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PREFACE.
Parr I.
THE BENCAL FINANCIAL RNULES.

These Rules are framed in exercise of the powers conferred on the
Finance Department of the Provincial Government by Rule 37 (¢) of the
Devolution Rules to regulate the financial transactions of the depart-
mental and the Treasury officers subordinate to this Government. They
are distinct from, but often have to be applied in conjunction with, the
following classes of rules:—

(1) Rules relating to the preparation of initial accounts for incorpora-
%ion in the Provincial accounts of the Principal Auditor.

(2) Rules relating to Central subjects, which this Government deal
with as Agents to the Governor-General in Council.

2. The rules in class (1) are the rules of the Auditor-General deter-
mining the form in which Government servants rendering accounts to the
Indian Audit Department shall render such accounts, and in which the
initial accounts are to be submitted for that purpuse (vide Rule 22 of the
statutory rules framed by the Secretary of State in Council under section

96 1) (7) of the Government of India Act).

The rules in class (2) are issuable by the Governor-Gieneral in Council
as Agency Rules under Rule 46 of the Devolution Rules.

As no separate sets of rules under classes (1) and (2) have been issued
the existing rules in the Civil, Public Works, and Fore<t Account Codes
ghould be followed. In the * Introductory Notes’ to the Civil
Account Code, Volumes I and I1, introduced by correction slips
Nos. 154 and 90, dated the 1st April 1923, the Central Gov-
ernment declied that the rules contained in that Code des-
cribe, along with other rules of the Central Government, the rules pertain-
ing to audit and accounts framed by the Auditor-General, and the rules
issued by the Governor-General in Council as Agency Rules to the local
Government, and that they should be followed by all Government servants
dealing with treasuries and the Tmperial Bank of India. To facilitate a
reference to these two classes of rules an Appendix (Appendix No. 8) has
heen inserted in these Rules indicating the relevant Rules of the Civil,
Public Works, and Forest Account Codes, which should go into the
Auditor-General’s Rules, and {h& Civil and TPublic Works Account
Rules, which should come into the Agency Rules of the Governor-General
in Council.

1a
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3. In framing the Bengsl Financial Rules the existing rules in
various Codes and the relevant rules of the Bengal Treasury Manual bear-
ing on the same subject have been brought together as far as possible.
In some cases, an important special 1ule hitherto found in one Code alone,
but which is capable of general application has been made applicable to
all departments, whether Civil, Public Works or Forest, with suitable
modifications; but rules applicable to particular departments have been
embodied in separate sections of the appropriate chapters.

The consolidation of the rules in the various Codes in one place will
obviate the necessity for cross references, which are at present required to
be made in certain cases and will gradually introduce a uniformity of
procedure in financial matiers. Memoranda A and B in the Appendices
portion explain how the relevant rules of the various Codes have been dealt
with in the Financial Rules. '

4.* The arrangement of chapters follows generally the existing
arrangement of chapters in the Civil Account Code, except that two new
chapters have been inserted for ¢ Stores ’> and ‘“ Works ’ to provide for
special rules for stores and works expenditure of the different departments.
Elalorate rules are at present laid down for dealing with the Stores and
Works expenditure of the Forest and Public Works Departments. Where
these rules are of special nature peculiar to the departments concerned,
they have been included in separate sections of these two chapters.

6. Certain financial rules, which cannot be suitably incorporated in
the Hbdy of the rules have been included in Appendices, following the
arrangements in the Civil Account Code.

6. The particular forms referred to in the.various rules of the Civil,
Public Works, and Forest Codes as well as of the Bengal Treasury
Manual which have been adopted in the ‘‘*Financial Rules,’’ are included
in a separate ¢ Financial Rules *’ series.

Parr II.

THE SUBSIDIARY RULES UNDER THE TREASURY ORDERS.

7. The Treasury orders were issued by the Governor-General in.
Council with the previous sanction of the Secretary of State in Council
under Rule 16 of the Devolution Rules in the Government of India
Finance Department Resolution No,116-A., dated the 9th February 1922,
prescribing the procedure to be followed in the payment of money into,
and in the withdrawal, transfer and dishursement of moneys from, the
public accouint, and for the custody of moneys standing in the account.
They have been reproduced in this Part for convenience of reference.
Subsidiary rules bave been framed by this Government where necessary,
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undev each Treasury order and they are printed in small type below each
Treasury order. These subsidiary rules embody the existing detailed
rules in the Civil, Public Works, and Forest Account Codes, as well as the
relevant rules in the Bengal Treasury Manual and a memorandum has
been added explaining the particular rules on which each subsidiary rule
is based. The relevant forms of the various codes are also included in a
separate ‘‘ Treasury Order ’’ series for the use of the Government officers
concerned.

8. The rules in Part I and the subsidiary rules under Part IT will be
kept amended from time to time, as occasion arises, by the issue of correc-
tion slips, and any suggestions for such amendments may be submitted to
the Finanee Department for consideration.

A. MARR,
Secretary to the Government of Bengal,
Finance Department.

Dated the 18th January, 1924.
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PART 1

FINANCIAL RULES OF THE GOVERNMENT
OF BENGAL.

INTRODUCTORY.

In exercise of the powers conferred by Rule 37 (e) of the Devolution
Rules the following financial rules are framed for the guidance of ihe
various departments under the Government cf Bengal. They will be
called “ The Bengal Financial Rules "’ and will come info force with
effect from 1st June, 1924.

A. MARR,
Secretary to the Government of Bengal,

Finance Department.
Dated the 18th January, 1924,






CHAPTER 1.

General Principles and Hulu.ﬂ ‘

SucrioNn I.—REcePT oF GOVERNMENT MONEY.

' [N.B—For the definition of the terms ‘‘ The Bank,” *‘ Collec-
tor,” ** Principal Auditor”’  *‘ Treasury '’ and ‘‘ Treasury officer’’
used in these rules, see Part 11, Treasury Order 2, page 117.] !

1. Government servants receiving moneys on behalf of Government

' must give the payer a receipt.

Torm No. 1, can be issued only by Divisional Officers, Subdivisional
 Officers, Zilladars and ether Government servants specially authorised
. by the local Government. Receipt books should be obtained from the’

ﬁ? head treasury of the district within which their respective headquarters

number of forms contained in each are intact, and a certificate of count
 recorded on the flyleaf. Counterfoils of used receipt books should be
i returned promptly to the divisional office for record.

gdm situated, and the books should be carefully examined to see that the

Nore.—Special officers, viz., Chief and Buperintending Engineers, Bnpennton-

‘W “dents of Works and other special officers not being Divisional Officers or their
mbm‘dmnte officers, do not realise any departmental receipts.

;“‘ w

8, Departmental receipts may ordinarily be realised in legal tender
y coins, or currency notes. But in certain cases cheques payable on demand
| including crossed cheques, remittance transfer receipts and demand
drafts may be accepted.

4, At places where treasury business is conducted by a branch of

SImpenal Bank of IndeM
b will be accepted in payment of Government dues, or in

other transactions. Until, however, a cheque has been
; re&, the Government cannot admit that payment has been made and
‘uant}y final receipts will not be gmnted when it is tendered. A
for the actual cheque only should be given in the first instance,
the person making payment in the matter so desires a formal

’bhe avent of such a cheque being dishonoured by the bank oonoernod
tion, the fact will be intimated at once to the tenderer bhut Government

t reompt will bp sent to his address after the cheque has been

ke Recelpts of the Public Works Department in Financial Rule

gt
st
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cannot accept any habihty for loss or damage which may possibly occur as a
result of delay in intimating that the cheque has been dishonoured.

2. Certain special arrangements will be necessary when Government dues
wluch have to be paid by certain fixed dates are puid by cheque, and persons
desiring to make such payments in this manner without risk must take precautions
to cnsure that their cheques reach the treasury at the latest on tho day hefore
the date on which the payment is to be made. Cheques received on the last day
of payment of Government dues will be liable to be 1efused, and those received
later will not be accepted.

Exception.—Treasuries not banking with the branch Imperinl Bank may also
be specially authorised by the local (iovernment to accept such crossed choques,
if they are not situated far from the Tmperial Bank.

8. Public money in the custody of the department should be kept in
strong treasure chests and secured by two locks of different patterns.
In the absence of any precise orders from Government, the officer in
charge of the chest should make such arrangements for the custody of
the key and the proper disbursement of all moneys as he considers
requisite. All the keys of the same lock must, except where the pro-
cedure prescribed in {he nole to this rule is adopted, be kept in the same
person’s custody, and, as a general rule, the keys of the one lock should
be kept apart from the keys of the other lock, and in a different person’s
custody when practicable. When there is a police guard, the havildar
or other petty officer of the guard should usually be the custodian of one
sct of keys. The chest should never be opened without both custodians
being present. The non-commissioned officer or duffadar of the guard
should always be present when a treasure chest is opened and until it
is again locked. Whenever a cashier is attached to an office, the keys
of oune of the locks of the treasure chest will necessarily remain in his
possession.

Note4-If conddered desirable, the duplicate keys of cash chestea may be placed,
under the seal of te officer in charge, in the custody of the Treasury Officer. In
the event of this Pyactice heing adopted, a duplicate kev register shonld he
maintained and once a\year, in the month of April, the keys should be sent for,
examined and returned “gder fresh seal, a note being made in the register that

they have been found corre

6. The officer in chargengf the chest will count the cash in the
hands of each cashier at least™once a month; or, in the case of out-
stations, he or any other gazetted officer named by him will count it
whenever he may visit them, and will record a note in the cash hook
showing the date of examination and the amount (in words) found.

7. The counting should be made on the last working day of each
month immediately afler closing the cash account of the month, but
where this is not possible, the cash balance may be counted on the first
working day of the following month before any dishursement is made
on that date.
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SectioN II.—Drrosit oF CAsH CHESTS AND VALUABLES IN THE
TREASURY,

8. No department may require that funds pertaining to it be
received in the treasury for safe custody and kept out of account, or be
received at all except under ordinary rules.

9. (a) Cash chests or sealed bags belonging to other departments
may, however, be lodged in the trensury for safe custody where neces-
sary. When so lodged, they should be presented with a slip or memo-
randum stating the contents, and a receipt should be obtained from the
Treasury Officer for the cash chests or sealed bags said to contain the
amouni specified in the slips. The keys of the chests or of the treasure
boxes in which the sealed bags e kept in the treasury, should be kept
by the Depositing Officer and he will be entirely responsible fcr the con-
tents of the cash chests, or sealed bags deposited.

Nore.—The following are received in the treasury for safe custody:—

(1) Undisbursed pay of the past month of the Police Department and money
1 the hands of the Police for purposes of investigation, which do not involve the
mmdentity of the precise coins or notes.

(2) Sealed bags and cash that may bs in the hands of Munsifs, when availing

themselves of the annual vacation.

(S)Wp- ¢ keys of branches of Lreyideney_Barhe
ire no nks. - )

at placed T
(4) Funds and papers of Co-operative Societies.
(5) Cash chests of other Government Departments.

(1) The cash chests should he embedded in the floor outside the strong room
within view of the sentry.
(1) The Potsal Department is allowed, as a special case, to keep the cagh of

the Post Office inside the strong room, during the Durga Pooja and
X’Mas holidays.

(68) Departmental cash chests of all Executive Engineers in Eastern Bengal
The Treasury is not responsible for the contents of these chests, which will be
kept in charge of the Treasury guard, and will always be accessible to the
Faecutizg Hugiueers, ug, withy, thesr authority to, any of chewr subordinstes; but
the Executive Engineers will he responsible for acquainting the Treasury euards
with the names of the officials authorised to open the chests. When the chests
are closed or returned the Public Works official should, in the presence of the
guard, gee that they are securely locked, so that they can not be opened.

. (7 va.ulgs DBank Pass Books received as security deposits and Service Roohs
of other Departments.

Savings Bank 1’as8 YQ{‘mks and Service Books aroe not valuables within the mean-
g of the rules; they a refore to be kept outside the Trensury strong room
u;xder‘smgle lock.

b (g) Bullion, jewellery and other valuables coming in the hands of
a (Government servaut in his official capacity may be deposited iuto the
treasury for safe custody.
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Nore.—The following rules are prescribed for dealing with the valuablos so
deposited.

(1) When it is directed that bullion, jewellery or other valuables or any
intestate proporty not heing current money ,received by a (fovernment
officer in his official capacity, should be placed in the Treasurv for safe
custody, the property should be made up in a sealed packet, which
should be presented at the Treasury with a memorandum from the
Government servant sending 1t, giving a list of the properly contained
in the packet and a statement of its nctual or estimated value,

(121) The Treasury Officer, after satisfying himself that the seal is intact, will
record receipt of the packet, in a register in Financial Rule Form
No. 26, which may be kept in manuscript.

(112) After noting on the packet the number assigned to it aceording to the
entry in the register, the Treasury Officer will endorse,a receipt in
the following form on the back of the memorandum of coutents, giving
it the number assigned to the packet, and will return the memorandum
to the Government servant presenting the packet-— Receoived a sealed
packet said to contain property detailed on the reverse.

8d/ A. B.
Treasury Officer

(1v) The packet will then be kept in the same way as cash, and should not
be returned without a written order from the Government servaat from
whom it was received, who should also be required to surrender the
original memorandum of contents receipted by the Treasury Officer.

SectioN ITI.—PAYMENTS.
Drawing of Money from the Treasury.

10. Detailed rules for the preparation of bills in which the different
classes of charges are drawn, and as to the method of obtaining money
from the treasury whether by bills or by checues for subsequent dis-
bursements are laid down in the subsidiary rules framed under Treasury

Order 16.

11. The Government servants of the Forest Department draw money
from the Treasury by cheques, and the disbursing officers of the Publio
Works Department in two ways, viz., directly by bills or by means of
cheques. Government servants of other departments get their cash by
bills on the Treasury.

Note 1.—Cash required for contingent charges of the offices of Chief and Super-
mtending Engineers, Superintendents of Works, and other special officers not
being Divisional Officers or their subordinate officers, may be obtained either by
bills on treasuries or from Divisional offices Tn the latter case tbe :lotauiled
procedure will he preseribed by the Principal Auditor.

Nore 2.—In the case of the Public Works Department the term ¢ Treasury '’
includes a Military Treasure Chest with which a Divisional Officer may bo placed
1n account,



nire the ‘blmssion by a&onvepmt te, mn esti f the pro-
:wmmentb of Bach s&bh’Subdmsmnal Officer in a sui’%uble form.
Nor —'l‘he following rules should be observed in respaot o ﬂp preﬁarhhw
Mﬂaﬂmm of b1lls

4 PRREARATION AND EXAMINATION:——

bl (a) Ordmardy measurements of works done are taken and bills prepared ext.her

i 'by the SubAflivisional officer or Sectional officer. In important cases, however,

~ the measurement should be taken and bills prepared by the Subdlvxmon’l o!ﬁeera -
. themselves. i

*

o 2

(b) For the purpose of an efficient check, the check should be exerclscd not

by attempting to check a large proportion of,_ the bills which would only delay

, payment but by checking bnlls prepared by different subordinates chosen at
random, )

(¢) In selecting bills for check, the checking officer should pay greater attention

4» to bills for repairs, earthwork, roadwork, etc., where the measurements of work

~ done do not necessarily correspond with the detalls of the estimate. The Sub-

 divisional officer should invariably check measurements when inspecting out-

~ stations. The Executive Engineer’s check will ordinarily be of a general nature

and will not necessarily involve a check of the detailed measurements in all

cases., ; ;

(d) In all bills on which payments are made a reference to the number and -

page of the measurement book should be quoted in order to indicate that the
officer in charge has tested and accepted the data on which the charges are based.

(e) A régister should be maintained in the Executive Engineer’s office show-
\

% \v (z) Total number of bills prepared each month.

? © (i1) Number of bills checked by the Executxve Engineer during the month.
g ~ (i11) Number of bills partially checked by the Sub-divisional officers.

wg) NumbBér of bills checked in detail or wholly prepared by the Subdlvunogul
, officers.

R

"In each case the number of the bills checked, the nature of the worls, the
locality, and whether running or final bill should be noted. il

(2) Paymenr or Buouws. ¢ 5

of Subdivisions have been empowered to pay
works up to Rs. 500 in each case.
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Cheques.

13. The following rules relate to payments by cheques :—

ta) Disbursin;! Officers authorised to diaw cheques wliether on
‘ireasulies ot sub-lreasurics or ow the Lmperial Bank of India,
eitler at the local fead office or a branch, should obtain {heir
cheque books direet fiom the Treasury Officer in charge of
the head treasury concerned, by sending duly sigued, the
printed requisitions form which is inserted in each book
towards the end. Not more than one book should be obtained
on a-single requisition. The cheque books should, on receipt,
be carefully exanfined to see that the nuaber of foums con-
tained in each book is miact and a certificate of count
should be recorded on the fly leaf.

(b) Cheyues from books obtained from a particular treasury should
not be drawn on other treasuries or on sub-treasuries of other
districts.

(c) Each cheque book must be kept under lock and key in the per-
sonal custody of the Drawing Officer, who, when relieved,
should take a receipt for the correct number of cheques made
over to the Relfeving Officer.

(d) No advice of the issue of any cheques need be sent to the
{reasury. As a general rule cheques should not be issued
for a sum less than Rs. 10 unless this is permissible under the

5 P_r%isioy of any law or rule having the force of law.

(¢) When an officer is authorised to diaw cheques on sub-treasuries,
he should give notice to the Treasury Officer, from time o
time, of the probable amount of his drawings on each sub-
treasury in order that funds may be provided as far as pog-
sible. Cheques drawn on sub-treasuries should he distin-
guished by different numbers and letters fromt those drawn
against the head treasury. .

(f) Tn cases of departments like the Forest Department and tho
Tublic Works Department where funds are issued from
the treasury on cheques the departmental officers should
see that the drawings are regulated by budget grants and
appropriations.

Other rules relating to cheques.

14, Tor petty disbursements of the Forest and the Tublic Works
Departments lump sums may' he drawn from the treasury hy cheques.
Only the minimum cash requited should be drawn, and if it is found at
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any time that the balance in hand is larger than is required, the surplus
should be refunded into the nearest trousury.

15. If u limit has been set by a Public W.orks,ll)ivisionai Officer on
the drawings of a Subdivisional Offirer on any treasury (mde Sub;;diary
Rule 91 under Treasury Order 16) the ,limit go presciibed shoufd be
entered on the reveise of the counterfsil of the eheque bogk for tha
tieasury hefore any cheques are drawn duting that mounth, and the Sub-
divisional Officer should wateh that the limit is not exceeded, by deduet-
ing from it, the amount of each cheque as it is drawn. The undrawn
balance at the close of the mouth should be carried forwmid to the neat
month.

16. In the absence of a monthly limit on the drawings the Drawing
Ofticer <hould record on the 1everse of the counterfail of each cheque
the amount of the next cheque drawn and of the total of drawings during
the month, and carny forward their total to the next counterfoil. This
will enable him from time {o time, {0 exercise an independent check on
the postings of his cash book.

17. If the currency of a Public Works cheque expire owing to its
not being presented at the treasury for paymeniywithin thiee months
fiom the date of its issue, it may be received back by the drawer for
destiuction and issue of a new cheque in licu of it. The fact of the
destruction and number and date of the new cheque should be 1ecorded
on the counterfoil of the old cheque, and the number and date of the old
cheque destroyed entered on the counterfoil of the new one.

18. When a cheque is cancelled, the cancelment should be recorded
on the counterfoil, and the cheque, if in the drawer’s possession, should
be destroyed. If the cheque is not in the drawer’s possession, he should
stop payment at the treasury, and on ascertaining that payment has
been stopped, he should write back the entry in the cash book. A
cheque remaining unpaid from any cause for twelve months from the date
of ilg issue should be similarly cancelled and its amount written back.

19, As a rule no cheque should be drawn until it is intended to be
pid away and cheques drawn in favour of contractors and others should
be made over to them by the disburser direct; but the disburser may be
assieted in making disbursements by a cashier appointed for the purpose
The vecasional delivery of cheques through a subordinate may be per-
wmitted at the discretion and on the responsibility of the disbuiser. 1In
such cases the subordinate should make yo entry in any accounts which
he keeps, as a payment made by cheque should appear in the Cash
Account of the Disbursing Officer who draws the cheque, and the sub-
ordinates’ record will be in his correspondence.

Note.—1t 158 & serious irregularity to draw cheques and deposit them in the

cash chest ut tho closo of the year for tho pwrpose of showing the full amouns
of grant as utilised.
2a
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20. Counterfoils of used chegue books should be returned promptly
by the Subdivisional Off®er to the Divisional Qfficer for record.

21. Cheques should not be used for the transfer of funds from one
division to another.

22. If a Disbursing Officer be informed that a cheque drawn by him
%ias been lost, he may address the Treasury Officer drawn on, forwarding
{ea' signature a certificate in the accompanying form. If, afler search
through the lists of gheques paid, 4he Treasury Officer finds that the
cheque has not been cashed, he will sign and return the certificate, 1uk-
ing care to note the stoppage of the cheque, a board showing the parti-
culars of stopped cheques being hung up beford the clerk concgrned. If
the original cheque be presented afterwards the Treasury Officer will
refuse payment and return the cheque to the person presenting it afier
writing across it ‘‘ Payment stopped.”’ The Disbursing Ufficer will
enter in his account the original cheque as cancelled, and may issue
another.

‘‘ Certified that Cheque No. , dated , for Rs. reported by the
Disbursing Officer to have been drawn by him on the Treasury in favour of
has not been paid, and will not bé pad if presented hereafter.”

TREASURY :

The

Treasury Officer.

SECTION IV.—VOUCNERS FOR DEPARTMEN1AL PAYMENTS.

23. As a general rule, every payment, including repayment of
money previously lodged with Government for whatever purpose, must be
supported by a voucher setting forth full and clear particulars of the
claim. As far as possible, the particular form of voucher applicable 10
the case should be used. Suppliers of stores and others should he
encouraged to submit their bills and claims in proper departmental
forms. But bills not prepared in such forms should not be rejected if
they set forth the necessary delails of the claims. In such cases, the
additional particulars required should be added by the Disbursing
Officer.

1. When it is not possible to support a payment by a voucher, a certificate
of payment signed by the Disbursing Officer, and endorsed if necessary by his
superior officer, should always be placed on record. Tarticulars of the claim should
invariably be set forth.
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24. Every voucher must bear a pay order signed or initialled, and
dated, by the responsible.Disbursing Officer. *T'his order should specify
the amount payable both in words and figures.

1. Cashiers and others authorised to muke dishursements on passed vouchers,
should mahe no payment without a proper pay order of the responsible Disbursing
Othicer recorded clearly in ink on the bill or other voucher. No payment should
be made on a voucher or order unless 1t 18 signed By hand and in ink.

25. Lvery voucher should also bear, 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. This acknowledgment should
always be taken at the time of the payment.

1. Tf A Dishursing Officcr anticipates any difficulty in obtn,ining, from the
person to whom money is due, a roceipt in the proper form, 1t is open to him to
dechine to hand lnm the chequd or cash, or to make a femittance to him, as
the case may be, until tho ackpowledpment of the payment, with all necessary
particulars, has been given hy him. In all cases of payment by remittance, a
noto of the date and mode of remitiance must be made on the bill or voucher
at the time of remittance. In cases of remittance by postal money order, the
purpose of the romittance should be briefly stated in the acknowledgment portion
thercof.

2. Tn the ease of articler receivod by value-payable post, a formal receipt for
the payment should bhe obtained from the supplier. The Disburcing Officer should
endorse a note on the receipt to the effect that the payment was made through
the post oflice and this will cover charges for the postal commission.

8. A certified copy, marked ‘¢ Duplicate,” of a receipted voucher wmay bhe
retnined by the Disbursing Officer should this be necessary to complete the record
ot lus ofice, but the payee should net be required to sign such a copy or give a
duplicate acknowledgment of the payment.

26. The following supplementary instructions regarding the prepa-
ration and completion of vouchers should be observed :—

(@) When the payee signs in a vernacular, he should he gequired to
note the amount acknowledged in the vernacular in his own
handwriting. In transliterating his acknowledgments, the
amount acknowledged, as well as any remark made, by him
should also be reproduced in English.

(1) The Disbursing Officer is responsible that the full name of the
wdrk as given in the estimate or the name of the component
part (or sub-head) of it, or the head of account, to which the
charges admiited on a voucher are debitable, or to which the
deductions or other credits shown in the voucher are credit-
able, is clenrly indicated on it in the space provided for the
purpose or in some prominent position.

27. In cases of payments to suppliers of stores, remittances of
amount of less than Rs. 15 for which Remittance Transfer Receipts can-
not be issued by Treasury Officers, may be made by postal money order
at the public =xpense.
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SecT10N V.—PERMANENT ADVANCE OR TMPREST ACCOUNT.

28. (a) Advances are granted to Government servants who may have
to meet certain classes of expenditure before they can place themselves
in funds by drawing bills, the amount of the advance being fixed by
compgtent authorities according to the requirements of each office.

») An imprest is a standing advance of a fixed sum of money given to
a Disbursing Officer in the Public Werks Department to enable him to
make certain classes of payments which may be entrusted to his charge
by the Divisional Officer or the Subdivisional Officer. The amount of an
imprest should not, however, exceed ane thousand rupees, in any case,
without special sanction of Government,

(¢) When a Disbursing Officer makes a remittance to a subordinate
officer to enable him to make a number of petty paymenis on a muster
10ll or other voucher which has already been passed for payment, the
amount remitted should be treated as a Temporary Advance.

(d) The holder of a permanent advance or an imprest is responsible
for the safe custody of the money placed in his hands and he must at all
times be ready to produce the total amount of the money in vouchers or
in cash,

Advances to Disbiursers of the Forest Depart ment.

29. A subordinate officer of the Forest Department who is not autho-
rised to draw cheques against the drawing accounts of the Divisional
Officer, may be given a cash advance of suitable amount to enable him {¢
make the dishursemenis entrusted 1o his charge, and the advance may he
remitted to him by postal money orders,

SEeT1oON VI.— CLATMS TO ARREARS OR INCREASES OF PAY OR ALLOWANCES.

30. (a) No claim against Government mnot preferred within six
months of its becoming due can be paid without the sanction of the
Principal Auditor; but this rule does not apply to paym made by
Torest Disbursing Officers, nor does it apply to payment claims on
accounl of pensions, which are governed by special rules.

Note 1.—Claims of Government against Railways for overcharges and claims
ot Railways against Government departments for undarcharges swill he recognised
and admitted if the clmims are preferred within six months :—

(a) In the case of cash payments—from the dnte of payment.

(b) In the case of warrants or credit notes—from the date of presentation of
bill by the Railway Administration.

The Railwkys named in Annexure A to tlus Chapter have agreed to the
adoption of the ahove rules.
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ast day of the month in which earned and travelling allowance bills become
d’ﬁo on completion of the journey. The six months limit should therefore be
~ calculated from that date, and not from the date.of eountersxgnatnre, nor from
\ tho date from which the sanetwn’takes effect. » -

(b} Mldtlle English, Middle Vernacular, Upper Primary and Lower ’Prlmary %

larships bills not cashed at the treasury within 6 months from the dates of

their becoming due may be paid without preaudit, provided they are not more

‘than a year old. In cases of unusual delay the cause of the delay should however
¢ enquired into.

%

Nore 3.—This rule does not apply to the duplicate bills for grants-in-aid or
j ’%nor and Vernacular Scholarships or for Primary Schools.

Claims of a'overnment servants, whether gazetted or not, to arrears

pay or allowances or to increments which have been allowed to remain

beyance for a period exceeding one year, eannot be investigated by

Principal Auditor, except under the special orders of the authority
h appoints the Government servant by whom the claim is made.

Nore 1.—Delays in payment are opposed to all rules and are highly incon-
venient and objectionable, and when not satisfactorily explained should be brought
to the notige of the head of the department concerned.

Nort 2.—When a bill for arear pay, allowance or increment is presented at the
gury, it should be supported by anauthority from the Principal Auditor sanc-
ing payment. In any case however in which ah allowance has heen claimed
he treasury but in comsequence of some objection taken payment has been
@8layed, the Treasury officer will not refuse to pay such.bill, if when the objection

is satisfied, the claim happens to have become more than a year old. L

Nore 3.—The period of one year should be calculated fromt the date the charge
becomes pn)able, and not from the dam from which the mnctlon takes effect.

= 0 payments may be made on account ofiincreasegdo pay until the
addltmnal expenditure lhewh\ caused Bas bden provided for in the
budget estimates and duly sanctioned, . *

L w

*.ig

Secrion VII.—TIssues or Durricates or Cories or DocuMEeNTs.
31. No ‘ernm’ent servant may issue duplicatés &réopxes of receipts
granted for Money received, or duplicates or (-npwqgf bills or other
documents for the payment of mohey which has alreadw been paid, on the
allegmion thatthe originals have been lost. If dmny necessntv arises for

such a documenty a certificate may be given that on a specified day, a
certain sum. on @& certain account, was received from or paid to a certain
perszm This prohibition extends’only to the igsue of duplicates on the
‘ tion thl\t the originals have been lost, and does not apply to cases

in which, by existing riles, duplicates are puy&m&! and dendered -

' the originals. In the ease of a bill or deposit-repayment vogeher pass

3 for payment at a treasury but lost before encashent or payment, the

g
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officer who drew the original bill or voucher should ascertain from the
treasury that payment-has not beeff made on the original before he issues
a duplicate, which should bear distinetly on its face the word * dup-
licate ’’ written in red ink (see also Rule 336).

SEcTiON VIII.—RESTPONSIBILITY FOR ()VER-CHARGES.

32. (a) A drawer of pay abstracts or bills for pay, allowances or
contingent expenses will be held responsible for any overchaige.

() The responsibility of countersigning officers will be that which
attaches 1o all controlling-officers.

(¢) The Treasury Officer who makes payment without preaudit, will
he responsible for checking any palpable errors, and (in the case of change
of office, or of rate of pay of gazetted Government servants) for passing
the new rate with reference to the orders directing the change. e is
also required to examine the accuracy of the arithmetical computations

in a bill,

(d) The responsibility will thus rest primarily with the drawer of the
Lill and (failing recovery from him) the overcharge will be recovered from
the Treasury Officer, or the countersigning officer, only in the event of cul-
pable negligence on the part of either of them.

SectioNn IX.—AvupIiT OBJIECTIONS.

33, Every Government servant, entrusted with the duty of making
payments on behalf of Government, should attend promptly to all ohjec-
tions and orders communicated to him by the Principal Auditor, either
direct, or through the Treasury Officer, by letters, audit memoranda,
etc., and return the audit memorangda or’réply to objections within a fort-
night or send letters explainifig the cause of delay.

Note.—In the eage of the Forost Department the objection statements shoiild
be returned in original by the Divisional Forest Officer through the Conservator
within a woek of their receipt {rem the Principal Auditor. A list will alko he
forwarded by the Principal Auditor to the Conservator each month showing the
dates on which the ébjection statements were sent to each divisional office. Tho

list skould be completed and ment back to the Principal Auditor by the Conservator
after all the objection statements for the menth have beem returned.

Sterron X.—CUasi Booxk:

34. A sjmple cash book in Financial Rule Form No. 2 should be kept
in departments other than Forest and Public Works for recording in
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separate columns all moneys received by Government servants in their
official capacity, and tbeir subsequer# remittance to the treasury or to
the bank, as well as moneys withdrawn from the-treasury or the bank
either by bills or by cheques, and their subsequent disbursement,

The cash hook should be closed and balanced each day, and the bal-
ance of cach column at the end of the month should be verified with the
halance of cash in hand and a ceitificate to that effect recorded in the
cash book under the signature of the Government servant responsible
for the money.

Nore 1.—The use of a cash hook may he dispensed with in offices where the
money transactions are not heavy.

Norg 2.—IKor Forest and Public Works Departments cash hooks are maintained
under the Accounts and Audit rules prescribed by the Auditor-General

Cash Book of the Forest Departinent.

35. (a) All revenue and expenditure muast be recorded at once in the
accounts of the division within which it is collected or incurred, without
1eference to its origin or ohject, and no inter-divisional adjustments are
ordinarily allowed. When revenue is collected or expenditure ineured
in one division on account of another, a note should be made outside the
accounts if the information is wanted for departmental purposes.

Note.—Inter-divisional adjustments are allowed in the cnse of advancé of pay,
tiavelling allowance, etc., made ta Government servants on transfer from one

division to another.

(b) The division is taken aa the unit for the puspose of ascertaining
the result of the working of the Forests. To enable the results of the
working of each unit to be accurately ascertained, adjustments must he
made between different units.

(¢) The adjustments referred to in'clpuse (b) may be made monthly
or.annually as may be found convenient.

Notr.—The orders in this rule are subjget “to the condition that when adjust-
ments betwoen different Governments arqynvolwed the rules regarding inter-provin-
«nl adjustments will apply.

36. The bills on which the pay and travelling allowance charges of
the TForest Department are paid by the Divisional Officer, and pel¥ at
the treasury, are entered in the Cash Book.

Earnest Money Deposits.

37. TFarnest money deposits tendered by contractors or purchasers.of
torest produce, must be paid by them direct into a treasury or sub-treasury,
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and orders authorising the repgyments should he addressed hy the Torest
Divisional Officer to the Tieasury Officer concerned.

In the case of the Public Works Department such deposits are receiv-
ed by the Departmental officers and dealt with fn their accounts.

SeCTION X1.—FiINANCIAL CONTROL OVER DEPARTMENTAL ACCOUNTS.

38. (a) The Conservator of Forests exerocises a strict control over the
whole outlay of the Forest Dgpartment for censervancy and work, and
examine the charges on account of travelling allowance and contingencies,
To facililate the exercise of this control, the~(ohse1vator is furnished
monthly by the Divisional Officer with duplicate copies of the Absiracts
of Receipts and Expenditure submitted to audit.’

(D) He is further required specially to" control the adjustments of
advances for which purpose the monthly abstracts of the contractors’ and
disbursers’ ledger, submitted to Audit by the Divisional Officer, are
1equired to pass through the Conservator.

Nore.—It is optional with the local Government to retain the procedure
described under which the accounts are spmt through the Conservator.

(c) IIe is responsible for seeing that the accounts returns are punetual-
ly submitted {o the Principal Auditor by Divisional Officers.

(d) He should sign all letters issued from his oflice sanctioning expen-
diture, appointment, elc., and may delegate the power to a gazetled
(overnment servant if any in his office, but not to the head clerk or
other office employee.

39, (@) The Chief Eingineer, Public Works Départment, exercises a
conenrrent control overthe duties of the ofticors of the department in con-
spetion with the maintenance of the acgeourfts, and gives all legitimate
support to the Audit Officer in. enforcing strict attention to the regula-
‘tions concerning the dishursement of money, the, custody of stores and
the submission of aecounts.

(b) The Superintending Engineer is responsible for the maintenance
of the authorised system of accounts throughout his circle. Ile should
see that Divisional Officers subiit their accountsto the Principal Auditor
punctually. He should examine the books of Executive Engineers and
theit subordinates, and see that the matters relating to the primawy
accounts are attended to personally by Divisional and Subdivisional
Officers, and that the accounts fairly represemt the progress of each work.
It will also be his duty to examine the registers of works, so as to keep a
vigilant walch over the rates of work, and, if he eonsiders it necessary, he
may require an Executive Engineer to report to him monthly or at
longer intervals, on a Works Slip, the total expenditure 1o date under
each sub-head of work, in contrast with the sanctioned estimate.
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ANNEXURE A.

[Referred to in Kule 30, Note to Clause (a).]

Assam-Bengal Railway.

Madras and Southern Mahratta Railway.
East Indian Railway.

Morvi Railway.

Burma Railways.

Bombay, Baroda and Central India Railway.
Jodhpur-Bikaner Railway.
Udaipur-Chitore Railway.

Dholpur-Bari Railway.

Rohilkhund and Kumaon Railway.
South Indian Railway.

IHowrah-Amta Light Railway.

Cutch State Railway.

Jorhat State Railway.

Dibru-Sadiya Railway.

Tezpur-Balipara Railway.

Bengal Provincial Railway.

Bengal and North-Western Railway.
Deoghar Railway.
Darjeeling-Himalayan Railway.

Barsi Light Railway.

Bengal-Dooars Railway.
Bhavnagar-Gondal-JTunagad-Porabandar Railway.
North-Western Railway.

Oudh and Rohilkand Railway.

Eastern Bengal Railway.

Bengal-Nagpur Railway.

Great Indian Peninsula Railway.
Nizam’s Guaranteed Siale Railway.
Barasat-Basirhat Light Railway.
Bukhtiapur-Behar Light Railway.
Shahdara (Delhi) Saharanpur Light Railway:
Howrah-Sheakhala Light Railway.
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CHAPTER- 2.
Revenue Receipts and Their Check.

41. The departmental controlling officers should see that all sums
due to Government are regularly received and checked against demands
and that they are paid into the treasury. They should accordingly
arrange to receive from their subordinates accounts and returns claiming
credit for so much paid into the treasury, and compare with those, the
figures recorded in the books of the P'rincipal Auditor in charge of the
accounts, if these are supplied to them under an arrangement between
the Audilor General and the local Government.

The detailed rules regarding the demands and collection of revenue
of the different depurtments are contained in the-Manuals of the depart-
ments concerned.

Nore 1.—It is essential that the departmental controlling officer’s account
should not be compiled from the returns prepared by the treasury. WBut che
Trearury Officer is in some cases required to verify returns prepared for submission
to departmental controlling officers.

Note 2.—To facilitate the reconciliation of the returns submitted by the sub-
ordinate revenue authorities to the Board of Revenue with the figures supplied
to the Board by the Principal Auditor, the latter sends to each Collector a return
showing the results arrived at in the first stage of the preparation of his monthly
account. This return shows under certain heads the figures of the Treasury Cash
Account and all the corrections and alterations introduced therein in this stage.

These figures should be carefully compared by the Colloctor with those sent by
him to the Board of Revenue with explanation of difference, if any. A certificate

of this comparison should be given at the foot of the Revenue Returns, and &
similar certificate should also be sent to the Principal Auditor.

Revenue Receipts of the Public Works Department.

42. TPublic Works Revenue is assessed and realised in accordance
with the following rules:—

{a) Divisional Officers of the I’ublic Works Department are respon-
sible that demands are made as revenue falls due, that steps
are tuken with a view to effect prompt realisation of all
revenue, regular or occasional, and that proper records are
kept to show, in respect of all items of revenue, recurring
or non-recurring, the assessments made, the progress of
recovery and the outstanding debts due to Government.

1. Tho object of this rule is that all clusses of revenue, whether accrumng
{rom property of any kind, from leases of rights and concessions (e.g., rights
for fishing, grazing, etc., and use of water-power), or from any other source are

properly watched.
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(b) The recovery of all debts due {0 Government should receive the
special attention et the Divisional Officer, and no debt should
be remitted or written off except under the orders of com-
petent authority.

Irrigation Revenud collected in the Civil Department.

43. When revenue from irrigation and navigation works, ete., is
realisod in the Civil Department, the Divisional Officer should 1eceive
from the Collectors monthly statement of the amounts realised, to enable
him 1o watch the progress of recovery against demands or assessments,

44. 'The Divisional Officer should also submit to the DIrincipal
Auditor a half-yearly statement showing, separately for each civil dis-
trict, the monthly realisations, as compared with assessments, in respert
of each canal or other work.

Recoveries of Rents on Buildings and Lands.

45. (a) When a public building, land or other property is let to a
person not in the service of Government, the full assessed rent must be
recovered in advance.

(1) The recovery of rents from Government servants occupying rent-
able buildings in charge of the Department may be made either in ecash
or by deduction from their pay bills thiough the Treasury Officer or other
Disbursing Officer concerned.

Nork.—The system of direct recovery in cash from employés of other divisions
and departments is ordinarily not suitable when the rent recoverable is dependsnt
upon the rate of pay of the occupant.

46. A tenant, whois in receipt of a pension from (Government, should
be treated as a private individual for the purpose of these rules. But if
he desires to make payments by deductions from his pension, recoveries
from him may be made through the Ticasury Officer or other Disbursing
Officer concerned, on the pensioner furpishing the Divisional Officer with
a written request authorising such defluction. This authority should he
transmitted to the Treasury or Disbyrsing Officer with the first demand.

47. Where rent’is recoverable i cash, a bill in suitable form should
be sent to the tenant on or before the last day of each month. The ienant
should be required to pay in the rent before the expiry of the following
month.

48. When rccoveries of rent are to be effected through a Treasury
Officer or other Disbursing Officer, a demand in Financial Rule Form
No. 3 Statement of Rents recoverable from Pay Bills, should be sent in
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duplicate or triplicate, as the case may be, before the close of each month
{0 that officer who will make the necessary recoveries and return one copy
of the statement duly completed. )

1. Treasury Officers and vther Disbursing Oflicers have instructions to recover
the amount specified by the Divisional Officer without prior reference to the
tenants,

2. 1If the rent rccoverable from a Government servant is limited to a certain
percentage of his emoluments, and such emoluments are changed retrospectively,
the rate at which rent is recovered should also be changed retrospectively.

49. If a Government servant vacate his 'quarters before the last day
of a month, owing {0 his departure on transfer, leave or retirement, the
demand for the rent for broken period should be made at once, so thal the
amount due may be recovered before his departure.

50, Dending orders on a representation against the Divisional
Oflicer’s assessment, the amount assessed must be paid by tenants on
demand. Should the representation prove successful, the excess amount
charged should be adjusted as soon as orders are issued, by a reduction in
the ussessment of a subsequent month, or, if this is not practicable or
convenient, by an actual repayment.

Note.—The recoveries of rents of non-Public Works residences should he
generally regulated by the rules applicable to Public Works residences.
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CHAPTER 3.
Pay and Allowances—General Rules.
Due Date.

51. Tay Bills may be signed at any time on the last working day of
the month by the labour of which the pay is earned, and are due for pay-
ment on the next working day. DBul pay bills payable at Provincial
Headquarters, which require to be pre-audited, and those payable at
District Treasuries, may be signed and presented for paymenti three and
two days respectively before the last working day of the month to which
they relate. Payment of such bills, however, should not be made before
the first working day of the next month. In the following cases separate
bills must be presented in India for pay due for part of a month, and these
bills may be paid before the end of the month, wiz.:—

(a) When a Government servant proceeds out of India on deputation
or on leave.

Note.—If a Government servant wishes, under the provisigns of Fundamental
Rule 91, to draw his leave salary in India, he will not be paid up to the date of
relief, but will be allowed to draw his pay and allowances, for ithe broken periol
of the month, at the commmencement of the next month along with the leave salary
for the rest of the month.

(b) When a Government servant is transferred to another Audit
Circle, or within the same Audit Circle (i) to or from the
Public Works or Forest Department or (z7) from one Public
Works Division to another.

(¢) When a Government servant finally quits the service of Goveru-
ment or is transferred to Foreign service.

1. If the first six days of a month are public holidays on which pay and
_pensions are not disbursed at the treasury, payment on the last open day hefore
the holidays may be made under orders of the local Government,—

(a) of bills except those of gazetted Government servants and
(b) of pension bills of pensioners drawing pensions of Rs. 100 or less.

2. The last payment of pay should not be made to a gazetted Government
servant or to a Government servgnt whose pay is drawn on pay bill forms of
gazetted Government servant, finally qnitting the service of Covernment or
placed under suspension, until the Treasury Officer has satisfied himself by vefor-
ence hoth to the Principal Auditor and to his own rccords, that there are vo
demands outstanding against him. Tn other cases payment may be made without
reference to the Principal Auditor on the responsibility of the head of the office
concerned.

3. In the case of Government servants accompanying Government to the hill
station, pay bills drawn at the hill station for payment at the provineial eapital,
or vice versu, may be signed one, two or three days before the end of the month,
though they will not be due for payment before the first working day of the next
month.
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Death of Payee

52. (a) Pay, allowances or pension can be drawn for ihe day of a
man’s death; the hour at which death takes place has no effecf on the
claim.

(b) Pay and other allowances claimed on behalf of a deceased Govern-
ment servant may be paid without the production of the usual legal
authority (1) to the extent of IRs. 500 under orders of the Colleclor or other
officer responsible for the payment after such enquiry into the rights and
title of the claimants as may be deemed sufficient; (2) for the excess over
Rs. 600 under the orders of the local Government on execution of an
indemnity bond, with such sureties as it may require, if it is satisfied of
the right and title of the claimant and considers that undue delay and
hardship would be caused by insisting on the production of letters of
administration.

In any case of doubt payment should be made only to the person pro-
ducing legal authority.

Bond of Indemnity for Drawing Leave Salaries, etc.

53. (a) Government servants often make arrangements with their
agents to draw their leave salaries or vacation pay, pensions, etc., either
granting them powers of attorney to enable them to do so, or leaving their
bills ready signed in the agent’s custody for presentation, the agents in
their turn giving Government a bond of indemnity as security against any
loss in case of overpayment.

Nore.—A Register of Power of Attorney will be kept Ly the Treasury Officer
1n the form prescribed in paragraph 50 of the Government Becurities Manual.

