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THE TAMIL NADU TREASURY RULES ,

RECT!PT OF MONEYS BY GOVERNMENT SERVANTS
(T.R. 10—s.R. 19 185TN 32-34)

The Madras ‘Taluk Treasury may receive crossed cheques of the
kind specified in item (iv) under subsidiary rule 1(a) tendered in payment
of Government dues, and shall forward all cheques so received to the
Reserve Bank of India for credit to the Government Account. The
procedure laid down in clause (#) above in regard lo entering particulars
of these in a register in Form 14 and walching their clearance and in
regard to the issue of preliminary and fina. receipts by the Bank  shall

apply mutatis mutandis to cheques reccied By the Madras Taluk
Treasury.

Instructions under Treasury Rule 10—cont,

APPLICABLE TO DEPARTMENTS (GENERALLY,

32. A cheque received at a treasury should be treated as a  final
payment, only after it has been met and the amount has been’ actually
credited to the Government. The provisions of subsidiary rule 2 (h)
and instruction 3 regarding the preliminary acknowledgement and final
receipt 10 be given when a payment is made by cheque, the procedure
to be followed when a cheque is not honoured, and the date to Le treated
as the date of payment if the cheque is honoured apply  mutafis
mytandis to a cheque received at 3 treasury.

33. The register of chalans issued at a treasury should show ihe
particulars of each chalan passed for presentation at the Pank. The
register may be maintained according to departments, so that the Land
Revenue chalans are passed and registered by the section or clerk
concerned with Land Revenue in the office to which the treasury is

attached, the Excise Revenue chalans by the section or clerk concerned
with Excise and so on.

34, Payments for stomps sold to the public by ex -officio vendors
shall be remitted 1n the treasury and shall not be made to the ex-nfficic
vendors in cash. Necessary chalans in support of such rayment
shall be deliveied to the ex-offficiv vendors who may issuc the
stamps after noting in the daily sales account the rumber ard date of
the chalans received. At places where tle treasuly and the Bank are
neéar to one 2nother and it is, therefore, not incenvenicnt to follewih

procedure laid down in sebsidiary rule 19 above thet procedrie may
be followed., '
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THE TAMIL NADU TREASURY ROULES
RECEIPT OF MONEYS BY GOVERNMENT SERVANTS

(r.r. 10—1N5N, 34-35)

A Government servant should pay for any service postage stamps
for which be indents on the treasury by means of an adjustment bill
or a cheqgue, and should not make any payment direct into the " Bank
cn this account. The treasury should not give any receipt for a payment
made for service postage stamps by transfer in the accounts.

SPECIAL TO THE JUDICIAL DEPARTMENT,

35. A person who wishes to pay any money into a mofussil civil
court dealing with a treasury which transacts its cash business through
the Bank should follow the same procedure as that prescribed in
instruction 21 except that he should pay the money into the Bank with
a chatan in Forin 23 together with a counterfoil receipt. The chalan
will be signed by the Bank Agent or, in the case of a Treasury Pay
Office, the Clerk-in-charge instead of the Treasury Officer. The chalan
and the counterfoil receipt need not be first presented at the treasury
unless the coust concerned deals with a treasury which transacts ifs
cash business through a Treasury Pay Office of the Bank, in which
case the procedure laid down in subsidiary rule 19 should be followed.

The procedure laid down in instruction 31 should be followed
mutatis mutandis in regard to the issue of receipts by the Bank and the
court concerned for such payments and filing of the Bank receipts in
the court,

Every mofussil civil court dealing with a treasury which transacts
its cash busiuness through the Bank should maintain a register in Form
T.A. 20 in the Tamil Nadu Account Code, Vol, I, and make the
necessary entries in it regarding all money which private persens pay
into the cousrt as deposits with reference to this instiuction. Esch
depos‘t should be entered separately in the register and numbeied.
There should be a fresh seres of numbers for each year, The Jucse
of the court should carefully check the particulars of each entry and
then write his initials against it in the preper cc lumn in tcken of its
enrzctne:s  [See also instruction 4(a).]

Note:- The procecuro relating to the receipt of momney in the High
Court’s goverened by the Oripinal and aAppellate Sice Rules of the
High Court containned in the “Civil Rules ¢ f Piactice’*,
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RKECEIPT OF MONEYS BY GOVERNMENT SERVANIS

R, 10— s.R, 20— 22]
Subsidiary Rules under Treasury Rules 10— cont,
PAYMENTS INTO THE BANK BY (GOVERNMENi SERVANTS.

20, When a Goverament servant realises a  fine  forfeiure eor
tker miscellaneous receipt on behalf of the Government, hie shall pay
the money ditect into the Bank with a chalun in triplicate which need
not be fitst presented at the treasuty. The Bank shall fcrward  the
daplicate and triplicate copics to the treasury with the duily account
and shall return the original, duly 1eceipted, to the Governgient servant
for record in his officc. The Government servant who*tenders the
money at the Bank shall, before leaving the Bank, obtain the Bankcrs
teceipt for the money on the crignal chalan, which may be in the ferm
of a remittance bock sent along with the money for signature.

The departrhental officer shall present cheques, which ale 1o &
credited to Government divect at the Bank without routing them through
the Tieasuary. The cheques shall be accempanied by chalan in triplicale
. with the correct particulais of the head of uccount duly indiceted thercin

under the initials of the departmental officers with their designations.
They should also indicate on the cover in which the chogues and chade ns
are sent, the nature of its contents 1o enable the Supcivisory Officizle
of the Bank to acknowledge teceipt of the cover in the Local Delivery
Registe:, after perusing the cheques enclesed therein.

Note 1.—Remittances by departmental officers in the Macdis City
at the Reserve Bank of India, Madras, shall, lowever, be accompanied
by duplicate chalans only subject to the cxceptions in subsidiary sule
10 (&)

Note 2.- A separate chalzn shall be used for cach Majer Hei & o:
Account. :

21. dmanaths - A dist: ict treasury or a sub-treasury which transect
its cish busincss through the Bank nzed not mainfzin'the Amenat
Bilanc: Register in Form 16 {See subsidjary rule 15}, but the closing
balincz under each of the heads mentioned in subsidiary rule 15 undes
which it js possible for the treasury to have transacticns shall be noted
1 the Treaswer's Daily Balance Shect (Form 24},

22, Deleted. .
(A Group) 113-15—14 S T S ’
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THE TAMIL NADU TREASURY RULES
RECEIPT OF MONEYS BY GOVERNMENT SERVANTS

[r.R. 10— INsTNS, 36— 38]
Instructions under Treasury Rule 19— cont.

36, dmaraths.—The total cash balance ¢ f all the cutstanding iterns
should be entered at the close of the vay in the accounts of the district
treasury or sub-treasury in the places specified in instiuction 25 and
verified n the munner radicated there.’

37, Deleted.

38, ‘fofl(tgf? remitiances—-The village remittances chi )l be paid
direet fnto the Bank {n Tamil Nadu Trensury Coce Fern 10 0 Iyresidd
by the Taluk Office (See also subsidiary rule 14),

The proczdure to be followed in receiving and checking il ese e -
lances 18 lnid down below (—

{(a) The Bank will make every effort tu receive all village remit-
tunces tendered before the closing hourand shroff and acknowledge
them the same day, 1If it receives a remittence, it will invariably
complete the shroffing and acknowledge the remittance the same day.
If the Bank is unable to receive for shicfiing cn the same day o remit-
tance tendeied shortly before its clesing hour, it will direct the villege
official who tenders it to return 1o the sub-treasury with the remittance
and will give him a memorandum stating the time when the remittz nee
was tendered and the fact that the Bank is unable to rcccive il for
shroffling on the same day. . The bags should then be scr Lk d jn the
presence of the village official and kept in the sub-trcasury strong-reom
according to the usual procedure and should be handed over to the
village officiul to be tendered at the Bank as scon as it 1ecrens the next
day. :

(b) The Bank will give the village official who presents a
remittance fuil facilities for watching the shroffing of it. If the .
Bank finds that there is a shortage on account of bad or defective
coins or otherwisc the village official will be given an opportunity of
making it good af once. If he does not do so, the Bank will
inform the Tahsildar of the amount and nature of the shortage, and
will credit the Government account only with the amount actually
received by if.
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THE TAMIL NADU TREASURY RULES
RECHPT OF MONEYS BY GOVERNMENT SERVANTS

(T.®..10—s.R. 23,)
Subsidiary Rales under Treasury Rule 10—comt.

23, (¢) When a treasury transacts its cash business through the
Bank, the treasury and not the Bank shall ISSUL, any advices or
certificates of reccipts which have to be sent to public officers and
the periodical ¢ nsolcated receipts which have to be sent to cestain
public officers, unless the Government, with the concurrence of
the Bank, spumally order that in a parucular Cldba of cases this shall
be done by the Bank. .

(b) The Treasury Oﬂiccr shail send a monthly consolidated
receipt to each of the District Forest Oflicers who deal with the
treasuries. in the district in the manner laid down in  subsidiary
rule 17. He shall also follow the procedure laid down in subsidiary
rule 18 in regard to signing the remittance books and consolidated
reccipts prepared by Public Works Deparmmnt officers at the end
of each month.

i
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THE TAMIL NADU TREASURY RULES

_CUSTODY OF MONEYS RELATING TO THE GOVERNMENT ACCOUNT
(t.R. li—5.r. 1)

Chapter [V—Custody of Moneys Relating fo or standing in thc
Government Account.

