
make his receipts payable to any other person, advising the Treasury 
Officer of his action. 

422. An account of the expenditure against the appropriation 
must be rendered to the Accountant General, Central Revenues, in 
which the officer should enter on the receipt side all sums he has 
drawn from the treasury and on the expenditure side all amounts 
he has spent. Vouchers must be furnished in the same way and 
under the same rules as in the case of a contingent bill. A copy of 
this account (wit,hout vouchers) shall also be sent to the adminis
trative department concerned. 

42~. ~he a~count must be sent at. the, end of e~ery month, except 
when it is estimated that the sanctioned expenditure will be com
pleted and the account cloi,cd within three months from the date 
of the orders sanctioning it. In such a case, the account may be 
withheld till the end of the said period of three months, and then 
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sent in complete up-to-date. An account must in any case be made 
up and sent in up to the 31st March of any year. 

Payments on behalf of Defence Services 
424. Disbursements by civil authorities for the purchase of and 

compensation for, lands taken up for the Defence Services and 
for compensati.on for loss of crops and damage to lands, shall be 
vouched by the1 bills and receipts of the payees and the original 
orders, or certified extracts therefrom, under which the expenditure 
is incurred. 

425. When a Civil Officer required to supply carriage to troops 
on the march makes an advance to the owners half the hire for the 
whole journey and, on making over the carriage to the Military 
authorities ,recovers from the requisitioning R.I.A.S.C. officer the 
amount so advanced, the amount may be drawn from his permanent 
advance or on an abstract bill from the treasury, the amount of 
the bill and subsequent recovery being taken to the head 'Advances 
Recoverable'. 

A similar procedure will also be followed in cases in which a 
civil officer is called upon to supply articles of provisions, etc, to 
troops on the march. 
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PART VI-SPECIAL RULES FOR BANK TREASURIES 
Section I-General 

426. The rules in this part are intended primarily for the gui
dance of Collectors and Treasury Officers and of officers of the Bank 
in dealing with the receipts and disbursements on account of the 
Central Government at places in which the cash business of the 
treasury is conducted by the Bank. They include information on 
most points likely to arise; but in cases of doubt, and as a general 
rule, the Collector shall refer the matter to the Accountant General. 

NoTE-At places where there are offices of the Reserve Bank, 
viz., Bombay, Calcutta, Madras and Delhi, the cash business of the 
Government is for Lhe most part, conducted by the Reserve Bank. 
At other places, where there are branches of the Imperial Bank of 
India (State Bank of India) which act as agents of the Reserve Bank, 
in accordance with the provisions of the Reserve Bank of India Act 
(Act II of 19,34), the cash business of the treasury is conducted by 
those branches of the Imperial Bank of India (State Bank of India) 
as agents of the Reserve Bank. 

In addition to the four places mentioned above, the Reserve 
Bank maintains agencies of its Banking Department at Kanpur, 
Lahore and Karachi, in charge of a Currency Officer who is an 
officer of the Reserve Bank. These agencies deal with limited classes 
of transactions, e.g., those connected with issue and discharge of 
treasury bills, remittances, etc. The ordinary work connected with 
the receipts and disbursements of Government account at those 
places is dealt with by the branches of the Imperial Bank of India 
(State Bank of India). 

427. In printed and manuscript forms or documents used in 
connection with Government business at the Bank, the words 
"General Treasury" or "His Majesty's Treasury" shall never be used, 
as those words do not correctly represent the relation of the Govern
ment to the Bank. Any other erroneous expressions which misre
present this relation shall be carefully avoided b,y all Government 
offices. 

428. The Bank will be kept open for the transaction of treasury 
business on a recognised holiday, if so required by the Collector. 

429. At New Delhi, or any other station where an office of 
Accountant General attached to a Province is located and where a 
treasury does not co-exist with the bank, the functions of the Trea
sury Officer under the rules in this part will, except where the 
context othe·rwise requires, and subject to the provisions of sub-rule 
(2) of rule 6, be performed by the Accountant General, Central 
Revenues, or by the local Accountant General as the case may be. 

430. All bills, cheques and other documents passed by Treasury 
Officers and Offices of Accountants General for payment at the Bank 
as well as Interest Payment Orders, etc. being non negotiable instru~ 
ments, warrant special precaution on the part of the Bank in the 
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matter of identification of the payee. All such claims have normally 
to be presented by the payee personally, but where payment is 
desired to be made to an endorsee (other than a banker) or a messen
ger, the provisions of Rule 303(2) or 437, as the case may be, should 
be strictly followed by the Drawing Office. The Bank will not, 
however, disburse payments of such claims unless the Bank is satisfied 
about the identity of the pE.·n.on receiving payment as atte:>t:'d hy 
the Drawing Officer in accordance with Rule 303(2) or 437, as the 
case may be. The Bank shall also verify before making the payment 
that the signature of the Drawing Officer attesting the payee's 
signature tallies with that on the bill as passed by the Treasury 
Officer. 

NoTE-An endorsement on a contingent bill by a drawing officer 
in favour of suppliers, etc., made under the same circumstances as 
are stated in sub-rul~ (1) of rule 303 is not an endorsement for the 
purpose of this rule. 

430-A. Payment of cheques including Public Debt Office Interest 
Warrants which are governed by the Negotiable Instruments Act will 
be made in accordance with the provisions of that Act and any 
generally recognised practice established among bankers by custom. 

Section II-Payment into the Bank 

General Rules 

431. (1) Save as hereinafter provided, and subject as provided 
in rule 92, any person who desires to pay money into the Bank on 
Government Account shall first present at the treasury a challan 
(Form T.R. 6) in duplicate (which, if necessary, will be prepared in 
the treasury). The Accountant or other official entrusted with the 
duty of examining the challans shall, after examination, enter the 
challan in the appropriate register of challans issued, which is kept 
under rule 462, and write on both original and duplicate the word 
"correct"; he shall then affix his initials to the challan with the date, 
specify the head of account and, if the amount is not less than 
Rs. 500 submit the challan with the register to the Treasury Officer 
who, if it is in order in all respects, shall enface it with an order to 
the Bank to receive the money and to grant a receipt. 

Both the original and duplicate copies of the challan thus enfac
ed shall then be returned to the payer, who will proceed with them 
to the Bank. There the money will be received and credited to the 
proper head of account and, subject as provided in rule 102, an 
acknowledgement will be granted to the payer on the original challan, 
the dupl~ate being retained by the Bank to be forwarded to the 
treasury with the daily account. 

NOTE 1-Challans for. sums of Rs. 500 and above must be enfaced 
by the Treasury Officer but those for sums less than Rs. 500 may 
be enfaced by the Treasury Accountant. All challans presented at a 
sub-treasury must invariably be enfaced by the Sub-treasury Officer. 
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NoTE 2-The acknowledgement on the challan, for moneys re
ceived, may be •signed by the authorised officer of the Bank, under 
his full signature-, only in the original and such other copies as are 
required to be returned to the tenderer, the acknowledgement in the 
other copies being merely initialled by him. 

(2) In cases in which challans are presented in triplicate or 
quadruplicilte the acknowledgement of the Bank will be given on 
the original challan or on such other copy as may specially be marked 
for the 'purpose, the other copies be.ing retained by the Bank to be 
forwarded to the treasury with the daily account. 

(3) Moneys tendered with a challan signed by a departmental 
officer under the provisions of rule 95 and those tendered in payment 
of Central Excise duty may be received direct at the Bank without 
the intervention of the treasury officer. Moneys tendered with 
special form of challan prescribed for payment of income-tax (and 
super-tax) revenue, may likewise be received by the Bank direct 
even when such challans. are not signed by the Income-tax Officer. 

432. Subject to the provisions of Note 2 below in relation to 
Military Receivable orders challans shall be valid only for such 
time not exceeding ten days as may be fixed by the Collector; if 
they are presented after the allotted time, the money will not bt:· 
received by the Bank until they are revalidated by the Treasury 
Officer or by the Departmental Officer as the case may be. 

NoTE 1-The time limit of ten days shall not apply to challans in 
respect of amounts tenderE'd for payment of Income-tax, Super 
Profits-tax, Wealth-tax, Gift-tax, Expenditure-tax, Companies (Profits) 
Sur-tax and Estate Duty. 

NOTE 2-Military Receivable Orders presented at places where 
the cash business of the treasury is conducted by the Bank, shall 
be valid for a period of twenty-one days. A Military Receivable 
Order shall require revalidation in case it is not presented at the 
Bank within twenty-one days of the date of signature of the Depart
mental officer who is authorised to issue such order. 

433. Cheques on local banks will be accepted by the Bank in 
accordance with rule 79. There will be a daily clearance of cheques 
accepted and the transactions will be included in the daily account 
rendered to the treasury after the cheques have been cleared. 

Remittance of Departmental Officers 
434. (1) Moneys received b,y officers of the department named 

below will be received at the Bank direct without the intervention 
of the Treasury Officer in accordance with the special rules specified 
against each-

Def~nce Rules 467 to 472. 
Railway Rules 496 to 500. 
Posts and Telegraphs-

Postal Section Rule 511. 
Telegraph Section Rules 530 and 531. 

Public Works Rules 542 and 543. 
Forest Rules 554 to 557. 
Customs Rule 582. 

Challan forms shall be supplied to the Bank by the treasury. 
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435. Moneys received by departmental·~ officers, other than 
those of the departments mentioned in the preceding rule, shall be 
forwarded by them daily to the Bank direct with 1 a challan in 
duplicate, describing the several items and the heads·•under which 
they should appear in the accounts, a separate challan being used 
as far as possible, for each Major Head of Account. The duplicate 
copy of the challan will be retained by the Bank and forwarded 
with the accounts of the day to the treasury and t)1e otiginal re
turned, receipted, to the departmental officer for· r~cord in his 
office. 

The original challan .may be in form of a book sent daily for 
signature. 

Deposit and I,ocal ~ft'und Receipts 

436. The detailed account of Local Funds and registe:·s of deposits 
will be kept in the treasury or in the Magistrate's a.nd Judge's offices, 
the Bank only receiving the amounts tendered in accordance with 
rule 431 and crediting them under their proper desi~nation. 

Section III-Withdrawal from the Public Account at the Bank 

Civil Charges 

437. Subject as hereinafter provided, all bills for pay and 
allowances and contingent e_xpenses of officers of the civil establish
ments, which are ordinarily drawn upon the treasury, shall be pre
sented to the Treasury Officer in the first instance for examination. 
The Treasury Officer, if he passes the claim, shal enface on the bill 
an order to pay specified amount. Such orders shall be recorded 
in the register of payment orders issued which is kept under rule 
462, and shall be numbered, dated and signed. The bill shall then 
be returned to the person presenting it, and will be paid at the Bank 
in accordance with the order of the Treasury Officer, the Bank being 
responsible only for strict adherence to this order and for obtaining 
a proper discharge from the payee endorsee of the bill in addition 
to his signature at the foot of the bill. In cases where tpe payee/ 
endorsee does not find it convenient to receive payment personally. 
this discharge should be signed before the bill is presented at the 
Treasury. In such cases, the person through whom payment is desired 
to be made shall be required to produce a letter in Form No. TR-72 
authorising him to take the payment. 

NOTE-When payment is desired wholly or partly in Reserve 
Bank draft, and a formal application for a draft acc~mpanies the 
bill, the Treasury Officer, if he is satisfied that the grant of the draft 
is permissible, will forward the application to thf' Bank-. specifying 
clearly in the pay order the manner in which payment should be 
made. , 

438. Bills of civil establishments such as those mentioned in 
rule 437 above, which are payable at New Delhi. shall be presented 
in the first instance at the office of the Accountant General, Central 
Revenues, or if they relate to claims appertaining .to .~he Indian 
Stores Department or the Office of the Chief Contrpller., of Supply 
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Accounts (Civil), at the Office of the Chief Controller of Supply 
Accounts (Civil). Such bills will be cashed by the Bank upon pay 
orders issued by the Accountant General, Central Revenues or the 
Chief Controller of Supply Accounts (Civil), or by any subordinate 
Gazetted Officer duly authorised in this behalf by the Accountant 
General, Central Revenues, or, as the case may be, by the Chief 
Controller of Supply Accounts (Civil). 

NoTE-Bills of contractors and suppliers for stores purchased 
by or through the Indian Stores Department will be paid by cheques 
drawn by the Chief Controller of Supply Accounts (Civil), or by 
any duly authorised Gazetted Officer of his office. 

439. Bills of civil establishments, which are payable at a station 
where the local Accountant General is required to make payment 
of such bills after pre-audit, shall be presented in the first instance 
at the office of such Accountant General for pre-audit and unless 
there is a special request on the bill for cash payment, or the sum 
payable to one single party does not exceed Rs. 20, such bills may 
be paid by cheques upon the Bank issued by the Accountant General 
or by any subordinate Gazetted Officer authorised by the Accountant 
General in this behalf. 

NOTE-The Controllers of Supply Accounts at Calcutta and 
Bombay make payment of the bills of civil establishments under 
their payment by issuing cheques on the Bank. 

440. Without prejudice to the generality of provisions made in 
these rules with regard to withdrawal of moneys from the Public 
Account, the procedure to be followed in the payment of claims 
presented for pre-audit at the office of the Accountant General may 
be governed by such instructions as may be issued in this behalf 
by the Auditor-General. 

Pensions 

441. Subject as provided in Section II of Chapter VI of Part V, 
claims for pensions payable at Calcutta, Madras or Bombay shall be 
presented at the office of the local Accountant General and paid by 
cheque upon the Bank if the amount exceeds Rs. 250, or in cash if 
the amount is Rs. 250 or less. 

At other stations, save where any other procedure has been duly 
authorised, pension bills will be cashed by the Bank upon pay orders 
issued by the Treasury Officer concerned. 

Departmental Payments 
442. Funds required for departmental disbursements by officers 

of the departments named below may be obtained from the bank 
direct in accordance with the rules specified against each-

Defence Rules 473 to 492. 
Railways Rules 501 to 504. 
Posts and Telegraphs-

Postal Section 
Telegraph Section 

Forest 

Rules 516 to 521. 
Rules 533 to 535. 
Rules 559 to 561. 
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NOTE-Assignments and letters of credit issued under rules 474 
and 513 as also Emergency Cash, Requisitions (Defence Service) 
issued under rule 478 may be acted on without further authority, 
the Bank observing the prescribed limitations. 

443. (a) Offices of the Public Works Department are authorised 
to draw funds by bills as well as by cheques. 

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

(c) In respect of cheques no letters of credit will be issued by 
the Accountant General, but where a Divisional Officer has intimated 
any limits on the drawings of a Sub-Divisional Officer, the Bank 
will observe prescribed limitation. In all other cases, cheques will 
be cashed without any limitation, if otherwise in order. 

444. Bills and cheques of disbursing officers of the department 
of Central Excises and Salt, North Western India, will be cashed 
by the Bank ir.t the same way as bills and cheques of officers of the 
Public Works Department. 

445. Unless there be any special rule or order of the Govern
ment to the contrary cheques of any departmental officer authoris
ed to draw funds by cheques may be cashed by the Bank direct 
without the intervention of the Treasury Officer. 

Refunds 

446. Refunds of revenue etc., will be made by the Bank on bills 
bearing a payment order signed by the Treasury Officer in accor
dance with the procedure prescribed in rule 437. 

This rule does not apply to refunds of Income-tax, Estate Duty, 
Wealth-tax, Expenditure-tax or Gift-tax; in the case of such refunds, 
the Income-tax Officer, Controller of Estate Duty, Wealth-tax Officer, 
Expenditure-tax Officer or Gift-tax Officer, as the case may be, is 
authorised to make out the refund order in the form of a direct 
order on the Bank and the endorsement of a second payment order 
by the Treasury Officer will be unnecessary. 

Discount on Sale of Stamps 

447. When discount on sale of stamps is allowed by deduction 
from the amount paid in by the purchaser, the net amount will be 
received and brought to account under rule 431, the receipt chalan 
being the payer's authority for receipt of the stamps from the trea
sury. 

Public Debt 
448. Government Promissory Notes-Government Promissory 

Notes, on which interest may be due, shall be presented to the 
Treasury Officer, who, having made the necessary examination and 

L/P(N)4!>ofEA-13 
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record, shall give the holder an order on the Bank in the following 
form-

Pay to ............ Rupees ............ being interest for ............ half 
year at ............ per cent, due on Government Promissory Note 
No. . ........... of . . .. . . . . . . . . for Rupees ................. . 

449. Bearer Bonds-The interest coupon attached to a Bond shall 
be presented to the Treasury Officer, who having made the necessary 
scrutiny and record, shall issue necessary orders on the Bank to 
make the payment. 

450. Stock Certificates-Interest on Stock Certificates will be 
paid by the Bank on Interest Warrants issued by the Public Debt 
Office concerned without the intervention of the Treasury Officer. 
The Bank will arrange to pay the interest due on the Warrant to 
the proprietor of the Stock Certificate. 

451. The provisions of rules 448 to 450 apply mu.tatis mutandis, 
for repayment of principal of any Promissory Note, Bearer Bond 
or Stock Certificate, which may be notified for dischrage; but nothing 
in these rules shall be deemed to override any rule or order contained 
in the Government Securities Manual regulating the procedure for 
the payment of interest on or principal of any Public Debt. 

Deposit Payments 

452. (1) Repayments of deposits standing at credit of individuals 
in the treasury register or in the Magistrate's or Judge's accounts 
will be made on the order of the officer on whose register they are. 
Persons claiming repayments of such deposits must, therefore, apply 
to the officer who received them, who, after examining the appro
priate register and making the necessary record, will give the appli
cant an order 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 or deposits of each Court. 

(2) In cases in which personal ledger accounts of Civil or 
Criminal Court Deposits are kept by the Bank, each Court will duly 
intimate from time to time to the Bank the amount of lapsed deposits 
to be deducted from the personal ledger pass book. 

453. Unless in any case the Government direct otherwise, cheques 
for withdrawal from a personal deposit account at the treasury shall 
be drawn upon and presented to the Treasury Officer. who will 
enface them with an order on the Bank to make the payment. 

Local Funds 

454. Payments will be made on cheques drawn by competent 
drawing officers of the Local Body concerned. Unless in any case 
the Government direct otherwise, such cheques will be drawn on 
the treasury and cashed by the Bank on pay orders issued by tht> 
Treasury Officer. 
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Where, under any special order, a Local Body draws money 
from the treasury by presentation of detailed bills, the procedure 
prescrib~d in rule 437 shall be followed 

Remittances 
455. The procedure with regard to remittance of treasure from 

the Bank and the testing of remittances made to the Bank from 
treasuries will be regulated by the provisions contained in Part XI. 

Currency o,f Payment Orders 
456. Payment orders issued on the Bank shall be valid only for 

a time not exceeding ten days, fixed by the Collector, if presented 
after the allotted time they will be refused payment by the Bank 
until revalidated by the Treasury Officer. 

Section IV-Dally Accounts and Returns 
457. The accounts and returns to be rendered by the Bank to 

the Treasury Officer m respect of transactions of the Central Govern
ment will consist of-

(i) A daily account of receipts and payments in Form T.R. 44, 
together with connected chalans and vouchers. 

(ii) A pass book or register of receipts and payment to be 
daily forwarded to and returned by the Treasury Officer. 

(iii) Where the receipts and payments take place at an office 
or agency of the Bank connected with the treasury of a 
Province, a CQPY of the daily schedule of receipts and 
payments on account of the Central Government, which 
is forwarded by such offict>r or agency of the Bank to 
its head office. 

458. In the daily accounts rendered by the Bank, such payments 
and receipts will be classified as may be directed by the Accountant 
General, in order that their arrangement may fit in with the forms 
prescribed or accounts kept at the treasury. The daily account will 
be prepared every day and the Manager or Agent, as the case may 
be, after satisfying himself as to its accuracy will docket and forward 
it to the Treasury Officer with the register of daily receipts and 
payments and with all the appertaining chalanc; and vouchers at the 
close of the day. 

The net amounts of payments 0111~· are to be entered, that is 
when a deduction is made from the amount of a bill, the daily 
account will show only the amount paid after deduction, and not 
the gross amount of demand. 

NOTE 1-Tt is of importance that these documents be ~cC'ured 
in a locked box when sent by the Bank to the Treasury Officer in 
order that there may be no possibility of any alteration or obst~ac
tion of any paper before they reach the hands of the Treasury 
()fficer. · 

NOTE 2-With the concurrence of tht> Accountant General. the 
daily accounts mav be submitted in the mornin~ following the date 
to which they refer, instead of at the close of the same day. 

L/ P1 N)4DofEA-13n. ' 
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459. Care shall be taken that vouchers sent to the treasury are 
conspicuously marked by the Bank with the word Paid. Inattention 
to this rule may lead to documents being paid twice in the event of 
their falling into unscrupulous hands. 

460. The Register of daily receipts and payments will contain 
five columns for (1) the date, (21, the total receipts for the day, (3) 
the total payments of the day, (4) the initials of the Manager or 
Agent as the case may be, and (5) the initials of the Treasury Officer. 
It will be written up and forwarded with the daily account to the 
treasury, the entries being certified by the initials of the Manager 
or the Agent in the 4th column. The Treasury Officer shall check 
the receipts and disbursements columns of the daily account, agree 
their totals with the figures entered in the register and examine the 
vouchers, and after initialling in the 5th column of the register in 
token of his verification, shall return the register to the Manager 
or Agent the same day or, as soon as possible, on the following day. 

461. The transactions o! Railways will not be included in the 
daily accounts and returns rendered by the Bank to the Treasury 
Officer under rule 457. Separate statements of receipts and pay
ments at the Bank on account of each Railway, together with all 
connected vouchers and other documents will be forwarded by the 
Bank daily to the Chief Accounts Officer of the Railway concerned, 
in accordance with such arrangements as may be !',;ettled between 
the Reserve Bank and the Railway Department. 

Section V-Mlscellaneous 

Register of Chalans and Orders for Payme11t 
462. The Treasury Officer shall maintain two registers in suitable 

forms, namely, a register of chalans issued and a register of orders 
for payment. The former of these may be worked by departments. 
the chalans of land revenue being passed and registered by the 
Land Revenue Department of the Collector's Office, those of excise 
revenue by the Excise Department, and so forth. 

Daily Posting of Accounts 
463. When the daily account with the chalans and vouchers is 

received from the Bank, the account shall first be examined against 
the chalans and vouchers which support it. Then the chalans and 
vouchers, which have been already approved and registered by the 
Treasury Officer, shall first be marked off in the register of chalans 
issued and of orders for payment, that is, the date of discharge shall 
be noted against the entires of them in those registers. Each item 
of receipt or payment will then be posted from the daily account. 
with it chalans and vouchers. into the cash book either direct or 
through some subsidiary register, and the net difference between 
the total receipts and the total payments posted in the Register of 
Reserve Bank Deposits in accordance with the directions contained 
in this behalf in the Account Code, Vol. II. The daily postings in 
this register must be checked and agreed. where necessary, with 
the daily schedules received under clause (iii) of rule 457. 
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Advices and Certificates 

464. Advices of receipts or payments which, according to any 
rule or order have to be sent to Public Officers or Departments, and 
consolidated receipts or certificates of receipts or payments required 
by any rule or order to be given to any Public Officer or Depart
ment, shall be prepared in the treasury and not in the Bank, as the 
point to be advised or certified is not that the money has been 
received or paid at the Bank, but that the receipt or payment has 
entered the treasury accounts. 

Nothing contained in this rule shall be deemed to override any 
local usage or practice under which advices and certificates referred 
to above are prepared by the Bank. 

Treasury Returns 

465. All treasury returns, with the exception of those the Bank 
is instructed to furnish under the rules in this part or under express 
orders of the Accountant General, shall be prepared in the treasury 
and not in the Bank. 
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PART VII-SPECIAL RULES APPLICABLE TO PARTICULAR 

DEPARTMENTS 

CHAPTER 1-DEF'ENCE DEPARTMEN'l' 

General 

'GG. The rules in this Chapter are intended primarily for the 
guidance of officers of the Defence Department in their dealings with 
the treasury and of the Treasury Officers dealing with transactions 
connected with that department. At places where the cash business 
of the treasury is conducted by the Bank, these rules shall have 
effect subject to the provisions of Part VI. 

In times of war, or in any particular case or class of cases requir
ing special treatment, these rules may be modified, relaxed or 
supplemented by special regulations made by, or with the approval 
of. the Governor General. 

Uemittance to Treasury 

467. Except m the case of earnest money deposits, cash ten
dered at a treasury or the Bank by an officer of the Defence Services 
must be accompanied by a Military Receivable Order in duplicate 
(triplicate in cases falling under Note 1 below Rule 469) issued by 
an officer authori&ed in this behalf under Rule 468. The name of the 
Defence Accounts Officer concerned should invariably be entered 
in the Receivable Order, care being taken to note the correct alloca
tion. The cheque received in paym~nt for service stamps supplied 
to the Defence Services should not be treated as receipts pertaining 
to the Defence Services, but dealt with under rule 317. 

The Receivable Order shall be issued in the Indian Army Form 
A 507, which is reproduced below-

Station 

Date 19 

rr'o 
The Treasury, 

The Officer-in-Charge of (a) 
fhe State 'Reserve Bank, 

Please receive from . or order the sum of rupees 
(b) ............... on account of ........ .. .... and credit th~ amount 

(full particulars) (c) 
as a Defence Department receipt pertaining to the (d) ................. .. 

Forwarded to with reference to his 

(Signature of the Issuing Officer). 
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D 
State 

............ Treasury, Heserve Bank Receipt No ............................. .. 

C1ated .................. 19 Received the sum of Rs. .. ................. . 
(ltupces . . .. ...... .. . .. . . .. .. . .. .. . . . only) . 

•••••••••••••••••••••••••••••••••••• 1 •••••••••••••••••••• 

[Signature and designation of Officer i/ c 

\a) Expunge the alternative entry. 

'Ireasury 
Bank 

(a)] 

(b) The amount will always be indicated both in words and 
figured. Care should be taken that no space is left for interpola
tion. Rule 71(v) F.R.I. Part II refers. 

(c) Enter full particulars, i.e., No. and date of Vouchers on 
which &tores issued, etc. 

ld) l:nter the name of the Defence Accounts Officer in whose 
tavour the amount is deposited. 

NOTE 1-Receivable order may be prepared by carbon process 
using indelible pencil-1.A.O. 1386 of 1941. 

NoTE 2-In the case of the sale proceeds of surplus stores dis
}:Josed 0:£ by auction upto Rs. 5,000 in any single category and all 
salvage and scrap by Depots/Installations of Defence Services, the 
~\11.R.Os. should be marked as adjustable by the Cs.D.A./J.C.D.A. 
concerned. 

In the case of surplus stores exceeding Rs. 5,000 the M.R.Os. 
should, however, be marked as adjustable by the Pay and Accounts 
Officer, Ministry of Works, Housing and Supply, New DPlhi. 

468. A list of departmental officers who are authorised to grant 
Receivable Orders is given in Annexure A to this chapter. The 
list shall be strictly adhered to by Treasury Officers in accepting 
money from or on behalf of the Defence Department. 

469. The Bank/Treasury shall, on the authority of a Military 
Receivable Order referred to in Rule 467, but not after twenty-one 
days of issue or revalidation in respect of Military Receivable 
Orders presented at the Bank under Rule 432, accept the amount 
mentioned in the order and credit it as receipts pertaining to and 
adjustable by the officer indicated in the order and return the 
original, duly receipted to the tenderer, the duplicate of the order 
also duly receipted, being sent to the Controller of Defence Accounts 
concerned with the daily Bank scroll/fortnightly schedule of re
ceipts. 

NOTE 1-Military Receivable Orders accompanying remittance 
by Headquarters, British Gurkhas in India, are made out in tri
pllcate and both the original and the triplicate of the order, rluly 
receipted, should be returned to the tenderer. 
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NoTE 2-In the case of sale proceeds of surplus waste and 
absolete stores disposed of by, or under orders of, the Central 
Disposals Organisations, the receipted triplicate copy together with 
the original sale account should be forwarded to the Deputy 
Accountant General, Industries and Supplies, New Delhi or Calcutta 
as the case may be. 

NOTE 3-The person paying the money into the Treasury should 
forward the receipted triplicate copy without delay to the Officer 
Issuing the Receivable Order (either direct or through the Supply 
Officer in the case of sums deposited on account of articles demanded 
on payment requisitions) to enable him to pass it on at once to his 
Accounts Officer for adjustment. 

NOTE 4-When the Directorate General, Industries and Supplies, 
undertakes to issue Railway Receipts for goods sold by him in ex
change for the remittance tendered on the authority of Receivable 
Orders, the Railway Receipts should be sent by him or by any other 
Officer under his instructions to the Treasury Officer concerned, 
who will comply with the instructions received. 

470. All recoveries made by Civil officers on behalf of the 
Defence Services may be paid into the treasury without Military 
Receivable Orders. 

NOTE-Amounts paid into the Treasury or Bank by a Government 
servant or his foreign employer on account of leave salary or pension 
contributions which are creditable to the Defence Services Estimates, 
may be accompanied by the Memorandum (or chalan) in Form 
T.R. 6 instead of the Receivable Order. 

Depnsits on account of the Defence Department 

471. Deposits of the Defence Department are of two kinds 
namely-

(i) EaTnest money deposits made by intending tenderers which 
aTe treated as Revenue Deposits under Ru.le 626-Such 
deposits may be received in the treasury without Receiv
able Orders, but the depositor must state the designation 
of the officer in whose favour he makes the deposit. That 
designation shall be entered on the receipt given by the 
treasury. 

(ii) Other deposits-These can be received only under the 
written authority prescribed in Rule 467, and they can be 
repaid only by cheques drawn against assignment or 
otherwise. These must be credited in the List of Receipts 
on account of Defence Department Remittances in accor
dance with the directions contained in the Account Code 
Vol n. 
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Deceased Officer's Estates 

472. The following form of receipt must be used when cash is 
tendered by Presidents of Committees of Adjustment of estates of 
deceased officer and men-

EsTATES OF DECEASED OFFICERS AND SoLDIERs 

Treasury (or Bank of ............ at ........... . 
Dated the . . .. . . .. . .. . . .. . .. . .. . .. 19 . 

Received from ............ P:esident, Committee of Adjustment, 
the sum of Rs ................... to be placed to credit of ................ .. 
(a) on account of estate of ............ of the ............ regiment ........... . 

(a) The name of the Defence Accounts Officer specified in the 
Receivable Order should be entered here. 

NoTE-The surplus of the estate of a deceased person subject to 
the Indian Army Act (VIII of 1911), to which no claim has been 
established within twelve months after his death and of the estate 
of deserter, should be remitted by the Commanding Officer con
cerned to the Accountant General, Central Revenues. 

Drawing from Treasury 
Defence Accounts Officers 

473. A Defence Accounts Officer is authorised to draw cheques 
without being placed in account by the Accountant General for 
departmental disbursements on any treasury consistent with the re
quirements of Rules 147 to 167 or other relevant provisions of these 
rules. 

Other Disbursing Officers 
474. (1) Disbursing Officers of the Defence Department other 

than Defence Accounts Officers may be placed in funds at particular 
treasuries by annual assignment estimates in their favour issued to 
Treasury Officers by the Defence Accounts Officer concerned. The 
probable cash requirements of each officer for each month shail be 
specified in these assignments. 

Disbursing Officers may arrange in direct communication with 
the Defence Accounts Officer for the transfer of their cash assign
ments from one treasury to another, except in cases in which the 
transfer of funds is desired in favour of another disbursing officer. 

(2) Payments will be made by Treasury Officers against these 
assignments provided that the disbursements made in any month, 
added to the payments already made in the previous months of the 
year, do not exceed the amount for which provision has been made 
up to that period in the annual assignment estimate. For the pur
pose of watching payments against assignments, the Treasury Officers 
shall keep a progressive account in Form T.R. 45. · 

Explanation-If the total provisions of funds from April to 
November, inclusive, be at the rate of one, lakh of rupees per month 
or eight lakhs in the aggregate, and the amount drawn up to October 
be only six lakhs the difference of two lakhs may be drawn in 
November. 
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NoTE-As provided in sub-rule (2) of Rule 169, the balance of 
the assignment unpaid on the last day of the financial year should 
lapse, except as regard cheques drawn before but paid afte.r end 
of the year, the amounts of which are to be taken against the assign
ment of the year in which the cheques were drawn, the excess if 
any, being treated as an overdrawal of the previous and reported 
to the authorities concerned. 

475. A Disbursing Officer who is allowed an annual assignment 
on a treasury shall draw against it exclusively by cheques, which will 
be forwarded as vouchers in support of the charges in the treasury 
account. 

476. Each Disbursing Officer other than a Defence Accounts Offi
cer shall maintain a pass book in Form T.R. 46, which will be sent 
periodically to the Treasury Officer to be completed fro~ the register 
of cheques paid, and always immediately after the close of the 
month. 

NoTE.-Please see Note below Rule 192. 

477. In order to ensure that no inconvenience is caused to Civil 
Account Officers in determining the particular Defence Accounts 
Office against which debits should be raised for sums paid by 
treasuries on account of the Defence Department, any person who 
draws money by issuing a cheque or otherwise for disbursement on 
the Defence Services, shall state on the cheque or ot~r document, 
the particular J:?efence Accounts Office against which the amounts 
should be debited, special care being taken to indicate the correct 
allocation. 

Advances 

478. In cases of emergency, when delay in applying for a supple
mentary assignment would be pfoductive of inconvenience to the 
public service Disbursing Officers in need of funds over and above 
the amount which they may draw under Rule 474 may obtain an 
additional credit on a treasury on the authority of an Emergency 
Cash Requisition (Defence Services). Such credit must not be applied 
for except in cases of actual nece!lsity. Payments against advances so 
obtained shall be made on cheques in the ordinary form and shall 
be charged in the treasury accounts in the same way. 

NoTE.-The procedure in respect of custody, issue and encasih
ment of Emergency Cash Requisitions (Defence Services) should be 
the same as in the case of cheques.; that is-

( 1) Emergency Cash Requisitions (Defence Services) should be 
written in a prescribed form printed on a special kind of 
paper and bound in books of convenient sizes. 

(2) The instructions contained in Rules 150 to 156 should be 
followed mutatis mutandis in the case of Emergency Cash 
Requisition (Defence Services) also. 
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(3) Each book containing Emergency Cash Requisition (De
fence Services) forms should be numbered consecutively 
and there should be two numbed on each form, namely, 
E;Elergency Cash Requisition (Defence Services), .The num-

Hook No. 
ber of each book as well as that of the first and the last 
forms contained therein should be communicated to the 
Treasury Officer before the book is broui:?ht illto use. On 
presentation of an Emergency Cash Requisition (Defence 
Services) at the treasury for payment, it will be the duty 
of the Treasury Officer to satisfy himself, by comparison of 
the numbers printed on it, that it has been issued from the 
book notified to be in use by the Officer signing the Emer
gency Cash Requisition (Defence Services). 

479. In cases of emergency, when time does not admit of money 
being obtained from Defence Accounts Officer, an advance, if 
admissible under departmental regulations, may be drawn from the 
treasury on the authority of an Emergency Cash Requisition (Defence 
Services) specifying the sum sanctioned and the name and office1 of 
the payee. The individual receiving the advance, must furnish the 
Treasury Officer with a copy of the order sanctioning the advance 
and receipt in duplicate. The order authorising a Treasury Officer to 
make an advance of pay, travelling allowance, etc., shall also indi
cate the particular Defence Accounts Officer by whom the advance 
is adjustable. 

Each officer who signs an order for an advance shall satisfy him
self of its proprie,ty and admissii.bility and the identity of the appli
cant. He shall be held res}Jonsible that no unauthorised and irregu
lar advances are granted. Receipts for such advances shall be mark
ed "emergent", and the Emergency Cash Requisition (Defence Servi
ces) must be furnished in each case to support the payment. One 
receipt with one copy of the Emergency Cash Requisition (Defence 
Services), shall be transmitted to the Defence Accounts Officer con
cerned on the very dau on which the advance is made, ·the1 other 
copy of the receipt, with apother copy of the order forming the 
voucher for the account. 

NoTE.-The Note under Rule 478 applies to this rule also. 
480. In every case when an advance is made Qn the authority of 

an Emergency Cash Requiliiition under the provisions of Rules 478 
and tf'79, the Treasury Officer shall, on the same day, send a letter of 
advice to the officer who authorised the advance in Emergency Cash 
Requisition (Defence Services). 

481. All extracts from or copies of Emergency Cash Requisition 
(Defence Services) which are intended for presentation at. the trea
sury1 shall when practicable, be si~ned bv the officer on whose respon
sibih ty tbe Requisitions are issued. As this may not always be possible 
or convenient, specimen of signature of Officers who may be authO-i 
rised to sign true copies of such Requisitions shall be forwarded to 
the Treasury Officers concerned to enable them to compare signa
tures on the extracts or copies with the specimen. 
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482. Treasury Officers shall on no account receive cash from offi .. 
cer of the Defence Department in re-imbursement of advances made 
from the treasuries. Such advances shall be adjusted by the oflicers 
receiving them in communi~ation with the Defence Accounts Officer 
concerned. 

Emergent Payments for Troops on Active Service 

483. When a Treasury Officer is required to make payments for 
troops on active service and such payments are not provided for in 
these rules the fact of the payment must be reported immediately to 
the Defence Accounts Officer concerned, as in the case of eme.rgent 
advances. 

484. In times of war when a Civil Officer is directed to incur ex
penditure for the Defence Department in procuring or collecting 
baggage, ammals or supplies, or in other ways, he shall at once repor\ 
to the Defence Accounts Officer concerned the best estimate he can 
form of the amount he will expend and the probabJe time during 
which his payments will be made. It is very necessary, too, that all 
claims thus incurred should be promptly paid. 

485. (1) Every payment made by a Civil Officer on account of 
animals or stores purchased for the Defence Department shall be 
supported by-

(i) the payee's receipt, and 
(li) the receipts of the purchasing officer to whom the animals 

or stores are handed over, in which receipt should be 
specified, in the case of animals, the depot roll on which 
they will be accounted for, and in the case of stores, the1 
return in which they will be brought to account. 

(2) When there is no representative of the Defence Department 
to whom the animals or stores can be handed over, the Civil Officer 
shall furnish proof that he has made them over to the railway autho
rities at the point of transmission for despatch to their destination, 
the proof being a certified copy of the acknowledgment of their re
ceipt by the Station Master or other responsible officer of the 
railway. 

Indian Navy Payments 

486. (1) Officers commanding ships of the Indian Navy will be 
furnished with Warrants in Form T.R. 47, on presentation of which, 
accompanied by a requisition in duplicate in Form T.R. 48, they may 
draw from treasury such sums as they may require for the pay of the 
officers and crew, and for petty contingencies. The treasury officer 
shall note the advance on the Warrant which he will return to the 
Officer receiving the money and shall forward the oriqinal requisition 
to the Controller of Naval Accounts keeping the duplicate duly re-
ceipted, as the voucher for his treasury cash account. ' 

(2) Other payments for the Indian Navy may be made on 
cheques issued by the Controller of Naval Accounts. 
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487. Bills for the hire of transports, and for coal, stores, etc., 
supplied to Indian Navy shall be forwarded direct to the Controller 
of Naval Accounts, who after audit will issue cheques for the 
amounts payable at the Bank at Calcutta or Bombay, as the case may 
be. A list of cheques paid will be furnished to the Controller by the 
Accountant General, Bengal and Bombay, monthly, as also a list of 
all other payments made by their offices on account of the Indian 
Navy, accompanied by vouchers for such payments. 

488. These rules do not apply to the transactions of Shipping 
Master or other officers charged with the duty of collecting the wages 
and effects of deceased British seamen and of administering relief to 
British seamen found in distress, such transactions being governed 
by the special instructions embodied in Rule 788. 

Miscellaneous Payments 
489. Funds may be supplied to His Majesty's ships on the East 

Indies Station on bills drawn in duplicate by the Accounts Officers of 
the ships on the Accountant General of the Navy, London, at the 
rate of exchange fixed from time to time for the adjustment of trans
actions between the Indian and His Majesty's Imperial Governments, 
and endorsed in favour of the Accountant General, India Office, 
London. Such bills shall be cashed at treasuries and forwarded bv 
the Treas.urv Officer on the date of payment to the Accountant Gene
t al concerned. 

When stores are supplied or work done for such ships, Navy bills 
in duplicate drawn on the Accountant General of the· Navy, London, 
at the rate of exchange mentioned above shall be obtained in seittle
ment of the amount due for such stores or work. These bills shall 
not be cashed at treasuries, but shall be endorsed "Pay to the Accoun .. 
tant General, India Office, London" and forwarded, together with 
supporting vouchers (e.g., receipts signed by the responsible officers 
of the ships for stores supplied), on the date of receipt to the Accoun ... 
tant General with a covering letter for tranmission to the Controller 
of 'Naval Accounts. 

490. Vouchers in support of payments of rents in Military Can
tonments and other recurring charges of a similar nature shall con
tain a reference to the authority under which each payment is made, 
and shall be forwarded in original. 

Payments to Men on leave 
491. Payments to men on leave in Ind1d. may be arranged for by 

their Commanding Officers by means of Reserve Bank drafts. irres
pective of the command to which they belong and the Province in 
which they reside while on leave. 

Payments to Pensioners, etc. 
492. Paymeuts to Military pensioners, etc., will be regulated by 

the provisions contained in Rules 373 to 375. 
Supplemental 

493. Subject to the general provisions of this chapter supple
mentary instructions for the guidance of departmental officers may 
be laid down by departmental regulations · 
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ANNEXURE A 

(See Rule 468) 

List of departmental officers of the Derence Department wbo are 
authorised to issue Receivable Orders 

The Military Accountant General or any Gazetted Officer or 
Accountant on his staff. 

l. The Chief of the Air Staff. 
2. Air Officer Commanding an I.A.F. Command. 
3. Officer Commanding an I.A.F. Station 
4. Officer Commanding an I.A.F. Wing. 
5. Officer Commanding an I.A.F. Squadron 
6. Officer Commanding an I.A.F. Detachment. 
7. Officer Commanding Unit or Flight. 
8. Officer Commanding an I.A.F. College. 
9. Officer Commanding an I.A.F. Ground Training School. 

10. Officer Commanding an Air Force Equipment Depot. 
11. Officer Commanding an Air Force Base Repair Depot. 
12. Officer Commanding an Aircraft Depot. 
13. Officer Commanding an Air Force 'X' M.U. 
14. Officer Commanding an Air Force M.T.S.U. 
15. Officer Commanding an I.A.F. Hospital. 
16. Officer Commanding I.A.F. Record Office. 
17. Officer Commanding, I.A.F. Central Accounts Office. 
18. Officer Commanding, Inspectorate of Explosives I.AF. 
19. Commandant, Technical Training College. 
20. Controller General of Defence Accounts or any Gazetted 

Officer or Accountant on his staff. 
21. Controllers of Defence Accounts and any Gazetted Officer 

or Accountant on their staffs. 
22. Pension Paymaster, Madras, Bengalore and Secunderabad. 
23. Officer-in-chSrrge of Pensioners, Trivandrum and Trichur. 
24. The Director of Military Training. 
25. The Commandants of Schools of Instruction. 
26. Recruiting Officer. for Gorkhas, Kunraghat (Gorakhpur). 
27. Deputy Recruiting Officer for Gorkhas, Ghoom. 
28. The Embarkation Staff Officer. Bombay. 
29. Officer of the A.S.C. 
30. Departmental Officers, Warrant and Non-commissioned offi

cers and J.C.Os. in supply and transport charge at outposts. 
31. Officers and others incharge of Military Farms. 
32. Officer Commanding Remount Depots. 
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33. Remount and purchasing agents. 

34. District Remount Officers, horse and mule breeding areas. 

35. The Director General, Ordnance Factories. 

36. Superintendents/Officers-in-charge, Ordnance Factories. 

37. Service Officers, Ordnance Officers (Civ.} and J.C.Os. in 
charge of A.O.C. establishments. 

38. Heads of Technical Development Establishments or any other 
commissioned or gazetted officer on their staff. 

39. Officers and sub-divisional officers of M.E.S. 
40. The Os.C., Armed Forces Medical Store Depots. 
41. The Commandant, Armed Forces Medical College, Poona. 
42. The Officer-in-charge, Radiology Group, A.F.M.S.D., Poona, 

Brigades and Sub-areas. 
43. The Staff Officers of Commands, Areas, Brigades and Sub

areas. 
44. Military Estate Officers and their representatives in canton

ments. 
45. Officers Commanding a unit other than Territorial Army 

Unit. 
46. The Officer Commanding, Port Blair. 
47. Officers in charge of Military Treasure Chest. 
48. @Unit accountants attached to M.E.S. Officers. 
49. @Head clerks employed in the offices of garrison engm':'ers 

or out-station assistant garrison engineers. 
50. The Chief of the Naval Staff. 
51. Flag Officer (Flotilla), Indian Fleet. 
52. Commodore-in-charge, Bombay /Cochin. 
53. Captain Superintendent, l.N. Dockyard. Bombay. 
54. Naval Officer-in-charge, Vizagapatnam. 
55. Resident Naval Officer, Calcutta/Madras. 
56. Commanding Officers of all shore establishments. 
57. Director General of Disposals, his regional representatives 

and agents and any gazetted officer on his staff. 
58. Purchase officers and other purchasing agencies of the Sup-

ply Department. 
59. Director, School of Foreign Languages, Ministry of Defence. 
60. Armed Forces Information Officer. 
61. Deputy Armed Forces Information Officer. 
62. Editor, Sainik Samachar. 

--------------------- ·--------
@For amount due to Government on account of rent and charges 

for water and electric energy only. 
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CHAPTER II-RAILWAY DEPARTMENT 

General 

[PART VII 

494. The rules in this Chapter are intended primarily for the 
guidance of officers of Indian Government Railways, in their dealings 
with treasuries, and of Treasury Officers dealing with the transac
tions of those Railways. They apply also to Railway Companies 
which, under the terms of their agreements, are provided with funds 
from the Public Account and are required or permitted to remit 
their cash receipts thereto. 

At places where the cash business of the treasury is conducted 
by the Bank, these rules, shall have effect subject to the provisions 
of Part VI. 

495. All cheques, chalans and remittance notes of the Railway 
Department shall have the name of the Railway stamped or printed 
on the top in bold letters so as to enable the Bank or the Treasury 
Officer to classify the receipts and payments correctly against the 
account of the Railway concerned. 

Remittance to Treasury 
496. Except as provided in sub-rule (2) of rule 7, all earnings 

and other receipts of the Railways, whether on capital or revenue 
account, shall be remitted by each Railway Administration into the 
treasury in accordance with the procedure prescribed in this Chapter. 

NOTE-Amounts payable to Railways by private individuals or 
companies should, as far as possible, be received by cheque or in 
cash by the Railway Officer concerned. A similar procedure should 
be followed, whenever amounts are payable in cash to Railways by 
other Government departments. 

497. Whenever under the provisions of sub-rule (2) of rule 7, 
cash receipts of a Railway are utilised for current disbursements, 
the Railway Officer concerned shall, before the end of the month, 
send to the Treasury Officer a cheque for the amount thus utilised, 
drawn in his own favour and endorsed by himself with the words 
"Received payment by transfer credit to . ... Railway": 

Provided that the Chief Accounts Officer may, with the prior 
approval of the Railway Department, exempt any particular trans
action or class of transactions from the operation of this rule. 

498. No deposit account can be opened in a treasury by Officers 
of the Railway Department, whatever sums are paid into a treasury 
by a Railway Officer, or on his account, must be carried to the credit 
of the Railway Administration concerned. 

NoTE-This rule applies also be deposits made, at the lnstance of 
the Railway Department by Municipalities or other Local Funds 
or Local bodies to meet the cost of works to be carried out by that 
department. In such cases, the accompanying chalan should state 
clearly the name of the Railway (and if possible, of the Railway 
district) to which the amount is creditable and of the work to which 
the deposit relates. 
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499. A Railway officer who has frequently to make remittances 
shall keep a book in which he will enter all his remittances to the 
treasury. This book shall accompany the remittance and the chalan 
to be receipted by the treasury. Whenever moneys other than ordi
nary earnings have to be deposited into a treasury by a Railway 
Officer, a copy of the chalan or remittance note for the moneys so 
deposited shall be immediately sent by the remitting officer to his 
Chief Accounts Officer. 

NOTE-Remittances made to the Bank of cheques paid m as 
Railway receipts should be entered in the remittance book, but in 
the place for the treasury receipt should be entered "by Bank 
Cheques" and the book need not be sent with the remittance, pro
vided that the cheques are always endorsed-"Pay to the Bank 
-------" or "Credit account of Government". 

500. (1) In the case of open lmes of Railway, remittances shall 
be made by or on b~alf of the Chief Accounts Officer of the Railway 
as far as possible daily. Each remittance, shall be sent under cover 
of a special form (State Railway Form No. A938). tendered in dupli~ 
cate, giving full particulars of the remittance. The Treasury Officer 
shall write in words at the foot of each form the amount received, 
and return one of the forms as a receipt, the other being retained 
in the treasury. 

(2) In the case of railway stations permitted to pay their earn
ings direct to local treasuries each remittance shall be sent with 
the book of remittance notes (State Railway Form No. A938) which 
contains one block foil and two counterfoils. ThPse counterfoils and 
the block foil shall be filled in by the Rtation Master to show the 
full particulars of the remittance. The Treasury Officer shall write 
in words at the foot of each form the amount received and retain the 
second counterfoil. returning the book with the block foil and the 
remaining countE'rfoil duly initialled and signed respectively. 