(b) The bond of indemnity, which must be stamped, may be of the

following form in the case of & £ :

In consideration of -%;!'Fbeing permitted to draw the 1—"—uvema:my Oofeveiens

pension
during his absence from the Presidency,

R R N R N SN IR R ]

do hereby engage to refund to Government

we
ti%e (hore Inscrt the name of the Bank)

on demand any overpayment that may be made to = as his :‘;:? .

(c) It must of course be seen that the person signing the bond of
indemnity has authority to bind the firm or bauk,

(d) It is not necessary, however, for a separate bond to be entered into
in the case of each individual Government servant. Agents of standing

4
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and respectability may, for the purpose, be allowed to enter into a general
agreement in the form given in Appendix I.

Note.—The form of the bond requires advice to be sent to the Audit Officer
of any change in the constitution of a firm to which the bond refers. When such
advice is received, a recognition of the existing agreements that have been entered
into previous to the change in the partnership should be obtained either by calling
for fresh agreements to be executed by the new partmership or by obtaining an
acknowledgment from the new partnership that they are bound by the existing
agreements of the old partnegship or otherwise.

(e) Agents of standing and responsibility are also allowed to execute
a single bond to cover the leave salaries, pensions, etc., of their consti-
tuents, payable not by any one Audit Officer only, but by all Audit
Officers, whether Civil or Military. Arrangements for the execution of
such a bond must be made through the Auditor General.
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CHAPTER 4.

Gazetted Government Servant’s Bills.

54. DIay may be paid only upon the personal claim of the Government
servant concerned, and to his personal receipt, and not otherm:se. At the
written request or order of the Government servant pay bills's may be made
payable to some well-known banker or agent and not to any person ‘whom
he chooses to name by endorsement on the bill as this facilitates fraud.
This does not debar him from sending, at his own fisk, a peon or orderly
to draw his payy-but there should be no endorsement on the bill to pay to
any lsuch person.

A Government servant or any other single person cannot he constituted

an “ Agent "’ for the purposes of the above rule. The term ‘¢ Agent'' musgt
be taken to mean a firm or bank which carries on a banking or agency business,

This ruling applies to all payments, whether on account of pay, travelling
or other allowances, which under the rules are made to Government servanfs
on their personal account.

Cheques on the pay bills of Gazetted Government servants will be issuad
in favour of a Bank or an Agent, if the hill has been distinctly endorsed a8
payable to either of them or their order, otherwise cheques will be made payable
to the drawers of the bills. When the endorsement on a hill is incomplete or
irregular, the Treasury Officer should refuse payment of the hll and return it to
the person who presents it, with a memorandum explaining why the payment is
refused,

:‘,l"ay and leave salary of Government servants proceeding on leave out of
India, must, if drawn through an Agent in India, be drawn in the province in

which the Government servant is employed.

55. Gazetted Government servants of the Public Works Department
who are stationed at places where there are no treasuries, may utilise the
services of barkandaz guards, if any attached to their offices, for the
encashment of bills relating to their personal claims, and Government will
accept linbility for any loss caused by the act of the guard if the gazetted
Government servant is not at the station where the money is drawn.

Note.—This is an exception to thg general rule that Government accepts no

responsibility for any fraud or misappropriation in respect of money on cheyues
or bills made over to a messenger.

56. The leave salaries of a Gazetted Government servant of the Forest
Department on leave in India, at a place where there is no Disbursing
Officer of his Department, may be paid under the same rules as those of
any other gazetted Government servants. No charge on account of such
payments will appear in the cash book or accounts of the division.

Transfer of Office.

57. Fvery transfer of charge of a gazetted Government servant
should be reported by post of the same day to the Principal Auditor.

3A
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88, For transfers of charge the following points should be
observed : —

(1) The cash book or imprest account should be closed on the date of
transfer and a note recorded in it over the signature of both
the relieved and relieving officers, showing the cash and
imprest balances, and the number of unused cheques, if any,
made over and received in transfer by them respectively.

(2) The 1elieving officer in reporting that the transfer has been com-
pleted should bring to notice anything irregular or objection-
able in the conduct of business that may have come officially
to his notice. He should examine the accounts, count the
cash, inspect the stores, count, weigh and measure certain
selecled articles in order to test the accuracy of the returns.
He should also describe the state of the records.

(3) In the case of any sudden casualty occurring or any emergent
necessity arising for an officer to quit his charge, the next
senior officer of the department present will {ake charge.

When the person who takes charge is not a gazetted officer, he
must at once report the circumstances to his nearest depart-

mental superior, and obtain orders as to the cash in hand, if
any.
Special rules for the Public Works Department.

59. "The relieving officer will take up the expenditure of cash and
stores from and for the first day of the month during which the relief took
place, and submit the next monthly accounts in the same manner as if he
has been in charge during the whole month. But the relieved officer
remains responsible that proper explanation 1s forthcoming for transac-
tions during his incumbency.

60. If the relieving officer fails to bring to notice within a reasonable
period any deficiency or defect in work or stores taken over from his
predecessor, he will be held responsible for the same, both as to quantity
and qualily, so far as he was in a position to ascertain it.

61. The receipt of cash and stores balances should be prepared by the
relieved officer, but the relieving officer should mnote any instructions
therein so that the Superintending Engineer or the Executive Engineer,
as the case may be, may pass such orders in respect of any deficient articles
as may be necessary. A copy of the receipts may be given to the relieved
officer, if desired by him.

62. The relieving officer should then, unless otherwise ordered, pro-
ceed with the relieved officer to inspect the records, cash, stores, works and
materials at site of works, in charge of subordnates, but in the case of the
transfer of a divisional charge, the relieved officer should accompany ‘the
yelieving officer in {he i]lSPe('tiO‘!l of the outstations only when s directed
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by the Superintending Engineer. The relieving officer should examine
the accounts, count the cash, inspect the stores, and count, weigh and
measure certain selected articles, in order to test the accuracy of the
returns, and should minutely examine the works in progress as to their
quality, and as to their accordance with the sanctioned plans and
estimates; he should also record his opinion as to the correctness of the
accounts of materials at site.

63. He should also furnish the relieving officer with a complete state-
ment of all unadjusted claims, with the reasons for their not having been
adjusted in due course, and a report as to any complication likely to arise
owing to,their non-adjustment.

84, The relieving officer, in reporting that the transfer has been com-
pleted, should bring to notice anything iriegular or objectionable in the
conduct of business that may have come officially to his notice. In the
case of the transfer of a divisional charge, he should describe the state of
the records, cash, stores and works, mentioning what outstations he has
yet to inspect, and when he proposes to visit each.

85. The relieving divisional officer should mention specially in his
transfer report whether the accounts may be considered fairly to represent
the progress of the works.

66. 1In the case of transfers of charges other than divisions and sub-
divisions, the Ixecutive Engineer should issue iistructions as to the
works to be jointly inspected by the relieved and relieving officers.

Pay to Government Servants in England.

67. TIf pay be due in Thdia to a Government servant absent in
England, he must make his own arrangements {o 1eceive it in India.
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CHAPTER 8.
Establishment.
SEcTION I.—REVISION OF ESTADLISIIMENT.

68. I. When the entertainment of a new establishment or a change,
temporary or permanent, is proposed in an office, a letter fully explaining
the proposals and the conditions which have given rise to them should be
submitted to the auhority concerned. In this letter should be set
out :—

() the present cost, either of the section or sections affected, or of the
total establishment as the circumstance of the case may

indicate to be necessary;

(74) the cost after revision; and

(732) details of the number and pay of the posts which it is proposed
to add or modify.

Explanation (a).—When a scheme mequires the sanction of higher authority
only because particular items are beyond the powers of sanction of the subordinate
authority, in the letter submitted tq the higher authority full details should be
given of these items and of any other part of the scheme so connected with them
that, unless it is explained, it must be difficult for the higher authority to
determine whether sanction should be given to these items or not. Details of
other parts of the scheme are not required and should not be given, lump sum
fizures showing the total cost of each part of the scheme being sufficient.

Ezample 1.—It is proposed to establish a first grade college, nnd the sanction
of higher authorities is required only because it is desired to create post in the
Indian Educational Service for the Principal and three Professors. I'ull details of
the teaching staff should he given, because without these details the necessity
for the post in the Indian Educational Service cannot be gauged. No details
should be given of the clerical or other subordinate staff.

Ezample 2.—)t-is proposed to establish a Government High School and the
sanction of higher authority is required only because it is proposed to create n
post in the Indian Educational Service for the Headmaster. No details are required
of the staff proposed for the school except the Headmaster, because a knowledge
of these details is not necessary in order to determine whether a post in the
Indian Educational Service is required.

Ezplanation (b).—When the revision of a number of establishments ia under-
taken in pursuance of one definite central idea, which constitutes a single
scheme for purposes of sanction, and when the scheme requires ithe sanction of
higher authority, in the letier submitting the proposals for sanction, full details
of the several ostablishments need not be given hut only such details us will
indicate the financial effect of each portion of the proposals.

Thus if the scheme is for the increase of pay of a number of establishments
it will suffice to set out:—

(i) The present cost of all establishments concerned.

(i1) The various increases of pay or the various percentages of increases pro-
pused and the reasons justifying the proposals.
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(11) In respect of each separate rate of incrense proposed, as set out in (i7)—

(a) A list of the establishments or classes of Government servants to which
it is to be applied and the reasons for such differentiation,

(U) As accurate an estimate ns possible of the probable cost, with a statenent
thag this has heen worked out in consultation with the Principal Auditor
and thift it is sccepted by him as correct.

Nore.—In dptermining the extra cost, allowances, whether fixed or variable,
should be included: The estimate of the extra cost due to variable allowances,
such as those granted under house allowance schemes, cannot be exact but it
should be as accurate as possible. The local Government may issue such instruc-
tions as may be mecessary as to the manner in which such estimates should Le
prepared.

IL. (a) In the following cases a proposition statement in duplicate in
Financial Rule Form No. 4 should also be submitted :—

(2) cases of general revision of establishment;
(1) proposals which cannot be set out clearly without it; or.
(i72) schemes which require the sanction of the Secretary of State.

Nore.—A simpler Financial Rule Form No. § may be used in this case when
the full details of Form No. 4 are not necessary.

() The details to be shown in proposition statements will be deter-
mined by the following rules : —

(7) The proposition statement, where this is necessary, should relate
strictly to the section or part of the office affected by the pro-
posals. As regards the other parts or sections of the office,
neither details nor figures of total cost need be included.

(11) Where a section consists of both inferior and superior servants,
details need be given only of the class affected, if a saving of
labour will result from the adoption of this procedure.

(7%5) The rules as to details are set out in clause I above.

1.4 (a) In the cnse of services on time scale of pay broken up into stages or
grades, or when there are selection grades and efficiency hars, the following
formula may beMqpplied for ascertaining the average pay :—

let ““a” be the

Let the total service be
W mon whose maximum

itial pay of all who join the service.

X ” »” ” ”
Y ” ” /4 ” !
Z ” ”» ” ” h

Then the average pay 8 is equal to
a Wb+ Xd+Yf+Zh

-

2 2(W+X+Y+2)
Note.—In applying this formula W, X, Y and Z are varia\%:hich have to

be determined by estimation or by scrutiny of past records each servico
separately.




28

(b) In\the case of clerical establishment on a continuous time-scale, 1.,
rising from\the minimum to the maximum by a uniform rate of increment, the

average pay Way be calculated as below:—

Let “a.,=

initial pay of the scale.
The average total period of service in the scale.

“b " = The \ay attainable in the scale at and just preceding the end of the
average pégiod of service.

» *“r” = The periyd of rising from “a™ to &b ”.
Then the average Py equals

a +0b
PR

”

1. 8
[( g5+ "00006 )\ +1) — -1 (b—a).

Thus the average pay of a po}t on Rs. 500—30—800 where the average total
period of service is 11 years is worke(i"qut as follows :—
“a” =500, “2” =11, “b" = B0, “r” = 10.
Therefore average pay =

500 + 800 1 - 11
=5 - lgg+ "00006 x 11) (10 1) - 5] (800—500)

___1:"0 - [(-01667 + *00066) (10 + 1) - *18333]X800—500)

650—({(-01733 x 11) - +18333]{800—500)
660—(-19063 — *18333) (800—500)
850—00730 % 300

650—2:19

= 647'81.

Nore 1.—In cases which do not fall wholly under (a) or wholly under (1)
above, the calculation is difficult, and each case should be referred to the Prigcipal
Auditor for obtaining instructions from the Auditor General.

Note 2.—The fixed allowances referred to in the note to clause I above shou
be entered 1n proposition statements when such state.nonts are prepared hut the
variable allowances should not be included therein.

(c) The propositiom statement or the proposal for revision should be
forwarded through the Principal Auditor.

III. The statement prescribed in rule 310 should also be submitted
when necessary.
Se¢rion II.—PavMeNT oF BiLis.
Special Rules for the Public Works Department.

69. The pay and allowances of subordinates of the Public Woiks
Department employed in out of the way places may be remitted to them
by postal money order at Government cost.
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90. If the encashment of a bill for an advance on transfer is likely to
delay a transfer, which iy urgently necessary in the public interest, the
advance may be made from the permanent advance (if any) works imprest,
or other available cash in the hands of the disbursing officer concerned
pending recoupment, when the bill is subsequently encashed.

Spectal Rules for the Forest Department.

71. The General rules regarding the preparation of pay, and travel-
ling allowance bills of the Civil Department apply to this* Depurtwent
with the difference that Divisional Officers discharge ithe functions of the
Treasury Officers, and pay the charges by cheques, or out of caslt obtained
from the treasury by cheques.

72, All changes in the personnel of establishments and the grant of
all leave to subordinate employees, sanctioned by the Cotiservator as
well as'by those Divisional Officers who have been authorized to exercise
such powers, should be intimated by the sanctioning authority tq
the Principal Auditor in Financial Rule Forms Nos. 7 and 8, a
separate list being prepared for each class of temporary establishment and
for epch class of permanent establishment.

73. Pay and travelling allowance due to a Government servant on his
transfer {0 another circle or division, and not paid on his depurture, should
be paid from and charged against the appropriation-of the Division to
which he has been transferred.

SEcrioN ITI.—REcOvERIES FROM ESTABLISHMENT BiLLs.
Fines.

74. Tines imposed on non-gazetted Government servants for ordinary
neglect of office duty are properly recovered by sloppuge frém pay and
consequent short drawings from the T'reasury.

Other Recoveries.

75. (a) Recoverres on account of security deposits-of the employees
of different departments should be made in cash, at the time of disburse-
ment of pay, and when such deposits are to be paid into the Post Office
Savings Bank, the amountsTecovered should be forthwith remitted to the

Post Office.
(b) For payments, made into the court of law, on account of attach-
ment or otherwise, the recoveries should also be made in cash and then
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temitted to the court concerned. The receipts of the court should he
obtained and filed with the acquitiance 10ll.

Nore 1.—The following detniled rules have heen presctibed with regard to
recoveries under Court attachments.

Notices attaching the pay or allowances of the public officers mentioned below
should be sent to the officer named against each :—

Judgment-debtor. Officer to whom notices should be sent.

(1) Public Officers holding gazetted appoint- Principal Auditor
ments under the Government of
Bengul.

(2) Public Officers holding non-gazetted Head of the offico in which the judgment-
appointments under the Government debtor 18 employed.

of Bengal.

The Principul Auditor will forward the order of attachment to the Treasury
Officer concerned. The Treasury Officer will open a register in Financial Rule 'orm
No. 27 in which he should note all orders of attachmont. In case of non-gnzetted
Government servants who do not draw their own pay bills, the register is maia-
tained by the Head of office. The Treasury Officer or Head of office will withhold
the attached portion of the pay and disburse the net amount. 'The Head of
oftice will remit the amount withheld to the Civil Court and obtain a receipt for
the amount from the Court which should be flled with the acquittance roll. The
Treasury Officer will draw the withheld amount on a simple receipt and remit it
to the Civil Court. The receipt of the Civil Court should be obtained by him
and sent to the Principal Auditor.

If the Civil Court decline to receive the amount for any reason, the Treasury
Ofticer will refurd the* amount into .the Treasury and the Head of office will
refund it by short drawnl in the next establishment bill and draw it when required
by the Civil Court.

The Treasury Officer or Head of office should initial the register when the
attachment order is first received and noted, and again when the receipt from the
Civil Court for the amount paid is received.

Notk 2.—Local allowances granted for expensive living and other allowances
such as house rent or sumptuary allowance granted to meet specific expenditure
are not included in *“ salary ’’ for the purpose of Section 66 (1) (i), Civil Proce-
dure Code (Act V of 1908), and should therefoie be treated as exempt from
attachment by a Civil Court.

NorE 3.~The maximum salary attachable by a Civil Court is the salary carned
and not what remains after satisfying any amounts due to Government on account
of advances taken under rule and deductions on account of Funds recognised ny
Government.

SectioNn IV.—-Custopy oF W NDISBURSED Pay.

76. If at the time of distribution of pay, the payee does not present
himself before the end of the month, the amount drawn for him should
ordinarily be refunded by short drawal in the next bill, it being drawn
gnew when he presents himself to receive it. In cases, however, where
the restriction will operate inconventently, the amount of the undisbursed
pay, at the option of the Disbursing Officer, may be retained for a period
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hot exceeding three months, provided proper arrangement can be made
for the safe custody, of the sums 1etained. Day must not under any
circumstances be placed in deposit. No long as the Diawing Officer finds
himself in a position to keep a proper watch over undisbursed amounts,
by a periodical examination of acquittance rolls and office copies of bills,
it is not necessary for Lim to keep a detailed account showing the
amounts drawn from the treasury from time to time and their subsequent
disposal. There is no objection, however, to such an account being main-
tained in a subsidiary register, if found convenient. (Vide Rule 34.)

1. This rule apphes also to cash Tecerved by a Subordinate Officer for pay-
ment of pay and allowances of Government Servants serving under him.

71, Undisbursed balances of cash obtained by Public Works Disburs-
ing Officers trom treasuries on bills for pay and yllowances of Kstablish-
ment, not charged directly to works, may be kept in departmental cash
chests, but they should not be mixed up with regular cash balances of the
department accruing from money obtained on cheque.
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CHAPTER 6.
Contingencies.

SectrioN I.—DEFINITION.

18. Contingencies are of two kinds:—‘ Supplies and Services ’*
and ‘‘ Contingencies.”” *‘‘ Supplies and Services’’ should be held to
comprise charges, which are incurred, for the technical working of
the department concerned, <.e., charges which are not merely incidental,
but represent the main and proper activities of the departments, viz.,
rewards to informers, purchases of apparatus, value of and freight on
Europe Stores, books for a public library, exhibits for a Museum, etec.
Such charges are for the most part peculiar to the departments in which
they are incurred.

‘“ Contingencies ’’ comprise those charges, which are incidental ta
the management of an office as an office, e.g., purchase of ordinary
books anil periodicals, pufchase of stationery, etc. Such expenditure is
of much the same kind whatever the department be to which the officer

incurring-them belongs.

SectioN I1.—CILASSIFICATION.

79, The rules in this chapter apply primarily to Contingencies pro-
per including Supplies and Services, but ‘‘ Other Expenditure *’ is also
subject to the rules of procedure prescribed in this chapter, except in
8o far as it may be governed by any special rules prescribed for the
purpose. '

1. The term ‘‘ Other Expenditure’’ includes such classes of expenditure as
grants to educational institutions, political pensions, scholarships, medical and
other grants to local hodies, grants to réligious or charitable institutions, expen-
diture from the discretionary grants placed at the disposal of Heads of Provinces,
Commissioners and District Officers, compensation to Government servants for
accidental losses, contributions to public exhibitions and “fairs and rewards.
- Classes of expenditure such as conservancy and work charges of the I'orest Depart-
ment, Works expenditure of the Public Works Department, eto., are of different
nature; separate rules are prescribed for them in Chapter IX. i

80. Contingent charges incurred on the pilblic services are gener-
ally divided into classes, the classification usually adopted heing as
follows :— o

(a) Contract contingent charges, {.e., those for which a lump sum
in allotted annually by the local Government within which
the officer may incur expenditure as required withowt further
sanction of any kind. They generally, consist of charges
the annual incidence of which can be averaged with,reason-
able ‘Accuracy.

Norte.—The list of contract contingenf itema as well as the departments in
which the system is in forde is given in Appendix 10.
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(b) Charges regulated by gcales, such aww
widd-mrimmalyete

(c) Special contingencies, 1.e., charges, whether recurring or non-
recurring, which cannot be incurred without the previous
sanction of superior authority.

(d) Contingencies of Ileads of Departments and other officers
passed on fully vouched bills which do not require cowhter-
signature.

(¢) All contingent charges which cannot be dealt with under the
classes (a), (b), (¢) or (d) above; these must be dealt wilh as
countersigned contingencies, i.e., charges which are con-
irolled and reviewed by Heads of Offices and Departments,
the control usually taking the form of countersignature after

" payment on a monthly bill submitted to the Audit Office.

Nore.—Fixed allowances for contingent expenses which are drawn recularly,
rrespective of the actual expenditure incurred in any month, are drawn in the
establishment bill, and are not subject to any of the rules laid down in this
chapter.

81. The different classes of contingencies and the rules regulating
them are contained in the orders of {he local Government embodied, in
the Manual of the Principal Auditor.

SecrioNn I11.—GENERAL RULES.

82. Subject to any orders of the local Government or any other
competent authority, a (Government servant is allowed to draw money
from the treasury for contingent expenses incurred on the public service
within the amount allotted to him in his budget estimate or otherwise.
For ordinary expenses previous sanction is not required.

83. In respect both of contingencies and other expenditure the
powers of Government and of the subordinate authoyities are further
restricted by the orders regulating their general financial powers.

84. No pay of any kind and no additions to pay may be charged as
contingent expenditure. Fixed allowances of all kinds should be drawn
along with pay.

Ezceptions~The following charges may be treated as contingent expendi-
ture :—

(a) Hot weather establishment.

(b) Coolies engnged in the Civil Department ¢n manual laboyr and paid daily

or monthly wages.
(¢) Temporary Field Establishments on Surveys and Sottlements.

(d) The differont classes of meninls (wholo time servants or not) declared ns
ineligible for penslon, us well as those who may ig future be declared w
be non-pensionable, are given in Appeadix 9.

Notr.—The rule for recurring contingencies (vide Rule 86) does not apply to
contingent payments on account of estblishments paid, for under this clawse,
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85. Contingent charges are to be recorded and treated in the accounts
as charges of the month in which they are actually disbursed from the

{reasury.

Recurring Contingencies.

88. No charge which binds (fovernment beyond a single payment
may be incurred without the sanction of the competent authority.

Exceptions :—

(a) The sanction of Government is not required to the payment of Muanicipal
or Cantonment taxes, whatever be their amount, when such taxes have
been assessed by competent authority, and the assessment certified to
by the Executive Engineer concerncd in respect of buildings borne
on the books of the Public Works Department, or in respect of other
Government buildings by the departmental officers concerned. If in
any case, the head of a Department or an office considers that the

assessment is excessive he may represent the matter to higher authori-
ties.

(h) All Government servants entitled to draw contingent bills may incur
recurring contingent charges up to Rs. 10 a month and for n period
not exéeeding gix months subject only to the existence uf necessary
budget provision (and to any restrictions which the local Govyrnment

may desire to impose).

StcTioN IV.—PurcHASE OF SurVICE P0oSTAGE STAMPS.

87. The following procedure should be adopted by Governmeni
servanis for obfaining Service Postage Stamps :—

1.—Government scrvants who draw money from the treasury on
contingent bills.

A bill in a special form should be prepared by disbursing officers,
containing provision for their acknowledgment of the receipt
of the stamps indented for and will be treated in the same way
as a contingent bill for drawing cash from the treasury. No
sub-voucher in support of the entry in the bill will be required,
as no cash is paid into the treasury.

I1.—Government servants who draw money by cheques from treasuries.

Cheques 1o be presented in payment of the value of service stamps
should be drawn in favour of the Collector of Stamps, Cal-
,cutta, who supplies the stamps, whether they are drawn by
the Government servani who indents for the stamps, or by a
departmental indenting officer on the indenting officer’s
requisition.
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SECTION V. —RESPONSIBILITY OF DIFFERENT AUTHORITIES.

88, nvery public officer should exercise the same vigilance in respect
of expenditure incurred from (Government revenues, as a person of ordin-
ary prudence would exercise in spending his own money. The drawing
officer is responsible for seeing (1) that vouchers are prepared according
to rules, (2) that the money is either required for immediate disburse-
ment or has already been paid from the permanent advance, (3) that the
expenditure is within the available' appropriation, (4) that all steps have
been taken with a view to obtain an additional appropriation, if the
original appropriation has either been exceeded or is likely to be exceeded,
and (H) that in the case of contract contingencies, the proposed expendi-
ture does not cause any excess over the amount fixed for these contin-
gencies.

Responsilility of Controlling Authority.

89. It is the duty of a countersigning officer to see (1) that the
charges made in a contingent bill are of obvious necessity, and are at
fair and reasonable rates, (2) that previous sanction for an§ item requir-
ing it is attached, (3) that the requisite vouchers are all received and in
order, (4) that the calculations aure correct, specially (5) that the appro-
priations have not been exceeded or are not likely to be
exceeded and (6) that the principal Auditor is informed either by a
note on the hill or otherwise of the reason for any excess over
the monthly proportion” of the appropriation. If expenditure bhe
progressing too rapidly, he should communicate with the Disbursing
Officer fand insist on its being checked. Tle should also arrange with
his *subordinate officers for reporting to him monthly expenditure to
enable him to exercise a check on the total expenditute against the
total appropriation under his control.

SecrioNn VI.—REcorp oF CONTINGENT EXPENDITURE—CONTINGENT
REGISTERS.

80. A register of contingent expenditure shall be kept in each office,
angd the initials of the Head of the office or of a gnzetted Government
servant to whom this duty has been delegated by him, shall be entered
against the date of payment of each item.

This register will be in Financial Rule Form No. 8, in which each
Principal Auditor will asign to the several columns headings suitable to
the condition of each department and office. If the appropriation for
contingencies of an office be divided under two or three main sections
only, still under each, the most ‘copmon sub-heads may be detailed, and
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a single column allotted for the more varied items; if the appropria-
tioni be parcelled out under many detailed heads, the most common will
have each its own column with appropriation noted at the top, while the
rest with their appropriations will be thrown into the column of miscel-
laneous charges. Any charge, falling under any of the separate columns,
but requiring explanation should be described in the column headed
““ Description *’ though the amount of it is entered only in the special
column; and the same ‘“ Description ’’ column will serve also for note
of the month or period to which any recurring charges (e.g., rent or
punkha pullers) entered in the other columns belong.

1. If more convenient, a separate register may be maintained for each class
of contingent charges (se¢ Rule 80).

2. If during the absence of the Head of the office and of the Government
servant to whom the duty has been delegated, the entries have been initialled
by a non-ganzetted Government servant, the register must be reviewed and the
entries reinitialled by the Head of the Office or such gazetted Government servant

on return to headquarters.

91. As the office cashier pays away any money he will enter in the
contingent register the date, name of payee, and number of sub-vouchers
in the three columns to the left, and the amount in the proper column;
and, in the case of any charge requiring explanation he will also take
against the description the initials of the Government servant incurring
it.

1. Regarding the entries to be made in the final columns see Rule 95.

92. To enable the disbursing Government servant to watch the pro-
gress of the expenditure under each detailed head, as compared with
the appropriation for it, a progressive total of all the columns must be
made monthly, immediately after the monthly ‘total, and will include
all payments under each head, as also all work bill (see Rule 99) from
the commencement of the year up to the end of the last expired month.

Detailed, B1ll.

93. (a) From the monthly totals of the contingent register the
monthly detailed bill will, in the case of countersigned contingent
charges, be prepared in Financial Rule Form No. 9, headed not payable
at the treasury, and showing the monthly total of each column, with
description of each charge requiring explanation ; the numbers of the sub-
vouchers will be entered against each item; at foot will he a memoran-
dum of the number and date of every contingent bill cashed at the
treasury, and the sub-vouchers included in each, and the amount charged
in the bill must be agreed with the amount actually drawn from the
treasury within the month. It will be signed by the head of the office
and submitted to the controlling officer, or if there he mo controlling
officer, to the Principal Auditor direct, with all sub-vouchers above
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Rs. 25, his signature to the certificate endorsed on the bill taking the
place of the smaller ones.

Nora.—The limit of Rs. 25, above which the vouchers are to he submitted to
the "Audit Offico, is subject to alteration by the Auditor General.

(b) If in any month the monthly proportion of the appropriation
has heen exceeded, a report of the special circumstances which rendered
the excess necessary should be sent to the countersigning officer with
the detailed bill.

1. A District Officer need not personally give the certificate required from &

Disbursing Officer; with the sanction of the competent authority he may dele-
gate the duty to one of his gazetved subordinates.

2. These orders touching the use and defncement of vouchers are applicable
%o all moneys disbursed by Government servants in their official capacity, even,
to take an instance, from the Wards Rate Fund.

3. When in paying rowards to informers, it is not ccnsidered desirable to
disclose the names of the payees, a certificate in the handwriting of the Collector,
to the effect that the reward has been duly paid, should he submitted 1o the
Principal Auditor in support of the payment in lieu of the payee’s receipt ordinarily
required.

94. On receipt of the monthly detailed bill in the office of the counter-
signing officer, its figures will be transcribed in a.register of the seme
form as of the disburser’s register, with similar description of item-
requiring explanation and the bill will then be reviewed by the counter-
signing officer with the sub-vouchers. Any disallowance, with the
number of the sub-voucher concerned and explanation of the objection,
will be noted on the bill and in the ‘“ Remarks *’ column of the régister,
and the amounts shown in the register in the columns affected will he
corrected in red ink; the countersigning officer will then enter in the
register the date of admission under his initials, sign the hill and des-
patch it to the Audit Office with the vouchers for items in excess of
s, 100 his signature to the certificate endorsed on the bill taking the
place of the smaller ones.

1. The word item refers to items of cxpenditure and not ‘tems of charge,
c.g., o charge for Rs. 120 for section writers would not require to be supportel
by n voucher if the amount was made up of sums pmd to several individuals
none of which exceeds Rs. 100.

2. Tn the absence of the countersigning officer, the examination and rounter-
signature of the bill may be performed by some responsible garetted Government
servant authorised by the countersigning officer.

95. In the register maintained in the office of the countersigning
officer the columns to the right will be written up as follows:—

That ccncerning the detailed bill will show the date of its receipt.
The column for date of admission will show the date of despateh of the
countersigned bill. In the register maintained by the Disbursing Officer
the entry in this column will record the date of recovery of any disallow-
ance. or that of the countersigning officer’s letter further pussing a2

4
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disallowed item not yet actually recovered; any disallowance will be
recorded by each in the column of remarks on the same line with the
figure affected.

96. The orders relating to the supply of articles for the public ser-
vice are contained in the Store Rules in Appendix 2 and miscellaneous
rules regarding contingent expendituie on certain other objects are
given in Appendix 3,

Disallowances.

97. After despatch of the bill to the Audit Office, the countersign-
ing Officer should communicate any disallowance to the Disbursing
Officer, and its amount should be without fail refunded by short draw-
ings on the next contingent bill presented at the treasury for the same
department; therein the gross amount of each sub-voucher would be
entered, and below the total would be entered ‘¢ Deduct disallowed from
Bill of............ Rs. ......... » and the receipt given would be for the
net amount only. An item disallowed must without fail be recovered,
and if, after correspondence, the countersigning officer withdraws his
objection, the amount may be redrawn; after the total lof the sub-
vouchers in the next bill presented at the treasury would be entered
““ Add amount of disallowance from bill of refunded by deduc-
tion from contingent bill No. , dated , and reallowed as per

*”+ the receipt would be for the gross amount, and the items would
be re-included in the next monthly contingent bill.

1. It will be observed that the totals in the disburser’s register are those
of amount charged, not of those admitted by the countersigning officer; but when
an amount disallowed by him on one detailed head s adjusted by a short charge
on another encashed bill, the actual charge for ench head may he worked out by
ontering the amount retrenched in black ink with a minus sign in the column of
the retrenched head on the line of totals for the bill in which the adjustment is
made; the forward totals will thus be correct.

SectioNn VII.—IxsPECTING OFFICERS’ Binwn.

98. An inspecting officer cannot take advances on account of office
contingent charges. He should provide himself with a portion of his
permanent advance, and recoup himself from time to time by presenting
at the different treasuries contingent bills, in the ordinary form, for
recovery of contract or countersigned contingent charges, as the case
may be. Thus, in the case of countersigned contingent charges, one
detailed bill may adjust money drawn at more than one treasury; and
in this case it will be well to require details at foot of the bills of the
places of payment of the several encashed bills, as well as their dates and
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amounts. But the amounts drawn will all be taken as final payments
and not as advances.

Secrion VIII.—INTER-DEPARTMENTAL TRANSFERS.

99, In the case of work done by a Government factory (such as a
jail, mint, workshop), or other authorised transfers, the Government
servant in charge, will prepare an invoice of the quantity and price of
the work done, and forward it in triplicate to the Government servant
supplied or served, who, on approving the invoice, will countersign all,
and return one copy to the supplying (Fovernment servant, noting the
amount of the work bill in the contingent register.

1. Bills for telephone charges should be forwarded in duplicate, one copy of

which after approval and countersignature will be returned to the supplying
officer.

For rules regnrding inter-departmental transfers see Appendix 4.

Ezpenditure for other Government servants.

100. It is often expedient for a Government servant to make pur-
chases or incur expenditure in another district, making his arrangements
through a Government servant in that other district. If the amount to
be paid on account of contingent expenditure incurred in this way is
not less than Rs. 50, payment may be made by transfer receipt, but¢
otherwise every Government servant who incurs expenditure in this way
must treat it as expenditure of his own office, and not demand recoup-
ment by transfer receipt from the officer at whose request he, as an agent,
incurs the expenditure. The charge must however be taken as expen-
diture of the department to which the Government servant requiring the
expenditure is attached and therefore a Government servant should
address his application for any service to the principal officer of his depart-
ment in the district indented on, e.g., a police officer should ask the
District Superintendent, not the Magistrate, to purchase blankets for
him. The Magistrate in such a case would pass on the indent, or the
voucher if he has supplied any articles, to the police officer, who would
deal with the charge as a final one of his own office, applying to the
proper authority for an extra appropriation, if his own should fall short
before the end of the year. The responsibility for obtaining proper
sanction always rests with the originating Government servant.

1. This rule is not applicable when purchases are effected in the capital town
of the presidency; the cost may then be rent by R. T. Receipt.

9. This rule does not apply also to expenditure chargeabla to local funds, or
to Government servants in another province which should always be recovered in
in the ainsence of mutual agreement between the Governments concernsd.

4a
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Skcrion IX.—SpECIAL Rurnks ror Tuk PusLic WorksS DEPARTMENT.
General Rules.

101. If the contingent charges of a division excluding special con-
tingencies during a month, exceed the monthly limit of Rs. 500 for sugch
charges, the bill for the month should be submitted to the Superintend-
ing Engineer for sanction, which will be signified by that officer counter-
signing the bill.

102, Contingent charges, supplies and services and grants-in-aid
may be incladed in the same bill, but the abstract of the bill should show
the total charges for each class separately.

When cheques are drawn on Treasuries for Contingent Charges.

103. Payments should be made out ¢f the regular cash or imprest
balances of the division and not out ¢f undisbursed balances of cash
drawn from treasuries for payment of establishment chaiges.

When Bills are drawn on Treasurics.

104, Payments made out of the cash drawn by bills from the
treasury, are subject to the rules in this chapter, in regard to_the manner
of authorising and making payments.

105. Debits from other departments or provinces for supplies
chargeable to contingencies, intimations of which may be received
from the Principal Auditor, should be dealt with in the manner indi-
cated in Rule 99 without being formally responded to in the accounts of
the division. Other debits, of which intimations may be received direct
through Advices of Transfer Debit, and Stock and adjustment trans-
actions arising, within the division, should be cleared, by an entry in
the regular accounts, by debit to ‘‘ the Principal Auditor’s office on
account of the contingencies of the division,’”’” the transaction being
incorporated in due course in the contingent bill as laid down in the
rule alrecady quoted.

108. The cash obtained for contingent charges should not be mixed
up with the balances of cash obtained for other purposes,
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CHAPTER 7.
Miscellaneous Charges.
Refund.

107. The sanction necessary for refunds of revenue is regulated hy
the Delegation Orders. This sanction may either he given on the
voucher itself, or quoted on it, a certified copy being attached when
such orders are not separately communicated- to the Audit Office.

108. Remissions of irrigation revenue allowed before °collection
should be treated as reductions of demands, and cash repayments of
such revenue after collection, as outlay against the appropriation for
the head ‘‘ Deduct—Refunds’ subordinate to Direct Receipts. Ali
other refunds of revenue and repuyments of ‘° Receipis and Recoveries
on Capital Account” should be taken in reduction of the receipts under
the heads concerned.

109. Before a remission or refund of any kind, otherwise in order,
is allowed, the original demand or realisaticn, as the case may be,
should be traced and a reference to the remission or repayment should
be so recorded against the original entry in the cash book and other
accounts so as to make the entertainment of a double or erroneous

claim impossible. Any acknowledgment previously granted should be
taken back if possible and destroyed.

Compensation for Land.

110. The procedure to be observed for the payment of compeunsa-
tio, for land taken up for public purposes under the Land Acquisition

Act of 1894, is regulated by the rules in Appendix 5.

Acquisition of Land by Private Negotiations.

111. In the case of land acquired by private negotiations, the officer
who seltles the price, ete., should draw up Form A prescribed for
use in the case of an award, and this should be made the basis of the
subsequent payments.
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CHAPTER 8.

Stores.

SEgTION I.-——GENERAL RULES.
112, The Public Works Department and certain other departments

of Government, viz., Jails, Agriculture, etc., obtain large amount of
stores for consumption, manufactures or otherwise. The departmental
officers entrusted with the care, use or consumption of these stores, are
responsible for maintaining correct records and preparing correct returns
in respect of the stores entrusted to them.

Receipt of Stores.

113. All materials received should be examined, counted, measured
or weighed, as the case may be, when delivery is taken, and they should
be kept in charge of a responsible Government servant who should be
required to give a certificate that he actually received the materials and
recorded them in his appropriate Stock Registers.

Issue of Stores.

114. When materials are issued from stock for departmental use,
manufactures or sale, etc., the Government servant in charge of the
stores should see that a requisition on indent in proper form has been
made by a properly authorised person, examine it carefully with refer-
ence to any orders or rules for the issue of stores and sign it after making
suitable alterations under his dated initials, in the description and
quantity of materials, if he is unable to comply with the requisition
in full. The requisition or indent should be returned at once to the
requisitioning officer for signature. When materials are issued, a
written acknowledgment should be obtained from the person to whom
they are ordered to be delivered or despatched, or from a duly authorised
agent,

SecrioN II.—Srock AcCCOUNTS.
QUANTITY ACCOUNTS.

115. The Accounts are of two kinds :—

(a) Quantity Accounts and (b) Value Accounts—

(a) All quantities received in or issued from stores should ‘he
entered in the Stock Account under the respective heads on
the dates the transactions take place, and balances siruck
every month which should respond the quantities in stock at
the close of each month.

(The local Government will frame detailed rules for the maintenance of stock
accounts of different classes of materials and for siubmission of periodicnl returns

for the review of responsible authorities.)
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VALUE ACCOUNTS.

(b) The value account should show the money value of the materials
received in and issued from stock. The value of all the
materials obtained from different sources, either by cash pay-
ment or by book adjustment, should therefore be entered on
the payment side. Receipt side should show the value of
materials issued from time to time at rates which should be
previously fixed by comjwetent authorities after taking into
accounts in addition to the original price the cost of carriage,
and losses from depreciaton or wastage, cost of stores godown
and other similar charges (vide Rule 135), but should in no
case exceed the market value. A general valuation should
also be made of the stock in hand at the close of each half
year at reasonable accurate prices which should be reviewed
from time to time and revised when necessary and then entered
on the receipt side. The difference between the totals of the
two columns will ordinarily show profit or loss in the opera-
tion of different classes of materials. This will enable the
authorities to readjust the issue prices, where necessary.

Stock Talking.

116. The balance in stock should be half-yearly examined to see
whether the balance in hand represents the quantities as well as the
value borne on the account bovks. Any discrepancy discovered in the
verification should be fully explained, and the bock balance set right
under orders of the competent authority.

SectioN ITI.—SrEeciaL RULEs For THE Punric WoORrRks IDEPARTMENT.

STORES.
|-—c°ﬂel'a'.

117. The stores of the Public Works Department are divided into
the following classes, viz., () Stock, or general stores, (¢7) Tcols and
Plant, (#72) Road metal and (i) Materials charged direct to works.
Unless there are orders to the contrary the officer in charge of a sub-
division will be responsible for all the stcres belonging to it.

118. The Divisional Officer is responsible that proper arrangements
are made throughout his division for the custody of public property.
He must be careful to keep all tools and implements in efficient crder,
must protect surplus stock from deterioration, and must take proper pre-
cautions to prevent the loss of public stores by fire.
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119. Every officer is bound to take charge of departmental stores
which, from the death or departure of the person lately in charge, or
from any other cause, may be left at or near his station without adequate
protection.

11.—Acquisition of Stores.
(1) Stores (other than tools and plant).

120. Stock, Road metal and other materials (not being articles of
European manufacture, which must be indented for on England), required
in ordinary course for the execution of sanctioned works, may be procured
on the responsibility of the Divisional Officer without special authqrity,
though the Superintending Engineer’s approval should be obtained to the
measures proposed for the purchase of stock in large quantities. If the
stores are to be manufactured, a separate estimate for their preparation
may be required; aslaid down in Rule 123 et seq.

(i) Tools and Plant.

121. The articles comprised under the head ‘“ Tools and Plant >’ can
only be purchased or manufactured on estimates sanctioned by competent
authority, with the exception of purchases of manufactures not exceeding
Rs. 500 for which estimates are not required.

122. (I) The general rules for the supply of articles required for the
public service, whether of indigenous origin or otherwise, will be found in

the Stores Rules in Appendix 2.

(II) The restrictions imposed by the Stores Rules do not apply to
purchases made by or on behalf of Indian States, Port Trusts, Munici-
‘palities, or local funds, excepting when the stores purchased are paid for
from Government revenue on behalf of Government or from funds
ndvanced by Government; in the latter circumstances Government may,
however, direct that the provisions of the Stores IRules need not apply.
When a Public Works Department Officer carries out a work for any of
the local bodies referred to above, the Rules shall apply, except when the
local body specially desire to have the stores purchased otherwise, with
the approval of the local Government. It should however be stipulated
that the stores must be approved by the officer carrying out the work before
the purchase is concluded.

123. The manufacture or collection of material involving an outlay
of Rs. 10,000 or upwards, must in all cases be covered by an estimate
showing the proposed outlay and the material to be received.
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124. If the material be for a work already duly sanctioned, or for
reserve stock within the sanctioned limit for the division, the estimate will

merely require the approval of the Superintending Engineer, but in all
other cases the estimate must be duly sanctioned by competent authority,
as though for an original work.

111.—Reserve of Stock.

125. Reserve of stock will only be maintained wlhen necessitated by
the remoleness of the division or works from the market or source of supply
or for use in emergency. When it is considered necessary that a reserve
should be maintained the maximum limit will be fixed by the Chief

Engineer. Divisional Officers are empowered to purchase ot manufacture
‘stores to maintain the reserve subject to the approval or sanction to
estimates (vide Rules 123 and 124).

126, The fixed maximum should be kept at the lowest point com-
patible with efficiency, and the stock returns of divisions should be care-
fully scrutinised by Superintending Engineers from time to time with
reference to this point.

Stock.

127. The stock of a division is sometimes kept in a single godown or
- yard in charge of a storekeeper or other officer, or each Subdivisional
Officer may have a separate stock in his charge, either at his headquarters
or scattered over the subdivision in the direct custody of subordinates or
other sectional officers. Again, the stock, although scattered over the
entire division may be in the general charge of a single official and the
Subdivisional Officers may merely indent upon him, he keeping all the
accounts. The stock account should be kept in accordance with rules
detailed below whatever be the arrangement in force in the division.

QUANTITY ACCOUNTS.
(a) Receipts.

128. Materials may be received on stock from the following
sources ; —
(a) Suppliers,
(h) Stores Department, London,
(¢) Other subdivisions, divisions or departments (including Govern-
ment workshops),
(d) Manufacture, and
(e) Works, buildings, ete.
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In all cases there should be proper authority for the receipt, by the
storekeeper or the sectional officer concerned, of materials to be brought on
stock. This authority should be given in writing by the Divisional Officer
(or, if so authorised under local orders, by the Subdivisional Officer).

129. All materials received should be examined and counted, or
measured, as the case may be, when delivery is taken. Any certificate
that the storekeeper or sectional officer concerned may be called upon to
record in respect of the receipt of stores, giving an acknowledgment to a
supplier or any other purpose, should be in the following form :—

Received on———————and recorded duly ‘in the register of Stock Receipts.
See also page—————of Measurement Book No.

Date
(Signature)

(b) Issues.

130. Materials may be tissued from stock for the following pur-
poses : —

(a) for use on works either by issue to contractors or direct (vide
Rule 231), A

(b) for despatch to other sub-divisions, divisions or departments,

(¢) for sale to contractors, employees, other persons, or local bodies.