MONEYS IN THE HANDS OF GOVERNMENT SERVANTS
Subsidiary Rules under Treasury Rule 11,
Applicali’e to Depariments gencrally,

[. Moneys -eceived by a Government Servant on behaif of the
Government and not immediatcly remitied to a superior authority a
sreasury or a collecting depot [see subsidiary tules 3 (b} and 4 under
Treasury Rule 10] shall, until they are so remitted or otherwise disposed
of 1n accordance with the rules, be lodged in a cash-chest, which shall
he kept in the Government Servant’s Office or in his nersonal custody
as may be convenient. The Government servant who is responsiblz
for the moneys shall keep the key of the chest and the duplicate key
shall be deposited in the treasury. When a large amount of cash is
frequently kept in the chest, it shall be fitted with double locks of diffe-
rent patterns and the keys of the two locks shall be kept in the custody
of two differemt Government servanis, unless the Government have
given special permission in any case to-dispense with this procedure,
When an office is provided with an iron safe for the custody of cash
or other valuables, the safe shall, if practicable. be emboedded in masonry
%0 as lo preveni removal by theives,

2. {@) Subject to the provisions of clauvses (b) and (¢) below, the
zantents of the cash-chest or the cash on hand shall be counted by the
nead of the office or under his orders, by a gazetted subord:nate at the
<Inse of business on each working day and verified with the book balance
1s shown in the cash book and other registers ufter they have becn closed
for the day. A memorandum of verification, as shown below, shall
hetigned and dated by the Government Servant who counted the cash -

Balance shown in cash book

Balance shown in acquittance roils of register
of undisbursed pay,etc. . . . . .

Balance of permanent advance shown in contingent
Regis ot of Permanent Advance Disbursement
Register

Toiai book balance .
Cazli balance ascerigined by counting, .
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CUSTODY ’0 ¥ MOMEYS RELATING T THE GOVERNMENT ACCOUNT

(T.R. 1i—s.R. 2—INSTN—1}

If there. is any difference between the book balance and the actual
<ash balance which cannot be reconciled at once, action shall be taken
under Article 294 in the Tamil Nadu Financial Code, Vol. L

Exception—The Metsopolitan Magistrate in the City of Madras
verify the cash balance at 11 a.m. on the next working day before the
commencement of the work for the day. This exemption does not
apply to the Judicial Magistrate in the m fussil.

(b) In ar office in which there are no regular daily transactions
or the transactions are few, the head of the office may, with the previous
approval of his immedijate superior, order the closing of the cash book,
gtc., less frequently than every day, €.g., once a week, but the registers
sirould be closed .and the cash balances verified ofien enough to pre-
vent malpractices and in no case less frequently then once a month.

(¢) When the bead of an office is absent on tour, the head mini-
starial officer shall attend to the closing of the cash accounts —and
th - verification of cash balance in accordance with the rules and the
head of the office shonld verify the balance as soon as he returns to
heud-guaricrs.

Note.—The hzad of the office, who has entrusted the work relating
to verification of cash balances to a gazetted subordinate,
should periodically review at least once in a half-year whether
the gazetted subordinate is discharging his duty properly.

Instrnctions under Treasury Rule 11
SPECTAL TO THE FOREST DEPARTMENT.

1. Verification of monthly closing cash balance.—Each  District
Sorest Officer should verify in person his monthly closing cash balance
15 at the close of business on the last day of each month and append
- certificate of verification to the monihly classified abstract of cash
veount. (Form F.A. V1L in the Tamil Nadu Account Code, Volume
1)

If. however, a Di- tric. Fores: Officer is absent on ‘our when his
monthly closing cash balance has {0 b~ verified and cer.ified.or is so
incapacita.ed by sickness that it is physically impossible fur him to aticnd
te these Jaties ths renior suberdinats forest officer present. )
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THE TAMIL NADU TREASURY RULES
CUSTODY OF MONEYS RELATING TO THE GOVERNMENT ACCOUNT

(T.R. 1|—S.R. 3—INSTN-1-2)

at the District Forest Officer’s beadquarters (excluding the head clerk
and other office employecs) should do so but in that case the fact of the
District Forest Officer’s absence or sickness should be distinctly noted
in the return. Except wilh the special permission of the Chief Con-
servator of Forests on each occasion a District Forest Officer should
not allow more than two consecutive months to. clapse without per-
sonally verifying to his monthly closing balance., The resulted of each
verification of the monthly closing cash balance should be reported
to the Accountant-General.

SPECIAL TO THE PUBLIC WORKS AND ELECTRICITY DEPARTMENTS.

2, Verification of monthly closing cash balance.—The actual balance
in the cash chest of each office should be counted on the last working -
day of each month immediately afier closing the cash account of the
month or if this is not possible, at least ‘on the morning of the next
working day before any further transactions take place. A statement
of the details of the actual cash balance should be prepared in the pres-
cribed form. A certificate of verification specifying the actual cash
balance (exclusive of imprests and temporary advance) both in words
and figures and stating that it was ascertained by actual counting by
himself should be recorded below the closing entries in the cash book
and signed and dated by the disbursing officer.

When it {s impossible for the disbursing officz:, cwisg to absence
from headquarters or illness, to count the cash balance on the pres-
cribed date, he should do so at the easliest opportuniiy and record
the reason for the delay on the cash balance report (Form P.W. A 2
in the Tamil Nadu Accouni Code, Volume III).

MONEYS HELD IN THE TREASURY.
TREASURY CASH BALANCES,
Subsidiary Rules vader Treasury Rule 11— cont.
(i) DISTRICT TREASURIES,
3. Custody and verification of the treasury balance

(3) The bulk of the cash balance in the treasury shajl be kept in
treasury strong room under the doubie focks.
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CUSTODY OF MONEYS RELATING TO THE GOVERNMENT ACCOUN"

{T.R. 1I—S.R. 3—INSTN—1)

Note 1.-- When the Treasury Officer goes on leave, he shall hand
over his keys to the Assistant Treasury Officer.  If there are mcre then
one Assistant freasmy Officer, the keys shall be banded over to the
senior-most Assistant Treasury Officer.

Motk 2.— When both the Treasury Officer cnd Asgistant Trearury
Officer happen to go on leave simulianecusly, the keys of the Treasury
Officer shzll be handed over ‘o the senior-mest Accouniant Grade Tl
of the District Treasury, where {here 15 only one Assistent Treaswy
Oflicer or 1o the other Assistant Tressury Officer, if there are more
than one Assis‘ant Treasury Officer.

1

NoTE 3.— When the Treasuries in the District Treasury refuses to
work or gees cn casval leave and when theie is no other Accountant
or the staff in the District Treasury refuses .o oot &8 Treasuter in Bs
absence, the Treasury Officcr may dircet him to hand cver the keyr
of the strong room to the Huzur Sarishthadar or any ciler officer o
be deputed by the Collecior for the purpose.

CUSTODY OF MGINEYS RELATING TO OR STANDING
IN THE GOYERNMENT ACCOUNT.

The Treasuty Officer shail hold the key of ¢ nc of the two padiccks
placsd on the entrance to the deuble locksstrong-rcem of a disrsiet
treasury and the Trzasurer, the key of the other,

The Treasury officer and the Treasurer shall both be present in
peison whenever the double-lock strong-room js orencd and skeB
remain there till it is closed. When opening thic = rong-rocm, ihe
Treasury Officer and the Treasurer respecfively shall himself unleck
the vadlock of which he holds the key and immediately remeve the key
sim'larly, when closing it each shall himself wck the padicck of which
he holds the kev. When closing the strong-room, each double-lock

officer shall satisty himsclf that cach double-lock receplacle has bee:
double-locked and that no ove remeins inside the strong-rcoem ; the
entrance to the strong-room shall then 1o be clesed and doible lt cked
and cach Double Lock Officer sha]l satisty himself that this has been
nroperly done.
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(T.R, 11—s.R. 3—INSTN-—1)

When the stropg-room is finally closed for the day, the Treeswny
Officer and the Treasurer respectively shall, afier locking the padlc ek
on the entrance to the strong-rcom of which he holds the key, place
the key in a leather bag and have the bag sealed in ihe presence of beth
the officers by a subordinote, who shall not take the key ouwt ¢f the bag.
Both the official scal and the private seal of the Treasury Officer +hall
be affixed to each of the bags. Each double-lock officer shall tak
his bag from the subordinate immediately after it  has been sealed.
Both the s:als shall then bz affixed to each of the two padlocks on the
entrance to the sirone-room and each double<lock officer shall satis{y
himself that this has been properly done before he leaves the place.

The Treasury Officer and the Treasurer respectively shzll never,
under any circy mstances, hand over the key held by him to zny onc
other than a Government servant who has been duly authorised to

take charge of the dutics of his post from him.

[Fo1 the corresponding rule for a sub-treasury, see subsidizy rule
8 (a) below. )

A Reg'ster in Form 31-A shall be maintained by the Huzur Treasury
and kept in a locked recepiacle inside the strong room it shall show
the namesand d:signations ofall persons  who enter it oneach oceasion
the work done by them with the lime of enfry and leaving, including
the Treasury Officer even when he enfers alone The Treasury Offics
or other officer holding his keys shall check and initialit before clesing
the strong room on cach occasion that he is present,

(b) The Treasurer may be allowed to hold in his separate custody
a sum sufficient for the convenient transaction of Government business.
The Treasury Officer shall see that the amount- so held does not
ordinarily exceed Rs. 5,000 and that any request by the Treasurer for
a large sum is carefully scrutinized. Before signing the Treasurer’s
daily balance sheet when closing the treasury for the day, the Treasury
Officer shall verify the balance in the Treasurer’s sole charge as shown
in that sheet and satisfy himsclf that it does not exceed the currcnt
requirements, that it contains no uncurrent ccin and that it dees not
contain more of any kind of small coin than is needed for current usc.
He shall also verify that the rotal value of the cash, stamps, opinm
and banderols held in the Treasurer’s sole charge does not exceerd the
amount of the scrutiny furnished by the Treasurer and shall then have

them placed in the double-lock strong.room.
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[T.R. 1I—S.R. 3—INSTNS 3-4]
Instructions wnder Treasury Rule 11—-cont. f

A, Treasury Strong-room.—(a) No place. should be used as a
strong-room, unless an officer of the Public Works Department
not lower in rank than an Executive Engipcer has certificd  that
it is gecure and fit for use as a sirongroom. He should examine
particelarly the condition of any year of the coclosing  walls
which is not on the outside, under the observation of the guard.
When giving his certificate, he should prescribe aay conditions
that may be necessary as to the manner of stortng  the coin, e.g.,
that it should not be piled on trestles but should be kept in boxes, or
that no bag or box should be placed within a prescribed distance of
the wall or in any particular part of the room.