NOTF.-Remittances made into treasuries by Railways on the 
last working day of a financial year should. on the authority of thf! 
Railway chalans, be brought into the treasury accounts for the dav 
on which they are received, even though they remain unshroffed. 
When, however. they are subsE'quently shroffed, any excesses or 
deficiencies which may come to liizht between the shroffed amounts 
and the sums prPviouslv brought into accounts. should be adjusted 
with the Railway DPPRrtmE'nt in the treasury accounts for April. 
WhPn a refund is made to a potdar. the Treasury Officer should 
sPnn a sep::iratn intimation of the amount to the Railwav OffiC'cr 
who made th(-' remittance. 

Drawings from Treasury 

501. Disbursing officers of Railways, who may be so authorised 
by the Chief Accounts Officer may draw cheques on snPcified trea• 
suries with which they mav be placed in accounts. No letter of 
crcriit will bP issttE'd, specifying any limit up to which such cher)Ue~ 
mnv hn dn1•vn 
J. 1P(N)4DofEA-l .i 
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Subordinate Railway Ofticers 

502. A railway disbursing officer authorised to draw money b:Y 
cheques may empower any of his subordinate officers to draw cheq~es 
agamst his own drawing account to any extent that he may specify 
supplying him with a cheque book bearing a different number from 
his own and advising the treasury thereof. 

NOTE-Cheques drawn and paid under a letter of authority 
issued by a disbursing Officer should be dealt with in the same way 
as if drawn by himself. The letter of a authority should be dealt 
with the Treasury Officer in accordance with the procedure pres
cribed in Rule 194. 

503. When :l:unds are required for a subordinate at a different 
treasury from that with which a disbursing officer himself banks 
the latter shall get himself placed in account with that treasury, and 
then empower his subordinate to draw against it. Funds. may not 
i>e made available for such a purpose by means of Reserve Bank 
drafts. 

Payments at Sub-treasuries 

504. Subject as provided in Rules 150 and 163, funds may be 
obtained by a disbursing officer or his subordinate officers from sub
treasuries, by means of cheques. 

Service Postage Stamps 

505. Officers of railways requiring service postage stamps shall 
send a cheque for the value of such stamps drawn in favour of the 
officer who supplies the stamps, in accordance with the procedure 
prescribed in Rule 317. 

Compensation for Land 

506. The Procedure to be observed for the payment of compen
sation for lands taken up for the purpose of the Railway, when 
such payments are made by the Collector or any other officer not 
acting as a railway disburser, shall be governed by the orders con
tained in Appendix 6. 

Special Land Acquisition Officers acting as disbursers of the 
Railway Department shall be treated for the purposes of the rules 
in this Chapter as officers of the Railway Department and moneys 
can be issued for their disbursement only in confirmity with the 
provisions of these rules. · 

Supplemental 

507. Subject to the general provisions of this Chapter supple
mentary instructions for the guidance of departmental offi~ers may 
be laid down by departmental regulations. 
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i'IPJWIAI, RULE8 FOU PARTIOUl..AR DEPARTltlENTS 

CHAPTER III-PosTs AND TELEGRAPHS DEPARTMENT 
Postal Section 

General 

1508-511 

508. At places where the cash business of the treasury is con
ducted by the Bank, the rules in this Chapter shall have effect 
subject to the provisions of Part VI. 

Treasury Pass Book 
509. Each Head Post Office must keep for each treasury with 

which it deals a separate Treasury Pass Book in departmental form 
which will contain a complete record of all sums received from or 
paid into the treasury, whethet in cash or by transfer, by itself or 
by any of its sub-offices. If the Head Post Office is at headquarters, 
this book shall accompany all remittances to or dem~nds on the 
treasury, and shall be attested by the Treasurv Officer m respect of 
Lhe Head Post Office transactions as they occur, and in respect of 
Lhe sub-treasury transactions after verification with the credits and 
debits communicated in the sub-treasury accounts. If the Head Office 
has dealings with a sub-treasury only, the pass book need not be 
attested by the Treasury Officer, as it would have to be transmitted 
by post, which would be inconvenient. 

NOTE 1-When a postmaster has a sub-post office under him, 
which has transactions with a treasury or sub-treasury in another 
district, he must keep two Treasury Pass Books, one with the local 
treasury and the sP.cond with the treasury or sub-treasury of the 
other district. 

NOTE 2-Separate Pass Books should be kept by sub-post offices 
dealing directly with a treasury. 

NoTE 3-The Treasury seal 01 stamp should be affixed against 
all entries in the Treasury Pass Book. 

510. The Head Post Office Treasury Pass Book must be kept in 
the Head Postmaster's personal custody and he must himself make 
all the necessary entries in it. 

NoTE-In the case of Presidency Offices, this duty may, under 
the orders of the Director General, be delegated to a gazetted 
Deputy or Assistant Presidency Postmaster. 

Remittance to Treasur11 
511. (1) Money paid into a treasury by a Postmaster shall be 

forwarded with the memorandum of remittance prepared under 
departmental regulations and the Post Office Treasury Pass Book 
and shall be acknowledged by the signature of the Treasury Officer, 
or of the Accountant and the Treasurer in case of sums under Rs. 500. 
m the column provided in the latter. 

(2) Money paid into a treasury by a Sub-postmaster shall be 
forwarded with the memorandum of remittance in duplicate and 
the pass book kept bv the sub-office, the pass book shall be signed 
by the Treasury Officer, or by the Treasurer and the Accountant 
if the amount is below Rs. 500. The duplicate memorandum shall 
be retained in the treasury and the original rf'turned signed as 
above to the Sub-postmaster. 

J,IP(N)4Dot'KA-1.J..t 
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(3) Money paid into a sub-treasury by a Postmaster shall be 
accompanied by the Post Office Treasury Pass Book and a single 
memorandum of remittance. The Sub-treasury Officer shall attest 
the entries in the pass book and return the memorandum. 

( 4) Money paid into a sub-treasury by a Sub-postmaster shall be 
accompanied by the sub-office Treasury Pass Book and by memo
randum of remittance in duplicate. The Sub-treasury Officer shall 
attest the entries in the pass book and return the original memo
randum duly signed. 

NOTE-Cheques, credit chalans and pay orders accepted under 
Rule 81, should be forwarded to the Treasury Officer as a remittance 
31ong with the Treasury Pass Book. Each cheque will be shown as a 
separate entry in the Treasury Pass Book and will be accompanied 
by a separate memorandum of remittance in duplicate showing full 
particulars of the cheque. The Treasury Officer will tick off each 
entry in the Pass Book and sign once against all the entries bracketted 
together and this will constitute a prelimianry acknowledgement of 
the cheques. After clearance of the cheques, he shall return the origi
nal memorandum duly signed, as the final receipt for the remittance 
and retain the duplicate in the Treasury. 

Cheques on local clearing banks may, however, be included in 
one memorandum of remittance showing the total number and 
amount of the cheques, which will be presented to the Treasury in 
duplicate along with a list in triplicate, showing the details of 
each cheque. The Treasury Officer shall return one copy of 
the list along with one copy of the memorandum of remittance 
duly signed after clearance and retained one copy of the memo
randum of remittance and two copies of the list. One copy of the 
list will be for his own record and the rest for transmission to th~ 
Accountant General. In case any cheaue is not cleared and is re
turned unpaid the fact will be noted against the re1evant entry 
of all copies of the list with consequential correction in the memo
randum of remittances duly attested before one copy of each is 
returned to the Post Office. 

512. Payments to the Post Office for money orders issued by 
Treasury Officers. shall not be made in cash, but the amounts will 
be credited to the Post Offict! in accordance with the procedure 
prescribed in Rule 198. 

Drawings from Treasury 
513. Letters of Cn-dit-Letters of credit both ordinary and tele

graphic, may be issued by, th!:! Deputy Accountant General, Posts and 
Telegraphs in charge of Audit Offices at Calcutta. Nagpur, Madras. 
Kapurthala and Delhi, on treasuries in favour of Postmasters within 
their circle of audit to place them in funds for their cash require
ments. 

514. When Funds are required for a Sub-postmaster at a different 
treasurv from that with which the Postmaster himself banks, the 
latter must obtain from the Deputy Accountant C":r€neral, Posts and 
Tele11raohs concerned, a lPtter of credit on that treasury 4lnd then 
empower his subordinate Postmaster to draw agaim:t it. 
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515. Supplementary Telegraphic Credits-Should an unexpectedly 
large demand on any treasury arise, the Deputy Accountant General, 
Posts and Telegraphs, shall telegraph to the Treasury Officer direct 
"Credit Post-Thousand" and shall confirm the Telegram on the 
same day. Immediately on receipt of the telegram, the Treasury 
Officer shall issue necessary advice to the Postmasters concerned. 

Payment against Letters of Credit 
516. Payments to the Post Office against letters of credit shall be 

made on presentation of receipts, which will simply show the amount 
required without mentioning the nature of the charge. 

I 

517. At places where the cash business of the treasury is con
ducted by the Bank, Postmasters in charge of Post Offices approved 
by the Director General, Posts and Telegraphs may make payments 
on account of Postal transactions to important firms and individuals 
of repute by means of cheques against letters of credit. Such cheques 
may not be drawn for amounts less than Rs. 100. 

NoTE-When issuing these cheques, Postmasters should enter the 
amounts in their Treasury Pass Books, and the Treasury Officer should 
attest entries when the book is next presented by the Postmaster. 
If a cheque has not in the meantime, been cashed, the item should 
be left unattested Ly the Treasury Officer till such time as the cheque 
is cashed. 

518. A Postmaster may empower any of his Sub-postmasters to 
draw against his own letter of credit to any extent that he may 
specify intimation being given to the Treasury Officer and his con
sent obtained. 

519. The Postmaster shall inform the Treasury Officer on the 
manner in which he desires the amount of his letter of credit to be 
distributed between the district and any sub-treasuries, to be drawn 
against by himself and his Sub-postmasters. If, at any time,. pay
ments are required to be made at the district treasury. or at a sub· 
treasury in excess of the allotment made to it, the Postmaster may 
sanction an additional allotment by a corresponding reduction in the 
amounts assigned to specified sub-treasuries or the district treasury 
The Treasury Officer and Sub-treasury Officers shall then pass pay· 
ments against the revised allotments. Redistribution of allotment~ 
to sub-treasuries shall h'! communia<ited by wir,, when~ver possible 
by the district treasury to ti.u:: suo-treasuut::. concerned. 

520. When funds are drawn by a Postmaster from a trea,_ry or 
a sub-treasury, he shall present his Treasury Pass Book with a 
receipt. The Treasury or the Sub-treasury Officer will initial the 
entry in the book and return it, with the many, to the Postmaster, 
retaining the receipt as voucher in support of the payment in his 
own account. 

NoTE-Notwithstandin~ the provisions of clause (iii) of Rule 138, 
receipts in indelible pencil impressed with the oblong Money Orde1 
Stamp and signed by the Head Postmaster may be accepted as suffi
cient. 
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521. When funds are drawn by a Sub-postmaster from a treasury 
or sub-treasury, he shall present his pass book with duplicate receipts. 
The Treasury or the Sub-treasury Officer shall initial the entry in the 
pass book, return one receipt with a note of payment written across 
it, with the money, to the Sub-postmaster, and retain the other 
receipt in support of the payment in his own account. 

Payments due on Money Orders 
522. Payments on account of revenue money orders may not be 

made in cash; the transactions may be adjusted by book transfer on 
a receipt signed by the Postmaster for the total value of the money 
orders payable to the revenue authorities on each day. The debits 
to the Post Office raised on this account shall not be charged against 
letters of credit. 

This rule applies also to money orders in ordinary form issued 
in favour of the Collector 1n payment of revenue under his manage
ment. Ordinary money orders in favour of other Government officers 
will be paid in cash in the ordinary course. But in Bengal, money 
orders in favour of the Deputy Collector, or an Officer in charge of 
any department under the Collector, or in favour of the Sub-divisional 
Officer, or an officer in charge of any department under the Sub
divisional Officer, may also be paid by book transfer. Money orders 
in favour of any other officer of the Government in his official 
capacity may also be paid by book transfer when a written requisi
tion to that effect has been received by the Post Office from the 
Treasury Officer. 

523. With the exception of money orders in favour of a Can
tonment Board, all money orders in favour of any Local Body en
titled to bank at the treasury may be adjusted by book transfer. 

523-A. Payment of Indian Postal Orders to Government and 
Semi-Government Offices may be made by book adjustment on 
receipt of a treasury voucher from the Postmaster who shall present 
it to the Treasury Officer along with the Pass Book. The Treasury 
Officer shall enface the treasury voucher 'Paid by book adjustment 
by the Treasury Officer' and debit the amount shown in the treasury 
voucher to the Remittance head 'Adjusting Account with Posts and 
Telegraphs' by per contra credit to the receipt head concerned. 

Payment of Municipal Taxes on Postal Buildings 

524. The following procedure shall regulate the payment by book 
adjustment of Municipal ~axes on Post Offices:-

The Postmaster, on receipt of a bill from a Municipality or a 
Local Board, should enter the amount of the bills as a drawing from 
the treasury in the Treasury Pass Book, and send the Treasury Pass 
Book with the bill and a receipt to the Treasury Officer concerned. 
The Treasury Officer should attest the entry in the pass book and 
credit the amount to the account of the Municipality or the Local 
Board, as the case may be, retaining the receipt as a voucher in 
support of the debit in his own account. The Postmaster, on receipt 
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of the Pass book and the bill with the note made by the Treasury 
Officer to the effect that its amount has been credited to the account 
)f the Municipality or Local Board concerned, should make the 
necessary entries in his own account the entry on the payment side 
bemg supported by the bill. The drawings from the treasury on 
this account should be taken against Letters of credit. 

Transactions with Indian States 

525. In every case in which it is deemed necessary to use the 
treasury of an Indian State for paying into it the surplus collections 
uf a Post Office, or for drawin~ money therefrom for departmental 
purposes, or for both of the&e purposes, the detailed arrangements 
shall be such as may be settled by the Director General, Posts and 
Telegraphs, with the State authority concerned with the approval 
of the Government. 

Treasury Accounts 

526. At the end of the month, the Postmaster of each Head Post 
Office shall prepare a consolidated receipt in Form T_R. 49 for all 
payments made by him during that month into each treasury, giving 
full particulars of each transaction chronologically, and send it to 
the Treasury Officer by the fourth of the month following. The 
Treasury Officer shall fill in, against each item in the receipt, the 
month in which credit has been afforded by him, attest the entry, 
emboss the consolidatE:d receipt with the seal or stamp of the Trea
sury, make out an analysis of the amounts of his credit by months 
at the foot of the receipt and return it to the Postmaster by the 
12th of the same month. The Treasury Officer should also keep a 
note of verification of the Consolidated Treasury Receipts in the 
Register of Post Office receipts (referred to in Article 60 of the 
Account Code Vol. II) just below the totals of each month. 

The Postmaster of each Head Office shall prepare in duplicate 
(by carbon process) in Form T_R. 50, a similar consolidated receipt 
for all drawings from each treasury made during the month, giving 
full particulars of each transaction chronologically and send it to the 
Treasury Officer by the fourth of the month following the month of 
transaction. The Treasury Officer shall fill in against each item in 
the receipt, the month in which the corresponding debit has been 
raised by bun, attest the entry incorporate in the consolidated receipt 
any moq1fication by addition or deduction in red ink at the end also 
make out an analysis of his debits by months at the foot of the 
receipt. The Treasury Officer shall agree the figures with his total 
debits for the month and send both the copies of the receipt to the 
Accountant General by the tenth of the month following. 

Supplemental 

527. Subject to the general provisions of this Chapter, supple
mentary instructions for the guidance of departmental officers may 
be laid down by departmental regulations. 
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CHAPTER IV-POSTS AND TELEGRAPHS DEPARTMENT 

Telegraoh Section 

General 
528. At places where the cash business of the treasury is con

ducted by the Bank, the rules in this Chapter shall have effect 
subject to the provisions of Part VI. 

Receipts 
129. Moneys received by Departmental Telegraph Officers and 

such other Officers of the department as are allowed to draw funds 
for departmental disbursements from Post Offices, may be remitted 
to Post Offices in accordance with the departmental regulations. 
Moneys received by other officers of the departmental shall be paid 
lnto the nearest treasury for credit as Telegraph Remittances. 

Remittance to Treasury 
530. (1) Whenever money is sent to a treasury the Telegraph 

Officer, who sends it must forward with each remittance a remittance 
book on which the Treasury Officer, or the Accountant and the 
Treasurer when the remittance is under Rs. 500, shall note his 
initials as a receipt, and a challan or memorandum of particulars of 
payment, which will be retained in the treasury. The Treasury Offi
cer, or the Accountant and the Treasurer, as the case may be shall 
furnish the Telegraph Officer with a separate receipt as his voucher 
for payment. The separate receipt shall invariably bear the seal or 
stamp of the Treasury. 

The remittance book, will be a simple memorandum book with 
date, particulars and amount of remittance and place for initials of 
the receiving officer. 

(2) Whenever the cash receipts of a Telegraph Officer, instead 
of being paid i'nto the treasury, are utilised for departmental pay
ments, he must, before the end of the month, send to the Treasury 
Officer a cheque for the amount thus utilised, drawn in his own 
favour and endorsed by himself with the words "Received payment 
by transfer credit to the Telegraph Department. 

531. Telegraph Officers are prohibited from opening any deposit 
account with treasuries. Every payment made into a treasury must 
be to the credit of the Government as a Telegraph Remittance. 

532. Subject to the provisions of Rule 525 receipts of departmen
tal Telegraph Officers in an Indian State may, under arrangement 
made with the State authority concerned be, paid into the State 
treasury and by it remitted to the nearest Central or Provincial 
treasury. 

Payments 
533. (1) Disbursing officers of the Telegraph Traffic and Tele

graph Engineering Branches of the department are authorised to 
obtain cash for departmental disbursements in two ways:-

(i) by presentation of bills imprest certificates at Post Offices, 
and 
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(ii) by means of cheques drawn on treasuries. 

(2) Supplies of funds from Post Offices may be arranged in 
accordance with departmental regulations. 

(3) Officers in charge of Telegraph Engineering Divisions and 
Telegraph Store Depots (except the Calcutta Store Depot, and 
Superintendents in charge of the Departmental Telegraph Offices at 
Calcutta, Bombay, Madras, Agra, Ahmedabad and Simla), when so 
authorised by the Deputy Accountant General, Posts and Telegraphs 
concerned, may draw cheques on specified treasuries and thus obtain 
the funds required by them for departmental disbursements. No 
letters of credit will be issued specifying the limit up to which 
cheques may be drawn durmg the month. 

(4) The Accounts Officer, Stores and Workshops, Alipur, who is 
the disbursing officer of the General Manager, Posts and Telegraphs 
Workshops; Chief Controller of Telegraph Stores, Chief Accounts 
Officer, Telegraph Stores and Workshops, Deputy Accountant Gene
ral, Posts and Telegraphs, Stores and Workshops, Controller of 
Telegraph Stores; Manager of Telegraph Workshops; Senior Electri
cal Engineer and the Divisional Engineer, Wireless, may draw funds 
from treasuries by means of cheques in accordance with the provi
sions of this rule. 

(5) The Accounts Officer, Stores and Workshops, Jabalpur, who 
is the disbursing officer of the Divisional Engineer Telegraphs, Train· 
ing Centre, Telegraph Workshop at Jabalpur, Controller of Telegraph 
Stores. Jabalpur and in respect of the staff of the office of the Deputy 
Accountant General, Posts and Telegraphs, Stores and Workshops, 
stationed at Jabalpur may draw funds from treasuries by means •Jf 
cheques in accordance with the provisions of this rule. 

(6) The Accounts Officer, Stores and Workshops, Bombay, who is 
the disbursing officer of the Manager, Bombay Telephone Workshops, 
Controller of Telegraph Stores, Bombay, and the Staff of the Deputy 
Accountant General, Posts and Telegraphs, Stores and Workshops, 
stationed at Bombay may draw funds from treasuries by means of 
cheques in accordance with the provisions of this rule. 

NOTE-The provisions of Rules 547 to 550 regarding drawings of 
Sub-divisional Officers keeping of pass bocks and monthly agreement 
with treasuries, apply (mutatis mutandis) to transactions of the 
Telegraphs Department. 

Sub-treasuries 

534. A Divisional Officer or a Sub-divisional Officer may, by 
prE:vious arrangem~nts with the Treasury Officer concerned, obtain 
funds by cheques on sub-treasuries. 

Foreign Telegraph Administrations 

535. Balances found to be due to Foreign Telegraph Administra
tion for messages sent by their lines will be paid by cheques drawn 
on the Bank by the Accounts Officer, Telegraph Check Office. 
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Pa11ment of Municipal Taxes on Telegraph Buildings 

636. The following procedure shall regulate the payment by book 
adjustment of Municipal taxes in:-

(i) Depart~ental Telegraph Offices which draw funds from 
Post Offices-These offices should on receipt of the bill 
for taxes from the Municipality or Local Board, send it to 
the Post Office concerned for adjustment with the treasury. 
The Postmaster should then follow the procedure outlined 
in Rule 524 for Post Offices and debit the amount as a pay
ment to the Departmental Telegraph Oflice, the debit being 
supported by a receipt to be obtained from the officer in 
charge of the Departmental Telegraph Office. The Officer 
in charge should, in his turn, credit the amount in his 
accounts as a receipt from the Post Office and debit it to 
the appropriate head of account, the debit being supported 
by the bill. 

(ii) Divisional Offices (Engineering) and Departmental Tele· 
graph Offices which obtain funds direct from treasuries
These Offices should, on receipt of the bill, issue a cheque in 
favour of the Treasury Officer and request him to credit the 
amount to the account of the Municipality or the Local 
Board, as the case may be. The amount should at the same 
time be debited to the appropriate head of account, the debit 
being supported by a receipt to be obtained from the 
Treasury Officer in token of his having received the cheque 

Postage Stamps 

537. Sanctioned permanent advances of postage stamps may be 
made to Heads of Departmental Telegraph Offices without payment; 
their value will not be credited in the treasury account but deducted 
in the plus and minus memorandum of postage stamps, in accordance 
with the directions contained in the Account Code, Vol. II, the 
deduction being supported by the receipt granted by the Head of the 
Departmental Telegraph Office and the sanction. 

538. To prevent inconvenience to the public when treasuries are 
closed for holidays of more than one day's duration, Treasury Officers 
are authorised to advance to Heads of local Departmental Tele~raph 
Offices without payment, such postage stamps as the Postmaster 
General (Telegraph Traffic Branch) of the Circle mav consider 
necessary. The requisition of the Postmaster General shall be 
attached to the receipt for the stamps and will support the reduction 
appearing in the plus and minus memora·ndum. 

Supplemental 

539. Subject to the general provisions of this chapter, !;Upple
mentary instructions for the guidance of departmental officers may 
be la!d down by departmental regulations. 
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CHAPTER V-PUBLIC WORKS DEPARTMENT 

Introductory 

340. The rules in this chapter apply primarily to oflicers of the 
Public Works Department m reiatwn to their transactions with 
treasuries. They are .equally applicable to ::ipecial Land Acquisition 
Otticers and other ofticers not be1ongmg to tne Public Works Depart
ment, who may be authorised to incur expenditure against the grant 
for Public Works. In their application to treasuries the cash business. 
of which is conducted by the Bank, these rules are subject to pro
visions of Part VI. 

541. Treasury Oflicers are prohibited from issuing any money for 
the disbursement of Civil Officers acting as Public Works disbursers 
except in accordance with the rules in this Chapter. 

Remittance to Treasury 
542. Moneys received by offkers of the department shall be paid 

as soon as possible into the nearest treasury for credit as Public 
Works Remittances. 

rf a Divisional Officer or a Sub-division Ofilcer makes use of 
cash receipts temporarily for current expenditure under the pro
visions of sub-rule (2) of rule 7, he must before the end of the month_ 
send to the Tre&sury Officer a cheque for the amount thus utilised, 
drawn in his own favour and endorsed by himself with the words 
"Received payment by transfer credit to the Public Works Depart
ment." 

NOTE-Recoveries on account of rents of public buildings borne 
on the books of the Public Works Department, including rents of 
electric installations, water supply and other special services, when 
such services are made by deductions from pay bills of Government 
servants, should be credited as receipts of the Public \Vorks Depart
ment. 

543. The provisions of Rules 498 and 499 apply mutatis mutandis 
to all cash remittances made by or on bellalf of officers of the Public 
Works Department. 

Drawings from Treasury 
544. Funds may be supplied to officers of the Public Works 

Department in two ways:-
(1) directly by pay and travelling allowance bills, and 
(2) by means of cheques. 

MoTE-The drawing officers of the Direction and other Specia\ 
Oflices of the Public Works Department shall, however, draw money 
for meeting contingent expenditure by presenting bills at the 
treasury. 

Bills 

545. (1) Gazetted Government servants of the Public Works 
Department shall draw their personal bills in the same way as 
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gazetted Government servants of other c1v1l departments. Non
gazefted Government servants' bills and contingent bills presented 
by Public Works Officers shall be cashed by the ·ireasury Ulucer only 
if such officers have been placed in account with him speciiically for 
these purposes by a written authority from the Accountant General. 

NOTE-The relevant provmons of Part V apply to bills dl'awn by 
Public Works Officers as they apply to bills drawn by ofiicers of other 
Civil departments. 

(2) Non-gazetted Government servants' bills and contingent bills 
presented for encashment may, at the option of the drawmg oilicer, 
be paid wholly in cash or subJect to the provisions of these rules, 
who!1y or partly by cash orders on sub-treasuries, or by Reserve 
Bank drafts, as may be required. 

Cheques 

546. Officers in-charge of Public Works divisions and other Public 
Works disbursing officers, who may be so authorised by the 
Accountant General in accordance with departmental regulations, 
may draw cheques on specified treasuries and thus obtain the funds 
required by them for departmental disbursements not covered by 
the bills cashed directly at treasuries. No letters of credit will be 
issued specifying the limit up to which such cheques may be drawn. 

NOTE I-The term 'treasury' includes a Military treasure chest 
for the purpose of this and other rules of this Chapter. 

NOTE 2-Payment for value of service postage stamps obtained 
by indent should invariably be made by cheque in accordance with 
the provisions of Rule 317. 

Subordinate Officers 

547. (1) A Divisional Officer authorised to draw cheques on the 
treasury may empower any of his Sub-divisional Officers to draw 
against his own account. Separate accounts for Sub-divisional 
Officers shall not be opened either at the head or at sub-treasury; 
the iJivisional Officer shall give a letter of authority only and the 
cheques drawn and paid under his authority will be dealt with in the 
same way as if drawn by himself. But if the Divisional Officer has 
intimated any limitation on the drawinJ!:s of a Sub-divisional Officer 
for any month, the cheques drawn by the latter during that month 
shall be noted, irrespective of the date of payment, on the reverse of 
the letter advising the limitation, in the manner prescribed in Rule 
194. 

NoTE-As the accounts of all Public Works Officers are not closed 
on the last day of the calendar month, the letters of limitation should 
specify the dates of commencement and termination of the month 
in each case, and the limitations advised therein should be held to 
be applicable to chi:>ques drawn during the month thus defined. Any 
undrawn balance should not be available for drawing in subsequent 
month. 
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(2) When funds are required for a Sub-divisional Officer at a 
diffe1ent treasury from that with which the Divisional Officer himself 
banks, the latter shall get himself placed in account with that 
treasury, and then empower his subordinate to draw against his 
account. Funds may not be made available for such a purpose by 
means of Reserve Bank drafts. 

Payment at Sub-treasuries 
MS. Subject as provided m Rules 150 and 163, funds may be 

obtained by the D1v1s10nal Officer or his Sub-d1visioinal Officers from 
sub-treasuries by means of cheques. 

Pass Book 
5119. The amount of each cheque paid must be recorded in a 

pass book or list of cheques cashed (Form T.R 51), which will remain 
with the Div1s10nal Oflicer, and be sent by him periodically to be 
written up by the Treasury Officer from the register of cheques paid, 
details of cheques paid at the Bank or at a sub-treasury being taken 
from the daily sheets. 

NoTE 1-A Divisional Officer at the headquarters station should 
send his pass book to be written up every week; that of a Divisional 
Officer at a distance may be forwarded at longer intervals, but the 
dates should be fixed. A Divisional Officer, having banking accounts 
with two treasuries, will, of course, have two pass books. 

NOTE 2-Please see Note under Rule 192. 

Monthly Settlement 
350. The Treasury Officer shall arrange to have a monthly settle

ment very early in the month with the Divisional Officer; he should 
have the pass book written up in respect of cheques cashed during 
the previous month, and return after signature the consolidated 
receipt sent to him by the Divisional Officer for the whole of the 
remittances sent by him and his subordinates during that month. 
He shall also furnish the Divisional Officer with a certificate of 
total issues as follows : -

1 hereby certify that the total issues made from this treasury on 
cheques drawn Rgainst the account of Mr , officer-in-charge 

Division, during 19 
amounted to Rs. (in words) 

Retum of Forms Supplied 
551. The Treasury Officer shall send quarterly to each Divisional 

Officer a statement shovring the numbers and dates of all Public 
Works eheque books issued on reouisition re<'eived from the Divi
sional Officer and each of his Sub-divisional Officers. 

Sunlllemental 
552 Subiect to the general nrovisions of this ChaptPr supple

mentary instructions for the guidance of departmental officers mav 
be laid down by departmental regulations. 
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CHAPTER VI-FOREST DEPARTMENT 

Introductory 

[PART VII 

553. The rules in this Chapter are intended primarily for the 
guidance of Forest Otlicers in their dealings with treasuries and of 
Treasury Officers dealing with the transactions of those officers. 
They are equally applicable to any other officer not belonging to the 
Forest Department, who may be authorised to incur expenditure 
against .1''orest grant. At places where the cash business of the 
treasury is conducted by the Bank, these rules shall have effect 
subject to the provisions of Part VI. 

Remittance to Treasury 
!>54. Moneys received by officers of the Forest Department shall 

be paid as soon as possible into the nC'arest treasury for credit as 
Forest Remittances. 

NoTE-Earnest money deposits tendered by contractors or pur
chasers of forest produce should be paid by them direct into the 
treasury, where they will be credited to Revenue Deposits and not 
to Forest Remittances. Refunds of these deposits will be regulated by 
Rule 630. 

!>55. lf a Forest Officer makes use of his cash receipts temporarily 
for current expenditure under the provisions of sub-rule (2) of Rule 
7, he must, before the end of the month send to the Treasury Officer 
a cheque for the amount thus utilised. drawn in his own favour and 
endorsed by himself with the words "Received payment by transfer 
credit to the Forest Department". 

'I'he amounts remitted by cheques shall be shown separately in 
the challans or remittance notes. 

556. The Treasury Officer shall receive Forest revenue~ 
(i) when paid in by a Forest Officer; or 
(ii) when the challan is countersigned by a Forest Officer under 

Rule 95; or 
(iii) when Treasury Officer is specially authorised to receive it. 

In such cases, a copy of the challan shall be forwarded by 
the Treasury Officer dir.ect to the Divisional Forest Officer 
in order that the revenue may be brought to account in 
the books of the latter. 

557. Forest revenue collected at outlying stations may be remitted 
to treasuries by means of money order. In such cases, the remit
tances may be credited to the Forest Department without any challan. 
The acknowledgment with the coupon of the money order shall be 
forwarded bv the Treasury to the Divisional Forest Officer and also 
an advice of all the remittances received by money order on each 
day on which such transaction may occur. 

558. A comolidated receipt in Form T.R. 52 for the For.est remit
tances received and credited durin~ the month shall be furnished 
bv the Treasurv Officer on the first day of the ensuing month to each 
of the Forest Officers dealing with the treasury. 
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N'oTE-Under the directions contained in the Account Code, Vol. 
11, a simple schedule of Forest Remittances showing separately the 
cash received from each Forest Officer and acknowledged in the con
solidated treasury receipt will be prepared every month by the Trea· 
sury Uiticer for submission to the Accountant General. 

Drawings from Treasury 

559. Officers in charge of Forest divisions are authorised to obtain 
funds required for departmental disbursements by drawing cheques 
on treasuries with which they may be placed in account by the 
Accountant General. No letter of credit will be issued, specifying 
the limit up to which such cheques may be drawn. 

560. The Treasury Officer may cash, against the drawing account 
of a Divisional Ofticer, a cheque drawn by an officer holding charge 
of a forest sub-division or range, provided that he has received from 
the Conservator instructions to that effect in writing. Such 
instructions must empower the officer personally and may specify 
the extent to which he may draw. That officer must not use the 
same cheque book as the Divisional Officer. 

aGl. The Treasury Officer shall arrange to provide funds at a sub
treasury to meet the demands of a Forest Officer for drawings at 
that sub-treasury, provided that he has received due warning from 
that officer of the probable amount to be so drawn. 

Forest Officers on Leave 
562. The leave salary of gazetted Government servants of th(? 

department on leave in India at a place where there is no Forest dis
bursing officer, may be drawn from the treasury on presentation of 
bills in the same way as gazetted Government servants of other civil 
departments. 

Supplemental 
563. The provlSlons of this chapter may be varied ·or supple

mented to such extent as may be deemed necessary by the Head of 
the Local Administration after consultation with the Accountant 
General. 
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CHAPTER VII-OTHER CENTRAL DEPARTMENTS 

Section I-Drawings From Treasury 
General 

[PAR'f VII 

564. Subject as hereinafter provided, funds required by the 
departments and ollices mentioned in 11is chapter shall be drawn on 
bills presented in the usual way in accordance with the procedure 
prescribed in Part V. 

Military Secretary to the President 
565. Military Secretary to the President, or any gazetted officer 

nominated by him, is authorised to make payments of all claims pay
able by him, other than personal claims of Government servants, by 
cheques. 

NoTE-This rule covers contingent charges of the Government 
Hospitality Organisation, which is controlled by the Military Secre
tary to the President as its Director General, as well as wages of the 
employees of the Household and of the Garden Establishments. 

566. Deleted. 
Meteorology 

567. Observers, Deputy Observers and Messengers (if any) at 
an observatory, irrespective of whether there is an Honorary Superin
tend.~nt or not. shall draw thPir hills for the Meteorological 
allowances under the counter-signature for gazetted officer of the 
Meteorological Officer which exercises administrative control over 
the observatory. 

568. (1) The allowance bills will be cashed at the local treasury 
if there is one at the station at which the observatory is located. 
Such bills in respect of an observatory situated at a station, where 
there is no treasury, may be paid after countersignature as above, 
through the local Posts and Telegraphs office, provided the observa
tory staff is on the establishment of the Posts and Telegraphs Depart
ment. In other cases, the allowances may be drawn by the Meteoro
logical office concerned and remitted to the observntory by money 
order. 

{'2) Payment of contingent exoenditure incurred at Meteorologi
cal ohservatories shall be made by the Meteorologiral officer con
cerned. 

NoTF.-On account of local condition!', special arranP.ements have 
been authorised by the Government for encashment of allowance bills 
of the Meteorological Observatories at Car Nirohar Minicoy and 
Amin Divi. 

Geoloaical Surve11 
569. Deleted. 

Smvey of India 
570. When thP transfer of a SttrVC'V partv frnm one station to 

:.-inotfier is ordE'red. the Survcvnr GenN::il or thP nirPctor concPrnPd 
shall request the Accountant General of the Province in which thf' 
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new station is situated to issue necessary instructions to the Officer 
in-charge of the treasury from which payments are to be made. He 
shall send at the same time a copy of the specimen signature of the 
drawmg officer to the Accountant General who will forward it to 
the Treasury Officer with his authority for payment. Bills submitted 
in prescribed form by the Survey party may be cashed by the 
Treasury Officer on that authority, On the transfer of the Su1vey 
party to another station, the Surveyor General or the Director con
cerned shall take steps to have the authority to the Treasury Officer 
for payment cancelled by the Accountant General so that no bills of 
that party may be paid after a specified date. 

!>11. In cases when a Survey party, or a gazetted officer or an 
officer-in-charge of the party is transferred from one Province or 
district to another, and no notice of such transfer has been given by 
the Accountant General to the Treasury Officer of the new district, 
the pay bill of the party or officer may be cashed at the treasury of 
the new district on presentation of the bill accompanied by a last pay 
certificate. 

a72. A simple receipt in the following form shall be used in res
pect of advances of all kinds other than those of travelling expenses, 
which should be drawn on specially prescribed forms of abstract 
travelling allowance bill :-

Form No. 

SURVEY OF INDIA 

Treasury Receipts Form 
Received from the officer-in-charge of the ..................... Treasury 

Rupees (in words) ................................. being the .......................... . 
to be accounted for by me to the Accountant General, Bengal. 
Rupees (in figures) . In-charge, 
Datea No ...................... partY. 

NoTE-An advance of pay to a gazetted Government servant 
should. be drawn by him on a requisition countersigned by the officer
in-charge of the Survey party. 

573. Paymrnts in respect of expenditure incurred by Collectors 
and .Residents for the protection of survey stations of the Great 
Trigonometrical Survey under their charge, shall be made on 
receipted bills accompanied by separate receipts. Such bills shall be 
sent by the Treasury Officer to the Director, Geodetic Branch at 
Debra Dun who will countersign and transmit them to the 
Accountant 'General, Bengal, the separate receipt supporting the 
charge in the trC'asury accounts. 

A similar procedure shall also hf' followed in resp~ct of 
exprnditurt> incurred in connection with the maintenance of pnmarY 
nro+pctt>d hench mark~ of the Survey of India whi<'h has been en.
trusted to Provincial Governments or oth,el;' a_uthoi:i~i~~. 

L/P(Nl4D--0fEA-l Ii 
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:NOTE-To facilitate check in the office of the Accou~tant-Ge~eral 
a note sho_uld be made in red ink c:m the separate receipt of the 
amount paid on account of each station (when the receipt is in a. 
lump sum), and the date on which it is paid at the treasury should' 
be recorded on the rec_eipted bill. 

Department of Central Excise and Salt 

574. Subject as hereinafter provided, disbursing officers of the 
department of Central Excise and Salt, North Western India may be 
i;upplled with funds for departmental disbursements in the s~me way 
as disbursing officers of the Public Works Department in accordance 
with tne provisions of Chapter V of this Part: 

Provided that except in the case of the headquarters office 01! 
the Collector, contingent charges of the disbursing officers aforesaid 
may be drawn by cheques on the treasury or the Bank, as the case 
may be. 

575. Bills for refunds of Salt revenue shall be drawn in Form 
T.R. 41. Such bills may be paid by the Divisional or Circle Officer in 
cash or by cheques, or by Reserve Bank drafts obtained from the 
local treasury in favour of the trader, or by countersigning them for 
payment at the treasury on presentation by the trader, as may be 
founa necessary. 

In cases where a refund of duty is to be allowed on salt used for 
industrial purposes and ti.e salt so used was purchased in the market, 
columns (4) to (6) cf the bill m~y be left unfilled and the bill may 
be paid on a certificate entered 1'y the Salt Revenue O'ficer-

(i) that the salt was used for i~dustrial purposes and that the 
refund is admissible, and 

(ii) that the salt was pur~hased from a recognised dealer of 
salt. 

576. The Special rules prescribed for refunds of Central Excise 
revenue are contained in the departmental regulations of the Dep'lrt
ment of Central Excise and Salt. 

Salt Department, Bombay 

577. Disbursing Officers of this department are authorised to 
obtain funds required for departmental disbursement by cheques 
drawn on the treasury or the Bank. If a disbursing officer makes use 
of departmental receipt for meeting his current expendih1re, he must 
make good the amount thus utilised by the issue of a cheque drawn 
before the close of the day. 

Customs Department 

S'7R. (1) Subiect as otherwisP provided in this rule. payments on 
"Cf'ount of departmental expe!ldit11re shall be made by chP.ques drawn 
~n thf" treasurv 0r the Rank. WhPnever unrler the provis;m:is. of 
sub-rule (2) of Rule "l. cash collection of the departmPnt are ut1hsE>d 
temporarily in making payments on account of departmental 
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expenditure, the Collector shall, unless any other course has been 
authorised by the Government in this behalf, make good the amount 
thus utilised by the issue of a cheque drawn before the close of the 
day. 

I 

(2) The expenditure of the Chittagong Customs on account of pay 
and a~lowances of gaz~tted ~overnment servants and non-gazetted 
estal511shment and contmgenc1es shall be drawn on bills payable at 
the Chittagong treasury, 

(3) At Madras, all claims relating to the chief ports, with the 
exception of refunds and drawbacks, will be paid by the Accountant 
General after pre-audit. The out-put bills may be paid either at 
the out-port Customs treasuries or at Salt treasuries. 

NOTE-Salt and Customs treasuries, where such treasuries are 
kept are offices of departmental receipts and disbursements within 
the meaning of sub-rule ( 1) of Rule 6, and not treasuries as the term 
is generally used in these rules. 

India Security Press and Currency Note Press 
579. The Master, India Security Press, is authorised to obtain 

funds required for expenditure in connection with the India Security 
Press and the Currency Note Press, including pay and allowances of 
Gazetted and Non-Gazetted staff, by means of cheques. 

All-India Radio 
580. Heads of All India Radio Stations, the Directors of the 

News Services Division, External Services Division, Transcription 
and Programme Exchange Service and Television Centre and heads 
of offices of High Power Transmitters are authorised to make pay
ment of claims relating to expenditure on contingencies, allowances 
to artistes and royalties to authors etc., by cheques. 

NOTE-Salary and allowances of Government Servants do not 
come within the scope of this rule and shall be drawn ~n bills, ·in the 
appropriate forms, presented at the treasuries. 

Opium DepaTtment 

580-A. All funds required for payment to cultivators by way of 
advances during settlements, on account of price of opium payable 
during weighment and final payment operations and as Lambardar's 
Commission will be dra"''tl by the District Opium Officers from 
revenue treasuries on simple receipts in Form T.R. 42 in which the 
Budget Head of account will be clearly indicated as also the pur
pose m brief for which the money is required. 

Section II-Remittance to Treasury 
General 

5Kl. Save as hereinafter provided. monevs received by the depart
ments and offices mentioned jn this Chanter shall be paid into the 
treasury or the Bank in accordance with the relevant provisions con
tained in Parts III and VI of these rules. 

J./P(N)4DofEA-Jli11 
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Customs Department 

5~2. Customs duty and other receipts collected by the department 
may be paid into the Customs treasury and ther.efrom remitted to 
the treasury or the Bank with the usual challan. 

Department of Central Excise and Salt 

583. Excise Revenue-Whenever any revenue is deposited into a 
treasury by an assessee, he shall tender a challan in as many copies 
or parts, and in the appropriate special form, as prescribed by depart
mental regulations. 

'1."he Treasury Officer shall, after duly receipting all copies or parts 
so tendered retain the appropriate copies or parts so intended, for his 
own use and for the use of the Chief Accounts Officer, Central Excise 
concerned and return the remaining copies or parts to the payer. 
The copi.es or parts intended for the Chief Accounts Officer shall be 
sent to him by the Treasury Officer, in separate sets for each com
modity, in four weekly batches on the 8th, the 15th, the 22nd and 
the last day of each month, together with a list showing (a) the 
number and date of each challan and (b) the amount covered by 
each. 

Along with the Weekly Statements of challans referred to abovC', 
the Treasury Officer shall also furnish to the Chief Accounts Officer 
Weekly Statements of refund bills commoditywise. 

The above procedure shall also be followed in respect of payments 
of Central Excise Revenue made into the tr.easury on a challan 
in Form T.R. 6 and the prior signature of the departmental officer 
concerned before making such remittances will not be necessary. 

NOTE-The provisions of this rule will also apply mutatis 
mutandis to opium receipts of the Narcotics Department. 

584. The special procedure prescribed for the supply of match 
excise banderols on cash payment or on credit is laid down in the 
departmental regulations of the department of Central Excise and 
Salt. : 

585. On the 3rd of each month, the Treasury Officer shall forward 
to the Chief Accounts Officer, Central Excise concerned a Statement 
in Form T.R. 52-A showing commodity-wise details of all moneys 
received and all refund bills paid at the Treasury during the pre
ceding month on account of Central Excise to enable the latter to 
secure an agreement between the departmental and treasury accounts. 
Discrepancies, if any shall be settled by the Chief Accounts Officer, 
Central Excise in direct communication with the Treasury Officer. 

586. Salt Revenue-(1) Remittancei:; made by a departmental 
officer shall be entered in a pa::;s book and flCCompanied by a challan, 



191 

.PART VIlj SPECIAL RULES l!'OR l'AR'l'ICUJ.AR DEl'ART.M.&N'!'tl L5~6-6UO 

(2) Traders and others may pay into any treasury specially 
authorised by the Salt Controller, tne amount payable on the salt 
they require. The Treasury Officer, shall send, daily an advice of 
such receipts to the Salt Department Officer. At the end of each 
month each Treasury Officer shall send to the Salt Department 
Ott1cer concerned a statement m form T.R.-53 of all such receipts 
brought to account during the month and a check statement in 
Form "TR-54". 

NoTE-.H.evenues for Government sources will be accepted only 
from the persons permitted by the Salt Controller to indent for thE: 
supply of salt. 

(3) At the .end of every month, the Salt Department Officer shall 
prepare a consolidated receipt for all the remittances made by him 
during the month, giving details of heads, and this he shall send with 
his pass book to the treasury officer, who will verify the entries in 
the pass book, sign it and the consolidated receipt and return them 
to the Salt Department Officer. 

587. Deleted. 
Payment of Salt Revenue into Post Office 

!>88. Advance payments for the purchase of salt from the Salt 
Sources of Sambhar, Didwana and Pachbadra may be received at 
specified Post Offices in accordance with the special instructions 
issued by the Salt Controller with the approval of the Director 
General Posts and Telegraphs. The procedure to be observed by the 
Post Office in receiving surh moneys and in granti~ receipts to the 
depositors shall be such as may be prescribed by departmental regu
lations of the Posts and Te~graphs department. 

389. Deleted. 
590. Deleted. 
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PART VIII.-PUBLIC DEBT 
Section 1.-Pennanent and Temporary Loans 

591. When under the terms of a loan notification issued by the 
Government, subscriptions to any new loan are receivable at the 
treasury, the procedure to be observed by the Treasury Officer _in re
ceiving such subscriptions and crediting them into the Public Ac
count shall be regulated by the provisions of Chapter VII of the Gov
ernment Securities Manual and by such supplementary instructions, 
if any, as may be issued by the Government in this behalf. 

592. The procedure to be followed by Treasury Officers and the 
Public Debt Offices in making payments in respect of the principal 
of any loan when it falls due shall be governed by the rules contain~ 
ed in Chapter VIII of the Govrenment Securities Manual and supple
mentary instructions issued by the Government in this behalf. 

Section Il.-Floating Debt 
Treasury Bill 

593. Unless the Government direct otherwise, Treasury Bills will 
be issued from and repaid at the office of the Reserve Bank at Cal
cutta, Bombay and Madras and at the branches of itsi Bankin~ Depart
:nent at Cawnpore, Lahore and Karachi. 

The procedure to be observed by the Bank in connection with the 
sale and discharge of such bills wj.11 be governed bv such instructions 
as may be issued bv the Government to the Bank. 

594. Treasury Bills can only be paid on maturity at the office or 
branch of the Reserve Bank from which they were issued. After pay
ment the discharge bills shall be transmitted to the Accountant Gene
ral or the Treasury Officer, as the case may be, in the same way as 
other paid vouchers. 

Ways and Means Advances 
595 When ways and means advances are taken by the Govern

ment from the Bank, the request to the Bank shall be accompanied 
by a demand promissory note for the amount on behalf of the Gov
ernor General. At the same time, the particulars of the advance, that 
is, the amount and the interest payable thereon. will be communicat
ed by the Government to the Accountant General. 

596. When notifying a repayment, the Government wiU endorse 
to the Acocuntant General concerned a copy of the instructions to 
the Bank. The Bank will cancel the promissory note for the advance 
repaid or make a note on it if it is a part payment. The note on final 
cancellation will be returned to the Government. 

597. Interest on the advance will be debited by the Bank at the 
time of repayment. 

Section m.-Other Obligations 
A.-Post Office Cq.sh Certificates 

598. Subject to the general provisions of these rules relating to 
receipts and payments on Government account, the procedure to be 
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followed by Post Offices in respect of the custody, issue and discharge 
of Post OHice Cash Certificates may be laid down by departmental) 
regulations. 

NoTE.-The conditions under which Cash Certificates of different 
denominations are issued and discharged, the maximum limits of in
vestment, the interest which accrues on them and other matters con
nected therewith are regulated by special instructions issued by or 
on the authority of the Governor General. 

B.-Post Office Savings Bank Deposits 

599. Without prejudice to the generality of provisions made in 
these rules ond particularly those in Part IX with regard to money 
received for deposit in the custody of the Government, the procedure 
to be obserevd by Post Offices m transacting savings bank business, 
may be laid down by departmental regulations. 

C.-Provident' and Other Funds 

600. Recovery of Subscriptions etc.-Subscriptions to a Service or 
Provident Fund of the Government can be received from such Gov
ernmnet servants as are either required or permitted by the rules 
of the Fund to subscribe· to it, the recoveries being made ordinarily 
by deduction fro~ pay bills of the Government servants concerned. 

The subscriber himself is responsible for seeing that proper de
duction is made from his bills, though for his convenience. it has 
been provided in Rule 221 that the responsibilty for making the neces
sary deductions regul&rly and correctly develops upon the drawers 
of the bills. 