They should be issued only on receipt of an indent in Financial Rule

Form No. 10 signed by the Divisional or the Subdivisional Officer. But
when a sectional officer has to issue stock materials for the requirements
of works under himself, the use of this form is not obligatory, if the
sectional officer has been authorised under local orders to draw such
materials from his stock up to any assigned limit not exceeding the
provision made for materials in sanctioned estimates.
" 1. When examining Registers of Stock Issues and Works Abstracts, Sub-
Divisional Officers should see that in practice this rule is observed strictly, and
they should deal suitably with instances of unauthorised and excessive issues to
works made by sectional officers without due cause.

2. The term * works '’ includes manufacture operations.

131. When issuing materials from stock, the storekeeper or sectional
officer should examine the indent and sign it after making suitable altera-
tion under his dated initials, in the description and quantities of
materials, if he is unable to comply with the indent in full. He should
then prepare and sign the form of the invoice attached to the indent
according to the supply as actually made. The indent should then be
returned at once to the indenting officer for signature on the invoice
portion.

1. It should be seen that the acknowledgment of materials is sizned by the
person to whom they are ordered to be delivered or despatched or hy a duly
authorired agent. This applies also to issues made to contractors and private
persons.
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132, Ordinarily all transactions of receipts and issues should be
recorded strictly in accordunce with the rules, in the order of occurrence
and as soon as they take place, but as an exception to this rule, the issues
of petty stores by a sectional officer direct to works under his supervision
may be shown in the accounts collectively once a month when closing the
accounts of the month.

VALUE ACCOUNTS.
(a) Payment for Stock Received.

133. Bills of suppliers should, before payment, be examined and
dealt with in the manner prescribed in Rules 206 to 218.

1. Bpecial attention is invited to Rule 217 the ubject of which is to prevent
erroneous or double claims being put forward successfully. Storekeepers and
sectional officers may, if desired, be required to verify supptiots’ hill before pay-
ment (vide Rule 129) but the disbursing officer is responsible that no paymeut is
made unless the precautions referred to above have been observed.

134. Cash payments should not be made for stock received from
other sources, except il accordance with the rules in Appendix 4. When
under those rules payment for supplies made by any department is made
in cash, the claims of such department should be dealt with in the
same way as those of supplies.

(b) Recoveries for Stock issued.
Issuc Rates.

135. An issuc rate is assigned to each new article as it is brought to
stock. This rate is fixed on the principle that the cost to be charged to
works on which the materials are to be used should approximately equal
the actual cost of the stores and that there may be no ultimate profit or
loss in the stock accounts. It should provide, beyond the original price
paid and the cost of carriage, etc., for:—

(1) the expenditure on work charged establishment employed on
handling and keeping the initial accounts,
(2) the expenditure on the custody of stock,
(3) the expenditure on the maintenance of the store godown or yards,
and
(4) loss from depreciation or wastage, but should in no case be in
excess of the market rate.

1. 1t is not necessary that the Issue Rate for an item should be the, same
in all subdivisions, but a uniform rate should ordinarily be prescribed for all
localities in a subdivision.

9. The Issue Rates should be worked out to the nearest anna,.as far as
possible.
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136. As purchases are made or contiacts for the supply of materials
are entered into, variations in cost should be watched, and if these are
appreciable, Issue Rates may, and in important cases, shall, at once, be
raised or lowered, as may be necessary. IFurther, when closing the
yea.t.lya{egister— of Stock, all rates must be reviewed and revised, if néces-
sary, to bring them within the market rates.

137, If the Issue Rate of an article of stock is appreciably less than
the market rate, the following precautions should be taken in addition to
any restrictions on sales or on issues outside the division which the Divi-
sional Officer may prescribe ; —

(a) Issues to contractors and sales shall be made at market rates but

see Rules 232 and 233.

(b) Issues to other divisions and departments may be made at a rate
higher than the Issue Rate.

Mode of Recovery.

138. (a) The Subdivisional Officer is responsible that the value of
materials sold to municipalities, Local Funds and the public, and of
issues made to contractors for private use, is recovered in cash at the
earliest opportunity.

(b) The Subdivisional Officer is also responsible for the clearance
from works accounts of all outstandings against contractors on account of
the recoverable value of materials issued to them by charge to works.

(c) The 10 per cent. supervision charge should be realised in addition
to the value of stock in all cases in which it is recoverable under Rule
139 (see also Rule 137).

139. When stock materials are sold to the public or other departments
(including Guaranteed Railways and State Railways leased to or worked
by Companies) or are issued on account of any work executed for them in
workshops at their full value, an addition of 10 per cent. must be made to
cover charges on account of supervision, storage and contingencies,
This addition may, however, be waived by the officer empowered to
sanction the sale in the case of surplus stock which, in his opinion,
would otherwise be unsaleable (see also Rule 137).

Fictitious Adjustments.

140, Tictitious stock adjustments are strictly prohibited, such, for
example, as (1) the debiting to a work of the cost of materials not
required, or in excess of actual requirements, (2) the debiting to a parti-
cular work for which funds are available of the value of materials intended
to be utilised on another work for which no funds are available, (3) the



49

writing back of the value of materials used on a work to avoid excess oute
lay over appropriation, etc. Any breach of this rule constitutes a serious
irregularity, which will be brought prominently to the notice of the local
Government by the Principal Auditor.

Half-yearly Register of Stock.

141. A person other than a ministerial subordinate should, under the
orders of the Divisional Officer, fill up column 24 (market rates) of the

yenrh /\Register of Stock, at or about the close of the half-year.

142. On completion of therwmegister of Stock the Divi-
sional Officer should review the Register and record his remarks and
orders.

1. The review should be directed to see especially tha% stores are priced in
accordance with the rules, that stocks aro taken poriodically by responsible
officers, and that stocks of individual items are regulated on a consideration of
actual requirements of the near future and with dua regard to the average con-
sumption of the past. The object to secure is that the stock on the register shall

consist only of efficient and necessary articles priced within the rates at which
they could be purchased at the time.

Stock-Taking.

143. Divisional Officers are to have stock taken throughout their divi-
sions at least once a year. Important Stores should, as a rule, be counted
by a member of the Engineer establishment, but this duty may be
enlrusted to a subordinate holding the charge of & subdivision. The
Superintending Engineer, when he thinks proper, may depute an officer
from one division to aid in the stock-taking of another. Whenever it is
possible, verification should be entrusted to an officer independent of and
unconnected with the staff responsible for the custody of the stores, and it
should also include a certain amount of surprise check.

144. 1t is not necessary that all the stores of a division, or even of a
subdivision, should be checked and counted at the same time; and the
stock-taking may be arranged so as to go on gradually in the manner most
convenient. When the stocks of an article are scattered in a subdivision,
it way not be possible to test the aggregate book-balance of any article for
the subdivision by an actual verification of all the stocks of it at the same
time. In such cases, the various stocks in charge of a sectional officer of
each article, should as far as possible be verified at or about the same time.

145. The procedure of verification outlined in the foregoing rules is
suitable primarily for divisions executing ordinary works. In the cases of
speciul stores depdts or divisions, or of construction divisions where there
may be a large concentration of stores, a continuous and periodical verifi-
cation of stores by an officer of the Audit Department should be arranged
tor,whenever porsible, in consultation with the Principal Auditor.
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146. Theresults of all verifications of stock should be reported to the
Divisional Officer for orders, but, as soon as a discrepancy is noticed, the
book-balance must be set right by the verifying officer with a suitable
remark,

TOOLS AND PLANT.
Numerical Account—Receipts.

147. All articles of tools and plant received should be examined
and counted when delivery is taken.

Payments for Supplies.

148. DPayment for tools and plant received from suppliers and other
sources should be made generally in the manner prescribed for stock
receipts. DBut when the Mathematical Instrument Department is unable
to supply any instruments indented for and arranges for their purchase,
the suppliers’ bill will, if that department so desires, be paid in cash or
by a Remittance Transfer Receipt.

Recoveries.
(a) For usc of Tools and Plant.

149. When tools and plant are lent to the local bodies, contractors or
others, the hire and other charges, should be determined by local rules and
should be recovered regularly.

(b) For Sales and Transfers.

- 150, The Subdivisional Officer is responsible that when tools and
plant are disposed of by sale or otherwise, with the sanction of competent
authority, the amount recoverable from the parties concerned is realised at
the earliest opportunity.

Verification.

151. The rule regarding verification of stock applies also to veriflca-
tion of tools and plant except that when any articles are found deficient,
a note of the deficiency should only be made in the account of issues.
without any correction of the book-balance.
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ROAD METAL.

152, Supplies of road metal shéuld be measured and paid for in the
same way as supplies of other materials for works.

183. The verification of the road metal should be generally on the
lines c¢f the verification of the materials charged to works (vide Rule 241).

Schedule of Rates.

154. A rate book or Schedule of Rates showing the lowest rate at
which metal can be supplied to the road side throughout the division,
should be kept in the divisicnal office in Financial Rule Form No. 11,
with such modifications as may be considered necessary to suit local
conditions. The rates should be revised, from time to time, as cld
quarries are exhausted or new ones opened, or as other circumstances
affect the rates.
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CHAPTER 9,
WORKS.

SectioN I.—Works ExecuTED BY CiviL OFFICERS.

General. | 1o 3000F 925-627
155. Expenditure on construction@nd repairs executed by civil

officers is treated as contingent expenditude of the department incurring
it, when it does not exceed Rs. 2,500 in amount. When the amount
exceeds that sum, and the workﬁ_s stlll ae}«e{iute g leﬂ Officers, the
expenditure is treated as * works "’ expen oF the department
vested with the administrative control of the expendlture.

Ezecution of Works.

156. The works executed by Civil Officers may be carried vut depart-
mentally or through contractors. In the former case, advances may be
drawn from the treasury, and when detailed expenditure is incurred out
of those advances, full details of expenditure showing the quantity of
materials and labour, rates and cost working up to the total amount
should be furnished to the Principal Auditor with actual payee’s receipts
in support of the advances. In the case of works executed through con-
tractors, advances are strictly prohibited, but payment may be made in
instalments for work actually done, e.g., in the case of a building con-
struction work the contractor may be paid firat the value of the founda-
tion work, as soon as it is completed, and later on for the walls, the wood
work and so on. To pay for materinls before they are actually utilised
in the construction work, would be practically giving an advance, a
procedure which should be definitely forbidden. Wheun $he work is
finally completed a completion certificate should be furnished to the
Principal Auditor along with the final bill, together with the estimate or
a copy thereof, by the departmental disbursing officer after salisfyiug
himself, by measurement or othorwise, that the actual work done corre-
sponds with the estimate and is covered by the total payments made.

No money on account of construction should be retained in hand afier
the close of the ydar. All that has been drawn and remains unexpended
on the 31st of March should e refunded into the Treasury.

Tn no case should bills for work be submitted before the work hilled
for is completed. Bills may be submitted for portions of grant expended
from {ime to time, but not for the whole sum in one bill before the work
is completed.

No Government gervant can spend on one work money sanc tioned for
another.

Noti.—The above procedure is intended for smaller works cosiing not more
than Rs. 34)1]0 ! For larger works the procedure should be on the lines of t];n
procedure’ prescnbod for the execution of similar works by the Poulic Wotla
Department,
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SecrioNn II.—SrEciar RULES ror tHE FOREST IEPARTMENT.
Conservancy and Works Charges.
Muster Roll for Labourers.

157. For works executed by labourers, whether paid by the day or
otherwise, agnuster roll must be kept showing the names of labouiers, the
number of days they have worked, rate of pay and the amount due to
each. This nominal muster roll is the initial record of the labow
employed each day on each work and must be written up daily by the
subcrdinate deputed for the purpose.

158. Tayments on muster rolls should be made or witnessed by the
_Government servants of highest standing available.

Contractors.

159. (a) 1n the case of woik or supply of sufficient magnitude, a
coniract should be made on a written agreement, duly stamp-d and regis-
tered, so that it can be maintained in a court of law in the event of
dispute.

(h) Payments can be made to them only by the Divisional Officer,
o1 bv an authorised subordinate Government servant. Claims for such
pavments should he prepared, preferably by the claimants themselves,
and no payment should be made until the correctness of the claim, in
respect of quantities and rates, as well ag the quantity of the work or
supply, and other necessary factors, has been accepled by a responsible
Government servant.

Measurements.

160. Wmk done otherwise than on a lump sum gontract, and
supplies made, by a contractor, should, unless impracticable, be measur-
ed (weighed or counted) before payment therefor is made. The details
of the mensurements made should be systemntically recorded in a hook,
called the Mensurement ook, which will form the basis of all accounts
of quantities. The description of the work or supply must be lucid so
as to admit of easy identification and check.

The pages of the book should be machine numbered, and no page
may be torn out, nor may any entry be erased or effaced so as to be
illegible. All corrections must be duly atlested by a responsible Gov-
ernment servant.

5
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161. A reference to the vouchers in which the quantities are entered
for Payment, as well as the date of eniry,should be given by an endorse-
ment upon the original entries in the Measurement Book, and no ccn-
tract certificate or bill should be signed without thus crossing off the
connected entry in the Measurement Book. The document in which
payment is made should inwvariably bear a reference to the number and
page of the book in which the detailed measurements are recorded.

Advances to Contractors.

162. Advances to contractors may be given in exceptional cases
only when no other arrangements can be made for carrying on the work.
An advance can be made only under the orders of competent authority,
and security must be taken, if possible, for its summary recovery in the
event of its not being adjusted by work done.

Record of Sanction and Ezpenditure.

163. Works requiring the sanction of an authority higher than the
Divisional Officer cahnot ordinarily be commenced until the sanction
has been accorded. All such sanctions will be numbered consecutively
by the Conservator of Forests for each financial year, and they will be
communicated by him to the Principal Auditor in monthly lists.

164, When a sanctioned work is completed, all outstanding liabili-
ties should be discharged as soon as possible, and the account of the
work should be closed. A completion report showing the amounts sanc-
tioned and actually expended, in the same details as in the monthly
accounts, should then be submitted through the Principal Auditor to
the Conservator who should forward it to Government, if the work was
sanctioned by the local Gevernment or higher authority.

SectioN I1I.—SprEeciAal, RuLEs For THE PuBrLic WorkS DEPARTMENT.
Financial Responsibilities of the Officers.

165. (a) The Chief Engineer will—

(1) exercise a concurrent control, with the Audit Officer, over the
duties of the officers of the department in maintaining accounts
and give legitimate support to the Audit Officer in enforcing
strict attention to the rules concerning the disbursement of
money, the custody of stores and submission of accounts,
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(%) see that the hudget: appropriations of the year are fully ex-
pended, in so far a¥ is comsistent with general economy and
the prevention of large expenditure in the closing months
of the year for the sole purpose of avoiding lapses, and

(3) be responsible for enswing that any money which is not likely
to be needed during the year is promptly surrendered, so as
to allow of its appropriation for other purposes by the pro-
per authority.

(b) The Superintending Engineer will—

(1) see that different articles in stock are duly verified according
to the rules laid down, and that there is no accumulation of
stock in any division beyond its requirements,

(2) see that no delay is allowed to occur in the submission of Com-
pletion Reports,

(3) forward for the information of the Chief Engineer, reports of
his inspections of Divisional Offices detailing therein the
repults of his examination of initial accounts, accounts of
stock, tools and plant and stock manufacture, registers of
works and other divisional books, mode of preparation of
estimates, contract agreements, contractors’ accounts, system
of recording plans and papers and office work generally,

(4) see that the authorised system of accounts is maintained through-
out his circle,

(6) examine the books of Divisional Officers and their subordin-
ates, and see that matters relating to the primary accounts
are attended to personally by the Divisional and Subdivisional
Officers, and that the accounts fairly represent the progress
of each work, and

(6) examine the register of works, watch the total expenditure 1o
date under each sub-head of work in contrast with the sanc-
tioned estimate, and see that, revised estimates for any work,
if required, are submitted in due time to the sanctioning
authority.

(¢) The Divisional Officer will—

(1) not commence the construction of any work or apend public
funds without the sanction of competent authority,

(2) close the accounts immediately the work is finished, and pre-
pare the Completion Report, if required by the rules,

(3) take the necessary steps for obtaining cash for the works under
their control, keep their accounts and submit them punctu-
ally to the audit office, under the rules for the time being in
force,

5A
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(4) exercise a thorough and efficient conirol and check over their
divigional accountants, and carefully examine the books,
relurns and papers from which the monthly accounts are
compiled,

(6) be responsible for the correctness, in all respects, of the original
records of caslr and stores, receipts and expenditure and for
seeing that complete vouchers are obtained, and

(6) afford information in cases of probability of excess of actual
over estimated cost of work, and report the fact forthwith to
the Superintending Engineer describing the nature and cause
of the probable excess.

Administrative Approval and Technical Sanction.

166, Yor every work proposed to be carried out, except petty works
and repairs the cost of which is not likely to exceed Rs. 1,000, and annual
repairs for which a lump sum provision has been sanctioned by the Super-
intending Kngineer, a properly detailed estimate must be prepared for
the sanction of competent authority; this sanction is known as the tech-
nical sanction to the estimate. Such sanction can only be accorded by
Government in the Public Works Department, or, where power has
been delegated to them, by officers of that department. Sanction
accorded to the construction of a work by any other department of Gov-
ernment is to be regarded merely as an ‘“ administrative approval”’ of
the work, as defined in the following rule, and the fact that such approval
has been accorded in no way dispenses with the necessity for a further
technical sanction, which must be obtained before the construction of
the work is commenced.

167. For overy work (excluding repairs and petty works) initinted
by, or connected with, the requirements of another department, it is
necessary to obtain the concurrence of the department concerned to the
proposals before technical sanction 1o the work is aecorded in the Public
Works Department. The formal acceptance by the department con-
cerned is termed ‘¢ administrative approval >’ of the work, and is, in
effect, an order to the Public Works Department to execute certain speci-
fied works at a stated sum to meei the administrative needs of the depari-
ment requiring the work. Such approval should not, however, be accord-
ed until the professional authorities have intimated that the proposals
are structurally sound and that the preliminary estimate is sufficiently
correct for the purpose. A similar procedure should be followed in the
case of works required to mcet the administrative needs of the Public
Works Department, both the administrative approval and the technical
sanction being accorded, in such cases, in the Public Works Depart-
ment.

Nore.—The words approval and sanction, respectively, whon used in respect
of estimates for works, bear throughout this chapter the meanings indicated in

this and the foregoing rule.
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168. An application for administrative approval should be sub-
mitied to the authorily competent to nccord it, accompanied by a pre-
liminary reporf, by an approximate estimate and by such preliminary
plans, information as to the site and other details as may boe necessary
fully to elucidate the proposals and the reasons therefor. The approxi-
mate estimate and preliminary plans should be obtained from the Public
Works Department. If, however, the work is not likely to cost more
than Rs. 5,000, detailed plans and estimates may be prepared in the
first instance and submitted to the authority competent to accord
administrative approval, being returned thereafter to the officer of the
Public Works Department competent to accord technical sanction.

169. This procedure will also apply to modifications of the proposals
originally approved, if likely to necessitate eventual submission of a
revised estimate, to material deviations from the original proposals, even
though the cost of the same may possibly be covered by savings on other
itéms, and 1o cases where the detailed estimates, when prepared, exceed
the amount administratively approved by more than 10 per cent. In
these cases, as also in cases in which it becomes apparent, during the
execution of the work, that the amount administratively approved will
he exceeded by more than 10 per cent., owing to increase of rates or
other causes, the revised administrative approval of competent authority
must he obtained {o the increased expenditure without delay, and in the
case of modifications during' construction, without awaiting the prepara-
tion of a detailed supplementary or revised estimate.

170. In the case of works required not for a particular department but
in the interests of the general public, e.g., communications, irrigation
works, and miscellaneous improvements, preliminary designs and esti-
mates should he submitted for scrutiny by the Administrative Depart-
ment concerned before an detailed estimate is prepared for the purpose
of technical sancticn.

171, The powers of the local Government and other authorities to
accord administrative approval to works are regulated by the Book of
Tinancial Powers and Delegation Orders.

Requisition by Civil Officers.

172, When application for new buildings, and for additions or
alterations to existing buildings required for the use of any department
is made the Divisional Officer must in each case exercise his judgment on
the demand made, giving all proper weight to the opinions of the officers
of the depurtments concerned; but it is his duty to oppose any applica-
tion of the funds at his disposal to works of the real necessity for which
he is not satisfied; and in overy case in which he thinks that he cannct
recommend the execution of a work called for by a duly constituted
authority he should explain his objections to the officer concerned, and,
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if he fails to convince him, shculd refer the matter for the orders of the
Superintending Engineer.

173. The actual execution of works, asked for by civil officers, must
in every case be dependent on the necessary funds being available.

Preparation of Estimates.

174. Ordinarily a detailed working estimate will provide for the
work expenditure, but the complete estimates for a project should include
indirect as well as direct charges.

Contracts.

175. The recognised systems for carrying out work, otherwise than
by the employment of daily labour, are ‘‘ Piece work ’’ and ¢ Contract
work.”” DPiece work is that fcr which only a rate is agreed upon, with-
out reference to the total quantity of work to be done or the quantity
to be done within a given period. The term ‘‘ contract,” as used in
this chapter, does not include agreements for the execution of work by
piece-work, nor does it include mere ordinary purchases of materials or
stores. All other work, done under agreement, is termed ‘‘ Contract
work,”’ and in agreements for such work, which should invariably be in
writing, there should generally be a stipulation as to the quantity of
work to be done, and the time within which it is to be completed.

176. ““ Contracts '’ may be of three kinds, viz., Lump sum, Schedule
and a combination of these two.

In a Lump sum contract, the contractor engages to execute the
work with all its contingencies for a fixed sum.

Schedule contracts are those in which the contractor undertakes to
execute the work at fixed rates, the sum he is to receive depending on
the quantities and kind of work done cr material supplied.

The third kind of ccntract is a combination of both these. Thus, a
fixed sum is proposed for the completion of the work as specified and a
schedule of rates is agreed upon by which to regulate the price to be
paid or to be deducted for additions or alterations.

177. In works of great magnitude the contract deeds should bhe
specially prepared by the Government Law Officers, but for ordinary
contracts, including all such as are based on tenders which a Superin-
tending Engineer is competent to accept, all contract deeds should be
executed on one or other of the approved forms.
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Tenders.

178. Tenders, which should always be sealed, should invariably be
invited in the most open and public manner possible.

179. As a rule, no tender for the execiition of works of any descrip-
tion should be received unless accompanied by the deposit of cash as
earnest money, to the extent which has been notified as necessary by
the Executive Engineer or other officer.

180. The amount of earnest money to be deposited should be suffi-
ciently large to be a securily against loss, in case of the contracter fail-
ing to furnish the required security within the appointed time after the
acceptance of his tender, or until the sums due to him form a sufficient
guarantee, as the case may be.

181, Usually the lowest tender should be accepted, unless there
be some objection to the capability of the contractor, the security
offered by him, or his execution of former work. At the same time the
acceptance or rejection of tenders is left entirely to the discretion of
the officer to whom the duty is entrusied, and no explanation can be
demanded of the cause of the rejection of his offer by any person making
a tender. Such an explanation may be called for by superior authority
if considered necessary.

Security for Performance cf Contracts.

182, Security should in all cases be taken for the due fulfilment of
a contract. This security may be—

(a) A deposit of cash up to Rs. 500, or up to any larger amount
depcsited as earnest money under Rule 180, Government
securities, Municipal Debentures, Port Trust Bonds and
Deposit receipt of recognised banks (approved of by Govern-
ment) which publish regular acccunts.

(b) Post office b-year cash certificates for the amount at which
the certificates were purchased but rnot for their face value.

(¢) A deduction of 10 per cent. from the monthly payments to be
made on account of work done.

(d) Perscnal security of two persons of known probity and wealth.

Provision in Contracts for Imported Stores.

183, In framing goutl'ucts of any description care should be taken
to retain in the hands of Government the supply of imported materials,
if required to any considerable extent, and to arrange the terms
accordingly. Such stores should either be supplied from the existing
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Government stock or be obtained in oidinary course by indent on the
Stores Department, Iondon, or by purchases in the local market. In
the case of important construction works let out on contract, such
stores may be supplied by the contiacting firm, subject to the condi-
tions stated in the Stores Rules (Appendix 2).

Enforcement of Terms of Contract.

184. Engineers and their subordinaies are responsible that the terms
of contracts are strictly enforced, and that no act 1s done tending to
nullify o1 vitiate a contract. All contract deeds must he execuied on
one or other of the standard forms, but they may be modified to suit
local requirements after consultation with the legal advisers of Govern-
ment. , All agreements or seeurity bonds entered into with the Public
Works Tepaitment by contiactors for the execution of work or for secur-
ing the due performance of contracts are exempl from stamp duty.

Officers Empowered to Execute Contracts.

185. No authority lower than the officer in charge of a subdivision
can accepl any tender or make a contiact for public works. The oflicera
legally empowered io execute on behalf of the Secrelary of Stale the
different classes of deeds, coniracts and other instruments are detailed
in the Delegation Orders.

186. It is permissible to give out to different contractors a number
of contracts relating to one work, even though such work may be esti-
maled to cost more than the amount up to which officers are empowered
to accept tenders. But no individual contractor may receive a contract
amounting to more than this sum nor, it he has received one contract,
may he receive a second in connection with the same work or estimate
while the first is still in force, if the sum ot the contracts exceeds the
power of acceptance of the authority concerned.

187. Departures from the rules for contracts specified above may
be peimitted or condoned by.the local (Government subject to any
restrictions they may impose in each case.

Commencement of Work.

188. No work shall be commenced unless a properly detailed design
and estimaie have been sanctioned, appmopriation of funds made, and
ordery for its commencement issued by competent authority. Provision
in the Budget Estimaté for expenditure on a work, conveys no author-
ity for the commencement of outlay.



No matenal alteratwn is sanctwmed stxll less in standard
dosxgns may be made by an Executive Engineer in carrying out any
waork, without the approval of the Superintending Engineer. Should -
any alteration of importance, involving additional expense, be con-
sidered necessary, a revised or supplementary estimate should be sub-
mitted for sanction. In urgent cases, where the delay thus caused
would be inconvenient, an immediate report of the circumstances must
be made to superior authority and dealt with as the case may require.

Nore.—Revised administrative approval is necessary in the cases indicated in
rule 169.

190. In the case of works, the estimates for which have been sanc-

tioned by a competent authority, no additions or alterations, likely to
cause an excess which will not fall within the powers of sanction of
that authority ‘should be permitted Vsl“l()llt the previous appreval of a
higher authority.
191. Where important structural alterations are contemplated,
though not necessarily involving an increased outlay, the orders of the
yriginal sanctioning autherity should be obtained. A revised estimate
hould be submitted for technical sanction should the alterations involve
y substantial change in the cost of the work.

Supplementary and Revised Estimates.
I.—Supplementary Estimates.

L 192. Any development of a project thought necessary while a work
18 in progress, which is not fairly contingent on the proper execution
of the work as first sanctioned, must be covered by a supplementary
estimate, accompanied by a full report of the circumstances which render
it necessary. The abstract must show the amount of the original esti-

mate and the total of the sanction required including the supplementary
ramount.

11.—Revised Estimates.

193. A revised estimate must be submitted when a sanctioned esti-
‘mate is likely to be exceeded by more than 5 per cent. either from the
rates being found insufficient, or from any cause whatever, except as’

ention the foregoing rule. (See also Rule 191.)
T is the duty alike of the Executive and of the Superinten-

_ding Engineers to watch carefullv the progress of expenditure and to see

that a reﬂsed estimate is submitted directly the necessity arises.
: T
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195, When the submission of a revised estimate under the above
rules is found necessary, it is essential that the revised estimate should
be compared with the latest existing sanction of competent authority;
when by reason of intermediate modifications, such existing sanction
differs from that accorded by ihe highest authority concerned, a state-
ment should be ‘prepared showing lLow the sanction with which the
revised estimate is compared has been arrived at.

111.—Utilisation of Completion Ileport as Revised Estimate.

196. When excesses occur at such an advanced period in the con-
struction of a work as to render the submission of a revised estimate
purposeless, the excesses, if beyond the power of the Executive Engi-
neer to pass, may be explained in a Completion Report or Statement
prepared under Rule 254.

Initial Records of Accounts.

197, The initial records upon which the accounts of works are based
are :—
(a) The Muster Roll.
(b) The Measurement Book.

For work done by daily labour, the subordinate in charge of the woFk
will prepare a muster roll which will show the work done by this means
and the amount payable on this account. Ior piece-work and for con-
tract work generally, the measurement hook will form the basis of
account. Irom the muster rolls the subordinate will prepare the labour
reports, and from the Measurement Bcok he will check (or, if so
arranged, prepare) the bills and accounts of contractors and suppliers,

Muster Roll.

198. The nominal muster roll (Financial Rule Form No. 12) is the
initial record of the labour employed each day on a work, and must be
written up daily by the subordinate deputed for the purpose.

199. TFor all large works or groups of works, labour reports, in the
prescribed form, will be submitted either daily or periodically as may
be directed by the Divisional Officer. They show the number of each
class of labourers employed on each work or sub-head. Discrepancies
between labour reports and muster rolls should be investigated as soon
as the latter are received after the close of the month.

200. Payments on muster rolls should be made as expeditiously as
possible. Each payment should be made or witnessed by the official of
nighest standing available, who should certify to the payments indivi-
dually or by groups.
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Measurement Books.

201. The Measurement Book must be looked upon as a most impor-
tant record, since it is the lasis of all accounts of quantities, whether
of work done by daily labour or by the piece or by contract, or of
materials received, which have to be counted or measired. The descrip-
tion of the work must be lucid, so as to admit of easy identification

and check.

Detailed measurements may be dispensed with in the case of periodi-
cal repairs when the quantities are recorded in efficiently. maintained
Standard Measurement Bocks.

Detailed measurements may also be dispensed with in cases in which
payments on account for work actually executed are made on the certi-
ficate of a responsible officer (not below the rank of Subdivisional Officer)
to the effect that not less than the quantity of work paid for has actually
been done, and the officer granting such a certificate will be held person-
ally responsible for any overpayment :hich may wccur on the work
in consequence.  Final payments may, however, in no case bhe made
without detailed measurements.

Similarly the detailed measurements may be dispensed with in ccn-
nection with the works done on lump sum contracts, if a responsible
oflicer (not below the rank of a Subdivisicnal Officer) certifies in the bill
that by a superficial and general measurement or in some other suitable
method, which should be specified, he has satisfied himself that the value
of the werk done is not less than a specified amount in conformity with
the contract agreement and that with the exception of authorised addi-
tions and alterations the work has been done according to the prescribed
specifications. Detailed measurements must invariably be taken in
respect of additions and.alterations.

202. The Superintending Engineer is required to see that Measure-
ment Books are carefully kept and measurements properly reccrded, and
that they are complete records of the actual measurements of each kind
of work done for which certificates have lbeen granted.

WORKS ACCOUNTS.
A.—General principle.

203. 'The Divisional Officer should utilise the recorded transactions
of the cost of the work as a means cf control. His personal knowledge
of the exccutive arrangements for the execution of a work, and of the
actual progiess of work, must be supplemented by a comparison,
monthly, of the cost as recorded in {he accounts with the value received
in the shape of work dome. In the case of larger works, especially
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where the period of construction is a prolonged one, this monthly com-
parison is obviously impossible unless the total cost is split up into
convenient parls in such a way that as far as possible, the cost of each
distinet part may be compared with the work done thereon. This
comparison should be made in connection with the examination and
review of the Works Abstracts and Register of Works.

204. In the case of recoverable charges it should be seen particularly
ihat the contractors or others, on whose behalf the charges are incurred,
do not get the benefit of any concession to which they would not be
eniilled if they had themselves incurred the charges.

B.—Labour engaged through Contractor.

205. The payment of daily labour through a contractor, instead
of by muster roll in the usual way, is objectionable in principle. In
a case of great emergency, it may sometimes be found impossible to
employ labour otherwise than through a contractor. Should it be pos-
sible, in such a case, to determine the quantities of work done after
its completion or at iniervals daring its progress, it is expedient to
pay the contractor, at suitable rates, on the hasis of work actually
execuled. But if, as in the case of wrgeni repair of canal breaches,
this method of paymenti is not practicable, it is permissible o pay the
contractor on the basis of numbers of labourers employed, day by day,
his own profit or commission heing either included in the rates allowed,
or paid separately in lump sum or at a percentage rate.

C.—Bills and Vouchers.
(1) Forms of Bills and Vouchers.

206. The authorized forms of bills and vouchers are the following :—

(a) Tirst and Final Bill, Financial Rule Form No. 13.

(6) Running Account Bill A, Financial Rule Form No. 14.
(¢) Running Account Bill B, Financial Rule Form No. 15.
(d) Running Account Bill C, Financial Rule Form No. 16.
(¢) Hand Receipt, Financial Rule Form No. 17.

The use of the forms is explained in the following rules and a few
explanatory foot notes are printed on the forms.

207. First and Final Bill, Financial Rule Form No. 13.—This form
should be used for making payments both to contractors for work and to
suppliers, when a single payment is made for a job or contract, i.e., on
its completion. A single form may be used for making puyments to
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several payees, if they relate to the same work (or {0 the same head of
account in the case of supplies) and are billed for at the same time.

208. Running Account Bill A, Financial Rule Form No. 14.—This
form is inlended for contractors for work only. It should be used (1) if
it is proposed to make an advance payment, or (2) if an on account pay-
ment is to be made but an advance payment already made for the same
work is outstanding.

This form is not to be used if a secured advance is to be made oy if
such an advance is already outstanding against the contractor in respect
of the same work.

209. Running Account Bl B, Financial Kule Form No. 15.—This
form is also intended for contractors for work only. It should be used in
all cases in which secured advances are to be made or are already out-
standing, in respect of {he same work, against the contractor. 'When this
form is used it should also be utilised for making on account and advance
payments, if any, in respect of the work.

210. Hunning Account Bill C, Financial Rule Form No. 16.—This
form is used both for contractors for work and for suppliers. It is
intended to ba used for contractors for work when, only on account pay-
ments are made. It is not to be used if a secured advance or an
advance payment is to be made or if such an advance or advance pay-
ment in respect of the work is outstanding against the contractor.

211. Financial Rule Form No. 16 is the only form of Running
Account bills which is suited for tramsactions with suppliers. Form
No. 15 is the only form which provides completely for all classes of run-
ning account transactions with contractors for work. If a secured advance
is not outstanding, and if it is not proposed to make such an advance, the
simpler Form No. 14 will serve the purpose. Similarly, if no advance
payment is outstanding and if it is not proposed to make such a payment,
the still simpler 1Yorm No. 16 can be used. The form to be used on
each oceasion should be the one most suitable for the correct exhibition
of the state of the contractor’s running account both before and after
the transaction, regardless of the form or forms which may have been
used for any previous payment or advance.

212, Hand Receipt, Financial Rule Form No. 17.—This is a simple
form of voucher intended to be used for all miscellaneous payments and
advances, for which none of the special forms Nos. 13, 14, 15, and 16 is
suitable.

213. Account of Petty Contractors, Financial Rule Form No. 18.
A consolidated monthly account of all petty contractors employed on the
same work or section of work may sometimes be prepared in preference to
a separate bill for cach payee. 'The general adoption of this procedure
is not permissible, but wherever it is desired to continue it, Form
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No. 18 should be used, and the following instructions should be strictly
observed in addition to those printed on ihe form itself as foolnotes:—

(7) This form is intended solely for on account payments. It makes
no provision for' advances, advance payments, issues of
materials, 8r any other recoverable payments to contractors,
and should not be used if any such transactions occur or are

probable.

() No contractor should be treated as a petty contractor if a separ-
ate account in one of the Running Account Bill forms is being
maintained for him irr connection with some other work.

(#43) If after a contractor’s account has been maintained in Form
No. 18 for some time, and the continued wuse of the form
becomes inadmissible uuder clause (%) or (i%) above, the account
should be removed from this form in the manner described-
below and thereafter the appropriate form of Running
Account Bill should be used :—

(a) In the Petty Contractors’ Account a special entry should be

made as under, immediately below the entries in columns 7,
13 and 14 against the line *“ Grand Total >’'v—
Deduct up to date ¢“ Value of work done ’’ and ‘“ Payments
made ”’ relating to the account of contractor.................. ,
transferred from ‘¢ ’etty Contractors’ Account’ to his
personal ledger account.

(b) When a Running Account Bill is prepared subsequently, the
transferred figures of ‘‘ Value of work done ’’ and ‘ Pay-
ments made ”’ should be incorporated therein in the same
way as if the transactions had, from the very beginning,
been billed for on one of the Running Account Bill Forms.

1) Preparation, KEzamination and Payment of Bills.
P

214.( Bafore the Bill of a contracton-is prepared, the entries in the
Measurement\Book relating to the description,and quantities of work or
supplies shouldNpe scrutinised by the SubdividNpnal Officer and the
calculations of ‘“ Bqntents or area ’’ should be chgcked arithmetically
under his supervisi The bill should then be\prepared from the
measurement entries, in sge of the forms prescribed in Qules 206 to 213
applicable to the case. Th¥®yrates allowed should be entersd by the Sub-
Divisional Officer, either in thabsiract of measurements, o™{n the bill
itself. Full rates as per agreemewt, catalogue, indent or other order
should be allowed only if the quality\of work done or supplies made is
up to the stipulated specification. 'Wheén the work or supplies fall short
of that standard, and under the agreement Y is permissible to make a
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final payment if the contract is determined, or an on acgcount payment 1t
the contract is to runefi, only such a fraction of “full rate should be
allowed as is consjdered reasonable, with due gefard to-the work remain-
ing to be done pfid the general termns of thgdgreement.

1. If the contract agrecment does net specify the rates to be paid for the
several classes-of work or supply, bujfnerely stules that the estimated rates, or,
a certaln percentages below or ve them will be allowed, 4 should be
that the standard rates adupted”are thote of the sanctioned estimate
mn ferce at the time the ggfrecement was executed, or, if the eemont was
preceded by a tender, on fle date the tender was signed by the contractor. Sub-
sequent sanctions to pfiginal or revised estimates have pe effect on the terms
of such an agreemgft. If no sanctioned estimate is jw“existence at the time of
signing the agrg€ment or the tender, as the ¢ may be, the rates rayable

f work should be specified, aﬁ{i;ence to an estimate mnot
yet sanctio is meaningless and cannot be acted upon.

have p€en received and surveyed.

. The Local Government may, in any special case, permit payment on pro-
duction of a railway receipt.

215. Before signing the Bill, the Subdivisional Officer should com-
pare the quantities in the bill with those recorded in the Measurement
Book and see that all the rates are correctly entered and that all calcula-
tions have been checked arithmetically. When the bill is on a running
account, it should be compared with the previous bill. The Memoran-
dum of Pauyments should,then be .made up, any recoveries which should
be made on account of the work or supply or on other accouhts, being
shown therein. If the Subdivisional Officer is empowered to pay the
bill, he should then record a formal pay order specifying, both in words
and figures, only the net amount payable, though the payee should be
required to acknowledge in his acquitiance the gross amount payable
inclusive of the recoveries made from the bill.

1. In calculating the value of each item of work the nearest anna should be
taken, pies one to five being ignored, and pies six to eleven taken as one auna;
but pies must not be omitted from the rates.

2. Whenever fractions” of a rupee occur in the totals of contractors’ lills or
in the case of supplies chargeable to more than one estimate, in the totals
chargeable to oach estimate, fractions less than haif may be isregarded, and half
a rupee and over taken as a rupee. ‘

8. If the contract is for the completed items of work and, under the provi-
sions of Rule 232 the contractor 18 required to obtain materinls of any description
from Government, it should be seen that this condition is being comphied with
and that necessary retoveries of the coat of the materials supplied to him, nre
being made in accordance with Rule 235. In such a case it is mot permissiblo
for the contractor to obtain the materials otherwise, unless, in a case of emer-
gency, the supply has Doen entrusted by the Divisional Officer, for recorded
reasons, to the contractor himsglf, at suitable rates.

4. Bofore signing a first afnd final bill, or the first bill on a running acesunt,
the Subdivisional Officer should sce that the relevant measurement ontries were
marked as pertaining to such bills by the person taking the measuremeats.
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216. 1f'the Subdivisional Officer is not empowered to make the pay-
ment, the bill should be submitted (with or without the Measurement
Book as may be prescribed) to the divisional oﬂlce where the payment
will be authorised by the Dlwslonal Officer after the necessary scrutiny.

217. l‘rom the Measurement Book all quanutms should be. clearly
traceable into the documents on which payments are ma.de +When a bill
is prepared for the work or supplies measured every page containing the
detailed measurement must be invariably scored out by a diagonal red ink
line, and when the payment is made an endorsement must be made, in
red ink, on the abstract of measurements, giving a reference to the
number and date of the voucher of payment.

1. The document on which payment is made should imvariably show, m the
space provided for the purpose, the number and page of the Measnrement Book

in which the defailed measurements are recorded, and the date on which the
measurcment was made.

218. (a) Payments for work done or supplies made on a running
account should ordinarily be made monthly. Both the *‘ quantities
ahd ¢ amount ”’ of each distinct item of work or supply should be shown
separately in the bill, except in the case of adyance payments when
quantities need not be specified.

(b) Such payments should be treated as payments on account, subject
to adjustinent in the final bill which should be drawn, in the appropriate
form bul printed on yellow paper, when the work or supply is Sompleted
or the rumxing account is to be closed for other reasons. When a final
payment, is made on a running account, the payee, if he is able to write,
should add in his own handwnimg that the payment is *“ in full settle-
ment of all demands.” If the payee is illiterate, or is uuahble to write
beyond signing his name, these words should be ﬁlled in by. the officer
making the payment.

1. 1f the contractor refuses to give an ackgowledgment to the effect that
the payment made to him was in full settlement of all demaunds, it is not neces-
sary to insist on obtaining a qualified acknowledgment,

Nore.—A form printed on yellow paper is never 10 be used cxcipt for final
payments.

(¢) A separate running account is maintained in respect of each con-
iract. Transaction relating {0 two or more separate working estimates
should not be biought on to the same running account; they should,
therefore, not be covered by a single contract. Transactions relating 1o
two or more sepavate parts of the game working estimate, for which
separate works abstracts are prepared under Rule 248 should alse appear
in separate running accounts.

219. (u) Tithe system of making advance payments to contractors for
work has been adopted, cerlificate 2 printed on Running Account Bill A
or B, as the case may be, mugt be signed by the Subdivisional or Divi-
sional Officer, and the lump sum amount paid on account of each item
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should be specified against it in Part I of the bill. If a secured advance
has been previously allowed to a contractor on the security of any
materials and such gnaterials huve been used in the construction of an
item, the amount of the advance payment for that item should not exceed
a sum cquivalent to the value of work done less the proportionate
amount of secwed advance uliimatgly recoverable on account of the
materials used.

(b) Actual measurements should, however, be taken at the earliest
opportunity, and when this has been done, the lump sum payments previ-
ously made on account of the items of work concerned should first be
adjusted in full, so that the contractor may not be paid twiee over in
respect of the samdyuantities of work. 1elays in adjusting advance pay-
ments should be investigated, and adjustments made otherwise than by
crediting the value of work actually measured, should be specially looked
into as being primd facte indicative of overpayment in the first instance.

220. When sscured advances vide Rule 221 (a) are allowed by the
Divisional Officer to a contractor whose contract is for finished work, it
should be seen thut am Indenture in Financial Rule Form No. 19, has been
signed by the contraclor, and a detailed account of the advances must be
kept in Part IT of Running Account Bill B. There should be separate
entries, in respect of each class of materials of the quantities breught to
site by the contractor and the amount advanced under the orders of the
Divisionaf Officer. These advances must be recovered by deduction from
the contractor’s bills for work done as the materials are used in’construc-
tion and the items of work in which they are used are billed for on the
basis of actual measurements. Parts I and II of the bill should he €om-
pared to see that this order is being complied with. As rectveries are
made, the outstanding accounts of the items concerned in Part IT should
be reduced by making deduction entries in the column, ‘ Deduct quan-
tity utilised in work measured since previous Bill,”’ equivalent to the
quantities of the materials used by the contractor on items of work shown
as executed in Part I of the bill.

Note.—No regord should be kept in Measurement Books of the .quantities of
the materials, but certificate 3 printed on the bill should be signed by the Sub-
divisional or Divisional Officer.

D.—Aid to Contractors.

221. Advaunces to contractors are us a 1ule piohibiled, and every
endeavour should be made to maintain a system under which no payments
are made except for work actually done. Exceptions are, however,
permitted in the following cases:—

(a) Cases in which a contractor, whose cantract is for finished work,
requires an advance on the secugity of materials biought to
siie. Exccutive Engineers may, in such cases, sanction

6
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advances up to an amount not excceding 75 per cent. of the
value (as assessed by themselves) of such materials, provided
that they are of an imperishable nature and that a formal
agreement. is drawn up with the contractor under which Gov-
ernment secures a lien on the materials and is safeguarded
against losses due to the conliactor postponing tho execution of
the work or 1o the shortage or misuse of the materials, and
against the expense entailed for their proper watch and safe
custody. Payment of such advances should be made only on
the certificate of an officer, not below the rank of Subdivi-
sional Officer, that the quantities of materials upon which the
advances are made have actually been brought to site, that the
contractor has not previously received any advance on thal
security and that the materials are all required by the con-
tractor for use on items of work for which rates for finished
work have been agreed upon. The officer granting such a
certificate will be held personally responsible for any overpay-
ment which may occur in consequence.