(b) An irof safe used in the strong-room should be imbedded
in masonry, so that the handles of the lig just reach the ground level.
Locks and bolts should be kept well oiled and iree from dust.

{(c) Every strongroom should be inspected annually by the
Executive Engincer or by an expericnce Assistant Engincer or upper
subordinate holding sub-divisional charge deputed by the Execcutive
Engincer for the purpose and the Treasury Officer should obtain a
certificate of safety from the Inspecting Cfficer after each annual
inspection. [See also instruction 9 (b) in regard to collecting depots.]

(d) The Superintendent of Police should record an order -
prescribing the positions of the sentries, and may rcquire any
additional precautions to be taken in regard to the strengthening of
fastemings, buraing of lights, etc. The responsibility fer the scrutiny
of the building and its fixtures will, however, remain with the Executive
Engineer. The powers for the removal or transfer of the cash chests
in Treasuries and sub-Treasuries will be vested with the Dircetor of
Treasuries and Accounts, but the immediate responsibility for the
security of chests and other treasury furniture not forming part of the
buildizg or fixtures will remain with the Treasury Officer,

(¢) A copy of the latest certificate given Dby an inspecting
Public Works Officer under clause (c) above and a copy of the order
of the Superintendent of Polica under clause (d) above should be hung
up im a conspicuous place inside  the strong-room. The Treasury
Qffficer should see that any conditions as to the manner of storage of
treasure mentioned in these documents ars complied with, '

(A Group) 113-15—15
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CUSTODY OF MONEYS RELATING TO GOVERNMENT
ACCQUNT.

(T.R. 1] SR 3 INSTNS 4==5)

{f) The doors and windows of the strong-room should be kept
permanently clesed and locked, except during the time necessary for
moving coir or other vajuables into or out of it. As an uxception (0
this rule, the opening of shutters is permitted during office hours in an
aperiure, which is otherwise barred, if it is necessary for the admission
of light or air to any other part of the building provided thai all coin
and valuables remain securely packed in Jocked receptacles.

(g) Dindigil padlocks or Sparling patent padlocks manufac-
tured at the Sparling Lock works at Aligarth shouid be used as the
double locks on the entrance to a strong-room, and also on the double-
lock receptacies kept in the strong-room. They should be purchased
though the Indian Stores Department, New Delhi. ‘

5. Treasury padlocks and keys—(w) A regisier of all the padlocks
and keys belonging to the district treasury and its sub-treasurics should
be maintained in Form 26 and kept in the strong-room of the district
treasury. Separate pages should be assigned to the districl treasury
and to each sub-treasury, Each sub-treasury should alse keep a list
of its own padlocks and keys in the same form,

The Treasury Officer or the Treasurer, as the case may be, should .
initial in column (%) of the register against ¢ich original key in his
charge as an acknowledgment that he has received it, In, regard to each
duplicate koy, which is ko ptin the box of duplicate keys under 1l join
custody of the Collector and the Treasury Office., a note should bemade
to that eftect and initialled by the Treasury Officer in column (7) of the
regisier, The Collector should obtain an acknoledgement for the
sealed box containing the duplicate key’s ol the padlocks used for the
entrance 1o the district treasury sirong-room, ¢'c.. (see clause(f) below).
and the number and date of the aknowledgment should be noted in
the register inihe appropriate places. The Treasury Officer should
obtain an scknowledgment from each Sub-Treastry Officer for the
originzl sub-treasury keys in his possession and the number and date
of each acknowledgment should be noted in the regisier in the appro-
priale places.

All padlocked boxes, locks, keys used for remiitance purposes arc
the property of the Reserve Bank which will te responsible for repairs
to and rcplacements of sich boxes, locks, keys, etc, All Treasury
Officers and Sub-treasury Qfficers should maintain a separate acconrnt
of allsuch articles intheir custody in the form prescribed by the
Reserye Bank. The boxes, should be marked ‘R.B.M.” and vsed for
remittance purposes when neccssary. Any charges for repeif or replace-
ment of these  boxes, locks and  keys should be inctrred only wih the
previous sanction of the Currency Officer and debited to the Reserve
Pazk
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CUSTODY OF MONEYS RELATING TO THE GOVERNMENT ACCOUNT.
[T.R. 1]—INSTNS 5—cont.}

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

(c} The Treasury or Sub-treasury Officer should keep in his
zersonal custody the duplicate key of each remittance box used for
sending treasurc from a salt factory to the treasury and keep a label
attached to it showing the name of the factory to which it belongs.

{d) Whernever a padlock is out of order or no longer required,
the Treasury Officer should send it to the Works Manager, the Tamil
Nadu Public Works Enginecting Corporation Limited, Madras, for
repairs or for disposal. If a key is lost, the Treasury Officer should
at once report the fact to the Director of Treasuries and Accounts
and send the padlock to the Superintendent, Public Works, Workshops,
requesting him to have its levers altered and provide new keys for
it. Tf the key lost is the property of the Reserve Bank, the Joss
should be reported to the Bank. No padlock of which a key has
been lost may be used again in the district, until it has been  so
altered. The Treasury Officer should ordinarily recover the cost of
the alicration and the new keys from the person or persons to whose
carclessncss he attribuics the loss of the key.

No local mechanic may cver be allowed to repair a treasury
padlock or to make a new key for one.

fe} No spare padlocks should be kept at a sub-treasurv  or
cxcept with the  permission of the  Director of Treasures  and
Aceounts, at a district treasurv, The Director of Treasuties and
Accounts should sce that no unnccessary padlocks and keys and
ne unnecessary duplicate keys are supplied to or retained in any
treasury. No doplicate keys should be kept at a sub-trcasury. -

{1 All spare padlocks with their kevs which are  kept in a
district trzasury with the approval of the Director of Treasurics and
Accovnts, should be held under double-lock in the District Officer
and the Tluzar Treasurer. ANl duplicate keys except those of the
paciocks used on the entrance to the district treasury strong room -
andl on the duplicnte key receptacle, should he kept in the district
‘reasury sfrono-reom in a receptacle under doublellocks.  The
Personal Ass'stant (General), to the Collectors shall hold the kev of
the double-locks and the Treasury Officer should hold the ofher.-
They shall never under any circumstances, hand over the keys held
by them to any one other than a Government servant who has been
dul#f authorised to take charge of the duties of their post from them.
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CUSTODY OF MONEYS RELATING TO THE GOVERBMENT AGCOUNT,
(r.e. 11 _INSIN 5—-cont.)

{2} Personal Assistant (General), to the Collector should puot tha
duntica’e koys of the two padlocks used on the entrance to the district
(resery s ong-room and those of the two padlocks used onthe duplicate
ey reoep acks into 2 small box fited with a Dindigul padlock or a
Spo-ling pr et pallock and keep cne key of this box himself, theduplicate
key boing kept in the duplica’e key receptacle. He should seel this
box wiik this rrivate scal and deposit it with the Agent of the neasest
brapch of the State Benk ef tncia if there is any such branch in his district

Otherwise, he should send the scalet boxto the currency officer of the
' Reserve Bank of India. Madras, if the post from his headquarters
rezohes Madras in one day, anl il not, he should send it to the Collec'cr
whose headquarters is noatest to his own for custody in that disrict
treasury Once a year in April, the Collector should send, for the box,
ecxamine Lhe keys, lock the box and secal it again with his private seal
and reuren il 1o the appointed person 3 he should also make 2 note at
the same iime in the register of padlocks and keys stating that he has
examined 1he kevs ani founi them to be correct.