601. Premia or subscriptions to the Post Office, Insurance Fund 
may be recovered by deduction from pay bills of the subscribers or in 
cash in accordance with the rules of the Fund. Such premia or sub
scriptions shall in no circumstances, be· received at the treasury., pay
ment in cash being permissible at Post Offices only. 

Subscribers to the Post Office Insurance Fund, who have retired 
from the service and whose pensions are to be paid in India, may be 
allowed the option of deducting their premia or subscriptionSt from 
Pension bills. The Accountant General issuing the Pension Payment 
Order or other authority for payment of pensions will in such casesi 
note the amount of the monthly ~eductions on the Pension Payment 
Order or other authority, as the case may be. The insured person, 
however, shall be personally responsible for entering the correct 
amount to be deducted in the pension bill and if he fails to do this on 
any occasion, it will be open to him to pay the amount into the Post 
Office. 

602. Contributions, donations, etc., payable in respect of the 
Indian Civil Service and the Superior Service (India) Family Pension 
Funds are recoverable by deduction from pay bills of the subscribers, 
or in cash if tendered at the treasury, at the rates communicated by 
the Accountant General, Central Revenues. 
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- NoTE.-The treasury and other disbursin~ officers must check _the 
deductions in respect of the Funds mentioned in this rule, at the time 
of passing for payment the pay bills of the Government servants con
cerned. 

603. (1) Subscriptions to the Fund specified below may be re
ceived at a treasury only under special instructions of the authorities 
Jf the Fund. received through the Accountant General:-

Bengal Uncovenanted Service Family Pension Fund. 
Bonrna} Family Pension Fund of Government Servants. 
Bengal and Madras Service Family Pension Fund. 
General Family Pension Fund. 
Hindu Family Annuity Fund. 
Bengal Christian Familv Pension Fund. 

(2) Iu the case of subscribers drawing their pay or pension from 
the Govtrnment, thet subscriptions are recoverable by deduction from 
their pa~ or pension bills, except that in the case of the GeneTal 
Family t'ension Fund, the Hindu Family Annuity Fund and the 
Bengal Christian Family Pension Fund. such subscription may ,at the 
nption of the subscriber, be paid, in cash either direct to the authort
t:ies of the Ii und concerned or at a treasury. 

Non .. -Subscriptions to the Bengal and Madras Service Family 
Pension r'und mav be received in cash at treasuries only when per
mitted by the Accountant G£:neral, Bengal. 

604. ln cases in which subscriptions, including refunds of with
drawals are µaid by deduction from pay bills, the requisite particulars 
shall be entered by the subscriber, if he draws his own pay. or by 
the head of the office in other cases, in a separate schedule in one of 
the Forms T.R. 56, T.R. 56(i) T.R. 56-A, T.R. 57 or T.R. 58, as may 
suit the requirements of the Fund concerned, and the form so com
pleted shall be attached to the pay bill. If the subscription is paid 
in cash, the number of the account or policy, as the case may be, 
and all other particulars must be furnished. In all cases where a 
subscription is paid for the first time, the rule or special authority 
under which the subscription may be received shall aso be quoted 
in the form or, in case of cash payment in these separate docu
ments of particulars. 

NoTE.-The schedules in respect of the recoveries effected from 
Class IV Government servants, whose General Provident Fund Ac-: 
counts are maintained by heads of offices, shall be signed bv the draw
ing officers when signing the pav bills. after comparing the totals in 
the schedules with the total deductions shown in the pav bills. The 
schedules in such cases will ~ot be attached to the pay bills sent to 
the treasury for payment, instead a certificate will be attached to the 
pay bills indicating the total amount deducted as subscriptions and 
refund of withdrawals. 

605. When a subscriber to any Fund whose subscriptions are 
realised by d 0 duction from pay hill is transferred to another district 
or audit circle. the fact that he is subscribing to the Fund shall be 
certified on the last pay certificate bv noting thereon the amount of 
his monthly subscription and the number of account or policy. 
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- N~-r;.::_When a subSICriber to the Post Office Insurance Fund is 
transferred to another audit circle, notice of the transfer should also 
be given to the Accountant General of the new audit circle and the 
Director, Postal Life Insurance, Calcutta, through the local Accoun
t.ant General. 

Withdrawals 
GOG. Provident Fund.-(1) Advances from a Provident Fund, if 

permissible under the rules of the Fund, mav be drawn by gazetted 
Government Eervants on T.R. 58-A, the bill being supported by a 
duly certified copy of the order sanctioning the advance. In the case 
of non-gazetted Government servants, the advance, if admissible, 
may be drawn on the same form the bill bein.e: supported by a copy 
of the sanction duly attested by the head of the office; the bill may 
also if so desired be endorsed in favour of the non-gazetted sub
scriber after having his signature attested on the bill, provided the 
amount of the advance exceeds Rs. 1,000. The subscriber may re-en
dorse the bill in such a case to his banker or messenger for collection, 
the conditions prescribed in proviso (2) of Rule 171 being applicable 
mutatis-mutandis. 

Payment may be made on the authority and responsibility for 
the otlicer sanctioning the advances, without the previous authority of 
the Accountant General, provided that the bill is supported by a cer
tificate in the form prescribed in T.R. 58-A. that the advance is cover
ed by the balance at the credit of the Government servant concerned. 

(2) Withdrawals from a Fund, when permissible under the rules 
of the Fund, to meet payments towards policies of life insurance or 
subscriptions to a family Pension Fund mav be made, as and when 
required, by heads of offices for their subordinates on their own autho
rity and responsibility, without previous reference to the Accountant 
General, gazetted Government servants may also draw the amounts 
required for their own policies, etc. in a similar manner and under 
similar conditions. The bills mav be prepared in the same manner as 
for advances mentioned in sub-rule (1), the particulars regardinli( 
the policy or policies on which premium or subscription is to be 
paid being noted on the bills. 

In all such cases, the drawin~ officer shall be responsible for see
ing that there is no overdrawal. 

NOTE 1.-Withdrawals from Proivdent Funds by Officers and Staff 
sc~ving abroad for payment of insurance premia in India may be re
mitted by the Reserve Bank of India drafts at places where normal 
banking facilities are not available. 

NoTE 2.-In so far as the withdrawal relates to a gazetted Gov
ernment servant the Treasury Officer should be kept informed by the 
Accountant General connected of the details of the policies which 
are being financed from the Provident Fund Account of the subscriber. 
These details will include name of the Insurance Company, policy 
numbers and amount and date of payment of premia, etc., which will 
be on records of the Treasury Officer for the purpose of verification 
of withdrawals. on subsequent bills. 

(ii) The first withdrawal for the payment of the premia will be 
made on the authority of the Accountant General. 
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(iii) An intimatoin should be sent to the Treasury Officer by the 
Accountant General as and when an Insurance policy is re-assigned 
or gets lapsed or in other contingencies involving non-payment of 
premia. 

(3) Save as provided in this rule no payment on account of any 
Provident Fund, whether as a refund or subscription overpaid, or as 
a repayment of the whole or a part of the amount accumulated to 
credit of the subscriber, can be made without the express authority 
of the Accountant General or the competent authority, in the case of 
class IV Government servants whose General Provident Fund Ac
counts are maintained by Heads of Offices, such payments, other than 
those covered bv Rule 607, being drawn in accordance with the proce
dure prescribed in the first paragraph of sub-rule (1). 

607. When a subscriber to a Provident Fund is about to retire and 
un.der the rules of the Fund the money lying in his credit in the Fund 
becomes payable to him, he shall place himself in communication 
with the Accountant General by whom his fund account is maintain
ed giving the date of his retirement and requesting that steps be 
taken to close his account and pay him the amount due. The Accoun
tant General being satisfied of the correctness of the claim, and on 
ascertaining the date up to which the subscription has been paid, will 
arrange for the payment of the amount at credit of the subscriber in 
the account of the Fund. The bills may be prepared in the same form 
T.R. 58-A, as prescribed in sub-rule (1), of Rule 606, the bill being 
supported by a duly certified copv of the letter of authoritv from the 
audi~ officer. In case of non-gazetted Government servants, the letter 
of a\1thority should be attested by the head of the office. Bills for 
final withdrawal from provident fund shall be signed and presented, 
in the case of a gazetted officer by the officer himself, and, in the case. 
of a non-gazetted officer by the drawing and disbursing officer of the 
office concerned unless the siubscriber has in writing opted for receiv
ing the payment at the treasury, in which case the bill shall be sign
ed and presented by the non-gazetted officer himself and for purposes 
of identification a copy of his specimen signature sent to the Accoun
tant General along with the requisite application for withdrawal of 
Provident Fund' balances shall be forwarded bv the Accountant 
General to the treasury officer concerned. 

The procedure prescribed in this rule shall apply mutatis m'lhtan
dis to all other cases in which the amuont lying at credit of a sub
scriber in his Provident Fund account becomes payable to him on 
finally quitting the service. 

NoTE.-ln the case of clasis IV Government servants whose Gene
ral Provident Fund Accounts are maintained bv heads of offices the 
verification and arrangement for payment of claim will be mad~ bv 
the heads of offices concerned instead of by the Accountant General. 
In case such a Government Servant opts, in writing, to obtain pay
ment from the treasury himself, the drawing and disbursing officer 
of the o.ffice c?ncerned will arrange to forward on attested copy of 
the specimen signature of the Government servant in question to the 
treasury officer. 
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608. Cheques issued on the Bank at out-stations in final payment 
of Provident Fund deposits of a subscriber must always be sent to 
the Treas1Ury Officer concerned for delivery to the payee after proper 
identification. 

609. Except as hereinafter provided, final payment on account of 
any Provident Fund, when authorjsed, shall be made on the personal 
receipt of the subscriber or, when he is absent from India, on that of 
his duly authorised agent. Payments may, however, be made to an 
authorised banker, if so desired bv the subscriber, in the manner laid 
down in Rule 244(2). The drawine: and disbursing officer of the office 
concerned may also draw the bill and obtain the payment thereof for 
disbursement to the subscriber, if the subscriber, who before finally 
quitting service, whether by retirement or otherwise, held a non
gazetted post and opts in writine; to receive payment through his 
office. Provided further, that in the event of death of the subscriber, 
before payment has been made, payment mav be made to such per
son or persons as may be authorised to receive payment under the 
rules of the Fund concerned and such subsidiarv instructions as may 
be issued by Government in this behalf. 

610. Post Office Insurance Fund.-Payments in respect of the Post 
Office Insurance Fund shall be made strictly in accordance with the 
procedure prescribed in the rules of the Fund. 

611. Family Pension Fund.-(1) Pensions and other benefits pay
able under the Indian Civil Service or the Superior Service (India) 
Family Pension Fund Rules shall be drawn on bills in Form T.R. 59 
or T.R. 60 as the case may be, a copy of which will be supplied to 
each pensioner and beneficiary bv the Accountant General, Central 
Revenues. Such bills prepared and vouched by the payee and support
ed by all necessary documents shall be submited to the Accountant 
General, Central Revenues, who will arrange for the payment in 
accordance with the rules of the Fund concerned and such subsidiary 
instructions asi may be issued bv the Government in this behalf. 

NOTE-The provisions of the sub-rule apply also to pensions pay
able in respect of the now defunct Bengal, Bombay and Madras Civil 
Funds. 

(2) Payment of pensions and other benefit in respect of the Indian 
Military Service Family Pension Fund and the Indian Military 
Widows, Orphans' Fund,, can be made only under the instructions 
issued bv the Controller of Military Accou.nts and Pensions. 

612. Funds not under Govemment Management.-In the case of 
Funds not under Government management, withdrawals from the 
Public Account in respect of sums credited, either bv way of sub
scriptions, or interest allowed by the Government, shall not be per
mitted, except under the authority of the Accountant General through 
whom the accounts of the Fund, are settled. The Accountant General 
may issue letters of credit on specified treasuries, against which with
drawals may be made by the authorities of the Fund concerned by 
means of cheques. 
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613. Cemetery Endowment Fund.-Moneys tendered as fees for 
endowments of monuments in Government cemeteries will be receiv
ed by officers of the Public Works and other departments concern
ed and credited in their accounts as deposits of Cemetery Endow
ment Fund in accordance with the instructions contained in the 
EcclesiaEitical Rules issued bv the Government. 

No·rE.-The interest allowed by the Government on these depo
i-.its is to be used in meeting the expenditure for the repair of endow
<'d tombs. Under no circumstances can the capital sum be drawn upon 
to meet such expenditure. 
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DEPOSITS 

PART IX-DEPOSITS 

Section 1.-lntroductory 

[614-618 

614. Moneys received at the treasury for deposit in the Public 
Account are classified accordin,g to the department through which 
they are received, the usual classes being (1) Revenue Deposits, (2) 
Civil Court Deposits, and (3) Criminal Court Deposits. 

Another important class is 'Personal Deposits' of which the 
account kept at the treasury is of the nature of a banking deposit 
account. the receipts and payments being recorded in personal 
ledgers. Other classes of deposits may be added under special orders 
of the Government. 

NoTE.-Separate registers must be kept for each class of deposits 
in accordance with the directions contained in this behalf in the Ac
count Code, Vol. II, or under spt:,cial instructions of the Accountant 
General. 

615. Unless there be anything repugnant in the subject or context 
the relevant provisions of this part shall applv to deposit transac
tions of the Defence, Railway, Posts and Telegraphs, Public Works 
and other Central Departments whose initial accounts are kept in de
partmental offices, except in so far as they may be varied or supple
mented by departmental regulations. 

NoTE.-This rule does not applv to Post Office Savings Bank De
posits which are covered by Rule 599. 

616. At places where the cash business of the Treasury is con
ducted by the Bank, moneys tendered as deposits will be received and 
repayment of such deposits will be made bv the Bank in accordance 
with the procedure laid down in Rules 435 and 452 to 454. 

Section 11.-General Rules and Limitations 

617. No moneys shall be received for deposit in the Public Ac
count, unless they are such as by virtue of any statutory provision 
or of any general or special orders of the Government are required 
or authorised to be held in the custody of the Government. 

Subject as aforesaid, it is the duty of the Treasury Officer to see 
that, save as expresslv otherwise provided by these rules, no money 
is credited as a deposit except under the formal order of a Court or 
other competent authority and also if the amount could be credited 
to some known head in the Government account. to make representa
tion to the Court or authority ordering its acceptance or in whose 
favour the deposit was received. 

618. The treatment of the following items as deposits is pro
hibited:-

(i) No pay, pension or other allowances should be placed in 
deposit on the ground of the absence of the payee for any 
other reason. 
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NoTE.--When a pension is granted to several persons jointly, it 
may not be drawn on the appearance of one claima.nt only an~ pay
ment of his computed share made, the balance bemg placed m de
posit. 

(ii) No fines should be placed in deposit on the ground that 
appeal is pending; they should be credited at once to the 
Government, and refunded if necessary, on order of the 
Appellate Court. But compensation fines (including costs 
in criminal cases) due to an injured party, and not to the 
Government, may be kept in deposit both in appealable 
and non-appealable cases, till they lapse under the ordi
nary rule. 

(iii) As provided in Rule 399, no refunds, whether o~ stamps ~r 
of other receipts, can be drawn to be lodged m deposa.t 
pending demand by the pa} ee. 

619. No jewels or other propeyty received for custody and resto
ration in kind may be brought on the deposit account, though the 
value be stated in money. An exception mav be made in a case where 
the Collector has to receive from an Indian State a sum of monev 
to be paid out to certain claimants; if the money is paid in Indian 
State coin, it may be credited in the deposit register at its reputed 
value; repayments, which will be in the same coin, being of course 
made at the same value. -620. Government Promissory Notes or other security deposits 
(not being cash) received from revenue farmers. contractors or other 
parties must on no account be credited as deposits. 

621. The net sale-proceeds of unclaimed impounded cattle may 
be kept in deposit for three months, and if no claim be made within 
that time. are to be credited to the proper account. 

622. The sale-proceeds of unclaimed property are not to be placed 
in deposit at all; under Act V of 1861, section 26. the property itself 
is to be kept for six months but money realised by sale is at once 
(section 27) at the disposal of the Government, and should be taken 
to credit of the appropriate receipt he·ad concerned. Exception must, 
however, be made in the case of propertv left by person dvin~ 
intestate and without heirs which Civil Courts will secure and hold 
for certain periods in accordance with the local law. 

NOTE 1.-If unclaimed propertv be perishable and be sold be
cause it cannot be kept, or it be sold for the benefit of the owner or. 
because its value is less than ten rupees, its proceeds should be held 
for six months, in deposit, but the circumstances should be clearly 
stated in the challan presented at the treasury for entry under "Nature 
of deposits" in the deposit register. 

NOTE 2rMoney belonging to prisoners in iail should not be held 
for long terms by the .Tail Denartment, but should be paid into the 
treasury at convenient intervals. 
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NoTE 3.-The Police Department should have no deposits except 
security and earnest money deposits. which should be paid into the 
treasury as Revenue Deposits unclaimed propertv found by, or de
livered up to a police officer should be made over to the Magistrate: 
proceeds of sales of old stores on other Government property should 
be paid into the treasury for credit to Government account. 

623. The following provisions apply to moneys tendered for credit 
as Personal Deposits at a treasury: -

(a) Moneys tendered by or on behalf of wards and attached 
estates and estates under Government management may 
be accepted at a Central treasury for credit as Personal 
Deposits. 

(b) Officers Commanding Units and others concerned in the 
administration of Public Funds or regional Funds in the 
Defence Department are authorised to open Personal De
posit accounts for such funds at any treasury the cash 
business of which is not conducted by the Bank. 

A half-yearly certificate of the balances of these accounts kept 
at a treasury wilf be furnished by the Treasury Officer on 
the application of the officer concerned. 

NoTE.-Without prejudice to the provisions of Rule 9, Regimental 
Funds may under departmental regulations, be depo:;ited outside the 
Government account with a branch of the Imperial Bank of India or 
with any other bank or bankinj! firm of goods standing. 

(c) Save as provided above, moneys tendered by Government 
C'fficers acting in their official or anv other capacity, and 
funds of quasi-public institutions, even though like certain 
cispensaries they may be added by the Government, may 
r·ot be accepted as PeITl()nal Deposits at a treasury without 
the soecial permission of the Government for the opening 
of a banking account with that treasury. Such permission 
may not be granted, except after consultation with the 
Accountant General and unless the Government be satisfied 
that the initial accounts of moneys to be held in such 
Personal Deposit accounts are properly maintained and are 
subject to audit. 

The powers of the Government under this clause may be exer
cised in relation to Personal Deposit accounts to be opened at treasu
ries under their administrative control, bv Heads of Local Administra
tions. 

(d) Nothing contained in this rule shall operate to affect the 
banking acocunts kept at a treasurv of any Personal De
posits which formed part of the Public Account on the 
date of promulgation of these rules. 

624. Save as otherwise provided by any law or rule having the 
force of law, and subject to any general or special orders of the Gov
nnment to the contrary, the provisions of Rule 632 to 639 apply 
mutatis mutandis to Personal Deposits and all other classes of de
posits dealt with in this part. 
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Balances in the Personal Deposit accounts do not lapse to Gov
ernment under Rule 635 if outstanding for more than three complete 
account years. Except where bv law or rules having t~e forc.e of 
law Personal Deposit accounts are created by tarnsferrmg funds 
fro~ the Consolidated Fund for discharging liabilities of the Govern
ment arising out of Slpecial enactments, Personal Deposit accounts 
created by debit to the Consolidated Fund sihould be closed at the end 
of the financial year bv minus debit of the balance to the relevant 
service heads in the Consolidated Fund, the personal deposit accounts 
being opened next year again, if necessary, in the usual manner. If a 
Personal Deposit account is not operated upon for a considerable 
period and there is reason to believe that need for the Deposit 
Account has ceased, the same should be closed in consultation with 
the officer in whose favour the Deposit Account has been opened. 

Section m.-Revenue Deposits 
Receipts 

625. All deposits must be separately paid into the treasury with 
challans or other documents setting forth all the particulars neces
sary for the entries to be made in the register of deposit receipts. 

NoTE.-Each item of receipt omst be recorded in the register of 
receipts and each entry must be checked and initialled by the Trea
sury Officer in accordance with the directions contained' in this be
half in the Account Code. Vol. II. 

626. In respect of earnest moneys deposits made by intending 
tenderers of the Civil and the Defence Departments, which are 
creditable as Revenue Deposits, no previous authority of the 
departmental officer is necessary. But the depositor must state the 
designation of the officer in whose favour he makes the deposit and 
the designation must be stated on the receipt given by the treasury, 
These deposits may be received at sub-treasuries as well as at district 
treasuries. 

Repayments 

627. (1) Refunds of deposits can be made only on tha receipt of 
the person entitled to them after production of the authority. 

(2) Save as provided in Rule 630, a person claiming refund of a 
deposit must produce an order of the authoritv which ordeired 
acceptan.ce of the deposit. The Treasury Officer shall compare the 
order with the entry in the reltister of receipts and, if the balance' 
be sufficient, he will take the payees receipt, make payment and 
record it at once under his initial<; both in the register of rC'pay
ments and in that of receipts, noting in both also the date and 
amount of the repayment. If there he not a sufficient balance at 
credit of the particular item, the Treasury OfficPr shall endorse 
this fact on the order and return it to the person pres<'nting it. 

628. The provisions of Rule 403 apply to rf'funds of deposits as1 
they apply to refunds of revenue, when the amount involved does not 
exreeq Rs, :too, 
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Repayment Order ana voucher 

629. Form T.R. 61 shall be used for repayment order and voucher 
for deposits repaid. A deposit repayment voucher must in no case be 
prepared at the treasury. 

As a safeguard against fraud, the authority ordering repayment 
shall enter the name of the payee after the words 'Passed for pay-
ment' thus: "Passed for pa}ment to " 

630. Earnest money deposits of the Civil and Defence Depart
ments cannot be refunded except under the authority of an order 
endorsed upon the original deposit receipt of the Treasury Officer by 
the departmental office in whose favour the deposit was made, and 
under no circumstances can part payment be made. 

631. If the Departmental officer desires that an item of earnes't 
money deposit, instead of being refunded, be carried to the credit of 
the Government, he must return the deposit receipt with this direc
tion whereupon the Treasury Officer will make the necessary trans
fer on the authority of this voucher. 

632. In order to avoid the· inconvenience and risk which accom
pany the payment of money upon orders recorded in an Indian langu
age, and to ensure caution in the issue of such orders, every order 
issued by a Court or office for the payment of money from a treasury 
shall be in English unless the officer ordering the payment is un
acquainted with that language. If the disbursing officer does not 
understand English, and the officer ordering the payment does the or
der for payment shall be both in the Indain language commonly 
known in this district, as well as in English. 

633. Unless it be otherwise provided by any law, or rule or order 
issued by competent authority, a deposit repayment order shall re
main in force for a period of three months from the date on whichi 
it was issued, after which no repaylll.ent can be made on its authority 
unless it is revalidated. 

Payment at sub-treasury 
634. When an officer-in-charge of a sub-treasury has occasion to 

place in deposit an item which under anv rule or order mayi be so 
dealt with, he may, subject to the provisions of this section repay it 
without formal orders from the district treasury. 

If any class of deposits• is repayable· at a sub-treasury it must 
not, except with the special permission of the Collector, be repayable 
at the district treasury also. 

Lapsed Deposit1 
635. Deposits not exceeding five rupees unclaimed for one whole 

acco11nt year balances not exceeding five rupees of deposits partly 
repaid during the year then closing and all balances unclaimed for 
more than three complete account years shall, at the close of March 
in each year, be credited to the Government. Of deposits and 
balances thus lapsing, the Treasurv Officer will submit to the Ac
_countant General immediately after 31st March a list prepared in 
accordance with the directions contained in the Account Code, Vol II. 
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NOTE.-For the purpose of this Rule, the age of a repayable item 
or of a balance of it mty be reckoned as dating from the time when 
the item or the balance, as the case may be, was initially deposited. 

Except that in case of deposits the detailed accounts of which 
are maintained by the departments (e.g. Central Public Works De
partment, Salt Department, etc.) themselves and not by the treasu
ries, the age of any repayable item shall be reckoned with reference 
to the provisions in the concerned departmental regulations. 

636. The Government may, in relation to any particular class of 
deposits, issue orders varying or relaxin_g any of the conditions or 
limitations speeified in the last preceding rule. 

637. (1) Deposits, the detailed accounts of which are not kept at 
the treasury and which are credited to the Government under Rule 
635, cannot be repaid without the sanction of the Accountant Gene
ral. The treasury officer shall, before authorising refund in such 
really received and was carried to the credit of the Government as 
lapsed, and that the claimant's identity and 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 Government under Rule 
635 may be refunded without the sanction of the Accountant Gene
ral. The treasury officer shall, before authorising refund in such 
cases, ascertain that the item was really received and is traceable in 
his records, was carried to the credit of the Government as lapsed 
and was not paid previously, and that the claimant's identity, and 
title to the money are certified bv the officer signing the application 
for refund. 

NoTE.-The sanction/payment authority issued by the Accoun
tant General in cases covered by the provisions of sub-rule (1) above 
will be valid for three months from the date on which it was issued, 
after which no payment can be made on its authority unless it is re
validated. 

638. The application for sanction shall be made in Form T.R. 62. 
There must be a separate application for deposits repa:'t'able to each 
person and it shall be used as the bill on which the payment is to 
be made at the treasury. 

639. The repayment of lapsed deposit shall be recorded in the 
appropriate deposit register of receipts so as to guard against a 
second payment. 

If the payment is made after the register of receipts has been 
destroyed, the responsibility for verifyinJ{ the claimant's title to 
refund shall devolve on the authority who signs the application in 
Form T.R. 62. 
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Section IV .-Civil and Criminal Courts' Deposits 

Receipts and Repayments 

[640-643 

640. Subject as hereinafter provided in this section, the provi
siom; of Section III of this part relating to receipt and repayment of 
H.evenue Deposits shall apply in relation to Civil and Criminal Courts' 
deposits with such adaptation and modification as may be authorised 
o:-y the Chief Judicial Authority concerned, after consultation with 
the Accountant General. 

641. Subjel.t to such general or special orders as may be issued 
by the Head of the Local Administration, Civil Courts and Magistrates 
may either-

(i) keep a banking account with the treasury, remitting with
out detail their gross deposit receipts for credit in Personal 
Deposit accounts and makmg repayments by cheques on 
the treasury against such Personal Deposit accounts, or 

(ii) arrange that each deposit is separately paid into and drawn 
from the treasury, upon documents passed by an authorised 
officer of the Court and setting forth the particularsi neces
sary for the entries in the deposit regisiters kept at the 
treasury. 

NOTE 1.-'rhe object and effect of the arrangement set out at (i) 
above is simply to relieve the Treasury Officer of responsibility for 
the details or the deposit transactions, not to abolish the detailed re
cord, but to confine it to the departmental office in which registers of 
receipts and repaymentsi and other initial records must be kept in 
accordance with the directions contained in the Account Code. Vol. 
II. 

The Civil Court or Magistrate in this case should be responsible 
for the submission of such monthly and periodical accounts and 
returns as may be required by the Accountant General, although the 
vouchers are to be sent bv the Treasurv Officer. 

NOTE 2.-In cases in which the first method referred to in this 
rule is followed, each Civil or Criminal Court should incorporate in 
its own account deposit items of its subordinate Court as a treasurv 
does those of sub-treasuries unless any subordinate Court is authoris
ed to keep independent accounts and submit the return directly to 
the Accountant General. Separate accounts should be kept for. and 
separately returns ~ubmitted by the several Small Cause Courts. 

642. Each transaction of receipt or payment of a Civil or a Crimi
nal Court deposit must be initialled bv the Judge or Magistrate, or 
by some duly authorised gazetted officer of the Court. 

643. In Civil Courts where numerous petty sums are received 
from suitors f?r immediate disbursement in full (as for diet, postage, 
etc.), the detailed control may, with the approval of the Chief Judi
cial Authority concerned, be left with the receiving Court. 
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NOTE 1.-The receivinR Court, however, should, record and deal 
with these petty deposits with the same care and formality as others. 
It should enter all in detail in a register of deposit receipts of the 
ordinary form labelled "Sheriff's petty accounts", and repayment 
should be recorded in the similar separate register of repayment both 
to be handled and attested like the general registers. From these two 
separate registers daily totals should be carried into t~e genera~ re
gisters (though of course, without numbers) and also mto a register 
of the personal ledger form in which a daily balance should be struck; 
and lapses periodically reported. 

NOTE 2.-The detailed procedure for the record of these petty de .. 
posits mav be prescribed whene~r the system is permitted. bv the 
Chief Judicial Authority concerned after consultation with the Ac
countant General. 

NOTE 3.-The procedure outlined in the above Rule shall apply 
mutatis mutandis in respect of diet money of witnesises deposited bv 
assessees with the Income-Tax Department. 

Agreement with the Treasury 
644. (1) When the different Civil Courts of a district bank with 

the treasury, the Treasurv Officer may, if it facilitates the compari
son of the accounts, open a Personal Deposit account for each Court, 
even though the deposit transactions of the subordinate Courts be 
brought by a superior Court in detail on its own registers. 

NoTE.-To prevent disagrfement between the deposit figures re
ported to the Accountant General bv Civil Courts and bv Treasury 
Officers, it is necessary to arran_ge that the former should report com
pleted transactions. A Civil Court mav not receive moneys but give 
the intending depositor an order to the Treasury Officer to accept it; 
and so though recording the issue of the order in a register in suffi
cient details, it should not bring the item on the deposit registers 
till the Treasury Officer advises receipt. Similarly, it should ascertain 
from the treasury at the close of the month which of its cheques 
have been cashed, and the cheques which are unpaid and deduct the 
total of the unpaid cheques from the total of the cheques issued to 
tally their figures with the treasury figures. 

(2) The Treasurv Officer shall furnish the Court with a daily 
advice list of the sums received and paid, or advised the receipts and 
payments in a pass book as mav be laid down bv the Accountant 
General. 

645. The accounts of Local Funds at a treasury shall be kept in 
treasury with the Courts order to lodge his deposit, it may be receiv
E'd by the Court, and by it afterwards forwarded to the treasury. 
Courts in the same town with a treasury shall make remittances 
daily: if at a greater distance, thev shall remit frequently at fixed 
inte•rvals. Similarly, when it is inconvenient for a claimant to proceed 
to the treasury to obtain repayment of a deposit, the Judge may pay 
him in cash provided that there are in the Court funds sufficieni 
whether of current deposit receipts or of office permanent advance: 
to meet the payment. 
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NoTE 1.-In these cases, the 2ross receipts and payments taking 
place at the Court must be shown as remitted to and from the trea
sury, and the payment be supported bv the paid orders. If. th~ i:eceipts 
are in excess of the payments, the excess should be remitted. m cash 
to the treasury; and if the payments are in excess of the receipts, the 
treasury should pay the excess to the Court which will thls recoup 
the permanent advance account. 

NoTE 2.-No permanent advance may be given and held apart 
specially for the repayment of deposits; the office permanent advance 
ma" be augmented sufficiently. 

NOTE 3.-The procedure outliped in the above Rule shall apply 
mutatis mutandis in respect of diet money of witnesses deposited by 
assessees with the Income-Tax Department. 

646. When the list of lapses under Rule 635 is made up by the 
Court, notice of the amount must be sent to the Treasury Officer to 
enable him to deduct the amount in the personal ledger. 

Section V.-Personal Deposits 

Receipts and Repayments 

647. Subject as provided in Rule 623, moneys tendered as Perso
nal Deposits may be received at the treasury from the administrators 
of the deposit accounts without specification of detailed items. 

648. Unless in any case the Government direct otherwise, with
drawals can be allowed only on cheques signed by the responsible 
:idministrator. of the deposit account concerned. The charges in the 
treasury accounts shall be supported bv the original paid cheques. 

Withdrawals shall on no account be allowed to exceed the 
balance at credit in the deposit account. 

Section 'YI-Deposits for Works done for Public Bodies o'r Individuals 

649. Payments made to the Government by District Boards, 
Municipalities and other Local Bodies for the cost of land taken up 
on their behalf under the Land Acquisition Act, shall be received 
at the treasury in accordance with the procedure laid down in para
graph 21 of Appendix 6. 

The number and date of the award statement as well as the date 
on which the deposit was credited in the treasury accounts shall be 
noted on all orders and vouchers on which payments are made out 
of the deposit account. 

650. Deposits for works to be done on behalf of Local Bodies 
and other parties may be received and dealt with by the Public 
Works and other departments carrying out the works in accordance 
with departmental regulations. ' 
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NOTE-When under departmental regulations the Local Body or 
the party concerned is authorised to pay the deposit direct into the 
treasury, the accompanying chalan should state clearly the name of 
the department to which the amount is creditable, and the division 
and the work to which the deposit relates. 

Section VII-Deposits of Fees 

651. Fees received from non-Government bodies or private pc.>r
sons for work done for them by Government servants shall be dealt 
with as follows:-

(i) In cases where a Government servant is permitted to 
retain the whole of a fee; he should collect it himself and 
the Government will not be concerned with the transaction. 

(ii) In cases where the fees are divisible between the Govern
ment and the Government servant concerned-

(a) If the exact amount of the fees and the distribution of 
shares between the Government and the Government 
servant are known beforehand, the share due to the 
Government sho11ld be credited as miscellaneous receipt 
of the department to which the Government servant 
belongs and the rest should be collected by the Govern
ment servant himself. The Government share should be 
paid into the treasury as far as possible by the body or 
person paying the fee; 

(b) If tht amount of the fees or the shares are known only 
approximately beforehand, all the fees should in the first 
instance be paid into the treasury to the credit of the 
Government as far as possible, by the body or person 
paying the fees. The recoveries should be credited to 
the appropriate deposit head, pending final settlement. 
when the share due to the Government !W:lould be 
credited as miscellaneous receipt of the department to 
which the Government servant belongs. and the rest 
should remain under the deposit head for disbursement 
to the Government servant in accordance with the pro
cedure set out below--

The Government servant himself, if he holds a gazetted post. 
or the head of office on behalf of a non-gazetted Govf'rn
ment servant. must claim the amount due to him on a 
bill in ordinary PFlY bill form sµecifving therein the 
Authority sanctioning the payment of fees. and forward 
the bill to the Accountant General through the Treasury 
Officer concerned. who will furnish nPcessary detailc:; 
of the credit in the treasury accounts. The Accountant 
General will. after verifving the credits. authoris<> thP 
pavment and return the bill to the Treasurv Offirer. who 
will pay it by debit to the deposit head concerned. 
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NoTE-These rules are intended to be applied to cases in which 
the whole or a share of the fees as such is payable to the Govern
ment servant doing work for non-Government bodies or persons. 
They are not applicable to cases, e.g., fees levied for overtime work 
in department where it is in existence, where a Government servant 
undertakes the work as a part of his official duties although in view 
of the extra work involved and in consideration of the fees realised, 
he is remunerated by a share out of these rec~ipts. In t~e latter 
cases the fees realised are adjustable as departmental receipts and 
the disbursements to the Gavernment servant as departmental 
expenditure. 

Section VIll-Special Rules for Deposits of Local Punds 

Explanation 

652. The expression "Local Fund" denotes-

( i) revenue administered by bodies which by law or rule 
having the force of law come under the control of the 
Government. whether in regard to the proceedings gene
rally, or to specific matters such as the sanctioning of 
their budgets, sanction to the creation or filling up of 
particular appointments, the enactment of leave, pension 
or similar rules; 

(ii) the revenues of any body which may be specially notified 
by the Government as such. 

NoTE-Port Funds and general accounts constituted at major 
ports under the Indian Ports Act. 1908; the Bombay Port Trust 
Act, 1879; the Calcutta Port Act. 1890: the Madras Port Trust Act, 
1905 and the Major Port Trusts Act, 1963 are treated as Local Funds 
whether such funds are administered by separate bodies or by 
single officers appointed under those Acts. 

Receipts and Payments 

653. Save where it is expressly provided by any law or rule 
having the force of law, moneys pertaining to a Local Fund may not 
be received for deposit at a treasury without some general or special 
order of the Government. 

654. The accounts of Local Funds at a treasury shall be kept as a 
pure banking account, moneys being paid into and drawn out of the 
treasury without specification of the nature of receipt or expendi
ture. Unless in any case the Government direct otherwise, with
drawals can be made only by cheques si~ned by the administrator 
or some responsible officer of the Local Authority concerned. 

655. If. under anv soecial orders of the Government, moneys 
r€>quired bv a Local Body have to be drawn from the treasury on 
detailed bills. such bills shall be presented, as far as possible. in 
accordance with their relevant provisions of Part V. The q-ross 
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amounts of bills shall be debited by the Treasury Officer against the 
Local Fund concerned, the deductions on account of income-tax, 
fund subscription, etc., being credited by transfer in distinct entries. 

656. No Local Body is allowed to overdraw the balance at its 
credit in the Public Account, without obtaining beforehand a loan 
or contribution from Government funds to cover the overdraft. 

Verification of Balances 

657. The balances at credit of each Local Fund shall be verified 
at the end of the year by the Treasury Officer in communication 
with the Accountant General on the one side, and the oflicer or 
committee administering the fund on the other. The balance on the 
Accountant General's books is the balance acknowledged by the 
Government, and the Treasury Officer is required to follow it, and 
not the local accounts as his standard. 

Section IX-Other Deposits Accounts 

658. Moneys appertaining to special deposit accounts which do 
not strictly fall under any of the separate classes specified in this 
part may be paid into or drawn out of the Public Account in accor
dance with such general or special directions as may be given by 
the Government. 
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PART X-LOANS AND ADVANCES 

Section I-General 

Introductory 

L6o9--663 

659. The rules in this part shall apply to loans and advances of 
different classes, which are granted out of funds provided by the 
Government under the heads "Loans and Advahces by ihe Central 
Government" and "Advances Repayable", except in so far as they 
are governed by any special rules contained in other parts of these 
rules or in any departmental regulations. 

Mode of Drawing and Repaying 

660. Subject to the provisions of Section II of this Part, bills 
for loans and advances shall be drawn by the drawing officer of the 
office of the authority sanctioning payment of loan or advance. The 
bill shall be presented at the treasury supported by a copy of the 
sanction for such payment. In case the treasury officer makes pay
ments by cheques or Bank drafts, the drawing officer shall obtain 
cheques/drafts wherever necessary and make arrangements for 
payment. 

NoTE:-Bills for payment of loans and advances on non-gazet
ted Government servants and to those gazetted Government ser
vants who are paid under the 'Scheme for the withdrawal of pay 
and allowances, etc. of gazetted Government servants by Heads of 
offices' shall be drawn and disbursed by the head of office concerned 
in the manner stated above. Bills for payment of loans and advances 
to other gazetted Government servants shall be drawn by the gazet
ted Government servants concerned. 

661. Except as otherwise provided in Section II of this part loans 
and advances may be drawn on simple receipt in a form similar to 
Form T.R. 42. 

662. In paying a loan or advance, the memorandum or chalan 
presented at the treasury. or if the repayment is made by deduction 
from the amount of a claim against the Government, the bill for 
such a claim, must state the original date and amount of the loan or 
advance, or otherwise give sufficient particulars for its identification. 
If the amount repaid includes interest as well as principal. the 
interest must be separately specified. If the repayment is a fixed 
l?eriodical amount, including both interest and principal, the orders 
fixing the amounts shall be quoted. 

The memorandum or chalan for repayment of loan instalment 
or payment of interest, or both shall be presented at any treasury 
located within the iurisdiction of the Accountant General on whose 
books the loan or advance was adjusted at the time of payment and 
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in case it is not convenient to the loanee to so present the memo
randum or chalan, he shall remit the amount to that Accountant 
General or the departmental officer responsible for the maintenance 
of detailed accounts of the loan, as the case amy be, by cheque/ 
bank draft drawn on a bank at the place where the office of the 
Accountant General or the departmental officer, as the case may be, 
ifi located. 

Section II-Special Rules Applicable to Different Classes of Loans 
and Advances 

663. Deleted. 

Revenue Advances 

664. The following special procedure is prescribed for the draw
ing of Revenue Advances which include takavi advances, Bdvances 
under the Land Improvement Acts, and any other advances which 
Revenue Officers are allowed or directed to make under the provi
sions of any law, or under special order of the Government. 

NoTE-Takavi works advances in the form of expenditure on 
Takavi works in the Public Works Department are regulated by 
departmental rules. Save where the estimated cost of such works 
are recovered in the Public Works Department, recoveries of such 
advances will be made by the Collector in the same way a~ arrears 
of land revenue. 

665. Advances may be issued from the treasury upon orders 
r..i~ned or countersigned by the Collector or other duly authorised 
officer. Neither the Treasury Officer nor the Accountant General will 
be responsible for taking further cqgnizanie of each individual trans
action after payment by a treasury beyond keeping a separate plus 
and minus memorandum for each officer who authorises the ad
v1.nces, in accordance with the directions contained in this behalf in 
the Account Code, Vol. II. For alJ further accounts and supervision, 
the departmental authorities will be responsible. 

666. (1) Advances may be made either direct to the parties con
cerned and on their receipt (stamped when necessary), or in lump 
sums on abstract bills in Fprm T.R. 31 to Government officers dis
bursinR the advances 

·· (a) In the former case the payments in the treasury account 
must be supported either by mutual payees' receipts, or where these 
are required by the departmental officer, by a certificate from the 
Collector or other duly authorised officer to the effect that the pay
mtnts have been made to the proper parties and their receipts duly 
taken ~.nd filed in the departmental office. 
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(b) In the latter case the following safeguards shall be adopted-
(i) No officer disbursing these advances should be allowed to 

draw a second abstract bill without producing a detailed 
bill to account for the amounts already disbursed from the 
last advance taken, any balance left being at the same time 
refunded into the treasury. In no case should the sub
mission of the detailed bill be delayed beyond the end of 
the month following that in which the advance was drawn 
from the treasury. 

(ii) Disbursing officer should take the receipts of the payees 
on the spot as soon as the advances have been made, and 
certify at the foot of the detailed bill that the advances 
were duly sanctioned by them and paid in their presence. 

(iii) Payees' receipts need not be sent with the detailed bill 
and their names need not be shown in it. The detailed bill 
should be forwarded to the Accountant General through 
the Treasury Officer in support of the debit appearing in 
the treasury account. 

(iv) The Collector or the head of the department concerned 
should prescribe a money limit for the amount which can 
be drawn on abstract bills by each officer with due regard 
to the circumstances of each case. 

(2) No officer authorised to make advances may question the 
accuracy of the treasury plus and minus memorandum as the record 
of his responsibility, otherwise than by satisfying the Accountant 
General of its erroneousness and causing him to correct it. Every 
officer shall see that the debits and credits made to his account accu
rately correspond with those which enter his own registers and 
returns for each month. If he is not the Collector, he must obtain 
from the treasury a copy of the plus and minus mf'morandum with 
which he is concerned and take necessary steps for the removal of 
differences between the two sets of accounts. Special care shall be· 
taken in paying recoveries into the treasury that the amounts of 
interest and principal recovered as separately and distinctly credited 
as the former must not. and the later must. be credited in the nlus 
and minus memorandum . · 

Advances 1mder Special Laws 

667. Advances under this head will be regulated in accordance 
with the provisions of the relevant Acts and rules framed there
under, or by such orders. general or special, as may be issued bv the 
Government in this behalf. 

Advances for Departmental Purposes 

668. Advances granted under special orders of compf'tent autho
rity to Government officers for departmental or allied purposes may 
bP. drawn on the re!=oonsihility and receipt of the officer for whom 
the>v are sanctioned. subject to adiustment bv submission of detailed 
accounts supported by vouchers or by refund. as may be necessary. 
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In the case of advances for survey and other departmental ex
penditure, which are ultimately recoverable from private owners 
or other parties, the duty of maintaining detailed accounts of the 
advances, of watching their recoveries and of supervision, etc. shall 
rest with the departmental authorities concerned, the Treasury Officer 
being responsible only for maintaining a plus and minus memoran
dum, where necessary, in accordance with the directions contained 
in the Accout Code, Vol. II. 

The provisions of sub-rule (2) of Rule 666 apply also to advances 
of this class of which the detailed accounts are kept departmentally. 

Advances to Government Servants on Personal Account 

669. These advances may be drawn on ordinary pay or travelling 
allowance bill form, or on simple receipt in a form similar to Form 
T.R. 42 as may be found convenient. The names of Government 
servants with their designations and the amounts of advances 
sanctioned for each should be clearly indicated in the form to be 
used for the purpose. 

A personal advance to a Government servant may be repaid, 
either in cash or by deduction from his pay or travelling allowance 
bill as may be required under the rule or order applicable to each 
case. The recoveries of advances through the pay bills should be 
supported by the schedules of recoveries of advances in Form T.R. 
62-A, separate schedules being attached for the different types of 
advances. In case of recoveries of festival advances, however, the 
pay bills should be supported by a schedule of recovery in Form 
T.R. 62-B. In cases in which payment is made in cash, remittance of 
the amount to the particular treasury or office from which the 
advance was drawn is not necessary. 

Other Loans and Advances 

670. Subject to the general provisions contained in Section I of 
this part, loans or advances not falling under any of the separate 
classes specified in this section, may be drawn and repaid in accor
dance with such general or special order as the GovE'rnrn:-nt mav 
issue in each case. 



:! J.) 

PAit-r XII 'l'RANSJo'ER OJ.' MONEYS IN 1'HE PUllUC Al'COUN'l' Lti71 

PART XI--TRANSFERS OF MONEYS STANDING IN THE 
PUBLIC ACCOUNT 

Section 1-Iatroductory 

Kinds of 'l'ransf ers 

671. Transfers and remittances of moneys standing in the Public 
Account of the Central Government are of the following kinds, 
na'llely:- · 

(a) Transfer through Currency, that is a transfer of money 
between the treasury balance and the currency chest at 
one place in consideration of an opposite transfer of the 
same amount being made at another place, e.g., tmnsfers 
at a district treasury against opposite transactions at a 
sub-treasury subordinate to it, and transfers at a Currency 
Office against deposits and withdrawals at treasuries and 
sub-treasuries. 

NoTE 1-Currency chests are maintained at Central trc•asuries 
and sub-treasuries on behalf of the Issue Department of the Reserve 
Hank in accordance with the arrangement described in Chapter II 
of Part XIV. 

NOTE 2-Remittances between the treasuries and sub-treasuries 
in the States mentioned below on the one hand and the Reserve 
Bank Office indicated there-against, are, owing to the non-existencP 
of a currency office in the jurisdiction of the States coucerned, 
ti eated as operations against the balance of the Central Govern
ment. 

Namf'~ of St.Atrs 

(l) 
- ---- -------

I. · AAsant, Hlh1u and Orie•u. 

2. Andhra l'radesh and Keru.111. 

3. Gujarat 

4. Ma1lhya l'radesh 

5. l'unjab and Rajaathan 

Na.me of Resur ve Hank Offiou 

f'&lcutto 

l\Ja<lrM 

Uombay 

Nagpur 

New D11lhi 

(2) 

~ -~·~------------------------------------------~ 
(b) Remittances of coin and notes:-

(i) Bank remittances, that is remittances from the bank to 
a non-Bank treasury or sub-treasury or vice versa, when 
both the receiving and the remitting offices are not with
in the jurisdiction of a single Province. 

(ii) Remittances between treasuries that is, remittances 
from the treasury balance at one treasury to the treasury 
balance at ~n?ther treas~ry, when h<?th. the remitting 
and the rece1vmg treasuries are not within the jurisdic
tion of a single Province. 
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This method of remittance applies only to remittance to and 
from sub-treasuries where there is no currency chest 
and to the remittance of foreign notes and coin, and of 
uncurrent coin, when such coms are not sent separately 
for remittance to the Mint. 

(iii) Small coin depot remittances, that is, remittances of 
small coin from a small coin depot to another small com 
depot, a Central or a Provincial treasury or to the Bank 
conducting the cash business of any such treasury, or 
vice versa. 

Remittances to and from small com depots maintamed on 
behalf of the Central Government in Burma are also 
subject to the provisions of this part. 

(iv) Mint remittances comprising-
(1) Remittance to the Mint of uncurrent coin or coin with

drawn from circulation from a Central or a Provincial 
treasury or from the Bank conducting the cash busi
ness of any such treasury, and 

(2) Remittances of new coin from the Mint to a small coin 
depot. 

NOTE-Remittance of uncurrent coin from a sub-treasury not 
being a Central sub-treasury, to the district treasury of a Province 
will be treated as a local remittance affecting the balance of the 
Provincial Government. 

(c) Transfers between India and the United Kingdom. 

Application of Rules 

672. The rules of procedure prescribed in Section II of this part 
upply primarily transfers between the currency chest balance and 
the treasury balance at a Central treasury. These rules are also appli
cable to transfer between the treasury and currency chest balances 
within a Province, which are set off by opposite transfers at a place 
outside its jurisdiction, except in so far as they may be supple
mented or modified by any special instructions issued by the Currency 
Officer. 

673. Unless in any case the Government after consultation with 
the Reserve Bank direct otherwise, all remittances mentioned in 
clause (b) of Rule 671 shall be governed by the provisions of Section 
III of this part: 

Provided that where a C.~ntral sub-treasury is subordinate to a 
district treasury within the jurisdiction of a Province, remittances 
from and to such a sub-treasury may be regulated by such rules of 
procedure as may be prescribed by or under the Treasury Rules of 
the Province after consultation with the Reserve Bank. 