Recoveries of advances so made should not be postponed until the
whole of the work entrusted to the contraclor is completed.
They should be made from his bills for work done as the
materials are used, the necessary deductions being made when-
ever the items of work in which they are used are billed for.

{b) Casesin which, in the interest of works, it is absolutely necessary
1o make petiy advance. In such cases advances up to Is. 50
may be allowed by subordinates.

(c) In all other cases only with the sanction of Government, which
may, in exceptional circumstances, authorise such advances as
may be deemed indispensable, taking the necessary precautions
for securing Government against losy and for preventing the
system from becoming general or continuing longer than is
absolutely essential.

222. 1t is necessary sometimes, in the interest of work, to engage
labourers or contractors or to incur other liabilities on behalf of the con-
tractor concerned, with a view to complete work which he has neglected
or failed to complete. In such a case it is permissible to spend Govern-
ment funds on behalf of the contractor in accordance with the terms of
agreemfent. Otherwise, no advance or recoverable payment should be
made to or on behalf of a contractor nor should financial aid be given 1o
him in any form, except in accordance with Rule 221.

1. For rules relating vo the issue of materials to contractors, see rules 232
and 233.

9. With a view to avoid subsequent dispute with the contractor, suitable
intimation sh(_)“md be sent to him (1) as sobn as action is taken under this rulo,
and (2) subsequently, as charges are incurred on his account,
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E.—Work-charged Establishment.

223. Works establishment will include such Establishment as is
employed upon the actual execution, as distinct from the general super-
vision, of a specific work or of sub-works of a specific project or upon
the subordinate supervision of the departmental labour, stores and
machinery, in connection with such a work or sub-works. When
employees borne on the temporary establishment are employed on work of
this nature, their pay should, for the time being, be charged direct o the
work.

Nore.—Competent authority may waive the rule, which prescribes that works
establishments must be employed upon a specific work, and to determine in

such casos the proportions in which the cost of such establishment shall Le
allocated betweon the works concerned.

224. Tle cost of work establishment must be shown as a separate sub-
head of the estimate.

(a) Conditions of Employment.

225. 1In all cases, previous sanction of the Divisional Officer or the
Superintending Engineer, as the case may be, is necessary which should
specify in respect of each appointment (1) the consolidated rate of pay,
(2) the period of sanction, and (3) the full nume (as given in the estimate)
of the work and the nature of the duties on which the man engaged would
be employed.

226. Members of the work-charged establishment are not entitled to

any pension or to leave salary or travelling or other allowances except in
the following cases : —

(a) Wound and other Extraordinary Pensions and Gratuities are in
certain cases admissible in accordance with the pension rules.

(b) Single railway fares or the actual necessary cost of travelling
may be allowed by the Divisional Officer for journeys
performed (1) within the jurisdiction of his Local Government
or to and from a district of Foreign State or Settlement adjoin-
ing his division, and (2) in the interest of the work on which
the men are employed.

(¢) Grain compensation allowance is admissible to men who are draw-
ing rates of pay which have been fixed with reference to normal
circumstances.

1. This rule is not intended to interfers with the discretion of the Subdivisional
Oflicer to grant short casual leave on full pay or on reduced wages subject to
such general rules regarding the grant of casual leave to ordinary establishments
as may be prescribed by the loeal Government.

2. This rule does not apply to members of temporary establishment enter-
tained for the general purposes of a division or subdivision or, for the purposo
of the general supervision as distinct from the actual execution of work. The
leave galaries, travelling allowance and other allowances of such establishments
are regulated by the rules applicable to temporary establishments.

' 6a
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(b) Pay Bills.

227, Wages of members of the work-charged establishment should be
drawn and paid on Fihancial Rule Form No. 20 ¢ Pay Bill of Workd
charged Establishment *’ which is a combined pay bill and acquittance
roll form. A consolidated bill in this form should be prepared monthly
cither for the whole subdivision or for one or more sections of' it, ay may
be convenient; but the names and claims of the entire establishment con-
cerned, including absentees, should be shown in each bill. Names
should be grouped in the bill by works on which the men are employed,
sunction to the entertainment of the establishment should be quoted in
cuch case, and the Subdivisional Officer should certify, in the space
provided for the purpose, 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 appointment was sanetioned.

1. Deductions on account of fines, income tax, etc., should be shown by
special entries against the names concerned.

2. If the acknowledgement of an individual cannot conveniently Le obtained
on the bill itself, it may be obtained separately on a Hand Receipt (}inancial Rule
Form No. 17) which should then be attached to the bill as a sub-voucher.

228. Pay bills may be signed at any time on the last working day of
the calendar month in which the wages are earned, though they are not
due for payment before the first working day of the following month.
‘When, however, the services of an individual are dispensed with, it is
permissible and advisable to settle up his account at once.

(¢) Unpaid Wages.

229. Wages remaining unpaid on a passed bill, on the date fixed for
the closing of the accounts of the month, may be paid subsequently when
claimed, the procedure described below Leing observed :—

(a) ltems remaining unpaid on the monthly bill should be entered
in a simple register, full particulars of the charge, including
reference to the bill being noted in the register.

(b) Subsequent payments should be made on Hand Receipts, refer-
ence to the bill in which the charge was originally included,
and the particular item thereof, being quoted in cach case.

(¢) When making payments of arrears suitable notes of payment
should be recorded against the original entries in the register.

(d) Travelling Fzpenses.

230. No bills need be prepared imrsupport of claims for travelling
expenses. Dayments should be made on Hand Receipts which should
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set forth all the necessary particulars of {he journey performed and of
e expenses claimed and should be countersigned by the Divisional
{Mficer prior to payment.

F.—Issues of Materials,
I.—GENERAT.

231. lssues of materials to works, whether from-stock, or by pur-
chase, tiansfer, o1 manuiacture are divided into two classes :—

(1) Issues to Contractors.—Issues of materials to contractors with
whom agreements in respect of completed items of works,
i.e., for both labour and materials, have been entered into.

() Issues direct to TWorks.—Issues of materials when work is done

departmentally or by contractors whose agreements are for
labour only.

IT.—To CoNTRACTORS.
(a) General Conditions.

232. (a) The issue of materials to contraciors who have contracted

for completed items of work is generally permissible only in the follow-
ing circumsiances :—

() when, under the operation of Rule 183, it is necessary to retain
in the hands of Government the supply of imported mateiials,

(77) when, in the interest of work, or with the object of utilising
existing stocks of materials, il is desirable {o 1ctain in the
hands of Government the supply of certain other materials
as well, and a condition to this effect has been inserted in
the contract.

(1) In both cases the contract should specify (1) the materials to
be supplied by Government for use on the work, (2) the places of
delivery and (3) the rates to be charged to the contractor for each
descrijdion of material; and the contractor should be held responsible
for obtaining from Government all such materials required for the work
and for making payment therefor, bv deduction from his bhills, at the
1ates specified, regardless of fluctuations in the market 1ates or in the
stock rates of the division.

1. Tho rates to be charped to the contractors for materials to be supplied
should bhe definitely specified, vague quotations, e.g., *‘at Stock 1ates ™ being
avorded; and if intending contractups had heen told that the materials would
be supphied at a certain rate and ashed to tendet on that nssumption then that
rite skonld be adhered to in the contract.
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2. Rimilarly, the rates to he allowed to the contractor for items of work,
should be definitely stated. But if for any special reasons, the contract provides
for the payments for work done to be made at s specified percentage below or
above the rates entered in the sanctiored estimate of the work (or the schedule of
rates) it should be stated in clear terms in the contract that the deduction or
additions as the case may be, of the percentage, will be caiculated on the gross, and
not the net, amount of the bills for work done, and in fixing the percentage it
should he horne in mind that the calculations will be so made.

(¢) No carriage or incidental charges are borne by Government for
moving the materials beyond the place where the contractor has agreed
to tuke delivery thereof.

233. (a) As a general rule no other materials should be supplied
to such contractors for use on works, but this restriction may be waived
by the Subdivisional Officer in respect of peity issues (at full Issue
Rates) of materials from existing stocks, not exceeding Rs. 500 in any
month for any one contract.

(b) If at any time subsequent to the execution of a contract on a
through rate basis, the contractor desires the issue to him, for use on
a work, of materials which exist in Government stock but the supply
whereof by GGovernment was not provided for in the contract, the material
should not be issued except with the express authority of the Divisional
Officer who should specify in“each case the rate to he charged for the
materials inclusive of delivery at the place where they are stored. The
rate charged should be the market rate prevailing at the time of the
supply or the Tssue Rate, whichever may be greater, and no carriage or
incidental charges should be borne by Government in connection with
the supply.

1. The intention of this rule ia to prohibit the supply of materials to contrac-
tors with the object of giving them financial aid, vide Rules 221 and 222.

(¢) Tssues of stock materials to contiractors for bond fide use on works
are exempt from the usual charge of 10 per cent. on account of super-
vision, storage and contingencies, which is made when stock materials
are sold 1o the public [Rule 138 (¢)].

234, All materials required for issue to a contractor under the fore-
going rules should be made over to him as soon as they are received.

(b) Accounts Procedure.

235. The recovery from a contractor on account of the cost of
materials issued to him for use on a work should ordinarily be made
by deduction from the first hill authorising an advance payment or an
nn account payment to him for the work, Should, however, a lump sum
recovery be undesirable in any case, the¢ Divisional Officer may permit,
for recorded reasons, the recovery to be effected gradually as the
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materials issued to the contractor are actually used in construction and
thy items of work in which they are used, are paid for whether by an
advance payment or by an on account payment.

236. As the issue of materials to contractors under the foregoing
rules is permissible solely for 1he bond fide requirements of GGoveinment
worhks, Subdivisional Officers should make such arrangements as may
be deemed suitable for limiting the lotal issues to a contractor in con-
nection with a particular wok, 1o the reasonable needs of that work.
This precaution is particulaily necessary when the rates at which any
materials are issued under Rule 232 aie lower than the prevailing
maiket rates, or the latter are expected to rise appreciably. In such
cases, if the transactions are of any importance, the use of Financial
Rule Form No. 21 (wthemt—rrhres) is 1ecommended for watching that
the aggregate of the quantities of any or all materials issued to a con-
tractor from time to time, for use on a work, remains within the esti-
mated requirements of his contract.

(¢) Return of Surplus Materials.

237. Government does not underrake to take over from contractors,
whether before or after the compleiion or determination of contracts,
surplus materials which were oiginally procured by the contractors for
themselves or were issued 1o them and charged to their accounts. Such
materials are the property of the contractors and can be taken over by
Government if required for use on other works in progress, only by
special arrangemenis and at the prevailing market rates. If the
materials were originally supplied by Government the price allowed to
the contractor on reacquisition should not exceed the amcunt charged
to the contractor.

1. Contractors are, however, not at liberty to remove from site of works
without the written permission of the Divisional Officer materials which have
been 1ssued to them for use on a work, and a stipulation to this effect should
ordinarily be entered in their agreement.

(d) Tools and Plant lent for use.

238. The Rules 232 to 237 do not apply to tools and plant.
Articles horne on the Tools and Plant account of the division may, in
accordance with any local rules on the subject, he lent temporarily
to contractors for use on Goveinment works being executed or main-
tained by them, and it should be seen that the articles are returned
without unnecessary delay, and in good cendition,
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III.—D1rEcT 0 WORKS.
(a) Control over Issucs of Stores.

239. The Subdivisional Officer should exercise a detailed control
over issues of stores direct o works, and should see that the issues do
not exceed the reasonable needs for each work. In cases where no
detailed accounts are mainiained in Financial Rule Form No. 21 for
these works, he should make his own arrangements for maintaining
the control over the issues.

(b) Disposal of Swrplus Materials.

240. (a) Materials issued to works in excess of requirements may
be transferred to stock, provided they are serviceable and certain to be
required.

(b) All surplus materials at site of works which have been com-
pleted or stopped or on which outlay has been prohibited for any con-
siderable length of time, should, if likely to he of use on cther works
within a reasonable time, be transferred to works in progress or brought
on to stock account. ‘

(¢) If the surplus materials are unlikely to be of any use within
a reasonable time, a list of such materials should be maintained in the
Subdivisional and Divisional Offices, as a supplement to the half-yearly
stock returns, unless the Superintending Engineer considers this
unnecessary.

(d) Materials returned to store or transferred to other works should
be priced within current market rates, any resultant loss being borne-
by the work to which they were originally issued.

Nore.—These rules do not apply to surplus materinls which were originally
procured by contractors for themselves or were issued to them and charged off

to their accounts.

(e) Verification of Unused Balances.

241. Unused balances of materials charged direct to works should
be verified at least once a year in the manner prescribed in Rules 147
and 144. Whenever this verification 1s made, a report of verification
of the materials should be prepared by the Subdivisional Officer in
Financial Rule ~22fand submitted to the divisional office. The
following instructions should be observed in preparing the report:—

{(a) As no continuous account is maintained of the materials actu-
ally used in construction, it is necessary first t{o calculate
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the quantities of principal items probably used. This should
be done in the detailed statement at the top of the form,
on the basis of the ‘‘ progress *’ of work done on each sub-
head, such authorized formula being adopted as may be in
general use locally.

(1) Deducting these quantities from the total quantities of the
materials issued to the work as per Financial Rule Form
No. 21, the paper balances of the unused materials should
next be arrived at and set forth against line C.

(¢) The actual balances should be entered again against line D),
and the differcnces between the actual and paper balances
should be set forth against line 1. These differences should
be priced at the actual rate of cost which should be deducted
from the total value and quantity recorded in the Detailed

Statement of Expenditure of Materials, Form No. 21.

(d) The report should then be ccmpleted by recording against line
T remarks explaining action taken (1) to adjust the differences
as per line E and (2) if the work has been completed to dispose
of the surplus balances as per line D, and by signing the
printed certificates applicable to the case and scoring out the
others.

(e) The difference as per line E may be due to (i) the adoption of
inaccurate formule for determining the actual consumption,
(iz) unreasonable wastage, or (1t7) shortage in some other
form. All these differences should be investigated.

242. A similar verification of the unused balance of materials must
imvariably be made on the completion of a work, but on or before the
iompletion of a work, when no more malerials are required for use in
construction, sleps should first be taken to dispose of all surplus
materials by transfer or sale, so that (1) the accounts of the woik
may promptly receive such credits as may be admissible, (2) the balance
at debit of the suspense head ‘‘ Materials ”” may, as far as possible,
represent the net cost of the materials actually used in construction,
and {3) the surplus balances, awaiting clearance may be reduced tc
minimum.

The report in Financial Rulefdterm—Ne-—32,/should in this case set
forth both quantities and values throughout.

che243. If the gazetted officer or subordinate in direct charge of a
~et, the accounts of which are kept by sub-heads, is transferred
before the accounts of it are closed, the unused materials at site of the
work should be verified by the relieving officer in company with the
1elieved officer and the report preseribed in Rule 241 should be prepared
by the Subdivisional Officer and submitted to the divisional office.
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244. A report is required annually of the value of materials at site
of all works the accounts of which were open on the last day of the offi-
cial year. This report should be piepared in Financial Rulekﬁm:m
Mé and submitted to the divisional office, as on completion of
work, but it is notl necessary that the halances should be verified ai
the close of the year if—

(1) the work has been under construction for not more than threef
months,

(%) the accounts of the work are expected to be closed withiy
three months, or

(3) the balances were verified at any time during the year.

When the balances are not verified at the close of the year the
figures against line C, *“ Paper balances of unused materials ”’ of the
reporl should be assumed to be the value of the materials, at site, and
lines D and E should be left blank.

245. The foregoing rules are primarily intended for cases where
detailed accounts are kept in I"inancial Rule Form No. 21. In othe:
cases the Subdivisional Officer should make his own arrangements to
verify the unused balances.

C.—Works Abstracts and Working Estimates.
(a) Records of Charges in the 1Works Abstracts.

246. The Works Abstract records in the main action relating to a
work during a month in respect of cash, stock and ciher charges. In
the case of Major Estimates a separate account is kept for each sub-
head estimated to cost not less than Rs, 1,000, while the expenditure
on remaining sub-heads is lumped together. In the case of minor esti-
mates the account cf expenditure is not kept by sub-heads.

The ahstract of the estimate may be framed to show merely the
quantity and cost of each completed item of artificer’s work, e.g., brick-
work, or it may be framed to show the cost of labour and materials
separately. The adcption of either form of abstract should be deter-
mined with reference to the mode in which it is proposed to carry on
the work. If it is proposed to contract for the completed item of arii”
cer’s work, such as masonry, etc., then the first mentioned form of abst!M_,
will suffice; if it is intended to purchase or procure malerial and to
employ labour for comstruction separately, then the second form of
abstract will admit of a closer, easier and earlier check on the outlay and
it will therefore be preferable,
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247. After a Major Estimate has been sanctioned it may be decided.
to make a change in the method originally contemplated for the execu-
ticn of the work. In such a case the original abstract should be recast
in accordance with the instructions laid down in Rule 246. The details
of cost and quantities already approved by competent authority should
be rearranged and the revised abstract should be approved by the Divi-
sional Officer.

248. If the number of sub-heads in the working estimate for a work
or sub-work is large, it is permissible to break up the estimate into
two or more parts and to treal each part as a sub-work.

(b) Watch over Lialilities and Balances.

249. Dishursing Officers are responsible for keeping a strict watch
over all liabilities and balances under the suspense account in the works
accounts with a view to setile them promptly. This should be done
at the time cf review of the works abstiacts and the register of works.

Money indisputably payable should never be left unpaid. It is no
economy to postpone inevitable payments, and it is very important to
ascertain, liquidate, and record the payments of all actual obligations
at the earliest possible date.

250. Jf any liabilities of works are incurred on behalf of contrac-
tors under the provisions of Rule 222, arrangements should be made for
withholding sufficient balances from their bills or for making necessary
recoveries from them in due course.

(c) Record of Progress.

251. Entries of ““ progress” in the Works Abstract should be sup-
ported by details in the statement provided for the purpose on the
reverse-of the Works Abstract form. These details should be furnished
by the Engineer or subordinate in charge of the work or by any execu-
tive officer or subordinate detailed for the purpose, and should be based
on entries already made in the Measurement Book. Their compilation
from mensurement hooks, vouchers or other records, by members of the
office establishment should not be permitted. The fcllowing points
should be specially borne in mind ;——

(7) Only ‘° quantitics >’ actually measured and paid for should be
reported as “‘ progress.”’

(%) The progress reported should specify the quantities executed
“ up to date,”’ sets of earlier measurements covered or super-
seded by later ones being ignored.
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(711) The progress of an item of work should be so reported as to
describe as approximately as possible, in {erms of the unit
adopted, the quantities of woik executed up to the 1equired
standard.

Norr.—It is recognised that perfect accuracy cannot always he secured in
making intermediate reports of progress. A fairly reliable record is all that ie
necessary, but if the nature of the work makes it impossible or diflicult to achieve
this in practice, reports of progress may bhe dispensed with during the progress
ot construction in the following cases:—

(1) If the duration of construction under a subhead is not expected to be
more than three months.

(2) If the quantities executed are not in the same units as those specifiod
in the Estimate, or they cannot be expreased even roughly except on
or towards the completion of the work.

H.—Register of Works.
(a) Crosing THE AccouNts oN CoMPLETION OoF WORK.

252, It is important to close the accounts of works as soon as pos-
gible after the ectual work of construciion is completed (see Rule 254).
It there is necessarily any delay in ihe closing cf the accounts, it should
be seen in particular that further charges are not incuired without the
permission of the Divisional Officer.

253. Before closing the accounts all outstanding liabilities should
bhe discharged and balances in the suspense accounts cleared.

(b) CoMPLETION REPORTS AND NTATEMENTS.

254, (a) A consolidated completion statement should be prepared
monthly of all completed works other than those referred to in clause
(1), the actual expenditure on which is in excess of the sanctioned esti-
mate by an amount greater than that which the Executive Engineer is
empowered to pass. This statement should show for each work or
group of works the estimated amount, the outlay and the excess. In
cases in which the Completion Statement is utilised instead of a revised
estimate, sufficient details must be given, if the excess is more than
b per cent., to satisfy the authority whose sanction is necessary.

(b) A detailed Completion Report in Financial Rule Form No. 23
need only be prepared in respect of works on which the outlay has been
recorded by sub-heads—

(1) when, if the work was sanctioned by higher authority, the total
estimate has Dbeen exceeded by more than 5 per cent., and

(2) when, if the work was sanctioned by the Executive Engineer,
the total estimaie has been exceeded hy an amount greater
than that which he is empowered to pass.



81

This report should give a comparison and explanation of differences
between the quantity, rate and cost of the work executed and those
entered in ihe estimate and should mention the names of the engineers
and subordinates by whom the work was supervised.

Nork.—The Superintending Engineer may, if he so desires, require a detailed
Completion Roport to be prepared on the completion of any other work.

258, If an excess over estimate is not within the Divisional Officer’s
powers to deal with, a Detailed Completion Report in Financial Rule
Form No. 23, should be prepared or the item should be included in a
consolidated Completicn Statement of Works and Repairs in Financial
Rule Form No. 24.

(¢) ScuebpuLE or Rates.

256. The schedule of rates of cach kind of work commonly executed
in each division shculd be prepared on the basis of rates prevailing in
cach locality. As this schedule is required for the important purpose
of preparing estimates and is also tuken as a guide when setting rates
of contract agreements, necessary analysis of the accepted rates of
cach desciiption of work, and for the varying conditicns thereof, should,
as far as practicable, be recorded.

I.—Contractor’s Ledger.
Scrutiny of Accounts by Contractors.

257. A coutractor requiring a copy of his running account bill or
an extract from his account in {he Contractor’s Ledger should be
furnished with the same. lle should be encouraged to look at his
account in the ledger and sign it in token of his acceptance of it. (See
also Rule 2 under Rule 222).

J.—8undry Rulings.
Employment of Military Labour.

258, When Military labour is empleyed on the execution of a work,
no advance should be granted by the Public Works Department; the
Officer Commanding the units can obtain advance from the Controller of
Military Accounts concerned.
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Sale of Government Land and Immovable Property.

259. All land, the property of Government, should ordinarily be sold
through the Revenue Department.

260. When any immovable public property is made over to a local
authority for publie, religious, education or any other purposes, the grant
should be made expressly on the conditions, in addition to any others that
may be settled, that the property shall be liable to be resumed by Govern-
ment if used for other than the specific purposes for which it is granted
and that should the property be at any time resumed by Government, the
compensation payable therefor shall in no case exceed the amount (if any)
paid to (Government Jor the grant, together with the cost, or their present
value, whichever may be less, of any buildings erected or other works
executed on the land by the local authority.

K.—Workshop.

(a) GENERAL.

261. No work is to be undertaken in workshops of the department
other than work required for the various branches of the department,
excepl under some general or special order of Government.

262. No work should be underiaken for municipalities or private
parlies before the whole estimated cost, including all charges for supervi-
sion, profii, etc., that may be leviable under the rules for the tinie being
in force, has been paid to the Executive Engineer, or into a Government
treasury to the credit of the Public Works Department. This rule may
be relaxed at the discretion of the Executive Engineer or Superintendent,
in the case of Government officers where full recovery is not open to
doubt. In such cases a rough estimate of the probable cost must be pre-
pared in advance and the officer concerned required to give an undertaking
that he agrees to pay the actual charges in full on completion of the work.
The full expenditure incurred must be deducled from the Government
servant’s pay for the following month. In all cases prior to work being
put in hand, an undertaking should be procured from the party concerned
that it will not hold the Department responsible for loss by fire or theft
or any other factor which could not be foreseen when the estimate was
prepared. In cases where it is found that the original estimate is likely
to be appreciably exceeded, a revised estimate should be prepared and the
procedure outlined above adopled.

(b) EsTIMATE.

263. The estimate should provide for all charges, including the pre-
scribed percentages for indirect charges enumerated below and should be
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sanctioned by competent authority and accepted by the indenting officer,
local body or individual : —

(a) Storage charges, under Rule 139.
(b) Interest on capital cost of buildings and plant and machinery.
(c) Maintenance charges of buildings, plants and machinery,
() Depreciation ot plant and machinery.
(e) Establishment charges including one per cent. on account of
Audit and Account Establishment.
(f) Profit,
The amount to be realised from the indenting party will, however, be
based on the actual cost, though the authorised limit of cost, which the

oflicer in charge of the workshep may incur without further authority, is
that shown in the accepled estimate.

1. If the execution of a job for another division or department is likely to
ealend beyond one financial year, the limit of the cost which may be incurred in
each official year should also be settled heforehand.

2. Thy profit referred to in clause (f) above 18 not charged in the case of jobs
executed for other divisions of the Province.

The percentage for storage chaiges should be calculated on the book

value of materials issued to each job. The other charges are ordinarily
calculated on the total cost of labour and stores pertaining to the job.

(c) ANNUAL REVIEW OF ACCOUNT.

264. The Principal Aunditor reviews the annual accounts of a work-
shop, in consultation with the officer in charge of it, and submits a report
to the local GGovernment on its financial working, specially liinging out
the necessity, or otherwise, of revising the percentages fixed by the local
(Government for the several charges referred to in Rule 2633,

1. To facilitate the review of percentages it will be fuund convenient to show,

m the Profit and Loss Account not only the figures of the year but also the pro-
gressive figures to the close of the year, commencing from a suitable date.

L.—Non-Government Works.
(a) EsTIMATES.

265. For every non-Government work there must be a duly sanctioned
detailed estimate or 1'oquibition,' as the case may be, in the same way as
for a Government work.

266. Outlay on Deposit Works is required to be limited to ihe
amount of deposit received.
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(0) LocaL Loan WoRKS.

267. () No Public Departinent or Public officer may incur any
expenditure or liability against local loan funds, unless a statement in
writing is first obtained from the Principal Auditor that the amount is
available out of the loan funds and has been placed in a separate account
by the Principal Auditor so as to be available for the proposed expendi-
true. The amount so placed should be treated as appropriation for the
work, and should not be exceeded without special orders.

(b) Funds so spent under the above rule shall reckon for interest as if
they were drawn on the last day of the month in the accounts of which
they were included by the spending department or Government servant.

268, The limit of funds sets aside for expenditure on a work during
the year should be ascertained from the Principal Auditor by the Govern-,
ment servant authorising the expenditure, and communicated to thg
Divisional Officer for guidance. This limit should be treated as the
appropriation for the work and should not be exceeded without special
orders.

(c) Tagkavi Works.
(1) Provision of Funds.

269. 1t is not imperative, that the estimated cost of Takavi*Works
shall be deposited by the person or persons interested in the work, before
any expenditure is incurred on it, as, if the amount due is not received in
cash direct from them, it is recoverable through the Civil Depariment in
the same way as arrears of Land Revenue. Endeavour should, however,
be made lo effect direct and prompt recoveries of the probable cost of
Takavi Works, as recoveries through the Civil Department cause con-
siderable trouble and delay in adjustment.

(i1) Recovery through the Civil Department.

270. The following procedure is prescribed for effecting recoveries,
through the Civil Department, on account of the cost of individual Takavi
Works, not covered by cash deposits received direct from the cultivators
concerned : —

(¢) A certificate showing (1) the full name of the work, (2) the name
and address of the responsible cultivator or cultivators, (3) the
authority for undertaking the work, (4) the total expenditure
incurred, (5) the amount (with full particulars), if any,
recovered in cash and (G) the net amount still recoverable,
should be prepared, in duplicate, by the Divisional Officer, on
the completion of the work, and submitted to the Collector or
Deputy Commissioner of the Distriet concerned.

Nore.—The detailed rules for the recovery of the amounts paid on account
ot Lenn o Takavi Works are contained in the Manuul of the Principil Auditor.
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Section IV.—PusLic BuiLpings.

.27.1. "“The term ‘‘ Public Buildings ” as used in these rules applies to
buildings borne on the books of the Public Works Department and main-
tained from the appropriation for Public Works in chaige of Tublic

Works Officers.

(¢) Fiztures and Furniture.

272. Every public building should be provided with all necessary
fixtures, the periodical repair of these fixtures should be carried out by
the Public Works Department and charged to the repair estimate of the
building. All petty repairs of fixtures and replacement of broken glass
in doors and windows required in the intervals between the periodical
repairs should be carried out by the officer in occupation of the building
(see entry 4 in Appendix 3) and charged to his contingent accounts. The
Executive Engineer will not supply nor repair furniture, screens,
purdahs, or tatties, nor will he perform any.of the duties specified above
as devolving on the departmental officer in charge. Furniture for new
offices may, however, be supplied by the Executive Engineer, provided
the cost of such furniture is included in the estimates of the offices con-
cerned. This rule does not apply to the case of furniture of travellers’
rest houses, staging bungalows or circuit houses, the outlay on the
supply and repair of which will be treated as charges of the Civil Depart-
ment. In the case of Public Works inspection bungalows, the furniture
should be supplied and repaired at the cost of the Public Works Depart-
ment.

273. The administration of the furniture funds of the official
residences of the Governor including the upkeep of stock list and the
purchase, repair, and maintenance of furniture will be conducted by the
officer charged with these duties under rules issued by Government. The
Executive Engineer’s duty will be to satisfy himself that the furniture is
being properly maintained in good and serviceable order. It is important
that the furniture should not be allowed to deteriorate to an extent that
will give rise to large demands for renewals on changes of incumbents.

Note.—The detailed rules issued by Government for the administration of the
turniture funds of the officiul residences of H. E. the Governor may be found
i Appendix 11.

(1) Purchase and Sale of Government Buildings.

274. No building may be purchased for public purposes without the
orders of the local Government.

4
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275, TPermanent public buildings whatever be their book value, con-
structed from provincial funds may be sold or dismantled under the orders
of the local Government. The limits and conditions on which sale and
dismantlement may be conducted by subordinate authorities are regulated
by Delegation Orders.

Temporary buildings erected during the construction of work may,
under the sanction, previously obtained, of the Superintending Engincer,
be sold or dismantled on the completion of the work or when the purpose
for which they were erected has been served.

(viz) Hire of Office Accommodation.

276. (a) When no suitable Government building is available, private
buildings may be hired for public purposes, the rent being paid by the
public office or department occupying it. When the building is entirely
used for office accommodation the rent is wholly chargeable to Govern-
ment, while, when it is partly used for office purposes and partly for
residential purposes, the share of the rent payuble by Government will be
proportionate to the amount of {he main building set aside solely for office
use not exceeding half the rent of the house. Powers of authorities to
sanction office accommodation are given in the Delegation Orders.

(h) The Municipal tax assessed on the annual value of buildings, in
which oftice accommodation is provided, or on the land appertaining to
them, should be treated as separate from the rent. If itis the local rule
or custom for the tax to be chargeable to the owner, the tax for the entire
building will be paid by Government, otherwise the officer concerned
should pay the share of such tax corresponding with the share of the rent
payable by him and Government should be debited with the difference.

(i) Use of Government Buildings by Auwxiliary Force.

277. The following principles should be observed in dealing with
question regarding the conditions on which Auxiliary Force should be

allowed the use of buildings the property of the State : —

(?) If buildings are likely to be required again by the State, they
should be retained in provincial Public Works charge and
be repaired at the cost of Government, the Force being
charged rent for the accommodation. Any alterations or
additions required by the Yorce should be carried out at the
expense of the State, and considered in fixing the rent.

(i) When the buildings are no longer required by the local Gov-
ernment, and wheun there is no probability of letting them to
advantage, they may, with the approval of the local (fovern-
ment, be handed over altogether to the Auxiliary Force free
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of charge. The Force should then keep them in repair, and
may alter or adapt them as they think fit, the cost being met
from their own funds. The site would remain the property
of the State and a small ground rent may be charged.

{#ii) 1f the buildings should in any circumstances be resumed, the
local Government will compensate the Auxiliary Force for
any expenditure they might have incurred in alterations or
additions to the buildings, but not for outlay on repairs.

(tv) In the case of an Auxiliary orce ceasing to exist, buildings
handed over to them free of charge would revert to Govern-
ment.

(v) Register of Buildings.

278. Each Superintending Engineer will keep a register of all build-
ings in charge of the department within his circle, and each Executive
Engineer a similar register of all the buildings within his division. In
these registers the value of the land comprised in a property will be
shown separately {from the value of the building or buildings thereon, the
value of each separate structure being also shown separately. In the case
of a purchased property the price paid will be apportioned between the
various items comprising the property, e.g., land, main building,
servants’ quarters, compound wall, well, etc.

The capital value of any portion of the building which is abandoned or
dismaniled without replacement should be writien-off the total capital

value of the building.

(vi) Residences for Government Servants.

279. lesidences for public servants may be built or purchased by
Government,—
(#) when it is the recognised duty or established custom of Govern-
ment to do so,
(77) when it is necessary on public grounds for the officer to reside in,
or close to, the locality in which his duties are performed,
(7i7) when it is necessary to provide residences in parts of the country
where no civil station or cantonment cxists, and where a
lengthened term of residence would reuder camp agecommoda-
tion unsuitable, e.g., buildings along lines of roads or canals,
for the housing of officials employed on their (onstruction or

maintienance,
Wa
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(iv) when it is shown to the satisfaction of the local Government that
suitable house accommodation for officers whose appointments
are permanent in respect of locality is not available in the
vicinity or is available only under circumstances which will be
likely to place such officers in an undesirable position in rela-
tion to house proprietors.

280. 1. When itis more convenient or economical to do so buildings
may be leased with the sanction of Government instead of constructing or
purchasing a residence for a Government servant. The present and
future incumbents for which accommodation is provided should pay as

rent—
(a) the sum payable annually to the lessor,

() when repairs are executed by Government the estimated annual
charges for repair and maintenance,

(¢) in cases in which Government is liable to pay municipal taxes, the
amount of such taxes,

subject to the maximum of 10 per cent. of the pay and allowances of the
occupant. He shall also pay municipal taxes which by local rule or
custom are levied on the occupant, in addition to the rent payable to
Government.

II. Leases should ordinarily provide that the lessor will execute all
structural repairs before the building is cccupicd and will carry eut such
additions, alterations, and repairs as are necessary to render the building
habitable and suitable for the purpose for which it is required. In the
event of any addition or alteration to the building being made subsequent
to the signing of the lease at the request of the occupant and at Govern-
ment expense, the consent of the owner must first be obtained in writing
unless the work is considered by the local Government to be essential for
sanitary reasons, and the rent payable by the occupant will be increased
under the following rules:—

(¢) If the lessor agrees to take over the work done on the expiry
of the lease and to pay to Government the original cost of
that work, lcss an allowance for delerioration, which should
be fixed before the work is done, the occupant will be required
to pay the following additional charges:—

(a) 6 per cent. on the capital cost of the additional work;

(b) the percentage or amount fixed for deterioraticn;

{c) the annual estimated charges for maintenance and
repairs of the additional wark (if repairs are executed
by Government) ; or
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(1) If the landlord refuses to accept any liability for additicnal
work, the 1ent payable by the occupant will be increased
by a sum sufficient to cover during the period of the lease—

(a) the capital sum expended including interest at 6 per
cent.;

(b) the annual estimated charges for maintenance and
repails of the additional work.

Note.—The amount to be recovered monthly from the tenant should be fixed

when the work is completed and should be distributed equally throughout 4he
remaining period of tho lease.

In case (:) the capital cost will be held to be the total expenditure
less half the amount which will be 1ecovered on account of deteriora-
tion.

In case (12) interest will be calculated on half the amount of the
outlay.

I1I. Capital expenditure under sub-clause (i) or (1) of clause II
should not ordinarily be incurred as will raise the rent of the leased
building to an amount in excess of 10 pe:r cent. of the average pay and
allowances, if any, ot ithe cluss of official who will usually occupy the
building.

(vir) Rent Rules for Government Buildings used as Residence.

281, The incumbent, whether permanent or temporary, of an
appomntment for whose benefit a house has been construcied or pur-
chased o1 leased by (Goveinment will be held respousible for the pre-
scribed rent during his tenure of the appointment.

The local Government may sanclion exceptions to these rules in the
following cases :—

(a) When a Government servant is officiating in such a post but
is discharging the duties thereof in addition to those of his
substantive post and does not actually occupy the house.

(b) When a Government servant, in addition to the duties of such
a post, carries on those of another post which preclude him
from occupying the house.

(¢) When a Government servant has been promoted or {ransferred
to the post in the same station and it is not considered neces-
sary that he should change his residence.

(d) When an Indian officer succeeds to, or officiates in, a post the
residenee appertaining to which has been constructed to suit
the requirements of a Kurepean. This rule applies vice versa
1o the case of o Kuropean officer.
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(e) When a Government servant officiating in a post for a period
not exceceding 2 months is aclually prevented from occupy-
ing the house provided for him by circumsiances which the
local Government considers sufficient to warrant an excep-
tion.

Notr 1.<+The permanent incumbent may, during abgence onm leave or on duty
alsewhere,. be permitted by the Supcrintending Engineer to store at his risk, free

of rent, his furniture and other belongings in the residence, when hoth the
conditions specified below are fulfilled :—

() The temporary incumbent does not require the residence and is déxempted
irom the payment of the rent thercof; and

(11) arrangements cannot he made to lease the house during the absonce of
the permanont incumbent.

Notr 2.—In regard to the remission of rent for sanitary, watgr-supply ard
electrical installations in cases governed by this rule see Note to Rule
284.

282. The official residences may he sublet under the following condi-

tions :—

(7) the sublet should be to a temant approved hy the Superinten-
ding Engineer;

(i1) the officer will still remain personally responsible for the rent
and for any damage caused to the building bheyond fair
wear and tear;

(#41) Government will not recognise the sub-tenancy;

(7v) the rent to be charged hy the officer to his tenant should not,
excepl with the sanction of the local Government in special
circumsiances, exceed the rent paid by the officer to Govern-
ment;

() sub-tenancy should continue only for so long as the officer wh
makes the arrangement holds the appbintment for which the
official residence is provided.

(vuir) Sanitary, Water-supply and Electrical Installations in
Note - Government Buildings Occupied as Residences.

283. The provision of sanitary, water supply and electrical installa-
tions in Government buildings occupied as private residences may be

sanctionad by the lccal Government, previded—that—there—iseno—dowht
Mw—ﬁﬂmmﬂmm& Tan he” comtimewsly

284. Rent for sanitary, water-supply and electrical installatisT®
will be charged at a uniform rate of 8 per cent. per annum on the out-
lay incurred.

These charges are payable by tenants in addition to the rents for
the residences.

NoTe.—Any remission of the rent may for special reasons be sanctioned hy
the local Government.
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CHAPTER 10.

Loans and Advances.
Sanctions and Estimates.

285. Loans and advances met from the provincial loan account may
be sanctioned by the local Government, and provision should be made
in the budget estimates for all such loans and advances which can he
foreseen and which are not repayable within the year.

Interest.

286. DP’rovincial revenues are cradited with full amount of interest
1eceived oh these loans and advances and, if any sums lent prove irre-
ccverable, they must at once be charged to provincial revenues and
credited to the advance account.

Conditions of Repayment.

287. Loans and advances are usually granted to local bodies under
the following 1ules:—

(a) The term of loans may in very special cases extend to 30 years,
but ordinarily the advances should be repaid within as short
a period as possible.

(b) The ferm is tc be ealculated from the date on which the loan
is completely raised or declared by the local Government to
be closed.

(¢) Dates should be fixed for the payment of instalments,

(7Y Instalments paid hefore the due date will be taken entirely to
principal, unless, of course any interest for a preceding period
is overdue.

Note 1.—When a loan of public money 18 tnken in instnlments, the first half-
yearly repayments should not he demanded until ~ix months after the last
mstalment is taken; meanwhile simple interest only should be realised. But
should it appear that there is undue delay on the part ot the debtor in aking
the last instalment ot a lonn, the local Government may at any time declare the
loan closed, and order repayment of capital to begin.

Nore 2.—If in any case dates have been fixed for the payment of intoress,
or tor tho repayment of instalments of debts, then such repayments should nou
hegan until the second of the half-yoarly dates so fixed, after the loan has been
completely taken up, simple interest only being recovered on the first half-yearly
date niter the completion of the loan. Ior example, supposing a loan the interest
on which is rocoverable half-yearly to be completely taken up on 81st March and
the interest to be payable on 80th June and 81st December, the first half-yearly
instalment in repayment of principal will not be due until 31st Docembar follow-
ing. Bmmple intcrest only will be due on the intermediate 30th Juna.

Notr 3.—Notes 1 and 2 are applicable, mutatis mutandis, to loany the repay-
ments of which are made by other than half-ycarly instalments.
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288. When the repayment of an advance with interest is made
by fixed equal periodical instalments, punctual payment of the instal-
ments is indispensable, as otherwise the loan will not be discharged in
time.

Calculation of Intcrest.

289. A loan bears interest for the day of advance, but not for the
day of repayment. Interest for any shorter period than a complete half
year will be equal to—

Number of days

365 x yearly rate of interest

Defaults in Payment.

290. (a) In cases of any default in the payment of intercst upon
a loan of public money, or in the repayment of the principal, the
local Government should immediately take steps to remedy the default.

(b) The authority which sanctions a loan may, in so far as the law
allows, enfoice a penal rate of compound interest, upon all overdue
instalments of interest, or principal and interest. If a penal rate is
enforced it should not be less than 6 per cent. per annum.

291. Borrowers should be required to adhere strictly to the terms
settled for the loans made to them. Mcdification of these terms in their
favour can be made subsequently only for very special reasons.

Accuracy of Plus and Minus Memorandum.

292. If a Government servant desire to question the accuracy of
the plus and minus memorandum of loans and advances maintained at
the treasury in which transactions for each lcan are separately recorded,
he must address the Principal Auditor and induce him to correet it.
Every GGovernment servant should, therefore, see that the debits and
credits made to his account accurately correspond with those recorded
in his own registers and returns. Tf he is not the District Officer, he
shculd obtain from the Treasury a copy of the plus and minu¢ memo-
randum with which he is concerned. Special care should be taken
in paying recoveries into the treasury to show the amounts of interest
and of principal separately, so that they may be separately credited in
the treasury accounts, as the former must not and the latter must be
credited in the treasury plus and minus memorandum of loans and
advances.
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Revenue Department Returns.

293. (a) With every return of revenue advances made to the Revenue
Authorities a memorandum should be submitted setting forth the figures
of the treasury plus and munus account and agreeing them with the
figures of the return.

(b) The Principal Auditor will, at the close of every half-year's
accounts, send to the Board of Revenue (or other Chief Revenue Con-
trolling Authority) a return in such form as may be agreed on, showing
the figures that pass upon his books in respect of revenue advances.
The object of the statement is to enable the Brard of Revenue (or
the Chicf Revenue Authority) to check the reconciliation prescribed in
clause (a).

Irrecoverable Loans and Advances.

294. (tovernment or any subordinate authority to whom power has
been delegated can remit advances which are found to be iirecovérable.

295. In the case of revenue advances met from the provincial loan
account, the Revenue Authorities should, as soon as any such advance
is ascertained to be irrecoverable, cause the amount to be wiitten off the
acccunts and advise the Principal Auditor, in order that he may charge
off the amount as expenditure and direct its being written oft the treasury
plus and minwes memorandum. A separale record of such irrecoverable
advances should however be kept for eventual recovery, if possible, and
treated as revenue without affecting the plus and minus memorandum,

Periodical Review.

296. Government receives an annual report upon outstanding loans
fiom the responsible Audit Officer and reviews the same.
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CHAPTER 11.

Budget.

SECTION I.-—’I{ESPONSIBILITY FOR TIIE PRF‘.PARATION OF BUDGET
EsTiMaTES.

297. Under Rule 37 (g) (?) of the Devolution Rules the responsi-
bility for thé preparation of the statement of estimated revenue anl
expenditure which is laid before the legislature in each year as well as
any supplementary estimates or demands for extra grants lies with the
I'inance Department. The material on which such estimales are based
is obtained by that department from the departments concerned. The
I'rineipal Auditor is however responsible for rendering such assistance
in the preparation of the budget estimates as may be settled in consulta-
tion with the Finance Department and is hound to supply any informa-
tion in connecction with the budget estimates, which he is in a position
te furnish, and to offer any opinion or advice in connection therewith
which may be required by Government.

The heads of depariments and other subordinate authorities are
responsible for the submission of correct detailed estimates punctually
on the dates fixed by the Finance Department.

SecTioN I1.—PREPARATION AND SUBMISSION OF I)EPARTMENTAL
ESTIMATES.

298. A complete list of officers who are required to submit detailed
estimates; channels through which their estimates are submitted and
the dates fixed for submission of their estimates is given in Appendix 6.

As the time available for examination and consolidation of the esti-
mates is very limited, and delay in the submission of a single estimate
diglocates the wcrk seriously, punctuality in the submission of the
estimates should be carefully observed by all the departmental officers

concerned.
The Form of the Estimates.