{7y tn the sub-treasury at Madras, the two strong rcoms used
for ihe storage of opium, stamps and bunderols will be under the joint
Jock and key of the Sub-Treasury Officers, Grades I and I1. The third
strong room which is used for the storage of opium, stamps and bunderols
for issue to the public by the Sub-Treasury Officers, Grade 11, will be
unccer the joint lock and key of the Sub-Treasury Officer, Grade IT and
the Upper Division Accountant. The fourth strong-room which is
used for Lhe storage of sufficient stamps for issue to the public by the
Sub-Treasury Officer, Grade II, for a week will be under the joint lock
" and key of ihe Upper Division Accountant and the sub Treasury Officer,
Gradell. -

In the Madras Taluk Treasury, the duplicate Key receptacle should

. be kep: in 2 strong-room for which the two Sub-Treasury Cfficers hold
the keys of the ¢ouble locks. Double locks should also be placed on
the dupiicaie key recepiacle ; the Treasury Officer, Chingleput, should
. hold ihe key of one of these double locks and the Sub-Treasury Officer,
Grade I should hold the key of the other. The Treasury Ufficer, Chingle-
put and the two Sub-Treasury Officers should never, under any cirenms-
tances, hand over any double lock key held by them to anyone other
than a Government servant who has been duly authorized to _ta*e
eharge of the duties of the post from him. The Treasury Officer Chingle-
put should follow the procedure taid down in clause (f) above in regard
to the duplicate keys of the two padlocks used on the entrance 1o ezch
sirong-room, and hose of two padlocks used on the duplicate key
eptacle, and hand over the scaled box containing the keys to

:;“ Currency Officer, Reserve Bank of India, Madras, for safe custody.
S
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(i) Whenever the Collector or the Treasury Officer hands over
the charge, all padlocks and duplicatc keys belong to or kept in the
treesury should be examined and compared with the register of padlock
and keys, and the relieving officer should sign a certificatc in the register
showing whether he has found. them to be correct. The padiocks ard
_ duplicate keys need not however, be cxamined when the Collector or

the Treasury Officer is transferrcd only temporarily or goes on casual
leave and the iemporary incumbent is not likely to have any occasion
to open the receptacle containing duplicate keys, if it becomes necessary
fer the temporary incumbent to do so whilst in charge, he should at oxce
carry out the examination of all padlocks and duplicate keys and sign
a certificate to the register as prescribed above,

Whenever cither of the two Government servan's who hold the
two sets of keys of the double locks in use at a sub-treasury hands over
charge otherwise than temporarily, all the padlocks and keys 10 use in
the sub-treasury should be checked with the register of padlocks and
keys and the relieving Government scrvant should sign a certificate
showing whe her he has found 1o have been ucknowle gel as rhese
rules require.

(i} Whcnever an officer of the Indian Audit Pepartment ins-
pects a treasury, he will xeport whether he has found all the treasury
padlocks and keys (except the duplicate keys of the padlocks used
on the entrance to a district the treasiry strong-room and the duphi-
cate key receptacle of a district treasury which are deposited al¥s-
where) to be correct according to the rtegister and to have been
acknowledged as these rules require,,

Whenever the Director of Treasuries and Accounts, Deputy Director
of Treasuries and Accounts/Treasury Officer inspects a sub-treasury,
he should check all the padiocks and keys in use in the sub-treasury
with registerer of padlocks and keys, and record the result in the repister’
The Deputy Director/Treasury Officer, should also report the result
of his check to the Director of Treasuries and Accounts.

(k) The Director of Treasuries and Accounts may modify these
instructions in matters of detail to suit local convenience, when TIECESSary
- but there should be no departure from the ¢ssential instructions relating
to important matters, such as the responsibility for the custody of
duplicate keys, the examination of duplicate keys periodically and ‘when
;:here is a transfer of charge, and the report to be made when a key is
ost,
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4. Verification of treasury balance when there is a change of Treasury
@fficer or Treasurer.—(o) Whenever the Treasury Officer hands over
charge otherwisc than temporarily the - relieving Governmsnt scrvant
shall, before taking charge, verify the cash balance in the district treasury
in the manner prescribed in subsidiary rule 7 under Treasury Rule 4
and report the result of his verification to the Accountant-General.
He shall also take charge from the out-going Treasury Officer a note
prepared by him regarding the state of affairs in the district treasury
Whenever the Treasuerer hands over charge, otherwise than tempotary,
the cash balance shall be similarly verificd and the result of the verifi-
cation reported to the Treasury Officer.

(b) A Government servant who holds charge of a district treasury
during a short Temporary absence of the Treasury Officer, e.g,. on
casual leave, shall be held responsible for the correctness of the balances
in any double-Jock receptcles which are opened whilst he is in charge,
until they are duly verified and taken over by the permanenent Treasury
Officer. He should, therefore, verify the contenis of any double-lock
receptacle which is opened whilst he is in charge. The permanent
Treasury Officer should verify, on his return, the contents of all double-
lock recepicales which have been opened during his absence..

(¢) If, on any-occasion, the Treasury Officer or the Treasurer
is so 11l that ke is unable to go in person to the treasury to hand over
charge of the treasury keys to the Government servant duly authorized
to take cbarge of the duties of his post from him, the relieving Govern-
ment servant shall go to the Government servant who is to be relieved
and take over the keys in person. The sclieveing Government servant
shall then verify the balance under double-locks in the presence of the
other double lock officer and record a certificate of verification and the
fact of the illness of the relicved Government servant in the registeres
coucerned.

5. Responsibilities of the Treasurer and the Skhroff for the handling
of moneys and the security 1o be furnished by them.—The Treasurer
shall be resporsbile for the handiing of the moncys at a district ireasury
and she Shroff or Shroffs at a sub-treasury. Every Treasurer ot
Shroff shall be required to furnish sufficient security to protect the
Govenment against any loss that may be causcd by negligence or fraud
on his part. The security bond shall be in the form prescribed by the
Govermment for the purpose after a Treasurer or Shroff vacoies
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office, the bond shall be retained permanently, or until it is certain that
there is no need to keep it any longer. Government Promissory Notes
lodged as security shall, however, be returned six months after the
Treasurer or Shroff concerned vacates office, unless there are special
aud sufficient reasons for retaining them for a longer period.

5-A. Custody of Security Bonds.—The Security Bonds of Govern-
ment servants employed in treasuries shall be kept in a locked box in
the double-lock strong room of the district treasury., The Treasury
Officer will be responsbile for the safe custody of the bonds and shail
keep the key of the box in his pe;sonal custady

Instructions under Treasury Rule 11,

6. Security to be furnished by the official of the Treasuries and the
Pay and Accounts Office, Madras—The detailed instrections regarding
the security to be furnished by the officials of the Treasuries and Pay
and Accounts Office, Madras are contained in praragraphs 22-A of
Treasury Manual and 446 of Pay and Accounts Office Manual 1es-
pectively, .

7. Responsibility of the Treasurer and the Shroff in the handling of
moneys.—A Shrofl should not be placed in charge of the treasury keys,
and should not be made to keep any accounts other than those properly
pertaining to his office. If the Treasurer of a district treasury goes
on casual leave, however, he may at his option, hand over hig treasuny
keys cither to the scnior Shroff or to the senior Accountant serving
under him, on the clear understanding that, in either case, the Treasurer
will be personally responsible’ for any loss that may occur,

7A. Shrofi should be required to make good any uﬂcurrent Or coumter-
feit coin received by him and over payment made by him,

8. Precautions against substitution of coins in treasuries.~To grard
against the possibility of uncurrent or counterfeit coin being substituted
in a treasury for good coin presented by the public or received im a
remittance, every Shroff and other Government servant who handles
coin in a district treasury should be required on arrival for the day’s
work to hand over to the Treasurer or a responsible subordinate
chosen by the Treasurer for the purpose, all coins which he is carrying
at the time and to take them back when leaving the office aftar the
day’'s work.
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The procedure prescribed above should also be followed at a sub-
treasury ; the duties assigned to the Treasurer at a district treasury
in (his connection should be performed by the Sub-Treasury Officer

at a sub-treasury.

Subsidiary Rules under Treasury Rule 11—cont.

6. Storage of treasure—(a) Coin shall be stored in a strong-room
in one of the following three ways:—

(i) In bags of uniform size and contents, placed in strong iren
boxes or safes, or wodden chests, or built recesses or wells, each of
which shall have two independent locks and be so coastructed that it
is impossible to have any access to the contents until both locks have
been opeped. Baps made of net material shall always be used for
strong whole rupees. The Treasury Officer shall hold the keys of one
of the two locks on each double Tock receptacle in a district treasury
and the Treasurer, the key of the other. The Treasury Officer and the
Treasurer respectively shall never, under any circumstances, hand ever
any double-lock key held by him to anyone other than a Government
servant who has been duly anthorized to take charge of the duties of

his pest from him.

(For the correspouding rule for a sub-treasury, See subsidiary rule
8 (b) below.)

(ii) In bags of uniform size and contents piled upon trestles Bags
made of net material shall always be used for storing whole rupees
This method must not be adopted unless every door, window, drain,
sky-light, ventilator, or other aperture in the walls or ceiling of the
streng-room is sO closed, as to make it impossible to insert any rod or
instrument into the stroag room.

(i) Temporarily in preparation for making a remittance in
_ stout boxes capable of containing Rs. 4,000 to Rs. 6,000 each, nailed
down and bound with irop, without gunny covering or ropes. The
jron hoops on each box should be riveited or nailed together where
they oross. Each box should bear a number and the name of the

despatching treasury cut into or paisnted on it.
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(&) All notes shall be stored in separate receptacles and not along
with coin. High value notes, shall be stored in a tin box, and the
remaining notes in suitable receptacles that will protect them from
injury by damp, insects etc. They shall be kept in bundles of not
more than a hundred notes each and each bundle shall coniain notes
of one denomination only.

Explanation.—Notes of the denomination of Rs. 100 or rore shall
-be treated as high value notes,

-

7. Receipt of moneys into and issue of moneys from double-locks,
The following procedure shall be followed :(—

(@) The Treasurer shall prepare the mickel coin for receiption
into double-iocks by having the coin of each denomination made
up in bags of nniform size and contents, which shall ordinarily be
Rs. 1,000. Rupees 2,000 may be adopted for rupee coins, if it is
considered more convenient, and a smaller amount than Rs. 1,000
for iifty paisc and twenty-five paise, but one amount shall be adopted
uniformly for the contents of all the bags of nickel coin of a particular
denomination. The Treasury Officer shall cause the contents of
cach bag to be emptied into the sccles, weighed against the
appropriate verified weight as described in Subsidiary Rule 7 (a)
under Treasury Rule 4, and poured into another bay, -which shall
be tied up in his presence with a slip in Form 27 placed inside it.
The Treasury Officer shall then count the bags so i{ested info the
double-lock receptacle.

Cupro-nickel coin of each denomination shall be made wup in
bags of uniform size and contents and similarly bronze coin. The
Treasury Officer. shall verify the contents of each bag and shall
then count the bags into the double-lock receptacle. .