674. Cash remittances between Post Offices shall be governed by 
the general provisions of Section III of this part, except to the extent 
that they are varied or supplemented by departmental regulations. 
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675. The rules in this part are issued after consultation with the 
.Reserve Bank. 

Section II-Tran sf er Through Currency 

Bank Treasuries 

676. All transfers from and to currency chests at the Bnnk will 
be affected under instructions from the Currency Officer, and such 
transfers will not affect the Government balance and will not pass 
through the Public Account. 

677. Subject to any special direction contained in Part XIV, all 
transfers from and to Currency shall be of whole rupees and notes. 

678. At sub-treasuries where there is a currency chest, the 
transfer of funds shall be made in accordance with the following 
procedure:-

(i) When a Sub-treasury Officer requires funds, he should with 
the previous permission of the Treasury Officer, transfer 
the specified amount from the currency chests to his 
treasury balance and report the fact forthwith to the 
Currency Officer concerned to cash by wire (or by letter 
if it can reach its destination within twenty-four hours) 
on the date of the transfer. 

NoTE-The Currency Officer may, on the recommendation of the 
rreasury Officer, permit a Sub-treasury Officer to transfer funds 
from the chest without the sanction of the treasury officer subject 
to such conditions as he may impose regarding amounts and the 
prriod of such sanction. 

(ii) When surplus funds accumulate at a sub-treasury, the 
Sub-treasury Officer should deposit them into the currency 
chest and communicate the fact forthwith to the Currency 
Officer by wire (or by letter if it can reach its destination 
within twenty-four hours) on the date of the transfer, an 
intimation being simultaneously sent to the Treasury 
Officer by post. 

(iii) In districts where an agency of the Bank conducting 
treasury business is situated at a place where there is a 
sub-treasury instead of at the headquarters, the opposite 
payment in respect of currency transfers at the district 
treasury and other sub-treasuries in the district shall be 
arranged for in the same way as set out in clauses (i) and 
(ii) above. and no payment shall be made at the Bank. 

NoTE-Chest slips should be submitted by the Sub-treasury Officer 
to the Currency Officer through the Treasury Officer. 

679. At sub-treasuries where there is no currency chest transfer 
of funds will be made by the remittance of notes or coin 'from the 
Bank to the sub-treasury, or vice versa, in accordance with the pro
cedure prescribed in Section III of this part. The Bank will provide 
the funds for remittances to sub-treasuries at the request of the 
Treasury Officer. 
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Non-Bank Treasuries 

ti80. Transfers of funds from or to the treasury balance shall be 
made in accordance with the following rules:-

(i) The Treasury Officer may at any time deposit. surplus 
funds into the currency cheat at his treasury. When owmg 
either to receipts at the treasury or to withdrawal from 
the currency chest against deposit at. a sub-treasury, the 
treasury balance exceeds by any appreciable amount the 
normal balances fixed by the Government, the excess 
should be deposited into the currency chest. 

(ii) When the Treasury Officer requires funds either to meet 
disbursements at the treasury or for deposit into the chest, 
or vice versa, must be reported at one to make the neces
sary transfer from the currency chest to replenish the 
treasury balance. 

(iii) Every transfer from the treasury balance to the currency 
chest, or vice versa, must be reported at once to the 
Currency Officer by telegram (or by letter if it can reach 
its destination within twenty-four hours), in addition to 
sending slips in Form T.E. 2, unless corresponding transfer 
is made at a sub-treasury. 

681. Transfer of funds to and from sub-treasuries where there is 
a currency chest shall be made through currency, the opposite 
p~ments being made at the district treasury or at another sub
treasury so as to retain the total balance in the currency chest of 
the district unchanged. 

The procedure shall be as follows:-

(i) When a surplus accumulates at a sub-treasury the Sub
treasury Officer should deposit the surplus into the cur
rency chest. When the sub-treasury balance exceeds by 
any appreciable amount the normal balance l~id down 
by the Treasury Officer, the excess should be transferred 
to the currency chest, unless heavy p~ments are expected 
to absorb it within the next two or three days. On receipt 
from the Sub-treasury Officer of the chest slip in Form 
T.E. 2 reporting the transfer, the Treasury Officer should 
make the corresponding transfer from currency to trea
sury at the district treasury. 

It is the duty of the Treasury Officer to see that Sub
treasury Officers deposit surpluses promptly into the 
currenc..,· chest. If at any time it appears that the balance 
at a sub-treasury is unnecessarily large, the Treasury 
Officer should order a deposit of the surplus into the 
currency chest. 



.PART XlJ '!'RANS.FER O.li' MO.NEY.~ IN '£HE l'UBLIC_ AUCOUNl' LG81-ti85 

(ii) When a Sub-treasury Officer requires funds, he should 
apply to the Treasury Officer for sanction to a transfer 
trom the sub-treasury chest. If the Treasury Officer con
siders that the transfer is necessary, he should make a 
transfer of the amount from treasury to Currency at the 
district treasury and order the corresponding transfer from 
Currency to treasury at the sub-treasury. 

NoTE-The Currency Officer may, on the recommendation of the 
Treasury Officer, permit a Sub-treasury Officer to transfer fund.s from 
the chest without the sanction of the Treasury Officer, subJect to 
such conditions as he may impose regarding amounts and the period 
of such sanction. 

682. Transfer of funds to and from sub-treasuries where there 
is no currency chest shall be made by the remittance of notes or 
coin in accordance with the procedure prescribed ·in Section III of 
this Part. Such remittances shall not be made except under the 
instructions of the Treasury Officer. 

Section DI-Remittances of 'Coin and Notes 
General 

683. The provisions of Rules 684 to 729 shall apply primarily to 
remittances to and from treasuries and sub-treasuries, the cash busi
ness of which is not conducted by the Bank. At places where the 
cash business of the treasury is conducted by the Bank these rules 
shall apply subject to the provisions of Rules 730 and 731 and such 
other instructions as may be issued by the Reserve Bank. 

Despatch of Remittances 
684. (1) No remittance of coin or notes from a sub-treasury or 

treasury to a treasury or sub-treasury in another district or to a 
Currency Office shall be made except in accordance with the special 
or general instructions of the Currency Officer. When a surplus of 
coin or notes accumulates in the districts, the Treasury Officer shall 
report the details of the surplus to the Currency Officer and obtain 
his instructions for remittance to another treasury or the Currency 
Office. Uncurrent coin and notes unfit for issue shall be dealt with in 
accordance with the provisions of Rules 692 and 693 respectively. 

(2) Remittances within the district, that is, between two sub. 
treasuries in a district or between a treasury and a sub-treasury 
subordinate to it may be made under the orders of the Treasury 
Officer. 

685. (1) All remittances despatched by rail, river or ioad must 
be escorted by a guard, except remittances of nickel, bronze or 
copper coin during transit by rail at railway risk. 

NOTE-When a potdar accompanies a remittance he is responsi
ble during the whole course of the journey for the contents of the 
boxes and the police guard acts as an escort. The potdar will not 
interfere in any way in the performance by escort of its legitimate 
duties but he must be permitted to satisfy himself that all necessary 
precautions are being taken. In the event of damage occurring to a 
box it is the duty of the potdar to take over any coin that may fall 
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out and to verify the contents and repack the box if repacking 
becomes necessary. The escort officer must not permit the potdar 
to be interfered with in the execution of his duties. 

(2) Immediately on receipt of a remittance order from the 
Currency Officer or as soon as the Treasury Officer decides to make 
a remittance to a sub-treasury, the police department shall be in
formed of the kind and amount of the treasure to be remitted and 
asked for a sufficient escort, which it will supply according to the 
prescribed scale. All officers on the line of march from whom any 
assistance may be required shall be advised by the despatching 
otlice. 

(3) The receiving office shall be informed in advance in Form 
T.H.. 63 of the particulars of the remittance to be despatched in 
order that necessary arrangements may be made for receiving it. 

( 4) A remittance shall not be sent at such a time that it will be 
in transit at the end of a month, or that it will reach its destination 
on a Sunday or other authorised holiday. 

(5) The attention of the escort officer shall be specially drawn 
to paragraph 3 of the instructions in Form T.R. 67. 

686. The Treasury Officer shall advise the Currency Officer of 
l'very despatch of a remittance to a place outside the district on the 
same day on which it is despatched. If the treasury is so situated 
that the advice cannot reach the Currency Officer within twenty
four hours, if sent by post, the Treasury Officer shall send the advice 
by telegram. The advice shall state the nature of the remittance and 
~ive the name of the treasury, sub-treasury or branch of the Bank 
to which it has been df.'spatched. 

Remittances of Coin 

687. Coin shall be packed for remittance in stout bags, tied and 
sealed after a slip in Form T.R. 7 has been placed in each bag. 
The Treasury Officer must satisfy himself generally of the contents 
of the bags. and must see that the proper number of bags is placed 
in each box. Where a potdar accompanies a remittance, he also 
should watch the packing of boxes after counting the number of 
nags in each box. 

NoTE 1-For remittanc£'s to the Calcutta and Bombay Mints, 
bags should be as below-

Each denomination of coin must be in separate bags. 

Denomination ValuP per lmg Tall' por bo.g 

Re. Piece~ 
RupeoA 2,000 2,000 

! " 
2,000 4.000 

t 500 2,000 
l .. :mo 4,000 
Nickel O II 0 2110 noo 

" 
0 4 0 21;0 I.000 
0 2 0 250 2,000 
ti I 0 200 3,200 
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Double piece 

Single ., 

Half .. 
Pio Pieooe 

100 N.P. J 

GON.P, 

26 N.P. 

lON.P. 

Ii N.P. 

2N.l'. 

l N.l'. 
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Denomination Value per 'l'ale per bag 
bag 

Its. Pioces 

60 

60 

30 

10 

2,000 

2,000 

600 

200 

100 

60 

20 

1,600 

a,200 

3,840 

1,980 

2,000 

4,000 

2,000 

2,000 

"',000 

2,600 

2,000 

NOTE 2-In case of a remittance sent without a potdar, the 
despatching officer should examine a certain percentage himself 
and place a private mark upon the ticket of the bags so examined 
and the special attention of the receiving officer should be drawn 
to the necessity for protecting the interest of the absent remitting 
officer. 

688. For journeys by road, the bags may be packed in treasure 
tumbrils or in large chests placed in carts, at the door of the trea
sury in the presence of the Treasury Officer. For journeys by nil 
or boat, and also (if convenient) for journeys by road, ·tht>y must 
be packed in stout boxes capable of containing Rs. 4,000 to Rs. 6,000 

·each, nailed down and bound with iron, without gunny convering 
of ropes, and the hoops shall be riveted or nailed together where they 
cross. Every box must bear the name of the despatching treasury 
cut into or painted on it with a number. 

NoTE 1-Where coin remittances are sent in padlocked boxes, 
the instructions for the use of such boxes will be given by the Head 
of the Local Administration. 

NOTE 2-Remittances of coin from Currency Offices are usually 
sent in patent remittance boxes. Special instructions regarding the 
method of dealing with such boxes will be given by the remitting 
oftker. 

689. For Military expeditions, unless there are special orders o.f 
the Government to the contrary, the treasury bags shall ue packed 
in deal wood boxes of the standard pattern of which the particulars 
sho11ld be obtained from the Currency Officer, when necessary. 
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690. To each box designed for river conveyance or to cross any 
unfordable stream by a ferry, shall be fastened a buoy formed of 
pu.:ce of unsplit bamboo or other floating material. The rope of the 
buoy shall be at least ten yards long. The police officer in-charge is 
responsible for seeing that it is never detached from the box, n~r, 
so long as the box is on board any boat, knotted or emangled m 
an)' way. When treasure is sent by a sea-going vessel, the. despatch
ing officer shall remove the buoys after the boxes ~re -sh1ppC'd, and 
the receiving officer shall attach the buoys when landmg the treasure, 
if he is not the Treasury Officer he shall obtain the buoys from 
that officer. 

NoTE-The above precautions arc not necessary in lhe case of 
remittance covered by insurance. 

691. Invoices shall be prepared- separately in triplicate in Form 
T.R. 64; one copy shall be retained by the remitting officer, ·another 
shcill be despatched by post on the same day to the receiving trea
sury, and the third made over to the escort officer. The weights 
entered in the invoice shall be those ascertained by weighment in 
the presence of the escort officer. 

NoTE-Separate invoices must be prepared for treasury and 
currency remittances, the words "Treasury Remittance" or •·currency 
Remittance" as the case may be, being written on the 1.op. 

In the case of treasury remittances the invoices should show 
separately uncurrent (1) silver, (2) nickel, and (3) copper or bronze 
coin. giving separate totals for each group of coin. 

Uncurrent Coin 

692. Coin withdrawn from circulation shall be remitted to the 
mint in accordance with the following rules:-

(i) Broken and cut coin should not be remitted or;linarily 
until a sum of at least Rs. 20 has accumulated. 

(ii) Invoices of the remittances should be prepared in Form 
T.R. 65. Treasury Officers should devote particular care 
to filling them up correctly. 

(iii) The Mint Master will prepare a valuation statement of 
the remittance received and forward it to the t·emitting 
treasury or the Bank. 

(iv) Any deficiency in tale found by the Mint Master must 
be made good by the Treasurer and any exces~ in tale 
will be retu~ned to the remitting treasury or Lhe Bank. 
Any excess m yalue found by the Mint Master will be 
credited to the Government. 

Remittances of Notes 

693. All notes unfit for issue, which may have accumulated at a 
treasury, shall be sent to the Currenc:y Office (or treasury named by 
the Currei:cy Officer) on each occasion on which a remittance of 
notes or com is sent to or received from the Currency Office. Such 
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notes should not be cut for remittance. Advice of the remittance 
giving details of the denominations and value of the notes shall be 
sent by post to the Currency Officer. 

694. New notes or notes fit for re-issue should never be cut for 
remittance. When the value of the notes to be remitted dues not 
exceed Rs. 2,000 and the notes cannot conveniently be include.d in a 
sp~cie remittance, they may be sent by post insured up to their full 
value. When the value exceeds Rs. 2,000 the notes shall be sent in 
charge of a potdar and police guard. 

695. The following instructions shall be observed for packing 
parcels of notes:-

(i) Notes of each denomination must be arranged in •eparate 
bundles stitched by one edge into books of 100 each, any 
excess over multiples of 100 being made into one book. 
To each bundle of books should be attached a i:.hp m Form 
T.R. 8. stating the number of pieces it contains and bearing 
the full signature of the official who last counted them and 
made up the bundle before despatch. 

(ii) For remittances in charge of a potdar and police guard, 
the bundles should be packed in parcels of tc'1 bLindle.,; 
each and the parcels should be placed in strong wooden 
boxe:; which should be securely fastened and sealed. Th~ 
Boxes should be weighed in the presence of the escort 
officer and the weight and contents of each box entered in 
the invoice in Form T.R. 64. 

NoTE-Fre&h notes of the denominations of Rs. 5 and Rs. 10 are 
remitted from the Currency Offices to currency chests in tlw (lriginal 
bundles received from the Security Printing Press. 

696. In the case of remittances sent in charge of a police guard 
an invoice in Form T.R. 64 shall be prepared in triplicate, one copv 
beiJ1g sent by post to the receiving officer, one given to t.he police 
offirer in charge of the escort and the third retained by the despatch
ing offirer for record. The escort officer shall sign a receipt on each 
copy of the invoice, stating that he has received the boxes of the 
marks and weights detailed therein. 

Escort Officer's Duties 
697. The escort officers shall see the boxes of notes an ; coin 

wei~hed, or in the case of chests or tumbrils containing bags oJ: coin. 
shall count the number of bags. He must sign the receipt at the foot 
of each copy of the invoice, the blanks being filled up in words. and 
if the escort officer be ignorant of English, he shou1d be required 
to write the numbers of the bags or boxes which he has received 
in the Indian language commonly used in the district on the copy of 
the invoice to be retained by the Treasury Officer. 

698. The escort officer shall wire to the receiving ollker th~ 
number of the train (passenger or J:{oods) conveying the rem~ttanc.., 
and its hours of departure. and shall also wire aJ?ain en route if any 
chnnge in the train has bc>€n madC' or if an~· thing has occm red to 
di:>lay itc; arrival. 
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699. When the escort officer is relieved in the course of the 
journey he shall obtain a receipt for ".................. tumbril.: m good 
mder said to contain ........... coin to be the value of Rs ........... . 
in . . . . . . . . . bags" or for "............ boxes or for sealed -~·agons, in 
gor_,d order, said to contain ............ coin (or notes) to +h,, ·.·alue of 
Rs. . .......... ". When the remittance reaches the addres.:.ce, the 
latter will count the bags and weigh the boxes, and give a receipt 
for "............ bags said to contain . . . . . . . . . . . coin to the ·1alue of 
Rs. . ....... ", or for " .......... boxes of marks and weight5 detailec 
in :he invoice said to contain ........... coin (or notes) to the value 
of ~s ........ ". If any box be of short weight, or show s•&ns oJ 
having been tampered with, it must be opened in the presence of 
the escc.rt officer: otherwise he may be allowed to return at once. 

Potdars, Shrotfs, etc., accompanying Remittances 

700. (1) Subject to any general or special instruction-; is:,,'l..led by 
thl. Currency Officer in this behalf, treasurers may send 111 c.harg~ 
Gf ~ilve .. coin or note remittances potdars who will remam in charge 
whi.e the treasure is being examined and who will tak<> b~c.k the 
locks and, if conventient, the bags. If the guard be returning to the 
station of original despatch, tumbrils or chests shall be sent back 
und~r his cha1ge; otherwisE:, they must wait for the potdar 

(2) For coin remittances the following scale may be followed-
(l) One potdar up to Ten lakhs; and 

(ii) One potdar for every additional Ten lakhs or a fraction 
thereof up to a maximum of three in all. 

NoTE-The Currency Officer may sanction the deputation of a 
second potdar for journeys occupying such a long time that one man 
cannot be expected to exercise the necessary supervision. 

(3) For note remittances one potdar may be usually sufficient, 
unkss the Currency Officer sanctions the deputation of a second 
potcar for journey occupying such a long time that one man cannot 
be expected to exercise the necessary supervision. 

(4) In cases of heavy remittances whether of coin or notes, or 
of both the Currency Officer may authorise the deputation of one or 
more clerks in addition to the usual escort of potdars. Extra shroffs 
or potdars may also be engaged. whenever necessary, with the 
special sanction of the Collector, to deal with heavy receipts, or to 
accompany remittances or to take the place of permanent shro:ffs or 
potdars who do so. 

701. (1) Except in case of remittances not at railway risk, a 
potdar shall, on no account, be sent either to accompany a remittance 
of nickel. bronze or copper coin. or to watch the examination of such 
coin at the receiving treasury, Mint or the Bank. 

When the re1!1ittance is not at railway risk, a potdar may 
accompany a remittance of nickel, bronze or copper coin but he 
should not be required to watch the detailed examination of such 
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remittance. On receipt of the remittance the boxes should be opened 
immediately and the bags taken out after which the potdar should 
be relieved. If, however, any bag rontaining coin shows signs of 
damage or of having been tampered with, it should be opened and 
its contents examined in his presence. 

(2) Potdars accompanying remittances of withdrawn silver, 
Q-alloy and pure nickel coin, and remittances for special examina
tion to the Mints, shall be released by the Mint authorities as soon 
as the number of sealed boxes in the remittances have been checked 
with the relative invoices, and preliminary weighments of such coin 
are recorded by the Mint, in their presence. In case of combined 
remittances from the Reserve Bank, treasuries. branches of the 
Imperial Bank of India, th<• accompanying potdars shall be relieved 
a!'! soon as the number of the sealed boxes in the remittances have 
been checked with the .·elative invoices and found satisfactory. Tq<' 
opening and preliminary weighments of such remittances shall be 
supervised by a potdar deputed by the Local Head Office or the 
Reserve Bank or the Imperial Bank of India (State Bank of India) 
as the case may be. On no account shall they be detained to watch 
the examination, and tallying of any remittance at the Mints. 

702. Potdars or clerks accompanying remittances shall be fur
nished by the remitting Treasury omccr with a certificate in Form 
T.R. 66 with columns 1 to 8 filled in. The ofllcer receiving the 
remittance shall consider with reference to the amount and kind of 
the remittance received and the number of men available at his 
office for examination, how long the potdars or clerks accompanying 
the remittance are likely to be detained at the station and inform 
them forthwith in writing to enable them to make suitable arrange
ments for their stay at the station. At the end of the examination he 
shall complete the certificate and return it to the remitting treasury. 
He shall state in column 12 the daily allowance which he recommends 
for the halt in excess of ten days and explain the reason~ for th'e 
recommendation on the reverse of the certificate. On receipt of the 
certificate from the receiving officer, the remitting Treasury Officer 
shall forward it for necessary action. if halts in excess of ten days 
have been made, to the Currency Officer or to the Collector, accord
ing as the charges for the remittance m question have to be borne 
by the Reserve Bank or by the Government and the authority con
cerned will indicate in column 13 of the certificate the rate at which 
the allowance should be drawn. The certificate shall be attached to 
all bills for travelling and other allowances, special or otherwise, 
admissible to the men accompanying the treasure. 

703. If any chest. tumbril or wagon be secured by double locks 
one key shall be held by ti:e potdar. and ihe other by the escort 
officer; if there be only one lock, the key shall be held by the 
potdar, but the escort officer is responsible for not allowing the 
chest or wagon to be op~ned before arrival at the destination. save 
in case of a breakdown when the treasure must be removed to 
.another chest or wagon in his presence, lo the cas<' of r<'mittances 
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sent without potdars, single locks shall be used and the keys en
trusted to the escort officer in a sealed cover which he should not 
open except when absolutely necessary due to a break-down on 
the road. 

Receipt of Remittances 

704. (1) Immediately on the arrival of a remittance credit tor 
the invoiced amount shall be given in the c1:1sh book or other appro
priate register and in the case of a remittance received from a place 
outside the district an advice shall be sent to the Currency Officer, 
stating the name of the treasury or Currency Officer from which 
the remittance has been received and whether it is a Currency or a 
treasury remittance. The advil!e shall be telegraphic if a postal 
~dvice cannot reach the Currency Officer within twenty-four hours. 

(2) The remittance must then be examined. 'l'hc first step in this. 
examination is the weighment of each box in the presence of the 
escort officer and the Treasury Officer and the comparison of this 
weight with that shown in the invoice. A receipt shall then be given 
to the escort officer and a copy of this receipt sent by post on the 
same day to the despatching treasury. 

705. When the weight of each box is not given in the invoice, 
the boxes must be opened and the contents C;Xamined in the presence 
of the escort officer. Any infraction of the rule requiring the weight 
to be stated shall be brought to the notice of the remitting officer. 
If any box be short weight or show signs of having been tampered 
with it shall similarly be opened and its contents examined before 
1he escort is released. 

706. If coin or notes rPceived in the remittance are required for 
despatch to another treasury within a few days of its receipt, the 
boxes may be deposited unopened in the str'.mg-room, provided they 
are in good order and that they are in charge of a potdar who will be 
available to accompany them to their final destination. 

707. (1) New nickel or bronze coin received either directly from 
the Mint or from any other treasury in the original Mint boxes may 
be accepted as correct, provided the boxes are numbered and the 
seals bear a distinct impression and both remain intact at the time 
of receipt. 

(2) In all other cases, the boxes shall be opened immediately 
whether the remittance is accompanied by a potdar or not. When a 
potdar has accompanied the remittance, the boxes shall be opened 
in his presence. Unless the detailed examination of the whole remit
tance is immediatdy proceeded with the bags of coin or parcels of 
notes shall be deposited in the strong-room under double locks care 
being taken as far as practicable to place them apart from other 
treasure. To guard against abstraction of coin from remittances. 
which n;ay remain unexamined in the strong-room for some time. 
and which cannot be separately secured in a chest or chests, it 
shall be arranged. when the amount of the remittance does not 
exceed rupcc-s five lnkhs and when the proccqure will not c11use 
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practical inconvenience, that the entire contents of each. ~ag are 
weighed by employing them into the scales before depositing .the 
remittance in the strong-room. This weighment must be supervised 
by the Treasury Officer. 

(3) In the case of larger remittances, similar care must be exer
cised though it will usually be impossible for practical reasons to 
examine them in the same detail. The Treasury Officer in such cases 
must satisfy himself that the remittance has not been tampered with 
by personally picking out a number of boxes and bags from time to 
time and having the contents of these weighed under his supervision. 
In the case of remittances exceeding rupees five lakhs, or when it 
is not found practicable to weigh out smaller remittances care shall 
be taken to cover completely all bags forming parts of the remittance 
with tarpaulins, the notes being secured in a chest or chests or re
placed in the original boxes with the lids securely fastened. 

708. The detailed examination of the remittance shall be con
ducted in the presence of the potdar from the remitting treasury and 
under the supervision of the Treasurer of the receiving treasury or 
some other responsible person acting on his behalf. If, however, the 
remittance is not accompanied by a potdar from the remitting trea
sury or if the potdar has been discharged in terms of Rule 701(1), 
the detailed examination must be made in the immediate presence 
and under the personal supervision of the Treasurer of the receiving 
treasury who should see that the interests of the remitting treasury 
are adequately safeguarded. 

709. Every facility must be given to the potdar of the remitting 
treasurv to watch the examination. Any complaints which he may 
make shall be reported at once to the Treasury Officer. If any fraud 
is suspected. arrangements shall be made for the search of the 
examining potdars in the presence of the potdar of the remitting 
treasury. . 

'710. Only such portion of a remittance shall be taken out of the 
io;trong-room as can be examined during the course of the day. When 
any portion remains unexamined, the attending potdar may, if he so 
wishes, be allowed, at the time of the closing of the office. to place 
one lock of his own on the chest containing the unexamined portion, 
C'lr, if this is not possible, on the outside door of the strong-room. 

'711. The notes and the coin composing the remittance shall be 
counted and . examined in detail so as to ensure not onlv that they 
are all genume but also that each bundle of notes or bag of coin 
contains the alleged number. In the case or remittances or fresh 
not~s from the Currency Officer sent in bundles of 1,000 pieces. the 
bundles shall be split up into packets or 100 notes each. Any light 
w~ight or other uncurrent or defective coin found in the course of 
th~ .. detailed examination of a remittance or current coin shall be 
separa~cn. and dPalt with under the instructions contained in Chap
ter IIl of Part XIV. while deficiencies. whether in tale or due to 
ba1~ 01· counterfeit notes or coin. ~hall b(' cfoalt with in the manner 
pm;crlbcd in Rule 715. 
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712. As the examination of each bundle or bag is completed, the 
relative slips in Form T.R. 7 or T.R. 8, as the case may be, contained 
therein shall be taken out and replaced by fresh slips prepared by 
the receiving treasury. 

The slips of those bags and bundles the contents of which have 
been found correct shall be made over to the Treasury Officer for 
immediate destruction while the rest shall be attached to the report 
to be made to the remitting treasury under sub-rule (1) of Rule 715. 

NoTE-ln the case of remittances of coin from a Currency Office, 
all the slips must be returned to the Currency Officer after the 
remittances have been examined. 

713. The Treasury Officer shall supervise the examination of the 
remittance generally and see that adequate safeguards have been 
taken by the Treasurer to avoid during examination all malpractices 
whether on the part of the accompanying potdars or the examining 
potdars. He shall put away the examined notes and coin under double 
locks of the treasury or of the currency chest, as the case may be. 
On completion of the detailed examination, he must send a formal 
report to the remitting officer showing the result of the examination. 

714. No time shall be lost in examining a remittance both in 
order to release the potdar who accompanied it and so reduce the 
cost of a formal report to the remitting officer showing the result of 
the examination. 

NoTE-The minimum amount of coin and notes of each denomi
nation which one man should examine in a day is as follows-

Now rupeoe 
Old rupeeR . . 
New l rupoe11 of the value of 
Old l rupeo11 of the value of 
N11w l rupees of the value of 
Old l rupM11 of tho valuo of 
Old l rupon11 of the value of 
New 4 anna niokel oft.he value of 
Old 4 anna. niokel of the valu<' of 

(Join 

Now two anna niokol of the value of 
Old two anna niokol of the value of • 
Now one arma niokel of the vn.luo of 
Old one anna niokel of tho value of . 
New half anna niokol hraas of the value of 
Old half anna nickel brass of the value of • 
Now single pice of the value of 
Old 11ingle pice of the value of ... 
New l pice of the value of 
Old l pice of the value of 
Now pie pioe11 of the value of 
Old pio pic11a of thr value nf 

Jfntra 

New noteq nf a.JI denomination& 
Old Re. 1 nnrl 21810 n<>trs 
Old notP8 of h1p:h11r drnmnin11ti<>n~ 

R1. 

2,00,000 
8,000 

50,000 
4.000 

24,000 
2.000 
l,000 

18.000 
2,500 
7,500 
2,000 
3,500 
1,000 
l,750 

500 
750 
400 
300 
250 
200 
150 

Pitt:.e1 

15,000 
8,000 
2,/)00 
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Deficiency or Excess found in Remittances 

715. (1) If any deficiency is found in the det~iled exam_ination 
and is not immediately recovered from the potdar m charge; ~t must 
be entered in the cash book as a distinct item of payment with full 
particulars and the Treasury Officer of the remitting treasury re
quested to recover the amount and credit it in his own treasury. 

A deficiency discovered at the Bank or at a Currency Office will 
be made good from its own cash balance, and will be shown as an 
expenditure on Government account under advice to the remitting 
treasury for recovery and credit in its account. Similarly a deficiency 
discovered at a treasury in a remittance from the Bank or from a 
Currency Office shall be made good from the treasury balance under 
advice to the remitting office, which will credit the amount to 
Government ac~ount. Recoveries of such deficiencies will be watched 
by the Accountant General. 

(2) The Provincial Government will be responsible for any 
shortages discovered at the Mints or at a small coin depot in a re
mittance received from a treasury or a sub-treasury of that Province. 

(3) Every defect or deficiency discovered during examination 
shall be entered on the slip pertaining to the bag of coin or bundle 
:>f notes concerned and must be specially reported to the remitting 
officer direct, whether or not it is made good by the accompanying 
potdar, the slip being attached to the report. If a potdar of the remitt
ing treasury is present to witness the examination, he must be re
quired to attest the entries as they are made. Any bad coin or notes 
which have to be returned to the remitting treasury shall be made 
over to the potdar, or in his absence, remitted by insured post at 
the cost of the remitting Treasurer. If there is no potdar in charge, 
the report must state the name and rank of the officer who personally 
supervised the examination, and must be sent together with the 
attached slip, immediately on the close of the examination or; if 
it is a prolonged one, at the close of the day, to the remitting officer, 
to enable the Treasurer of the remitting treasury, for his own purpose 
to fix responsibility for the deficiency which is obliged to make 
good. If any bag or bundle of notes is received without slip and is 
in any way short or deficient, an immediate special report shall be 
sent to the remitting officer. 

716. All excesses found in a remittance shall be returned to the 
i·emitting officer through the attending potdar, or if this is not possi
ble, by registered post or by money order, the cost being borne by 
the remitting office. 

717. Wh~n new nickel or bronze coin is received either directly 
from the Mint or from another treasury in the original Mint boxes 
any excess or deficiency found on examination shall be immediately 
reported and the printed slip of contents forwarded to the Mint 
Master concerned. The reports shall state lhe number of the box 
in which the ex~ess or deficiency wa!'I found and the condilion ot 
the boxes on delivery. 
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Additional Rules for Remittances by Railway 

718. When large remittances are made, notice shal~ be given some 
time beforehand to the railway authorities at the station of despatch, 
in order that wagons of convenient sizes may be brought together. 

719. (1) When treasure is loaded for despatch by rail, the. d~ors 
on one side of the wagons shall, if possible, be secured from ms1de, 
and all doors that can be opened from outside shall be secured by 
good padlocks. 

(2) Small remittances need not be forwarded b~ wagon, but can 
be sent in the same compartment in which the guard m charge travels. 

(3) It is the duty of the remitting Treasury Officer to supply the 
padlocks and there must be a sufficient stock in a treasury whence 
frequent remittances are sent by rail. The Treasury Officer shall take 
the receipt of the escort officer for the padlocks. If the escort is 
returning, the receiving officer shall return the padlocks through the 
ofti.cer in charge of the escort; otherwise, a receipt shall be given to 
the police and the locks returned as soon as possible by parcel post 
or by rail or through the potdar. 

720. The Treasury Officer jointly with the Police Officer who 
is to travel in charge, shall superintend personally or by substitute 
the loading of the vans, and shall hand over to the Police Officer a 
memorandum of instructions (in Form T.R. 67) and as many blank 
receipts as there will be reliefs. The Treasury Officer shall take a 
receipt for these documents. 

721. The escort accompanying the treasure to the station, and 
protecting the loading, shall be of such strength as may be fixed by 
the Head of the Local Administration for the escort of such a sum 
by road or for the special purpose, and a new one of corresponding 
strength must meet the treasure at the station of delivery. During 
the railway journey, it may be protected by a guard of reduced 
strength accommodated in adjoining break-van, if the remittance is 
carried by goods train, or in the end compartment of the carriage 
next ~djoinin~ the treasure van, neither door of the compartment 
occupied by the escort should be locked. The strength of this escort 
also may be fixed by the Head of the Local Administration; there 
should never be less than a petty officer with two men and when the 
treasure is loaded in more than one wagon, the seal~ should allow 
t'\'O men to each. When a wagon, containing treasure is detached 
from the train for. any !eason. the Stati~n Master. or the guard in 
charge of. the tram, win· warn the police guard inchargc of the 
treasur.e, m order that the necessary arran~ements may be made to 
guard it. 

722 . .(\s the instructions for the guidance of the guard (Form T.R. 
67) reomre th~ men to be constantly on duty. arrangements shall 
be made to relieve them at convenient points. giving to each party a 
st?ge of about twelve hours. The C'XaC't lC'ngth Af each stage may' bl'.\ 
laid qown by loC'a] orders. ' · 



l'AlU' Xlj 'l'l~ANSb'Jrn Ob' MON!!:YS IN nm l'U.BLLC ACCOUN I' L7:.!3-72t! 

723. Arrangements for the relief of the guard will .be m~de by 
the police department. The officer incharge when startmg with _the 
remittance shall telegraph to his relieving officer the probable lime 
of his arrival at the relief station. 

Payment of Freight 

724. (1) The Railway fare and freight may be paid in cash or 
by warrant or credit note according to local practice. In the case of 
cash payments, the police or other officer may obtain from the 
treasury a sufficient amount as an advance to be accounted for after
wards. The remitting officer or the officer arranging the remittance 
will ascertain the nature and extent of accommodation required for 
the purpose without unnecessarily increasing the cost of remittance, 
and send the following requisition to the railway authorities:-

"To the Station Master-

Conveyance by railway to ................ .. 
............ is required for treasure belonging to the ......... Government 

Reserve Bank of India 
to the value of ............ lakhs of rupees loaded for ............ and 
contained in ............ wagons". 

(2) The Station Master will give the officer commanding the 
guard a paper notifying that he is in charge of treasure loaded in so 
many wagons. 

NoTE 1-The requisition mentioned above must not be confounded 
with the notice to be sent beforehand to the railway authorities, in 
order that necessary wagons may be provided. 

NOTE 2-Treasure should always be booked through to the final 
station, and the officer who makes the requisition should inform the 
railway authorities that he has provided reliefs for the guard at 
specified stations. 

725. Remittance of nickel, bronzC' ur copper coin shall be b6oked 
at railway risk as far as possible. 

726. A guard travelling in charge of notes shall have the box in 
the same carriage, and shall sit in the end compartment of the 
carriage with the box under the seat against the outer planking; if 
the box be too large to go under the seat, accommodation must be 
reserved on the terms usually charged. 

Transport of treasure at the Destination 

727. Necessary arrangements for the transport of treasure at the 
destination must be made by the receiving officer so as to save delay 
at the railway station and inconvenience to the Police Department. 

Additional Rules for Remittances by Steamer 

728. (1) An escort shall accompany a remittance of notes by sea 
if freight is paid at cargo rates, in which case the value of the notes 
shall not be entered in the bill of lading but only the number of 
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pieces. But if it is cheaper to pay freight at specie rates, and if the 
steamer company accepts responsibility for the face value of the 
notes, then this latter course shall be adopted and no escord need 
be sent. If, however, in any case, the above responsibility is not 
accepted by the steamer company, even if freight is paid at specie 
rates, the remittance shall be sent as ordinary cargo at cargo rates in 
charge of an escort, though this course may entail some additional 
expense. 

(2) Remittances of coin by sea shall usually be sent insured or 
at the company's risk without an escort. 

(3) Remittances of notes or silver coin (of any description) by 
inland steamer shall be sent uninsured under the protection of an 
adequate police escort. 

729. Consignments of treasure shall be taken delivery of on 
arrival at a station; otherwise the treasure will be carried on to the 
next station at the risk and expense of the consignee and! the con
signee will have unnecessarily to pay demurrage charges. 

Special Rules for Remittances to and from the Bank 

730. (1) In the case of branches of the Imperial Bank of India 
when the Agent wishes to remit any surplus notes or coin from the 
currency chest or surplus small coin from his balance, or desires a 
remittance of notes or coin to be sent to his branch, he will report to 
the Local Head Office or Link Branch to which he is subordinate. 
The Local Head Office or the Link Branch will communicate with 
the Currency Officer and orders for the remittance will be issued 
simultaneously by the Local Head Office or Link Branch to the Agent 
and by the Currency Officer to the Treasury Officer. 

(2) The Agent of the branch will supply the Treasury Officer 
with the notes and com required for sub-treasuries in the district, ex
cept in those cases in which it is more convenient to supply a sub
treasury direct from the Currency Office or from a treasury or a 
branch of the Imperial Bank of India situated at another district, if 
so desired by the Currency Officer. 

(3) The procedure prescribed in Rules 684 to 703 with regard to 
packing and despatch of remittances will be observed by the Bank, 
but in the absence of any special arrangements to the contrary made 
with the Agent, the Treasury Officer shall arrange for the actual con
veyance and, where necessary, escorting ?f t~e remittances. The 
provisions of sub-rule (4) of Rule 700 vestmg m the Collector the 
power to sanction the ent~rtainment of extra potdars do not apply 
in the case of Bank treasuries. 

NOTE 1-The charges for remittance of the following kinds are 
borne by Government-

(i) Remittances to/from currency chests from/to sub-treasuries 
having no currency chests; 

(ii) Remittances between sub-treasuries without currency chest& 
at Both ends; 
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(Hi) When not sent separately, remittances of uncurrent coins 
between treasuries and sub-treasuries without currency 
chests at both ends; and 

(iv) Remittances of small coins between regular small coin 
depots and treasuries or sub-treasuries with no currency 
chests. 

NOTE 2-In the following cases, the charges for remittances of 
treasure (including cost of police escorts) are borne by the Reserve 
Bank-

(i) Remittance to/from currency chests from/to treasuries or 
sub-treasuries having currency chests; 

(ii) Remittances of small coins between regular small coin 
depots and treasuries or sub-treasuries having currency 
chests; 

(iii) Remittances of uncurrent coins between treasuries and sub
treasuries whether within or outside the district, when sent 
separately; and 

(iv) All remittances made under the orders of the Cunency 
Officer provided such remittances are between treasuries 
and sub-treasuries having currency chests or between small 
coin depots and such treasuries and sub-treasuries. 

NOTE 3-The officers-in-charge of the Bank conducting despatch of 
Government treasure are competent to place requisitions for police 
escorts directly on police authorities. 

731. The following mles shall be observed in the examination of 
remittances of coin or notc:s made to the Bank from treasuries. They 
shall be fully explained to the potdars in charge of every remittance 
made to the Bank:-

(a) Weighment of boxes must be made on receipt of a remit
tance. The result of this weighment must be entered on 
the receipt given to the officer or potdar giving delivery of 
the remittance. 

(b) All remittances must be examined in a room separate from 
the general business of the Bank, or if a separate room 
cannot be made available, at some distance apart from 
the place where the ordinary banking transactions are tak
ing place. 

(c) The contents of each bag of coin should be emptied into 
another and passed through the scales. Potdars must see 
that the index of the scales is steady before the contents 
are thrown out. 

(d) The treasure should then be secured in separate chests and 
kept distinct from other treasure under the joints keys of 
the Bank's manager or Agent and of the remittin~ Trea
surer's agent until regularly examined and brought to 
account. 
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(e) Nothing must intervene between the remitting Treasurer's 
agent and the Bank's examining potdars, so that an un
interrupted view may be obtained by the former of the 
examination of the treasure. The remitting Treasurer's agent 
should sit within the railed enclosure alongwith the Bank's 
examining potdars. 

(f) Upon completion of examination of a remittance, light 
weight coin should be weighed against full weight coin and 
a certificate of the result granted on the spot to the remit
ting Treasurer's potdar. 

(g) Weighing and examining a remittance must be conducted 
separately, not simultaneously; the one must be completed 
before the other is commenced. 

(h) If the work of weighing or examining be not finished 
within the day, the bags or parcels of notes not finally taken 
over by the Bank should be placed in chests under double 
locks, the key of one lock to be retained by the remitting 
Treasurer's agent, and of the other lock by the Bank autho
rities. 

(i) The Bank potdars who commence weighing and examining 
a remittance must continue at the same duty until com
pletion of the examination of the remittance, or such por
tion of it as has been taken over for examination; their 
places must not be filled by others except through unavoid
able circumstances. 

(j) When a remittance is not accompanied by a potdar, the 
examination should be proceeded with by the Bank's officer, 
but the Agent must ask the local Treasury Officer to depute 
a subordinate to be present at the examination and to 
see that it is carried out by the Bank with sufficient pre
cautions, provided that in the case of remittances from 
a treasury under the administrative control of a Province, 
it is open to the Government of that Province, to waive the 
presence of a subordinate to watch the examination if they 
are prepared to accept the results of the examination of 
the remittance by the Bank without protest. The Treasury 
Officer should depute for the purpose a subordinate of some 
standing and not a low paid clerk. 

(k) The potdars accompanying the remittance must, before 
finally leaving the Bank, sign in a book kept for the pur
pose, a memorandum of the uncurrent and spurious coin 
and of any deficiency found after examination of their res
pective remittances. 

(1) Should potdars accompanying a remittance find any of the 
above rules not being complied with, or should impediments 
of any kind be placed upon a free and open scrutiny of 
the proceedings during the examination by the Bank's 
officers or potdars, they should immediately report the same 
to the Agent of the Bank. 
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iectlon IV-Transfers between India and the United Kingdom. 

'132. Remittances from India to meet the requirements of both the 
Secretary of State for India and the High Commissioner for India will 
be arranged by the Reserve Bank on the basis of weekly advices from 
the Bank of England without further authority from the Government. 

Any specially large transfers of an exceptional nature, e.g., in 
respect of the repayment of a sterling loan, will be dealt with in 
accordance with such special arrangement as may be settled between 
the Government and the Reserve Bank. 
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PART XII-OTHER REMITTANCES THROUGH GOVERNMENT 

Section I-Reserve Bank of India Remittance 
I-Introductory 

733. The rules in this section are designed primarily for the 
guidance of Treasury Officers incharge of Central treasuries in deal
mg with the payments into and withdrawals from those treasuries 
in connection with the facilities afforded by the Reserve Bank to 
Government officers and others for remittance of moneys from one 
place to another. These remittances are arranged for by the issue 
of telegraphic transfers, etc., on the Reserve Bank account. 

734. Remittances between places where the Reserve Bank has its 
own otnces or is represented by its Imperial Bank agencies h&.vmg 
full currency chests facilities, will not pass through the Public 
Account. At places where the Reserve Bank is not so represented, 
all treasuries and sub-treasuries in India and Burma with currency 
chest facilities and such other treasuries or sub-treasuries as may 
be nominated by the Reserve Bank in this behalf, will be regarded 
as "Treasury Agencies" of the Reserve Bank for the issue and pay
ment of telegraphic transfers and drafts drawn by or upon them. 
'fhP connected receipts and payments in the treasury accounts, whkh 
will be carried initially agamst the balance of the Government 
owning the treasury or sub-treasury, as the case may be, will be 
cleared by the Accountant General by daily adjustments adv1~Pd to 
the Central Accounts Office of the Reserve Bank in accordance with 
such directions as may be given by the Auditor General with the 
spprova1 of the Governor General. 

NOTE 1-At places where the cash. business of the treasury is 
conducted by Sub-offices of the Imperial Bank of India having limited 
currency chest facilities, i.e., Treasury Pay Offices Reserve Bank 
remittances will be drawn by or upon the treasury or sub-treasury 
at such places acting as Treasury Agency of the Reserve Bank and 
not the Treasury Pay Office of the Bank, though the cash and clerical 
work in connection therewith will be transacted by the latter 
under the order of the Treasury or Sub-treasury Officer, as the case 
may be. 

The names of treasuries and sub-treasuries which, for the pur
pose of this rule, are regarded as Treasury agencies of the Reserve 
Bank. will be found in the separate publication "List of Treasuries 
and Sub-treasuries in India" issued by the Government. 

NOTE 2-For the purpose of the rules in this section, the term 
'draft' includes also Reserve Bank Dividend Payment Orders referred 
10 in Rule 73!l. 

735. The various types of remittances between one Treasury 
Agen&y and another or between Treasury Agencies and places where 
1 he Reserve Bank is represented, will consist of-

(i) for Scheduled Banks, Indigenous Ban}(ers, Co-operative 
Banks and Societies, and for the general public-

(a) Telegraphic transfers. 
fh) Reserve Bank drafts. 
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(ii) On Government Account-
Reserve Bank of India Government drafts to be superscribed 

"On Government Account only". 
(iii) For the Reserve Bank's domestic purposes

(a) Security Deposit Interest Drafts. 
(b) Dividend Warrant Payment Orders. 

The rates at which and the conditions and limitations under 
which telegraphic transfers and drafts on the several accounts• can 
be issued by Treasury Agencies will be regulated by s4ch general or 
special instructions as may be issued by the Reserve Bank with the 
approval of the Governor General. 

NoTE-Government drafts at par will be granted within pres
cribed limits to Government officer& and others at and on all offices 
and agencies (including Treasury Agencies) of the Reserve Bank or 
remittances on behalf of the Central Government and for other auasi
Public purposes set forth in Appendix 8. 

73G. The procedure to be observed by Treasury Officers in respect 
of the issue and pa:Yment of telegraphic transfers and drafts on the 
Reserve Bank account will be governed by the following rules. but 
the Treasury Officers shall comply with any general or special in
structions that may be issued to them in this behalf by the Currency 
Officer. 

737. Subject aj hereinafter provided, the various forms to be 
used in connection with drawings on or by Treasury Agencies will be 
designed bv the Reserve Bank. 

The form of initial accounts to be kept by Treasurv Agencies in 
respect of remittances drawn and encashed by them, and tbe methods 
by which accounts of such remittances are to be rendered by them 
to the Accountant General, will be governed by such directions as 
may be given by the Auditor General with the apporval of the Gov
ernor General. 

738. Defence accounts Officers, including the Military Accountant 
General, are authorised to draw on treasuries in Burma by means 

of Reserve Bank Government drafts in the same manner as Treasury 
Agencies. The form of initial accounts to be kept, and the accounting 
procedure to be followed in respect of these drawings, will be gov
erned by such instructions as mav be issued by the Military Accoun
tant General with the approval of the Government. 

11.-Telegraphic Transfers 

739. A person applying for a telegraphic transfer must pay, the 
amount of such transfer together with the prescribed charges, in
cluding the cost of telegram, before the telef;(raphic transfer is issued. 

The application shall be made in the form prescribed by the Re
serve Bank which mav be obtained from the treasury. The applica
tion form duly filled in will serve as a chalan for the money tendered. 

L/P(N).fD.,fEA-18" 
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The Treasury Officer will retain the application for transmission to 
the Accountant General along with the daily Schedule of Reserve 
Bank of India Remittances Drawn (Rule 764). and e:rant the remitter 
a receipt in Form T.R. 5. 

740. In issuing a telegraphic transfer, the following instructions 
should be sent in code authorised by the Reserve Bank. 

(i) The telegram to the office making payment of the transfer 
should be sent in code authorised by the Resreve Bank. 

(ii) A post copy of the telegram should be despatched to the 
Paying Office at the same time as the telegram is issued. 

741. In paying a telegraphic transfer the following precautions 
shall be observed: -

(i) The person claiming payment should be required to pro
duce the telegraphic advice from the place where the trans
fer has been issued. 

(ii) If the person to whom the transfer is payable is not known 
to him, the TreaSl\lry Officer should require identification 
by a well known and responsible person, who should 
certify that the payee is known to him. 

(iii) The pa}ment of the transfer should be reported at once 
by a letter to the issuing officer. 

(iv) If the Treasury Officer has any reason to doubt whether 
any person claiming payment is entitled to it, he should 
telegraph to the issuine: office for confirmation. 

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

NoTE-A Scheduled Bank applying for payment of the amount of 
a telegraphic transfer may not produce the telegram received from 
the remitter but, instead, a mere letter from the Agent/Manager of 
the branch concerned advising receipt of information of the tele
graphic transfer and demanding payment should be considered ade
quate for the purpose of Clause (i) of this rule. 

742. The provisions of Rule 761 apply mutatis mutandis to pay
ment of telegraphic tranS<fer as they apply to payment of drafts. 

III.-Drafis-Drawina and Encashments 

743. Explanation.-Th~ person or offke that draws, i.e., issues or 
grants a draft is called the drawer; the person or office on which it 
is drawn and by which it is payable is called the drawee; the person 
or party to whom a draft is granted is called the remitter; the person 
or party to whom it is payable is the payee. 