299, The forms for the preparation of the estimates contain sepa-
rate columns to show—

(1) the detailed heads of estimates,

(2) actuals of the previous year under each detailed head,
(3) budget estimate.of the year current,

(4) revised estimate of the year current, and

(5) budget estimate of the ensuing year.
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300. The following insiructions should be observed in the prepara-
tion of the revised and budget estimates :—

(A) Revised Estimates (flcvenuc and Ezpenditure).

Departmental officers must keep themselves informed as to the pro-
gress of revenue and expenditure of the year under different budget
heads, as compared with the revenue and expenditure for the correspond-
ing period of the previous year and prepare as accurate a forecast
as it is possible {0 make at the time of preparing the budget estimates
for the ensuing year. Registers of demands and liabilities should be
maintained for the purpose so as to advise the I'inance Department of
the local (Government, from time to time, as to the amount of revenue
{hat is likely to be realised, or the amount of expenditure that is likely
to be incurred during the remaining months of the year current. The
I'inance Department will base their revised estimates on these figures
together with any other information that may be available. The func-
tion of the Principal Auditor in the matter would be te check the revised
estimates, and advise the Finance Department, if so required, with
reference to the actuals and any other information in his possession.

(B) Budget Estimates.
(I) Revenue.

Departmental officers are responsible for the preparation of the esti-
mates of revenue under the difterent hudget heads under their control,
and as accuraie a forecast, as it would he possible to make, should be
prepared from the register of demands maintained hy them as well as any
gutstandings, of previous years that are likely to be realised during

the ensuing year.

(IT) Expenditure.

The estimate of expenditure is divided into two parts:—

(1) The estimates for ordinary charges.

(2) Estimates for new expenditure.

(1) Estimates for ordinary expenditure should provide for:—

(a) Tixed charges, viz., pay of guzetted Government servants and
establishments, etec.
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(b) New charges, which have been finally sanctioned for introduc-
tion irn the ensuing year.

(¢) Fluctuating charges, such as travelling allowances, supplies
and services and contingencies:

(?) For fixed charges, the detailed estimates should show the full
amount of sanctioned scale, permanent or temporary, with
numbers and rates of pay for officers and establishments with
increments falling due during the year, in the case of pro-
gressive or time-scale pay, and any extra expenditure due to
officiating pay as far as can be foreseen. When savings are
anticipated due to absence or other causes, a lump deduction
should be made.

Note.—Fixed establishment should not be treated as fixed for all time.

They should be reviewed by heads of departments from time to time.

(i) The estimate for fluctuatling items, such as travelling allow-

ances, contingent charges and the like, should be based on

the actual expenditure cf the three years last past, which

should be separately noted in red ink in the estimates with

explanation for any allowance for increase or decrease in the
ensuing year. »

The estimate for non-contract contingent charges should be
checked by controlling oflicers when possible by comparison
with the expenditure on similar objects in other similar offices
under their control.

The estimate for contract coutingencies should be based on the
sanctioned amcunt of the contract grant together with any
unspent balance of the grant of the previous year, that may
be available for regrart during the ensuing year

(i27) Non-voted expenditure should be supported by a separate state-
ment giving the names and pay of the officers coming into
that class.’

(2v) The explanatory memorandum accompanying the estimates
should clearly explain the variations in the fizures and repi-
tition and omission of any special item.

(2) As regards new expenditure, no provision should be made in the
estimate until sanctioned by the I'inance Department. A schedule
should be furnished with the estimales showing any major items for
which proposal had been submitted to the Finance Department through
the administrative department concerned beforehand, and their accep-
tance was obtained, and any minor items for which no previous sanction
has been obtained but which the departmental officers consider necessary
to provide for.

Norg.—Items of expenditure under Rs. 100 per annum (racurring) and Rs. 1,000
(non-recurring) may be treated as minor items for the purpose of this rule.
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(1) The schedule will. be in two paris:—DPart I for recurring and
Part 1T for non-recurring expenditure. The form in the case of Part 1
will be as follows :—

Serial number of Cost during budget | Ultimato recurrin, X
ttor Naturo of itom. ye‘f. o'y g REMARKS,
1 2 3 4 5

The form in the case of Part II will be the same except that in
column 4 the heading will be *‘ Expenditure to be incurred in future
years.”

(%) In column 5 should lc given the references to the Gicvernment
order, if any, sanctioning the inclusion of items in the schedule.

(127) Expenditure relating to buildings or other Public Works pro-
jects should be dealt with in a separate schedule, but no project should
be entered until the estimate therefor has been finally sanctioned.

(v) In the case of expenditure which will be incurred in England
a note should be made in the remarks column.

The schedule of new expenditure must be submitted to the Finance
Department not later than the 15th September; supplementary schedules
may be sent not later than the 3lst October, if orders are received
accepting inclusion of a scheme in the schedule after that date.

301. The estimates should be prepared in triplicate, one copy of
which shculd be kept in the office of origin, and duplicate and triplicate
copies sent simultancously io the Principal Auditor and the Finance
Department respectively.

Estimates for Expenditure in England.
}

302. The charges incurred in England by the High Commissioner
on account of civil leave and deputation allowances, cost of stores pur-
chased in England and any other class of expenditure are treated as
English expenditure and estimated fcr separately; but the charges for
exchange and for freight paid in India as well as other expenses in
connection with these stores incurred at ports or elsewhere in India
are treated as Indian expenditure, and provision should be made in the
estimates of the department concerned.
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303, Estimating officers must send in their estimates and explana-
tory notes to the admimgptiative dqmﬂmont ceneerned by the end of
August for transmission to the IFinance Department b_y the 16th
Septlember,

SecTION ITI.—GRANT AND 1TS DISTRIBUTION.

304. After the grants have been voted Dy the legislature, a grant or
portion of a grant allotted to each major head of accounts tcgclher with
any sum sanctioned by Government for non-votable expenditure under
the same major head of accounts, is ccramunicaied by the Finance Depart-
ment to the departments concerned in the shape of lump sums, known
as primary units of appropriations, as shown in Appendix 7. The
department concerned then makes nirangements for distributing and
communicating the sanctioned funds among the controlling and disburs-
ing officers he Principal Auditor will 1ender such assistance in the
distributlion of grants as may be settled in each case.

305. The distribution of the grant is usually effected as under:—
(1) The whole or a part of the appropriation for a primary unit
within a grant may be placed at the disposal cf a controlling
or a disbursing officer, or {he primary unit may be broken
up into a number of sccondary units (cach of which will
cover eilher one or a number of detailed heads of account)
and the appropriaticn for any of these, wholly or in put,
may be placed at his dispusal.

(11) A controlling officer, at whose disposal an appropriation for a
primary or a secondary unit has been placed, may, cut of it,
allot funds for expenditure on a specific item, or on a group
of items.

Nore.—Any distribution of appropriation among specific items or group of

ttems which may ho made by a Disbursing Officer for purposes of his control over
the expenditure will not be recognised by the Principal Auditor and should not

be intimated to him.

(iii) The sum total of all appropriations made by any controlling
authority frem a unit should not exceed the amount of the
unit, or a portion thereof, placed at his disposal.

(2v) The appropriation for a unit can be increased or decieased only
by a formal order of reappropriation authorising a transfer
of funds from one unit to another (vide rules regarding
reappropriation).

308. An appropriation or a reappropriation within the grants of

a year can be authorised at any time before, but not after, the expiry
of the year,
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307. An appropriation is “irtended to cover all the charges, inelut-
g the labilities, if any, of past years, to be paid during the year'
or {0 be adjusted in the accounfs (fit. It is operative until the close
of the financial year. Any unspent balance lapses and is not available
for utilisation in the following year, hut the local Government will
ordinarily endeavour to include any anticipated lapse in the demand for
the tollowing year.

SEcTION TV.—PowERS 0¥ REAPPROPRIATION.

308 After grants have been voted by the Legislative Council : —

(a) The Finance Department can sanctioh any reappropriation
within a grant from one major, minor or subordinate head
to another.

() The' Member or Minister in charge of a department can sanc-
tion any reappropriation within a grant between heads
subordinate to a minor head which does not involve under-
taking a 1ecurring liability, provided tlrt a copy of any order
sanclioning such a reappropriation shall be  communicated
1o the Finance Department as soon as it is passed.

Different Kunds of Reappropriation.

309‘ The different kinds of reappropriations that may arise and
the authorities competent to sanction the reappromiations are detailed

helow :—
(1) From a voted to another voted-head within a grant—

(a) The Finance Department of Government can sanction
reappropriation from one major, minor or subordinate

head to auother.

(b) Members und Ministers can sanction reappropriation
between heads suberdinate to o minor head which
does not involve undertaking a recurring liability.

*(2) From a voted to another voted-head from one grant to another—
Supplenmentary grants should be voted by the lLegislative
Council in such cases, as no authority subordinate to it has
power to reappropriate.

() From one non-voted-head to another non-voted-head —Members
and Ministers may sanction reappropriation between non-
voted-heads pubordinate 10 a minor head. The Finance
Department should sanction any other formal reappropriation
that may be necessary from oue non-voted head to pnother.
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(4) From a non-voted-head to a voted-head.—No reappropriation 1s
admissible as the voted grant cannot be incieased.eacept by
the Iegislative Council.

() Fron ted to a non-votpd-head —iinance Department can
sanction & wfpropriation, if (lovernment can
anticipate any voted-head, or if there is an
actual surrender from the voted grants: v.m39Ll F

30184, vio2BeLE H30.2. N o7y

zpenditure not provided for.

310. Expenditure for which no provision has been made in the
budget estimate of the curient year should rarely, if ever, be incurred.

If on account of exgeptional reasons, expenditure, which is either
not provided for in the budget estimates of the current year or is in
excess of the budget provision, has to be incurred, and if the authority
incurring the expenditure is notl in a position, to find funds by reappro-
priation, application should be made for the provisicn of additional
funds, accompanied by a statement in Financial Rule Form No. 25 show-
ing how the expenditure is proposed to be met. When such an applica-
tion 1is sent the reasons for considering it indispensably necessary that
the outlay should be immediately incuired and not postponed to the
next financial year should be stated. Ii should also be explained why
the need for the expenditure was not foreseen in time for its inclusion
in the budget estimates. It should be borne in mind that excesses over
the grants voteﬂé)y the legislature require the sanction of that body.

A
SECTION V.—WATCLING OF ACTUALS.

311. It is an important function of a Departmental Controlling Officer
or a Disbursing Officer at whose disposal a grant is placed, to keep con-
stant watch over the progress of expendilure under different units of
appropriation separately for voted and non-voted items and to keep
a separate record of all liabilities. He should also keep himself informed
of such circumstances as may affect the progiess of expenditure, in
order to take early steps for obtaining supplementary giants, or
surrendering any probable savings, as may be necessary.

312, The responsibility of Departmental Controlling Officers cannot
possibly be exercised effectively unless they introduce a system, whereby

«they are in possession of the most up to date information as to the progress
of the expenditure incurred by the various Government servants subor-
dinate to them. They must not depend on the figures of the Audit Office,
a8 these figures must always be two months in arrcars and cannot include
items of expenditure which may have been passed for payvment, but not
paid, and that office cannot be in as goed a position as the Controlling
Officer to advise as to the possible future expenditure. The Kudit
Office may be asked to check their figures, but for the reasons indicated
above, should not ordinarily be asked to advise as to the probable
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expenditure during the year. For such information, Departmenfal
Controlling Officers must rely upon their own subordinate Government

servants, and ‘the records of pa#t expenditure which should be main-
tained in their offices.

SeEcTION VI.—APPLICATION FOR SANCTION TO EXPENDITURE.

313. In all applications for sauction to expenditure it should be
distinctly stated whether provision for the proposed charge has or has
not been made in the Budget Estimates of the year, and if it has not
been made, whether the funds can be found by reappropriation.

SECTION VII.—GENERAL RULES FOR PAYMENT AGAINST GRANTS.

314. The want of provision in the estimates does not operate to pre-
vent payment of any sums really due by Government nor the want of
sanction to prevent record of any actual payment. It is no economy to
postpone inevitable payments, and it is very important to ascertain,
liquidate and record the payment of all actual obligations at the earliest
possible date. It must be borne in mind that if an inevitable payment
is required to be made in the absence of funds, the error lies not in the

payment but in the entering into the liability to meet which the payment
is made.

315. No Government servant may, without previously obtaining an
extra appropriation, incur expenditure in excess'of the amount provided
for expenditure under the heads concerned, and when a Government
servant exceeds the annual appgopriation he may, under orders of Gov-
ernment, be responsible for the excess.

316. All charges incurred must be paid and drawn at once, and undeg
no circumstances may they be allowed to stand over to be paid from the
grant of another year. If possible, expenditure should be postponed till
the preparation of a new budget has given opportunity of making provi-
sion, and till the sanction of that budget has supplied means, but on no
account may charges be actually incurred in one year and thrown onm
the grant of another year.

317. No money should be withdrawn from the treasury unless it is
required for immediate payment. It is not permissible to draw advances
from the treasury either for the prosecution of works, the completion of,
which is likely to take a considerable time, or to prevent the lapse of
appropriations.

318, Expenditure can only be incurred on a work or other object,—

(?) if sanction of competent authority has been obtained, as required
by any statutory rules or by any orders, general or special,
issued thereunder by competent authority, e.g., the rules in
any authorised code,

8



102

(#3) if funds to cover the charge during the year have been provided
by competent authority, and
(#1%) if no breach of any of the canons of financial propriety is involved.

SecTioN VIII.—SPECiaL RULES FoR THE PuBLIC WORKS DEPARTMENT.

319. (a) In the case of charges against suspense accounts, any expen-
diture which is not expected to cause an excess over net provision for the
year, may be held to be covered thereby. See also Rule 323 (b).

(b) For payments chargeable to the account of other divisions,
departments or (Governments, or of non-Government works, and repay-
ments of deposits, a Divisional Officer does not require any &pecific
provision of funds within the appropriations for his own division. It‘s
sufficient to see that such payments are made only in accordance with the
rules.

320. No appropriation is needed for recovery of expenditure of the
following classes, as these items represent receipts and .not payments for
which grants are required : —

(7) Recoveries booked under the minor heads “ Recoveries of Kxpen-
diture, ” “ Recoveries on Revenue Account” and ‘ Receipts
and Recoveries on Capital Account.”

(iZ) Recoveries shown under any of the “ Deduct—Recoveries ” head
subordinate to the minor head “ Establishment .”

321. Any savings under the minor head ‘‘Loss or Gain by
Exchange,” due to their being a gain when loss was anticipated, or to the
amount of the gain being greater than was anticipated, are not available
for reappropriation as a gain represents receipts though bhooked as minus
expenditure in the accounts and additional receipts cannot be appropria-
ted towards additional expenditure without a supplementary grant.

Watching of Actuals tn the Public Works Department.

322, It will be found convenient, in practice, to adopt the plan imdi-
cated below for divisional offices (vide also Rule 311) : —

(a) The progress of expenditure on works or other items for which
there are specific appropriations, should be watched indivi-
dually month by month, through the Register of Works, Con-
tingent Register and other relevant accounts.

(%) In respect of works or items, lump sum appropriations for which
are placed at the Divisional Officer’s disposal, he will watch
the progress of expenditure against appropriations by the main-
tenance of a record (z) of the expenditure, in the form of a
progressive abstract showing, month by month, the up-to-date
expenditure of the year, and (i?) of the grants, in the form of
a register showing the appropriations and reappropriations
ordered from time to time.
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(c) In this review of expenditure, undischarged liabilities play an
important part and their effect on individual and lump sum
appropriations should, therefore, be watched.

1. Liabilities may be divided into four classes, (i) those outstanding in the
suspense accounts relaling to contractors and labourers, in the accounts
of works, (i1) those outstanding in any of the regular suspense accounts of the
division, (iii) outstanding debts adjustable by book transfer, and (iv) matured
claims of contractors, suppliers, etc., awaiting settlement, and all unmatured
claims, recurring or non-recurring, hikely to fall due for settlement before the
close of the year. Liabilities of class (ii) may affect not only the grants for
the minor head ‘ Suspense '’ of the major head under which the suspense account
concerned is classed, but also the grants for works and services falling under
the same and other major heads (sece also Rule 323).

(d) Anticipated credits (if any) which will ultimately be taken in
reduction of the expenditure chargeable against any indivi-
dual or lump sum appropriation should also be taken into
account.

(e) This review is of special importance in the last three or four
months of the year.

(f) If desired, this review may also be conducted collectively in rege
pect of each primary or secondary unit of appropriation, a
suitable register of appropriations being maintained for the
purpose (see clause (b) (i7) above). Such a review is of special
help in formulating proposals for reappropriation.

323. The following points shoull receive special attention:—

(a) The minus appropriation for the unit “ Deduct—English cost of
Stores ” is covered by an equivalent plus provision included
within the appropriation for the units for works and stores.
This additional provision under the latter units should be
reserved for the English charges on stores. Any savings likely
to accrue should be surrendered.

{t) The appropriations for suspense accounts provide for the net
increase or decrease during the year, that is, for the difference
betw®en the gross debits and the gross credits of the whole year.
They impose an obligation on the Divisional Officer so to regu-
late his transactions during the year as to work up to the anti-
cipated increase or decrease in the suspense balances. There
is a corresponding obligation on him to make, in the accounts
of the year, all the adjustments, recoveries or payments neces-
sitated by the actual transactions of the. year. This responsi-
bility is in respect of both the opening balances and the fresh
operations (debits and credits) of the year. Where the clear-
ance of any items is likely to cause any additional charges
against other units of apprapriation, the funds necessary to
meet the charges should be reserved under those units.

8a
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C’ Zasuﬁcdtwu of Charges.

324, Service payments on Government account are divided into thre
classes—Central, Provincial reserved and Provincial . 1r&n§jgmd -

Devolution Rules and Schedules attached thereto show how t
is made.

Powers of Sanction to Expenditure.

325. All the most important general rules on the subject of financial
powers in respect of provincial expenditure, exercised by the Secretary
of State, the Governor-General in Council, the local Government and
other authorities subordinate to the local Government, are contained in
the Book of Financial Powers of the local Government, which may be
reproduced in the Manuals of the Audit Officer for pur‘})oses of readv
reference. i

- Write-off of Losses.

826. (a) The irrecoverable value of stores or public money lost by
fraud or the negligence of the individuals or other causes, may be finally
written off by Government. Heads of departments or other subordinate
authorities have the power to write-off losses within specified limits (vide =
Delegation Orders) subject to the conditions (1) that the loss does not .
disclose a defect of system the amendment of which requires the orders
of Government and (2) that there has not been any serious negligence on

. the part of some individual Government servant or Government servants
which might possibly call for disciplinary action requiring the orders of
higher authority. ]
) (b) All sanctlom to wrlteq-o{f should be commumcated to the Prmclpnl

327. Government may waive the recovery of an amount placed under
ob;ectmn but it is open to the Principal Auditor to require that the action

_ taken in any case shall be reported as soon as possible to the Committee
~on Public Accounts. o

Communication of Sanction. e

328, Sanctioning authorities should communicate to thes
Dapartment cop1es of all orders sanctmnmg expendﬂmre. When

ki ok
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Audit Officer. It will, however, be open to such departinent to prescribe,
by general or special order, cases in which its consent may be presumed to
have been given, but a copy of any such order must be communicated to
thg dit Officer.

329. Sanctions accorded by Government to grant of land and aliena-
tion of land revenue other than those in which assignments of land
revenue are treated as cash payments should be communicated to Audit
Officer in a consolidated monthly return giving the details necessary

for enabling the Audit Office to audit the sanctions accorded.

Date of Effects of Sanction.

330. the case of sanctions accorded by the Secretary of State, the
Auditor Geweral has decided that, unless otherwise expressly ruled or
unless the co ry appears from the context, a sanction of the Secretary
of State takes eXect from the date of receipt of the orders by the Gavern-
ment of India, alN in the case of sanction of the local Government and
subordinate authori®es the sanction will have effect from the date of the
orders conveying them\, The general principle in all such cases should
be:—

Sanction to any given expenditure becomes operative as soon as funds
have been appropriakd to meet the expenditure and does not
become operative until Yunds have been so appropriated.

Sanction to recurring expenditwpe covering a specified term of years
becomes operative when funds™ge appropriated to meet the expen-
diture of the first year and remaihg in operation for each year of
the specified term subject to appropriation in such year.

stpl- Nk
Nl - M Lapse of Sanction.

331. A sanction for any fresh charge which has not been acted on for
a year must be held to have lapsed, unless it is specifically renewed with
necessary provisions in the budget estimates.

Norte.4This Article does not apply t¢c a case where an allowance sanctioned
for a post or a class of Government servants has not been drawn by a particular
incumbent of the post or a particular set of Government servants, nor does it

apply to additions made gradually from year to year to a permanent establishment
under a_ general scheme which has been sanctioned by proper authority.

MG e

332. The sanction to an estimate for a public work will originally
cease to operate after a period of 5 years from the date upon which it was
accorded, but the acceptance by competent authority of a budget estimate
which includes specific provision for expenditure upon a work which is in
progress may be regarded as reviving, for the year in which the provision
is made, the sanction to the estimate.

peczal Rule for the Public Works Department.
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CHAPTER 13.
Treasury Procedure.
Responsibility of the Collector.

333. (1) The Collector is personally responsible to Government for
the due accounting of all moneys received and disbursed, and for the safe
custody of cash, notes, stamps, securities and other Government property.

(2) He is bound to satisfy himself by periodical examination, at least
once in every quarter for deposits, once in every 6 months for cash, opium
and stock notes, and once a year for stamps, securities, bill and money
order forms—

(7) that the actual stock of cash, stamps and securities is kept under
joint lock and key, and corresponds with the book balance, that
the treasurer does not hold a sum larger than is necessary for
the convenient transaction of the Government bhusiness, and
that this sum together with the value of stamps in his sole cus-
tody, is not larger than the security given by him,

(#7) that the stock of bills and similar forms which are intended for
use in monetary transactions are carefully kept under lock and
key by the Treasury Officer and periodically tallied with the
nominal balance of such forms on the stock books, and

(i77) that the sub-treasury balances are verified once a month by a
gazetted Government servant, if possible by a covenanted Gov-
ernment servant, besides verifying the balances himself during
his tour.

(3) He should satisfy himself that the deposit registers are kept up
according to rules and that all necessary entries are made and initialied
without fail at the time of the transaction.

(4) He should, when assuming or making over charge of a district, see
that the stock of cash, stamps, etc., is thoroughly verified, and that- the
certificate of taking over charge, in which state of the cash, stamps and
opium balances should be shown, is invariably despatched to the Principal
Auditor on the same day that the transfer takes place.

(5) He should send, under his signature or with his approval, all replies
to important communications from the Principal Auditor. Although he
may manage his treasury by a Deputy, he must not treat his treasury as a
separate and independent office. He should not address the Treasury
Officer officially, or forward the Treasury Officer’s explanation instead of
his own, in reply to question or enquiries touching his treasury work.

(6) Unless unable to perform the duty from physical inability or from
absence on tour, he is required to sign the periodical accounts. IIe is also
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required to see that implicit obedience is given to the instructions issued
from the Audit Office, and to send immediate notice to the Principal Audi-
tor of any embezzlement in a office or treasury. This notice must be
supplemented, as soon as possible, afterwards, by a detailed report after
personal enquiry into the case.

(7Y He should remember that, when an irregularity of any kind
is brought to his notice by the Principal Auditor, nothing but a report
on his own knowledge, after personal investigation, can be considered
satisfactory. It is not enough for him to pass on the explanation of a
subordinate.

Responsibility of the T'reasury Officer.

334. Appointment of very junior officers to the charge of treasuries is
objectionable, but if in a temporary emergency such an appointment is
made, the departure from the strict rule should be reported to the Prin-
cipal Auditor, and reasons for it should be explained to that officer.

335. (1) As the Collector’s delegate and representative, the Treasury
Officer is responsible to the Collector primarily for the right discharge of
his duties. Just as Government holds the Collector responsible in the first
instance and expects from him such general supervision, as is incumbent
upon an officer entrusted with collection of the revenues and the payments
of Government’s dues, so will the Collector look to the Treasury Officer for
observance of all prescribed treasury rules and strict attention to all details
of the daily routine of the treasury work. The Treasury Officer is respon-
sible to the Collector for the working of the treasury and for the condugd
of the subordinate treasury officials, and he must have carefully prepared
rules for the guidance in every branch of his duties. This rule applies also
to the officer in charge of a subdivisional treasury.

() The Treasury Officer is held personally responsible for all sums of
money disbursed by him in a public capacity without authority. For
the custody of the cash balance he is jointly responsible with the Treasurer.

(3) The Treasury Officer has no general authority to deal with demands
presented at a treasury, his authority to make payments being strictly
limited by the provisions of the Treasury Orders 16 to 24.

(4) The Treasury Officer may not undertake correspondence for a Gov-
ernment servant making a claim to any special allowance but will request
him to address the Principal Auditor either direct or through his official
superior.

(5) The Treasury Officer should similarly attend to all objections and
orders communicated to him or through him by the Principal Auditor, by
letters, audit memoranda or periodical objections, and return the objection
statements or audit memoranda within a fortnight, or send letters explain-
ing the cause of delay.
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(6) When the Principal Auditor disallows a payment as unauthorised,
the Treasury Officer must not only recover the amounts disallowed without
listening to any objection or protest, but also refuse to make further pay-
ment in future till the Principal Auditor authorises the payment to be
resumed. That no warning slip has been received by the Government
servant retrenched, or that, being received, it has been answered, are facts
with which the Treasury Officer has no concern.

Note 1.—If a Government servant, from whom a recovery is ordered, has
meantime been transferred to another district, the Treasury officer should without
delay, pass on the order of recovery to the other treasury.

Note 2.—Recoveries are not ordinarily made at a rate exceeding one-third cf
pay, unless the officer affected has, in receiving or taking the exeess, acted contrary
to orders or without due justification.

fﬂ&' 3-Mots 9.—A register should be maintained at the treasury for recording all
retrenchments ordered by the Audit Office It should contain columns specifying
the name and office of the person from whom the recovery is to be effected, the
nature and amount of the overpayment, and the method by which the overpay-
ment has been adjusted.

Norte §—If concidered desirable, the recovery of a sum retrenched from a
pay bill need only he made from the next payx bill, and of a sum retrenched from
a travelling allowance hill, from the next payment of travelling allowances; but
retrenchments of travelling allowances must be recovered in cash or from pay bill
when the officer concerned does nnt, within a month, present a travelling allywance
claim from which they can be recovered,

Receipt of Money n the Treasury.

336. When mony has been paid into a treasury, the Treasury Officer
should not sign a duplicate memorandum, or a copy thereof, on the allega-

tion that the original has been lost (vide also Rule 31).

Cheques and Receipt Books.

337. Cheque books for use on tieasuries and the Imperial Bank of
India (head office or branches) are issued by the Treasury Officer to draw-
ing officers concerned. Stocks of books required for this purpose will be
kept by the Treasury Officer, supplies being obtained annually from the
Principal Auditor. Cheque books should on receipt be examined care-
fully and the number of forms of each book should be counted. Similarly,
they should be examined again when isrued to Disbursing Officers, and
care should be taken to see that they are acknowledged by the latter
promptly.

Nore.--This rule also applies to departmental Receipt Buoks (Financial Rnles
Form No. 1) required for iscue to officers of the Public Works Department.
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Cash Chests and Valuables of other Departments.

338. (a) No funds of other departments may be received ir the
Treasury for safe custody and kept out of accounts or be received at all
except under ordinary rules. (Vide Rule 8.)

(b) For special reasons, the Collector may direct the cash chests of
other departments to be lodged it the treasury for safe custody. When
the cash chests are so lodged, the fact should be reported for the informa-
tion of the Principal Auditor, and a register in appropriate form should
be kept in the treasury in which the receipt and return of the cash chests
‘should be duly acknowledged. The key or keys of the chests must not Le
kept by the treasury. [Vide Rule 9 (a).]

(c) Bullion, jewellery and other valuables such as promissory notes,
security deposits, duplivate keys, etc., coming into the hands of Govern-
ment servants in their official capacity, may be received in the treasury
for safe custody at the discretion of the Collector. [Vide Rule 9 ().}

Letter of Credit.

339. A letter of credit is only an authority to honour drafts, and pay-
ment can only be made on cheques or drafts drawn against it. It shows
the maximum amount ‘he Treasury Officer has authority to pay, or the
officer credited has authority to ask for. Any further payment made is at
the Treasury Officer’s risk. He should therefore carefully record the pro-
gressive total of the payment that there may not be any risk of over-
payment.

340. Letters of credit lapse at the close of the financial year in which
they were issued. When a letter of credit lapses at the close of the finan-
cial year, a cheque drawn before, but paid after, the end of the year, will
be taken against the letter of credit of the year in which it was drawn. If
this causes overdrawal of the credit, the excess will be treated as an over-
drawal, and the attention of the authorities concerned should be drawn to
the irregularity.

Sub-Treasury Accounts.

341. Payments due from district treasuries are generally made at
Sub-Treasuries on cash orders issued by the District Treasury. Cash
orders outstanding for more than three months should be held as lapsed
and the payment stopped, the charges represented by them being can-
celled. A statement of lapsed cash orders should be submitted to the
Principal Auditor with monthly Cash Accounts for necessary adjust-
ment. If payment is subsequently claimed, the claimant should forward
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the lapsed cash order to the Treasury Officer who will arrange for the
payment, a note being made against the original entry concerned to
prevent a second payment.

Exception.—As an exception to this rule, the following classes of bills may
be paid at a sub-treasury without authority of the District Treasury,” but the
payment of these bills should not, except under special arrangements and on
particular occasions, be allowed at the District Treasury also :—

(1) Pay and travelling ellowanoe billa and bills for service postage stamps
of offices permanently stationed at a subdivision.

(2) Contingent bills of the Public Works Department.
(3) Grant-in-aid bills passed by the Circle Inspectors of Schools.
(4) Bcholarship bills passed by the Circle Inspectors of Schools.

(5) Cheques drawn by Public Works, Telegraph and Forest Depurthlents who
havo been authorised to draw on the sub-ireasury.

(6) Cheques drawn by Local Bodies banking with the sub-treasury.
(7) Remittance Transfer Receipts and Supply Bills issued on a sub-treasury.

(8) Repayments of Revenue, Crmminal and Civil Courts deposits received at
the subdivision.

(9) Refunds of criminal fines and Income Taxes.

(10) Pension bills of Pensioners authorised to take payment at sub-treasuries.
(11) Remuneration bills of copyists.

(12) Bills for loans under Agriculture and Land Improvement Loans Act.
(13) Bills preaudited by the Principal Auditor.

U&’Mk Closing for the Day.

342, 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. He should also be careful to sign the
Treasurer’s balance sheet on the evening of the day itself to which it
refers, but the signature and comparison of the Accountant’s books need
not be made till the following morning unless the office is to be closed
{or two or more days. The Accountant’s balance sheet must not be signed
-until it has been carefully agreed with the Treasurer’s.

1. The intention of the above rule is that ordinarily the Treasurer’s balance
sheet should be compared and agreed with that of the Accountant before closiag
the treasury for the day and it is only when pressure of work renders this impos-
sible that the comparison may be postponed till the following morning. When
this is necessitated tho cortificate over the Treasury Officer’s signature at foot
-of the Treasurer’s balance 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 it must be hefore closing for the day.
An additional certificate will then be added and signed by the Treasury Officer
on the following morning, viz., ‘‘ agreed with the Accountant’s danily balance
sheet.” For the 3lst March and first few days of April, it will ba necessary
for the Accountant to prepare a separate rough balance:'shest on each of these
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days for comparison with that of the Treasurer’s, as the completion of the Accouns-
ant’s balance sheet for the 3lst March has to await the receipt of the Sub-
Treasury accounts.

2. In the Accountant’s balance sheet there 18 not one figure which the Treasury
Officer has not ample means of verifying: the opening entries agree with closing
ones of the preceding day; the receipt and charge are taken from the cash book;
the amount shown as sub-treasury balance can be ascertained in a few moments
trom the daily sheets of sub-treasuries, and any change made since the previous
day in the amount under remittance within the district must be supported by an
entry 1n the sub-treasury sheets, or in the Treasurer's Cash Book. The balance in
the district treasury is shown in the Treasurer’s balance sheet; and in that part
of it which is under joint locks no change can be made without the active inter-
vention of the Treasury Officer himself.

Returns to the Principal- Auditor.

343. The Collector must despatch punctually his first and second lists
of payments with schedules and vouchers, and the cash account with
schedules and papers complete. The returns due for despatch on a holiday
may be sent one day (but not more than one day) late. Any avoidable
delay on the part of the Collector will be visited with severe displeasure
and treated as a treasury irregularity.

Returns of Forms supplied to the Public Works Department.

344. The Treasury Officer should send a statement every quarter to
each Divisional Officer giving the numbers and dates of all Public Works
Cheque Books and Receipt Books issued on requisition received from him
and from each of his Subdivisional Officers.

Notzces.

345. Notice should be posted up conspicuously in the office, of the
hour at which the treasury closes for receipts and payment 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.

Note.—If any local law require that the Treasury on any day be kept open
till a named hour, the accounts cannot, of course, be closed till after that time,
but should then be closed and agreed in the usual manner beiore any one leavas
office.

346. The Treasury Officer should see that the notices which he is
required to exhibit, under standing orders or other instructions received
from time to time, such as those regarding the encashment of currency
notes, the supply of small silver coin, nickel and copper, are exhibited
conspicuously in places where the public enters freely and that no favour-
itism is shown in the conveniences which the treasury can offer.
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CHAPTER 14.

Treasuries Banking With Branch lmperial Bank of India.
Receipts of Public Officers.

347. Any monthly comparison of the receipts in the Branch Imperial
Bank between the Departmental and Treasury Officers will be certified
by the Treasury Officer.

Civil Charges.

348. All charges for pay of gazetted Officers and Establishment and
contingent expenses of officers of the Civil Establishment, that is, Judicial,
Revenue, Medical, Education, Police, etc., will be presented to the Collec-
tor in the first instance for examination. The Collector, if he approves
and passes the charge, will enface on the bill an order to pay a specified
amount, which order will be recorded in a register of payment orders
issued, and will be numbered, dated and signed. The bill will then be
returned to the presenter to be taken to the Bank for payment in accord-
ance with the Collector’s order.

349. At provincial capitals civil charges may be drawn on cheques
issued by the Principal Auditor in favour of the payee.

Departmental Payments.

350, Officers of the Forest Department draw funds by cheques
against the drawing Accounts of the Divieional Forest Officers opened
with the Branch Bank.

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

(b) Bills will be cashed by the Agent only on payment orders endorsed
thereon by the Collector.

(c) In respect of cheques no letters of credit will be issued by the
Principal Auditor, but an officer in charge of Public Works Division may
regulate the drawings of his Subdivisional Officers by letter of credit
issued by himself.

(d) Letters of credit issued by officers in charge of Divisions may be
acted on without further authority, the Agent observing the prescribed
limitations. Cheques not covered by letters of credit will be cashed with-
out any limitations if otherwise in order, in the same way as preaudit
cheques issued by the Principal Auditor.
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Refunds.

352. Refunds of revenue, fines, etc., will be made by the Bank on
bills bearing a payment order signed by the Collector.

Discount on Sale of Postage and other Stamps.

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

Interest on Public Debt.

354. Government Promissory Notes for Provincial debts, on which
interest may be due will be presented to the Collector of the district.who
having made the necessary examination and record under the rules in the
Government Securities Manual will give the holder an order on the Bank
in the following form : —

Pay t0..cveverenereeeeniernennnns fetierecirannasans Rupees......covveenenn
being interest for half-year..........coeveviviiiiiiiiianes. 8
per cent, dUe.....ocvvrtieeaneenennennnsennonansaans a---0n Government Promissory
Note Noweeeieoesnnnnannnnns e for Rupeef....oocvvesees

Collector.

Currency of Payment Orders.

355. Payment orders are 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, uutil revalidated by the Collector.
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[T. 0. 1—3,

PART I1I.

The Treasury orders and the Subsidiary Rules made
thereunder, '

[N I —*“T.0.” indicates *“ The Treasury Orders ’’ and 8. R.” indicrtes the
¢ Suhsidiury Rules ”’ framed by the local Government under each Treasury
Order.]

Section 1.—Short title and date of effect.

T. 0. 1. These orders may be called the Treasury Orders,

and2they shall come into force with effect from the 1st March
1922.

Section 11.—Definitions.

T. 0. 2. In these orders:—

(¢) The Bank means the Imperial Bank of India or any
branch of the Imperial Bank of India.

(b) Collector means the chief officer in charge of the
revenue administration of a district.

(¢) Principal Auditor is used in the sense in which it is
defined in the rules made under section 96D of the
Government of India Act.

(@) Treasury includes a sub-treasury.

(6) Treasury Officer means the officer in immediate
executive charge of a treasury.

Section 111.—Location of moneys standing in the
public account.

T. 0. 3. Moneys standing in the public account must be
either retained in a treasury or deposited in the Bank. The
conditions under which they are deposited in the Bank are
governed by the terms of the agreement of the Secretary of

State in Counci] with the Bank. .
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Section 1V.—General system of Treasury control.

T. 0.4. Unless in any case the Governor in Council, with
the concurrence of the Auditor-General, otherwise direct, there
shall be in every district a treasury under the charge of a
Treasury Officer. If moneys standing in the public account
are, in any district, not deposited in the Bank, the treasury
of that district shall be divided into two departments: that
of the accounts, under the charge of an accountant, and that
of the cash, under the charge of a treasurer.

T. 0. 5. In any treasury in which a Government servant
of the Indian Audit Department has not been appointed, as
such, to be Treasury Officer, the following orders will apply :—

T. 0. 5. (a) The treasury shall be in the general charge
of the Collector, who may entrust the immediate executive con-
trol to a Treasury Officer subordinate to him but may not
divest himself of administrative control. He shall be respon-
sible for the proper observance of these orders and for the
punctual submission of all returns required from the treasury
by the Governor-General in Council.

8. R. 1. The responsibilities of the Collector and the Treasury
Officer in respect of the treasury business are detailed in Rules 333 to 335
of the Bengal Financial Rules.

8. R. 2. The responsibility for the proper management and working
of the district treasuries rests entirely with the local Revenue officers
acting under the orders of the Provincial Government and no portion
of this responsibility should be imposed on the Principal Auditor. The
system of inspection of treasuries by officers of the Accounts Depart-
ment has been substituted for inspections previously carried out by
Commissioners or other supervising officers, and is not intended to relieve
the District Officers of their responsibilities in the matter of manage-
ment and inspections.

T.0.5. (b) The duty of verifying and certifying the
monthly cash balance, if any, in the treasury, and of submit-
ting monthly accounts in such form or forms and after such
verification as the Auditor-General may prescribe, shall be
undertaken by the Collector or by such other officer as the
Governor in Council may specify. It must be performed by
the Collector in person at least once in every period of six
months.

8. R. 3. The detailed rules for the monthly verfication of the
ireasury cash balance and the procedurc for such verification are
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contained in Articles 19 and 20 of the Resource Manual. The responsi-
bility of the Collector in respect of this verification is also laid down

in Rule 333 () of the Bengal Financial Rules.

8. R. 4 The following supplementary rules may be useful. They
are of general character, and do not exhaust the means of detailed
check which a Collector’s experience may lead him to have recourse
to, in the discharge of his personal responsibility.

Verification should primarily be directed towards three main points: —

I. That the treasure which the treasury is stated to contain is what
it should contain.

II. That the treasury contains all the treasure which it is stated to
contain.

ITI. That the treasury does not contain any treasure which it should
not contain. It is not sufficient merely io see that the amount
shown by the Treasurer in his account is produced as there is
thus no guarantee that he is not keeping money out of account

which has been received into the treasury and may still be
there.

(1) The processes advised in respect of direction I, are the checking
of the correctness of the Accountant’s balance sheet and its comparison
with the Treasurer’s balance sheet. The Accountant’s balance sheet
shows the balance which the treasury should contain. This balance sheet
is checked by the Treasury Officer with the cash book and subsidiary
registers, etc., in detail every day and it is not expected that the Collector
should repeat those checks at thé time of the monthly verification. He
should, however, generally satisfy himself as to its correctness before
comparing it with the Treasurer’s balance sheet and specially see—

(¢) That the several sub-treasury balances included in the Account-
ant’s balance sheet agree with the sub-treasury balance
sheets for the last day of the month, the accounts of which
have been incorporated in those of the District Treasury,
as certified to, by the Subdivisional Officers.

(it) That remittances within the district, shown as in transit, in
the Accountant’s balance shéet, have been duly advised by
telegram, and that satisfactory explanation is forthcoming
as to their non-inclusion in the Treasurer’s cash book or
the sub-treasury daily sheets concerned. Remittances are
required to be credited in the Treasurer’s cash book,
immediately on receipt.

(i) Having thus satisfied himself as to the general correctness

of the Accountant’s balance sheet, the Collector should
compare the balance as brought out therein with that shown

Da
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in the Treasurer’s balance sheet for the corresponding day,
discrepancies, if any, being reconciled or corrected and other
suitable action taken. Me should then record the result of
this comparison in the Accountant’s balance sheet over his
dated signature.

(2) The next step is the verification of the treasure with the detailed
distribution, as shown in the Treasurer’s balance sheet, as corrected,
-where necessary, in the manner indicated below : —

() The entire contents of each receptacle should be taken out,
examined and counted as required by Article 20 of the
Resource Manual and in accordance with such other orders
as the local Government or the Divisional Commissioner may
have issued. The result should be recorded by the Collector
under his dated initials in the memorandum of conients kept
in each receptacle. Each receptacle should be locked in the
presence of the Collector as soon as its contents have been
verified by him and before another receptacle is opened.

(%) When the contents of all receptacles have been verified the
Collector should see that the total amounts, thus verified,
agree with the corresponding entyies in the Treasurer’s
balance sheet, and record the result of the comparison over
his dated signature in' the Treasurer’s halance sheet. Any
excess or deficiency which cannot be reconciled should be
reported to the Principal Auditor and the Deputy Controller
of the Currency on the same day.

(i7i) Having ascertained that the treasury contains all that it should
contain, the Collector should satisfy himself that the
treasury “contains no treasure which it should not contain. For
this purpose, he should personally and carefully inspect every.
receptacle in the strong room and in the single lock room,
where one exists, even if reported to be empty. A note to
this effect should be recorded on the back of the Treasurer’s
balance sheet for the day. Should any unaccounted for
treasure be detected, the Collector should immediately insti-
tute an enquiry and report the result to the Principal Auditor
forthwith. The Collector should also take steps to ensure
that there is no possibility of treasure being introduced into
or taken out of the strong room or of being moved from one
receptacle to another while the verification is in progress.

T. 0.5. (c¢) A change of incumbent of the office of Collector
shall at once be reported to the Principal Auditor concerned by
the incoming Collector, who shall certify to the Principal
Auditor the amount of the cash balance, if' any, which he has
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taken over. The certificate shall be submitted in such form and
after such verification as the Auditor-General may prescribe.

8. R. 5. The form of the charge report in use is given below : —
To
Tar PRINCIPAL AUDITOR,

We have the honour to report that we have respectively made over
and received charge of.................. Treasury on the............ noon of

the....cocovvvennnn.. On the reverse are entered the details of the balance in
the treasury on this date.

The cash balance of the treasury amounts to Rs................ and that
of the currency chest amounts to Rs

...................

(Vide Treasury Order Form No. 13.) Relieved Officer.
Relieving Officer.

T.0.6. In any treasury in which a Government servant of
the Indian Audit Department has been appointed, as such, to
be Treasury Officer, the duties of the Collector in relation to the
custody of moneys in the treasury shall be such as the Governor

in Council, with the concurrence of tht Governor-General in
Council, may specify.

Section V.—Payment of Government moneys into
the public accounts.

T. 0.7. Except as provided in order 8, all moneys received
by Government servants in their official capacity, other than
moneys withdrawn from the public account under the provisions
of section VIII below, shall without undue delay be paid in full
into a treasury or into the Bank and shall be included in the
general balances of Government. Departmental receipts shall
not be appropriated to meet departmental expenditure except
with the sanction of the Governor-General in Council.

S. R. 6. No money should be unnecessarily allowed to pass through
the hands of the Nazirs of Disiriet and Subdivisional Courts. Direct
payments into the treasury hy the persons from whom the money is
receivable should be insisted on, and direct payments made whenever
this is possible.

8. R. 7. Whenever, in exceptional cases, this course cannot be
followed, the Nazir may receive the money, but he should at once enter
it in his cash book and pay all the realisations daily, at the close of
business, into the local treasury, accompanied by chalan showing how
ihe amount is {o be credited in the trensury accounts.
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8. R. 8. In the following cases relaxation has been made by the
Governor-General in Council for appropriation of the departmental
receipts to meet departmental expenditure : —

(a) Receipts in the Civil, Revenue and Criminal courts on account
of services of summonses, diet money of witnesses, ete.

(&) Fees received by Government servants, appointed Notaries Public
under Act XXVI of 1881 for defraying legal expenses
incurred by them in the discharge of their duties as such.