(b) Notes intended for delivery into double-locks shall be
wade up in bundles according to denomination in the order of
receipt. No bundle shall contain more than a hundred notes. The
Treasury Officer shall count the notes in each bundle with his own
hands and satisfy himself that it does not confain any note of
a denomination different from that specified on the lable in Form 28
affixed on top of the bundle and shall sign the lable 2s a token of
this verification. He shall then count the bundles so verified into
the tin box containing high value notes for the double-lock receptacle
with his own hands and if the tin pox has been taken out of the
double-locic receptacle, shall replace it therein with bis own hands.

(A Gfomp) IMB5_g8 ™| rmree e G T

£
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The detailed check of fresh aotes of denomjnétions of Rs. 10 and
Rs. 5 received in a remittance from the Currency Office may ‘be
confined to cne bundle in every ten taken at random.

(c) Notes shiall be given out of double-locks by counting the
pumber of bundles, The bundies shall be arranged in the double-lock
receptacle in the order of receipt and given out’in the same order,
taking first thosg which were received earliest, so that notes of the
older issucs shall not be stored indefinitely, As soon 2s the Treasury
Officer and the Treasurer have opened a double-lock receptacle for
the purpose of taking out notes, the Treasury Officer shall take out
with his own hands the requisite bundles of notes {or, if it is
required, the tin box containing the high value notes) and the

- xeceptacle shall immediately be closed, The Treasury Officer shall
take out with his own hands all notes that have to be taken out
of the tin box containing high value notes and, during any period
requirecd for counting the notes, the fin box shall be kept closed.
As soon as the transaction relating to the notes kept in the tin box
has been completed, the Treasury Officer shall replace it in the
appropriate doublelock receptacle with his own hands.

(d) Nickel coin shall be given out of double-locks by counting
the number of bhags. As soon as the Treasury Officer and the
Treasurer have opened a double-lock receptacle for the purpose
of taking out coin, they shall cause the requisite number of bags of
coin -to be taken out in their presence and the receptacle shall then
immediately be closed. :

(e)'A  double-lock receptacle shall not be kept open’ or
unlocked for longer than is necessary and in no circumstances shall
more than one double-lock receptacle be kept unlocked at a  time.
As soon as the transaction relating to a receptacle has been come
pleted, it shall be properly double-locked.

(f) The provisions in clauses () and (¢) above requiring the
Treasury Officer to take out notes from doublelock receptacles
with his own hands and to count them himself in no way effect
responsibility of the Treasurer for the handling of the moneys in
the treasury as laid down in Subsidiary Rule 3.

(2) A memorandum in Form 29 for coin, or one in Form 30
for notes, shall be kept in each double-lock receptacle showing its
contents, Whenver any amount is passed into or out of double
locks, the Treasury Officer shall make the necessary entries in
these memoranda and in Form 31 (Treasurer’s Daily Balance Shaet)
at the time with his own hand.
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(%) When notes are prepared in accordance with clause (B)
above for reception -into  double-locks, a Shroff’s slip in Form 28
stating the number of notes the bundle contains and their denomination
and bearing the full signatures of the Government servant who made
up the bundle and the Government servant who last counted
the notes in it shall invariably be affixed to the top of each bundle
so that, if any deficiency or defect of any kind is detected subse-
quently, there may be no uncertainty as to who counted and
examined the notes, A slip in Form 27 shall duly filed up and
placed in each bag of coin which is prepared for reception info
double-locks.

(ii} SUB-TREASURIES

8. Subsidiary Rules, 3, 4, 6 and 7 and instructions 3 to 7 above
shall apply generally to sub-treasuries also, mutatis mutandis and subject
to the following modificaions—

STRONG-ROOM AND STORAGE OF TREASURE,

(@) All the valuables in the sub-treasury shall be kept locked
upin a strong-room under double-locks. The Double-Lock Office
shall hold the key of the one of the two padlocks placed on the
entrance of the doublelock strong room and the Sub-Treasury Officer,
the key of the other. The Assistant of the Sub-Treasury or the
senior most Assistant of the Sub-Treasury where there are more than
one Assistant will be the Double-Lock Officer, Both the official
seal of the Sub-Treasury Office and the private seal of the double-lock
Officer or the Government servant holding his keys shall be affixed to each
of these two padlocks. Whenever the strong-room is closed under
double-locks. The procedure laid down in Subsidiary Rule 3 (a) for
the opening and closing of the double-lock strong-room of a district
treasury shall apply muwratis mutandis to the opening for the day and
closing for the day of a sub-ireasury strong-room and to any otber
¢ ccasion, when the double-tock officer or the Government sexvant holding
its keys considers it necessary to close the strong-toom under double
locks or open it afier it has been double-locked. The Double-Lock
Officer or the Government servant holding his keys may leave the entrance
to the strong-room under the Sub-Treasury Officer’s single lock during
the working hours of each working day, provided that the keys of the
padlocks used on the entrance to the strong-room and the keys of the
locks on the receptacles used in the stropg-room never leave the posse-
ssion of the Governmant servants in whese respective charge the rules
require them tc ke but he shall invariably be present when any
doublelock receptacle is opened.
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Only the persons necessary for the work to be done in the strong-
room should be taken into it and one of the Double-Lock Officers
thali close the strong-room and secure the door by a chain or other
impediment to free ingress, so that no one else will be able 1o enfer
without attracting attention. The door shall not be reopened until
the work has been completed and the cash, stamps or other articles
are ready to be taken out of the Strong-Room. A Regitter in Form 31A
shall be maintained by the Sub-Treasury Officer and kept in a locked
receptacle inside the strong-room, it shall show the names and designa-
rions of all persons who enter it .on each oOccasion, the work done by
them at the time of entry and leaving, ncluding the Sub-Treasury Officer
even when he enters alone. The Double-Lock Officer or other officer.,
holding his keys should check and initial it beforc closing the strong-
room oneach occasion that he is present.

(&) The main store, ie., the bulk of the sub-treasury balance,
shall be kept in chests or safes, each of which shall have two
independent locks and be su constructed that it is impossible to have
any access to the contents until both locks have been opened. The
Double-Lock Officer shall hold the key of one of the two locks on
each double-lock receptacie and the Sub-Treasury Officer, the key
of the other. A small amount of cash required for current purposes
may be left in the hands of the Sub-Treasury Oficcr who shall keep
it under single lock in the strongroom. For each sub-treasury, 1he
Treasury Officer shall fix & maximum limit for the cash that may be
left in the Sub-Treasury Officer’s sole charge, The Sub-Treasury
Ofiicer shall never hand over the key of any single-lock receptacle
used in the strong-room to the Shroff or to any other person even
during office hours.

(¢) If, on account of net rcceipts, the amount in the hands
of the Sub-Treasury Officer becomes larger than the maximum fixed
by the Treasury Officer, he shall at once - inform the Double'Lock
Officer or the Government servant holding his keys, so that the
Intter may transfer the cxcess to the miain sub-treasury balance unde:
double locks.

The Sub-Treasury Officer shall “prove™ the balance whenever
money is transferred from double-lock to single-lock and vice-versa
and from doublelocks to the currency chest and vice-versa,

Explanation —The scope of the ferm “proving” is explained
in Notc | to Instruction 14 (iii) under T.R, 11. o
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(d) Such Treasuries other than Madras Taluk Treasury and
Nandanam Sub-Treasury :—- '

(i) When the Sub-Treasury Officers goes on leave, he shall
hand over his keys to the Assistunt (Double Lock Officer) who will
receive the keys afier handing over his set of keys to the Second
Assistant in the case of Sub-Treasuries where therc are more than
one Assistant or to the senfor most regwlar funior Assistant in the
cesc of other Sub-Treasuries. On such occasions, the Assistant
(Double Lock Officer) shall perform all the duties of the Sub-Treasury
Qfiicer.

(it} When the Assistant (Double Lock Officery goes on leave,
he shall hand over the doubledock keys to the Second Assistant in
the case of sub-treasuries where there are more than one Assistantjto
the sentor most regular Junior Assistant in the case of other Sub-
Treasuries, = '

. (iti) During the siinultancous absence’of both the Sub-
Treasury Officer and the Assivant (Double Lock Officer), the
Treasury Officer shall depute one of the Accountants Grade 1T from
the District Treasury to  perform the duties of the Sub-Treasury
Oficer. '

.

Nandanam  Sub-Treasury.—When  the Sub-Treasury  Qdficer,
Grade I goes on leave, he shall hand over his keys to the Sub-Treasury
Officer, Grade II. When the senior most Assistant {Double Lock
Officer) goes on leave, he shall hand over the Double Lock Keys
to the next Senior Assisant of the Sub-Treasury. 1f both the Sub.
Treasury Oflicer, Grades I and IT happen to go on leave, the Senicr
most Assistant of the Sub-Treasury (Double Lock Officer) shall
reccive the keys of the Sub-Treasury Officer, Trade 1, af'er handing
over his keys to the next Senior Assistant of the Sub-Treasury.

In the Sub-Treasury at Madras, the following procedure shall be
followed : — '

(i} When the Sub-Treasury Officer, Grade I, goes on leave, he
shall hand over his keys to the Second Assistant of the Sub-Treasury,
During his absence the .Sub-Treasury Officer, Grade T who is
already having onc set of keys and the Second Assismant wil! operare
the main depot, i

-1
L
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(ii) When the Sub-Treasury Officer, Grade H goes on leave,
he shell hand over his two sets of keys to the Sub-Treasury Officer,
Grade T who will receive them afier handing over his keys 1o the
Second Assistant of the Sub-Treasury, The Sub.Treasury  Officer,
Grade 1, and the Senior Assistant will operate the Sub-depot. The
Sub-Treasury Officer, Grade I, and the Second Assistami will
operate the main depot. c

(iit) When the Senior Assistant goes on ieave, he shzll hand
over his keys to the Second Assistant of the Sub-Treasury, The
Sub-Treasury Officer, Grade II, and the Second Assistant will
operate the sub-depot.