744. A draft on Government account is not transferable and is 
only payable to or on the receipt of the person named therein ask 
the payee or hisi lawful agent. All other drafts, unless the contrary 
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intention appears from the form itself, are transferable, the ori~inal 
payee being entitled to transfer his right by endorseme~t. This ~e 
may do by simply signing his name on tl~e back, in ".Y'hic~ case 1t 
becomes payable to bearers, or he may write above his s1gnatur~. 
·'Pay to C.D." or "Pay to C.D. or order", in which case C.D. stands m 
the same position as the original payee did originally and has the 
same power of transfer. The writing by which such a right is trans
ferred is called an endorsement. the endorsement to "C.D. or order" 
is a special endorsement and the persons to wh~m .a draft is suc~es
sively transferred are endorses, and the person m rightful posse.;;s1on 
of a draft is the holder. 

745. Fo1·m of Drafts, etc.-Drafts shall be issued in special forms 
to be obtained from the Currency Officer under Rule 774. 

746. Immediately on receipt of a parcel of forms of drafts, they 
must be carefully examined bv the Treasury Officer and a proper 
acknowledgment sent to the Currency Officer. The acknowledgment 
must certify that the forms have been counted and found correct. 

747. The forms of drafts and of advices (Rule 751) shall be place
ed in store under the key of the Treasury Officer, who should each 
morning issue the book or books containing draft forms and the 
advice forms for the day's use. He must be careful not to issue a book 
of the later serial number before an earlier, and therefore should see 
that the store is so arranged as to prevent mistakes. Every evening 
the unused forms will be returned to him, and he should see tha't 
this series is unbroken; that no form is kept back unissued unless it 
be spoilt; and that the number of draft forms expended in the dav 
agrees with the total number listed in the Schedule of Reserve Bank 
of India Remittances Drawn for the day (Rule 764). 

Spoilt forms shall be destroyed bv the Treasury Officer after 
noting in the remarks column of the Register of Reserve Bank of 
India Remittances Drawn (Rule 764) under his signature, the printed 
numbers of the forms destroyed and certifying that the forms ha've 
been cancelled and destroyed. 

748. Issue of Drafts-A person requiring a draft shall tender 
with the money a formal application in prescribed form, which may 
be obtained from the treasury. The application form duly filled in 
will serve as a chalan for the money tendered. The application will 
be retained bv the Treasurv Officer for transmission to the Accoun
tant General along with the dailv Schedule of Reserve Bank of India 
Remittances Drawn. 

NoTE-A person applying for a "Government" draft should 
<'ertify on the application that the draft is wanted for bona fide pub
lic purooses and describe the obiect of the remittance: if the Trea
surv Officer doubts whether the object is really public, }l~ should 
sfa.te his doubt to the aoolicant or take the orders of the Collector 
QuPstionablf' grants should be reported to the Currency OfficE"r with 
r: vif>w to the issue of instructions for future ,guidance. 
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749. Drafts shalll be prepared and signed from time to time as 
they are applied for, immediately on the receipt of cash or its eQui
valent; the business of signing them must not be postponed till the 
close of office, and on no account may the office be closed till all 
drafts applied for have been issued. Each draft must be signed 
legibly with the full signature of the Treasury Officer. 

750. At the time of signature of a draft, the register (Form T.A. 
25) together with the application for the draft, the advice (Rule 751) 
and the book of forms shall be laid together before the Treasurv 
Officer. The Treasury Officer will initial each entry in the advice and 
the corresponding entry in the register at the same time as he signs 
the draft, after he has satisfied himself that-

(i) the several documents a~ee; 
(ii) the authority for issue is sufficient: 
(iii) the date and office of issue and, the name of the payee are 

legibly and distinctly ep.tered in the body of the draft; 
(iv) in addition to the amount being entered in figures, the 

amount of whole rupees is entered a second time in words 
and fractions of a rupee in words or figures; that the words 
are written continuously without lifting the pen and that 
when the amount consists of rupees onlv and does not 
contain fractions of a rupee, the words end with the word 
"only"; 

(v) a sum a little in excess of that for which the draft is ~ant
ed is entered in words across the draft at right an,gles to 
the type. 

NoTE 1.-"Under thirty rupees" will mean that the draft is for 
a sum not less than Rs. 20 but less than Rs. 30; and similarly "under 
eight hundred rupees" will mean that it is for less than Rs. 800, but 
not less than Rs. Rs. 700. 

NOTE 2.-The cross entry is not necessary if the amount in words 
is type-perforated by a special cheQue writing machine. 

751. Advice of Remittances Drawn.-An advice of all drawings 
effected on a particular treasury or the Bank on anv particular date 
shall be sent to the treasurv or the office drawn upon in the special 
form prescribed by the Reserve Bank. The advices must be com
pleted. signed and despatched by the Treasury Officer before the 
treasury closes on the dav of issue. Advices of drafts drawn on the 
Bank shall be sent direct to the Manager or Agent, as th~ case may 
be of the Bank. 

752. If alterations be made in a draft prior to issue, the correc
tions shall be noted in the advice. and each altP.ration both in draft 
and advice, shall be authenticated bv the drawer's full signature, 
in order to prevent hesitation on the part of the drawee. If the 
drawer should enter the amount so carelessly as to enable a stranp;er 
to alter it, and fraudulently to obtain payment of a larger amount, 
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the drawer, and not the drawee. must bear the loss. But the 
Treasury Officer drawn on must remember and apply the numerous 
defensive checks provided for him in these rules. 

753. Regularity of Signature.-Variation in the signature of the 
drawer often entails much trouble on the paying office, and the 
drawer will be held responsible for any inconvenience or delay 
which may be caused to individuals in consequence of changes in or 
illegibility of, his signature or other serious irregularitv on the face 
of the draft, as the drawee would be justified in suspending payment 
m cases of doubt arising from such causes. An Indiac officer incharge 
of a treasury shall sign his name in English, or have it written in 
English characters below the signature in any Indian script. 

754. When any change uf Treasury Officer occurs, a specimen of 
the signature of the relieving officer shall be forwarded bv the out
going officer to all offices usuallv drawn on. The following form will 
be convenient:-

"The undersigned begs to notify to that he has on this 
day been relieved of the executive charge of the treasury at.---
by a specimen of whose signature is annexed. 

Dato.-----

Relieved Officer, 
Relieving Officer" 

NOTE 1.-lf it should be necessarv for a Treasury Officer to draw 
on a treasury or an office not usually drawn upon, to which a speci
men of the signature has not been sent under the provisions of this 
rule. he should, at the time of issue of a draft, alSIO forward a speci
men of his signature under a special forwarding letter duly stamped 
with the seal of the treasurv which should be posted in a separate 
cover and not in the cover containing the adivce. 

NoTE 2.-In the case of an Indian officer who signs in anv Indian 
script, his name should also be written in English characters in 
the notice, as well as after his signature. 

NOTE 3.-When an officer who was formerly in charge of a trea
sury resumes charge of it after a lapse of time, his signature need 
not again be circulated among tt:.easurv and other offices. 

NoTE 4.-Specimen signatures of the relieving officer shall also 
be forwarded to all Post Masters and Telegraph Officers who 
draw monev and also make remittances into the treasurv concerned 
in the form prescribed in the above rule. The Treasurv Officer shall 
also furnish to the Post Masters and Telegraph Offices concerned the 
specimen signature of the treasurer and the Accountant who are 
Ruthorised under Rule 511 and Rule 530 respectively to acknowledge 
remittance under Rs. 500 into the treasurv. 

755. Encashment of Drafts.-The advices received from the issu
in~ treasuries or the Bank must be opened in the presence of the 
Treasurv Officer. and each dated and initialled bv him, after he has 
satisfied himself of its genuineness bv examininir the signature of 
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the drawer and if necesary, the m:>st mark. They shall then be sorted 
and arranged accordinR to the offices from which they are received 
and pasted chronologically in guard files in such a way that advices 
received from ~ach drawing office may be k~pt together. These files 
must be kept under lock and kev. 

NoTE-The Treasury Officer should particularly guard against 
the possibility of the fraud of altering after signature the amount 
shown in an advice; by a comparison of the total amount reported in 
words in the heading with the real total of the figured amounts of 
the advice. Any alteration of any entry, whether of names or figures, 
in an advice requires the drawer's full signature, so that it is scarcely 
possible that any fraud should be attempted bv altering the advice 
before he has signed it, since at the time of signinR he would notice 
any uncertified correction. 

756. The advices arranged in the manner prescribed in the last 
preceding rule will facilitate the examination and identification of 
drafts, prescribed for payment. The entries made in an advice should 
be such as to place S'l.lfficient obstacle to the encashment of drafts 
froged or fraudulently altered; and their sequence should effectually 
bar the use of a second time of a particular serial number, and sug
gest suspicion even of the advice where a high number follows a 
low one. 

Necessary notes of references touchina irregularities, of can
cellation, issue of certificates of non-payment. advices of second or 
thirds, and of any other points of importance shall be made on the 
advice. 

757. (a) On a draft being presented for encashment the Treasury 
Officer must compare it with the advice, and satisfy himself carefully 
that it is in order, and that it is receipted on the back by a person 
entitled to give a legal quittance. It must be borne in mind that in 
the case of a Government draft. the liability to the payee named in 
the draft can only be discharged by payment of the amount due 
thc~reunder to-

(1) the payee or his lawful agent on identification; or 

(2) the payee's banker who should certify that the amount has 
been placed to the paveP.'s credit; or 

(3) a person holding a letter of authority from the payee, 
whose signature must be known to the Treasurv Officer, 
and if the latter directs the Treasury Officer to pay the 
monev to a certain named person, that person must be 
identified to the Treasury Officer before payment can be 
made. 

The only endorsement on such a draft should be payee's re
ceipt or that of his lawful agent. 
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(b) In all other cases, where payment is not made on an endorse
ment in favour of a recognised bank the Treasurv Officer must not 
only satisfy himself of the genuineness of the claimant's signature 
to the receipt on the back of a draft, but if the claimant himself is 
not in attendance, must assure himself that the presenter of the draft 
is the agent or messenger of the legal holder, duly authorised to re
ceive payment. If the presenter is unknown 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 shall 
demand a writing from the legal holder, authorising the presenter 
to receive payment on his behalf. Similarly, in cases where pay
ment is made on an endorsement to a recognized bank, the Treasury 
Officer must assure himself that the presenter of the draft is the 
authorised agent or messenger of the bank. 

758. Drafts payable at the district treasury cannot be endorsed 
for payment at a S!Ub-treasury. But if the money payable on a draft 
is required at a sub-treasury and the remittance cannot be effected 
in accordance with the procedure laid down in Rule 771, a cash or
der may be issued to the payee for presentaiton at the sub-treasury. 
In such a case, a payee must receipt the drafts as "Received payment 
by a cash order on sub-treasury", and the Treasury Officer 
at the district treasury shall finallv deal with the draft and take the 
same precautions regardiniz the delivery of the cash order as are 
prescribed in the following rule in the case of payment in cash. 

759. (1) Before issuing pay orders on a draft, a Treasury Officer 
shall satisfv himself that the draft has been advised; that it corre~ 
ponds in all particulars with the advice; that it bears the genuine 
signature of the drawe!I"; that it has not been tampered with: and 
that it is not a cancelled or a lapsed draft or one of which 11 dupli
cate has been paid. 

(2) A draft may be paid-

(i) without Advice, if there is no reason whatsoever to dotJbt 
its genuineness, and if sufficient securitv is offered. In 
the case of well-known and reliable holders, this security 
may be dispensed with at the discretion of the Treasury 
Officer. The Treasury Officer shall in all such cases apply 
for the necessary advice, without delay. 

(ii) even though differing from the advice, at the discretion of 
the Treasury Officer, provided there is no susoicion of 
fraudulent alteration nor any possible doubt of the 
genuineness of the draft. Special caution must be exer
cised before paying on a draft an amount larger than that 
named in the advice. 

760. Doubtful Drawfngs.-In case of erasure, alteration, or other 
serious cause for suspicion the Treasury Officer shall, before pay
ment. refer to the drawer, the p-ost office, or the Currency Officer, as 
the case may require. Any material alteration of a draft, after it 
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has been drawn or endorsed, affecting the date, sum, time or place 
of payment will invalidate it, but the mere correction of a mistake, 
such as by inserting the words "or order" in the endorsement of a 
draft, will have no such effect. 

761. Form of Receipt.-For the sufficiency of the receipt, it is 
necessary to see that it is not for a part only of the draft, and that it 
is given by the legal holder. On no account may a draft be paid' bv 
insatlmenti:1; receipt for the full amount must be given on the reverse, 
and the full amount must be paid. 

(a) If the legal holder be dead. payment can be made only to 
his legal representative; 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 treaSl\lry. if 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 endorsement or receipt. 

(d) A draft payable to A.B. cannot be cashed on the receipt of 
his partner C.D. without production of a formal power of 
attorney a draft payable to AB. & Co., can be paid on the 
receipt asi A.B. & Co .. of anv meber of the firm. 

(e) Drafts payable to an incorporated company or anv other 
corporated bodv may be paid on the receipt of the official 
authorised generally or speically by its regulations or by 
power of attorney to receive moneys payable to such com
pany or body. 

In the case of drafts payable to an unincorporated body, pay
ment mav be made to a person holding authority to receive 
moneys payable to such body, but the Treasurv Officer 
must first satisfy himi:elf that the authoriy has been duly 
conferred. 

(f) A Government officer when he sends a draft to a treasury, 
not for cash payment. but for credit of its amount in the 
treasury accounts. must before he signs the receipt, add to 
the words "Received payment" the further words "by 
transfer credit to ---". Omisision to do this facilitates 
fraudulent appropriation of the money, 

IV.-Record of Drawi1Lgs and Encashments 
762. A record of telegraphic transfers issued and drafts drawn 

by the treasury will be kept in a register (Form T.A. 25) in accor
dance with the directions contained in this behalf in the Account 
Code, Vol. II. 

763. As each draft or telegraphic transfer is paid, it must be 
stamped "paid" the date of payment beine: at the same time noted in 
the advice under the initials of the Treasurv Officer. Entry must be 
made at the same time in Register of Reserve Bank of India Remit
tances Encas.hed (Form T.A. 26) in accordance with the directions 
contained in the Account Code, Vol. II. 
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On receipt of advice of cancellation of any draft, or on its lapse, 
the fact shall be noted in the advice originally received. 

764. At the close of each day, separate schedules for drawings 
and encashments during the day will be prepared in speical forms/ 
prescribed by the Reserve Bank for submission to the Accountant 
General in accordance with the directions contained in the Account 
Code, Vol. II. The application forms for remittances drawn and also 
the receipted drfats and the payees' receipts in respect of telegra
phic transfers encashed, shall accompanv the schedules mentioned 
above. 

765. The following are the cross checks which the Treasury Offi
cer shall each evening apply to the several documents connected 
with remittances drawn and encashed. The registers of remittances 
drawn and encashed and the connected schedules check one another 
directly; the total of each schedules must agree with total receipts or 
total payments for the day as booked under the head "Reserved 
Bank of India Remittances" in the cash book, after allowing for re
ceipts and payments, if any, at StJb-treasuries, which will be entered 
under a separate sub-head. The total of the several advices for the 
day must also agree with the tot..:il of the column "Amount" in the 
schedule of drawings, and this a2'feement shall be at times checked 
by the Treasury Officer himself. 

V.-Other Rules 

766. Issue of Duplicates.-When satisfactory evidence has been 
given that a draft has been either lost or destroyed, and application 
is made within a reasonable period after issue but before it has 
lapsed (Rule 778), a duplicate may, without reference to the Cur
rency Officer, be granted to the party who obtained the original. or 
to the payee. or to the legal representative of either, but to no other 
person. If the draft should not have been presented for payment 
within three months, it will be necessary for the applicant to pro
duce a certificate of non-payment from the drawee; but ·the issue of 
this certificate will be no bar to the payment of the lost draft, if pre
sented before the duplicate is paid. 

In the event of the lossi of both original and duplicate, a tripli
cate may be issued on the same terms as the duplicate, the non-pay
ment of the others being certified. Neither duplicate nor triplicate 
C'an be isc::ued without reference to the Currency Officer if the draft 
has lapsed. Issues of duplicate or trinlicatE' must be promptlv advised 
to the drawee, in order that proper note may be made on the advice 
originallv received. 

767. The duplicate and triplicate must be drawn in exactly the 
same terms as the original inSJtrument. with the same date. the same 
number. the same amount and thP name of the same navpe· so that 
if a lost draft has been endorsed. the endorsee must anplv for' a dnpli
<'ah• throu,gh the orif!inal navee. It will hP issued under thP !l:iitnaturp 
nf thp offirer in('al"!tP nf the t,.easurv flt the time, although he be not 
the p<>rson who si£tned the ori.~inal draft. 
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NoTE--When it is necessary to issue duplicates, the word "dupli
cate" should be prominently written in red ink on the face of ordi
nary draft forms and the relative advice forms. The duplicate should 
be issued only after the issuing officer has satisfied himself that the 
original has not been paid. 

768. No duplicate or triplicate older than six months shall be 
paid without previous reference to the Currency Officer. 

769. Cancellation and Refund.-(1) No draft can be cancelled 
without surrender of the whole set. Thus, if a duplicate or a tripli
cate hasi been issued, the draft can be cancelled only if the ori.ltinal 
together with the duplicate (and the triplicate, if issued) be surren
dered. Consequently, no refund can Je made on a lost draft: a dupli
cate must be obtained and payment taken at the treasury or office 
drawn on. 

(2) All parts bein_g surrendered. a draft may be cancelled and 
its amount refunded at the discretion of the Treasury Officer, on the 
application and receipt of the rem1tter in the case of a Government 
draft, and of the payee in the case of other drafts. If in the latter 
case the receipt of the payee cannot be obtained, the remitter's appli
cation for cancellation with exolanation of the reasons for his re
quest, and of the dilficultv in the way of obtaining the payee's sig
nature, shall be submitted for orders of the Currencv Officer. Al
though no difficultv should be made about cancellation of Govern
ment drafts, it must be clearlv understood that other classes of 
drafts can be cancelled onlv as an indul1?ence, and for sufficient 
cause sihown. No exchan,ge which has been levied can be refunded. 

NOTE 1-lf alteration of the name only of the payee is rC'quired 
by the remitter, it will suffice for the drawer to alter the name in 
the d!'aft under his full signature and to advise the drawee 

770. When a draft is cancelled, the fact of cancellation must be 
conspicuously noted across the face of the draft: at the same time 
an intimation shall be sent to the office drawn on. in order that the 
fact may be recorded in the advice originally received and necessarv 
precautions taken against paymPnt of the cancelled draft. The can
celled draft shall be duly receipted bv the remitter or the payee, as 
the case may be. 

NoTE.-The amount refunded will be entered in the Register of 
Reserve Bank of India RemittRncPs Encashed, and also in the pro
per columns of the schedule of such encashments for the dav on 
which the canC'ellation fakes olace, in accordance with the direction 
contained in this behalf in the Account Code. Volume II. 

'771 Exchange of Drafts.-A Treasury Officer may issue a draft 
in exchange for one drawn on him. 

(1) if on Government account. onlv if the nayee be a Govern
ment officer and require the draft to be exchanged for 
reasons to be stated in his application 

(2) in other cases. onlv if the holder has been removed to the 
neiehbourhood of another treasury or of an office or a~encv 
of the Bank. 



~47 

l)ART XII] O'JHJ<~R RJ<:J.11'1"1'.ANCES THROUGH <...OVJ•:RNllENr [771-777 

NOTE 1.-A draft is said to be exchanged when the holder being 
unable to appear and take payment in cash. applies for a new one 
endorsing the original "Received payment by draft ". 

1i he can appear and take payment in cash his obtaining a new 
draft with the cash paid on the old one is a matter to be disposed of 
under ordinarv rules. 

NOTE 2.-When a draft is exchanged for anotheT, the original 
draft will be treated and charged as a draft presented for encash
ment and the amount again credited as received for the issue of a 
new draft. 

772. Unpaid Drafts.-Draft~ which are outstanding for more than 
six months can be paid only after obtaining necessary confirmation 
from the drawing officer. 

773. Lapse of Drafts.-Drafts which are not paid before the end 
of the third account year after that in which they are issued shall be 
treated as lapsed and shall be so marked in the advice. Should any 
one apply for payment of a lapsed draft, he should be directed to 
address the Currency Officer for orders. 

774. Supply of Forms.-Forms of drafts and all other forms 
prescribed by the Reserve Bank for use in connection with the re
mittances dealt with in this section will be supplied to the Treasurv 
Officer b\ the Currency Officer under whose jurisdiction the treasurv 
is situated. Indents for such supplies will be in Form T.R. 68 or in 
"'uch other form as the Rest>rve Bank may prescribe, and will ordi
narily be for twelve months' supply. 

VI.-Special Rules for Remittance of Sepous and Policemen 

775. In the case of sepoys and policemens' remittances, Com
manding Officer will forward the draft to the payees direct. Des
criptive rolls of the payee duly filled in and signed, will at the same 
time be sent to the Treasury Officers concerned. 

NOTF..-The Commanding Officer, in the case of a policemen, is 
the District Sup~rintendent of Police. There is no objection, if such 
a course is preferred, or is required bv departmental regulations, to 
his sending the draft to the District Superintendent of Police of the 
district in which the payee resides, who will deliver it to the payee 
after satisfying himself as to his identity. 

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

777. If a sepoy payee be unable to attend the treasury but have 
given the necessary authority, or in the case of demise of such payee, 
the payment may be made to the Adiutant of the regiment. 
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778. These drafts, if not presented for payment at the expiration 
of six months from the date of issue, shall be considered as cancelled, 
and if they are presented after that period. payment shall be refused. 
f\ draft which has thus become uncurrent may be returned by the 
payee to the drawer for the issue of a fresh draft or for the refund 
of the amount, as may be required. 

Should such a draft, whether original or duplicate, be lost in 
transit, the Commanding Officer will report the loss to the Currenc:v 
Officer, who will decide the case especially on its merits, sanction~ 
ing refund to the person indicated, if it appears right. When the 
draft is six months old and therefore void, there need be no hesita· 
tion in permitting refund on production of a non.payment certificate 
from the treasury or office on which it was drawn. 

Non:.-These drafts may also be cancelled as provided for in 
Rule 769. 

Section Il.-Military Treasure Remittances 
779. Deleted. 
780. Deleted. 
781. Deleted. 

Section Ill.-Remittances through Post Oftlce 

782. The procedure to be followed by Post Offices in the issue 
and payment of money orders, inland and foreiJ;!'n, and in connection 
with the sale, payment, etc., of British and Indian Postal Orders, 
shall be regulated by the detailed instructions contained in the de
partmental regulations of the Posts and Telegraph Department. 
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PART XIII.-MISCELLANEOUS SUBJECTS 

Transactions relating to Indian States, Foreign Governments, etc. 

783. Sav-e as provided in sub-rule (3) of Rule 31, or unless the 
Government by any general or specific order direct otherwise. a 
Treasurv Officer may not receive moneys tendered on behalf of an 
Indian State or a Foreign Government nor make or authorise the 
Bank to make payment of any claims against an Indian State or a 
Foreign Government, except under special authority of the Accoun
tant General. 

In receivng such moneys and in makin_g or authorising the Bank 
to make such payments as aforesaid, the Treasury Officer shall be 
guided generally by the relevant provisions of Parts III and V and 
by such supplementary instructions as mav be issued by the Ac
countant General in this behalf. In all cases of doubt, the Treasury 
Officer shall take the orders of the Accountant General. 

NOTE 1.-This rule does not apply to Postal and Telegraph trans
actions with Indian States, Foreign Governments, etc. or transac
tions connected with Government Railways in an Indian State, 
which are regulated by special rules of procedure prescribed by de
partmental regulations of the Posts and Telegraphs and Railway 
Departments. 

NoTE 2.·-Moneys received into or paid out of the Public Account 
in respect of transactions with an Indian State or a Foreign Govern
ment, will be adjusted by payment to or recover from the State or 
Government concerned in accordance with the directions contained 
in the Account Code. 

784. Deleted. 
785. Deleted. 
786. Deleted. 
787. Deleted. 

Deceased, Distressed uul Discharged Seamen 

788. The following rules have been laid down for the guidance 
of officers of the Mercantile Marine Department, for accounting for 
the receipts from estates of deceased and the expenditure on relief 
of distressed seamen :-

( 1) These rules are prepared at the request of the Board of 
Trade (now Ministry of Shipping). 

(2) Shipping Masters or other officers charged with the duty 
of collecting the wages and effects of deceased seamen 
and of administering relief to seamen found in distress, 
should keep a separate cash account of all such transac
tions in Form T.R. 70 which is the same as Form C.C. 18-
prescribed by the Board of Trade (now Ministry of Ship
ping). 
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(3) They should also keep all the subsidiary accounts in the 
form prescribed by the Board of Trade's (now Minisitry of 
Shipping) ''Instructions to Officers in British Dominions, 
Colonies and Possessions", and draw out their vouchers 
as therein directed. 

( 4) All receipt and charges must be passed through the district 
treasury account daily, in full, any balance in hand being 
remitted to the treasury. 

(5) Should the officer concerned need funds for meeting re
lief charges he should supply himself by bills drawn up 
by himself, showing the specific charges to be paid; and 
unless the Government direct otherwise. such bills should 
be countersigned before payment by a responsible officer 
nominated by the Government for the purpose. 

NoTE.-The Government have dispensed with the requirement of 
countersignature in respect of Shipping Master's bills for expendi
ture on account of relief of distressed seamen, when such bills are 
presented at Madras, Karachi, and Chittagong, 

(6) Immediately on the expiration of every month, an account 
in triplicate (in Form T.R. 70) of the month's transactions 
should be made out, the original being forwarded direct 
to the Ministrv of Shipping (with all vouchers), the dupli
cate to the India Office, and the triplicate to the Account
ant General. 

(7) Sterling wages due to seamen left behind in India are pay
able in Indian currencv at the rate of exchange laid down 
in paragraph 77 of the Board of Trade's (now Ministry 
of Shipping) "Instructions to Officers in British Dominions, 
Colonies and Possessions" ( 1927 edition) which is repro-
duced below: -

"77. Payment in foreign money-When war.es are paid in any 
other currency than that stated in the Agreement, pay
ment should be made at the rate of exchange for the time 
being current at the place where the payment is made 
(section 139 of the Merchant Shipping Act, 1894). The 
Board of Trade are advised that under this section when 
a seamen is paid in foreign monev he should receive the 
equivalent in currencv of the amount to which he would 
be entitled if paid in sterling, the calculation being based 
upon the reco,gnised rate of exchan,ge ruling at the port 
and that if n.o single rate obtains but two rates are quoted: 
one for .buym,g cheques and the other for selling cheques, 
the buymg rate should be taken. Any stipulation in the 
~gree~ent to the effect that money advanced to seamen 
m foreign currency shall be computed at certain specified 
rates of exchange is invalid". 
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NOTE-This rule has no bearing on the adjustment between the 
Central Government and His Majesty's Imperial Govern
ment as the amounts actually received or paid in rupees 
will in the account rendered (in Form C.C. 18 to the Mi
nistry of Shipping) be converted at the rate of exchan2e 
notified from time to time by the Secretary of State for 
India for the adjustment of transactions between the 
Central Government and His Majesty's Imperial Govern
ment, the latter having agreed to deal with any loss or gain 
due to the difference between that rate and the market 
rate of exchange. The market rate used in the conversion 
of the original balance of wages due to the seamen should 
be noted on the conveyance order when the seamen is 
being repatriated. 

(8) Wages of discharged seamen-The wages of all seamen 
serving in British ships, who are left behind in India on 
account of sickness or imprisonment are (if the ship is of 
other than Indian Registry) required to be paid by the 
Master of the Ship to the seamen, themselves (section 38 
of the Merchant Shipping Act, 1906, read with Part II of 
the Act of 1894). Where however, a seamen is left in 
charge of a Shipping Master and has consented, by signing 
the agreement on Form C.C. 6, to his wages being deposit
ed with the Shipping Master, the Ministry of Shipping re
quire that the wages so paid over shall be remitted to them 
or at any rate credited to them in the month in which they 
were received by the Shipping Master. When advances 
are made to the seamen in hospital or when the wages are 
paid over to the seamen on their discharge from hospital 
or prison, they should be debited to the Ministry of Ship
ping in the account for the month in which the payment 
is made. This procedure need, however, be applied only 
in the case of seamen other than Indians. 

(9) Wages and effects of deceased seamen-The wages and 
effects of deceased seamen, members of crews of all United 
Kingdom registered ships and of all British ships of other 
than, United Kingdom or Indian Registry (a) where the 
final port of destination is in the United Kingdom and (b) 
when they are engaged in trading between the United 
Kingdom and Indian ports, shall be remitted and account
ed for as the Ministry of Shipping require. The Board of 
Trades (now Ministry of Shipping) re,gulation require that 
in the case of deceased seamen (other than Indian) the ac
counts should be transmitted monthly to them. In the case 
of deceased lascars, the Ministry of Shipping are not con
cerned with the wages and effects in the hands of Ship
ping Masters in India and these will be dealt with under 
the orders of the Government in accordance with the pro
visdons of the Indian Merchant Shipping Act where such 
provisions applv. 

L/P(N)4DofEA-19 
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(10) Unclaimed wages and deposits of all Indian seamen should 
be dealt with finally in India as the Ministry of Shipping 
are not concerned in the matter. As regards unclaimed 
wages and deposits of seamen other than Indians, the pro
cedure in Clause (8) above should be followed. 

(11) Transactions referred to in clause (8) to (10), above in cases 
where the Ministry of Shippin~ are not concerned with 
them. should be credited under the head "P.-Depos1ts and 
Advances etc.-Civil Deposits" and credited to the Gov
ernment under the ordinary rule for lapsed deposits pres
cribed in Rule 635. Separate extract registers of the de
posits must be submitted to the Accountant General by 
the Shipping Masters. 

(12) Payments authorised to be made when the wages of lascars 
have been received by the Ministry of Shipping should, 
however be included in the accounts rendered by the Ship
ping Master to the Ministry of Shipping. 

Decimal Coinage-Rounding o:tf of transaction in Government 
Accounts 

789. The following transactions of Government involving frac
tions of a rupee shall be brought to account in multiples of 5 paise, 
portion not below 2l paise being rounded off to 5 paise and those be
low that amount beinq- ignored-

( I) Personal claims1 of Government servants and pensioners, 
provided that-

(a) in th.e case of bills for pay, including leave salary, and 
pens11on, the amount in respect of pay or leave salary or 
pension, and no other item of payment or recovery, shall 
be so increased or reduced by the addition of an amount 
not exceeding 2~ p. or substraction of an amount below 
2! p., as the case may be, as will make the net amount 
payable to an individual on any bill a multiple of 5 paise. 

Example:-
Cle.im Bill to be 

me.de 

Re p Rs p 
J'ny 300·00 300·02 
D.A. 40·00 40·00 
C.C.A. 24·00 24·00 

Gro88 total 364·00 364·02 

Th>ductious 
P."F. 30·00 30·00 
R.R. 19·12 19·12 
I.T. 2·06 2·06 
P.T,.T. 8·19 8·19 
C.H.S. 2·50 2·50 

Total DcdurtionR 61·87 61·87 

Net-Amount 302·13 302·15 
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NOTE 1-In case of bills exclusively for allowances, other than 
travelling allowance, involving fractions of a rupee, any 
one part of the claim of an individual may be rounded oft 
by addition of an amount not exceeding 2l paise, or by 
substraction of an amount below 2! paise, as the case may 
be, as will make the net amount payable to the individual 
on a bill a multiple of 5 paise. 

NoTE 2-In the case of Production Units and the Zonal Rail
ways under the Ministry of Railways where the pay bills 
are prepared by means of computers or Unit Record equip
ment, the net amount payable shall not be so rounded off. 

(b) In the case of Travelling Allowance bills the rounding 
shall be done only at the last stage and not in respect 
of each item, e.g. Railway fare, Mileage, Dailv Allow
ance. etc., comprisin~ the claim of an individual; 

(c) Transactions which do not involve cash payment shall 
not be rounded off; and 

(d) In the case of emoluments fixed by law, amounts which 
are not an exact multiple of 5 paise shall always be 
rounded off to the next higher multiple of 5 paise. 

(2) Transactions between one Government and another or 
between two Departments of the same Government, un
less it be not possible to eliminate from the original trans
actions fraction of a rupee which is not an exact multiple 
of 5 paise. 

(3) Amounts converted into Indian Currency from Sterling or 
other foreign currencies. 

( 4} Payments for claims in respect of contingent and other 
charges, where claimants have no objection, provided that 
the rounding off of the fraction of a rupee· to a multiple 
of 5 paise shall be done only in respect of the net amount 
payable on a bill and not in re51pect of the individual items 
of claims or adjustments in the bill. 

(5) Reserve Bank remittances, other than those of sums repre
senting dues fixed by or under any law or under any 
contractual obligation of the Government. 

(6) Deposits and receipts other than those which are fixed by 
or under any law or are specially exempted by the Gov
ernment from the operaiton of this Rule. 

2. This a.mendment takes effect from 1-4-1965. 
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EXECUTIVE INSTRUCTIONS 

PART XIV.-EXECUTIVE INSTRUCTIONS 

Introductory 
1. The orders and instructioqs reproduced in Chapters I and II 

of this Part are designed primarily for the guidance of officers in 
charge of Central treasuries and s.ub-treasuries in matters relating to 
control of treasurv balance maintenance of currency chests and other 
transactions in connection therewith. In their application to Bank 
terasuries and sub-treasurieS\, these instructions are subject to such 
orders and directions as the Reserve Bank may issue to its own offices 
and branches of the Imperial Ban~ of India (State Bank of India) con
ducting, the cash business of treasuries as its agents. 

2. The Central Government being the authority concerned with 
all matters relating to Coinage, the orders and instructions incorpo
rated in Chapter III. of this Part, have to be observed in common bv 
all treasuries and sub-treasuries Central as well as Provincial; Pro
vincial Governments have accordin_gly been advised to adopt them 
as executive instructions to their own Treasury Officers to be modi
fied only in consultation with the Central Government. In the same 
way, the instructions relatin_g to currency and other notes (included 
in Chapter IV of this Part), mav be made applicable to Provinci.al 
treasuries and sub-treasuries bv executive orders of the Provincial 
Governments concerned. 

Detailed instructions regardin_g the safe custody and use of the 
Cypher Code and the "Treasury Agencies" Private Check Signal 
Book of the Reserve Bank, have been incorporated in a separate 
Chapter V. 

3. The orders and instructions relating to matters with which 
the Reserve Bank is directly concerned will be amended only in con
sultation with the Reserve Bank. 

4. Deleted. 

5. The Crown Representative has been plleased to decide that 
the instructions and orders contained in this Part should be observ
ed by the treasuries and sub-treasuries under his control, in so far 
as they are concerned, situated in Indian States. 

CHAPTER !.-PROVISION OF FuNDs AT TREASURIES AND SUB-TREASURIES 

Cash Balance of the Government 

1. The cash ba]ance of the Government of India is made up of 
the balance in its account with the Reserve Bank and the balances 
at Central treasuries and sub-treasuries the cash business of which 
is not conducted by the Bank. Balances in small coin depots and 
cash balances held by Post Offices or other departmental offices are 
not reckoned as part of the general cash balance of the Government. 
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Distribution of Funds 

2. The Currency Officers are responsible for the distribution of 
funds within their jurisdiction. Transfers of funds from the juris .. 
diction of one Currency Officer to that of another will be arranged 
by the Chief Accountant of the Reserve Bank. It is the duty ofi the 
Currency Officers to keep all the treasuries in their jurisdiction ade
qua tel v supplied with all kinds of coin and notes, and to arrange for 
the transfer of funds between treasuries and between treasuries and 
the Bank, and for the remittance of notes and coin between treasu
ries and Currency Offices. 

Supply or Funds 

Bank Treasuries 
3. At district treasuries the ca&h business of which is conducted 

by the Bank, the Manager or A~ent, as the case may be, is respon
sible for the provision of funds to meet Government disbursements. 
To enable him to make the reQuisite provision, the Treasury Officer 
should send him on each Saturdav a statement showing as accurately 
as possible for the following two weeks separately-

(i) the probable receipts and disbursements on Government 
account at the district treasury; and 

(ii) the probable receipts from or remittances to sub-treasuries. 

The Treasury Officer should also inform the Bank at once of any 
expected pa;y ment exceedina Rs. 20,000 in amount as soon as he re
ceives information that the payment will have to be made. 

Non:.-A list of offices of the Reserve Bank and of local Head 
Offices and Branches of the Imperial Bank of India is ,given in Appen
dix A. 

4. The provisions of the preceding paragraph apply mutatis 
mutandis to sub-treasuries the cash business of which is conducted 
by the Bank. 

Non-Bank Treasuries 

5. At places where the cash business of the treasury is not con
ducted bv the Bank, the Treasurv Officer is responsible for keeping 
sufficient funds at the district treasury and sub-treasury to meet all 
Government disbursements and at the same time for maintaining 
the balances as low as1 possible in order that money may not be lock
ed up unnecessarily. The Head of the Local Ad~inistration will 
watch and ask for an explanation if such balances rise above the nor
mal figures prescribed by him under para 7 below. 

6. The Treasury Officer is. responsibl~ fo~ watching the. balances 
at sub-treasuries the cash business ~of which is not conducted bv the 
Bank and should arran~e for transfer of ft;tnds from and to sub-trea
suries either through Currency or by re~1tta~ce of notes and coins, 
in accordance with the procedure prescribed m Part XI. 
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Normal Balances 

7. In January of each year, the Treasury Officer will be informed 
by the Head of the Local Administration of the normal balances fixed 
for his district for each month during the ensuing financial year. 
Treasury Officers should watch their balances carefully to see that 
they do not exceed by any apprf!,ciable amount the balance fixed by 
the Head of the Local Administration. 

NoTE 1.-The balance at a Bank treasury or sub-treasury is nil. 
NoTE 2.-The normal balances may be fixed at a higher figure for 

certain months of the year, should this be deemed necessary. 
8. On learning the normal balance fixed for his district, the 

Treasury Officer should fix the normal balance for each of his1 sub
treasuries during the ensuing year. When the balance at a sub-trea
sury exceeds by any appreciable amount the normal balance fixecl 
for it, prompt steps should be taken to transfer the excess. 

9. On the 7th, 14th and 21st of each month, the Treasury Officer 
should report to the Head of the Local Administration the treasury 
balance of the district without anv details as to the denomination of 
notes or kind of coin. If the balance shown in these reports or in 
the cash balance report prescribed bv Treasury Rule 123. exceeds by 
any appreciable amount the normal balance fixed for the district, the 
l'easons for the excess should be stated. 
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CHAPTER II-CURRENCY CHEST 

Explanation 

[ 10-11 

10. 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 Issue Department of the Bank, should not exceed 
the assets of that department held in gold, sterling securities, rupee 
coin (including rupee notes), and rupee securities. A portion of these 
assets is held in the various currency chests in the form of rupee coin 
and rupee notes. The Currency and Bank notes held in these chests 
are not notes in circulation but pass into circulation only when they 
are transferred to the treasury balances. Assuming that there are no 
transactions elsewhere, the dtposit of Currency and Bank notes in a 
currency chest decreases the amount of such notes in circulation and 
the deposit of rupees and rupee notes in the chest increases the assets 
of the Issue Department of the Bank. A deposit of notes or coin in a 
currency chest thus enables the Bank to issue notes elsewhere up to 
the amount deposited without increasing the total amount of the 
notes in circulation. If, therefore, a transfer of funds from the trea
sury balance at A to the treasury balance at B is required, this can 
be effeced 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 them 
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 money from the currency chest. It elsCl 
obviates the necessity for frequent remittances of coin and notes as 
surplus funds can always be deposited into the currency chests ~nd 
made available for use elsewhere, pending a convenient occasion 
for remittance. 

Location of Cu1Tency 'Chests 

11. Unless in any case the Government after consuitation with 
the Reserve Bank direct otherwise, permanent currency chests should 
be maintained at all treasuries and sub-treasuries where the 1 ran
sactions are of such a magnitude that the additional facility for the 
transfer of funds thus afforded reduces appreciably the locking up of 
moneys or the frequency of remittances of coin and notes. At sub
treasuries where a permanent currency chest is not maintained 
temporary chests for periods n~t exceedin~ six months may b~ 
opened during the revenue collectmg season, m order that the money 
collected at the sub-treasury may be available at once for transfer 
through currency. Temporary currency chests for purposes other 
than meeting the requirements o~ the reve.nue collecting season 
may also be opened at sub-treasuries. for periods not exceedin.g six 
months. Treasury Officers are authorised to open temporary chests 
at sub-treasuries when required but they should report the 'opening 
of each chi:>st and the amount of the first deposit into it by telegram 
to the Currency Officer. 
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NOTE 1-At places where the cash business of the treasury is 
conducted by the Bank, the currency chests are kept in the sole 
custody of the Bank. 

NOTE 2-A currency chest is maintained at the Mint in which 
gold bullion is held on behalf of the Issue Department of the Bank. 
'fhe Mint Master should operate on the balance in consultation with 
the Reserve Bank. 

NoTE 3-Currency chests are also maintained at some branches 
of the Imperial Bank of India (State Bank of India) which do not 
conduct treasury business as agents of the Reserve Bank. A list of 
such branches is given in the List of Treasuries and Sub-Treasuries 
issued by the Government. 

Provisions of Funds 

12. The Currency Officer will be responsible for maintaining the 
required form of currency in currency chests. It is the duty of the 
Treasury Officers to see that currency chests at district and sub
treasuries are adequately stocked with notes and rupees to meet all 
reasonable demands for change. 

Custody 

13. At treasuries and sub-treasuries in which currency chests are 
kept, an entirely separate receptacle, or receptacles must be set eside 
for the contents of the currency chests, which should be kept under 
double locks. One key of this chest should be held by the officer in 
charge of the treasury or sub-treasury and the other key by the 
Treasurer of the treasury or sub-treasury, or by such other person 
as may be selected by him for the purpose, subject to the approval 
of the Collector. The notes and the coin held in the chest must be 
kept quite distinct from the treasury balances and must not be 
touched except in accordance with these orders or under special 
instructions of the Currency Officer. The procedure laid down in 
Treasury Rule 118 for receiving money into and giving it out of 
double locks should be followed in making deposits in or with
drawals from the currency chest. 

These instructions apply mutatis mutandis to currency chests at 
the Mints. 

NoTE-Where the currency chE!sts are kept in the custody of 
the Bank, the Bank will be responsible for the examination and 
correctness of coin or notes at the time of deposit into or withdrawal 
from the chest, and for sending the chest slips prescribed in dause 
(V) of paragraph 14 below. 

14. The following instructions should be observed by officers 
in-charge of currency chests-

(i) Silver eight, four and two anna pieces, copper, bronze or 
nickel coins should never be deposited in the chest. except 
in the case mentioned in clause (8) of paragraph 26 below. 
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(ii) A cuITency chest book in Form T.E. 1, should be kept in 
the chest and the balance proved and signed at every 
transaction by the officer in-charge of the chest. They 
should satisfy themselves that the transaction has been 
correctly entered and the balances correctly worked out. 

NOTE-The chest books should be retained for three complete 
account years. 

(iii) Transactions should always be in multiples of five hundred 
rupees with a minimum of one thousand rupees. 

(iv) Notes may be deposited in a chest in exchange for coin or 
notes of other denominations or vice versa by the officers 
in-charge of the chest. These exchanges should not ordi
narily be of small sums and should be avoided as far as 
possible during the last )Veek of the month. If important 
exchanges take place during the last three days of the 
month, the transactions should be telegraphed to the 
Currency Officer. 

(v) On each day on which a chest is opened a slip in Form 
T.E. 2, serially numbered and signed by the two Gov('rn
ment officers in-charge of the chest, must be sent at the 
close of the day to the Currency Officer. 

NoTE 1-The Mint Masters should use chest slip in Form T.E. 3 
instead of Form T.E. 2. 

NOTE 2-The chest slips may be destroyed three months after 
the balances have been verified. 

NoTE 3-Detailed instructions regarding issue of chest slips are 
embodied in Appendix B. 

Verification of Balances 
15. The following instructions should govern the periodical 

verification of currency chest balances:-
(i) In the case of chests in the custody of the Bank, the 

Reserve Bank will conduct through its own officers ·such 
verification as it considers desirable. 

(ii) At district treasuries the cash business of which is not 
conducted by the Bank, the balance should be verified at 
the close of each month by the officer who verifies the 
treasury balance under Treasury Rule 45, subject to the 
conditions therein stated. 

(iii) At sub-treasuries the cash business of which is not con
ducted by the Bank. the balance should be verified by 
the Sub-Treasury Officer as at the close of business on 
the day on which the accounts for the month are closed, 
and a verification certificate forwarded to the Treasur~r 
Officer. 

(Iv) At every change of incumbency of the char~e of a currency 
chest not in the custody of the Bank, the balance should 
be verified by the incoming officer, and a report of the 
correctness of the balances of notes and coin sent to the 
Currency Officer through the Collector. 
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(v) The balances in the chest at sub-treasuries the cash busi
ness of which is not conducted by the Bank, should also 
be verified by inspecting officers who verify the treasury 
balances. A certificate of verification should be for\\ arded 
w the Currency Officer through the Collcrtor. 

(vi) The Treasury Officer should send monthly to the Currency 
Offirer a consolidated verification certificate for the cur
rency chests in his district other than chests in the custody 
of the Bank, detailing the balance in each Lhest separately 
and certifying that the balance in the district treasury 
chest is correct and that certificates of Sub-treasury Officers 
regarding the correctness of the balances in the sub
treasury chests have been received by him. 

(vii) The verification certificates referred to in this paragraph 
will be in Form T.E. 4. 

NoTE 1-The verification certificate should be retained until the 
next one have been received. 

NOTE 2-Any surpluses found in the currency chest located in 
treasuries should be credited to the Government. Any deficiencies 
found in the currency chests located in treasuries should be made 
good from the treasury balance in the first instance. The difference 
should then be investigated and the deficiency recovered from the 
persons concerned. 

16. The balances of currency chests in the Mints will be verified 
by the Accountant General concerned. 

17. The procedure for the verification of balances of currency 
chests not in the custody of the Bank is as follows:-

(i) The balances of notes or coin kept in recE>ptacles which 
have not been operated on since the last verification and 
which are under the previous verifying officer's seal need 
not all be examined at each verification, bu-:. the examina
tion should be so arranged that no receptacle is left un
verified for over six months. The seal to be affixed on such 
receptacles should be the private seal of the verifying 
officer or a special seal kept in the custody of the Collector 
or a gazetted officer of the district staff other than the 
Treasury Officer. The seals on the receptacles left un
verified should, however, be scrutinised every month to 
see that they are intact. 

(ii) The procedure ·prescribed in Treasury Rule 121, should be 
followed mutatis mutandis for the verification of coin and 
notes in the currency chest. 

Remittances to and from Currency Chests 

18. Transfers between currency chest balances and cash balances 
of the Government at the treasury or the Bank v•Ul be regulateJ by 
the rules laid down in Part XI of Treasury Ru1es. 
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Subject to any general or special instructions that may be issued 
in this behalf by the Currency Officer, the provisions of Section III 
of Part XI of Treasury Rules will apply also to rem1t:ances of notes 
or i::oins from a currency chest or Currency Office to another chest or 
Office. A remittance of this kind does not affect the .1easury balance 
and involves no locking up of Government funds. Notes or rupees 
shr.1uld, as far as possible, be sent as currency remittances. 

NoTE-Remittances of whole rupees sent to Mints from currency 
chec;;ts are adjusted through the Sutplu& Silver Stock f ccount which 
is maintained (outside the Government account) at the Mmt and 
the Currency Office. Remitt~ces of Rupee-notes are adjusted 
through the surplus stock account of ~uch notes. 

Accoun~ of Currency Chests 

19. Detailed instructions for the guida11ce of Treasury Officers 
m ma.ntainin& the accounts of cmrcncy chests are contaim•d in 
Appendix B 
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CHAPTER III-COIN 

Kinds of Coin and Legal Tender 

20. Under the Indian Coinage Act (Act III of 1906) as amended 
from time to time the following coins have been issued-

(i) Silver-Rupee, half-rupee, quarter-rupee and eight-rupee. 
The standard weight of the rupee is 180 grains troy, 
eleven-twelfth fine and the other silver coins are of pro
portionate weight. Silver rupees, half-rupees and quarter
rupees issued under the Indian Coinage (Third Amend
ment) Ordinance 1940, Indian Coinage (Amendment) Act 
(Act VI of 1940), respectively, are one-half fine. 

NOTE-Standard Silver Coins of eleven-twelfth fineness have 
ceased to be legal tender and are no longer issued. 

(ii) Pure Nickel-Rupees (issued under the Indian Coinage 
(Amendment) Act, 1947) and half-rupees and quarter
rupees since the standard weights of which are 180, 90, and 
45 grains troy respectively. 

(iii) Cupro-Nickel-eight-anna piece, four-anna piece, two-anna 
piece, one-anna piece and half anna piece, the standard 
weights of which are 120, 105, 90, 60 and 45 grains troy 
respectively. 

NoTE-Cupro-Nickel-eight-anna pieces are not issued now. The 
coins already issued have been called in under Section 15A of the 
Indian Coinage Act. 