Cash receipts of the Public Works Department for current
works expenditure and in very exceptional cases for disburse
ment of pay and travelling allowance where this course has
been authorised by the P’rincipal Auditor, with a view to
prevent any abnormal delays in payment.

Receipts of the Forest Department for meeting immediate local
expenditure.

T. 0. 8. In certain exceptional cases, Government servants
may be permitted to open a separate account with a bank and to
pay into it, moneys received by them in their official capacity.
The conditions on which such permission may be given are
detailed below:—

The following are the rules which govern the opening by a
Government servant of a separate account with a bank for the
deposit of moneys received by him in his official capacity:—

(I) A Governor or a Lieutenant-Governor may permit
his Private or Military Secretary to open an
account for the deposit of funds un(zar the personal
control of the Governor or Lieutenant-Governor.

(II) A Secretary to a Government may open an account in
his own name, provided that he records a written
order stating the nature of the moneys to be kept
in the account and sends a copy of that order to
the Principal Auditor concerned.

(I1I) Accounts may be opened without restriction by the
following classes of Government servant :—
An Administrator-General.
An Official Trustee, Assignee or Receiver.
A Sheriff.

The Solicitors to the Government of India and
of Madras.

An Accountant-General of a High Court or the
Account Officer of a High Court on the
Original Side.
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(IV) Except as provided in rules (I) to (III), no Govern-

ment servant may open an account with a bank for
the deposit of moneys received in his official
capacity without the previous sanction of a Princi-
pal Auditor The following conditions govern
the grant of such sanction :—

(2) Permission may be given in all cases in which the
moneys, although received by a Government
servant in his official capacity, do not form part
of general revenues.

(b) Permission may not be given in the following cases :—

() Where the moneys in question have been
withdrawn from the public account, or
are received in order to be paid into the
public account, either as revenue or as a
deposit.

(77) Where the moneys form part of a balance
of an account submitted for audit to the
Indian Audit Department, or the receipts
or outgoings represent transactions of
which the Government servant concerned
is bound to submit an account to the
Indian Audit Department.

(?77) Where the moneys must, under any law or
any order of Government or a Court of
Justice, be deposited with, or held in
trust by, any Government servant in his
official capacity.

(iv) Where the moneys have been advanced to a
Government servant for contingent
expenditure or to a civil officer for public
works expenditure.

(¢) In cases not covered by clauses () and (b) of this rule,
permission should not be given except upon some
definite ground of convenience to the public ser-
vice. The personal convenience of the Government
servant concerned does not constitute such a
ground.

(V) All accounts opened under these rules must be opened
with a branch of the Imperial Bapk of India,
where such a branch is available.

ay-be opened with-any
Wprovided that the Government servant
opening it remains personally responsible for the
moneys as though they were in his personal
custody.
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T. 0. 9. (2) The procedure to be adopted by Government

servants in paying into treasuries moneys derived from sources
of provincial revenue and by treasuries in receiving such moneys
and granting receipts for them shall be such as may be specified
by the Governor in Council, with the concurrence of the Auditor-
General.

I.—DEPARTMENTAL OFFICERS.

8. R. 9. Any person paying money into a Government treasury will
present with it a memorandum (chalan), which will show distinctly the
nature of the payment and the person or officer on whose account it is
made and will thus contain all the information necessary for the prepara-
tion of the receipt to be given in exchange. Receipts for sums less
than Rs. 500 do not require the signature of the Treasury Officer, but
only of the Accountant and the Treasurer except receipts for cash and
cheques (other than pre-audit cheques issued by the Principal Auditor)
paid for service stamps, which should always be signed by the Treasury
Officer.

8. R. 10. Printed forms of chalan should be supplied by the
treasury which may with advantiage be bi-lingual. They should he
presented in duplicate; one copy will bie returned to the tenderer duly
signed as a receipt and the other retained in the treasury for record.

S. R. 11. A Public Works Officer who has frequently to make remit-
tances, will keep a book (Treasury Order Form No. 14) in which he
will enter all his remittances to the treasury. This book should accom-
pany the cash and the chalan to be receipted by the treasury.

8. R. 12. Duplicate chalans are not required when remittances aro
made to a treasury for obtaining Remittunce Transfer Receipts and Sub-
Treasury Cash Orders; or when such remittances are accompanied by
Remittance and Pass Books in which the Treasury Officer is required
to acknowledge the receipt of the remittance.

S. R. 13. A Treasury Officer will receive Forest Revenue—

(1) when paid in by a Forest Officer; or,
(2) when the chalan is countersigned by a Forest Officer; or

(3) when the Treasury Officer is speciaully authorized to receive 1t. In such
cases a copy of the chalan will be forwarded by the Treasury Officer
direct to the Divisional KForest Officer in order that the revenue may
be brought to account in the books of the Jatter.

8. R. 14. Remittances by Iorcst Officers may be in cash or partly
in cash and partly by cheque, or wholly by a cheque drawn against
the drawing account, the amount paid in cash and the amount remitted
by cheque being shown separately in the chalan or remittance note.
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8. R. 15. If a Public Works Officer sends a cheque as a remittance
to the treasury, the cheque should be drawn in his own favour and

endorsed by himself with the word ‘ Received payment by transfer
credit to the Public Works Department.”

8. R. 16. Iemittances made to local head offices of the Tmperial
Bank of India of cheques paid in as I'ublic Works receipt should be
cntered in the remittance book, but iu the place for the treasury receipt
should be entered ‘“ By Bank Cheques ” and the book need not be sent
with the remitlance, provided that the cheques are always endorsed
us prescribed in the preceding rule.

1I.—TREASURIES.

8. R. 17. The memorandumn with which money is presented to be
paid in will be handed first to the Accountant (treasury clerk) or other
ofticer, who is in charge of the Accounts of the Department concerned,
who, if it is in order in all respects, will sign it. Next, the person
making the payment will present it with the cash to the Treasurer, who
will count and test the money, enter the amount in his own book, and
sign the slip, which will again be taken to the Accountant for entry
in his cash book and for the preparation of a formal receipt for his
own or the Treasury Officer’s signature. Such a receipt only will be
a proper acquittance. If the memorandum is in duplicate one copy
may be made use of for the receipt given by the treasury.

Note 1.—If a cheque on a bank is accepted in pavment of Government dues
under the rules, the receipt for the actual cheque only should be given, but the
formal receipt for payment should not be issued until the cheque has been
cleared. (Vide Rule 4 of the Bengal Iinancial Raules.)

NoTE 2.—All receipt chalans should, in addition tc the signature prescribed
by the above rule bo impressed with the treasury seal.

Note 3.—The amounts of chalans shouid be written both in figures and words.

8. R. 18. Receipts for sums less than Rs. 500 do not require the
Treasury Officor’s signalure. All 1eceipts will, however, be signed by
the Accountant; and as those for sums received by transfer in account
will not be signed by the Treasurer, the District Officer will, by an
office order, designate the person who shall attac the second signature
in the case of sums under Rs. 500.

S. R. 19. The Public Works, and some other departments, send a
remitlance book with their paymenis to the treasury and in it the
{reasmry receipt should be given.

The usual memorandum (or chalan) is required, in addition to the
remittance book, for use in the treasury.

Nore.—All entrics in remittance and Pass books of the Public Works, Postal
and other departments with which money is received in the treasury <hould, in
addition to tho aignature prescribed, he impressed with the treasury seal.
Sush attestation will however not be necessary, if a copy of the chalan is
returned to the remitting offftor properly signed, and stamped with treasury seal.
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S. R. 20. When slips in duplicate are tendered with cash the
Accountant may initial both, and receiving both back sigued from the
Treasurer may complete his signature on one and return it as a receipt
to the person who makes the payment first obtaining, in the case of
sums of Ils. 500 and upwards, the signature of the Treasury Officer.

8. R. 21. Cash should not be received from officers of Government
for supplies of service stamps which should be made only under the
Bengal Financial Rule 87 (I). Nor should any receipts be granted for
such supplies except when payment is made therefor by a cheque drawn
by an officer of the indenting department and not by a pre-audit
cheque issued by the Principal Auditor; see also Bengal Financial
Rule 87 (IT). A receipt should, however, be issued when service stamps
are sold for cash to the public under Board’s Stamp Manual. When-
ever a receipt is granted it should be on a printed form filled up by
the clerks of the treasury and should always be signed by the Treasury
Officer, whatever the amount may be. The sale of service stamps to
officers of Local Funds or to Government officers in capacities connected
with such funds, is prohibited, vide Civil Account Code, Article 221.

8. R. 22. The Public Works Department has also a special printed
form of indent for service postage stamps (Treasury Order Form No. 15),
for use when the value of stamps is paid by cheque. This form should
be recorded in the treasury and not signed by the Treasury Officer as
a receipt.

8. R. 23. All fees tendered by candidates for examination will be
received at the treasury. A single receipt only is to be given, fhat is,
a duplicate may on no account be issued.

8. R. 24. Torest revenue collected at outlying stations may be
remitted to treasuries by means of money orders. In such cases no
duplicate chalan is tendered at the treasury, but the money received
from the post office is credited without any chalan. The acknowledg-
ment with the coupon of the money order is forwarded by 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. '

T. 0. 9. (b) The procedure to be adopted by Government
servants in paying into treasuries moneys not derived from
sources of provincial revenue and by treasuries in receiving such
moneys and granting receipts for them shall be such as may be
specified by the Governor-General in Council.

8. R, '25. The rules contained in Volume I of the Civil Account
Code describe primarily the procedure specified by the Governor-General
in Council which should be followed by Government servants paying
into treasuries moneys not derived from souftes of provineial revenue
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and by treasuiies in receiving such moneys and granting receipts for
them. (Vide Introductory Notes introduced by correction ship No. 154,
dated 1st April 1923, to C. A. C., Volume I.)

T. 0. 9. (¢) The procedure to be adopted by Government
servants in paying moneys into the Bank and by the Bank in
receiving such moneys and granting receipts for them shall be
such as may be specified by the Governor-General in Council.

8. R. 26, The rules contained in Articles 302 to 308 of Volume I
of the Civil Account Code, describe primarily the procedure specified by
the Governor-General in Council, which should be followed by Govern-
ment servants in paying moneys into any branch of the Imperial Bank
of India and by the Bank in 1eceiving such moneys and gianting receipts
for them. (Vide Introductory Notes introduced by correction slip
No. 154, dated 1st April 1923 to C.A.C. Vol. I.)

Section VI.—Custody of moneys standing in the
public account.

~ T.0.10. (a) The procedure for the safe custody of moneys
in a treasury shall be such as the Governor 1n Council, with the
concurrence of the Governor-General in Council, may specify.

8. R. 27. Detailed 1ules for the safe custody of moneys in a treasury
are contained in Chapter 11 of the Resonice Manual.

T. 0. 10. (b) The Bank is responsible for the safe custody

of Government moneys deposited in the Bank.

Section VII.—Transfer of moneys standing in the public
account.

T. 0. 11. The transfer of Government moneys from one
treasury to another, and between the currency chest balance
and treasury balance of a treasury and between a treasury and
the Bank shall be governed by such instructions as the Con-
troller of the Currency may issue in this behalf. It shall not
be subject to the orders in section VIII below.

8. R. 28. Detailed rules for the transfer of (Government moneys
(1) from one treasury to another, (2) between the currency chests balance
and treasury balance of a treasury, and (3) between a treasuiy and the
branch of the Imperial Bank of India, are contained in ‘‘ Chapter VI—
Remittance of the Resource Manual,’” which should be followed.
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Section VI1l.—Withdrawal of moneys from the public
account,

DEFINITION.

T. 0. 12. In this section withdrawal means the with-
drawal of funds from the public account for expenditure on
provincial subjects. The procedure to be adopted by Govern-
ment servants in withdrawing funds from the public account
for expenditure on central subjects shall be such as may be
specified by the Governor-General in Council.

8. R. 29. The rules to be followed by Governmernt servants in with-
drawing funds from the public account for expenditure on central sub-
jects under the administrative control of the Provincial Government
are contained in Volume T of the Civil Account Code. (Vide Tntroduc-
tory Notes introduced by correction slip No. 154, dated 1st April 1923.)-

GENERAL RULE.

T. 0.13. Unless in any case the Governor in Council, with
the concurrence of the Auditor-General, otherwise direct, moneys
may not be withdrawn from the public account without the
written permission of the Treasury Officer or of a Government
servant. of the Indian Audit Department authorised in this

behalf by the Auditor-General.

PowER OF A PRINCIPAL AUDITOR.

T. 0. 14. A Principal Auditor may, subject to the general
control of the Auditor-General, permit withdrawal for any

purpose.

INsSTRUCTIONS TO TREASURY OFFICERS.

T. 0. 15. (a) A Treasury Officer may permit withdrawal
for the following purposes :—
(?) To pay sums due by Government to the drawing officer.

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

(1) other Govermmnent servants, or
(2) private parties.
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(%) To enable the drawing officer to supply funds to
another Government servant from which to meet
similar claims.

(iv) To pay direct from the treasury sums due by Govern-
ment to a private party.

8. R. 30. Instances of different cases of withdrawals are given
below ; —

(1) (a) For pay of gazetted Government servants (Chapter 4, Bengal
Financial Rules).
(b) Yor pay of establishment (Chapter 5, Bengal Financial
Rules).

(¢) For travelling allowance of gazetted Government servants
and Establishment (Subsidiary Rules 44 and 54 under
Treasury Order 16).

(d) For contingencies (Chapter 6, Bengal Financial Rules).

(¢) For miscellaneous charges (Chapter 7, Bengal Financial
Rules).

() For stores (Chapter 8, Bengal Financial Rules).
(¢) For works (Chapter 9, Bengal Financial Rules).

(1) (1) Payment by cheques against letters of credits issued in
favour of Government servants of the Departments other
than Civil (vnide Rule 339, Bengal Financial Rules).

(2) Payment of contractor’s bills, ete. (vide Rules in Chapters 8

and 9, Bengal ¥inancial Rules).

(12) Payment to a Subdivisional Officer of the Public Works Depari-
ment at a different tieasury from that with which the Divi-
sional Officer himself banks (vide Subsidiary Rule 93,
Treasury Order 16).

(tv) Payment to a person not in (Government service (vide Subsi-
diary Rule 82*under Treasury Order 16).

T. 0. 15. (b) Unless in any case it be otherwise expressly
ordered by a Principal Auditor, a Treasury Officer shall not
permit withdrawal for any purpose not specified in clause (¢) of
this order.

8. R. 31. If a demand of any kind is presented at a treasury which
is not covered by the provision of these treasury orders, or is mnot
covered by a special order received from the Principal Auditor, the
duty of the Treasury Officer is to decline payment for want of author-
ity. IIe has no authority to act under an order issued by Government
sanctioning a payment, unless it is an express order to him to make the
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payment; and even such special orders should, in the absence of
urgency, be sent through the Principal Auditor.

Nore.—This rule docs not authorise the Treasury Officer to refuse payment of
bills which do not comply with the piovisions of certain rules, e¢.g , that sanction
to certain charge should be quoted on the bills (vide Subsidiary Rule 35(h),
Treasury Order 16), that the Budget appropriation with the progress of espendi-
ture should be noted on the coutingent bills, when tlo omisrion to comply with
these provisions is due to the fact that the necessary ranction has not been
received, or the budget appropriation has not been communicated The respon-
sibility for incurring such charges rests with the drawing officer, and the Treasurv
Officer is not empowered to refuse the payment of such bills on the ground that
the requirements of the rules have not been complied with.

T. 0. 16. Except as provided in orders 23 and 24 below, a
Treasury Officer shall not permit withdrawal for any purpose
unless the claim for withdrawal is presented by such person and
in such form, and has been satisfactorily submitted by the
Treasury Officer to such checks, as the Governor in Council, with
the concurrence of the Auditor-General, may specify.

T.- GOVERNMENT SERVANTS AUTHORISED TO DRAW BILLS.

8. R.32. The Government servants who can draw bills, the purposes
for which and the conditions under which the bills may be drawn, are

shown in T. 0. Appendix No. 1.

11.—O¥FICERS WTO DRAW MONEY BY CIIEQUES.

S. R. 33. Government servants of the IPublic Works Department
and Forest Department (including Government servants of other depart-
ments who are authorised to incur expenditure against the grants of
these departments as specified in rules 84, 87 and 88).

III. GENERAL RuULEs.

S. R. 34. Any person having & claim against Government will
present his voucher, duly receipted and stamped, at the treasury. Unless
specially provided for no bills may be paid at a treasury without being
first submitted 1o, and payment directed by, the Treasury Ofhicer.

1. When the payee sends a messenger to receive payment on a
voucher, the signature of the messenger or hLis thumb impression, if
illiterate, should be taken on the voucher, as a proof that the messen-
ger actually received the money on behalf of the payee.

2. When any kind of bill is prepared in duplicate or triplicate only
one copy should be signed or countersigned in full, the other copy or
copies being initialled. If the prevous audit of the Principal Auditor
is required only the original copy should be sent to that authority.
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PAyMENT AT SUB-TREASURIES AND IMPERIAL BANKS. v

4. At places where Government treasury business is conducted by
the Imperial Bank of India, all payments with certain exceptions are
made at the Bank. Cheques are presented direct at the Bank, but
. other vouchers or bills should first be presented at the treasury except
= in Calcutta, where such vouchers are for the most part submitted to the
" Principal Auditor for pre-audit, and are paid, unless there is a special
- request for cash payment or the sum payable does not exceed Rs. 20,

by cheques upon the Bank issued by the Principal Auditor in favour of

5. Payments which have to be made at sub-treasuries may be
“arranged for by obtaining cash orders issued by the district treasury.
. The issue of cash orders between places, at which there are offices of
. the Tmperial Bank of India has been discontinued, and the Imperial
¢ Bank issues a demand draft in lieu of the cash order.

! 6. When sub-treasuries have been permitted to cash certain classes
~ of bills without reference to the Sadar Treasury Officer, the payment
of such bills should not, except under special arrangements and on
partlcular occasions, be allowed at the district treasury also. \

Nore.—Exceptions to Rule 341, Bengal Financial Rules, show the different ;
classes of bills which can be paid at sub-treasucies without authority from the
Dmﬁnct Treasury Officer. .

(GIVING STAMPS FOR RECEIPTS.

7 (1) Receipts for all sums exceeding Rs. 20 must be st:ampe’d
. the following are exempt from stamp duty :—

(a) Reéeipts given by or on behalf of Government.
o b) Receipts on cheques\qlﬁaiwmm »
e 4

(c) Beaelpts given by a Railway or an Inland Steamer Company
~ for payments made to it on account of freight and fares and
~ for incidental charges such as loading, unloading, dehvery,
&'&mge, haulage, wharfage, demurrage, etc.
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(d) Receipts for payment of money without consideration, such
as receipts for grants-in-aid lls and for fees paid to Barris-
ters-at-law, and scholarships.

(e¢) Receipts for advances made by Government under the Agricul-
turists Loans Act, 1884 (Act XII of 1884).

(f) Receipts granted for adjustments between Provineial and local
Iunds.

(g) Receipts for payments of free grants made by Government from
provincial revenues to Municipalities, District Boards and
other local bodies for objects of the nature noted helow:

() Augmenting the resources of the local bodies.

(/) Establishing an equilibrium between receipts and
expenditure.

(227) Contribution towards the maintenance or equip-
ment of schools and hospitals.

(1v) Contributions towards improvement of roads or
water-supply.

(v) Contributions towards gratuitous relief in famine-
stricken areas.

(h) All other grants for educational, charitable and religious
purposes.

(1) Receipts granted by or on bhehalf of Co-operative Socicties
registered under Act X of 1904.

(7) Receipts granted by the Gauhati Shillong Motor Transport Co.,
Ltd., for freight and fares.

(2y-All cheques irrespective of their amounts are liable to stamp
duty, but theques drawn by Govermment servants on Government
accounts, Remitf{iwee Transfer Receints and Supply Bills are exempt
from stamp duty.

Nore.—Cheques drawn by all nment servants and local bodies (viz.,
Personal Ledg,er cheques, District Doar ues, liocal Fund chegues) anless

cxempted by the provision of section 3 of the 1p Act, are required to bo
stamped.
The cheques liable to stamp duty have been endorsed withngne anna receipt

stamps. These cheque books are supplied by the Controller of Staipa.gn indents
from Treasury Officers, and issued to local bodies on their paying the valuc of
stamps as well as the cost of forms.
See also the list of exemptions in Schedule I of the Stamp Act.
8. The following documents do not come under any of the exemp-
tions mentioned above, but are chargeable with the stamp duty under
the general rules:—

(a)L‘ ipls/ (other than receipts mentioned in sub-
rule 7 (ZI) (c¢) above drawn by a Railway Company, in-
cluding a Company to which a State Railway has been leased
or by a Municipality.

Note.—This rule applies also to receipts drawn fot claims the adjustment of
which may be made through account current.
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(b) 3 i signed by a (tovernment servant as Chair-
man of a Munici;)\ality.

(¢) }'\etmes-aumipt%lrawn on account of Cantonment and other

Local Funds.
(d) Receipts for ordnances taken by Government servants.
(e) Receipts on Acquittance Rolls of Establishments.

9. When a loan is given as a whole to the whole body of borrowers
it will be sufficient to affix a single one-anna stam) thereon. When the
loan is divided by the Depuly Collector and a certain portion is assigned
to each of the loanees, then in every instance when such portion
exceeds Rs. 20, a one-anna stamp is required.

8. R. 35. The following general instructions regarding the pre-
paration and form of vouchers should also be observed :—

(a) Printed forms of vouchers in English should be adopted as
much as possible; but when from any circumstance, a
vernacular voucher is unavoidably necessary, a bi-lingual
form should be used. A specimen which will serve as a
general guide is Civil Account Code Form 27 for deposit
vouchers, and may be obtained from the Principal Auditor.

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

(¢) All vouchers must be filled in and signed in ink. Tha
amount of each voucher should, as far as whole rupees are
concerned, be written in words as well as in figures. The
amount of annas and pies may always, however, be written
in figures after the words stating the number of rupees, but
in case of there being no annas or pies the word * only ”’
should be inserled after the number of whole rupees and
care should be taken {0’'hase no space for interpolation as in
the following examples: 2 Rupees tweniy-six ouly,
‘“ Rupees twenty-five, 4—11.”

(d) All corrections and alterations in the total of a voucher should
be attested by the dated initials of the person signing the
receipt as many times as such corrections and alterations are
made; any corrections or alterations in the orders of pay-
ment must be attested in the same way by the Treasury
Officer. No dacument bearing an erasure can be accepted,
and payment of such vouchers should be refused by the
Treasury Officer and a fresh voucher called for.

10
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(¢) Charges against {wo major heads should not be included in
one voucher, but the Tieasury Officer will not take excep-
tion to a voucher on this ground unless the itemy require
different action from him, such as entry in different 1egis-
ters. This order dves not apply to the allowances of an
officer, or of an establishment, us in such cases the whole of
his allowances, even if belonging to two or moie major heads
ot account, should be diawn on a single bill it they are chairge-
able whelly to central or provineial revenues.

(/) Unless the local Government has expressly authoised it in
the case of any specified office, no payment may be made on
a voucher o1 order signed by a clerk instead of by the head
of an office, although in the absence of the latter the clerk
may be in the habit of signing letters for him. Nor may
any moneys be paid on a voucher or order signed with a
rubber or facsimile stamp. When the signature on a voucher
is given by a mark or seal or thumb impression, it should
be attested by some known person. Vernacular signatures
must always be transliterated.

Note.—The head of an office may authorise any gazetted Government
servant serving under him to sign a bill or order for him, communicating tho
name and the specimen signaturo of the Government servant to the troasury.
This will not, however, relieve the head of the office in any way of his responsi-
bility for the accuracy of tho bills or for the disposal of the money received
in payment.

Note 2.—The tollowing Government servants are authorised to sign certain
bills for the Government servants noted against cach:—

(i) The Supcrintendents of the Dacca, Chinsurah (Hooghly), and Rajshahi
Farms, the Rangpur Cattle Farm, and tlie Burirhat (Rangpur) Farm
‘“for”’ the Deputy Directors of Agriculture, their own pay bills and
those of tho farm subordinates on the uniderstanding that the i1esponsi-
bility will continue with the Deputy Directors.

(11) The Head Masters of the Agricultural Vernacular Schools at Dacen
and Chinsura ¢ for '’ the Deputy Director of Agriculfure, their own
pay bills and those of their respective subordinate school stafis on
the understanding that the responsibility for any irregularity will
continue with the Deputy Directors.

(1) All District Agricultural Officers ‘¢ for '’ the Dcputy Director of Agri-

culture their own pay bills and those of their subordinates including
the Demonstrators on thé understanding that the respounsibility will

continue with the Deputy Director.

{wv) The District Inspectors of Schools at Jalpaiguri, Comilla and Dacca for
the Assistant Tnspectresses of Schools respectively at Jalpaiguri,
Comilla and Dacca during their absence on leave.

{g) Bl royuiring previous countersignature should be returned
wupaid if presented without such countersignature.
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(h) When bills are presented on account of chaiges incuired under
any special orders, the orders sanctioning the charge should
be quoted. Copies of sanctions accompanying a bill must
be duly certified by a responsible officer, not by a clerk.

(1) The authority under which deductions are made in a bill should
be quoted.

(4) Dates of puyment should when possible be noted by the payces
in their acknowledgments in sub-voucheis, acquitiance-rclls,
etc. 1f, for any 1eascn, such as illiteracy or the presentation
of 1eceipts in anticipation of payment, it is not possible for
the dates of payment to be noted by the payees, the dates of
actual payment should be noted by disbursing officers on the
documents under their initials, either separately for each
payment o1 by groups as may be found convenient.

(k) In cases in which the endorsement on a bill is unauthorised,
incomplete, or otherwise irregular, the Treasury Officer
should 1efuse panyment of the bill and return it to the per-
son who presents it with a memorandum explaining why pay-

\ , ment is refused.

(11¥n regpect of the transactions of the Provincial Government pies
xahtr “te-emitted from all bills for pay and allowances, pen-
sions and ti1avelling allo ~All individual items in such
bills should be calcuated to the nearest™wnug_ (fractions below
half an anna being omitted, and half an anna orexgp being
reckoned as one anua), except as specified below :—

(a) In the case of emoluments fixed by statute, the pay-
ment may be to the next higher anna.

(b) In the case of pies occuiring in life insurance premia
under the I’ostal Life Insuwiance scheme and in
subscriptions to Uncovenanted Pension Funds such
as the Bengal and Madras Service Family Pen-
sion IFund, the Bombay and the Bengal Uncovenan-
ted Service Family Pension TFunds which are
deducted fiom pay bills, the total sum of
twelve months is bound to be an  even
sum of annas, and every subscriber should be asked
to pay to the nearest anna eleven months in the
vear, the necessary adjustment being made in the
last month, ¢.g., a man who has to pay Rs. 3-5-7
per month may pay Rs. 3-6-0 per month for eleven
months and Rs. 3-1-0 in the twelfth month.

(¢) As i1egards recoveries of amounts under objection or
of advances, the instalments need not be exactly
equal and the recoveries should be so fixed as to he
always in annas, the last instalment being adjusted
ps necossary, e.g., o motor car advance of

10 o
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Rs. 5,000 to be repaid in 36 instalments, should be
recovered as follows:—36 instulments  of
Rs. 138-14-0 and a last instalment of the balance
Rs. 139-6-0.

Note.—These 1nstructions are intended primarily for bills end vonchers pay-
able at treasuries but, as far as possible, they should also be observed in preperirg
vouchers for payment made departmentally (vide Rules 28 to 26, Bengal Financial

( l%ules)

3 R. 36. Erasures and over-writings in vouchers or bills are
ubsolutely forbidden ; if any correction be necessary, the incorrect entry
should be cancelled neatly in red ink, and the correct entry inserted.
FKach such correction, or any interpolation deemed necessary should bhe
authenticated by the head of the office setting his dated initials against
each.

IV.—CHEQUES.

8. R. 37. Cheques should he drawn on forms in cheque books sup-
plied by the Treasury Officers to the disbursing officers authorised to
diaw moneys from the treasuries with which they aie placed in account.

Before a gheque book is brought into use, all the cheque forms
in it should be marked by a distinguishing letter. Cheques drawn
by a disbursing officer on any treacury should be distinguished by a
different letter from those drawn by himself or other disbursing officers
of the division on that or any other treasury.

8. R. 38. All cheques should have written across them in words at
right angles to the type, a sum a little in excess of that for which they
are granted; thus ‘ under thirty rupees ” will mean that the cheque is
for a sum not less than Rs. 20, but less than Rs. 30; and similarly
““ under eight hundred rupees ” will mean that .t is for less than Rs. 800,
but not less than Rs. 700. No abbieviation such as ‘‘ eleven hundred
for ‘“ one thousand one hundred ” should be used. The amount should
be written in the manner prescribed tor vouchers in Rule 4 (c). In
drawing or cashing a cheque, it should be remembered that a common
form of fraud consists in altering the word one into four by prefixing
an f and changing the ¢ into an 7, the figure being easily altered to
correspond. The word twenty, if writlen carelessly, has also sometimes
been changed into seventy. The drawer of a cheque in which these words
occur should therefore so write as to make the fraud impossible and
the treasury should examine the woids and corresponding figures with
special care.

Note 1.—The cross entry 18 not necessary 1f the amount in words is type perforated
by a special cheque writing machine.

Norr 2.—All cheques should be wrntten in Calcutta Stationery Office Registration
ink obtainable from the Controller of Stationery and Printing.

Note 3 —Ruloe 36(d) apphes mutatis mutandis to cortections and alterations in

cheques.
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8. R. 39. (a) Every cheque in favour of a Government servant must
be made payable to order only; but when the payee is not in Govein-
ment employ, the drawer may, at his request, make the cheque payable
to bearer. Treasury Officers will therefore cash cheques payable to‘‘ A,
B, or bearer,” except when A, B, is a Government servant. If a cheque
payable to a person not in Government employ or payable to such person
““or order ” is presented, ithe Treasurv Officer may decline to pay it,
if he is unable to satisfy himself of thc identity of the payee, and of
the completeness of the chain of ecndoisements by which the payee is
the holder of the cheque.

() Ordinarily a cheque is not cashed by the Treasury Officer unless
it is receipted by the payee himself o1 other person in whose favour
it 18 regularly endorsed for payment. In special cases, when the head
of an office is unable himself to reccipi cheques payable to his order,
owing to his being absent on tour or for other causes, and when he
considers that strict compliance with the ordinary rule would cause
inconvenience, he may specially authorise in writing a subordinate
gazetted Government servant to endorse for him cheques drawn in his
fuvour by his official designation.

1. Where sub-treasuries are in charge of Indian officials not
acquainted with English, bi-lingual cheques should be used, and if
these cheques are not used, the paying officer is responsible for calling
attention to this rule.

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

V.—GAZETTED (ROVERNMENT SERVANTS.

8. R. 40. For the fixed allowances of a gazetted Government servant
bills in Treasury Order Form No. 1 should be used in which the whole of
the fixed allowances claimable by a Government servant in respect of
the same post should be set forth. A Government servant who draws
an additional allowance for a separate office need not present a separate
bill for it unless it is chargeable to a Local Fund or to sources other than
general revenues.

1. If us permitted by Rule 51(b) of the Bengal Financial Rules, a Govern-
ment servant proceeding on transfer does not draw the emoluments up to the
date of transfer before he proceeds on transfer, emolurments for the whole month
may be drawn in the new appointment, the allocation of the charge to the old
and new appointment being clenrly <pecified on the bill.

Notg.—In the case of gazetted Government servants whnse last-pay certificates
are prepared by Treasury Officers, the responsibility for showing the correct
allocation 1n bills rests with the Government servants themselves.
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8. R. 41. 1f delays occur in the issue of letters from the Audit
Office notifying alterations in the rate of pay, especially i¥ the change
is made near the end of a month, or if the change takes effect {1om a
date which cannot immediately be ascertained, and cannot be fixed by a
certificate of transfer of charge appended to the bill, officers should either
draw their bills at the old rate or send their bills for pre-audit to the
Principal Auditor, if they do not first receive his letter of authority.
(See also Treasury Order 21.)

8. R. 42. The pay of Sub-Registrars, Sub-Assistant Suigcons,
Inspectors of Excise and Salt and Inspectors of Police belonging to
establishments limited and fixed with reference to the requircments of
the whole province, who are not ranked as gazetted Government servanis '
but whose pay varies according to grade, should be drawn separately,
in the form provided for gazetted Government gervants, instead of
being' included in the pay bill of their office establishment.

8. R. 43. A Government servant who is newly appointed to =
permanent post should attach to his first pay bill the health certificate
1equired under I'undamental Rule 10.

S. R. 44. The farm of hill for travelling allowance of a gazetted
Gtovernment servant depends upon the rules under which it is due. Ior
mileage, halting *allowance, or daily rate. Tieasury Oider Form No. 2
should be used as setting forth in a convenient form the mnecessary
details. When a circuitous route is taken, the reason for travelling
along that route should he stated on the bill. When a Government
servant is entitled to diaw actual expenses they should, in the absence
of orders to the contrary, be set forth in detail.

VI.—ESTABLISIIMENTS.

S. R. 45. For the purposes ot the preparation of hills, parts of
an establishment under the same officer, which are charged under differ-
ent major heads, are to be regarded as distinct establishments—e.g.,
u District Officer’s Excise establishment is to be treated as distinct and
soparate from his Land Revenue establishment.

8. R. 46. In the bills presented at the treasury, the establish-
ments should be distributed into sections as given in Treasury Order
Appendix T and fixed by the local Government in consulation with the
Principal Auditor.

8. R. 47. DPay bills should be prepared in Treasury Order Foim
No. 3, separately for permanent and temporary establishments. Against
each post should he shown (except in cases referred to in Rule 2 below)
the names of both the substantive and officiating incumbents and
against each temporary post should also be noted the sanction thereto.

In the fiist money column should be shown the full amount of pay
claimed, and in the second money column the full amount of leave salary
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claimed, whether drawn o1 not. In the third column should be noted
the officiating pay, the amount claimed and held over for future payment,
being noted in red ink in the appropriaie money columns 1, 2 or 3 as
the case may be. When pay is drawn for a portion of a month only,
the rate at which it is drawn, and the number of Mays for which it is
-claimed should ba marked oft in it, and the total of each section will he
eniered in red ink.

1. The pay of establishments referred to in Exeeption to Bengal Financial
Rule 84, which is treated as n contingent charge should not be inclnded in pay
nlls.

2. The names of all servants in inforior service and all assistant Sub-
Tnspectors, of Police, Head Constables and Constables, and of IForest Cuards may
be omitted from the pay bills, provided that a certificate in the following form
1s endorsed ou the bills : —

Certified that all officers whose names are omitted fiom, but whose pay }as

been drawn in this lill have actually been entertained during the monih,

Norg.—The disbursement certificate should be given in the main establishment
bill, it is unnecessary to repeat it in the supplementary bills.

8. The claims of Government servants, whose names aro omitted from the
bhills under Rule 2 should not be lumped together and entered as a single item
in the bille. Tho bills in such cases should show separately the numbers on differ-
ent rates of pay, or with different designations.

4. In the case of Puhlic Works Department estahlishment Wlls, drawing
officers are responsible that (1) the name of the circle of superintendence and
(2) the major héad and other particulars necessary for determining the accounts
classification are recorded on each bill.

Note.—The cost ot any special establishment for acquisition of land entertainel
under orders of Government by a civil officer acting as a Public Works dishurser
is chargeable as the cost of the works concerned and not as general establish-
ment charges.

6. The rule under Subsidiary Rule 40 regarding the drawal of emoluments
in cases of transfer and the allocations of the charge applies also to non-gasetted
Government servants. In their case the last-pay certificate should give ail the
necessn1y information so that the allocations may be correctly noted by the drawing
officer in the bill of the new office.

8. To suit the requirements of audit in the casc of Establishments on time-
scale rates of pay, the forms of Pay bill, Absentce statement and Increment
cou tycnto zgv bhe amended in consultation with the Principal Auditor.

-

S. R. 48, The duty of noting the proper deduction to be made
from pay bills on account of funds and other deductions devolves on the
drawers of the bills as such deductions should be recovered hy short
drawings from the treasury.

Nore.—The following deductions may be made from Establishment pay bills:—

(1) Fines imposed on non-gazetted Government scervants for neglect of duty.

(2) Rents of Government residenocs.

(8) Fund subscriptions. )

(4) Recoverics on nccount of security deposit of establishment of l’ub.llc
Works officers, when the locul Government decide that such security
deposit should be deducted from pay bills. ) )

(5) Amounts rotrenched and ordered for recovery by the Principal Auditor
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S. R. 49. (a) The monthly bill should ordinarily be supported
by an absentee stalement in Treasury Order Form No. 4, if uny person in
superior service was absent during the month, either on deputation or
suspension, or with or without leave (except on casual leave).

(b) In the case, however, of provincial or amalgamated establish-
ments, a consolidated absentee statement showing the complete chain of
arrangements should be separately furnished by the controlling authority
within a period fixed by the Principal Auditor. No separate absentee
statement need be furnished by heads of offices along with the monthly
pay bills, Lbut in the cases in which the power to sanction leave and offi-
ciating arrangments within the office has been delegated to heads of
offices within prescribed limiis, the requisite ahsentee statement should
be furnished by them along with the pay bills, and such vacancies and
arrangements should not be included in the consolidated absentee state-
ment to be furnished by the contirolling authority.

Nore.—In the case of provincial or amalgamated Establishments on the 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.

8. R. 59. If no person in superior service was absent, during the
month, either on depulation or suspensicn, or with or without leave
(except on casual leave) ceitificate 2 printed on the Form should be
signed by the head of the office.

S. R. 51. When the name of any person appointed whether per-
manently or on probation to superior service appears for the first time
in an establishment bill, either reference must be given to a pievious
post held by him (which should be supported by a last-pay certificate,
showing dates of making over and receiving charge, advances outstand-
ing, etc.) or if he did not previously hold any post or is re-employed after
resignation or forfeiture of past service, a health certificate, as required
by Fundamental Rule 10, must accompany the bill.

Note 1.—If a pensioner is re-employed the fact should be stated in the Wil

Nore 8.—When the head of an office is himself a non-gazetted Government
servant, he should not sign his own last-pay certificate, but thould obtain one
from his superior gazetted Governmeni servant.

Note 3.—The last-pay certificate should show the rate of gsubscriptions on
account of Service Funds, the General Provident Fund deductions and other

particulars.

8. R. 52. To the first bill in which a periodical increment is drawn
by any officer, a certificate in Treasury Order Form No. b should be
appended.

The form provides for two alternative certificates. The first certificate
may be used in any case in which the increment is due for continuous

service of the prescribed term, less only periods of suspension and leave
without allowance, which are shown in the tabular portion of the certi-
ficate. An increment so certified may be drawn in the establishment
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bill without further authority. In all other cases the second alternative
torm is required, and whenever this form is used the certificate with the
explanatory memorandum (which should show briefly, but clearly, the
grounds on which the increment is claimed) should be submitted about
one month before the increment falls due to the Principal Auditor, who
will pass and return it after check, and the increment may be paid only
on a certificate so passed. If the certificate be submitted at the time
indicated, the Principal Auditor will ordinarily be able to return it, so
as to allow the increment being drawn when due in the ordinary Estab-
lishment bill; but if arrears of increment have gecrued when the certifi-
cate is returned, they may be drawn on a separate bill.

8. R. 53. Arrear pay should be drawn, not in the ordinary monthly
bill, but in a separate bill, the amount claimed for each month being
entered separately with quotation of the bill from which the charge was
omitied or withheld, or on which it was refunded by deduction, or of
any special order of competent authority granting special pay or a new
allowange : such hills can be presented at any time, subject to the con-
ditions laid down in Rule 30 of the Bengal Financial Rules and may
include awny items as are necessary.

ot ~

8. R. 54. Travelling allowances of establishments, other than per-
manent or fixed allowances, should be charged in a separate bill, Treasury
Order Form No. 6. When actual expenses are drawn on account of the
carriage of horses or conveyances, details of the horses or conveyances
tinnsported should be furnished in the travelling allowance bill. [or
the purpose of drawing the allowances on account of family or the
higher maundage allowance a certificate must be furnished by the
officer of the number and relationship of the members of his family for
whom the allowance is claimed. No other details in these or other
cases need be furnished, but every claim for the cost of carriage of per-
sonal effects, horses and conveyances should be supported by a certi-
ficate that the actual expense incurred was not less than the sum
claimed. The Audit officer is at liberty to call for details or for evidence
of expenditure in any case in which the expenditure appears to. be
unusually large. At convenient intervals during an officer’s tour, and
as a general rule, immediately on any return to the headquarters stations,
a bill should be prepared for the travelling allowance of the clerks and
others who have attended him; this bill may be cashed at the treasury
on the receipt of the head of the office, and the amounts distributed as
in the case of the establishment bill.

8. R. 55. A Bill in the same form, setting forth the details of the
several bills drawn on account of the same month (if more than one),
and explaining any divergence from the recognised route should be drawn
up at the end of the month, submitted for review and countersignature
of the Controlling Officer, if any, and forwarded to the Principal Auditor
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under the .rulos applicable to contingent expenditure. This bill must
bear a certificate as follows: —

Certified that I am satisfied thai the amounts shown in the bill have been

distributed to the Governmont servants named and their receipts taken in the
acquittance-roll.

Note.—The countersigning officer may, if he prefers it, retain the bill for
check of future bills, and mercly send to the Audit Office a notice that he had
‘“ passed the establishment travelling allowance bill of

for the month of for Rs. ns follows : —
No. of bills paid at treasury. Amount.
Amount disallowed. Reasons.

The bill contains the required certificate of the distribution of the amounts.

8. R. 56. In the Public Works Department travelling allowance bills
can be presented for payment only after the claims have been passed by
the Controlling Officer. The subordinates should prepare their {ravelling
allowance journals in Treasury Order Form No. 7 and after these are
duly countersigned by the proper authority, an abstract showing the
totals under each head of claim for each person should be prepared in
Treasury Order Form No. 8 by the Executive Engincer for piesentation
at the treasury. The original journals which have to be submitted for
audit should either be submitted to the Principal Auditor direct or
attached to the abstract bill.

Norg.—Details need not be shown in the travelling allowance bills of Lower
Subordinates and mombers of the Petty Istablishments and of the Irrigation
Revenuc Fstablishments, for whom journals have not hitherto been submitted.
A single travelling allowance bill may be used for as many of such establishmen’
as the form will contain entries, the total claim of each visit of jouraey only
being shown against each Government servant.

8. R. 57. When the travelling allowance bill is paid after counter-
signature by the Controlling Officer, it will bear a certificate in the
following terms: ‘¢ Certified that I have satisfied myself that the

1 month
amounts included in bills drawn 2 months previous to this date, with the

3 months
exception of those detailed below (of which the total amount has been
refunded by deduction from this bill) have been dishursed to the Govern-
ment servants therein named and their receipts taken in the acquitiance-
1611.”> A similar certificate should be given on bills, payable withoul
countersignature.
S.Ab7h 2K

VII.—CoNTINGENT CITARGES.

8. R. 58. The charges of two major heads may not be included in
one hill. But charges on account of joint establishments the cost of
which is debitable to two or more major heads in soms fixed noportion
may be included in one bill.
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8. R. 59, (a) When it is necessary to draw money for contingent
expenses from the treasury, as for example, when the permanent advance
begins to run short, and in any case at the end of each month, or when
a transfer of office lakes place, the cashier will rule a red ink line across
the page of the contingent register or registers, add up the several
columns and post the several totals in a separate hill for each class of
contingent expenditure. He will then lay the bill with the sub-vouchers
and registers hefore the head of the office who will carefully scrutinise
the entries, initialling the entiies in the contingent register if this has
not already been done by him and sign the bill which the cashier will then

date and number and present for payment at the treasury.

(b) The heads of contingent expenditure are generally printed in the
forms used and it will be sufficient if the totals from the contingent
register, are posted against the printed heads. If the heads are not
printed they will be entered in manuscript and the totals posted against
them. In the case, however, of expenditure requiring explanation, full
details of the charges should be entered in the bills except when they are
given in the sub-vouchers sent to the Audit Office.

Nore.—When the advance is running short, a demand may be presenied in
excess of the balance; this item too should be charged in the register and inclndnd
i the bill, the number given being that which the sub-voucher will bear when
pavment has beecn made.

8. R, 60. Government servants whose contingent bills require no
countersignature, and who do not embody in their bills charges of any
Government servants dealing separately with the treasury, should draw
money from the treasury by bills in Treasury Order Form No. 9 showing
fwll details of the charges.

1. The following illustration explains the second condition. A, whose bills
do not require countorsignature, has subordinates, who hold part of lis per-
manent advance and replace themselves 1n funds by sending paid vouchers to A,
and obtaining from A the amounl of their actual expanditure; A need not submit
monthly bills. The bills of B do nol require countersignatmie, but his subor-
dinates are allowed to deal direct with some trensury, presenting bills for cunersh-

ment, which are to be adjusted by B’s monthly blls; B must submit monthly Wlls
in adjustment of the bills cashed by himself and his subordinates.