(iv) If one of the three officers holding sub-treasury keys has
to go on leave when the Second Assistant of the Sub-Treasury. is on
leave, 2 scrvices of Senior most Assistant in the Office of the
Assistant Superintendent of Stamps shzll be wtilised,

Note 1.—The Government Servanis who hold the Sub-Treasury
Keys during the absence of Sub-Treasury Officer or Double Tock
Officer, or both, shall be responsible for the contents of the double
Yock receptacles and shall check the balance both when taking and
when handing over charge. The result of the verification shall be
recorded in the relevant registers attested by all the Government
servants whom the rules required to be present.

Note 2~—The Sub-Treasury Officer shall obtzin prior permission
of the Treasury Officer befors going on leave on the occasions when
the Assistant (Doublc Lock Officer) also proceeds on leave.

Note 3. —During the simultancous absence of the Sub-Treasury
Officer and Assistant (Double Lock Officer), a regular Senior-most
Junior Assistant of the District Treasury shall be deputed to held
the double lock keys of the Sub-Treasury, where the regwlar Funior
Agsistants are quite now,

Note 4—The Dircctor of Treasuries and Aecounts may
ratify the action of the Double Linck Officer, when, under excep-
tional circumstances, he hands over the doublelock keys to a
Goverpment servant other than those mentioned in the rulea,
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Note 5—(i) When the Double Tock Officer in’ the Sub-
Treasury refuses to work or goos on leave and when there is no
other Treasury staff available in (he Sub-Treasury to hold his key,
the Sub-Treasury Officer may direet him to hard over his kevs to
the Sub Registrar or in his abscnce to the Headquarters Deputy
Tahsildar or to the Independent Deputy Tahsildar,

(i1) In the case of Sub-Treasuries situated in & place which
is nut the headquarters of a taluk or Sub-1'aluk, the Sub-Treasury
Officer, may in case of such emcrgencies direct the Double Loeck
Officer to hand over his keys to an offeial of the Revenue Depart-
ment not below the rank of a Deputy Tahsildar to be specified by
the Revenue Divisional Officers or the Taluk Tahsildar.

{e) If, on any oceasion, the Double Fock Officer, or the Sub-
Treasury Officer is so ill that he is unable to go in person to the
sub-treasury to hand over charge of the sub-treasury keys to the
Government servant duly authorized to taike charge of the duties
of his post from him, the procedure laid down in subsidiary rule 4
(¢) shall be followed mutatis mutandis,

(7} The Sub-Treasury Officer shall be in immediate charge
of the sub-treasury, and shall sit in front of the entrance to the
strong-room in such a way that he has a clear view of the Shroff.
After closing the transactions on each werking day, he shall verify
the cash halance under single lock and sign the Shrofi’s cash balance
register (Form T.A. 11} in the Tamil Nadu Account Code Vol. II
and the Shroff’s balance sheet (Form 32}, recording a certificate
on the latter that he has verified the balance and found it to be
corvect. He shall also compare the balance in the day-book with
tho balance in the Shroff’s balance sheet and sign the day-book.
Whenever, the Sub-Treasury Officer is transferred, the sub-treasury
cash balance shall be verified and the result of the verification
reported to the Treasury Officer.

{#} The Double Lock Officer or the Coveroment servanmt
holding his keys shall also verify the eash balanee and stamps
under single-lock and cheek the Shroff%s balance sheet before sign-
ing the Shroff’s cash book at the close of ench working day. He
chall gatisTy himsgelf that the single-lock halance does not cxeeed
current requirements and does not contsin 2Ny uncurrent coing
or mare of any kind of small coin than is refquired for eurrent uge.
¥Te shall also countersign the day-hook every evening after com.

pa~ing the balance shown in it with the balance shown in the
Shroff’s balance sheet, :

:
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The Double Lock Officer or the Government servant holding
his keys shall, in additicn to fulfilling the requirements of sudsidiary
rule 7 (g), alse mainidin in his own writng a regisier in Form 33
showing all iransfcrs beiween  single-lock and double~locks. The
register shall be Kept in the double-lock strong-room. Wten closing -
the sub-treasury each day, the Double-Lock Qfficer or the Govern—
ment servant  holding his keys shall fully compare the entries
regarding double-lock transactions in the Shroffs daily balance
sheet witl the eniries in this register and initial them.

Duties of the Government servant holding the Double Lock O fficers
sub-treasury keysduring the Double-Lock Officer's absence,

(W) At asub-treasury the Government servant holding the
Double-Lock Officer's keys during the latior's absence from head-
quarlers shall be responsiple for the following duties:- -

(1) The custody of the Keys.

(2) Openiug and shuting the double-lock strong—room and
the doubl.—lock stamp almirah, being present in the strong—room
whenever any  transaction relating to the double-lock balance of
cash or stamps is carried out, and being responsible for the contents
of the double—lock receptacles,

(3) Deleted.

(4) Certifying to the correctness of the closing cash
balance on the day prescribed for closing the sub-treasury account
for the month and signing the cash balance repor: (Form 3), the
monthly sub—treasury  accovnt, cte,

(5) Comparing the closing cash balance for the day in ihe
Accountani’s  day—book (Form T.A.IIf inthe Tamil Nadu
Account Codr, Vol. If) wih that in the Sohrff’s _balance sheat
(Form 32) and, if they agrec, signing both, ’

(6) Recording o certificate in the Accountant's day-book
(Form T.A. [I{inthe Tamil Nadu Account Code Vol. II) that
the balance agrees with that in the Shroffss balance sheet (Form 32)
and signing it, :
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{7) Verifying the cash balance and stamps under single
gk, satisfying himself that they agree with the Shroff's balance
sneet (Form 32) and the single lock vegister ot stamps and then
signing the Shroff’s cash book (Form T.A. L in the Tamil Nadu
Account Code, Vol. 1.

In a sub-treasury where therc is no sub-Treasury Officer (e.g.
Yercaud Sub-Treasury in Salem district), the Goverament servant
who holds the Double-Lock Officer’s sub-treasury keys during the
Double-lock Officer’s abscnce is not merely the custodian of the
keys; he shail supcrvise the  work of the  sub-treasury and  be
responsible for it. ’

(i) The Strofl shall make and reccive  cash payments, and
shall not have more moneys in his custody than arc required for
the day’s transactions. If, on account of net receipts, the amount
in the hands of the Shroff becomes larger than  the amount  of
his security, the bulk of the amount shall at once be transferred to
the single-lock balance in the  strong-toOm. No uncurrcnt — ¢oin
shall be issued to the Shroff. .

(j) If casual leave is granted to the Shroff i a sub-lreasury
where there is only one Shroff, he should be given the option of
either nominating with bis consent some other ~memher of the
establishment to be in additional charge and do duty for him in
his absence on his {the  Shrofl’s) responsibility  or accepting the
nomjnation of such a person by the Sub-Treasury Officer to be in
additional charge in the same way. The Sub-Tycasury  Oflicer
should issue the order in all cases. The Government servant placed
in additional charge of the Shroff’s work during such casual leave
will not be required to furnish sccurity. ‘The immediate  respos-
sibitity for any loss during such a meriod will remain with the Shroft
and the ultimate responsibility will remain with the  Sub-Treasury
Officer. : ' '

Deputy alisildar’s Sub-treasiuries and Collecting Depots.

9. (a) In a sub-treasury in charpe of a  Deputy Tahsildar
the procedure laid down in subsidiary yule 8 shall he followed mutaiis
mutandis. ~

(A Group) 113-15—-17
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{0) Every Deputy Tahsildar’s sub-treasury shail be providea
with double-locks and all valuables kept in such a sub-treasury shall
be kept, as far as possible, under  double-locks, The Deputy
Tahsildar shall hold the key of one of each set of double locks and
the Accountant oa the upper division scale of pay, or Hecad Clerk
of the Office, the key of the other.

Instructions under T.R. 11—cont,

9. (a) Custedy of a Deputy Tahsildar’s sub-treasury keys during
his absence on tour—When a Deputy Tahsildar in charge of a sub-
‘treasury gocs on tour, he should entrust his sub-treasury keys to the
Sub-Registrar, it therc is a Sub-Registrar whose headquarters is in
the station. ¥ this amangement is not feasible, he should observe
the special arrangements prescribed by the Governinent by a general
or special order (see instructions 4 and 5 under Treasury  Rule 5).
He should never hand over his set of double-lock keys to any one
other than a Government servant who has boen duly auathorised te
take charge of the duties of his post from him or to be in charge
of the keys during his absence from headquarters,

The duty of supervising, and being  responsible for the  work
of the Deputy Tahsildar’s sub-treasury at any of the stations specificd
in Appendix 7, where there is no Accountant on the upper division
scale of pay, shomld be performed by the Sub-Registrar concerned
during the absence of the Deputy Talisitdar on tour.

NGTE 1. -1f after handing over the sub-treasury keys in the prescribed
manner atd proceeding on tour the Deputy Tahsildar retwns to headquarters
hut proceeds at once on a sccond tour, he need not unless he thinks fit, take
charge of the sub-trensury keys from the Government servent to whom they

" have been entrusted,

NOTE 2—Jf he procecds only on a short jrurney and will return within
a few hours, the procedure laid ‘down in Note 1 under Subsidiary Rule 8
‘fhall be followed. . .