(iv) Nickel Brass-Two-anna pieces, one-anna piece and half
anna piece, the standard weights of which are 90, 60, and 
45 grains troy respectively. 

(v) Copper and Bronze-Single pice or quarter anna, half-pice 
or one-eight of an anna, and the pie or one-twelfth of an 
anna. The types and weights of the above coins are detailed 
below-

Single pieoo Copper 100 graine. 
Bronze Kings' Head .. 75 •• .. .. Washer TriJ:. 30 '' Ashoka Pd ar 60 .. .. " .. ,, 1951 and 4ll .. 

later issues 
Halfpieco Copper 50 •• 

" 
Bronze 37·11 " 

Pio pieties Copper 33·:l:J3" .. Bronze 25 " 

21. Subject as provided in para 22 below, the rupee coins are 
legal tender to any amount, half-rupees for any sum not exceeding 
ten rupees and all other coins for any sum not exceeding one rupee, 
provided they sath,fy the requirements of paragraph 30 below. 
::::upro-Nickel eight-anna pieces are now legal tender only at Issue 
De11artment of the Reserve Bank of India. 
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22. Silver coins coined and issued from time to time under the 
Indian Coinage Act, 1906, prior to the 10th day of March 1940 i.e., 
those coins bearing the year of issue 1835 to 1839 (inclusive) and the 
head of the then reigning sovereign, have ceased to be legal tender 
provided that if the holder of any such coin satisfies the Reserve 
Bank that due to circumstances beyond his/her control the coins 
could not be presented earlier, that Bank may at its discretion accept 
the coins. Silver coins coined and issued after the 10th day of March 
1940 (i.e., quarternary alloy silver coins of one-half, fine bearing 
the year of issue 1940 and after) continue to be legal tender in pay
ment or on account for the amounts stated in paragraph 21, provided 
they satisfy the conditions of currency laid down in paragraph 30. 

23. Double pice coined and issued under the Coinage Act of 1835 
and subsequent Acts arc legal tender for any sum not exceeding one 
rupee. 

24. Deleted. 

Receipt of Coin at Treasuries and Sub-Treasuries 

25. The following instructions should regulate the receipt at 
treasuries and sub-treasuries of small coin, and of coin which is not 
legal tender-

( i) Subject as provided in paragraph 22 above half rupees and 
small coins of all denorn nat,ons should be received in 
payments to the Government to any amount, although they 
are legal tender only a sum not exceeding ten rupees and 
one rupee respectively. 

(ii) Silver coins issued before 1st September 1835, that is to 
say, all silver coins issued by the East India Company 
bearing merely inscriptions in Indian character (chief 
among which are coins known as "FURRUKHABAD" AND 
"MURSHIDABAD" rupees) should be received at the trea
suries at the following rates-

( 1) at 8 annas a tola, for each tender of 500 coins or less; 
and 

(2) for amounts in excess of this number, at bullion value 
calculated at the market rate of silver of the day, to be 
ascertained from the Manager, Reserve Bank of India, 
Bombay. 

(iii) Copper coin bearing any trace of mintage by the East 
India Company, e.g., coin having as a device a pair of scales 
XX cash (of which the value if one-third of an anna) 
should be received in payment of Government dues up to 
any amount. 

(iv) Gold mohurs coined under the Gold Coinage Act (XIV of 
1918) should be received for exchange at Rs. 15 each, if 
they are not counterfeit and if not of less weight than 
they 122! grains and if they have not been fraudulently 
defaced. A coin which does not fulfil these conditions should 
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be returned to the tenderer. The coins thus exchanged 
should not be transferred to currency chest but retained 
in the treasury, pending remittance to the Issue Depart
ment of the Reserve Bank of India at the earliest oppor
tunity. 

26. Deleted. 

Exchange of Small Coin 

27. Half-rupees and small coins of all denominations (subject to 
any special instructions which may be issued for their withdrawal) 
should be issued freely to persons wishing for them, either in pay
ment of claims against the Government, or in exchange for rupees, 
or for notes which the treasury may be cashing. Treasury Officers are 
responsible for seeing that a sufficient stock of small coins is main
t.ained to meet all such demands. 

28. (1) Rupee.s and notes should be issued freely in exchange fc,r 
legal tender copper, bronze or nickel coin in parcels of the value of 
not less than two rupees at every treasury and sub-treasury and at 
the bank conducting the cash business of a treasury or sub-treasury. 

(2) Whenever large bodies of men are assembled on pub1ic works 
under construction for purposes of famine relief or otherwise, the 
local authorities should make special arrangements to supply on the 
spot note and rupees in exchange for the legal tender copper, bronze 
or nickel coin which may be collected by the surveyors or foremen 
at such assemblages. 

29. If the instructions in the preceding paragraph are carried 
out, legal tender cop_oer, bronze and nickel coin should never circu
late at a discount. If nevertheless such coin does at any time, or any
whereJ circulate at a discount or at a premium, the circumstances 
shoula be immediately reported to the Currency Officer, with a full 
explanation of the supposed causes and of the remedial measures 
taken. 

Conditions of Currency 

30. The statutory rules issued under the Indian Coinage Act are 
printed as Appendix C. The conditions of currency of the various 
coins under the Indian Coinage Act and the statutory rules are 
explamed below:-

(i) No silver coin -·is legal tender if it has been defaced. 
Defacement includes clipping, filing, stamping or such 
other alteration on the surface or in the shape of a coin 
as is readily distinguishable from the effects of reasonable 
wear. 

(ii) Silver coins which have not been defaced ai·e legal tender 
as long as they have not ·diminished in weight by more 
than amounts shown below-
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Rupee and half-rupee ............... 2 per cent. below standard weight. 
Quarter-rupee . .. .. . .. .. . . 121 per cent. below standard weight. 

(iii) No conditions of currency have been prescribed for nickel, 
bronze or copper coin. Such coins are, therefore, legal 
tender even if they are worn or defaced, providea +.hat 
they bear traces of Government mintage. 

Cutting or Breaking of 'Counterfeit and Diminished Coin 

31. (1) Section 16 of the Indian Coinage Act (Act III of 1906) as 
amended from time to time provides that when any silver coin 
which has been coined and issued under the authority of the Central 
Government is tendered to any person authorised to act under that 
section and such person has reason to believe that the coin-

i(i) has been diminished in weight so as to be more than 
such percentage below standard weight as may be pres
cribed as the limit of reasonable wear, or 

(ii) has been defaced. 

he shall, by himself or another, cut or break the coin. 

A loss of 6! per cent, below standard weight in the case of the 
rupee and of 12i per cent. in the case of the half and quarter rupee 
has been prescribed as the limit of reasonable wear. 

(2) Section 20 of the Indian Coinage Act provides that when any 
coin purporting to be coined or issued under the authority of the 
Central Governmertt is tendered to any person authorised to act 
under the section and such person has reason to believe that the 
coin is counterfeit, he shall by himself or another, cut or break the 
coin. 

32. A list of the persons authorised to act under Sections 16 and 
20 of the Indian Coinage Act is given in Appendix D. A memoran
dum giving certain hints for the detection of counterfeit coins is 
given in Appendix E. 

Acceptance and Disposal or Counterfeit, Diminished, Defaced, 
Shroff-marked and Soldered Coin 

33. The rules in Appendix C regulate the cutting of counterfeit, 
diminished and defaced coins, other than coins which have been 
fraudulently defaced, and the rates at which diminished and defaced 
coins should be accepted and paid for. A memorandum indicating 
the special characteristics which ordinarily distinguish fraudulently 
defaced coins is given in Appendix F. 

34. Any person authorised to cut or break counterfeit coin may, 
at his discretion, either return the cut coin to the tenderer, who shall 
bear the loss caused by such cutting or breaking, or in the case of 
silver coins, receive and pay for the coin according to the value of 
the bullion contained in it. 

34-A. Presenters of coins which have been cut or broken under 
S~cti:in 20 of the Indian Coinage Act, may, if they so wish, send such 
coins at their own expense, together with the particulars of the 
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authority who has cut the coins and proof of their having been cut 
by them, to the Mint at Bombay or Alipore, Calcutta for expert 
opinion. On receipt of coins at the Mint with the necessary details, 
and proofs, they will be examined and the Mint will issue tc the 
presenters an out-turn certificate for the face value of any/or all coins 
found to be genuine with instructions to present the same for pay
ment at the nearest Treasury. The Treasury would make payment 
on the out-turn certificate in the manner stated in para 46 infra. 

35. Any authorised officer to whom a counterfeit coin is tendered 
may purchase it from the tendered at its bullion value, or at a suitable 
price not exceeding its nominal value, charging the cost to the 
Government, if from the excellence of the execution or for any other 
special cause it seems desirable that the coin should be acquired as a 
specimen. The officer purchasing the same should send it to the 
Mint at Alipur, Calcutta or Bombay, reporting to the Mint Master 
the grounds upon which its purchase was considered desirable. In 
the case of coins purchased by Treasury Officers and sent to the 
Mint, each coin should be sent in a separate wrapper bearing the 
name of the treasury, a mark and date whereby it may be subse
quently traced in correspondence. 

36. Judicial Officers may send counterfeit coins to treasuries and 
sub-treasuries for remittance to the Mint. With these coins a short 
description of the case should be furnished and any implements such 
as dies, moulds, etc., which may have been found, should be sent. 
These receipts should be kept quite separate from coins withdrawn 
by Treasury Officers, etc., which have to be remitted in accordance 
with the instructions contained in Treasury Rule 692. Each remit
tance by a Judicial Officer should be put into a separate wrapper 
with details of the source of receipt of the coins and other particulars. 
If the Government so direct, the Treasury Officer should send the 
counterfeit coins to the Mint through the Inspector-General of Police 
or other officer nominated by the Government. 

37. Counterfeit silver coin found in a remittance should be 
broken and sent to the Mint in accordance with paragraph 35 above. 
Counterfeit nickel coins received in a remittance should be returned 
to the remitting treasury, if the 'fieasurer of the remitting treasury 
wishes them to be returned and is willing to bear the costs of return
ing them; otherwise they should tie sent to the Mint in accordance 
with paragraph 35 above. In the case of remittances to the Mints 
unaccompanied by potdars, the rejected coins should not be sent 
back to the remitting treasury, except on a special application for 
their returns which mus~ be made by the treasury immediately after 
receipt of the Mint advice. The cost of returning the coins will be 
borne by the Treasurer of the remitting treasury. 

NoTE-The rejected coins and slips from remittances received 
from the offices of the Reserve Bank and branches of the Imperial 
Bank of India (State Bank of India) will be collected by their local 
representatives from the Mints periodically, preferably once a month. 
The representative will take with him to the Mint Master concerned 
a letter authorising him to receive the rejected coins and slips in 
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respect of any particular Mint outturn certificate. The Mints reserve 
the right to destroy all rejected coins not asked for within three 
months of the date of issue of the outturn certificate. 

38. At places where there is neither an Issue Department of the 
Reserve Bank of India nor a branch, sub-branch or Treasury Pay 
Office of the Imperial Bank of India (State Bank of India), or fl 
branch or any other bank acting as an agency of the Reserve Bank, 
Treasury and Sub-Treasury Officers are authorised to accept for 
disposal in the usual manner suspected coins tendered by the Post 
and Telegraph Offices. 

Diminished and Defaced Coin 

39. When a silver coin which has been diminshed in weight so 
as to be more than 25 per cent below standard weight, ·is tendered 
to any person authorised to act under Section 16 of the Indian Coinage 
Act, such person shall cut or break such coin and return the cut coin 
to the tenderer, who shall bear the loss caused by such cutting or 
breaking. Coins which have been diminished in weight but not more 
than 25 per cent. of the standard weight should, when tendered, be 
disposed of in accordance with the rules in Appendix C. 

40. Soldered and shroff-marked coins are defaced (but not 
fraudulently defaced) coins under the Indian Coinage Act and should 
be received and pa1d for as coins which have been diminished in 
weight. In determining the weight of coin to which solder or other 
metal has been attached, the weight of such solder or other metal 
should not be taken into account. Ordinarily, presenters should be 
required to remove as much as possible of the solder at their own 
cost. 

41. When silver coin which has been fraudulently defaced is 
tendered to any person authorised to act under Section 16 of the 
Indian Coinage Act, such person shall cut or break the .coin arid 
return the cut coin to the tenderer who shall bear the loss caused 
by such cutting or breaking. If the defacement is not fraudulent, the 
coin shall be received at the rates prescribed in Appendix C for coins 
diminished in weight, but it shall not be re-issued. 

42. The following instructions should be borne in mind in deter
mining whether coin is fraudulently defaced. A liberal interpreta
tion is given in the Mint to the orders for rejection of coin as fraudu
lently defaced with the combined objects of (i) protecting ·innocent 
holders, such as those who hold their saving in the form of coin 
made up into necklaces and other ornaments, .or those through whose 
hands defaced coin passes and who are unable to detect and refuse 
coins that have been defaced with fraudulent intent, and (ii) en
couraging the return of defaced coin by the public, with a view to 
maintaining the standard of the coinage in circulation. 

(i) A coin which bears on its surface radial striae should be 
deemed to have been fraudulently defaced. 

L/P(N)4D.,fEA-20 
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(ii) Defaced coins bearing clear si~ns ( i:e., such a_s m~st be 
obvious to the public) of defacing with fraudulent intent 
should be rejected as fraudulently defaced. 

(iii) Coins from which silver has been deliberately removed by 
filing, clipping( scooping, or punching, and coins othe~ than 
soldered coins which have been remilled should be reJected 
as fraudulently defaced. Soldered coins having only a 
section of the milling unevently filed, where solder has 
been removed and the milling refiled, should not be treated 
as fraudulently defaced. 

(iv) Drilled coins which appear to have been used as ornaments 
and which bear no other signs of reductions, are not fraudu
lently defaced, but should be accepted as defaced. If 
tendered in large numbers, howev ~r, a fraud should be 
suspected. 

(v) "P.M." marked coins should be accepted as defaced. 
(vi) "Sweated" coins that have been reduced by the action of 

acids are defaced but not fraudulently defaced, unless the 
signs of sweating are clear enough to be obvious to the 
public. 

(vii) Cut or broken coins that have been patched together with 
solder should be rejected as fraudulently defaced. 

(viii) Coins on which any part of the design on obverse or re
verse has obviously been re-engraved by hand should be 
rejected as fraudulently defaced. 

43. Soldered coins should be accepted, provided that: 
(i) They are in one piece. 

(h) They retain sufficient impression to admit of identifica
tion as genuine Indian coin. If unidentifiable they should 
be returned uncut as unacceptable coin. 

(iii) the solder has been carefully and sufficiently removed by 
tools or by heat treatment. 

(iv) They have not been reduced by sweating with acid. 
(v) Silver has not been scooped or filed from the coin under 

pretence of removing-solder. 
(vi) Pieces of the original coin have not been removed and 

replaced with solder or base metal. 
44. Defaced nickel, bronze and copper coins are legal tender and 

should be accepted at treasuries. But if they are soldered or other
wise unfit for reissue, they should not be issued to the public but 
should be dealt with like other uncurrent coin. 

Acceptances of Burnt Coin 
45. (1) Burnt silvPr coins may be received at treasuries if they 

are identifiable as genuine Indian coins. When such coins have 
diminished in weight by more than 2 per cent. below standard 
weight, payment should be made at the rates laid down in Appendix 
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C. All burnt coins accepted at treasuries will be set apart for remit
tance to the Mints as uncurrent coins. Burnt coins which are not 
identifiable as genuine fodian coins should not be accepted at trea
suries. The presenter should be directed to send them to the nearest 
Mint where, after the coins have been melted and assayed, outturn 
certificates will be prepared and iS5ued for payment at the treasury 
or Bank direct, situated at the place of his residence or any treasury 
or Bank direct where he desires to receive the payment. Value for 
the silver contents after assay will be given at the market rate on 
the date of receipt of the coins at the Mint, subject to the maximum 
of one rupee per standard tola. 

(2) Burnt copper, bronze and nickel coins may be received at 
treasuries at their face value, provided they are identifiable as 
genµine Indian coins. Such coins, if unidentifiable, will not be accept
ed at treasuries or at the Mints. 

46. Payments at treasuries etc. of outturn certificates issued by 
the Mint Masters on account of burnt, soldered, dumb or defective 
coins sent to the Mint should be passed on for adjustment to the 
Accountant General concerned. Outturn certificates not exceeding 
one rupee if uncashed for three calendar month, and those for 
above one rupee if uncashed for six calendar months, frcm the date of 
their issue, will be credited to the Central Government at the end 
of the period. Certificates not cashed within the above stipulated 
periods and lapsed to Government should be returned to the respec
tive Mint under prompt intimation to the Accountant General con
cerned. 

Supply of Weights and Scales 
47 (1) F t t' ·1 - . - . ht f 16 7 l 1 3 . or es mg s1 ver com, mm1mum we1g s o 18• ii' 16. 4• 

~6 • ~· ~&· and ::~ tola piece are obtainable from the Mint on ap-
plication to Mint Masters. To enable a Treasury Officer to. determine 
either a rupee, half-rupee, quarter-rupee or eighth-rupee is fit for 
issue or not, minimum weights of 176.4, 88.2, 39.375, and 19.6875 
grains, respectively, are also supplied by the Mints on indents. 

(2) Those weights are supplied by the Mint Masters free of 
charge to all treasuries and to the Bank conducting the cash business 
of a treasury. If they are supplied to replace weights lost, the person 
through whose default the loss has occurred will, if the Collector in 
the case of treasuries, and the Manager or Agent in the case of the 
Bank, so directs, pay a penal charge of one rupee for each weight 
lost, the recovery being credited to the Central Government as a 
miscell.aneous receipt. No adjustment in the Mint accounts is neces
sary. 

(3) Weights other than minimum weights and scales of various 
sizes, including minimum weight scales, are supplied by the Mints on 
payment. If any treasury desires to purchase these from the Mint, it 
will send an indent for the supply to the Mint Master direct. 

1,, P(N)4Do£EA-20u. 
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(4) Scales and weights should be inspected by the Treasury 
Officer at regular intervals in order to satisfy himself that they are 
in good condition and are preserved carefully to prevent rust and 
abrasion. Whenever the Inspecting Officer has any reason to feel that 
they are worn out Qr not in order, they should be sent to the l'ylint 
for adjustment or replacement, a record of such tests being kept in 
the treasury. 

Weighment of Coin against Minimum Weights 

48. (1) Coins should never be directly weighed against the mini
mum weight, that is to say, it is incorrect to place the minimum 
weight in one pan and the coin in the other, as, if the arms of the 
scale are not of exactly the same length, the weighment is false. At 
the beginning of work, the minimum weights should be placed in one 
pan, and should be balanced exactly by pieces of metal placed in the 
other pan. The minimum weight should then be removed from its 
pan and the coins to be tested should be placed one after another 
on the pan from which the minimum weight has been removed. The 
minimum weight should only be put back in its pan to test the 
counterpoise occasionally during the day. If this method, which is 
the only correct one, be adopted any error due to difference of length 
of arms of the balance, however minute, is avoided and wear and 
tear of the minimum weight will be greatly reduced. 

(2) Minimum weights should invariably be replaced carefully in 
the boxes in which they arc supplied and every care taken to avoid 
an abrasion. 

Light Weight Coin in Remittances 
49. Uncut rupees and half-rupees found in remittances from 

treasuries, Currency Offices and the Bank, which have lost more 
than 61 per cent. and 12! per cent. respectively but not more than 
25 per cent. in weight should be cut on receipt and credited at one 
rupee per tola on their total weight. Coins that have lost more than 
2 per cent. but not more than 6! per cent. in weight through reason
able wear in the case of the rupee, at 12~ per cent. in the case of the 
half-rupee, should be credited at their nominal value, but if their 
number exceeds i per cent. of the whole remittance, the fact should 
be reported to the Collector, the Currency Officer or the Manager, as 
the case may be of the Reserve Bank or the Head Office of the agency 
Bank, in whose jurisdiction the remitting office lies, according as the 
remittance is received from a treasury or sub-treasury, from an office 
of the Reserve Bank or from a branch of the agency Bank, for taking 
such disciplinary action as. may be considered necessary to improve 
the quality of shroffing. 

Light Weight and Other Coins cut in certain Indian States 
50. Deleted. 

Withdrawal of Coin from Circulation 
51. (1) The above instructions provide for the withdrawal of 

..!Ounterfeit, light-weight and defaced coin from circulation but in 
order to maintain the currency in the hands of the public in' as good 
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a condition as possible, the following coins should also be withdrawn 
from circulation whenever they are received at a treasury, although 
they are legal tender-

( i) Silver rupees, half-rupees. and quarter-rupees which are 
one-half fine (issued in 1940 and after). 

(ii) Cupro-nickel four anna coins. 
(iii) Nickel-brass coins of all denominations. 
(iv) Copper double piece coins. 
(v) All single pice coins except those bearing the Asoka 

Emblem. 
(vi) Pure Nickel, cupro-nickel and bronze coins which are so 

worn that the denomination and date are not easily deci
pherable. 

(vii) Copper coins which are defaced or badly worn or which 
for any other reason are considered to be unfit for cir
culation. 

(2) Coins called in by the Central Government should be with
drawn from circulation, as soon as they are received at a treasury 
or the Bank. 

52. Treasury Officers should re.member that the state of the 
currency in the hands of the public is largely dependent on the 
strict observance at treasuries of the above instructions for the with
drawal of coins which are unfit for circulation. Treasurers and their 
shroffs are primarily responsible for this work and should be required 
to keep a rough memorandum book showing the ta'le of the coin 
examined by each man per diem and the number of light weight and 
other defective coins discovered per thousand rupees tested. Constant 
supervision should be maintained by the Treasury Officers, and if it 
appears that the number of coin withdrawn from circulation is small, 
special steps should be taken to see that all coins received at . the 
treasury are properly shroffed. 

53. All coins received by Government officers and withdrawn 
from circulation should, whether or not it has been cut or broken, be 
sent at the first convenient opportunity to the Mint at Alipur, 
Calcutta or Bombay, or to any principal treasury appointed by the 
Currency Officer to receive such coin, for remittance to the Mint. 
Such coin will be credited in the officer's cash balance as "uncurrent 
coin" at the actual value at which it has been rec~ived, and, on trans
fer to the Mint, will be credited at the Mint at the rates prescribed 
by the Government, any loss incurred in re-coinage being adjusted 
in the Mint accounts. 

54. Coin received by a person other than a Government officer 
and withdrawn from circulation under these instructions should, 
whether or not it has been cut or broken, be sent to the nearest 
treasrllry where it will be paid for at the prescribed rates and remitted 
to the Mint in the usual course. 

!;5. The procedure for the r·emittance into the Mint of coins with
dra~ n from circulation is laid down in Treasury Rule 692. 
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56. (1) The following special instructions should regulate the 

receipt at the Mint from Railways in India of silver coins presented 
by Railway Officers at treasuries and cut at the later-

(i) Remittances to the Mint, which may be made at such 
intervals as are found convenient. should as far as possi
ble, be in quantities weighing not less than 500 tolas at a 
time. 

(ii) A deduction of 1 per cent will be made by the Mint 
Master on account of melting charges subject to a minimum 
charge of Rs. 2. 

(iii) The credit to be given to the railways will be calculated 
at the market rate of the bullion on the day of receipt. 
subject to maximum of one rupee per standard tola, and 
the Mint Master will, after the coin has been melted, 
prepare an outturn certificate showing the value payable 
to the Railway and forward it to the Chief Accounts Officer 
concerned for encashment at the local treasury. A copy 
of the certificate should also be sent to the Accountant 
General concerned. 

(2) The above instructions apply only to fraudulently defaced 
coin and coin which has been diminished in weight so as to be more 
than 25 per cent. below standard weight, cut and returned to a 
Railway Administration and not to counterfeit coin. As regards the 
latter, Railways are merely in the position of private tenderers and 
are not entitled to receive credit from the Mint for the marked value, 
or to have the coins assayed and reported on by the Assay Office. 
When, however, any unusually, large amount of counterfeit coins is 
tG'ndered to Railway Officers, or the existence of such coins in circu
lation in large quantities in any locality is otherwise brought to their 
notice, a special report on the subject should be submitted to the 
Government. 

(3) Railway Administration should send to the Mints through 
the State Government (or the Inspector General of Police, the Deputy 
Inspector General of Police in charge of the Criminal Investigation 
Department and Railways, or any other officer holding a similar 
position whom the State Government may designate), only such 
counterfeit coins as are exceptionally well executed. Ordinarily 
counterfeits should be sent to the treasuries to be cut or broken. 
They should submit to the Mint quarterly. not later than the 10th 
of the month following the quarter to which it relates, a return 
showing the total number of counterfeit coins received in the previous 
quarter, including both the coins sent to the treasury and those sent 
to the Mint. Copies of the statement should be sent to the State 
Government (or the officer designated for the purpose). Station 
Masters or other Railway Officers should also give the earliest possi
ble information to the police of the tender of any counterfeit coin. 
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57. Deleted. 

Returns of Coins cut or broken or withdrawn from Circulation 

58. Uncurrent silver coin received at treasuries under paragraphs 
25, 39, 40 and 49 to 51 should be entered in a separate register in 
Form T.E. 7 at the end of the day of their receipt, and the several 
kinds of coin kept in the separate bags under double locks. A separate 
record of uncurrent silver coins cut under the rules but not paid for 
should be maintained in Form T.E. 8 to assist in the preparation of 
the annual return in Form T.E. 9 of uncurrent silver coins cut. 

59. The total amount of 1835, 1911, light-weight, shroff-marked, 
soldered and other defaced, uncurrent and defective coins, as well 
as coins called in by proclamation, withdrawn from circulation and 
held in the treasury should be shown separately in the monthly cash 
balance report. 

60. A return in Form T.E. 10 should be submitted to the Currency 
Officer with the cash balance report showing the details and balances 
of all silver coins withdrawn from circulation. 

61. Treasury Officers should, on the 20th April each year, submit 
to the Currency Officer a return in Form T.E. 9 showing genuine 
silver coins cut or broken during the previous year on account of 
being reauced in weight. They should also submit to the Mint 
quarterly, not later than the 10th of the month following the quarter 
to which it relates, a return in Form T.E. 11, showing counterfeit 
coins received in the previous quarter, excluding receipt from Rail
ways but including receipt from Courts and from all other sources. 
The return should include the coins received by the Bank conducting 
cash business of the treasury. The necessary figures will be furnished 
by the Bank to the Treasury Officer immediately after the close of 
each quarter. 

Supply of Coin 

62. (1) In districts where the cash business of the treasary is not 
conducted by the Bank, the Treasury Officer is responsible for 
maintaining at his treasury a sufficient supply of all kinds of coin for 
issue to the public. He should, as far as possible, submit to the Cur
rency Officer his requisition for the supply of small coin and rupees 
with the cash balance report. Ordinarily, remittances of coin will be 
sent to the district treasury and distributed to sub-treasuries from 
there by the Treasury Officer, but in certain cases, e.g., when a sub
treasury is on a Railway, it may be more economical to send remit
tances to a sub-treasury and make the distribution frorn there. 

(2) In districts where the cash business of the treasury is con
ducted by the Bank, the Manager or the Agent of the Bank is 
responsible for maintaining a sufficient stock of rupees and small 
coin to meet all demands from the public and also demand from 
the Treasury Officer for supply to sub-treasuries. When the Treasury 
Officer wishes to replenish the stock of coin at a sub-treasury, he will 
obtain the necessary coin from the Bank, unless the sub-treasury 
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requirements are large and it is more convenient and economical to 
obtain a direct remittance from a currency office or a small coin 
depot. In the case of branches of Agency banks, the Agents will 
submit their indents of supply of coin to the Local Head Office or 
Link Branch, which will arrange with the Currency Officer for the 
necessary remittances. 

Foreign Coin 

63. Save as hereinafter provided, foreign coin or notes should 
not be received in treasuries, except under some general or special 
orders of the Government. 

64. Troops returning from a campaign, where they have been 
paid in foreign money, are allowed to exchange it at the treasury 
nearest the frontier (or at the next, on a certificate that the frontier 
treasury has not sufficient funds) at the rate of exchange at which it 
may have been issued to the troops, the Officer Commanding the 
troops certifying the rate and also the fact that the money has been 
issued as pay. 

65. Foreign coins may, in special circumstances, be paid into a 
treasury as part of a deposit eventually to be made over to a third 
party. The disbursement will be of the same coins, and so it is 
immaterial whether, for purposes of account, the market rate, the 
assay rate, or a purely arbitrary ~alue is assigned to such currency. 

Bank Treasuries 

66. The instructions contained in the chapter apply mutatis 
mutandis to treasuries the cash business of which is conducted by 
the Bank, except where special instructions are laid down. The 
Manager or agent of the Bank will supply the Treasury Officer with 
the information necessary for the preparation of the return mentioned 
in paragraphs 58 to 61. 
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CHAPTER IV-CURRENCY AND BANK NOTES 

Denominations of Notes 

[fii-71 

67. Under the provisions of the Reserve Bank of India Act (Act 
II of 1934). the sole right to issue Bank notes in India has been vested 
in the Reserve Bank with effect from the 1st April, 1935, and the 
Government have ceased to issue currency notes. The Reserve Bank 
has taken over the liability for the currency notes issued by the 
Government. 

68. Currency notes of the denominational values of one rupee, 
two and a half rupees, five rupees, ten rupees, twenty rupees, fifty 
rupees, one hundred rupees, five hundred rupees, one thousand rupees 
and ten thousand rupees have been issued by the Government. Under 
the provisions of the Reserve Bank of India Act these notes are now 
leEtal tPnder throughout India. 

69. Bank notes issued by the Reserve Bank will be of the deno
minational values of two rupees, five rupees, ten rupees, one hundred 
rupees, one thousand rupees, five thousand rupees and ten thousand 
rupees, unless otherwise directed by the Government on the rerorn
mendation of the Central Board of the Bank. Bank notes and cur
rency notes issued by the Bank are legal tender throughout India. 

NoTE-Bank Notes and Currency Notes of the denominational 
values of five hundred rupees. one thousand rupees, and ten thousand 
rupees issued prior to 12th January 1946 were demonetised with effect 
from that date and are no longer legal tender. Bank Notes of 
the denominational values of one thousand rupees, five thousand 
rupees and ten thousand rupees in the Asoka Pillar design have been 
issued with effect from 1st April, 1954 and are legal tender. 

70. One rupee notes issued by the Central Government are un
limited legal tender, and although these notes, are treated as rupee 
coin for all purposes of the Reserve Bank of India Act the instruc
tions contained in the following paragraphs will, save where the 
contrary intention appears, apply to these notes as tpey apply to 
Currency and Bank notes. 

Receipt and Issue of Notes 
71. Deleted. 
72. No restrictions are imposed on the issue of notes at treasuries 

in exchange for coin or for notes of other denominations. 
73. Although no person has a legal claim to obtain coin for notes 

presented at a treasury, this accommodation should be given when
ever possible, and all applications for exchange should be granted. 
provided that the coins or notes applied for are available, subject 
to any general or special limitations which the Reserve Bank or the 
Government may find it necessary to impose from time to time. 

74. Subject to any limitations which may be imposed in parti
cular cases. the Treasury Officer should. wherever he is satisfied that 
no inconvenience will be caused to the treasury, exhibit in some 
conspicuous place a placard in English and in the Indian language in 
local use. notifying that he is prepared to give coin for notes. 
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NOTE 1-Notes to a limited extent may be cashed for the con
venience of travellers when the treasury is unable to cash them for 
the general public. 

:NOTE 2-Facilities should be given, as far as possible, for en
cashment of notes at sub-treasuries. 

. 75. Whenever there are reasons to believe that notes are sellmg 
m the local market at a discount or a premium in large amounts, the 
Treasury Officer should at once bring the fact to the notice of the 
Currency Officer. 

'lli. The ordinary exchanges with the public mentioned in para
grapns 72 to 74 above should be made from the treasury balance 
when, however, the amount of rupees or notes of any denomination 
in the treasury balance is insufficient to meet the demand for ex
changes, rupees or notes of the required denominations may be ob
tained from the currency chest. 

7"7. It is desirable from the pomt of view of the popularity of the 
note issued that clean notes only should be put into circulation. This 
has, at the same time, the advantage of making it more difficult for 
forgea notes to escape detection, as these are frequently intentionally 
soiled or smudged in order to conceal iLeir defects. In the case of 
district treasuries, however, it is not feasible entirely to discontinue 
re-issue hut Currency Officers will arrange to keep the treasuries in 
their jurisdiction supplied with sufficient stocks of clean notes in 
order to meet all probable demands. Notes much soiled, defaced, or 
torn should not in any case be re-issued to the public and cut notes 
shouia not be re-issued. Notes unfit for re-issue should be sent to 
the lssue Department of the Reserve Bank (or treasury named by 
the C.:urrency Officer) in the first remittance made thither. 

78. Subject to the remarks in the preceding paragraph, all notes 
if fit for issue may be issued to the public, irrespective of the circle 
from which they were issued, or deposited in the currency chests 
under the relevant orderi. 

Currency notes of the denominational values of one rupee, two 
and a half-rupees and twenty rupees should not be issued to the 
public, but should be remitted to the Currency Officer (or treasury 
named by the Currency Officer). 

79. In order to prevent the older issues of notes being stored for 
an indefinite period in a treasury, notes fit for re-issue should be 
arranged in the double lock treasury balanres and the currency chest 
balances in order of receipt and should be re-issued from these 
balances in the same order. Notes received across the counter in the 
course of daily transactions may be re-issued at once, provided that 
they are in good condition. 

80. Notes unfit for issue should be kept separately in the currency 
chest balance. pending remittance to an Issue Department of the 
Reserve Bank in accordance with Treasury Rule 693. 
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Forged, Defective and Lost Notes 

tsl. (1) In the event of a forged note being preseu ted, the note 
and the presenter should be made over to the police, if the Treasury 
Officer considers it advisable to do so. If, however, the Treasury 
Otficer is convinced that the presenter has presented the forged note 
in good faith, believing that it was genuine, he should impound the 
note, take the name and the address of the presenter and his state
ment regarding the person from whom he received the note. The 
forged note and the presenter's statement should be sent to the police 
for turther enquiry. After the enquiry has been completed, the 
police will forward the forged note to the Issue Department of the 
Reserve Bank along with a report. 

NOTE-When a forged note is impounded. it should be stamped 
with the word "Forged", or the word "Forged" should be written on 
it in red ink in large letters, before it is sent to the police for enquiry. 

l2) Notes disfigured by oil or other substances should be scruti
nised with special care, as forged notes are sometimes intentionally 
thus disfigured to render detection difficult. 

(3) The Reserve Bank has issued instructions to all the Schedul
ed Banks that when a forged note is presented to a scheduled bank, if 
the presenter is known to it, it should issue a receipt for the note and 
take from the presenter a statement as to how the note came into his 
possession. The statement along with the forged note should be for
\Varded to the nearest Treasury/Sub-treasury/Currency Officer for 
his information and action as in sub-paragraph (1) above. If the 
presenter is not known and is suspected of being cognizant of the 
forgery, he should be handed over to the local police for investiga
tion and a suitable report sent to the Circle Currency Officer. In 
either case the word "forged" should be written in red ink in large 
letters on the note before it leaves the custody of the Bank. 

{4) The Reserve Bank has authorised the Head Offices and other 
offices, branches, sub-branches and Treasury Pay Offices of the State 
Bank of India, and the branches of its subsidiary Banks conducting 
Government business to impound forged notes. 

(5) At places where there is neither an Issue Department of the 
Reserve Bank nor a branch, sub-branch or Treasury Pay Office of an 
agency Bank, Treasury and Sub-Treasury Officers are authorised to 
accept for disposal in the usual manner suspected notes tendered by 
Post and Telegraph Offices. 

('J) When suspected notes sent to treasuries by Post Offices or 
managers of joint stock banks for adjudication are adjudged by 
Treasury Oflicers as genuine, their value will be accounted for under 
the head 'Civil Deposits-Revenue Deposits' pending repayment of 
the amount to the parties concerned. If these deposits remain un
claimed for one whole account year, they should lapse to the credit 
of the Central Government. 
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'rhese instructions apply mutatis mutandis to suspected coins 
sent by Post Offices to Treasury Officers under paragraph 38. 

112. No person is of right entitled to recover the value of any lost, 
stolen, mutilated or imperfect currency or Bank Note, but rules have 
been framed under the Reserve Bank of India Act, prescribing the 
circumstances, conditions and limitations under which the value of 
such notes may be refunded as of grace. The rules are reproduced in 
Appendix G. 

53. Half, mutilated, mismatched or altered notes, and notes dis
figured by oil or other substances in such manner as to render their 
ideniification doubtful should never be received in payment of Gov
ernment dues or cashed. The holder should be advised to apply to the 
Currency Officer competent to deal with the matter in accordance with 
the rules in Appendix G for instruction regarding the procedure 
under which the value of such notes can in some cases be recovered. 

NOTE 1-Notes with only a slight mutilation which does not 
intertere with identification or suggest fraud, may be received at the 
treasury and dealt with under Treasury Rules 693. The features 
necessary for the identihcation of a note are, besides the number 
which must, including th~ serial letters, be all intact the denomina
tion, the place of issue where indicated, the signature and the water
mark. 

~OTE 2-Defective notes should be stamped with "Half note
Payment refused", "Mutilate-Payment refused", "Mismatched
Payment refused" or "Altered-Payment refused", as the case may 
he. or such words should be written in red ink in large letters before 
they are returned to the presenter. 

IS4. The value of lost, stolen or wholly destroyer'! notes of the 
denomination of Rs. 10 and below will not be refunded. Persons ap
plying to a Treasury Officer for a refund of the value of lost, stolen 
or wholly destroyed notes of the denomination of Rs. 20 and above 
should be ref erred to the Currency Officer of any office of issue for 
instructions regarding the procedure under which the value of such 
notes can in some cases be refunded. 

Bank Treasuries 
85. Provisions of paragraphs 72 to 84 above apply mutatis 

mutandis to Bank Treasuries. 
Indents for Notes 

86. The Treasury Officer is responsible fot keeping the currency 
chest and treasury balances sufficiently stocked with all denomina
tions of notes to provide for issues to the public in payments, on be
half of the Government and in exchange for coins. He should as 
far as possible, submit to the Curreny Officer his requisitions for 
the supply of notes with the cash balance report ordinarily, remit
tances of notes will be sent to the district treasury and distributed to 
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sub-treasuries by the Treasury Officer, but in certain cases, e.g., when 
a sub-treasury is on a Railway, it may be more economical to send 
remittances to a sub-treasury for distribution. 

87. At places where the cash business of the treasury is conduct
ed oy the Bank, the Manager of Agent of the Bank is responsible for 
keeping in the currency chest a sufficient stock of notes to meet all 
demands from the public and also demands from the Treasury Officer 
for supply to sub-treasuries. When the Treasury Officer wishes to 
replenish the stock of notes in a sub-treasury, he will obtain the 
necessary supply of notes from the Bank unless the sub-treasury 
requirements are large and it is more economical and convenient to 
obtain a direct remittance from an Issue Department of the Reserve 
Bank. In the case of treasuries the cash business of which is con
ducted by branches of the agency Bank, the agent of the Bank will 
submit his indent for supply of notes to his Head Office or Link 
Branch which will arrange with the Currency Officer for the neces
sary remittance. 
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CHAPTER V-RESERVE BANK 01'' INDIA 

CYPHER CODE AND TREASURY AGENCIES PRIVATE CHECK 

Signal Book 
88. The Currency Officer oi the Reserve Bank of India, Delhi, 

supplies Cypher Code and Treasury agencies Private Check Signal 
Book of the Reserve Bank of India to each Treasury Officer and to 
the Sub-Treasury Officer of each Sub-Treasury which has a currency 
chest. The Cypher Code contains a list of phrases and expressions 
ordmarily required in telegraphic communications on matters 'con
cernmg resource, currency and transactions under the Reserve Bank 
of India's scheme of remittance facilities and such it should be used 
tor telegrams relating to such matters. The Check Signal Book should 
be used for authenticating all telegrams relating to telegraphic trans
fers. 

Safe Custody of Code and Check Signal Books 
M9. The Code and Check Signal Books are confidential and shall 

be kept locked up carefully overnight, and during the day when they 
are not in actual use, m a safe or in the strong room. The keys of 
the safe or the receptacle in which the books are kept shall remain 
in the personal custody of the Officer-in-charge of the Treasury or 
Sub-Treasury or of any other Government servant duly authorised 
in this behalf. If the books are kept m box or other receptacle, as pro
vided above, the latter must be kept in a safe or in the strong room 
overnight. When the books are taken for use during the day, 
they must invariably remain in the personal custody of the Govern
ment servants mentioned above, and must, on no account, be allowed 
out of their possession. All spare copies of the Code and Check 
Signal Book must invariably remain in a safe or in the strong room. 
Negligence in the observance of these instructions may involve Gov
ernment and Reserve Bank in considerable loss before protective 
measures could be adopted. Holders shall, therefore, exercise ex .. 
treme care in regard to the custody and handling of these books. 

Procedure to be followed in connection with the distribution and 
acknowledgment of amendment slips 

90. Amendments to the Code and Check Signal Book will be 
distributed by the Currency Officer, Delhi, in the form of confidential 
circular letters with acknowledgment forms appended to them. The 
covers will be despatched by Registered Post Acknowledgment due, 
direct to all holders. Immediately on receipt of the confidential 
circular the acknowledgment form appended to it shall be duly com
pleted by the holders, and returned by Ordinary Post to the Currency 
Officer. 

Procedure to be followed in dealing with amendment slips 

91. Immediately on receipt of an amendment slip, -the reference 
number and date appearing thereon shall be serially recorded on the 
fly leaf at the beginning of the Cypher Code or Check Signal Book as 
the case may be under the signature of the Officer-in-charge. No 
Correction shall, however, be made at the appropriate place in the 
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books until the date. from which the amendment takes effect. For 
this purpose, a careful diary note shall be taken of the date from 
which the amendment comes into force which will be stated in the 
covermg letter and/ or each slip and thereafter the amendment slip 
shall be carefully filed along with the covering latter, if any, on a 
special file expressly opened for the purpose. On the day the amend
ment becomes effective the relative slip shall be removed from the 
special tile, cut out and pasted at the appropriate place in the books, 
a suitable note of the amendment being made in the proper place. 
Should it be found more convenient to carry out the amendments in 
manuscript in the body of the Books instead of pasting the relative 
slips therein, there is no objection to that course being adopted, but 
in that event it is imperative that the amendment slips shall be care
fully retained on the separate file referred io above. On the date on 
which each amendment becomes effective the fact that the amend
ment has been carried out shall be noted in a separate column under 
the signature of the Officer-in-Charge against the entry already 
_made on the fly leaf when the amendment slip was received. 

Where files are used for recording amendment slips or the 
covering letters of both, the above instructions of the safe custody 
of the Code Books shall apply mutatis mutandis to such files. All 
share copies of amendment slips must also be kept in a site or in 
the strong room. 

Procedure to be followed in the event of the Cypher Code, Check 
Signal or amendment thereto being lost of falling into unautho
rized hands 
92. Should the Cypher or the Check Signal Book get lost or fall 

into unauthorised hands at any time, the fact shall immediately be 
reported by telegrams to the Chief Accountant of the Reserve Bank 
of India at Bombay (Telegraphic address "Reservebank'' Bombay) for 
necessary action. The telegraphic message shall also be repeated to 
the Currency Officer for his information. A det,ailed report 
regarding the circumstances attending the incident, the steps taken 
to trace the Code or the Check Signal Book in the case of a loss, and 
the precautions taken to prevent a recurrence, shall be submitted to 
the currency Officer as soon as possible thereafter. In the event of 
amendment slips being lost or falling into unauthorised hands, an 
immediate report by letter, and not by telegram, shall be made to 
the Currency Officer. This report shall be followed by a detailed 
report similar to that prescribed above for the Cypher Code, and the 
Check Signal Book. 

l"rocedure to be followed in the event of transfer of charge 
93. When a Government servant who holds copies of the Code 

and :;jgnal Book is relieved of his charge he shall hand over the 
copies in his custody to the relieving Government servant and the 
latter shall certify as follows in the certificate of transfer of 
charge:-

"! hereby certify that I have received and hold in my personal 
custody ..................... copy/copies of the Cypher Code of the Reserve 
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Bank of India which has/have been corrected. up-to-date. The last 
amendment slip received is No .................. dated the .................... . 
for the Code." 

"I also certify that I have received and held in .rriy personal 
custody .................. cop.v I copies of the "Treasury Agencies" Private 
Check Signal Book of the Reserve Bank of India which has/have 
been corrected up-to-date. The last amendment slip received is 
No. . .. .. .. .. . . . .. .. .. . . dated the ........................... for the Check Signal 
Book." 

Annual Possession Certificates 

!14. On the 1st day of April each year all holders of the Code and 
Check Signal Book shall send direct to the Currency Officer a certi
ficate in the following form:-

"! hereby certify that I hold in may personal custody ......... . 
copy I copies of the Cypher Code of the Reserve Bank of India which 
has/have been corrected up-to-date. The last amendment slip 
received is No .................. "ated the .................... for the Code.'' 

·•1 also certify that I hold in my personal custody copy/copies 
of ''Treasury Agencies'' Private Check Signal Book of the Reserve 
Bank of India which has/have been corrected up-to-date. The last 
amendment slip received is No ............... dated the ....................... . 
for the Check Signal Book." 

Date.' ....................... 19 ..... . 

Signa,ure 
Designation 
Place 

8ub-treasury Officers shall also send a copy of the certificate to 
their respective District Treasury Officers. In order to obviate un
necessary reminders, a careful diary note of this shall be maintained 
by afl holders. 
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CHAPTER VI-CONDUCT OF BUSINESS IN THE EVENT OF DEATH OR 
SUDDEN INCAPACITATIONS OF AN AGENT OF A BRANCH OF THE STATE 
BANK OF , INDIA OR ITS SUBSIDIARIES. 

95. In the .event of the Agent of a branch of the State B.ank of 
India or any of its subsidiaries which conduct Treasury business 
dyin~ or becoming suddenly incapacitated for duty and it being not 
possible for the State Bank, or its subsidiary to make immediate 
arrangements for the transactions of business at the branch the 
Government official named hereafter should, provided the conc~rned 
Bank has by prior arrangement requested that he should do so, at 
once-

(a) visit the Bank in person, take over the keys of the strong
room and other receptacles of treasure, notes or books and 
ensure that the strong-room is properly secured and direct 
the guard to report to him; 

(b) telegraph information of the occurrence to the Local Head 
Office/Head Office of the concerned Bank; and 

(c) arrange for the due transaction of URGENT treasury busi
ness at the Branch. 

The responsibility for performing the functions herein stipulat'f•d 
should, in the first instance, be primarily that of-

(i) The Collectors, or District Officers at the District Head 
Quarters, 

(ii) The Sub-Divisional Officers/Mamlatdars/Tehsildars at Sub
Divisional and Taluka or Tehsil Head Quarter, as the case 
may be. 

'!'he concerned Government official should on no account take 
any action in regard to the Bank's private business which tog.eth.er 
with such treasury business which is not of any urgent nature may 
remain in abeyance till a responsible official of the concerned Bank 
takes charge of the. branch. 

When it is impossible for the concerned Government official to 
take the action mentioned above in person, e.g., on account of absence 
in camp, he may delegate his functions in this connection to any other 
Government official not below the rank of a confirmed Sub-Treasury 
Officer, who is within easy reach of the branch; he should nominate 
such Government official for this purpose specially on each occasion 
when the necessity arises. 

Neither the Government nor any Government servant will incur 
any responsibility either to the State Bank of India or to its subsi
diar1es or to any third party by reason of anything done bona-fide 
under these instructions. The Government official concerned would. 
however, be responsible for the safe keeping, as a bailee, or :he keys 
of the strong room taken over by him and the accounting for the 
cash and other contents which h~ takes out from the strong room, 

J.,/P(N)4DofEA-21 
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MEMORANDUM EXPLANATORY OF EACH RULE IN THE 
TREASURY RULES OF THE CENTRAL GOVERNMENT 

NOTE-This memorandum has been compiled solely for purposes 
of assisting references and no expression used in it should be con
sidered as in any way interpreting the rules. 

The following abbreviations have been used in this memoran
dum-

"C.A.C. !.-Stands for Civil Account Code, Volume I-Eighth 
Edition, Second Reprint. 

C.A.C. II-Stands for Civil Account Code, Volume II-Eighth 
Edition, Second Reprint. 

P.W.A. Code-Stands For Public Works Accounts Code, First 
Edition (Reprint). 

F.A. Code-Stands for Forest Account Code, First Edition (Re
print). 

R.M.-Stands for Resource Manual, 1929 Edition. 

'l'.0.-Stands for Orders contained in Appendix 8-C, of Civil 
Account Code, Volume I." 

PART I 

Following the Treasury in Appendix 8-C of the Civil Account 
Code, Volume I, this part embodies general direction and basic prin
ciples relating to receipt, custody and disbursement of Government 
moneys. 

lntroduction-Quotes the authority under which the rules have 
been framed. 

Rule 1-Shows the title of the compilation and tlie aate from 
which the rules have effect. 

Rule 2-Clauses (a) to (d), (f) and (h) to (k), are new and indi
cate the sense in which the respective terms have been used in the 
compilation. Clauses (e), (~Y and (m) are respectively based on 
clauses (a), (b) and (d) of T.O. 2, while clause (U is based on para. 
I of Appendix A to the T.O. 

Rule 3-Contains the substance of T.0. 3. 