2. 1n the Public Works Department, contingent bills may be drawn cnly hv
the Divisional Officer, or such other Goveinment servent as may have been
specizlly authorised by the local Government

Nore.—The limit ot Rs. 25 referred to in the certificate to Treasucy QOrder
Form No. 9 above which vouchers are to be submitted to the Audit Offico is
subject to alterations by the Auditor-General

CuARGES REGULATED BY SCALES AND SPECI1AL CONTINGENCIES.

8. R. 61. Charges regulated by scales and special contingencies
which require the previous sanction of superior authority hefore they ecan
be incurred should be drawn in the abstract bill form with a full descrip-
tion of the charges and accompanied by sub-vouchers. In the case of
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special contingencies, the orders of the sanctioning authority should be
quoted ; and when expenditure, for which a lump sum is granted under a
single special sanction, is continued over more than one month, the second
and subsequent months’ bills should bear a note of how much has been
spent up to date under the sanction.

8. R. 62. In the case of countersigned contingencies details must he
given in the abstract bill (Financial Rule Form No. 9) of the number of
the sub-vouchers pertaining to each entry, the amount being given only
in those cases where a sub-voucher is for more than Rs. 25.

8. R. 63. In the case of work done by a Government factory (such
as a jail, mint, workshop) or other authorized transfers, the Government
servant served will attach to his contingent bill for the current month
a copy of the invoice received from the supplying Government seivant
noting the amount in the statement of account at foot, in order to work
out the available balance of his grant, but not including it as a disburse-
ment among the charges of his bill.

Norr.—The Government servant served cannot charge the amount in }tis
contingent bill, as no cash pavments is made but only a book adjustment in

the Account Office; but the amount available for contingent expenditure is
reduced, and so, to work out the available balance, note is made in the register

of contingent expenditure, and in the statement of account at foot of the bill.

VIII.—I.0ANS AND ADVANCES.

8. R. 64, The vouchers on which a loan or an advance is drawn must
quote the authority sanctioning such loan or advance.

8. R. 65. In repaying a loan or advance, the memorandum presented
at the treasury 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; and if the repayment is a fixed periodical amount,
including both interest and principal, the orders fixing the amount should
be quoted.

8. R. 68. The following special procedure is prescribed for the
drawing and accounting of revenue advances which include takavi
advances, advances under the Land Improvement Acts, and any other
advances which Revenue Officers are allowed or directed to make in con-
nection with L.and Revenue, Agriculture, or Famine under any Act of
the Legislature, or under any order of Government.

8. R. 67. Revenue advances will be issued from the treasury upon
orders signed or countersigned by the Collector of the district or other
duly authorised Government servant.

Norr,—Takavi advances may be made either direct to the parties concerned
and on their receipts (stamped when necessary) or in lump sums on ahstract bills
to Government servants disbursing takavi
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In the former case, the charges should be supported by the actual payees’ receipts
o1 where those are required for the Revenue Officer by a certificate frcmn the
Collector or other duly authori-ed Government servant to the effect that tho

payments have been made to the proper parties and their receipts duly taken
and filed 1n the Revenue Office.

Tn the latter case the following safeguards should he adopted : —

(1) No Government servant disbursing takavi 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 Government
treasury. In no case should the submission of the detailed bill ve
delayed beyond the end of the month following that in which the
advance was drawn from the treasury

The disbursing Government servants thould be directed to toke tie receipts
of the payees on the spot as soon as the advances have been made,
and to certify at the foot of the detailed hill that the advances were
duly sanctioned by them and paid 1n their presence.

Payees’ receipts need not be sens with the Jdetailed hill and their names
need not be shown in it

(2) Collectors should prescribe a money-limit for the amount which can be
drawn on abstract bills by each Government servant with due regard
to the circumstances of each case.

IX.—LAND AcQuisIiTION OFFICERS.

8. R. 68. (fovernment servants who are specially employed for this
woik, being invested with the power of a Collector under the Act and
placed at the disposal of the Public Works Department, are regarded
as Public Works disbursers, and are supplied with funds in the manner
prescribed for the works outlay of Public Works Officers, vide Rules
below.

Note.—The Local Government may authorise any Land Acquisition Ofhces
to make all or any of his payments by cheques on the treasnry provided no
inconvenience 18 caused to the payee 1n consequence of the property being situated
at a distance from the treasury.

8. R. 69. When the land is taken up by the Collector or other Civil
Officer, not specially employed for the work, such Collector or Civil Officer
is not a Public Works disburser, hut draws money for payment due under
his award from the Civil Treasury.

8. R. 70. In making the payments due under the award, the Collector
shall take from each person to whom payment is made a receipt in Form
C, Appendix 5, Bengal Financial Rules, containing a reference to the
particular entry in the award showing the amount due to the payee. In
the case of payment to a number of peisons under a single award an
acquittance-roll in Form CC, Appendix 5, Bengal Financial Rules, mav
be substituted for separate receipts in Form C. The receipts will be the
Treasury Officer’s vouchers for the payments.
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8. R. 71. The Treasury Officer has no concern with the award or
with the award statement; he makes the payments on the authority of
the Collector, or other Government servant assessing compensation. The
Collector may either draw the amount to Le disbursed to each payee
separately, in which case he should countersign the receipt in Form C,

and make it payable at the treasury to the payee, altering the words
in cash ,,
by cheque

amount to be disbursed by Bim under the award on his own receipt as

an advance, and after making the payments forward the receipts of the
payees to the Treasury Officer in adjustment of the advance. In the
former case, an advice list of the forms passed for payment should be sent
1o the Treasury Ofticer, who in return should send weekly an advice of
orders paid. :

*“ Paid in my presence to ‘“ Pay ”’; or he may draw the total

X.—PENSION PAYMENTS.

8. R. 72. Payments of pensions are made only upon Pension Pay-
ment Orders issued by the Principal Auditor, the Treasury Officer’s
halves of which will be pasted in serial order in separate files, one for
each class of pensions, such as Service, Political, Assignments and
Compensations, Colonial Governments, Indian States. These files must
be kept in the personal custody of the Treasury Officer.

8. R. 73. The register of Pension Payments Orders (Treasury Order
Form No. 10) which the Treasury Officer has to keep will serve as an
index to the files of orders referred to in Rule 72. After seeing that a
new order is gorrectly entered in his register, he will put his initials in
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 beoth portions of the order
are returned on account of death of pensioner, or application for transfer,
which causes strike it permanently off the treasury list, the date and cause
of return should be entered in black ink under the Treasury Officer’s
initials. Tf the original only be returned on account of non-appearance
of a service pensioner, the date will be entered in red ink, and on
reclamation this date will simply be struck out.

Noie.—The Pension Payment Orders will ordinarily be filed in one serios for
the whole district, but the Principal Auditor may allow filing by sub-trewsury
serics when this course is found more convenient.

8. R. 74. DPensioners’ receipts may be taken either on separate bills
(which bills may be attached to a schedule for each kind of pension, or,
if few in number, may support separate entries in the cash book and list
of payments), or on a single bill, Treasury Order Korm No. 11 for all on
account of cach class of pensions. On the latter plan the receipt of cach
pensioner appearing personally will be taken iu the column provided for
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that putpose, while separate receipts will be appended in support of the
charges on account of those paid at subordinate treasuries. If payment
is made to another person authorised to receive it, the name of the payee
should be entered in the separate receipt.

1. A hife certificate must accompany every pension-bill which is not personalls
prosented, except in the case of pensioners not resident in India specifiel in
Article 949, Civil Service Regulations. When payment is made on a life certifieate
it should be made only for months completed on or before the date of the
certificate.

2. Where the determination of a pension cannot be fixed for a precive date,
the ponsioner’s receipt must be accompanmied by a certificate that the event
(whatever it is) which determines the pension has not happened.

3. A declaration in the following form should bo obtained half-yearly from
female pensioners whose pension is terminable by therr marriage, and stoull be
attached to the bills for pension paid for December and June : —

““T hereby declare that 1 am not married, and that I have not been married
during the past half-year.

oo Widow
of the late—— ————-=—
¢ e Daughter

“ We certify to the best of our knowledge ond belief that the ibove daclera-
tion is correct.”

(To be signed by two respunsible officers or wcll-known persens.)

4 A certificate of non-employment is printed in English and vernacalar in
Treasury Order Form No. 11 and should be signed by all pensioners except ex-
inferior servants, and ex-policemen who are in receipt of a pension of not more
than Rs. 10 2 month. If a ponsioner who is requirxd to sign the certificate is
re-omployed cither permanently or temporarily in 2 Government establisment,
or in an cstablishment paid from the Local Fund, during the period for which
pension iz claimed he should furnish the necessary particulars therein, znd the
disbursing officpr should ascoertain and report whether the rules regarding such
re-cmployment have becn duly observed.

5. For payment of pensions due to deceased pensioners sec rule 32, Dengal
Financial Rules.

8. R. 75. Every payment is to be entered on the reverse of bath
portions of the order and attested by the signature of the disbursing
officer; in cuse of pensions paid at a sub-treasury where will be found
only a copy of th® order in English or vernacular with the District
Officer’s order thereon, the Sub-Treasury Officer will make the entry on
the counterpart and on his copy, while the Treasury Officer at the
headquarters treasury will, from the 1eceipt, make the necessary note
on his original of the order,
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XI1.—MIiSCELLANEOUS.
Refunds of Revenue.

8. R. 76. The Government servant who receives the refund should
fill in columns 1 to 6 of Treasury Order Form No. 12 and sign the certifi-
cate at foot, while the Treasury Officer or Sub-Treasury Officer should
verify the credit by means of the particulars in columns 4 and 5, and
affix his signature in column G in token of his having done so.

Note 1.—In cases where the value of stamps returned to the treasury is
refunded in cash, a note should be made in the voucher indicating the parcicular
treasury plus and minus memorandum in which the returned stamps hava been
accounted for.

Nore 2.—Payments of refunds of revenue credited or amounts deposited may
be made in the following manner, when the amount involved doss not oxceed
Rs. 100. On receipt of a refund order passed by a competent authority the Trea-
sury Officer may issue a notice to the party to receive the payment at the treasury,
failing which the amount will be remitted to him by postal money order at his
expense. When the person appears personally or by a duly authorised agent tu
receive payment at the treasury, the Treasury Officer should see thut no avoidable
delay occurs in getting the voucher for the refund signed by the payee and
making the payment. IF the person does not appear to take payment, a money
order should issue accompanied by a receipt in appropriate form, showing
the full amount of the refund and the deduction made on account of money
order fee. The Post Office will, at the time of making payment, get the receipts
signed by the payee and return it to the Treasury Officer, as a valid receipt for

the full amount of the refund.

Refund of Ezamination Fees.

S. R. 77. 1f the amount of examination fees or any part of it, is to
be refunded, a certificate will be endorsed upon the original receipt by
the Secretary, Central Examination Board, specifying the amount to be
refunded ; and the amount so authorized will be paid on presentation
of the original receipt so endorsed at the treasury whence it was issued—
the recipient giving his receipt below the endorsement.

8. R. 78. TIf the original amount was paid into a Presidency Bank,
the refund will be made (in accordance with above procedure) by the
Principal Auditor.

Discount on Stamps.

8. R, 79. Discount on stamps is allowed to certain classes of vendors
under fixed rules, and is given by dedvction from the purchase-money.

The discount is passed on a certificate of the Collector to the following
effect : — )

“ Ceitified that the discounts have been allowed according to the
sanctioned rates.”’
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Departmental Payments.

8. R. 80. DPayments, such as purchase of stationery by the Con-
troller of Stationery, are made under some general or special sanction.
If not provided for by departmental 1ules they should be made upon
gepatate bills accompanied by vouchers and a certificate that they have
been entered in the proper store accounts; the authority (unless it is a
general one), under which the purchuse is made, should also be quoted.

Note.—In the certificate referred to in this rule, it should also be certified
that the quantities noted in the vouchers are correct, the quality is good, the
rates paid are not in excess of the accepted and the market rates and that
suitable notes of payment have been recorded against the indents and invoices
concerned.

PAYMENTS TO PERSONS NOT IN (FOVERNMENT SERVICE.

8. R. 81. When a person not iif the Government service claims
payment for work domne, service rendered, or articles supplied, the
Treasury Officer should require—

(a) Tho submission of the claim by the head of the department, or other

responsible Government servant under whose immediate order the service was
dane or the equivalent was given for which payment is demanded.

) Failing the above, in cases when it may be necessary to pay tho amount
ot 2 hll drawn hy a person not in the Governmeat service, and also when the
authority of the head of the department or 1esponsible officer is insufficient,
an order from the Audit Officer should be sought, by furnishing that officer
with any necessary particulars for obtaining the sanction of Government, should
such be needed.

D And in any event, it a bill be druwn by a person not 1n the Goveirnment
service, the Treasury Officer should use special rrecautions for sasisfying himself
of the 1dentity of the applicant for payment.

n all doubtful cases, the Treasury Officer should take the orders of the
Collector, who must be expected to assume the responsibility of his position;
and he would doubtless be supported by the Government, if he can show that he
has exercised a proper amount of care and discretion in the matter. When this

necessity occurs, however, he should immediately report the fact to the Audit
Officer.

XII.—IFOREST DEPARTMENT.

S. R. 82. Forest Ofticers obtain their funds from the treasuries by
means of cheques, and no charges on account of the Forest Department
will be paid otherwise than on cheques so drawn. In order to see that
the annual budget approprintion is not exceeded, the Divisional Forest
Officers should open, on receipt of the distribution statement of the
annual budget uppropriation a register showing the appropriation and
wutch the expenditure against each itew.

11
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8. R. 83. When Government servants of other Civil Departments
are authorised to incur charges on account of the Forest Department,
they will do so as Forest Disbursers. They can, therefore, obtain
funds from the treasury for such expenditure only under the rules
applicable to (Government servants «f the Forest Department.

8. R. 84. The Treasury Officer will cash, against the drawing
account of a Divisional Officer, a cheque drawn by a Government
servant holding charge of a Forest Subdivision or Range provided that
he has received from the Conservator instructions to that effect in
writing. Such instructions must empower the Government servant
personally and may specify the extent to which he may draw. That

Government servant must not use the same cheque book as the Divisional
Officer.

8. R. 85 Cash may, if required, be obtained by Government
servants of the Department by cheques drawn on the sub-treasuries
subordinate to the district treasurfes cn which they have drawing accounts.
The departmental officer should, in such cases, advise the District
Treasury Officer, from time to time, of the probable amount of his
drawings on each sub-treasury in order that funds may, if possible,

be duly provided.

XIII.—PuBLic WorKs DEPARTMENT.

8. R. 86. The rules in this section apply primarily to Government
servants of the Public Works Department. They are equally applicable
to Special Land Acquisition Officers and other Government servants
not belonging to the Public Works Department, who may be authorised
to incur expenditure against the grant for Public Works. They do
not apply to charges for construction (petty), and repairs executed by
civil officers which are not treated as expenditure of the Public Works
Department.

1. Treasury Officers are prohibited from issuing sny money for the disburse-

ments by such Government servants except in accordance with the rules in this
section.

8. R. 87. When a Government servant of another Civil Depart-
ment is authorised to incur charges on account of the Public Works
Department against the grant for ¢ Public Works >’ he will do so as

a Public Works Disburser.

8. R. 88, Funds are supplied to Government servants of the Public
‘Works Department in two ways—viz., (1) directly on pay, travelling
allowance and contingent bills, and (2) by means of cheques. The two
classes of payments will be registered separately in the treasury.

Nore.—This rule is not apphcable to charges fot construction (petty) and
repairs, which are adjustable against the budget sppropriations of the depart-
ments concerped, (Vidf Bengal Financial Rules 165 and 156.)
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8. R. 89. Expenditure on account of pay, travelling allowance and
contingencies in the Public Works Department is incurred in the same
way as in the other Civil Departments, but the following rules are
special to the Public Works Depariment : —

(a) Treoasury Officers will cash such bills of Public Works Officers
only if the latier have been placed in account with them
specifically for these purposes by a written authority from
the Principal Auditor.

() Non-gazetted Government servants’ bills and contingent bills
presented for encashment may, at the option of the drawing
officer, be paid wholly in cash or partly in cash and partly
by (a) cash orders on sub-irea: uries, or (b) remittance transfer
receipts on other districts, These bills should be accom-
panied by a memorandum signed by the drawing officer and
specifying sepurately the amounts required in the several
forms referred to in this rule.

8. R. 90. Divisional Officers and other Public Works Officers, who
may be so authorised by the Principal Auditor 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, however, be issued specifying the
limit up to which cheques may be drawn during the month.

1. Without making previous arrangements through the Principal
Auditor no officer is authorised to draw cheques on a treasury situated
outside the limits of the province, even though his own jurisdiction
may exiend beyond those limits.

8. R. 91. A Divisional Officer authorised under Rule 90 to draw
cheques on the treasury may empower any of his Subdivisional Officers
to draw against his own account. Separate accounts for Subdivisional
Ofticers should not be opened either at the head or at a sub-treasury;
the Divisional Ofticer gives a letter of authority only and the cheques
drawn and paid under his authority will be charged off in the same
way as if drawn by himself. If a Divisional Officer considers it neces-
sary, for the maintenance of efficient control over the disbursements
of his division, to set a monthly limit on the drawings of any of his
Subdivisional Officers, he may do so, fixing either a standing limit or
a fresh limit either every month or whenever necessary. All such limits
may be raised or lowered subsequently. Intimation of every limit when
fixed or changed should be sent both to the Subdivisional Officer and
the Treasury Officers concerned. If a Divisional Officer has intimated
any limitution on the drawings of a Subdivisional Officer for any month,
thoe cheques drawn by the latter during that mouth should be noted,
irrespective of the date of payment, on the reverse of the letter advising

114
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the limitation. The entry in the regisier of cheques paid should, how-
ever, appear under the date of actual payment.

1. The Imit when fixed should be for the account month of the subdivision
and the dates of the commencement and termination of the month must be
specified in the intimation to the Treasury Officer. Any undrawn balance is
not available for drawings in subsequent months.

2. At the optioh of the Divisional Officer, the limitations may not be intimated
to the Treasufy Officer if the check exercised by the Divisional Accouantant over
the subdivisional cash accounts, after the expiry of the month, is considered
sufficient for the purposes of the Divisional Officer.

8. R. 92. When the funds are required tor a Subdivisional Officer
at a different treasury f1om that with which the Divisional Officer himselt
banks, the latter should get himself placed in account with that treasury
(vide Rule 90), and then empower his subordinate to draw against his
account. Funds should not be made available for such a purpose by
means of remittance transfer receipts.

Payment at Sub-Treasuries.

8. R. 93. Funds may also be obtained by the Divisional Officer
or his Subdivisional Officers, from sub-treasuries by means of cheques.

XIV.—PROCEDURE 10 BE FOLLOWED IN THE TREASURY.

General.

8. R. 94. The bill or other voucher presented as a claim for money
will be received and examined by the Accountant, and then laid before
the Treasury Officer, who, it the cluim be admissible, the authority
gouod, the signature true and in order, and the receipt a legal quittance,
will sign the order for payment at foot ot the voucher, taking care to
adopt the precautions prescribed in Rule 35 above. Care should be
taken that all bills and vouchers passed for payment are paid on the
same day, and that no payment is made except under the wiitten order
of the Treasury Officer.

Nore 1.—In the case of—
(1) Cheques.
(2) Remittance Transfer Receipts
(3) Bupply Bills
(4) Deposit Repayment. Voucher
(5) Postal Vouchers.
(6) Lapsed Deposit Refunded Vouchers.
(7) Sub-Treasury cash orders including bills enfaced by Sadar Treasuries
for payment at sub-treasuries.

When the amount is expressed in words and figutes and no alteration is
necessary owing t9 retrenchments the pay order may be confined to the word
(1 Pay.)l
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Noif 2.—When a payment 1s made by transfer to a head of revenue er
receipt, the payment order should run—

“ Pay Rs. by transter to credit of (revenue head concerned)’’
or ‘ Pay Rs. by transfer and credit 1t as a distinct item 1n the Cash Book *
a(}\%qr &t}g register of revénue or not is maintained in the treasury.

« 85, The Treasury Officer has no general authority to deal
with demands presented at the treasury, his authority to make payments
being strictly limited to the provisions of Treasury Orders 156 to 24.
He has to satisfy not only himself, but also the Audit Department,
that the claim is valid; and has further to prove that the payee has
actually received the sum charged. Careful attention must therefore
lie given to the rules regaiding the completion of vouchers, 1eferred
to in Rule 35. He must have sufficient information as to the nature
of every payment he is making, and is without excuse if he accepts
a voucher which does not formally record that information.

8. R. 98. A register should be kept in each treasury showing the
names of all gazetted Government servants drawing their pay from that
treasury, and as each pay slip is received from the Principal Auditor
the amount of pay and allowances which it sanctions, should be entered
agamst the name of the Government servant concerned. As each pay
bill is presented for payment reference to this register should be made
to see that the sanctioned rate is not exceeded.

8. R. 97, The Treasury Officer should take special care to see that
receipt stamps are so defaced that they cannot be used again, and offer
no temptation to the abstraction of vouchers for the sake of the stamps

upon them. Several cases of the loss of vouchers have accured owing
to the neglect of this precauntion.

NotR.—Pay bills of Government servants and other receipts bearing adhesive
stamps, when presented for payment at a treasury or sub-treasury, should he
rejected as unstamped unless the stamp has been duly cancelled in the manner
prescribed in section 12 of the Indian Stamp Act. Tf any person refuses to cancel
the stamp, the document should be impounded for action by the Mollector under
section 63 of the Act, not otherwise.

8. R. 98. After the voucher has been completely entered in the
accounts, and the order to pay signed hy the Treasury Officer it sheuld
be passed on, together with the payee, to the Treasurer's department,
when the Treasurer will make the payment, punch the stamp, stamp

the voucher *‘ Paid,” and retain it for delivery to the Accounts Depart-
ment when the books are eompared.

Notr 1.—When a payment is made by transfer by entry of the amount under
some heud of reteipt, no payment of cash takes place and the item will not find
place in the Treasurer’s Cash Book, nor should the voucher be stamped as ¢ p1id
T'his should however be stamped as ‘‘ Paud by Transfer,’

Nore 2 —Cheques received in payment of value of service stampa shoujd be
entered in the Treasurer’s Cash Book on both sides.

Note 38.—Receipt stamps afixed to billa and vouchers should be punched
through without™ destroying the signature after the bhills hava been paid at the
treasury or sub-treasury.
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8. R. 89. The procedure in regard to the receipt, custody, and pay-
ment of money at district treasuries is generally applicable (o
sub-treasuries alscb SR '

8. R. 100. Government servants of certain departments are author-
ised to obtain funds from sub-treasuiies by means of cheques. Amny
extension of the system will require the sanction of the District Officer
which samction will be subject to the veto of the Deputy Controller of
the Currency if that officer is of opinion that it will cause extra expense,
direct or indirect, by the locking up of funds in sub-treasuries, or any
radical change in the character of these offices, which are collectingy
depots and not disbursing treasuries.

S. R. 101. (a) When a cheque is presented, care should be taken
to ascertain, by examination of its printed number, that it really was
taken from the book notified as in use by the Government servant who
is said to have signed it. The instructions given in Rules 37 to 39
ahove should be specially borne in mind.

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

1. If the payee is unknown at the treasury the Treasury Officer should .nake
any enquiries he thinks necessary and should specially consider the date, rorial
number, and amount of the cheque as well as handwriting and, if suspicion arise,
he may defer payment until he has referred to the drawer.

2 Pass books sent to the treasury to be written up should ordinarily be
returned to the drawing officer the same day

8. R. 102. Treasury Officers, when cashing bills for Government
servants at a distance from the treasury, should furnish a note explain-
ing the amount of cash and transfer 1eceipts (if any) issued, and any
deductions or alterations that may be made in the bill presented. The
note should be in bi-lingual form, as it is important that the guard
or messenger who receives the money should asecertain that the amount
stated agrees with the actual cash or drufts delivered to him; and, when
that person is unable to read, the Tricasury Officer should himself
explain to him the amount entered on the note.

The following form is recommended :—

Bills presented for pay, ete. .. .. .. 000
Bulls presented for contingencies . .o .. 000
Bills presented for sundries .. o .. 000
Total .. 000
Paid in cash .. . .. 000
Paid in draft . . .. 000
tDeductions (if any) 0000

t[Explanation ]

Signature of Messenger.

Treasury Officer.
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T.0.17. A Treasury Officer shall not honour a claim which
he considers to be disputable. He shall require the claimant to

refer it to the Principal Auditor responsible for the audit of
the payment.

§. R. 103, A Treasury Officer may not undertake correspondence
for a Government servant making a claim to any special allowance but
will request him to address the Principal Auditor either direct or
through his official superior.

T. 0. 18. Except under the general or s > cial orders of the
Governor in Council, a payment shall be made in the district in
which the claim arises.

Place of Payment.

8. R. 104. DPay bills are ordinarily payable only at the treasury
of the district in which the claim arises, but gazetted Government
servants may, at their option, draw their pay partly at the headquarters
of the district in which they may be serving and partly at the capital
of the presidency or province, subject to the following conditions:—

(1) The concession shall be admissible only to gazetted Govern-
ment servants whose pay is subject to personal audit and
is not less than Ra. 500 a month.

(2) Not less than Rs. 100 in any one month shall be drawn outside
the district headquarters treasury and all sums drawn in the
provincial capital must be in multiples of Rs. 100.

(3) The amount required to be diawn at the provincial capital shall
not be altered at intervals of less than three months.

Norte.—The orders in Notes 2 to 6 of Article 56, C. A C., may be reproduced
with the mutual consent of the local Governments concerned, when a gazetted
Government servant of another Presidency or Province desires to have a part
of his pay drawn in Calcutta.

8. R. 105. Gazetted (Government servants of the Public Works
Department, in addition to the concession in Rule 104, may present their
pay and travelling allowance bills at the treasury or sub-treasury
nearest to their hendquarters or at any treasury or sub-treasury within
their jurisdiction. Afier the place of payment has been selected, it
may he changed only with the consent of the Principal Auditor or, if
hoth the old and new places of panyment are within hig jurisdiction, «of
the Treasury Officer.

8. R. 106. The billa for pay and allowances of the establishments
of the Public Works Department are payable at the nearest district
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treasury with which they will be placed in account by the Principal
Auditor.

Note.—To prevent abnormal delays in payments to establishments, in cxcep-
tional cases, one or more of the following devices may be adopted : —

(2) (1) Drawing officers may be permitted to present the hills of their establish-
ment direct ut the nearest rub-transury, but no Government sorvant
should be allowed to draw on more than one treasury or sub-tieasurv

(2) Remittance Transfer Receipts obtained by drawing officers in j art
payment of their bills may at the time of issue. be nade payable
at sub-treasuries of other districts within the province.

(3) Cash orders on sub-treasuiies within a district may be obtained by
drawing officers in part payment of the bills of establishments
working in places other than distriet headquarters.

(4) The pay and allowance of subordinates employed in out of the way
places may be remitted to them by postal money order at Govern-
ment cost.

(b) Drawing officers may also make disbursements out of the revenue collec
tions or other cash in their hands if so permitted (vide Subsidiary
Rule 8(c) under Treasury Orders 7)

INsPECTING GOVERNMENT SERVANTS.

8. R. 107. A Government servant whose duty requires him to travel
on inspection should ordinarily take with him a last-pay certificate,
which will enable him to draw froi the nearest treasury within his
cirele of jurisdiction such portion of his pay as may be entered in it
at his request, the halance, if any, being drawn at his headquarters.
Should he pass.from one Principal Auditor’s jurisdiction to another’s,
last-pay certificate should be countersigned by both. In such a case,
of course, no advance is made, and no 1ecovery or adjustment becomes
necessary. Similarly, he may draw his travelling allowance on the
prescribed bill form with necessary certificates, countersigned by the
controlling authority, if any, but he cannot take advance on account of
tiavelling allowances.

1. In the Public Works Department, a Superintending Engineer may admit
to the benefit of this rule any Divisional Officer who is obliged to he continuously
absent from his headquarters for more than a month at a time.

INSPECTING GOVERNMENT SERVANTS’ ESTABLISHMENT.

8. R. 108. When part of his establishinent moves with an inspeet-
ing Government servant the head of the office may grant a last-pay
certificate for that portion in order to enable him to draw from another
treasury such portion of the pay for it as may he desired, the balance,
if any, being drawn at headquarters.
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PAYMENT OF 1.LEAVE-SALARY.

T. 0. 19. The leave-salary of a gazetted Government
servant, who draws his leave-salary in India, may be paid in
any district in India. The leave-salary of a non-gazetted
Giovernment servant may be paid in that district only in which
his pay could be drawn if he were on duty.

The following instructions have been issued by the Auditor-
General under Fundamental Rule 74 (éif) for the payment of
leave-salary in India :—

(a) The leave-salary of a non-gazetted Government servant
on leave in India or on leave out of India cannot be
drawn in India, except under the signature of the
head of the .office or of the gazetted Government
servant authorised to sign “ for ” the head of the
office.

(b) No gazetted Government servant can begin to draw his
leave-salary at any office of payment in India, with-
out producing a leave-salary certificate from the
Audit Officer who audited his pay before he pro-
ceeded on leave.

(¢) If during leave the gazetted Government servant
desires to change the office at which he received pay-
ment of his leave-salary, he must obtain a new certi-
ficate from the Audit Officer, within whose jurisdie-
tion his leave-salary was last paid.

(d) If a gazetted Government servant signs his bill him-
self he must either appear in person at the place of
payment or furnish a life certificate signed by a
responsible officer of Government or some other well
known and trustworthy person. If he draws his
leave-salary through an authorised agent, the agent,
whether he has or has not a power-of-attorney, must
cither furnish a life certificate as aforesaid, or exe-
cute a bond to refund overpayments. A life certifi-
cate may be given periodically, a hond being given to
cover intermediate payments, not supported by life
certificate.

T. 0. 20. Pensions payable in India may be paid in any
district in Tndia. '

8. R. 109. The loeal Government or the Principal Auditor or any
executive anthority not lower than that of the colleetor or other district
officer, to whom power may be delegated by the local Government, may
on application and on sufficient cause being shown, permit transfer of
payment from one treasury in India to another.
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8. R. 110. A Treasury Officer may authorise payment in any of the
outlying treasurics subordinate to his district of a pension payable under
proper authority, at his headquarters, and may transfer the payment of
a pension from such subordinate treasury to the district treasury or
from one subordinate treasury to another in the same district.

T. 0.21. No withdrawal shall be permitted in order to meet
the pay, leave-salary or allowances of a gazetted Government
servant, or a reward or honorarium payable to a gazetted Gov-
ernment servant, or any pension payable from general revenues,
until an Audit Officer has intimated the rate at which payment
should be made.

8. R. 111. A newly appointed garetted Government servant drawing
pay for the first time from any treasury should present with his bill
an order from the Principal Auditor intimating the rate at which the
payment should be made.

8. R. 112, A gazetted Government servant should draw an increased
or a changed ratie of pay, leave-salary or fixed allowances on the presenta-
tion of a bill either pre-audited by the Principal Auditor, or accom-
panied by a letter of the Principal Aunditor, authorising the amount
to be drawn.

8. R. 113. No payment is to be made without the orders of thé
Principal Auditor 1o a gazetted Government servant transferred from
another Province or from another department or on return from leave
out of India.

8. R. 114. Bills for rewards for Proficiency in Oriental Languages
to Civil Officers including Public Works Officers, should be pre-audited
by the Principal Auditor before payment

T. 0. 22. No withdrawal shall be permitted in order to
meet the first of any series of payments in a district of pay or
allowances to a Government servant, other than a person newly
appointed to Government service, unless the claim be supported
by a last-pay certificate in such form as may be prescribed by the
Auditor-General.

“ Rules regulating the preparation of last-pay certificates in
cases of transfers on duty, or of return from leave.

1. Transfers on duty may be of two kinds :—

(@) A Government servant may proceed on duty from
one province or circle of audit to another.

(b) A Government servant may proceed on duty from one
pl&:lqtz to another in the same province or circle of
audit.
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2. In the former case the Government servants should
obtain a certificate in the form attached to these rules.

3. If he is employed at the station of the Accountant-
General or Comptroller of his province, the certificate should
be given by that officer.

4. 1If he has to pass through that station on his way to his
new province, the certificate should be given by the officer in
charge of the treasury from which he last drew pay and counter-
signed by the Accountant-General or Comptroller.

5. Tf he is not employed at. and has not to pass through,
the Accountant-General’s station, the certificate should he given
by the officer in charge of the treasury and a duplicate of it
should he forwarded by the Treasury Officer to the Accountant-
General for countersignature and transmission to the Account-
ant-General of the transferrcd Government servant’s new
province.

Exception.—As an exception to Rules 3, 4 and 5 above, the
last-pay certificates of non-gazetted Government servants trans-
ferred from one province or circle of audit to another, may be

iven by the head of the office, and need not be countersigned

)y the Audit Officer concerned, but in the cases of transfers
» out of India the last-pay certificate should be signed bv the
* Audit Officer.

6. Tn the second case of transfer, the Government servant
should obtain a last-pay certificate in the same form from the
oflicer in charge of the treasury from which he last drew pay.

7. A Government servant who has drawn his leave-salary
in Tndia should, before returning to duty, obtain a last-payv
certificate in the same form from the Audit Officer by whom or
within whose jurisdiction his leave-salary was last paid.”

8. R. 115. TForms of last-pay certificates to be given by the Treasury
Officer in the case of gazetted Government servants and by heads of offices
or the gazetted Government servant authorised to sign ““for’’ the head of
the office, in the care of non-gazetted Government servants, provide for
details of the fund deductions, although the Government servant prepar-
ing the bills is respounsible for their correctness, but the Treasury (fficer
is responsible not only for entering in the certificate all demands against
the departing Government servant including any made under an order of
attachment of his pay by a Court of Law, of which he may have received
notice before granting the certificate but also for passing on any, of which
he may afterwands receive notice, to the treasury from which the (tovein-
ment servant will in future draw pay.
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8. R. 116. In all cases of transfer from one district to another within
the same audit circle, the last-pay certificate shotld specify the last
regular or monthly payment; and the entire pay for the month in which
the transfer has been made should be paid in the new districts; except as
provided in the Bengal Finaneial Rule 51 (5).

8. R. 117. A Treasury Officer must be careful not to pay an allowance
to a gazetted (Rovernment servant to whom he has granted a last-pay
certificate unless the certificate is first surrendered.

T. 0. 23. In case of urgent necessity, a Collector may
require a Treasury Officer to make a payment in contravention
of order 16, 17, 18, 19, 21 or 22 ahove; provided that the Collec-
tor records an order in writing and immediately sends a copy
of the order, together with an explanation of the circumstances
which rendered it necessary, to the Principal Auditor who will
audit the payment. The Treasury Officer also shall intimate
the payment to the Principal Auditcr.

8. R. 118. The following may be regarded as cases of urgent
necessity coming under this Treasury Order when a Collector may
authorise a Treasury Officer to make payments reporting the circumstances
to the Principal Auditor.

(1) Prevention of loss of life and property, resulting from
disasters such as floods, cyclones, earthquakes, fires, etc.

(2) Safeguarding against the loss of life and property threatened
by the washing away of embankments, collapsing of bridges
on rivers, canals, railways, etc.

T. 0. 24. A Treasury Officer may correct an arithmetical
inaccuracy or an obvious mistake in any bill presented to him
for payment, provided that he intimates to the drawing officer
the correction which he makes.

8. R. 119. When bills presented for payment contain obvious
arithmetical mistakes or trifling mistakes, which can bhe corrected, a
Treasury or a Sub-Treasury Officer should not return such hills, but should
correct them and pay the corrected amount of the hill.

8. R. 120. Similarly when bills contain doubtful items which can
easily be climinated, the Treasury or the Sub-Treasury Officer, should
disallow the doubtful items and pay the remainder of the bill.

§. R. 121. In both the above cases the corrections made and the
reasons therefor should he intimated to the presenter of the bill and, if
necessary, to the Principal Auditor (or to the Treasury Officer in the case
of payments made at a sub-treasury).
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INsTRUCTIONS TO DrAwWING OFFICERS.

T. 0. 25. A Government servant who is authorised to
withdraw moneys by means of cheques shall notify to the
Treasury Officer or to the local officials of the Bank, as the case
may be, the numbers of the cheque books which from time to
time he proposes to use and of the cheques which they contain.

8. R, 122, In the case of sub-treasuries, the advice of the number of
the cheque book to be used should ordinarily be sent through the district
treasury, but in cases of urgency it may be sent direct to the sub-treasury,
a copy being forwarded simultaneously to the district treasury.

T. 0. 28. When a Government servant who is authorised to
draw or countersign cheques or bill payable at a treasury or
the Bank makes over charge of his office to another, he must
send a specimen of the relieving Government servant’s signa-
ture to the Treasury Officer or the local officials of the Bank,
as the case may be.

Section | X.—Responsibility for moneys withdrawn.

T. 0.27. (a) A Government servant supplied with funds
for expenditure shall be responsible for such funds until an
raccount of them has been rendered to the satisfaction of the
Principal Auditor concerned. In cases in which the acquit-
tances of the actual payees are not sent for audit the Govern-
ment servant supplied with funds shall be held personally

responsible for seeing that payments are made to the persons
entitled to receive them.

8. R. 123. The head of an office is personally responsible for every
salary drawn on a bill signed by him or on his behalf, until he has paid to
the person entitled to receive it, and has had the acquittance-roll signed
by the payee, with, if necessary, a stamp (vide also Rule 32 of the Bengal
Financial Rules).

T. 0. 27. (b) If any doubt arises as to the identity of the
Government servant by whom an account of such funds shall
be rendered, it shall be decided by the Governor in Council.

8. R. 124, Ior rules regarding responsibility of overcharges Rule 32
of the Bengal Financial Rules may be referred to.

T. 0. 28. A Treasury Officer receiving an intimation from
an  Audit Officer that moneys have been incorrectly withdrawn
and that a certain sum should be recovered from a drawing
officer must effect the recovery without delay and without regard
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to any correspondence undertaken or contemplated with refer-
ence to the retrenchment order; and the drawing officer must
without delay repay the sum by such method as the Audit Officer
may prescribe.

8. R. 125. See in this connection Rule 336 (b) of the Bengal Finun-
cial Rules.

Section X.—General Exception.

T. 0. 29. A Governor in Council may not, without che
sanction of the Governor-General in Council, so exercise any
power conferred upon him by these orders as to impose upon.
the Bank in connection with Government business any responsi-
bility which the Bank is not liable to undertake at the time

when these orders come into force.
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F. R. APPENDIX 1L

[8ee Bengal Financial Rules, Chapter 11}, Rule §3.]

Model* Form of Bond of indemnity for drawing Leave Salaries, etc.

This Indenture made between Banker and
Army Agent carrying on business as a Banker and Army
Agent-under the style or firm of of the one part and the
Secretary of State for India in Council of the other part,

Whereas the said Messrs. as such Bankers and Army
Agents as aforesaid have been in the habit of receiving from the Principal
Auditor payment of the sums from time to time payable
to their customers by way of pay, pension, leave salaries or allowances
under one or more of the several services or funds specified in the sche-
dule annexed hereto upon production at the time of each such payment of
a certificate to the effect that the person on whose behalf such payment
was claimed was then alive. And whereas in order to save time and
expense in obtaining payment of such sums the Government of India
has agreed to dispense with the production of the said certificates upon
the terms and conditions hereinafter contained and the said
has agreed to enter into the Covenants on his part hereinafter contained.
Now this Indenture Witnesseth that in pursuance of the said Agreement
and in consideration of the premises he the said herebyt
Covenants with the Secretary of Stat¢ for India in Council that so long
as the production of the certificates hereinbefore referred to shall be dis-
pensed with the said firm of will within seven days from the
tige when the said firm shall have received notice of the death of any
customer for the receipt of or on whose behalf they may have received
any such pay, pensions, leave salaries or allowances as are hereinbefore
referred to.communicate the date of such death to the Principal Auditor

for the time being and further that the said
firm will immediately after the expiration of the said period of seven
days repay and refund to the Secretary of State for India in Council for
the time being so much of any moneys which may have been received from
the Principal Auditor for the time being on behalf of any customer as
shall be in gxcess of the amount of the pay, pension, leave salaries or
allowarnces to which such customer was entitled up to the date of his
decease and Turther that in the event of any change in the constitution
of the said firm by the death or retirement of any one or more of
the partners the surviving or continuing partners or partners shall
forthwith communicate such change.and the names or name of any new
partner or partners to the Principal Auditor for the time

* In this firm there s only one partner ; If there are more, the necessary alterations should be made.
t If there are two partners, the words ** jointly and severally * should be insceted here.

122
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being : Provided lastly, and it is hereby"agreed and declared that the
expressions “the firm of ” and “ the said firm ” shall signify afid
extend to as well the said as also any other person or persons
who may for the time being constitute the said firm. In witness whereof
the said has hereunto set his hand and seal the day and
year first above written.

The schedule above referred to—

Indian Navy Retired Pay. Indian Marine Furlough and Retired
Pay. Bengal Pilot Service Furlough and Retired Pay. Mili-
tary Furlough Pay, Bengal, Madras, Bombay. Military
Retiied Pay, Bengal, Madras, and Bombay, including Tem-
porary half pay.

Military Fund, commonly called Lord Clive’s Fugd, only so far as
officers are concerned, Bengal, Madras and Bombay Medical
Retiring Funds Annuities, Covenanted and Uncovenanted
Civil Service Absentee Allowances, Bengal, Madras, Bom-
bay. Covenanted and Uncovenanted Civil Service Pension
Allowances, Bengal, Madras and Bombay. Civil Service Fund
Annuities, Bengal, Madras, Bombay. Miscellaneous Pay
and Pensions (chargeable to Central and Provincial Revenues
as the case may be).

%7 & o

W7 s olog f-d o La
‘ i: s . "
Tifosie. 1 /e
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F. R. APPENDIX 2

[See Bengal Financial Rules, Chapter 6, Rule 96.]

Stores Rules.

bject to the provisions of the General Rules framed by the Secre-
State in Councii relating to the purchase of imported Stores and

orders wh¥¢h are not exphc1tly contmued

RuLe 1.\-Articles Manufactured in India from Indian Materials.

All articles \which are produced in India in the form of raw material,
or are manufactyred in India from materials produced in India, should,
by preference, be\purchased locally, provided that the quality is suffici-
ently good for the \urpose, and the price not unfavourable.

RuLe 2.—Articles Kanufactured in India from Imported Materials.

All articles manufacﬁd in India from imported materials should,

by preference, be purchasdy in India, subject, however, to the following
gonditions : —

(a) That a substantial pai\of the process of manufacture of the
articles purchased hay been performed in India.
(b) That the price is as low as¢hat at which articles of similar quality
can be obtained through\the India Office.
(c) That the materials employed\yre subjected to such inspection angd
tests as may be prescribedyby the Government of Infia.
Note.—The term ‘‘a substantial part of\the process of manufacture! in

glause (a) means that a substantial part of- theNpreparation of the finished article

hust be performed in India, whether from raw mM\terials or from component parts
btained in & fimished state from other sources.

RuLE 3.—Articles which are not Manufdtured in India.

Articles which are not manufactured in India skould be obtained by
ndent upon the Store Department of the India ice, except in the
‘ollowing cases : —

(a) When the articles are already in India at the ti
their price and quality are not unfavourable as
those at which similar articles could be obtained
India Office, and the cost of the supply does not eXxceed the
limits prescribed at the end of Rule 13.

e of order, and
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e case of important construction works let out on contract,
les not manufactured in, India required for the construc-

*(7) That the fitg is approved by the Government of India and is
included 1\ the list of firms so approved—uwide Annexure C.

(%) That the materNls are subject to the current specification, and
tests prescribe§ by the Government of India.

tRuLe 4.—Articles wh¥h should be Purchased in India.

The following articles, wheYher manufactured or produced in India,
or not, should be purchased in InYia, provided that they comply with the
current specifications, are of the \equisite quality, and can be obtained
at a not unfavourable price :—

(a) Those of a perishable nature.

(b) Explosives.

{¢) Block tin.

(d) Wines and spirits and English\X)ttled beer for the wuse of
(Government hospitals in Indi

(¢) Kerosene oil,

() Plant and materials for electric instd]lations intended ‘'to take
current from existing centres; andgmall electrical power and,
lighting plants of not more than 2\ kilowatt capacity, whic
involve the provision of generators any cables for distribution,
provided they comply with the currentispecifications and tests,
prescribed by the Store Department of the India Office.

(g) Australian timber.

(h) Australian copper.

(z) Italian marble.

(j) British Columbian timber.

(® Plant and materials for small gas installations tNe cost of which,
does not exceed Rs. 15,000.

() Cheap articles of common use required in small ql*ntities onlyp

(m) African and Australian coal.

(n) Lubricating and fuel oils. .

(0) Such other classes of articles as may from time to tithe be pre-
scribed by the Government of India. All such cases should be
reported to the Secretary of State for his information.