NOTE 3—1f circumstance of extracrdinary emergency make it necessary,
the Depufy Tahsildar may leave his headguariers on foutney not covered
by Mote 2 above, withowt examining the sub-tremsury halanee.” Ti that cagse,
*he procedure laid down in Note 2 under Subsidiay Rule 8 shall bs folfawed, -
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by Collecting depots.—Though a collecting depot is not a sub
treasury (see instructton 3 under Treasury Rule 3), the rules. laid
down for sub-treasuries should be followed mutatis mutandis  at
collecting depots also.  Every collecting  depot should  be  pro-
vided with double locks and all the valuables kept in it should I?e
kepl, as far as possible, under double locks, The Deputy  Tahsi-
dar, should hold the key of one of ¢ach set of double locks and
the Bead clerk of the Office, the key of the other.

-

The annual .certificale of safety by a Public Works Officer
reterred to in instruction 4 {¢) should be obtained for each collect-
ing -depot other than one at which. the cash, stamps, opiume and
other valuables, if any, held will oot be allgwed at any tume to
exceed Rs. 500 in total value.

Subject to the special arrangements if any, prescribed  in indi-
. vidual cases for the issue of stamps and opium, a collecting  depot
should be kept open either on certain specified days in a month or
on the day when the Deputy Tabsildar s at headquarters, and
should be kept closed on other days.

CURRENCY CHEST BALANCES,

Custody and Verification of Currency Chest Balances.

10. At any place where the State Bank of India {(as the agent
of the Reserve Bank of India) transacts the cash business
it is in sole charge of the currency chest, except whom it transacts
Jreasury it is in sole charge of the currency chest, except when it
transacts treasury cash business through a Treasury Pay Office (as
to which see instruction 11 below). The Bank is responsible for
the exanination and correctness of coin or notes at the time of
the deposii in, or withdrawal from, any  such currency chest and
tor sending the chest slips prescribed in instruction 14 (v).

11. At a freasury which transacts ils cash business through a
Treasury Pay Office of the State Bank of Tndia, the currency-
chest should be kept in the ftreasury in_a special double-lock
strong room completely scparate from the strong-rocm used for
the custody of stamps and opium, in the joint custody of the Trea-
sury Officer and of two cmployees of the Bank namely, the
Clerk-in-charge and the Treasurer of the ‘Treasury Pay  Office.
Lvery receptacle used to contain any part of the currency  chest
balance should be kept under double locks, The Treasury Officer
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should hold the key of one of the iocks, and the key of the other
should be held jointly by the Clerk-in-charge and the Treasurer
ol the Treasury Pay Office.  The keys of the double locks used
on the c¢nirance to the strong-room i which the currency chest
is kept should also be held in the same manner. The Treasury
Olficer should never, under any circumstances, hand over any
double lock key held by him to any one oihcr than a Government
-servant who has been duly authorised to toke charge of the duties
of his post {rom hin.  The duplicate keys of the double locks
placed on the currency chest receptacles  and the enirance to the
currency chest strong-room should be kept in a small box under
double locks, which should be scaled with the private seals of
the Treasury Officer and the Clerk-in-charge and the Treasurer
of the Treasury Pay Office and sent to the Currency  Officer,
Reserve Bank of India, Madras for safe custody.  The box should
be sent for once a year in April and returncd after verifying the
contents. The original keys of the double locks used on tiis small
box should be held in the same manner as the keys of  the other
double locks: used in connection with the curcency  chest, as
prescribed above, The duplicate of the key held by the Treasury
Officer should be in the custody of the Collector of the distric. and
the duplicate of the key held jointly by the  two treasury  Pay
Office officials should be in the custody of the Agent of the parent
branch of the State Bank of India.

12. At & treasury which docs not trapsact its cash business
through the Bank, an entirely Separate or receptacles  should be
set apart for the contents of the currency chest and kept under
double-locks.  The keys of these double-locks should be held in
the same.manner as the kevs of the double Jocks placed on recep-
tacles used for the double-lock treasury  balance—See  subsidiary
rules 6 fa) (i) and 8 (b).

13. (a) The notes and coin held in the currency chest should
be kept quite.distinet from the ireasury balances and should not
be touched, cxcept in accordance with thc  rules contained in
this Code or the instruction of the Cmrrency Officer, Reserve
Bank of India, Madras, The procedure described in subsidiary
tule 7 for rcceiving moneys into, and issuing moneys from,
double Tocks should be followed in making deposits in, or with-
drawals from, the currency chest, subject to the further require-
ments prescribed in clayse (b) below when the currency chest is
in the joint custody of the Treasmry Officer and the officials  oF a

Ticasury Pay Office. Y i
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(b) When moneys are deposited in the currency chest at a treasury
which fransacts its cash business through a “Treasury Pay Office, the
Treasury Officer should personally cxaming every note for Rs. 100 or
more, and satisfy himsell that it is 2 geauwine, current note. In regard
to notes of denominations below Rs. 100 he should follow the procedure
described in subsidiary rule 7 (b%. A slip in Form 34 bearing the sig-
natures of the Cashier and the Treasurer of the Treasury Pay Office
should be brought by the Treasury Pay Office officials attached to each
bundle of notes. If the Treasury Officer accepts the bundle of notes
as correct for deposit in the currency chest after makirg the preseribed
examination, he should sign the slip. In regard to tupee coin brought
by the Treasury Pay Office oflicials for deposit in the currency chest,
the Treasury Officer should follow the procedure descrit:ed in subsidiary
rule 7(a), and should aiso, as a test cheek, pick out at random from the
contents of each bag, when cmptied into the scales for weighment, not
_less than ten per cent of the contents, i.e., Rs. 100 out of Rs. 1,000 and
verify, that they are genuing, current rupecs. 1f any uncurrent or counter-
feit coin is deiccted as a result of this test check. 7he Treasury Officer
should ordinarily test all the coin that was brought in the bag concerned.
A slip in Form 33 bearing the signaturcs of the Cashicr and the Treasurer
of the Treasury Pay Ofiice should be brought by the Treasury Pay Office
officials along with each bag of coin. 1f the Treasary Officer accepts
the bag of coin as correct for deposit in the curreney chest after carrying
out his test check and watching weighment, he should sign the slip.

Note.—If the signature of either of the Treasury Pay Office official
on the slip attached to a bundle of notes or a bag of coin is not legible,
his name should be written clearly below the signature within brackets.

14. The foliowing instructions apply to all currency chests for which
the Government are responsible :—

(i) Transactions should always be in multiples of five hundred
rupees with a minimum of one thousand rupees.

(1i) Nicke! fifty and twenty-five paise pieces and cupronickel and
bronze coins should never be deposited in the chest.

(iii) A curr:ney chest beok in Ferm 36 should be kept in the chest
and 1he balance en erad in the book, proved and signed every 'ransac-
ticn by the officizls in Joint-charge « f the ch.s.. They shovid snisfy
themselvos thar 1h transaction has been corrcc'ly entercd and that the
balances have boen correctly calealdted. They shoald invariably see
that the carrency chest book is found w. Lin the chest when it is oponed
that it is replaced.in the chest 88 socn &3 CaCH iransactipn has begn com.
pleted and the eniry in the book signed, and that the chest ic then
properly double—locked at cnce.
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Note.—L. For ike purpose of “proying” the currency chest
balance as conlemplared above ai every transaciion inyolving an
addilion 1o or substractict from the conients of the chiest, the
number, of bundies of noies and bags of coin u-der the varioLs
denominations (and any loose amcunts Iess than a full bundle or
bag) should be counted ard talllied with the currency chest book.
It is not necessary for this purpose to verifyin detail by 2acinal
“counting all the coin and no.esin the ches. .

Note,—2. A currency chest book should be retained for thr.e
complete finarcial years ofter it ceases to be in Lse.

(iv) The officials in-charge of the currency chest may deposit
notes in i in exchangs for coin or notes of other denominations,
or coin inexchungs for notes . These exchange should not
ordinirily be of small sums, and (hey should be avoided, as far as
possible daring tha last week of the monih. if impor.ant exchanges
wre macde during the lase three days of the mon.h, (he transaciions
should be telographed 1o the Currency Officer,

(v) On cvory day on which he chest is opened, a  scrially
numbered curcency chest slip in Form 37 should be prepared,  signed
by the two Govenmen! s:rvan s in charge of the currency chesy  or
at a treasury which transact it cash, business thréugh a Treasury
pay Office, by the Treasury Officer and the Clerk-incharge and tje
Treasurer of tha Treasusy pay Ofiice and Sent to the Currency Officer
when the Treasury is clused for the day. Appendix 10 contains further
detailed insiructions regarding currency chest wransacrions and curren-
cy chest slips.

15. The instructions for the peiiodical verifications of the
balance in cach currency chest are as follows:—

(1) The Reserve Bank of india will conduct through its own
officers the verification of the balance in the chest in the sole custody
of the bank in such manncr as it considers desirable, .

(i) The balance in the currency chest at g treasury whiciy
transacis s cash business through a Treasury Pay Office should be
verified at-the close o each month by the Officer-incharge of the
Treasury and the Clerk-in-chuige and the Treasurer, of the Treasary
pay officc. The Agent o/ the parent branch of the Statc Bank of
india or a Member of the Banks inspection Staff will ailerd at
such of thesc monthly verification as the Bank may preseribe and
conduct the verification along wich the Officer-in-charge  of the
Treasury. The verification certificaie in Form 38 should be ‘signed
by all the officials who aie present 2nJ take part in the verification
on each oceasion. :
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The officer in~charge of the Treasury or other Gove nment Seivent
who conducts zach monthly | r ¢ the  verification of the currency chest
balance should also take special care to ve ify that ail notes of denomi-
nations of Rs. 100 or more are genuine, current notes. :

At every change in the incumbency of the post, of any one of the
three officials holding joint charge of the currency chest, the balance
should be verificd by the incoming official in the presencs of the cut-
poing officials and other Officials who hold jeint charge and all these
cfficials should sign the verification certificate. The balance shonld
also be verified by the incoming Officer-in-charge, of the treasury when-
ever there is a change of « flicer in-charge of the treasury.