Ru.le 4-Sub-rules (1) to (4) to this rule are 1·espectively based 
on 'l'.O. 4 and clauses (a) to (c~ of T.O. 5, while sub-rule (5) is based 
on Article 294 of C.A.C. II. 

Rule 5-This rule is new. It embodies the existing arrangements 
regarding the administration of sub-treasuries and conduct of busi
ness therein. 
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Rule 6-This rule is new. It brings within the scope of the 
Treasury Rules all the functions performed by departmental officers 
with regard to receipt and disbursement of Government moneys. 

Rule 7-This rule provides exhaustively for all moneys received 
on account of the revenues of the Central Government being inclu
ded fn the Public Account, whether or not such moneys are paid into 
a treasury or the Bank. 

Sub-rule (1) reproduces the substance of T.0. 7 a:nd Article 4 of 
C.A.C.I. with the modification necessary to provide for moneys re
ceived by the Secretary of State for India. 

Sub-rule (4) · specifies the cases in which a Government officer 
receiving moneys on account of the Government will be permitted 
to make use of such moneys for meeting the expenses of his office 
subject to the obligation of bringing the receipts and expenditure 
within the Public Account and of rendering an account of such re
ceipts and expenditure to the satisfaction of the Auditor General. 

Sub-rule (3) regularises the existing practice. 
Rule 8-This rule excludes from the scope of the Treasury Rules 

moneys which do not attract the provisions of section 151(1) of the 
Government of India Act, 1935. 

Rule 9-Is based on the order contained in Rule II(a) in Appen
dix A to the T.O. 

' 
Rule 10-Reproduces the contents of clauses (b) and (c) of T.O. 9. 
Rule 11-Is based on T.O. 10. 

Rule 12-Is based on T.O. 12. 

Rule 13-Suitably reproduces the provisions of T.O. 13. 

Rule 14-Reproduces the contents of T.O. 14 with necessary 
modifications to make it conform to the requirements of the Treasury 
Rules. 

Rule 15-ls based on T.O. 15, clause (v) of sub-rule (1) is ~ new 
addition providing for powers to make withdrawal for purposes of 
investment. 

Rule 16-Suitably reproduces T.0. 16. 
Rule 17-Is based on clause (a) of Article 8 of C.A.C.I. 

Rule 18-Is based on T.O. 17 and Article 14 C.A.C.I. 
Rule 19-ls based on T.O. 18. 
Rule 20-Reproduces the provision of T.O. 21. 

Rule 21-Reproduces the contents of T.0. 22 and the second 
sentence of Article 41 of C.A.C.I. 

Rules 22 and 2~-Are based on Artides 15 of C.,\.Q,I. a·nd 2f1& 
of C.A.C. II. 

L/P(N)4Dof'EA-21 a 
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ltule 24-Reproduces T.O. 24. 

ltule 25-ls based on T.O. 23. 

Rule 26-Reproduces T.0. 11, modified to conform to the changed 
conditions created by the passing of the Reserve Bank of India Act 
and the separation of provincial balances. 

Rule 27-Reproduces the provisions of T.0. 28. 
Rule 28-ls based on T.Os. 12 and 27. 

Rules 29 to 31-These rules are new. They incorporate the exist
ing arrangement with regard to settlement of Inter Governmental 
transactions, etc., through the Reserve Bank of India. 

ltule 32-This is a new rule designed to secure facilities of ad
justment of Central transactions in a treasury or the Bank. 

Rules 33 to 37-Rules 33 to 35 and 37 are new. Rule 36 is based 
on T.O. 29. 

PART II 

Rule 38-Is based on the first sentence of Article 294 of C.A.C. 
II. 

Rule 39-Is based on Article 261 of C.A.C. II. 
Rule 40-Is based on Article 29 of C.A.C. I and Exception there

under. 
Rule 41-Reproduces the contents of Article 262 of C.A.C. II. 

ltules 42 and 43-Are new rules designed to bring in one place 
the important duties and functions of the Collector. 

Rule 44-Is based on Article 52 of C.A.C. I. 
Rule 45-Is based on sub-paras. (11) and (2) for para. 19 of R.M. 
k:ule 46-Is a fl~W rule which leaves scope for variations in de-

tailed procedure according to local requirements. 

ltule 47-Reproduces the provisions of Rule 1 below Article 260 
of C.A.C. II. 

Rules 48 to 50-Are new and lay down important duties and 
responsibilities of Treasury Officers. 

Rule 54-No remarks. 
ltules 55 and 56-Are based on clauses (a) and (b) of Article 7 

of R.M. 
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Rules 57 and 58-Specify the important duties of the Treasury 
Accountant. Tll,ese are new rules. 

Rules 59 and 60-Reproduce the contents of Articles 264 and 
265 of C.A.C. II. 

Rule 61-Is new. 
Rule 62-ls based on Article 281 of C.A.C. I. 

Rule 63-Is based on Article 281 of C.A.C. II. 

Rule 64-Prescribes important safeguards with regard to cash 
in the custody of a sub-treasury office, which were not specifically 
provided in the C.A.C. 

Rules 65 and 66-Are based on Articles 204 and 285 of C.A.C. II. 

Rule 67-Is based on Article 286 of C.A.C. II. and Note 1 there
under. 

Rules 68 and 69-Are based on Article 287 of C.A.C. II and Rules 
1 and 2 thereunder. 

Rules 70 and 71-Reproduce with necessary modification the con
tents of Articles 292 and 293 of C.A.C. II. 

Rules 72 and 73-Are respectively based on Rules 1 and 2 below 
Article 4 of C.A.C. I. 

Rules 74 and 75-Reproduce the provisions of Ai ticles 290 and 
291 of C.A.C. II, respectively. The NOTE below Rule 75 is new. 

PART III 

Rule 76-Is new. 

Rule 77-Is based on the rules in Annexure B to Chapter 1 of 

C.A.C. I. 

Rule 78-Is based on Article 2 of C.A.C, I. 
Rule 79-Is based on Articles 6 of C.A.C. I and 303 of C.A.C.. II. 

ltule 80-Is based on Article 28 of C.A.C. I. 

Rule 81-Is a new rule intended to bring the Departmental 
practice within the scope of the Treasury Rules. 

Rule 82-Sub-rule (1) of this rule is based on Article 3 and Rule 
(4) in Annexure B to Chapter I of C.A.C. I. 

8ub-rule (2) extends generally the procedure in force in the 
Pubbc Works Department. 

ltules 83 to 85-Are based cm the Note below Rule (4) in Annexurc 
B to Chapter I of C.A.C. I and Article 169 of P.W.A. Code. 
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Rule 86-ls based on Article 16 of C.A.C. I. 

Rules 87 and 88-Are new. 

Rule 89-Is a new rule framed to give effect to the principle 
embodied in the proviso under sub rule (2) of Rule 7. 

Rule 90-Is based on Rule 2 below Article 26 of C.A.C. I. 
Rule 91-Is taken from the first sentence of Rule 4 below 

Article 266 of C.A.C. ll. 
Rule 92-Is based on Article 5 of C.A.C. I and 302 of C.A.C. II. 

The Note below the rule reproduces an existing practice. 

Rules 93 to 96-Are based on Rules 1 to 4 below Article 5 oil 
C.A.C. I. and Rule 9 below Article 226 of C.A.C. II. 

Rule 97-Is based on Article 394 of C.A.C. II. 

Rule 98-No remarks. 
Rules 99 and 100-Are respectively based on Article 266 of 

C.A.C. II and Rule 1 thereunder. 
Rules 101 and 102-Reproduce certain existing restrictions not 

specifically provided in the C.A.C... 

II. 
Rule 103-Is based or. Rules 4 and 5 below Article 266 of C.A.C. 

Rule 104-Is based on Article 399 of C.A.C. IL 

Rule 105-No remarks. 
Rules 106 and 107-Are taken from Article 270 of C.A.C. II. 
Rule 108-ls new. 

PART IV 
Rule 109-Sub-rule (1) is based on Rule (8) in Annexure B to 

Chapter I of C.A.C. I. 
Sub-rule (2) provides for power to allow departures in special 

cases. 
Rule 110-Reproduces the contents of the Note below Article 

170..A of the P.W.A. Code. 
Rule 111-Is a corollary to the provisions of the last sentence 

of Rule 1 below Article 4 of C.A.C. I. incorporated as Treasury 
Rule 72. 

Rule 112-ls new and leaves scope for detailed attachment pro-
cedure to be laid clown by departmental regulations. 

Note above Rule 113-ls based on Article 6 of R.M. 
Rule 113-Reproduces the contents of Article 9 of R.M. 
J<ule 114-Reproduces the contents of Article 12 of R.M . 
.Rule 115-Is based on Articles 9A, 10 and 11 of R.M. 
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Rule 116-Reproduces the col]tents of Article 8 of R.M. 
Rule 117-Is based on Article 13 of R.M. 
Rule 118-Reproduces the contents of Article 14 of R.M. 
ltule 119-Is based on Article 15 of R.M. 
Rule 120-This rule is new. It merely codifies an existing pro

cedure. 
Rule 121-Clause (i) is new and prescribes the method which, 

should be followed in verifying gold coins, if any, in treasury 
balances. 

Clauses (ii) to (iv) reproduce the contents of Article 20 of R.M. 
ltule 122-Is based on Note 2 below Article 16 of R.M. 
ltule 123-Is based on Artie.le 17 of R.M. and Note 1 thereunder. 
Rule 124-This rule and NOTE 3 below it are new. 
NOTE 1-Is based on Article 16 and Note below Article 19 of 

R.M. 
NOTE 2-Reprodqces the contents of clause (3) of Article 19 of 

R.M. 
Rule 125-Is based on Article 17 of R.M. 
Note above Rule 126-Is taken from clause (a) of Article 91 of 

R.M. 
Rule 126-Is new. 
Rules 127 to 129-Sub-rule (1) to Rule 127 is taiten from clause 

(d) of Article 91 of RM. Sub-rule (2) of this rule and Rules 128 
and 129 incorporate the P.xisting orders regarding : verification of 
balances of small coin depots and submission of reports of such veri
fica·tion. 

PART V 

CHAPTER 1 

Rule 130-lt is a new rule based on existing practice. 
Rules 131 and 132-Are based on Article 9 of C.A.C. I and Rules 

2 and 3 thereunder. 
ltule 133-Is taken from clause (a) of Article 10 of C.A.C. I. 
Rule 134-l& a new rule formulated in accordance with prevailing 

practice. 
Rule 135-No remarks. 
Rule 136-Is based on clause (b) of Article 8 of C.A.C. I. 
Rule 137-Is a new rule designed to secure uniformity of pro-

cedure in the presentation of claims. 
Rule 138-Is based on Article 13 of C.A.C. I. 
Rules 139 and 140-No remarks. 
Rules 141 and 142-Reproduce resnectively the contents or 

clause (g,) of Article 13 of C.A.C. I and Rule 1 thereunder. 
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Rule 143-Reproduces the substance of clause (h) of Article 13 
of C.A.C. I . 

.H.ule 144-Is a new rule based on existing practice. 

H.ule 145-Sub-rule (1) is based on Article 16 of C.A.C. I, sub-
rules (2) and (3) are new. 

ltule 146-Is based on Article 11(1) of C.A.C. I. 

.Rule 147-This is a new rule embodying a recognised practice. 

Hules 148 to 167-The different rules in the C.A.C. and the 
P.W.A. Code relating to cheques are brought together in one place 
for purposes of convenience. The new rules are based on existing 
rules and orders. 

Rules 168 and 169-Are based on the orders contained in 
Articles 275 to 277 of C.A.C. II. 

ltule 170-Is based on Rule 7 below Article 267 of C.A.C. II, 
modified by the subsequent orders issued by the Government. 

Rule 171-Is based on Rule 1 below Article 9 and clause (1) of 
At ticle 13 of C.A.C. Note below this rule is new. 

Rule 172-Embodies an important safeguard nut distinctly pro
vided in the C.A.C. 

Rule 173-Is based on Rule 6 below Article 267 of C./\..C. II. 
Rule 174--Is a new rule providing fur special safeguards not 

embodied in the C.A.C. 
Rules 175 and 176-No remarks. 
Rule 177-Reproduces the contents of Article 267 of C.A.C. II. 
Rule 178-Is based on clause ( d) of Article 13 of C.A.C. I. 
Rule 179-Is based on Article 267 of C.A.C. II. 
Rule 180-Sub-rule (1) incorporates an existin" practice. Sub

rule (2) is based on clause (m) of Article 13 of C.A.C. I. 
Rule 181-Contains the substance of Article 30 of C.A.C. I. 
Rule 182-Provides for certain vital safeguards not distinctly 

laid down in the C.A.C. 
Rule 183--This rule and the Note thereunder are taken from the 

Note below Article 17 of C.A.C. I. and Rule 3 below Article 268 of 
C.A.C. II. 

Rule 184-Reproduces the contents of Rule 3 below Article 267 
of C.A.C. II. 

Rule 185-Reproduces the contents of Rule 3 below Article 287 
of C.A.C. II. 

Rule 186-Is based on Article 14 of C.A.C. II. 

Rule 187-Reproduces the contents of Article 10 of C.A.C. I and 
272 of C.A.C. II. 
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H.ule 188- Reproduces the contents of Note 1 below Aiticle 272 
of C.A.C. 11. 

hules 189 and 190-These rules are based on Articles 273 and 
274 of C.A.C. II. 

J:tules 191 and 192-Are respectively taken from Rules 1 and 2 
below Article 274 of C.A.C~ II. 

H.ule 193-No remarks. 

J:tule 194-ls based on Article 275 of C.A.C. II. 

H.ule 195-Sub-rule (1) reproduces the contents of Article 269 
of C.A.C. II, while sub-rule (2) is based on Rule 4 below Article 267 
ibid. Notes 1 and 2 are respectively taken from Rule 3 below Article 
15 of C.A.C. I and Rule 1 below Article 269 of C.A.C. II. 

Rule 196-Reproduces the contents of Rule 2 bcluw Article 15 
of C.A.C. I and Rule 2 below Article 268 of C.A.C. IL 

Rule 197-ls a new rule designed to mcorporate a general 
practice. 

Rule 198-ls based on clause (o) of Article 13 of C.A.C. I . 

.Rule 199-Is based on Article 270 of C.A.C. II. 

Rules 200 to 202-These rules are new and they generally pro
vide for the procedure to be followed in the issue and payment of 
cash orders. 

Rule 203-Is based on Notes 1 and 3 below .Article 283 of 
C.A.C. II. 

Rule 204-No remarks. The Note below this rule reproduces the 
contents of the Exception to Rule 3 below Article 9 uf C.A.C, I. 

Hu.le 205-This rule extends generally to all departments the 
procedure prescribed in Articles 151 and 153 of P.W.A. Code. 

Rule 206-This rule is new and incorporates an exi&ting practice. 

Notes 1 and 2 below the rule are respectively based on Rules 2 
and :i below Article 153 of P.W.A. Code. 

H.ule 207-No remarks. 

J:tule 208-The same remarks as against Rule 205. 

Rules 209 to 211-Are new and incorporate generally the pro
cedure to be observed in dealing with paid vouchers and sub
vouchers in departmental offices. 

J:tule 212-Is based on Article 17 of C.A.C. I. 

kule 213-Reproduces the contents of Article 18-A of C.A.C. I. 

kules 214 to 216-Are based on Article 20 of C.A.C. I. and Rules 
1 to 5 thereunder. 
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CHAPTER II 
Rules 217 to 219-These rules are based on Article 3tl of C.A.C. I. 

and Rules thereunder. 

Rule 220-No remarks. 
Rule 221-ls based on Article 43 of C.A.C, I. 
Rule 222-This rule reproduces the substance of Articles 44 to 

46 of C.A.C. I. 
Rule 223-This rule is based on Article 46-A of C.A.C. I and 

486-A of C.A.C. II Clause (3) is new. 
Rule 224-Is based on Article 20 of C.A.C. I., and Rule 6 there

under. 
Rules 225 to 229-These rules are based on Article 46-B of 

C.A.C. I. as amended. 
Rule 230-This rule is based on Articles 50 and 68 of C.A.C. I, 
Rule 231-ls a new rule. 

Rule 232-Is based on Rule 2 below Article 38 of C.A.C. I. 
Rules 233 and 234-These rules are based on clauses (a) and lb) 

of Article 39 of C.A.C. I. 
Rules 235 and 236-These rules are respectively uased on Articles 

56 and 57 of C.A.C. I. 
Rule 237-ls new and based on an existing practice. 
Rule 238-Is based on Note below Article 38 of C.A.C. I. 
Rule 239-Is based on T.O. 19 and Article 70 of C.AC. I. 
Rules 240 to 242-Are based on Articles 58, 59 and 79 of C.A.C. I. 
Rule 243-Is based on Article 53 of C.A.C. I. The proviso to the 

rule is designed to cover special cases where a strict application of the 
substantive rule may lead to hardships. 

Rule 244-Is based on Article 49 and Note below Article 70 of 
C.A.C. I. 

Rule 245-Is a new rule framed on the lines of paragraph 9 of 
the instructions issued by the Auditor General under Fundamental 
Rule 74. 

Rules 246 and 247 and Annexvre A-Are based on Article 42 
of C.A.C. I. as modified by subsequent orders of the Government. 

CHAPTER III 

Rule 248-No remarks. 
H.ules 249 and 250-These rules are based on Articles 47 and 48 

of C.A.C. I. 
Rule 251-Reoroduces the contents of Article 50-A of C.A.C. I. 
H.ules 252 and 253-These rules are new. They incorporate the 

latest orders relating to submission of claims for overseas pay. 
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Rules 254 to 256-These rules are based on Article 54 of C.A.C. I. 

hule 257-Reproduces the provisions of Article 51 of C.A.C. I. 
Rule 258-This is a new rule based on an existing practice. 

hules 259 and 260-Reproduce the contents of clauses (a) and 
(b) of Article 55 of C.A.C. I. 

hule 261-ls based on Article 59-B of C.A.C, I. The note is new. 

CHAPTER IV 
Rule 262-No rema·rks. 

Rule 263-Reproduces the contents of Article 60 of C.A.C. I. 

Rule 264-Reproduces the contents of Article 61 of C.A.C. I in a 
simplified form. 

Rules 265 and 266-These rules are based on Article 64 of C.A.C. I 
and Note 1 thereunder. 

Rule 267-The contents of item 5 of the instructions on the 
Establishments Pay bill form (Form 10 of C.A.C. I.) are re-produced 
here. 

Rules 268 and 269-These rules are respectively based on Rule 
2 and Note 2 below Article 64 of C.A.C. I. 

ltule 270-Is based on Article 66 of C.A.C. I. 
Rule 271-Is new rule framed to regularise a general practice. 
Rule 272 to 274-These rules are ba$ed on Articles 69 and 69-A of 

C.A.C. I. 
ltule 275-Is a new rule and prescribes the procedure to be 

followed generally in the payment of overtime allowances. 

ltule 276-Is based on Article 72 of C.A.C. I. 
ltules 277 to 281-Reproduce the provisions of Articles 75 to 78 of 

C.A.C. I with necessary re-arrangement and modificatien to make 
them more comprehensive. 

Rule 282-N o remarks. 

'Rule 283-The rule is based on Article 70 of C.A.C. I. Notes 1 
and ~ below this rule reproduce the contents of Rule 1 below article 
508 and Article 509 of P.W.A. Code, respectively. 

CHAPTER V 

H:ules 284 to 286-No remarks. 
l<.ule 287-Is based on principles laid down in Article 82 of 

C.A.C. I. 
.R.ule 288-Is a new rule based on the provisions of Article 93 

of C.A.C. I. 
Hules 289 to 291-Are respectively based on Articles 87 to 89 of 

C.A.C.I. 
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Kules 292 to 294-Are based on Article 85 of C.A.C. I. and Note 
3 thereunder . 

.fcules 295 and 296-Reproduce the contents of Articles 91 and 
92 of C.A.C. I respectively. 

Rule 297-Is a new rule intended to lighten the existing practice 
relating to cancellation and instruction of sub-vouchers for contin
gent charges. 

Rules 298 to 302-These rules arc based on Articles 94 to 97 of 
C.A.t:. I. 

Rule 303-This rule is new. It incorporates what is known to be 
the general procedure when endorsing contingent bills to suppliers. 
etc. 

Rule 304-Reproduces the contents of Rule 3 below Article 104 
of C.A.C. I. 

Hules 305 to 307-Thesc rules are respectively based on Articles 
99, lUl and 102 of C.A.C. I. 

Hules 308 and 309-Are based on Article 103 of C.A.C. I. with 
necessary amplifications to enforce regularity in the submission of 
detailed contingent bills to the con~rolling officers concerned . 

.tt1dcs 310 and 311-Are based on clauses (a) and (b) of Article 
104 of C.A.C. I. 

Rules 312 and 313-Reproduce res~ctively the contents of 
Articles 105 and 108 of C.A.C. I. 

Rule 314-Is based on Article 108-A of C.A.C. I. 
Rules 315 and 316-Reproducc respectively the contents of 

Articles 109 and 111 of C.A.C. I. The Note below Rule 316 is based on 
Note 3 below Article ill of C.A.C. I. 

Rules 317 and 318-These rules are respectively based on Article 
98 of C.A.C. I and Note 2 below Article 270 of C.A.C. II. 

CHAPTER VI 
Rules 319 to 322.-No remarks. 
Rule 323.-Is based on T.O. 20. 
Rules 324 to 327.-These rules are new. Thev provide for pen

sions payable at places other than treasuries and offices of Account
ants General. 

Rules 328 to 331.-These rules are based on Articles 326 and 327 
of C.A.C. II. amplified, where necessary, to conform to the existin,ll 
Article. 

Rules 332 and 333.-These rules are respectively based on clause 
(4) of Article 333 and Note 2 below Article 326 of C.A.C. JI. 

Rule 334.-Is new. 

Rule 335.-Is based on Article 3:H of C.A.C. II. 
Rule 336.-Reproduces the contents of firsit sub-para of Article 

327 of C.A.C. II. 



295 

EXl'LANA'fORY M1'~MORANDUM 

Rules 337 and 338.-These rules are new. They lay down impor
tant safeguards not provided in the C.A.C. 

Rules 339 to 347.-Are based on Articles 944, 945, 946, 948 and 
clauses (a), (b) and (c) of Article 949 of the Civil Service Regula
tions. 

Rule 348.-Is new and provides for the procedure to be followed 
in drawing pensions on behalf of minors or persons incapable of 
managing their own affairs. 

Rule 349.-Sub-rules (1) and (2) are based on Article 330 and 
note below Article 328 of C.A.C. II. The Note below sub-rule (2) 
reproduces the contents of Rule 5(a) below Article 330 of C.A.C. II. 
Sub-rule (3) is new. 

Rule 350.-Reproduces the contents of Rule 1 below Article 330 
of C.A.C. II. 

Rule 351.-Is new and lays down a general precautions to be 
taken in cases where pensions are drawn through an agent o.r 
messenger. 

Rules 352 and 353.-Reproduce the contents of Rules 3 and 4 be
low Article 330 of C.A.C. II. 

Rule 354.-Sub-rule (1) reproduces the contents of Rule 8 be
low Article 330 of C A.C. II. Sub-rule (2) is based on c1ause (c) of 
Article 949 of Civil Service Re_gulations. 

Rule 355.-Replaces the previsions of clause (b) of Rule 5 under 
Article 330 of C.A.C. II. The orders regarding the conversions into 
Indian currency of payments stated in Hongkong dollars should be 
incorporated in the Manual of the Accountants General. 

Rule 356.-Is based on Article 328 of C.A.C. II. 
Rule 357 .-Is new and contains vital safeguards not provided in 

the C.A.C. 

II. 

Rule 358.-Reproduces the contents of Article 329 of C.A.C. II.
Rule 359.-Is based on Article 331 of C.A.C. II. 
Rule 360.-Reproduces the contents of Article 331-B of C.A.C. 

Rule 361.-Is new and supplements the provisions of Rule 360. 
Rule 362.-Is a new rule based on existing practice. 

Rules 363 and 364.-Are based on Article 335 and Rule 2 below 
Article 330 of C.A.C. II. 

II. 

Rule 365.-Is new. 
Rule 366.-Reproduces the contents of Article 334 of C.A.C. II. 
Rule 367.-Reproduces clauses (1) to (3) of Article 332 of C.A.C. 

Rule 368.-Is based on Article 947 of Civil Service Regulations. 

Rule 369.-Sub-rule (1) is based on Articles 956 to 958 of Civil 
Service Regulations and clause (a) of Article 331-A cf C.A.C. II. Sub
rule (2) is new, 
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Rule 370.-Is based on Articles 959 and 960 of Civil Service Re
gulations and Article 39 of C.A.C. I. 

Rule 371.-Is based on Article 331-A of C.A.C. II. 
Rule 372.-Is a new rule framed on the lines of Article 171 of the 

Audit Manual. 
Rule 373.-No remarks. 
Rules 374 and 375.-These rules are respectively based on Note 

below Article 484 and Article 485 of C.A.C. II. 

CHAPTER VII 

Ru.le 376.-Nai remarks. 
Rule 377.-Is based on Note 5 below Article 111 of C.A.C. I. and 

Rule 4 in Part II of Appendix 4 to C.A.C. I. 
Rules 378 and 379.-No remarks. 
Rule 380.-Is based on Article 121 of C.A.C. I. and Rule 1 there

under. 
Rule 381.-The substantive rule needs no explanation. The Note 

under the ru'le reproduces the contents o'f Note 4 belc1w Article 111 
of C.A.C. I. 

Rule 382.-Is basd on clause (c) (ii) of Rule 7 in Part I of Ap
pendix 4 of C.A.C. I. 

Rule 383.-Is based on Article 259-J of C.A.C. I. 
Rule 384.-Is based on clause (c)(i) of Rule 7 in Part I of Appen

dix 4 to C.A.C. I. 

PART VIII 
Rules 385 to 387.-Nc, remarks. 
Rule 388.-Is based on Articles 137 and 150 of P.W.A. Code. 

Rules 389 to 391.-Are based on Article 277 and clauses (c) to (e) 
of Article 278 of P.W.A. Code. 

Rules 392 to 394.-Are based on Articles 302 and 304 o'f P.W.A. 
Code. 

Rule 395.-ls based on Article 280 of P.W.A. Code. 
Rule 396.-Is new. 
Rule 397.-Is based on Articles 299 and 299-A of P.W.A. Code. 

Rule 398.-No remarks. 

PART IX 
Rule 399.-Reproduces the contents of clause (c) of Article 198 

of C.A.C. II. 
Rules 400 and 401.-Are based on Articles 113 of C.A.C. I. and 

272-A of C.A.C. II. 
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Rule 402.-Is based on Artic1es 400 and 401 and Note below 

Article 399 of C.A.C. II. 
Rule 403.-Reproduces the contents of Note 1 below Article 198 

of C.A.C. I. 
Rules 404 and 405.-Are based on Rules 1 and 2 below clause (a) 

of Article 8 of C.A.C. I. 
Rule 406.-Is new and prescribes the procedure to be followed 

in presenting claims for grants-in-aid, etc., for which no, definite 
provision is contained in the C.A.C. 

Rule 407.-Is based on Article 521 of P.W.A. Code. 

Rules 408 and 409.-These are new rules designed to regulate 
the procedure relating to payment of stipends, scholarships, com
pensation, etc. 

Rule 410.-No remarks, 
Rule 411.-Replaces Article 116 of C.A.C. I. 
Rules 412 to 416.-These rules replace the provisions of Articles 

119, 120 and 123 of C.A.C. I. 
Rule 417.-Is new and incorporates the existing orders for regu

lating payments to the Reserve Bank in connection with floating of 
new loans, etc. 

L 

Rule 418.-Is based on Article 124 o:t C.A.C. I. 
Rule 419.-No remarks. 
Rules 420 to 423.-Are based on Articles 125 to 129 of C.A.C. I. 
Rules 424 and 425.-Are based on Articles 132 and 133 of of C.A.C. 

PART VI 
. Rule 426.-This rule is based on the povisions of Arti~les 295 of 

C.A.C. II. The Note below it reproduces the contents of Article 294-A 
of C.A.C. II. 

Rules 427 and 428.-These ru1es respectively reproduce the pon-
tents of Articles 296 and 321 of C.A.C. II . 

.Riule 429.-No remarks. 
Rule 430.-Is based on Note below Article 9 of C.A.C. I. 
Rule 431.-Sub-rule (1) and the note below it are based on Article 

302 and Rule 7 below Article 266 o'f C.A.C. II. 
Sub-rules (2) and (3) are new. 
Rules 432 and 433.-Are based on Articles 302 and 303 of C.A.C. 

II. 
Rules 434 and 435.-Contain the substance of Articles 304 and 305 

of C.A.C. II. 
Rule 436.-Reproduces the provisions of Articles 306 of C.A.C. II. 
Ru.le 437.-Is based on Article 309 of C A.C. II. 
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Rules 43~ to 441.-These rules supplement the provisions of Rule 

437 and provide for encashment of bills cf differnt kinds at the head
quarters station of Accountants General. 

Rules 442 and 443.-These rules are based on Articles 311 and 312 
of C.A.C. II. 

Rules 444 and 445.-No remarks. 
Rule 446.-This rule is based on Article 313 of C.A.C. II. 
Rule 447.-This rule is based on Article 314 of C.A.C. II. 
Rule 448.-Is taken from Article 315 of C.A.C. II. 
Rules 449 to 451.-These have been adapted frcm the Govern-

ment Securities Manual. 

Rule 452.-Reproduces the provisions of Article 316 of C.A.C. II. 
Rules 453 to 455.-Are new. 
Rule 456.-Reproduces the contents of Article 319 of C.A.C. II. 
Rule 457.-Is based on Article 297 of C.A.C. II. 

Rules 458 to 460.-These rules are respectively based on Articles 
299 to 301 cf C.A.C. II. 

Rule 461.-Is new and is based on the orders regarding the pro
forma separation of Railway balances. 

Rules 462 to 465.-These rules are based on Articles 322 to 325 of 
C.A.C. II. 

PART VII 

CHAPTER I 

The rules in this chapter reproduce the corresponding rules con
taind in Chapter 27 of C.A.C. II. with necessary modifications to con
form them to the existing conditions. 

CHAPTER IT 

The Rules in this chapter are based generall~1 on the contents of 
Chapter 24 of C.A.C. II, after allowing fer the changes in procedure 
consequent on the abolition of the letter of credit system and on the 
Pf'Oforma separation of Railway balances. Rule 505 replaces the rule 
in Article 429 of C.A.C. II, providing for payments in respect cf ser
vice postage stamps to be made bv cheques instead of by bills as 
formerly. 

CHAPTER III 

The rules in this chapter replace the correspondinr:? rules in Chap
ter 28 of C.A.C. II. Rules 508. 510 and 527 are new. 

CHAPTER IV 

The rules in this chapter are based generally on the rules con
tained in Chapter 29 of C.A.C. II, with necessary adaptations to make 
them amenable to existing condifions. Rule 532 is new and is framerj 
on the lines of Rule 525. 
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CHAPTER V 

The rules in this chapter reproduce the contents of Chapter 26 
of C.A.C. IL Rule 542 reproduces the contents of Article 147 of 
P.W.A. Code and the Note belc,w it is based on clause (b) of Article 
439 of C.A.C. II. 

CHAPTER VI 

The rules in this chapter are based general'ly on the correspond
ing rules in Chapter 23 of C.A.C, II. Rule 555i contains the substance 
of Article 34 of F.A. Code. 

CHAPTER VII 

Rule 564.-Is based on Article 404 of C.A.C. II. 

Rule 565.-This rule replaces the rule in Article 408-A of C.A.C. 
II. with necessary alteration to make it conform to existing practice. 

Rules 566 to 573.-These rules are based on the corresponding 
rule contained in Chapter 22 of C.A.C. II, namely, Articles 405 to 407-
A, modified, where necessary, with reference to existing conditions. 

Rules 574 to 589.-Rules 574 to 585 and 587 to 589 are new and 
framed to supplement the rules contained in Chapter 22 of C.A.C. II 
for regularising the special procedure followed by certain Central de
partments in drawing money from or making remittance to the 
treasury or the Bank. Rule 586 reproduces the contents of clauses 
(a), (b), (d) and (e) of Article 408 of C.A.C. II. 

Rule 590.-Reproduces clause (f) of Article 408 o.f C.A.C. II. 

PART VIII 

Rules 591 to 599.-These are new rules designed to bring the re
ceipts and payments in connection with the Public Debt within the 
scope of the Treasury Rules. 

Rule 600.-Is based on Articles 236 and 238 of C.A.C. I. 

Rule 601.-Is based on Rule 2 below Artic'le 239 and Article 245 
of C.A.C. I. 

Rule 602.-This rule is new, the Note below it being based on 
N<J,te below Article 43 of C.A.C. I. 

Rule 603.-Is based on Article 237 and Rule 1 below Article 239 
of C.A.C. I. 

Rules 604 and 605.-These ru1es respectively reproduce the con
tents of Articles 240 and 242 of C.A.C. I. 

Rule 606.-Sub-rules (1) and (2) are new and provide specifically 
for the procedure which should be ~ollowed in dx:awing advances 
from Provident Funds. Sub-rule (3) is based on Article 243 of C.A.C. 
t 

Rule 607 .-Contains the substance of Article 244 of the C.A.C. L 
L/P(N)4.Do£EA-22 
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Rule 608.-Reproduces the provisions of Rule 2 below Article 9 
of C.A.C. I. 

Rule 609.-Is based on Rule 1 below Article 243 of C.A.C. I. 
Rule 610.-No remarks. 
Rules 611 to 613.-These rules are new and reproduce the details 

of existing practice. 

PART IX 
Rule 614.-Is based on Article 195(a) of C.A.C. I. 
Rules 615 and 616.-No remarks. 
Rules 617 to 622.-These rules are based on the corresponding 

provisions contained in Articles 196 and 199 of C.A.C. I. 
Rule 623.-This rule reproduces the substance of Articles 195 {b) 

and 200 of C.A.C, II. with the reservation that the opening. of personal 
deposit account at the treasury should require the sanction of the 
Government oir of the Local Administration. 

Rule 624.-No remarks. 

Rule 625.-Is based on clause (b) of Article 195 of C.A.C. I. 

Rule 626.-Sets forth the general procedure for the payment o'f 
Revenue Deposits into treasury. 

Rule 627.-Is based on clause (a) of Artic1e 201 of C.A.C. I. 

Rule 628.-Is based on Note 1 under clause (c) of Article 198 of 
C.A.C. I. 

Rules 629 to 632.-These rules are based on clause (b) ot Articles 
201 and 202 of C.A.C. I. 

Rule 633.-This rule is new and prescribes a time-limit for the 
currency of deposit repayment orders. 

Rule 634.-Is based on Articles 346 and 348 of C.A.C. II. 
Rule 635.-Is based on Article 206 of C.A.C. I. 
Rule 636.-No remarks. 
Rules 637 to 639.-Are based on Articles 207 and 208 of C.A.C. I. 
Rule 640.-Embodies the principle underlying Article 209 (b) of 

C.A.C. I. 
Rules 641 to 646.-These rules are based on Articles 209 to 216 of 

C.A.C. 1. 

I. 

Rule 647.-Is new. 
Rule 648.-Is based on Articles 217 of C.A.C. I, and 344 of C.A.C. 

Rules 649 and 650.-These are new rules. 
Rule 651.-ls based on Article 217-A of C.A.C. I. 
Rule 652.-Is based on Article 218 of C.A.C. I. 
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Rule 653.-Is a new rule framed in conformity with the principle 
underlying Rule 623. 

Rule 654.-Is based on Articles 220 of C.A.C. I. and 524 of C.A.C. 
II. 

Rule 655.-Is based on the Note under Article 220 of C.A.C. I. 
Rules 656 and 657.-These rules respectively reproduce the con

tents of Articles 220-A and 222 of C.A.C. I. 
Rule 658.-No ramarks. 

PART X 
Ru.le 659.-No remarks. 
Rule 660.-ls based on Article 142 of C.A.C. I. 
Rule 661.-lsi a new rule designed to regularise the procedure in 

regard tc. drawings of loans and advances. 
Rule 662.-Heproduces the contents of Article 143 of C.A.C. I. 
Rule 663.-Is a new and is designed to provide for the procedure 

to be followed in issuing loans to Indian States and Local Bodies, etc. 
Rules 664 to 666.-These rules reproduce the contents of Articles 

147 and 148 and clause (c) of Article 149 of C.A.C. I. 
Rules 667 and 668.-These rules are new. They deal with general 

principles leaving detailed rules of procedure to be prescribed by the 
Government or by departmental regulations. 

Rule 669.-Is based on Articles 162 and 163 of C.A.C. I. 
Rule 670.-No remarks. 

PART XI 
Rule 671.-Is based on thf! provisions cf Article 114 of R.M. with 

necessary modifications to bring them within the scope of the Trea-
sury Rules. · 

Rules 672 to 676.-No remarks. 

Rules 677 to 682.-These rules are based on the corresponding 
rules contained in Articles 23(a). 35, 36 and 38 to 40 to R.M. 

Rule 683.-No remarks. 
Rules 684 to 731.-These rules reproduce the corresponding rules 

contained in Articles 117 to 157 of R.M. with necessary modifications 
to make them consistent with the provisions of Rule 26(1). 

Rule 732.-This rule is new and sets forth in general outline the 
arrangements to be made for transfers of money between India and 
the United Kingdom. 

PART XII 
The rules in this part replace the rules contained in Chapters 10 

and 20 of C.A.C. and Chapter VII of R.M. dealing with Supp1y Bills, 
Remittance Transfer Receipts, etc., which have been superscdP-d by 
the new scheme of remittances1 through the Reserve Bank. 
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PART XIII 

Rule 783.-This is a new rule framed for the guidance of Trea
sury Officers in dealing with transaction$ relating to Indian States, 
Foreign Governments, etc. 

Rules 784 to 788.-These rules reproduce the contents of Articles 
259-E, 259-F, 259-G, 259-G-I. and 259-H of C.A.C. I. 

Rule 789.-ls based on Article 10-A of C.A.C. I. and Rule 3 below 
Article 278 of C.A.C. II. 

PART XIV 

lntroductoru Notes.-No remarks. 

CHAPTER I 

Paras. l and 2.-Are based on Articles 4 and lJ of RM. 

Para. 3.-Reproduces the contents of Article 33 of RM. 

Para. 4.-No remarks. 

Paras. 5 and 6.-Are based on Articles 34 and 38 of R.M. 

Paras. 7 to 9.-Are taken from Articles 26 to 28 of R.M. 

CHAPTER II 

Paras. 10 and 11.-Are based on Articles 30 and 31 of R.M. 

Para. 12.-Comes from Article 5 of R.M. 

Pams. 13 and 14.-Are taken from the instructions contained in 
Articles 22 and 23 of R.M. 

Paras. 15 to 17 .-Contain revised instructions for the verifica
tion of balances in currency chests which replace the instructions 
contained in Articles 24 and 24-A of RM. 

Paras. 18 and 19.-No remarks 

CHAPTERS III AND IV 

The orders and instructions contained in these chapters repro
duce the contents of correspohding instructions in Chapters IV and 
V of R.M. Modified, where necessary, in conformity with changed 
conditions. 

The instructions contained in paras 31, 39, 48 to 50, 52 and 5a 
to ~1, in . so far ~s they impose restrictions on acceptance of light
weight silver corns, should be regarded as temporarily suspended 
until further orders. 
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INDEX 

The index has boon oowpilod solely for the purposes of o.BBiating reference and no ex· 
prossion used in it should bo oonaidoroo a.sin any way interpreting the rules. 

ABSENTEE STATEM!<}NT
Bee Pay Billa. 

ACCOUNTS-
Currency Chests-

A 

See Currency Chests. 
Dopartmenta.1-of Rovonue Ac.lvancea. 
Elimination of pies from--

See Treasury proot'dure. 
ACCOUNTANT GJtJNJt:RAL-

Authority for payment isAuod by--to be stamped ll'ith special seal 
Authority of --roquil'tld for-

Payment of ola.ims ago.inst an Indian State or o. Foreign Govern· 
ment 

Payment of Gro.nt1<·i\1-u.id,, oontributions, eto. . 
Payment of po.y, lo:~ve sa.lary, allowa.nces, reward or honoraria to 

a ga.zottod Government sorva.nt . 
Po.ymont of pensions 
Presentation of claims not referred within sis months of their 

becoming due 
Makos pn.ymont for artioloa.obtaiued by direot order from private 

firms and individuals in the United Kingdom . . . 
May oxoroise the functions 1)f ,. Treasury Officer 
lfuy within the limit of hill owrr jurisdiotion permit withdrawal 

from the Publio Account for a.ny purpose 
Recoveries ordered by--
Relation with Treasury Officer 

Restriotions on tho ieeue ·of authority by-- for payment at plaoes 
outside his jurisdiction . . . . . . 

Supply of speoimou signo.ture of subordinate officers to Treasury 
Officers and other disbursing officers • 

Terms defined 
ACQUITTANCE ROLLS'

Forma of -

ADVANCES-, 
For dopart1nonto.l purposes 
Forms of drawing and repaying of -

Form Genera.I Provident Fund 
Pormo.nont--
Revenue--
Takavi--
To Contro.otore 

To disbursing officera. of 11ho ])11fonco· Department 
To Governmont servants on personal account 
Under spocia.l lawa 
We.ya and Means--

Rule 

668 
789 

174 

783 
404 

20,259,260 
20 

136 

383 
6 (2), 429 

14 
224, 

52 

14, l70 

173 
2 (a) 

6118 

061, 669 
606 
288 
664-66 
664 

397 
478 
258, 669 
(167 
51Jii-597 



ALL-INDIA RADIO-

Bte Central Department•, 

ALTERATIONS-

Clorrootions and --in
Bills 
Cheques 
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Orders of payment given by Troaeury Offioers • 
Reserve Bank drafts 
Of pay of gazetted Government servants, 

ARCHDEACONS AND BISHOPS-

Payment of bills of.-- • 

ARREAR CLAIMS-

Genera.I rules for the presentation of
Relating to pension• 

ARREAR ESTABLISHMENT BILLS
Prepa.ration of.-- • 

ASSIGNMENTS-

Bu Defonoe Department 

ATTACHMENT-

Rulos rotating to--of pay for d11bt 

ATTORNEY (POWERS OF)-

Register of --to be kept by disbursing ofiloers 

AUDIT OBJECTIONS-

Government servants must attend promptly to- ~ 

Prooodurc for the recovery of amounts under--

AUDITOR GENERAL-

• • 

• 

• 

Arranges for the execution of indemnity bonds to cover payment• 
under the jurisdiotion of more than one Aooountant General • 

General control exeroiaed by-- • • 
Special authority of --required for payment of a Government 

servant's pay bill otherwise than on hie personal reoeipt • 

BAHAMAS AND LEEWARD ISLANDS

Light Dues 

BALANCE(S)-

B 

Normal-fixed for tre&euries and sub-treasuries • 

Verifl.oaton of eash._t treasuries 

BANDEROLS (MATCH EXCISE)

B.ule1 for ouatody verilloatioQ of -

• 

• 

• • 

Rule 

138 (iv) 
161 
178 
752, 7Gts, NOTB 

257 

242 

136 
369 

276 

:.!25-229 

246 (I), NOTB 

213 
214-216 

247 (2) 

6 (2), 34, 35 

244 (1) 

'187 

7E,8E 

120,122 

Appendix_H 



BANK1TRE.ABURY

Spooia.l rulee applicable to
Terma defined 
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INDEX 

BASES AND MINICOY LIGHT DUES
Prooedure for oolleotion and aooounting of-- , 
Requieition for--form . 

Rules regarding supply and ouatody of forms 

BILLS-

Aritl1metioal oomputationa and accuracies in-
Cancellation and destruction of aub-vouuhera to

Cheoka to be applied at the j;reaaury on--pruaented 
Dupli.latoa and oopios of--
Entry in aooounte 

Form of--

For advanoes 
For oontingent expenditure 
For eduoational aholarships, stipends, etc. 
For gazetted Government servant's pay and allowanl'IAa 

For gazetted Government servant's travelling allowanoea 
For Granta-ln-aid etc. . 
For non-Ga'lletted Governm!lnt servant's pay and allowances 

1.1'.Jr non-Gezllttei Governmsnt servo.nt's travelling allowanoos 
For pension11 . 
'For refund to revenue 
For repayment of deposits 
For service poatr.ge stamps 

Instruotion11 for tho preparation of-
Payment of--from sub-treasuries . 

Signature and oountersignature on-
Speoi ,1 procedure for--for pay and allowanoee of leave salary of a 

gazetted Government servant who is about to retire or to proceed 
on leave ex-India 
Torma defined 
To bo printed on blue pr.per 

BOND OF INDEMNITY

Bee indemnity Bonds. 

BULLION, JEWELLERY, ETC.-

May 1>e reoeived in the treaeury in apeoial oase11 

Not to b'! treated as deposits • • 

c 
CASH-

(leneral-inatn1:.otlon1 for ha.ndling--

• 

• 

Rule 

426-466 
2 (m) 

'184 
785 
786 

24, 183 
211, 297 
177-186 
146 
195 

61U, 069 

305, 307, 310, 314 
408 
249 (1 

21i4 
406 
265 
2'17 (i) 

349, 611 
401 (1) 
629 
317 

138 
132 
141-143, 146 

185 
130, Explanation 
32 

73 
619 

'{8, 7~ 



CASH AOOOUNTS

Preparation and sorutiny of-

CASH BALANCE-

In Central Treasurios
Custody of.--

Vorifloation of--in
Dopartmontal offioea 
Troaauries 

CASH BAL4.NC.E REPOH.T-
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INDEX 

Form, preparation, and submiSHion of.-- , 
Signature of.--

CASH BOOK-
Form and upk!l!lp of.--

Treaaures' Md Treasury Aooountants'
See Troasury Procedure, 

CHESTS (DEPARTMENTAL)-
May be lodged in treasury 

CASH ORDERS

Advioe of-
In lieu of on.sh reoei ved at diatriot treasury . 
In payment of oontingont expendituro 
In payment of pay bills of osta.blishmont 
Lapaod--n.nd subsequent claims 
Lapsoof--
M•Y in spMin.1 cMes ho issued by sub.treasuries 
Payment at eub-treaeuriea to be arranged for by-- • 

'1EMETERY-

Rulo 

49, 67 

II7-119 

77 (iv) 
120, 121 

123-125 
45 

77 

109-111 

72 

201 

200 (iii) 
200 (ii) 
200 (i) 
203 (2) 
203 (I) 
204 
132, Nor.11, 200 

Endowmont Fund 613 
Proooduro for pay1nont into troaeurioa by civil oflioera of reoeipts 

on aooount of Military-- • • • • • . 470 

CENTRALDEPART.MENTS-

Drawings from treasury-

Gonoral Rulo 

Rules peouliar to-
All India Radio 
Customs Department 
Department of Centro.I Exoisos ¥id Salt 

Goologioal Survey 
Meteorology 
Military Seorotary to tho Govemor-Gonoral 
Salt Department, Bombay 
SeouritylPrinting, India, and the Currenoy Note PreH 

Survey oflndia • 
y 1oerego.l Esta.to 

564 

580 
578 
574-576 

669 
567, 568 
li65 
577 
579 
570-573 
066 



CENTRAL DEPARTMgNTS-con.ld. 
Remittanoo to treaaury
General Rulo 
Rules peouliar to

Customs Departmont 
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INDEX 

Departmnnta of Central Exoieos and Sa.It 
Sa.It Depa.rtmonts, Ma.dras and Bombay 

CENTRAL EXCISES AND SALT

Bee Central Departments. 

CHALANS-

See Memorandum. 

OJIECK SIGNAJ, BOOK-

Treasury Agenoies Privo.te
Custody and use of 

CHEQUE(S)-

Aoceptanoo of -in po.ymont of Govornment duce 
Aoceptance Issuo of -not 1woess1uy 
Alterations and oorreotiona-
Authority required for drawing on tho Publio aououut by-
Ca.noellatiou of -
Curronoy of--
Date on which payment ehoulrl be doomod to have bean ma.de in 

oaso of payments by--
Endorsement on- . 
For eervioe postage stamps 
Loesof.- ~ 
Precautions to ho taken in enoaebing-

Prooodure for drawing.--on sub-treasuries 
Renewal of.--
Rules for guidance in drawing offices 

Special procedure for-drawn by-
Defence Department 
Forest Department 
Military Secretary to the Governor-General 
Posts and Telegranhs Dopartment 
J'ublio Works Doiiartment 
Railway Department 

CHEQUE ROOKS-

Count of forms on recoipt
Custody of.-
How obta.incd 
Intimation of number of.--trea.sury 

Lolls of--or blank forms 

.. 

Rule 

581 

582 
1183, 587 
389, 590 

88-91E 

79 

159 
161 
147 
104 
lfl2 

80, 166 
168, 171 
317 (2), 505 
155, 165, 193 
177, 179, 182, 190, 

191. 
l~l. 163 
162, 165, (3) 
148, 150, 151,156-

158, 160, 161, 
163, 167 

473-477 
559--561 
565 
533, 534 
546 
501, 502 

150, 189 

154 
148, 149 
151 

156 
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INDEX 

CHEQUE BOOKS-contd. 
Marking offorms in--by diltinguiahing lettPr• 
Quarterly atatement of-aupplied . 
Stoek of--kept by Treasury Oftioora 
Supply of-to drawing oftleera . 

CLAIHS 
Arrear-
See Arrea.r claims. 