- " N

* Applications for the inclusion of the names of firms In the list of approved firms referred to in shb-ruld
(b) (1) should be made to the Government of the province to which the firms belong, and the local Governmen¥
should submit the applications to the Government of India with an expression of it3 views on eac
casc. This list is to be restricted to the names of firms of standing and repute, who are important structura
contractors (1.e., competent to supply or erect large structures including bulldings). _Onmly those firms will
included whose command of capital, plant and labour will be a guarantee against apy risk of abuse, and who apé
not likely to risk the removal of their names and the loss of reputation resniting from the supply of inferio”
materials and stores

+ Purchases made under this rule are not subject to the condition that the articles must be in India at
the time of order



m‘”would be cumed by o
to obtain an article from‘England through the Director General
“,‘or when, owing to the greater promptxtude of supply, an eco~

D rules, should be obtamed through the Store Department the ﬁ
ay be made in India, sub;ect to Rule 13 provuied that the B

mailable for the mformatlon of the Examlner“‘ of Accow "
,or the Supervising Officer when required.

RuLh 6.—Inter-departmental purchases. -

Nothing in the ruley is to be deemed to prohibit the purchase of stores
f European manufactude by one Department or Railway from another.

tRULE 7.—M ethod of Obtaining Stores not Purchased in India.

All ﬂ‘r’acles which under the foregoing rules are not to be bought in
ndia should be obtained by ind&pt on the Store Department of the India
fice, except any which the Secrefary of State may have specially autho-
sed the Government of India or §s officers to purchase direct outside.
ndia. Such purchase is at present fermissible in the case of the follow-

ng articles: —
(1) Seeds.

- (#2) Chincona bark.

(121) Articles for experimental or researcl
approved by the Government of

St

iw) Excise instruments and apparatus req d by provineial Exc1se
i “Departments for experimental or researbh purposes.
('v)'mua, ‘glass, cutlery, plate, crockery and
© including linen, for residences which-
Government.

() Augt}alian and British Columbian timber.
: (vii) Australian lead.

perishable fab;'ics,
qre furnished by

l,:ﬁ'ho ‘power by Rule 7 (iii) and (iv) covers the purchase through local ts of aruﬂu by
for experimental or purposes s

2. The imﬁtuﬂdu. ed by Rule 7 (iz) are required to see that the suppliers  the stores and
Wﬁeﬂ%m&s%smn:r,a?ymewuemenmum%thum tis deferrel = g
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(vii%), Such articles as Supétintendentis of Vaccine Depdis may require
for the preparation of vaccine lymph (e.g., lanoline and
lycerine).

icals and scientific instruments which do not require carefyl

(2) Articles rdguired for Viceregal residences in special and urgent
cases,

Nore.—Payments for\stores purchased under this rule should be made direct
lo the suppliers by the purghasing officers.

General Rules.

rrements which should under the Rules be
ent on the India Office.

RuLe 8.—Forecast of Re
complied with by I

All requirements should be fuifilled locally in accordance with the pro-
visions of the Resolution No. 4944—4988-102, dated the 14th July 1909,
provided that quality and price ardnot unfavourable and provided that
such purchase does not violate any df the instructions contained in these
rules. In cases, however, in which sto\es have to be obtained through the
India Office, every effort should be ma§e to foresee requirements so that
the indents may be despatched in ampleV¢ime. DPersistent failure of any
officer to make such efforts should be broukht to notice by the local
Government or other authority, which may, at its discretion, cancel or
reduce the powers of sanction entrusted to th officer at fault.

*Rure 9.—Teme Required to Obtain St(;ks from England.

It may be assumed that the time required from Yhe transmission of an
indent upon the Secretary of State to the receipt\of the stores is:—
Urgent telegraphic indent, not less than three mogths.
Ordinary indents, six to ten months, according to thg¢ article demand-
ed.
For special stores, e.g., large girders, rolling stock, e¥¢., up to one
year in ordinary times,

Nore.—When ordinary stock articles conforming to well-recognisd standards
are required within a shorter period than three months, snd the pughase has,
under the rules, to be made through the India Office, the Indenting O.
if he desires that the procedure indicated in the resolution in the Depar
Commerce and Tndustry, No. 6322—6369-37, dated the 13th September 1811, be
adopted, state the fact clearly in his telegraphic indent.

3

* See also Annexure D.
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RuLe 10.—Method of C®nparing Prices.

n all cases in which the selection of source of supply depends upon-
comparison of prices, the procedure to be adopted for such a comparison

reference should be made to Home prices as shown in the Rate-
Lists, and freight should be added at the lowest rate paid by~
he India Office together with 13s. 4d. per £100 for interest,.

(2z) In casdy of important contracts, the prices ruling in the English
should be ascertained by telegraphic reference to the-
General of Stores.

(7%) In cases whgre the necessary information as to Home prices is-
not availafle from the Rate Lists, the purchase in India shall
be subject 8§ the condition that the price is not unfavourable.

(iv) In order to arrive at the market value at an Indian port of the-
article importéd from England the following charges shall be-

included: — '\
(@) Landing, whaxfage, and port charges as shown in the Rate-
Lists.

(b) Customs duty, ad\shown in the Tariff to be applicable to
the article in que\tion, to be calculated on its cost plus-
the additional chalges mentioned in the earlier pait of
this rule.

(v) The cost of carriage to site froxa port or place of manufacture, as-
the case may be, shall be takgn into account.

RuLE 11.—Tests)

Any articles purchased in India which show{d be tested are liable to-
the specifications laid down from time to time By competent authority,.

with the approval of the Secretary of State in (Wuncil, and should be-
required to pass the tests prescribed for such article

*RuLe 12—Firms from which Iron and Steel may be dought wn India.

Important iron and steel work, if purchased in India, should only he
obtained from firms approved by the local Government and &ptered in a

* The names of only bond fide manufacturing firms in India, capable of supplying imporlanwnd stee 1

work, shall be entered in the list of approved firms referred to above. A firm desirous of haviyg ite name
entered in Annexure B shall make an application to that eflect to the Govermment of the Province%a which it
belongs. The local Government, if it considers the irm cligible for inclusion in the Annexure, shall Sybmit the.
application, with its recomimendation, for the orders of the Goverument of India.
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Schadule as corrected fromn timé to time by the Government of India. A

list ofapproved firms is given in Annexure B.

By ‘¢ important iron or steel work *’ are meant articles of iron or steel,
important components of ihe project in hand; e g., bridge girders and
built up in the firm’s workshops and supplied ready for erection,
s as may he convenient, and rolled steel heams, rails or other
-sections cut length or otherwise prepared at the firm's workshops to suit
the indenting officer’s requiremenis. The intention of the rule is to ensure that
iparts, the accuratd preparation of which is essential to the security of a project,
shall be obtained only from firms which possess workshops and appliances capable
«of turning out work\of the desired standard. The raw materials used may be
w1ther imported or of\Indian manufacture, subiect to the usual spacifications.

roof trusses)
in such secti

*RuLE 13.—Financial Limits on Powers of Officers to make Purchases in
India.

In the case of purchase¢ made under Rules 1, 2 and 4, an officer’s
powers of purchase extend td\ the ordinary limits to which he is empow-
-ered to enter into contracts: byt in the case of purchases made in India
under Rules 3 (a) and 5, the Iknits for expenditure on any one article
wor on any number of similar arficles purchased at one time are as

follows :—

Ras,
(¢) Heads of Departments Commissioners of Djvisions, and other officers
of or above the rank of Collector whoty the local Government
may select, Principals of Colleges, and Ngspectors of Schools in
Bengal, Bihar and Orrisa and Assam . .. . 250
{11) Other officers authorised to incur expenditure .. .. 50
.{#i1) Local Government : —
1. In case of purchases made under Rule 3(a) . . 3,000
.o .. Full powoers

2. In case of purchases made under Rule &

\

(b) Public Works Department.\

r sureham For purchases
e under made under

le 3 (a). Rule 5.

8. Rs.

4i) Executive or Assistant Engineer holding charge of a

Division .. 500
(1) Superintending Engmeer or Supermtendent of Works .. 1 2,600
Full powers

(#i1) Local Government . . ..

RuLe 14.—Powers to Sanction Departures from the Rule

The Government of India have power to sanction departures fram the
xules in cases in which such departure is absolutely unavoidable, sugject
%0 a repott to the Secretary of State if the expenditure exceeds Rs. 50,800.

AY

# These limitations are temporarily inoperative. The existing limitations are :—
(i) For purchases from Surplus Stock.—The budget provision of the purchuslng officer.

Ait) For other purchases in India—
owers both under Rule 3 (¢) and Rule 5.

Oflicers who have full powers under Rule 5.—Full
1(1'3 Other officers —ioth punder Rule 3 (a)and Rufe 5 double the limit fixed for purcitse

under Rule 5.
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LOCAL PURCHASE RULES.
ANNEXURE A.

List of officers referred to in Rule 7 (i), who are* authorised to
obtain direct from manufacturers or dealers in England, America, Japan,
or any otker foreign countries such articles as they may require for experi-
mental or wesearch purposes :—

Chemical Examiners..
Superintandents of Vaccine Depbts.
Principals\tf Medical Colleges.
Superintendants of Medical Schools.

Directors of Bacteriological, Pathological or Research Laboratories,
including ®Qfficers-in-charge of Divisional and Brigade Labo-
ratories.

Principals of Arts Golleges.
Principals of Technidal and Industrial Institutes.

Directors of Industrie:
Directors of Fisheries.
Directors of Public Healt
Principals of Training ColleYges.

Principals of Veterinary Collages.

Officer-in-charge of the Experimi{ntal Sewage Installation at Poona.

Directors of Agriculture.
Directors of Public Instruction.
Inspector of Science and European Sthools, Central Provinces.

Superintendent of Local Manufactureshand Government Test House,
Alipore.

Superintendent, Government Acetone Fadtory, Nasik Road.

ANNEXURE B.
List of Firms referred to in Rule 12.
In Bengal.

The Bengal Iron and Steel Company, Iitd., Barakar.
The Vulcan Iron Works, Ltd., Calcutta.

Messrs. Burn & Co., Calcutta.

Messrs. Jessop & Co., Calcutta.

- N
Y

* Within‘the limit of the funds annually allotted to them for the purpose in the budget.
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Messrs. John King & Co., Calcutta.

M{essrs. Ahmuty & Co., Calcutta.

Muygsrs. Martin & Co., Calcutta.

Mesgrs. Britannia Brass and Iron Company, Ltd., Calcutta.

Messdg. Heatly and Gresham, Ltd., Calcutta.

Messrs)\ Armstrongs and Main, Limited, Calcutta.

Messrs. . E. Thomson & Co., Ltd., Calcutta.

Messrs.

Messrs.

Mr. Akat, Ca\cutta.

Messrs. Turnbylls, I.td., Calcutta.

Messrs. Braithwyite & Co., Calcutta.

The Angus Engingering Works, Calcutta.

The Shalimar Works, Ltd., of Calcutta and Chittagong.

Messrs. Parry’s Engl\peering, Ltd., Calcutta.

The Hooghly Dockingynd Engineering Co., Ltd. (Managing Agents,
Messrs. Martin & Co., Calcutta.)

In the Bxmbay Presidency.

Messrs. G. Gahagan & Co., Bymbay.
Messrs. Richardson and Cruddfs, Bombay.
Messrs. Alcock, Ashdown & Co., Bombay.
Messrs. Garlick & Co., Bombay.

Messrs. Marsland Price & Co., Bonbay.
Messrs. Sorabji Shapurji & Co., BomRay.
Messrs. H. I. Dixon & Co., Bombay.
Messrs. Cosser & Co., Karachi.

Messrs. B. R. Herman & Co., Karachi.
Stubbs Engineering Co., Karachi.

The Economic Engineering Co., Karachi.
Messrs. Billimoria & Co., Karachi.
Messrs. W. Crowder & Co., Ltd., Karachi.

In the United Provinces.

Messrs. T. Crowley & Co., Allahabad.

The Empire Engineering Co., Ltd., Cawnpore.
Lucknow Iron Works.

The Canal Foundry and Engineering Works, Roorkee.
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In Bihar and Orissa.

essrs. Arthur Butler & Co., of Mozaffarpur.
TNe Tata Iron and Steel Co., Ltd., Jamshedpur.
Theé\ Kirtyananda Iron & Steel Works, Ltd.

Nore.—Ypart from the operation of rules 3 (b) and 12, the selection of firms
tor the suppy of stores, materials and machinery in general, whether of Indian
or of other Ypanufacture, is not restricted to the list of firms contained in this
Annexure and\in Annexure C. The purchase of materials and machinery in all
circumstances other than those to which Rules 3 (b) and 12 apply, is Zoverned
by the remaining\ rules and, subject to these rules and to the necessary spacificn-
tiots, they may by purchased from any firm supplying stores of suitable quality.

AnxneExure C.

List of Firms referred to in Rule 3 (b) (i).

In Bengal.

Messrs. Burn & Co., CAlcutta.
Messrs. Jessop & Co., C
Messrs. John King & Co.,
Messrs. Martin & Co.,
Messrs. Mackintosh Burn &

Messrs. James Simpson & Co.,
Messrs. G. Craddock & Co.,

Messrs. Turnbulls, Limited, Calcut¥a.
Messrs. Braithwaite & Co., Calcutta.
‘“J. C. Banerjee,’”’ 20, Strand Road, ChJcutta.
Messrs. Parry’s Engineering, Limited,

The Hooghly Docking and Engineering Co)\ Ltd. (Managing Agents,
Messrs. Martin & Co., Calcutta.)

In the Bombay Presidency.
Messrs. Richardson and Cruddas, of Bombay.

ANNEXURE D.

Government of India, Department of Commerce and Industry
No. 6822—8869-37 (Stores), dated the 13th September 1911

Under the rules for the supply of articles for the public servic
lished with this Department Resolution No. 4941—4988-102, dated Zthe
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1909 all articles of foreign manufacture which are not avail-
ia gt the tite of order are required to, be purchased through
eneral of Stores, India Office, except those specified in
Rule 7, which an be purchased direct outside India. In Rule 9 it is
stated that the imum period within which stores can be obhtained
from the India Offich by urgent telegraphic indent may be assumed to be
three months. Cases\ however, occasionally arise in which certain
ordinary stock articles pnforming to well-recognised standards are
required within a shorter pagiod than three months. In order to secure
greater expedition in the supply of stores of this description, that is to
say, articles in common demand, ¥ of standard types which are generally
kept in stock by manufacturers of Xanding and repute, the Secretary of
State is prepared to relax the usual pMcedure in cases of great urgency,
and fo modify the character of the Stor& Department inspection, by dis-
pensing with rigid adherence to patterns umless such conformity is essen-
tial; by not enforcing the rejection of articlés on account of small faults
which do not affect their serviceability ; and b\accepting articles on the
maker’s guarantee in cases in which the DirectoN(General of Stores con-
siders it safe to do so.

2. The Governor General in Council is according pleased to direct
that when an article of the above description is required \ithin a shorter
period than three months, and purchase has, under the ruldg, to be made
through the India Office, the indenting officer shall, if he des\ges that the
procedure herein indicated be adopted, state the fact clearly in his

telegraphic indent.
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F. . APPENDIX 3.
[See Bengal Financial Rules, Chapter. VI, Rule 96.]

Misceilantous Rulings relating to Contingent Charges.

1. Q‘o";nmzssion to Banks.—Commission to Banks for the remittance of
funds 1s prdinarily inadmissible. In very special cases, as for instance onr
Famine Relief Works, such charges may be allowed, but only when the-
arrangements have been sanctioned by the local Government who before-
sanctioning such special arrangements should satisfy themselves by refer-
ence to the Deputy Controller of the Currency having jurisdiction in the:-
matter of resource arrangements that no more economical arrangements
can be made, and that the particular method proposed is otherwise free
from objection.

2. Construction (Petty) and Repairs.—(a) Expenditure cn construc-
tion and repairs executed by Civil Officers can be treated as contingent
expenditure of the department incurring it and classified as Construction
(Petty) and Repairs only when it does not exceed Rs. 2,500 in amount.
‘When it exceeds that sum, it should be treated as Works Expenditure, of
the department vested with the administrative control of the expenditure.
(See also item 6 (a) of the Devolution Rules.)

(b) These orders do not refer to the Forest Department. Expenditure-
on works and repairs carried out by departmental officers is treated as
works expenditure (A-VII—Communications and Buildings) in the Forest
Department, irrespective of the limit of Rs. 2,500. But if the execution
of the works and repairs is entrusted to the agency of the Public Works.
Department, the outlay should be treated as Public Works Expenditure.

*"13. Electrical Installations.—(a) All works and repairs in connection
with Sanitary, Water-supply and Electrical installations to Government
buildings should be carried out by, or through the agency of, the Public
Works Department except in special cases under the orders of the local
Government. The rules relating to the provision of these installations in
Government buildings occupied as private residences are laid down in
Rules 283 and 284 of the Financial Rules.

(b) In the case of installations to the buildings, used or intended for
non-commercial departments, the department carrying out the work will’
bear the cost.

Nore.—The term *‘ Electric lnstallation ’’ includes bells and similar installa-
tions only when they form part of the main installation i.e., if they are worked.

through transformers or lamps off a lighting circnit, but not when they derive
energy from small primary batteries.

4. Fiztures and thewr Repairs—Every new building constructed by
the Public Works Department is (if estimated for) provided by that
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«department with fixtures including, when necessary, record racks, s¥Elves,
#punkhas, etc., but the repairs of these fixtures, except in the general
repair of the building, are not chargeable to the Public Works allot-
ment. Consequently such specialrepairs, jogether with the purchase
and repair of furniture not comprehended in the preceding #ixtures,
should be paid for by the department concerned, and be charged in the
~contingent bill.

5. Hot-weather establishment.—Hot-weather establishment and
fittings are a Government charge, subject to the control of the local
«“Government.

6. Jail Supplies and Police Clothing.—Charges for supplies o
jails and police clothing charges are regulated by the rules for contin-
gent expenditure, but should not be mixed up in the same bills with
the ordinary office and other contingencies of these departments.

7. *Liveries and Warm Clothing.—

{a) Liveries may be supplied under rules issued by the local Gov-
ernment, which rules should (1) name the offices the niessen-
gers of which may be supplied with liveries; (2) state the
frequency with which each messenger of those officés may
be supplied with liveries; and(3) lay down maximum limits
for the cost of each livery. The rules should require the
Government servants who are allowed to supply liveries to
their messengers to show the total charges on account of
each livery, or each set of liveries, in a form which will
enable the Audit Office to check the expenditure, and to see
that the rules laid down are duly observed.

4b) Warm clothing may be supplied under orders of the local Gov-
ernment to watchmen, guards, and other menial servants
requiring it.

«c) Char for liveries and warm clothing should always Je
suppor by certificates to the effect that the incumbents
ofments held by the messengers for whom liveries
are charged havé~not been supplied with liveries during
previous 12 or 24 ;lo}ﬂ)wnthe case may be. Full details,
supported by the proper vouchexs as to the number of liveries
and the rate at which paid for, should also be stated in the
bill. -

(d) The charges must be brought together in the contingent bill
in such a manner as to enable the Audit Office to see that

the total cost is within the limit prescribed, and that the rules
have been observed.

* The belt and badge ordinarily worn by peons are not Included in thé term Hvery.
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\ 8. Locks (CPwpb’s).—The local purchase of ChWpb’s locks is not
admissible. Indents iem should be made on the Segtionery Office
and included in the general Wationery indent.

Nore.—With reference to Rule 1 of the Btores Rules, Appendix 2, this clanse
is not to be read as implying that imported locks must necessarily be obtained in
preference to suitable locks of high quality manufactured in India.

9. Motor Cars.—Charges for the maintenance and upkeep of a car
supplied to a Government servant other than Heads of Provinces at
the public expense will be borne by the Government and by the
Government servant, respoctively, in the manner indicated below, the
general principle being that the (Government servant using the car
shall bear those of its running expenses which are largely dependent as
regards amount on carefulness of management and which affect the
continued efficiency of the car:— '

(¢) The Government servant using the car shall pay the cost of
petrol, tyre renewals, minor repairs and renewals, lubricants,
and illuminants, as well as all occasional storage charges and
all petty charges incurred otherwise than at the periodical
overhauling and annual varnishing of the car.

Note.—Minor repairs and renewals are those which cost less than Rs. 50
or are not connected with proscribed periodical overhauling: Provided that if a
new component costing more than Rs. 15 is used in connection with a minor
repair or renewal, the Government servant shall be entitled to charge to Govern-
ment jts actual cost but not any workshop charges on account of the cxamination
of the defective car and the setting up of the new part.

(72) All other charges shall be paid by the Government, including
wages of chauffeur and cleaner, the cost of uniform of the
chauffeur, and all charges incurred in connection _with the
annual varnishing aud the periodical overhauling.

10. Police Clothing.—See 6. Jail Supplies and Police Clothing.

11. Postal and Teclegram Charges.—I. Postal Charges.—(a) Pay-
ments for Postal Commission on money orders and value-payable parcels
can be passed as ordinary contingent charges, unless, in any case, the
Principal Auditor considers it necessary to require the sanction of the
local Government.

(0) No charges shall be entered in any contingent bill for any
postage labels other than service postage lubels, ezcept in the case of
postage stamps, required for letters or other articles to be sent to Foreign
countries other than DBritish Possessions. Receipts from the Treasury
Officer will not be necessary for the service postage stamps supplied
under the procedure laid down in clauses I and III of Rule 87. 1In
other cases receipts for expenditure incurred in the purchase of service
postage stamps should be obtained upon a printed form filled up by the
treasury clerks and signed by the Treasury Officer.

18
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(¢) Whenever the cost of an establishment is divided between two
heads, the charge for service postage labels may be divided in the

same proportion.

II. Telegram Charges.—(d) Service postage stamps only shall be
used in payment of telegrams despatched on public seirvice, whether
sent from Government or railway telegraph offices except in the case
of telegrams sent from railway stations on the Bengal-Dooars Railway,
in which case payment will be made in cash.

ey If any Government servant is compelled to send a telegram at
a time when he is temporarily without service stamps he should pay
for it in cash, and the receipt granted to him will {lvem state the value-
of the telegram, but will not bear on it the word *‘ State.”” The value
of such telegrams, as are paid for in cash, may subsequently be recov-
ered from Go.vernment, a certificate signed by the head of the otfice
that the telegram was sent on State service and that cash payment
was unavoidable being attached to the voucher concerned.

(f) State messages may be classed as ‘‘ express '’ or ‘‘ ordinary ”’
at the discretion of the sender, and the following general principles are
prescribed for the guidance of Government servants who should also
bear in mind the necessity for keeping expenditure as low as possible :—

(1) A telegram should not be sent where a letter would serve the
same purpose equally well.

(%) State telegrams should, as a rule, be sent in the ‘‘ ordinary ”’
class.

13

“ ”

(8) Messages should be classed as ‘‘ express ’’ only—

(a) in cases of great emergency,

(b) in cases where the despatching Government servant
knows that the line is blocked and considers his
message sufficiently important to take precedence
of ordinary traffic.

(4) State telegrams should, except when exireme precision 13
important, be expressed in as few words as possible; and
mere auxiliary or connective words, which can obviously

be filled in by the receiver, should be omitted.

(g9) Books of telegram forms required for official use may be
obtained free of charge from the Superintendent, Government Printing,
Calcutta, under sanction given by the local Government or Heads of
Departments.

12. Publications.—I. Official.—(a) Official publications issued in
India, such as the Civil Lists, the Codes of the Financial or Public Works
Department, the Army Lists, etc., may be supplied to offices, the
cost of which is charged to Central or Provincial Revenues only under
instructions from the Departments of the Government of India, local
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Governments or Government servants to whom the power to purchase
books, newspapers and other publications has been delegated. A list
of the Government servants to whom thls power has been delegated
should be furnished to the Government servants in charge of the
Government Book Depits where such publications are stocked, in
order that they may be in a position to know whether a (fovernment
servant applying for an official publication has or has not been autho-
rised to obtain it. In such cases, no payment should be requiired for
books of this class. local Funds Boards and Municipalities can obtain,
on payment, copies of such publications from the office where they are
on sale.

Ezxception 1.—The Indian Postal (fuide and the Government Telegraph Gazette
and Telegraph Guide should be obtained frumm the Post Office and Telegraph
Department respectively, on cash payment by Government servants and others
requiring them.

Exception 2.—Publications like the Madras and Bombay Army List which,
though issued under the authority of Government, are published by a private press,
are also extluded from the operation of the rule. Payments for the number or
copies of such publications taken by Government will be recovered by the press
on bills submitted against the department concerned.

(b)) Official publications* (other than parliamentary papers) pub-
lished in England should be procured by the local Government requir-
ing them for their own use and for the use of the Government servants
subordinate to them, by indents forwarded to the address of the Assist-
ant Under Secretary of State for India; the revenues or to which the
cost is chargeable being specified in the requisition.

(¢) Parliamentary papers required for Departments and Govern-
ment servants elsewhere than in the Presidencies of Bengal, Madras
and Bombay will be supplied as published by the Secretary of State to
the Home Department of the Government of India under the terms
»f his Despatch No. 5, dated the 13th January 1876. All communica-
tions regarding their distribution should be made {o the Secretary to
the Government of India in the Home Department.

(d) Parliamentary papers required by the Governments of Bengal,
Madras and Bombay should be obtained direct from the Secretary of
State.

(e) The local Government should lay down rules under which official
and other publications may be obtained by local bodies. In all cases

the expense will be borne by the local funds.

* The following are not to be considered cfiiclal publications :—
Acts of Parllament (except Military Acts, which the 8ccretary of State will supply).
T.ondon Gazette.
War Office Army List.
British Postal Guide.
British Code List.
Royal Navy List.
Mercantile Navy List.

134
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II. Non-official.—(a) Books and newspapers or other periodical
publications, whether published in or out of India, shall not be pur-
chased, or subscribed for, at the public expense by any Government
servant without the previous sanction of the local Government.

() The local Government can delegate to such Heads of Depart-
ments and other Government servants under them, as they may select,
the power to purchase for their own use books, newspapers or other
publications, and to sanction such purchases for the use of Govermuent
servants subordinate to them.

(¢) Books for the Education Dopartment should be oblained under
the present rules and usages.

(d) Judicial Officers may purchase books suitable for a lL.aw Library
within their Budget allotments, without obtaining previous sanction
of Government.

(e) The local Government, all Heads of Departments, and all Gov-
errment servants to whom the power to purchase books and newspapors
or other publications has been delegated should mniake their own
arrangements direct with Agents or publishers for the supply of such
newspupers, periodicals and books as may be required for their use and
for the use of Government servants subordinate to them.

(f) The sanction for the supply should be communicated to the

Audit Officer.

(9) Large payments to suppliers out of India will be made by Bank
drafts to be obtained, if necessary, through the Audit Officers; but the
ordinary method of remittance will be by inland or foreign money or
postal orders.

(k) These rules do not apply to maps supplied by the Survey
Department for which there is a set of rules issued by the Surveyor-
General, which is published at pages 964 and 9656 of Purt 1I of the
Guazette of India, dated Gth September 1902.

18. Recurring Charges—Small monthly payments for supplying
drinking water and for dusting offices, etc.—(a) The local Government
may, subject to any restrictions they may desire to impose, delegate
to heads of offices subordinate to them, who are entitled to draw con-
tingent bills, the authority to make small monthly paymenis {o menials
for supplying drinking water or for dusting offices, or for acting as
night durwans, in addition to their own duties, provided that—

(1) the payments are of a purely contingent character, are drawn
on contingent bills and may be withdrawn at any time at
the discretion of the head of the office;

(2) the allowance wil] not count for leave salaries or pension;
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(3) in she case of menials already in permanent employ in receipt
of a monthly rate of pay, the payments must not exceed a
sum of Rs. 2 a month in any one case; and the head of the
office must in sanctioning any such payment record his
reasons therefor, and must satisfy himself—

() that the work to be done is really necessary;

(12) that it is outside the regular duties of a menial on
the permanent establishment; and

(i) that the grant of the extra allowance to any such
menial is distinctly more economical than the em-
ployment of fresh agency.

(b) Annual statements of payments thus made should be submitted
to the local Government for scrutiny.

14. Rent.—(a) The rent of any land or building occupied for
public purposes shall be paid by the public office or department occupy-
ing it, and recorded in the public accounts as a charge of that office or
department. The first charge in every year made in any contingent
bill should be supported by a certificate from the Executive Engineer
concerned, that a suitable public building was not available for the
purpose required.

(b) This rule docs not authorise payments or adjustments between
departments.

(¢) The responsibility for the recovery of rents from officers in
Civil employ occupying public buildings ordinarily rests with the
Public Works Department; but in exceptional cases, where the cost
of a building has been treated as a Civil Charge, the P’rincipal Auditor
must take the necessary steps to see that the Executive Engineer of
the division concerned is furnished with the necessary particulars.

Note 1.—The local Government may delegate to Commissioners of Divisions,
Heads of Departments, the Chief Justice of the High Court, the power to
sanction, within the limit of budget provision, payment of rent on lands and build-
ings leased by Government up to a limit of Rs. 144 per annum in each case
subject to the condition specified above. Heads of Departments possess in addition
to these powers power to sanction house rent for ordinary office accommodation
within the following limits:—

When the accommodation is provided in a separate building—Rs. 100 a
month.

When the accommodation is provided in a building partly used at n private
residence—One—half of the total rent subject to maximum of Rs. 45 a inonth.

15. Repairs.—See 2. Construction (petty) and Repairs.
16. Sanitary Installations.—See 3. Electrical Installations.
17. Rubber Stamps.—See 20. Stationery and Rubber Stamps.

. 18. Scales (Country).—Country scales are good enough for weigh-
ing letters. They can be obtained from the Postal Workshop, Aligarh.
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19. Section-writing and Copying.—(a) No charge may be made for
section-writing, d.e., for copying manuscript by piece work, without
the previous sanction of the authority which could sanction employment
of an establishment. The sanction should specify the number of men,
the number of words to be copied per rupee, and the rate for tabular
work. The sanction may be given to the expenditure of a specified
maximum sum in a fixed period, and the bills must state the number
of persons paid and the amount of matter.

(b) No person in receipt of a pay from Government can be paid for
section-writing save with the special sanction of the local Government,
and no periodical allowance may be charged as section-writing.

Nori.—Heads of Departments, including in this term Collectors and District
Mugistrates and District and Sessions Judges, may be empowered by the local

Government to sanction such charges within budget limits and subject to the
proviso contained in the closing paragraph of the above rule.

20. Stationery and Rubber Stamps.—TL.ocal purchases of articles
of stationery (including rubber stamps and ink for them) usually sup-
plied by the Stationery Office aie not admissible, unless specially sanc-
tioned by the local Government.

Note.—The local Government may delegate to any of their subordinate Gov-

ernment servants, whom they may sclect, the power to sanction petty purchases
of stationery and rubber stamps, up to a limit of Rs. 20 in each case.

Charges for country stationery and carriage of stationery in the
larger offices, as for instance, district offices, come under a separate
major head ‘¢ Stationery and Printing ”’ and should be drawn on a
separate bill.

21. Tazes, Municipal and Cantonment.—(a) Municipal taxes on a
Government building are paid by the Department occupying it, and
debited to that department. When such payments are made by officers
other than those who occupy the buildings steps should be taken to insure
that the payments are not made after the buildings cease to be so occupied.

(b) In any case in which a lump sum is paid for all Government build-
ings or for a number of Government buildings in a municipality, the
taxes in respect of buildings occupied by commercial civil departments
should be charged to the departments concerned, while those pertaining
to buildings occupied by more than one non-commercial civil department
may be charged to ‘“ 47.—Miscellaneous.”’

(c) Charges on this account in respect of buildings which are borne on
the books of the Public Works Department should be supported by a
certificate from the Executive Engineer concerned either accepting the
assessment or stating that all legal means have been or are being taken to
have excessive assessments reduced. In respect of other Government

buildings the assessment should be certified to by the departmental officers

concerned.
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(d) The rules relating to the payment and incidence of municipal
taxes on Government buildings are contained in paragraphs 311 and 312
of the Public Works Department Code, reproduced below : —

¢ 311. Municipal taxes on Public Works building other than
buildings occupied as residences are payable by the depart-
ment occupying them and are debitable to that department.
In the case of buildings occupied as residences, excluding
those occupied by Ileads of such local Governments as are
specially exempted from the payment of the charges, taxes
which are by local rule or custom ordinarily leviable on ten-
ants should be paid, subject to Note 1 below, by the occupant
during the term of his occupancy even though he be entitled
to quartlers rent free. I1f by local rule or custom the tax
is chargeable to the owner, it will be payable by (Government
and will be ordinarily adjusted as part of the cost of main-
tenance [see¢ paragraph 325, Rule I (e) (7%2)]. The responsi-
bility for the acceptance of the assessment rests with the
Execulive Engineer in charge of the building, and, on the
Executive Engineer recording his acceptance, the payment
will be arianged for by the department concerned. If the
assessment appears unduly high, proceedings should be taken
to obiain redress under the ordinary Municipal Law, and
recourse should not ordinaiily be had to the special provisions
of Act XI of 1881. No municipal taxes are leviable on
public buildings situated in cantonments. In any case in
which a lump sum is paid as tax for all Government build-
ings, or for a number of Government buildings in a munici-
pality, it shall, provided the buildings are in the occupation
of more than one department of Government, be paid in the
Civil Department.

Nore 1.—(a) Taxes which are levied by local rule or custom on the owner ire
treated by Government as part of the rent. Thus, if the building is occupied
by an officer who pays rent for the same amount due from him for rent phes
owner’s taxes is limited to 10 per cent. of his salary. If the building is occupied
by an officer rent free, no part of the owner’s taxes is recovered from him.

(#) As regards taxes which by local rule or custom are recoverible from tenants
and may thus he considered as service taxes, the following rules apply :—

(i) Such taxes must be paid by a Government servant occupying a Govern-
ment building without payment of rent.

(i7) The local Government has full power to grant exemption from such taxes
(whether the amount is based on the rental or on the actual amount
of service rendered) to officers on salaries not exceeding Rs. 150 per
mensem.

@iii) Tn the case of officers on salaries exceeding Rs. 150 per mensem who by
reason of the nature of their duties occupy more expensive residences
than they would if they were left to make their own arrangements, the
local Government may reduce the amount of taxes based on the rental
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value of the house and ordinarily leviable by local rule or custom on
the tenant and recoverable from the occupant to an amount which
would be payable on a tental equal to 10 per cent. of the salary of
the officer. 1f owinfy to changes of officers there is likely to be diffi-
culty in recovery, the Local Government may fix lump sum for recovery
in the case of each residence based on the above general principles.
But charges which are levied not on the basis of rental, hut as pay-
ment for a definite amount of service rendered, e.gp., the quantity
of water or electric light supplied, must be paid in full by officers on
salaries exceeding Rs. 150,

(¢) In cases in which the amount of tax payable to the municipality in
respect of a building has to be borne partly by the Government officer occupying
the building and partly by Government the tax will be paid in full by Goveramant
in the first instance and the amount payable by the officer will be recoverad from
him by Government.

Note 2.—Recourse to the special provisions of Act XI of 1881 should he had
only when an amicable (though possibly arbitrary) settlement with the loeal
authority has failed in cases when the property to be assessed is, from 1ts natuare,
such as not to admit of the application of ordinary principle in assessing the
payment thereon of any particular tax, e.g., when the assessment is on the letting
value and the proporty is of such a nature that it is difficult to conceive its
being let and impossible to form any estimate of the rent that would be obtained
for it if the Government offered to let it.

312. In the case of buildings occupied by Heads of local Governments
where it is specially decided that municipal rates and taxes
are to be paid by Government and not by the Head of the
Government from his private purse or contract grant, arrange-
ments should be made by the Public Works Department for the
payment of such taxes.”’

(¢) Payment of taxes by Government departments to local funds may
be paid in cash or by book transfer as may be decided by the Principal
Auditor in consultation with the local Government.

2. Telegram Charges.—See 11. Postal and Telegram Charges.

3. Type-writers—(a) Type-writers and duplicators should be
obtained through the Stationery Office, instead of by indent on the India
Office, with the sanction in each case of the local Government.

(b) The power to sanction the supply of type-writers and duplicators
may also be exercised by Heads of Departments, Commissioners of Divi-
sions and other Government servants above the rank of Collector to whom
the power may be delegated by the local Government.

st will in cases where cash payment is made by the indent-

Finance Department, No. 4966-A., dated the 30th September, 1910, be

grant, but in other cases it will be charged in
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(d) 1t a type-writer cannot be repairdd locally, it should be sent to the
Controller of Stationery, who wjll isgue instructions for the packing and
transport of the instrument,#nhd will arrange for the repairs. No instru-
ment should be rejectedis worn out or unfit for use until it has been
examined by the troller of Stationery, who, if he finds that it is in
such a congigt'p( as to render further repair unprofitable, may issue a new

ktype-writemfn place of the one returned.

“NoteE 1.—The local Government and Heads of Departments may authorise the
purchase and use of type-writers and duplicators of more than one pattern,
provided that only those patterns are admitted which have been specially ipproved
by them, and that before a new pattern is approved 1t shall have fully established
(aftor trial) that it possesses special advantages and is in important points
superior to those already in usc: Provided also that the pattern chosen is one
which can be obtained on reasonable terms by the Controller of Stationery from
local representatives of the manufacturers.

4. Water-supply Installations.—See 7. Electrical Installations.

25’L rinting and Binding.—Officers subordinate to the local Govern-
ment the ¢ f whose printing and binding work does not ordinarily
exceed Rs. 60 a : should have such work done locally at private
presses and charge it to appropriation for contingencies, provided
that expenditure on any single 1 oes not exceed Rs. 20, and that the
tolal expenditure for the whole year « ot exceed Rs. 50. These
limitations will not, however, affect officers w ve separate special
appropriations under ‘‘ Contingencies’’ for printin@e-hinding and
publishing done through private agency.
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[8ee Bengal Financial Rules, Chapter 6 Rule 99.]
I P‘ Inter-departmental Transfers.

The following rules are prescribed for regulating the conditions unaey
which one department of the public service may charge another depart:
ment for services rendered or articles supplied to it, and the procedure to
be observed in recording such charges in the public accounts : —

I.—For the purposes of inter-departmental payments, the Depart-
ments of Government are divided into service departments and commercial
departments, according to the following principles:—

A.—Public Service Departments.—These are constituted for the dis-
charge of those functions which either (a) are inseparable
from, and form part of, the idea of Government, or (b) are
necessary to, and form part of, the general conduct of business.
Their cost is shown in the public accounts as the cost of the
service as a whole, and without reference to the details of
service rendered: e.g9.—

(¢) Departments classed under Administration of Justice,
Jails and Convict Settlements, Police, Civil Works,
Military Works, Army.

(b) Survey, GoYernment Printing, Stationery.

B.—Quasi-Commercial Departments.—These are maintained for the
purpose of rendering particular services on payment made for
the services rendered or for the articles supplied. Their func-
tions are not part of the ordinary idea of Government or
Administration: e.g.—

Forests, Posts and Telegraphs, Railways, Irrigation, Navi.
gation, Embankment and Drainage Works, Cinchona
Plantations.

II.—A commercial department should charge any other department
for services rendered or articles supplied in the same way as it would
ember of the public.

e IIi.— es pexmxtted by Rule II are confined to charges for

services or supplies wh is the object of the existence of the depart-

ment to render or to furnish.

other department for vegetable
nd for minery products,
of the department
n of contractors

or other
=

Note 1.—The Forest Department may charg
or animal products extracted from a forest ared
unless such mineral ,products are extracted by the a
concerned under its own supervision and without the intervemé
or middlemen, for 3ts own use, and not for disposal to the pubth

departments.
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Note 2.—The Public-"Works—Bepartment should not charge other Departments
of Government rent for temporary occupation by Such, dnpmantwf land acquired

for Irrigation, Navigation, Embankment and” T)ramage Works for w MW1§&I
and Revenue Accounts_mke’f

L —

IV. Service departments are not allowed to make charges against
other departments for services which fall within the class of duties for
which they are constjtuted (see Rule VI).

Expenditure by the Public Works Department on buildings of Commercial
Departments is chargeable to the grants of those departments. Similarly, 1he
expenditure in the Public Works Department in connection with rhe building
works, which have been entrusted to the administration of a non-Commercial
Department using or requiring them, should he charged to the grant of the
Department concerned. Where, however, the works, the administration of which
is not transferred from the Public Works Department, are by mutual agreement
executed by another Department on behalf of the Public Works Nepartrment, the
charges in connection with them are debitable to the Public Works Grant.

V.—In exceptional cases, where it has been considered advisable to
show in one place the entire cost connected with a service of a commercial
department, charges for services rendered by a service department to a
commercial department have been allowed: e.g.—

Supply of stationery and printed forms to Railways or the Posts and
Telegraphs.

VI.—A branch of a service department supplementary to its general
duties is sometimes constituted upon commercial principles; and so far as
regards the work of this branch, it is allowed to charge as a commercial
department : —

Jail manufacture, Survey map-publishing, Printing (Publishing
Department), Steamers employed in earning freight, Mint
(Miscellaneous Services other than RRupee Coinage).

VII.—A branch of a department, whether service or commercial, con-
stituted for the subsidiary service of that department, but employed for
analogous service of another department, may charge that other depart-
ment: e.g.---

Workshops of a department, Agent for Government Consignments
(services for Civil Department), Mathematical Instrument
Factory, Supply and Transport (employed on petty services),
Dockyards, Arsenals.

Note.—Types and other printing materials and all stores supplied by the
Central Press, Calcutta, either from its workshop or by local purchase, to other
presses, Provincial, should be charged for, the valuation in the casre of articles

manufactured at the workshop being taken at-the approximate cost of production
without any margin for profit.
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VIII.—A regularly organized store branch of a départment (whether
service or commercial) should charge any other department whose require-
ments it is made, for the convenience of the public service, to supply:
e.9.—

Medical Stores to Civil Departments. A

Norte.—Public Works Department stores should always bhe charged for.
IX.—A public department cannot be assessed to pay revenue to Gov-

ernment; but fees and duties leviable by law must be paid by publi¢
departments in the same way as by private individuals.
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F. R. APPENDIX 5.

[See Bengal Financial Rules, Chapter 7, Rule 110.]

Rules for the payment of compensation for land taken up under the Land
Acquisition Act, I of 1894 (Government of [ndia, Finance Depart-
ment, Kesolution No. 2209-A., dated 10th May 18956—as modified by
Finance ‘Department No. 3469-A., dated 12th August 1896,
No. 4166-A., dated 21st September 1897, No. 1605-A., dated 3rd
April 1900; and No..289-A., dated 19th March 1914).

LaNb AcquisitTioN ()FFICERS.

1. After all preliminaries in respect to estimate, ete., that may be
required under departmental rules in force for the time being, have been
duly carried out, the land will be taken up under the Act either by the
Collector or by some special officer who is placed at the disposal of the
Public Works Department, and invested with the powers of a Collector
under the Act; the procedure differs in the two cases.

ProCEDURE OF SPECIAL OFFICERS APPOINTED UNDER THE ACT.

2. In giving notice of the award under section 12 (2) and tendering
payment under section 31 (Z) to such of the persons interested as were not
present personally or by their representatives when the award was made,
the officer shall require them to appear personally or by representatives
by a certain date, to receive payment of the compensation awarded ‘o
them, intimating also that no interest will be allowed to them if they
fail to appear. If they do not appear, and do not apply for a reference
to the Civil Court under section 18, the officer shall, after any further
endeavour to secure their attendance that may seem desirable, cause the
amounts due to be,paid in the treasury as revenue deposits payable to the
persons to whom they are respectively due, and vouched for in the accom-
panying form (marked F). The officer shall also give notice to the payees
of such deposits, specifying the treasury in which the deposits have been
made. In the Collector’s accounts the amounts deposited in the treasury
will at once be charged off as Public Works expenditure, and when the
persons interested under the award ultimately claim  payment the
amounts will be paid to them in the same manner as ordinary revenue
deposits.  The officer should, as far as possible, arrange to make the pay-
ments due in or near the village to which the payees belong, in order that
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the number of undisbursed sums to be placed in deposit on account of non-
attendance may be reduced to a minimum. Whenevers payment is
claimed through a representative, whether before or after deposit of the
amount awarded, suck representative must show legal authority fer
receiving the compensation on behalf of his principal.

Norr—In the ‘case of petty paymenis if the payees do not appear on the
day fixed for payment and do not apply for a reference to the Civil Court under
section 18, the officer shall issue notices to them informing them that if they
do not attend by a certain date the compensation awarded them will be remitted
by money order, the amount of the money order fee being dedncted. The following

rules must be observed in making such payments by money order:—

(i) No sums exceeding Rs. 50 in each separate case may bé paid by money
order.

(ii)) No compensation due on account of land which is owned jointly by the
proprietors of a village or subdivision of a village may be paid by :noney
order.

(ii1) In each money order so issued, the purpose of the remittance should he
briefly stated in the acknowledgment portion thereof in continuation
of the printed entry ‘‘ Received the sum specified above on Had
sufficient space being left below the manuscript entry thus made for
the signature or thumb-impression of the payee.

On receipt of the money order acknowledgment duly signed by the
payee it should be attached to the usnal receipt in Form C in which 1he
full amount of the compensation and the deduction made therefrom
on account of the money order fee should be clearly shown; the
receipt will then be disposed of in the nsual way.

: D €6 o538 by cash ' -
(iv) For the words ‘‘ paid in my presence =2,<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>