Checka to be applied at the treasury on-presented 
Disputable--- . . . . . . 
Presentation of.--
.Rosponsibility or a Treasury O.llloer for the validity of-

aooepted 
Special rules for prosontation of-by person& not in Government 

employment • . • • • • 

COIN-
Aooeptanoe and disposal of oonnterfoit, diminished, defaoed, shroff. 

marked and 1oldered-
Aooeptanoo of bumt.-
Aooeptanoe of light weight and other--cut in Indian States 
Conditions or Ourrenoy of-
Outting or breaking of counterfoit and cltminished
Dimini1hod and defaoe1l--. 
Es:ohange of small--

Foreign--

Gold-

Conditions for the aoooptanco of--
Inatruotiona regarding making payment for and disposal of--

tendered at a treasury J • • • • • • • 

Phyeioal veriftoation of--
Kinds of -nd legal tender 

Light weight--in remittanoes 
Nickel, bron110 and copper-

Kinds of-nd legal tender 
Phyeioal verification of-

• • 

• 
Reoeipt of-t treasuries and sub-treasuries although 

tender 
not legal 

Remittance of.--

Su Remittanoea of money. 

Return or--out or broken or withdrawn from oiroulation • 

'lilver-

Conditlons of ourrenoy of-

Kioda of.- • • 
Phyaioal verUl.oation of- • 
Reoeipt of--at the treuury although not legal tender 

Storing of --in strong rooms • 

Buie 

UIS 
5111 
189 
148, 149 

177-184 
18 
131, 132 

22 

133, 134 

33E-38E 
46E 
50E 
SOE 
31E-32E 
39E-44E 
27E-29E 
63E-65E 

211E 

26E 
121 (i) 
20E-24E 

49E 

20E, 21E, 23E 
121 (tit) 

25E,26E 

G8E-61E 

22E, 30E 

20E 

121cn1 

.21SE 

1111 



COIN-eonld. 

S11ppl,y of- , 
Unourrent--- • 
Weighment against minim11m wei~hts . 
Withdrawal Qf--from oiroulation 

COLLECTORr-
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INDEX 

Duties in reg1ml to verification of the monthly cash balanoo in the 
treaBury 

May req1;1ire the Treasury Officer to make payment in 0&11e of urgent 
neoeBBtty • • . . . . . . . . 

New appointment of a---in a treasury 
Periodical inspection of working of trea11urieH by-
Reeponsibility for the general charge of a 'reaaury 
Term defined 

COMMISSIONS AND COMMITTEES-

Procedure for drawing moneys for-

COMMISSION TO REGISTRARS

Prooedure for drawing-

COMPENSATION FINES-

Depoeit of-- , 

COMPENSATION FOR LA:ND

Prooodure for the payment of--

CONTINGENT CHARGES-
Appertaining to more than one major head not to b6inoluded in 

one bill • • • • • • , . • 
Bill for-how to be prepared • 
Canoellation and destruction of aub-vouohers for--
C&SOll in which pay aud 6.xed allowanoe1 may be drawn aa
Clasaification or-
Contract--

Countersignature of-
Countersigned--
Diaallowancea of--how to be dealt with 
EndorBblllent on bills for--

,· 

For work done by a Government factor,. or other departments 
Fully vonohed • 

lmpeoting Oftioers-

Billa fur-- • 
Not payable from the grant of another year 
Not to be drawn as an advance or unless required for immediate 

payment 
Permane11t advances for 

lteoord or-- ' 
• • 

• 
• • 

• 

• 

• 

Rule 

62E 
692 
48E 
61E-06E 

4 (3), 45 

25 
4 (4), 44 
70 
39-45 
2 (g) 

419 

4H, 416 

618 (ii) 

411 

291 
302,303,306 
297 
292 (2) 
287 
306 

296,312 
308-314 
313 
171(!),303 
3UI 
306 

SUS 
289 

290 
288 

298-301 
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INDEX 

CONTINGENT CHARGES -<:onkl. 
ltoport of o.x:C08116s ovor n.pprnprin.tion for couritorsignocl-

;lweponKibility of or1unteraigning authority for
;nosp1mBibility of drawing officers for-
• Scale regulated n.nd epooial-

{Sub-vouohcrs for --

1 Tm m defined 

OONTINGEN'l' ltEGlHTER- -
Upkeep of-- • 

COH.RECTJONR AND ALTERATIONS

,9ee Alterations. 

CURRENCY ANO Jl.\NK NOTE 
8ee Notfl8. 

cVImENCY CHJ<;S'J'H-
AoonuntB of--

Custody of--
Oofioiunciee found tn

Loco.tion of- - -
Proviqfo11 of funds iu
Surph1R found in
Vorilil'ation of balunooK iu--

CUS'l'ODY O~' 00\TlmNMJ~N'r MONEY
At Dt•p1utm1•11to.l Ofiicos 
At the Hnnk 
At troo.surieA 

CUSTOMS DEPAR'l'J\IENf
Bu Ct•ntral Depnrtmonts. 

CYPHER CODER-
-of the Rosorvo Rank of Indio. -Custody and uso of 

D 

DECEASED, DISTHF.SSED AND DISCHARGED SEAMEN-

Rule 

311 
296 
205 
307 
302 

284 

2118-301 

Hill: 
13~; 

15F: NOT14 2 

llE 
12E 
151!: NOT14 2 
15.I<; 171<: 

IO!l 11:,? 

11(2) 

117-110 

SSE -91E 

Aocounting for rer •ipta o.nrl cho.~os relating to--- 788 

DEOEA8ED GOVElrnMENT SEitVANT8 -
Pay aud o.llow11.1111~s admi,Rible u11 to l\lld for ihe t.11,te of do"Lh 233 
Pro<W<lnro for p$ymont of r>ny and all0\11\llCOS ( l1Lllllod on liehalf 

of- 231 

DECEASim PENSIONims-
Poneiou paya.hlo up to and for Lil(• d1\te of tleaLh 
Protw<luro for tho payment· of i1er~,icm11 olaim~cl Oii lx>hnlf of- -

])F:b'ALCA'l'IONS A 'ID J.ORSES IN TREASU'.RIES -

l'klports of--to Accour1tn.11t Go110ml ,. 

D1'~l•'E"NC'E DEPAR'l'»EN'l'

Ad' 1\111:0 for--

.. .. 

!'170( I )(ti) 

370 

40 

478--4.84 



DEFENCE DEPAH.'l'MI~NT conlrl. 

Assignments--

Oltequos drn.wn e.gah\•t
Grant of-

Ln.psoof--
111\ymonts o.g1i.inst-- -

JN l•!X 

Tr1m~for of -from ono treMury to o.nothor 

Choquee-

Drawing officers to indicate the n.llocation 
nraw11 age.inst assignments 

Drn.wn against Station Order~ in omerircnoios 
May Le clrawn by Dofonoo Accounts officer on n.ny trmi.sury 

D<'C<'aR<'d offieers' Estates-

Form of rooeipt-

Dopositff-
El\~npqt money - -

Procedure a.nd treatment of
Itepa.yment of---

Emergont payments -
Pn.ymente-

Advances --
ARciignmonts for supply of funds 
By cheques . 
Drawing Officers to intlioat<' tho n.llorn.tlonA for

Emergent-·-· 
~'or puroha.Re of land and compensation for land, damage to 

crop~. etc 
For supply of oarrio.g<', oto, to troops on mn.rch by civil officers 
Miscello.noous-
Ponsions--
To men on leave 

Reccipte-
Deooased Officers E~tatoa 
Deposits 

l!'orm of acknowledgment to be granted by treasuries on account 
of--

Un a.cuoun t of military crmoteries 

Receivn.Me Ordere

Form of-

Offioers authorised to grnnt--

Rhould Moompn.ny rernittanooR, Exceptions 

Royal Tnrlian Nnvy Dapn.rtment

Misccllanooue pa.yments . 

Paymontll for hire of transports , coo.I, stores, etc. 

Itulo 

475 
474(1) 
109(2), 474 
474(2) 
474(1) 

477 
475 
478 
473 

472 
467, 471 (i) 

471 
471 (ii) 

483-4.85 

478-481 
474, 475 

NOTE 

474(2) ' 4711, 477 
477 
483--485 

424 
42fi 
489,490 
373-375,492 
491 

472 
471 

469 

470 

467 
468 
467,470 

489 

487 



DEFENCE DEPARTMENT-contd. 
Royal Indian Navy Department-contd. 

Payments for Nani Sen·icee 
Sen"ioe Postage Sta.mpa-

Form of requialtion for--

DEMAND DRAFTS -

812 

INDEX 

Rulo 

486 

Aooeptod in po.yment of GoY"ernment duos ahould bo treated like 
ohequ011 80 

DEPARTMENTAL RECEIPTS--
Sec Beoeipu. 

DEPARTMENTAL REGULATIONS
Authority to make -

DEPOSITS-

Authority roquired for credit as-
Civil and Criminal C()Urts-

Cl&1a1fica.tion of-
Earneet monoy-

Crodit of--in tl"O&llurillll and aub-trea,urios 
Of Dofenoo Departinent-

SeP Dofonoe Dopa.rtll1011t. 
Ol" Forest Dopa.rtment

SeP Forest Dopartruent. 
Rofuncl of --

For wo1·~s clone for Publio Hodiea or Ind•Y"idual~ 
How received and paid o.t the Bank 
L1.1.p,ee of-- . 
Of foes payable to Gonrr•llleot 11erY"&nt11 for work done for private 

bodioa . . . • . . . • , • • 
or fund'l 0£1ml>lic u.ndq1&1111-public ir11titutiun11 
or Looal Funds 
Payment of--at sub troasurilltl 
Poraonal--
Uopaymont of Japsed -- . 
.Ropo.yment order and youoher 
Revenue-

DISALLOWANCES
Rooovery of-
On stamps 

DISPUTABLE CLAIMS
Sec olaim11 

DISTRICT-
Torm definecl 

DUPLICATES-
Issue of-

0£ bills or raoeipte prohibited 
Of oheque11 

37 

617 
640.--1345 
614 

626 

630,631 

641), 650 
435, 452. 453 
636 

651 
623(e) 
653-657 
634 
623,647,64 
637-639 
629-633 
625-628 

313 
412,413,447 

!(i) 

86, 104, Wi (l) 
162, 165 (3) 
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INDEX 

DUPLICATES -contd. 
Issue of-contd. 

Of Reserve Bank drafts 
When the original bill is passed for, but lost before payment 
Signature on-- or triplicates of bills 

EARNEST MONEY DEPOSITS
Bee Doposita. 

ENDORSEMENT-

On choques, bills, etc. 
On contingent bills 
On Reserve Bank drn.ftH 

ERASURES OR OVERWRI'l'ING8-
In n.ooou•1t, r<Y~isters, bills and sohodulos prohibtt(l(l 

E8TAllLI8HMENT-

C1aseificn.tion of--
Pay of Inspecting Offioors-how drawn 

Prapo.ratiov of pay and t.ravelling n.llown.noe hil11:1 of--
8octions of--

EXAMlNA'l'lON FEE8-

Prooocluro for roooipt n.nd refund of--

FEES--

Deposit of --payable to Govornmont eorvant11 for work done for pri
vate bodios-
Bee Dapositll. 

Examiun.tion-
Bee exanunn.tion fcO!!. 

FOREt:iT DEPARTMENT-

Drawing of
Ry cheque 
By subordinate offioors 
From eub-trc&.11urios 
On aocnunt of loave salary of gazetted Government "ervants 

Earnest money deposita of--
Remittance of-

By money order 
Grant of consolidated monthly receipt for--
Rules for n.oceptance by Treasury Officer of-
UtiJ;sation of ca.sh receipts by-for current expenditure 

FUNDS DEDUCTIONS FROM BILLS-

Responsibility of drawers of bills 

ReRponsibility of subscribers 

lw~pm1Hibilit.y of Troa.sury and other Disbursing Officors 

Rule 

766-768 
145 (2) 
145(3) 

171,43(, 
303 
744, 757, 75!1 

62. 77(vi), 138 (ill) 
181 

263 
241 

65, 269, 277. 281 
264 

104,402 

059 
560 
561 

562 
554 NoTEB 

557 
558 
556 
7(2) (g) 505 

221 

600 

602. N O'rt<; lillfl 
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OAZl•!T'l'l<m GOVEH.NMEN1.' SERVANTS-

A1lv1.'"cos on tra.nRfor or tour to--

G 

BillH fo1• p11.y and allowo.noos or len.vo s11.lary of--who are about 
to rutire or prooeorl on leave ex-India • , , • • 

Fur!U of application for-

I11s1\c of oortilioate for oligiblity for paeAago 

P11ymant of Nterling ovoraoe.s pay 

Form of bill for pn.y, fixed allowanoos, etc. 

Form of travolling allowance bill 

l'ay, allowaMu, etc. of-

Not to be p!l.irl withr1ut :i.uthnrit.y of the Aooou11t1mt Oenoral 

l'1iy11hle on Illlrl!Onn.l receipt only 

Pay11bln t.o well-known L!l.nkorH and agontR 

1'1•y111011t of lcavo ealn.ry of-- . 

Payment 0£ roward11fo1·11ro!ioienoy in 01·iental languages to , 

P11.yme11t on quitting tho BOrvico or huing plaoocl under susp<'n
~ion 

l'11y of [n•pecting Oftioor11 • 
Plaoo of pllymont of pay 1rnd n.llowa.nceA of 
Rngii1tor of--drawing pay, etc., from a Treasury 

m;N 1rnAL PROVIDEN1.' FUND-

"'1ee Provirlont Fun1l11. 

OJWLOGWAL SURVEY
Su Central Departments. 

OOV.EltNMENT SECURITIES-

• 

Rule 

258 

244, (131) 

261 

2il2(1) 

249 

264 

20 

244 (1) 

244 (2) 

239,2'5,246 

2119,260 

232 
240,242 
235-138 
18' 

Roooivod security from the Treasurer 50 

Roooivod from oontraotors, farmers, eta., not to bo orodited as de-
posits , 620 

GU.ANTS-IN-AID, CONT!UllUTIONS, ETC-

Authority required for 11aymont of-- • • 
Bills for--roquiro signature or countor-signaturo of eanctioniug 

aut.hority or some othor rcsponsibJcGovornment official 

Form of bills for- • 

GUA·rUITIES
.'iee Ponsions. 

rrnALTH CElt.TH'ICATE-
H 

M 1-1t 1•101mp'lo'IY tho P\Y bill 0·1 n iw "='·'°i11tmmt, oto. 

fHGfI cmtl\USSIONl<m FOH. INDIA -
Arru. 1gos for p!!.ytnont of iterling ovori"' pay 011 authority issued 

by AooountautsGenoral • 

134,406 
406,407 

230 

252,21i3 
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Rulo 
HIGH COMMISSIONER FOR INDIA-ronld. 

Payments of stores obtained by direot order from private, firms and 
inuividua.ls in the United Kingdom oan be mado only through- 383 

Procedure in roepeot of receipt, custody and dislmreement of 
monoya by- 33 

INCOME-TAX-

Reooveries of-fro1n pay bills, oto. 
Refund of--

INCREM:EN'l'-
Arrears of-how drawn 

I 

Certifloates required with first bill in which --i1 drawn 

INDEMNITY BONDS-

R•dee for i8suo of--for drawiri,g loavu salary, pensiona, etc. 

INDIAN mvu. SF.RVICE FAMILY PENSION FUND
See Service 1''1tndR 

INDIAN STATES-

Disb11rso111ent hy 'l'roll.am·y Offioor11 of olailns ag11iust-
Uisburso1nont of ol.,i111s agaiil8t the Govormnent through--. 

I.oans to-
See Lo.ms aml A<lv1muat1. 

Payrnonts of o.m'l1111t11 1111dur LreaLR to-

Postal ''" l Tolegraph tranqa.otiuns w1th--
H.ooeipta hy Tr.?o.sury Offieors nf moneys tornlororl on hnhAlf of--

INFOR'.IEHS-
Rewards 

INSPECTING· Ol!'lt'ICERS-_ 
Dills of-- and their oetabliahmonts 
Drawal of contingent charges by-

INSPEC1'ION OF TREASURIES
Goneral Hules . 

INTEREST-
On Government Debt. 
On C.oone o.nd A:lvo.noe11 lll!ldo by tho Govornmout 

LAST PAY CERTIJt'ICATE

Forms of--

L 

l'tosponsibilit.y of Govornmont servant.a proo<>odiug to now posts 
for obtaining their oopy of-- from disbnreing offinorR con
cornocl 

Rulo'! rug.}1xli11g prepart~tiun of--
To he prnsonta<l \Vitb pa.y bill whon l"Y IA 1lrawn for tho tirat 

timo from n.ny troa11ury 
LIP(N)4DofEA-23 

222 
401 (2) 

273 
273 

2·16-247 

783 
137 

4111 
525, l.132 
783 

304 

2JO, 24j 
au; 

70, 71 

410, 448-4rm 
662 

230 NoTE 3 

2!H 

A11pe1ulA 'I: 4 

23U 
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INDEX 

LETrEns:oF CREDITB
Form of--
J,aJ>llC of-- . . . • , • • 
Procedure for payment1 ag11lnl!lt-- . . • 
Special prooeduro in regard to-- on Bank troaaurios 

J,OANR AND Al>VANCES-
Mode of drawing and repaying of--
To Indian States, Munioipalitiea, Port Trusts, ote. 

LOCAL FUNDB-
Aooounta at a tre&1111ry ia a pure banking acoonnt • 
Ovordrawal of balances at credit of--
Tonn doftnod 
Verification of Balances 
Withdrawal from the acoounte of

By bills in special 001es 
In Bank treasuries 

Should ordinarily be made by cheques 

LOBSES IN TRRASURIF.S-
Reports of--to Accountants Gonoral 

M 

MEMORANDUM(CHALAN)-
Jt'orm of-- . . , , , 
Hules for pmeentation at Bank trrasnriee 
Should aooompany remittances • 
Should ordinarily be preaent in duplioa.te 
Special forms of--

For payment of Inoomo-tax • 
For payment of Excise Rcvonuo 

• 

To ho signod by departmental oftioer in oa.se of payment ma.do by 
a private person 

When duplicate not required 

ME'l'EOROLOOY-
Bee Central Departmont1. 

MILITARY CHESTB-
Drawings of Military Treasurer Romittanoes on-
May porform troasury funntions 

MILITARY l'ENSIONB-
Su Pensions. 

MILITARY SlWRETARY TO THE GOVERNOR OENERAL-
See Ctintral Dl'lpe.rtments. 

MILITARY THEASURE REMl'l'TANCEB-
Advice of--drawn , 
Cast's in which p•.·rmiseihlr 
Form of-
Lapso of- , • , • • 
Schodulos of dr:i.winge and onoashments of--

Role 

168 
169(2) 
194 
169(1), 142 NoTB 

060-662 

664 

61S4 

656 
OIS2 
657 

6IS6 
464 
654 

40 

92 
96, 431 
92 
93 

91S NoTB 

583 

96 
9( 

779, '780 
6(1) 

'78l(ii) 
780 
78l(i) 
78l(iv) 
78l(iii) 
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MONEY-

Custody of.--in treasuries 
May not be withdrawn from tho Publio Aooount without writton 

permission of Treasury Offioor or an offioor of tho Indian Audit 
Departmont . 

Not to be withdrawn unless required for immediato disbursomont . 
Personal responsibility of depal"tmontal offioor in the handling of.-
Proaoduro for paymont into tho Publio Aooount 
Roaponsibillty of the Bank for safe oustody of Governmont--

1\-CONEY ORDER(B)-

Oost of remittanoe by--
Goneral rules for tho payment of bills
Paymont of pensions by--
See Pensions. 
Refund by-

Of deposit& • 
Of Inoome-tax 
Of revenue othor than Inoomo-tax 

Remittanoe of Forost Revenue into treasury by-

Revenue-
Prooedure for paymont by Post Offioes 

Seamen's-
Remittanoe into treasuries 

NAVY BILLB-

N 

For work done or stores supplied for ships 

NO DEMAND CERTIFICATE-

Bequired for last payment of pay or allowanoos 

NOTES-

Denomination of.--
Forged, defeotivo and lost

Indents for-
Physioal veriftOAtion of.--
Prooedure for reoeivirig into or giving out from double looks in a 

troa.sury 
Roooipt and issue of-
.Remittanoes of.-
Unourrent-

OBJEaI'ION(S) 

Sse Audit objeotion11. 

0 

D11tios of disbursing offioors with rogn.rd to audlt-

L/P(N)4DofEA-23 a 

Huie 

117-119 

13 
290 
28(2) 
02, 431 
11(2) 

9 
138(xi), 198 

6.28 
403 Non 
403 
567 

522 

97 

490 

232 

67E-70E 
8IE-84E 
86E-87E 
121 (iv) 

118 (ii), (iii) 
71E-SOE 
693-696 
693 

2U 
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OVERCHAU.OE~

IW.po1111ibility for

OV Jl:ltWIUTING-

ln oa.sb book or bills p1 uhiLit41d • 

.PASSAOEH-

p 

ll'orw of applioa.tion for tho enga.gement of.-

Prooedure for obtaining--
Uy ga.zotted Government eerva.nta 
By non-gazetted Government aervants 

PA3S BOOKS-

Chequoa paid should be entered in-
lJofonoe Department 
Posts and Telegraphs Department (Telegru.t•h Section)' 
Pubho Wo1kll Dopa.rtrnont 
Should be written up promptly a.ud returned to drawing officers . 

Trcaeury-

Posts and Telogru.phs Dnpartmont (Postal Section) 

PAY ANIJ ALLOWANCE8-

Admiasible up to and for tho dRy of doa.th 
Advnnoos of--to Inapooting Officers inadmiHBible, oxoeptions 
Arrears of.--how drawn 

D1ll11 for-

S<'e l'a.y Billa. 
Boncl of indemnit.y for drawing-
Date on which due for payment 
Distribution of--of non-gazetted ostabliebment . 
])ue in India to Government servants absent out of India 

Fin1~l Payment of--
Requires a No Demaml certificate 

.l!'irat pa.yment of.--
Inoreaat'd or ohangc.'li ro.tes of--
May not bo drawn on bills for contingent expenditure, l!:i..oeptio11., • 
}fay not bo paid to a. Government ~erv1mt to whom last pay certifi-

cate he.a bc·en granted 
May not be placed in deposit 

Of go.zoth'l<l Gov11rnmont sorvl\nts
Alt<-ration of-- • 
l'l\ylllent of-on quitting the service 

or Inapeoting Offioel's' estl\blishmcnt 

p,.yml'nt through Agont1 • 

Huie 

212 

62, 77(vi), 138(iv) 

261 

201 

2112 

476 

534 No1·m 
549 
192 

50!1-IHI 

233 

240, 242 

276 

246, 247 
217-219 
283 
243 

232 
230 
257 
292 

21 
283(63), 618(1 l 

257 
232 
241 

244 
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PAY AND ALLOWANCES-c1mtd. 

Pwoeilure for payment of~ 

Cl.i.im11 nn b"half of a 1loceaso1l Oovm nmont' ~orva11t 

Umlisburaed-must ho refuudod 
Whc11 paya.bla before tho end of tho mouth 

PAY BII.LS-

Hnlo 

!!8:l(2) 
'?18, 219 

Absentoe statement to ho a.ttaohed to-of no11-g11,zotto11 eeta!Jlish-
ment • 270 

Form of-

Ga.zettod Government s~rvants 
Non·!Jazettcd Government servants 

Gazettecl Oovornmcnt &Prvanta-

24!1 
205 

C11sea in whioh payment ma.y bo matle outside th11 treasury of the dist.riot 
in whioh tbe ola.im arise11- . · . · . · . . · , • · . · . 2:15 -2311 

Non-gazetted Government serva11t11-
Instruotions for preparation of
Place of payment ol- . · . · 

Payment of--of Inspeoting Officers 1111.t t hoir c!ltn.blishment 

PAYMENT-ORDERS-
Currenoy of--c•n tho Bank 

PAYMENTS-

Atthe Bank

Oonoro.1 Instructions 

At the Tret1.Sury-
Agent Letters of Credit or Assignments 

Authority of 'frMsury Officer to mukc-

By Cheques-

General procedure in treasurie1 

By Postal money ndcr-
General rules 

Communication of--to non-offioia.ls to the Income.tax Officer 
For stores obtained from the United Kingcfom 
General procedure for--in Sub-treasuries 
Genero.1 prooednre for--in treasuries 
Of pe.y or n.llowanocir, eta., of gazetterl Onvernment acrvimtq 

Hpecial rules for--o.t Ba11k treasuriee . 

Through lndia.n Sta.te or private b11nkA . 

To Government servants absent out of India 
1'o pol'llons not in Government Be1·vico 

PAYMENT INTO TREASURY

Of oheques 011 ll>oal bn.nka 

Of mQney rAociverl on Govornment. A1m'l1lnt 

Procedure for-· --

• 205--211!) 
23!'1(1) 
210 -2!2 

4:'.lG 

437 

rns, mo, rn 
17 

190, 191 

197, HIS 
188 

382,383 
132, lllll 
177-185 
20, 184 
137- 4!i4 
137 
24;J 
133, 1117, 1118 

79 
78 
H'i--98 
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PEN5IONB-

Bond of Indemnity for drawing--
Can be drawn up to and for tho day of deatb • 
Certifioate of non-employment required for the drawal of • 
Due date for paymont if.--
Orant.ed to servoral persona jointly-

Hhould not be drawn on tho appoaranoo of one 1>erson only 
Undrawn eharcs not to be troated aa deposits 

Gratuitiea-

l'rooodure for payment of-

Cratuity ordere

Currenoy of
Military--
Old Military Fund 

Payments of-
Arrears duo in reepect of dooeucd pensioner 
At Dank treaeurics 
At l'oat Oftioea 
At Sub-troaeuries 
By Postal Money Order 
Commuted vnlu8 of--

Manner of.--

Bille and oonneotod oortiHoatos 

Cheoke to bo o.pplicd by disbursing offioora 
Identifioation of l'olioe pensioners . 
Rato of exohango for oonvorllion of pension fixed in otho1· ourronoi!le 
'fhrough agonta or mossengere 

On lifo oertilioatoe 
Record of.--
'fo oolonial, Indian State, Looal Fund and Home Govornmont 

Rule 

3'0,346 
370 (I) (a) 

354 
339,340 

OIS(i) NO'l'E 

618(1) 

• 3116 

369(2) 
373, 374 
375 

370 
441 
321l 
33fi 
360 
365 

349, 300, 352 
-364 

306--308 
344 
355 
342, 343, 345 
-348, 351, 31l7 
34J,343,345 
359 

pendionora 320 

To fomo.le peoeionera

Deolaration of non-marriage 
Identifioatlon 
Undrawn pensions nnd nrroare 
l'laoe of payment of --

Politioal-

Non-appearanoo in person 
l'aymente in groups 
Regiator of--
'l'erms dellnod 

Stt\toment of umlrawi1--t<i ho sub111ittccl tQ ,\0001111tli11t (len<'rul 

• 353 
358, 367 
369 

• 323-327 

• 364 

• 363 
• 362 
• 321 
• 371 
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PENSIONER(S)

Identifioation of--

Rulo 

Gonoral rules 3511, 367 

Speoio.l ruloP for Earopoan ln.diea, Ex-gn.zrttod offioorA, Cndian 
PrinoOB, Title Holders 

Speoial mlllll for l'urJo.hno.shin lt\dios aml Iillitorat.o penslonors • 
Miuor-

Over 70 years of age-

Speoial annual enquiries 

Photograph of-

To be pasted on Pension Paymont Order 
Specimen signature of--

Submiaaion of olaima by--

Genoral rules 
Speoin.l precautions for Illitorate-n.nd Purdahna11hin ln.11iell 

Spooial rulM for Politioal-
Thumb n.nd finger imprOB11ions of--

PENSION PAYMENT ORDERS-

Entry of payments in 
For a group of Politioal ponsioner11 
Note or special exemption from personal attondanoe nn-
Renord of intimation of death of pensioner on--
Regi1ter of--
Renewal of--
Separate file11 for--in re11peot of different ol11.1111cs of pensions 

their oustody 
'l'o be aooompanied by photograph, speoimen signature n.nrl 

and finger impre11Bion11 of pensioners 

To be returned to the Aooountant General-

anrl. 

thumb 

307(2) 

358, :-1117 
348 

372 

328(2) 
328(2)366 

34!1 

349(1), 31iK 
362-!J64 
3211(2), ::167 

3/'il) 

363 

330 
337 
336-338 

331 

329 

328(2) 

After payment of oommuted value of a portion of penAion 333 
In oa.se of a.ntioipatory pension, after n.n Order oomrn11nioating the final 

peruiion ha11 been reoeived 334 
On death or the pelllliner after the arreal"!I of pension ha VO boon paid 350 

PERMANENT ADV ANCEB

For meeting eonLingent ohargee 

PERSONAL DEPOSITS-

Bu DepOllits. 

PIEB-
Rulea regarding elimination of--from Government aooounl> 

POLITICAL MISSIONB

Aooounts of expenditure 

Supply offunds to--
Vouohers for 1eoret ervioe expenditure • 

• • • 288 

789 

418(ii), (iii) 

41R (i) 



POI.ITICAJ, PENSIONR
Sre l'rnaione 

l'Os'rAog R'l'AMPS-

Rules for· ouatody, vorific11tion ot
Supply of Servioe-

See Sorvioe Postage Stall)pe 

Supply to 'l'l'lewaph Oftioets 

nmrx 

POS'rs AND TELEGRAPHR DEPARTMENT-

(PosTA.L SlllOTION)-

I:ule 

, Appondix H 

. 037-538 

Conaolidated Receipts 526 
Letterti of orl'<lit . 513-1119 
Monthlv verilloation of aooounts of romittl\Jloea to and drawing& 

from· trouury. 526 
Pass Booka- 009-1111 

Payments to-
1.<'or money orders iasued by treasury 

Mado againat Lettera"of Crodit on presentation of receipts 
OC municipal taxea on Poetal Buildings 

Procedure for-
Supply offuuda to Sub-pustm11atcra 

Remittunoe to Treuaury-
Of ohequoa, oredit ohalla;1s, oto. 
Prooeduro £oi-
Tnm1uotions with Indian States 

POSTS AND TELEGRAPHS DEPARTMENT-

(TlllLl!lOB..t.rHS SlllOTION)

Ad vanoe of P06tage Stamp• 

Cheques-

For payment to Foreign 'felegrnph Adminiatrationa 

On trea111ries 

J<'oreign Telegraph Adminiatrationa

Payment for meaaages eent by their lines 

Mode of drawing monoy-

From Post Offiot's 

From Sub-treasvril'B , • 

From tre111mdeB 
Officers authorised to drn.w monoy 

PnssBuok-
Rules regardinit maintenance of-

Paymenta-

At Sub-treaaurillll 

.. 

At troasuriee • 
Of munioipal tau• on Tol!'graph Buildings and Rn1lio offi06~ 

512 
519, li2J 
524 
511 
IH4, 1118, 521 

lill, NOTIIJ 

511 

521; 

• 5~7. 

536 
533(3) 

• 1135 

1133 

1134 

1133 

533,535 

1>34 

533 
1130 
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P0ST8 AND TET~EGRAPHS DEPARTMENT -rontd. 
Roooi11ts of · 

T<> be ooinmit.terl to Poat O•Tioe~ nr tro'\qurioR 
Uti!is!l.tion of--for ct1'pa.r1tm~,11t11.l p>~yments 

Remittauoos-
Form and upkerp of remithnoo,hook 

PRISONERS-

Money holongiug to-~hould bo pla.ood In deposit 
Utilisa.tion of on.sh found on the peraon of.-for rope.yn161lt of t1imitar 

sums dues to other prison<'re 011 rele~"e 

PROVIDENT FUNDS --
Final paymont-

By ohequo11 
Intim:i.tion of date ofretiremPnt to be sent to the Aooountant Gene-

ral 
Prooodm·e for-when tho subsoriber is absent from lndia or has diecl 
Procedure for obtaining advanoo11 from -
Responsibility for recovery of subsoription to-- -

l'UBLIC ACCOUNT-

Custody of moneys in
Term defined 
Withdrawal of monflys from -

PUBLIC WORKS DEPARTMENT-

Choques of-
Detailed treasury prooednre for
Cheque hooks and Receipt book11-
Return of-supplied • 
Encashment of bills of-··
Monthly settlement with treasury 

Pass Books-
Form and upkeep 
Verification • 

Paymonts-
At Sub-tret\lluries 
At the Bank • 
Bycheq11~ • 
011 'bills 
Payments by epecia.l Land Aoqui.1ition Officers 

Public Works disburBCrs-
Supply oCfunds te>-

Remittances of departmental receipts of-·-
SpooiAI prooeduro for obtaining money at Bank troa~urin' 
Tomporary o.ppropriA.tion of oa.11h roooipts for depr.rtID<il\tnl 

expenditure . 

l~ule 

71~?)(tJ), ()90(:!) 

l'i30 

622, Norn .2 

7{2)(h) 

608 

607 
009 
606 
2121. 600 

II 
2(1) 
12 -25 

a46 

r;,:a 
1'>44, 545 

550 

549 
660 

54!l 
449 
546 
545 
540 

fi41 
542,548 

443 

7(2) (e), 542 
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RAILWAY DEPARTMENT-

ChoqUt'a 
Componsation for land 

J>a7m1mt "t Sub-tnm1urica 
Service poatage Sta.mpa-

B 

Prooodure for obtaining the supply of-
Remittance to trea&ury . 
Remittanoo to the Bank by cheques 
Separate aooounts to be rendered by the Bank 

RECEIPT BOOKS

Counterfoila of usod books 
Count of number of forma 
Custody of--
Form of--
Prococ\uro for obtaining the aupply of--
Qun.rtorly statement of-1uppliecl to Public Works Offioors 

H.ECEII'TS INTO TREASURY--

Of Bullion, Jewellery and Valuables 
Of C'l.Rh ohostR of other departments 
or keyq of departmento.1 chests • 

RECEIPTS OF GOVERNMENT MONEY-

Aoceptanoe of ohequea in lieu of co.eh 

Cemetery Reoeipt• 
Deposit of-into an Indian State tren.sury or with a hank of private 
bankor 

Diroct n.pproprio.tion to expenditure prohibited, Exceptions . 
Direct paymont into tho trea1ury or tho Bank hy the payer should lie 

lnaiated on 
Genera\ prooedure in treasuries for --
l'tby ordinn.rily bo realised in legal tender coin or notos 
Payer should be granted a l't'l<'Opit 
Should be remitted into the treasury or the Bank without undue delay 
Spcoial prooodure for-at the Bank 
To be entered in the oaah book 

RECEIPT STAMPS-

Defaooment of-
Beooipt.e ell:empt from Stamp duty 
To be o.tB.xod on reoeipts for sums exoeding Ra. 20 

RECOVERIES OF OVERDRAWAL-

How eft'eoted 
Register of the Treasury Offit'er or othor disbureln~ offloer for-

RRFUNDS OF REVENUES, ETC.

At tho Bank 

Rule 

501-503 
506--507 
504 

505 
496,499,500 
499, NOTE 
461 

85 
85 

84 
83 
83 
5/H 

73 
72 
111 

79, 81, 88 
470 

7(3), 525, 532 
7(2) 

76 
99-107 
78 
8J 
7(1) 
108,431-434 
77(ii) 

196(2). 209 
146 
146 

215,224 
216 

446 
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INDEX 

REFUNDS OF REVENUES. ETC.-contd. 
By Postal money order 
Not to be drawn and troa.ted a.1 deposit• pending olaim 
Of deposits 
or earnest money deposits 
or exa.mination feea . 
Of Exoiso and Salt Revenue 
Oflncome-Tax and Super-tax 
Of Passport-fees 
Prooedure for--

Form for drawing from treasury 
To be noted against tho original oredit 

REGIMENTAL FUNDS-
Opening of Pera<>nal ledger aocount.11 for-

REMITTANCES OF MONEY-
Botween India and tho United Kingdom 
By Rosorvo Bank draft.-

Bee Reserv-9 Bank of India lw.mittanree. 
Despatch of remittanoos 
Deficiency found in remit.ta.noes 
Eaoort offioors duties 
Exoess found in remittanoes 
Kinds of remittances 

11·. 

Potdars, shrolfa, etc. a.ooompanying romi~tanoes 
Reooipt of romittanooe 

Special Rules of remittanoos
By Railway . 
By Stoa.mer . 
Throagh Post office 
To and from the Bank 

RENT STATEMENTS-
Prooedure for the recovery of rents for re11idental buildings and dis-

posal of- . . . . . . . . • . 

RESERVE BANK OF INDIA REMITTANCES
Draft 
Telegraphic Transfers 

REWARDS-
For proficiency in Oriental Ln.nguage-
Bill requirea pre-audit 
To informers 

s 
~EAMEN-

Prooodure for payment of money orders of-
Receipt and eqienditure on behalf of deoolUled, diacharg•d anrl dis. 

tressed- • • . . . . . . . . 
Relief of-found in distress 

Rule 

403,028 
399 
027- -63-l 
630 
402 
575,676 
401(2), 446 
401, Non 2 

401(1) 
400 

623(b) 

732 

684--196 
715, 717 
697,699 
716 
671 
700-703 
704 --714 

718. 727 
728, 729 
782 
45/i,730.731 

223,M2 NOTE 

743--778 
739--742 

259,260 
304 

97 

488,788 
488 



INDEX 

RECRETARY OF STA'l'E FOR INDJA-

Prooedure w,it h rog!l-r<l to r11011ipt .. ou,to1ly m1<l 1h11liurst•lll<'nt ofmon<'y·1 
in the Un1tc.-d Kmg l11m • • • , . , . . 

SEPOYS' REMITTANCES -

Ape<>ia.I rulos for 

RERVICE AND OTJ-rnR FUNDS-

lndia.n Civil Service Family Pension Fund 

Re1111yment of a.mount a.t orodit in 

R.eeponsibility of dr •wers of bills for notinl( proper doduot1ons 

Sohedulo showinit pa.rtioula.re of deduction to Le a.ttnohed to pay 
bills 

Transfers of sub11Cribera

Antion to be ta.ken 

SERVICE POSTAGE STAMPS--

Procedure for obta.ininR supply of-

By Public Works 'Department 

By R!l.ilwa.y Department 

From sub treasuri"q 

Genera.I Rules 
Rulo~ for ou~tncly, vorifioa.tion of -

Speoia.l \l'orm~ for indent of-by Defonce Dopa.rt.mcnt 

SHERIFF'S PETTY ACCOT•NTS-

Depoiits of sum~ reooivocl from euitol'll for diet, postn.11:11. t>l o 

SMALL COIN DEPOTR -

Custody of-
Verifioa.tion of ba.liinoes in--

STAMPS---

Di1oount on

Bee Discount. 

Documents oh&r!(ei>hle with and exempt from rooelpt...-

RuJAq for supply a.nd distribution of-

8et also Servioo 11 ustage Stnmpa. 

STJ<~RLING OVERBEAR PAY 

Additions to or altflratiou in the amourt of

Applicatlon for payment of-for the first time 

I.C.S. Providen~ Fund deduotion on-to be made in India 

Is~ue of n.uthority for pa.ymont of -by the Accountant G&nora.I 

P'\yo.blo in the Unitci Kingd·>•D to the nominee11 of the.Tecipiont 

Payment to more th 0\'1 one nominee Bim11lta.noonsly not permie~ible 

Rule 

3:J(ll(i) 

7711 

602, 611 

007-612 
221 

604 

6011 

5411, NOT11 !? 
505 

:ns 
317 
App<'ndix II 

lO!l, NOTJ1 T 

64'1 

12R 
127-12'1 

146, Appendix 1 
Appenclix lT 

252(3) 

2112(1) 

221, NOTE 

24~2) 

214(3), 2~8 

253, NOTE 
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ltult• 
STOH.E'!-

Prooo luro for payment for pmohu~o of -in tho Unit-0d Kingdom -
Jn <•O.At:I of dirl'ot order on prh·ate firms o.nrl individual11 . 3!13 
When or<lero<l tnrough th(• Indinn Stores Dcpo.rtmont 382 
l'urohl\se in Foreign country 3S.I. 
Pn1ohM10a in India 378 

SUB-Tn.EA8URY PRO<JBDURE-
Accounts 

Date of olosing for the month • ~ 
Inoorporo.tion in dietriot tree.bury u~oountb 

C11equos on sub-treasurie11--
See cheques. 

bsuo of oa.sh orders 
Prooetluro for po.ymont of oo.11h orders 

Re1·eipts and l'o.yments 
Deposits 

Gonor1ll prooodu;.-e 

Sperial rules for tramaotior1 of
Forost Dep11ortmon t 

Posts and Telogmphe Dopartruent
Poe tal Section 

Telegraph Sootion 
Publio Works Dop1\rUnc11t . 
Ra.ii way dopo.rtllloll t 

SURVEY OF INDIA DEPAltTMENT -

Bee Centre.I Do1Jo.rtmente. 

T 

TAKAVI ADVANCES -

Bee Advanoes. 

TELEGRAPHIC, TRANRFERli -

lleP &servo Bank of India Rom1tt1mc:os. 

TELEGRAPHS· -

Bae Poets l\I\d Telegraphs D"po.rtme11t. 
(TET.EGRA.PH S:a:CTJON) 

TRANSFER OF MONEY-

See Rem1ttnr1ooa of MonC'yR. 

'!'.RAVELLING ALLOWANUE8 -

Form aud r•reparo.tion of Bill11 
Of gazette<f Government aBrvantR 
Of non-~a..r.ott<•d J~st11.hh~htnont 

Of Public W••rka Dopo.rtment Oflicer11 . 

66(2) 

63 

3111 

204 
202 

634 

106.132 

561 

511(3), 611(4) 
ll]\}--521 
034 
r.48 

li04 

25! -250 

277-280 
281 



TREASURER--
See Treasury Procedure. 

TREASURY INSPECTION-

See Iuspoctoir of troaauriee. 

'l'UEA.8URY 01''FJCER-

328 

INDEX 

Appointmont of o. junior offioor as--prohibito<l 

DutieH of--with regllrd to -
Ou11tody of olMlh balanoo, stamps and opium , 

Monthly aooounta 
Objections and recoveries 
Vorifioation of daily aooounts 

:M:o.y oorroot an arLhmetioal in accuracy or obvious misL&ko in bill 
Mu~t oom ply with the instruotione iim1ed by tho Accountant Oonoral, 

Ourrenny OIBoer, etc. 

H.oBpnnsibilities and duties of·
ln paying claims 

lwsponsibiJity of-
For chocking arithmotical oomputatiuna 011 bills. 

For oxooutivo chargu of a treaaury , 
For Fund doductions 
For i11timatirg to Income-tax offioti1· of payments wade to 11011-

offioiale , • , , • • , 
b'or scrutiny of items of rooeipta a.nd pa.yments shown in the 

treasury aooounts 
Should not undertake oorrespondenoo on heha.lf of ela.imants 

Transfer of office of-
Rolieving offioer'11 siqnaturu to he sent to other treasuries 

'l'REASUlt Y PltOCEDUit.B-

Aoooun tan t--

Cwih book anti other a.ooount rooord11 maintained by-

Dutitia of.-with regard to

Oloaing of aooouots 
I>ayment of money 
ltooelpt of money 

May he required to inspect tho o.cuount rouords of aul1-treasuries 
o.ud to ohcok hiitial o.ccounts . . . . . . 

lt01tponaibility of--for keeping complete records of cash o.nd 
book t.raneo.otion1 and for oompilatiou of prescribed accounts 
o.nd returns 

Aooouni-
--and Uoturna to be s1lbrnittod to tho Aocounto.nt General, 
l!urronry Olliuor, utc. 

C1~Rh o.cuuunt 
lnoorpo1·atio11 of ~ub-tw1111ury a.coou11ts 

Rulo 

47 

48 
49,67 
214-216 
65 
24 

39 

17, JS, 21-25 
117-186 

183 
4(2), 48 
602 NoT.s 

188 

63-65 
186 

754 

61 NoTE 

611 
177 
1)9, 431 

118 

67 

68 
69 
63 
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INDEX 

TREASURY PROCEDURE-contd. 

Prooee11 of ol011ing--for thn day 
"ProOOll8 of oloaing--for the month 
Responeihility for put\ctua.lity and oo!Tf'otnoes of--

Vouchen perta.ininJl to--
Numbering and oUlltody of 

Ca.sh Balance Report-
Bee Ca.ah Balance Report. 

C&11h Book-
Ofthe Accountant 
Of the Trea.Rurcr 
Chnck of arithmetical computation of bills 

Chook11 to he applied on bills pr611entod for paymentr

Bee Bills. 

Cheque11-

See ChequeB. 

Cheque nooks-

Stocking ancJ supply of.-

Correotions of errol'll in bills presented 
Custody of treasury balance 
Defaoomont of rcooipt stamp11 
Departments of treasury 
Disputable claims 
Exchange of small coin • 
Exooutivo charge of treasury held hy Troasury Officer 

Hours ofwork-

NotiOeB to be prominently exhibited 
Issue of small coin and encashment of notes, etc.
Notices to be prominently exhibited 
Monthly settlement with departmental hooke
Department of Central Excise and Salt 
Fore11t Depa.rtmont 
Posts a.nd Telegraphs Department (PosTA.I. S:mCTION) 

Posts and Telegraphs Department (TmLEORAPHS SECTION) 

Puhlio Works Doparlment 
Reoords of receipts and payments 

Registers of-

Cha.ln.ne and ordon for payment on the Bank 
Ga.setted Government 86rvants receiving payments at tho treasury 
Power11 of Attorrey 
Retrenchment ordor h;y Aooou11ta11t General 
Special procedure fur Bank tre&11urioe 

Rulo 

05 
6fl.A7 

39- 68(2) 

69 

61 NOTE 
59,60 
183 

183 NOTE 
117-119 
195(2) 
4(1) 
18 
27 E, 28 E 
39,4fl 

74 

71S, 74 

lS86(3) 
lS58 
526 

lS33 NOTE 
ISISO 

67 

462 
184 
2114(1) NoTR 
216 

426,465 
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JN DEX 

'l'REAf.IU.RY PROVEDUitE-contd. 
$tirong roome 

K••yA o.nd Padlocks of
SAcurity Of. 

Treasnre-
-Oust.ody of-

U.emittrtnoo of--

See Remittanoca of Moneys. 
Storing of.--

Tren•urer--
D 11ly Ralanoe Short nf-
Dutios of--w1th r1· ,a.rd to--

Clo»inr. uf uoco\lnts for tbe clay • 

!kceipt• of mont-y 
RespllllSibility for hanrllinll of money anrl l'n•tody of oahh 1 olnm!'A 

S.•rul"ity Bond of--
Rhoulcl not hold a Rum in oxoess of tlw eel'urity 

Rhould not holcl a sum lo.ri.:e1· than i• noc611snry for transaction 
of Govornment l1u~inesn 

Vl'rlficntion of tre"sury ha.!Bncee -

Su Vr.>riflcation of he.lo.ncos. 

1'HEA'T'Y T'AYMRNTS
l'ro1·od\Uc for.....--

VEHJFICA'l'TON OF HAT.ANCEA- -
or U1111h in treaeuri<'R 

v 

Of currency chest in the rustody of the llo.nk 
OfCurreucy cihest Ioootcrl in Mint 
Of Curreury chl'let Jooatccl in troaRurios 
Of DeJllLrtmental chests 
OfBmo.11 ooin dcpntM located in the Hank 
Oflmo.11 coin depots lnoated in trr•nsut"ice 

VICEHEOAL ESTA'l'ES
See Central Dopartment~. 

VOUCHEilH-
All p1Lymeut to he s11pport.ecl hy 
Canoellation and dl'8tn1otion of--

Dofacemel' t of rttrf'i pt Rtl\m ps on 
,. 

For more than RA. 25 for contrn.ct coutinirencirs to lJI' preeorv<'d 

Rttlt> 

111 
113 

IJ7-110 

llCi 

llli 

119 
<18, 55 

56 
42(ii), 117 

42(ii) 117 

416 

120-- 122 

u; (i) E. 171'1 

16E 
15 F. 
77 (h·) 

121'1 

127 

611 
211, 297 
1!)5(2), 209 

:mr. 
418 (iv) 

60.~10 

IO'Jll) 

Uto F.xphmation 

oft h<' ('om!'iln.Uon. 



331 

NOTE OF POSTING OJ' CORRECTIONS 

Serial R•le Dahl Serial Rule Date Serial Rule Datf' 
oumber of affected of oumberof affected of 11umlerof al'eated of 

correction Po"t- oorreotio11 poet· oorreot.ioo f.oat. 
ing 10g og 

-

I 
I 
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NOTE OF POSTING OF CORRECTIONS 

I 
Serial Ru.e Date Serial Rule Date Serial Rule Date 

number of affected of number of affected of numter of affeoted of 
correction post- correction po•t- correction rost-

iig ing Ing 

I 

I 

I 

I 

-

' 
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NOTE OF PO~TING OF CORRECTIONS 

Serie.I I Rule Date Soria.I Rulo Date Serial Ru.le Date 
"tlumber of affected of number of affooted of number of affected of 

correction past- correction po11t· correction 1191t-
mg ing ing 

- -~ 

I 

I I 
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NOTE OF POf-TING OJ' CORRECTIONS 

Serial Rule Date Serial Rule Date fierial Rule Date 
number of affected of numLer of affected of number of affected of 
correction J>OBt- correction poat- correction post-

tng ing ing 

' 
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