Note—The currency chest balance should be verified wh never
the Treasury Officer of a distict trcasury which tramsacts ii§ cash
business through a Treasury Pay Office hands over charge of his
post even temporarily, eg., when he goes on casual leave.

Gid) The balance in the currency chest at a district trcasury
which does not transact its cash business through the Bank
should be verified at the <close of each month by the Govern-
ment servant who verifies the trcasury balance under  Treasury
Rulc 4 (3) subject to the conditions stated there. '

fiv) The balance in a sub-treasury currency chest should be
verified by the Double Lock Officer as at the close of business on
the doy on  which the accounts for the  month are closed, and
Sub-Treasury Qfficer should sent o wverification certificate  in
Form 32 to the Treasury Officer. An inspecting Jistrict officer
who verifies the treasury balance at such a  sub-treasury should
also verify the currency chest balance and send a verification cer-
tificate to the Currency Officer.

§ L)

(¥v) At cvery chiange in the incumbency of the post of either
of two Government servants holding joint charge of a currency
chest, the balance should be verified by the relieving Government
servant in the presence of the outgoing Government servant  and
of the other Government servant who haolds joint charge and a
repart of the correctness of the balance of notes and coin  should
l‘t;e sen;gto the Currency Officer through the Treasury Officer in

orm 38.

(vi) The Treasury Officer should send the  Curremey ©3f%

: - b Office
everv month along with the Cash Balance Report a con)::uﬁdateé
verification certificate in Form 38 for the currency chests in  his
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district ¢iher than chies:s in sole cistody of the Bank, shcwing
the bolonce ine ¢y chosi seprra‘ely and ceriifying that the balance
in the district ireasury chest,if any, is correct and tha' he has
receiy-d frorm the Sub-Treasury Offic:rs or the Goyernment seryants
holding :heir keys ceriificates of ihez corrcetness of the belanee in
the sub-ireasury ches-s.  Sub-Treasury Officers or the Geovernmeont
setvan's hollihg their keys submit these certificates to the Treasury
Officer in Form 38, Ecch certificate in Form 38 should be retained
by the Cutrency Officer or the Treasury Officer, as the case may be
unijl the next cne relating to the same disiricl 0r chest his beer
received,

Note,—A tabolar siatement with  the fullowing columns
should be maintzined at the fiont- page of the chest bock and 1he
requirsd pasidculars filled iIn whoneyer the report in  Tamil Nadu
Treasury c¢cds Form 38 is sznt under this instruction:—

(1) Date of verification of the balunce in the currency
Clwest. '

(2) Date of  despatch of Tamil Nadu  Tregsury  Coder
Form 38.

(3) Number and date of the covering  leticr accompan}; the
report in Tamil Nacw Treasuiy Code Foim 38,

(4) Initials of the Taluk Head Accountant/Treasure. '

(vii) The balance in & currency chest not in the sole custody
of the Bank should be verified in the following manuner:— i

(3} The balances of notes or coin kept in receptacles which
have noi been operated on since the las: vertificition and which are
under the previous verifying Govarnmen! servart’s seal heed not be
examined at each vgrificati on, but the examination should be so
arrangd that no rec:p acle is left unverilic! for over six months.
The seal t2 be affixed on such receptacles should be 1he private seal
of the verifying G.vernment servant or a special scal kept in 1he
custody of the Teessury Ofiicer. The s:cals on the recep.acles lef.
unverificd at any mouthly verification should be scrutinize- carefully
if see that. they are intacl,

(b) Nickel coin should be verified in the manner prescribed
in clause (&) of subsidiary rule a under Treasury Rule 4.

(c) Notes should be counted and cxamined in the manner
prescribed in clause (c) of subsidiary rule 7 under Treasury Rule 4.
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{(vii) Any surplused found in the currency chests located in trea- -
suries should be crediled to the Government. Any  deficiencigs found
in the curtency clhests 10cated in 1reasuries should be made goodiat once
from the treasury .balance in the first instance by debitio 850, Civil
Advancos Other Deparimontal Acvances. Thé.difference should then
be invc:stigated and the deficiency recovered from the persons cencerned.
A special teport on this jn t rms of the provisions laid down in Articles
294 to 297 of the Tamil Nadu Financial Code, Volume I, sho eld also
bk sent to Accoun'ant-General.

CusTonY, ETC,, OF OTHER VALUABLES.

 16. Stamps.—The bulk of the stock of adhesive stamps and stamped
« papers should be kept in the double-lock strong-Toom. Evary place
in which any stamps are stored should aiways b kept properly Dry-
stamps should be made up for reccption mio double fock in parcel
each of which contain known quantity of stamps of a single denomi-
nation, In adistrict treasuty alimited amount of s.amps, not exceeding
the probable amounl required for sale during 2 week, may be kept in
the Treasury sole custody under single-lock. Ina sub-treasury 2 small
stock of stamps required for current purposc, not cxceeding a maxi-
mum accountwhich the Treasury Office should fix for eachsub-treasury
may¥be kept in the sub-Treasury Offcer’ sole custody under single-lock.
Stamps should be sold from the single-lock store. The Madras Stamps
Manual contains 1he detailed rules regmding the custody, elc., of
Stamps of all kinds. -

‘When a supply of stamp is reccived at a trcasury, the Offcer-in-ch-
arge of the treasury should personally examine the outward appeance
of the boxes or packets and satisfy himself thatthey bear ne marks
of having been tampered with. He should have them opened in
his presence and the contents of each box or packst should be counted,
¢ither by himself or in his presence, immedia:cly on its being oponed.
He should compara the number and value of the stamps  teceived with
the invoice or the passed indent, and send a roceipt for thom at onco to
the Government servant who supplied them.

17. Banderols—The procedura prescribed in instruclion 16 abov©
should be followed gencrally in regard to the zeccipt, custody *and 1S
such of banderols also,

9
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18. Opium.—The main stock of opium should be kept inthe don bk
lock strong-room in one or more double-lock receptacles, the keys o1
which shouldbe held in the same manner as those of double-lock recep-
tacles used for moneys. Ina district treasury no stock-need ordinarily,
be kept in the Treasurer’s sole custody, but, if it is found necessaryin
practice to permit the Treasurer to keep a small amount of opfum under
single-lock, the Treasury Officer should, withreference to the conditions
in his district, fix the maximum amount which may be so kept. Sales
should be made from the single-lock store, if there is one. In a sub-
treasury a small amount of opium _required for current purposes,not
exceeding 2 maxirwm amount which the Treasury Officer should fix
for each sub-treasury may be kept in the Sub-Treasury Officer’s sole
custody under singleJock and opium should be sold frem the single-
lock store. The Madras Excise Manual contains the detailed rules
regarding the custody, ete., of opivm, :

The Treasury Officers and Sub-Treasory Officers shall conduct the
annual physical verification of the stock of opium in the District Treaw
suries and Sub-Treasuries respectively on the last Working day of March
each yearand furnish the required certificate of verification to the Director
of Treasuries and Accounts and the Collectors concerned,

CASH CHESTS, VALUABLES, ETC., RECEIVED AT THE TREASURY
FOR SAFE CUSTQODY.

£,19. The following articles should be kept in soie custody in the frepe
. 31cy when sent there for that purpcse :—

(a) S=aled boxes purporiingto contain jewellary or otker valua-
bles brought into courts of law under the Civil or  Criminal Rules or
practice and sealed packets containing ganja and opium“confiscated by
the courts, proviced that a written requests is received from the presi-
ding Offcer of the Court.

NOTE—AS an exception (o this Rule, the Fisheries Department may
. dGeposit both the original and duplicate keys of the chunk godowns for
safe castody, .

. (b) Sealed packets purporting to contain duplicate keys and pad
locks of strong rooms and curroncy ches's of the branches of the State
Bank of India, sealed boxes purporting to contain duplicaio keys of the
padlocks used on remiitavce boxesheld by the agerts of the State
Bank of mdia on behalf of the Rescrve Bank of mdia and sealed  boxes
or packe’s purporting to contain duplicate keys of the padlocks used on
the double-lock cash chestin the collection reperis under the control
of the Revenue D:pariment.
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(<) Sealed packets purporting to contain duplicate keys of tron
safes and Cash Chests including treasury-chests provided for the use of-
{overnment institutions, Government servauts and Offices under the
toatrol of the Electricity Board and Small scale Industries units under
the Fugtrol of the Tamil Nadu State Small Industries Corperaticn
Limited, .

' Notg.— As an exception to this rale, the Fisheries Department may
deposit both the original and duplicate keys of the Chunk godowns
for safe custody.

(d) Cash chests of Co-operative Land Mortgage Banks.

{¢) Box containing the duplicate keys of the cash chests of local
bodies, and

(f) scaled packets purporting to contain duplicate keys of iion
safes and cash chests including treasury chests, of the Union Govein-
ment departments, and

{g) Scaled cash chests and sealed packets purpo.ting to contain
valuables not falling under clauses (4}, (5), (¢), (), (e} or (f) above and
iron safes and chests of private banks, provided that no such safe, chest
or packet may be reccived unless the Cellector has issued an order in
zonsultation with the Treasury Officer authorizing the tieasury to receive
it for safe custody.

S:alad boxes or packets putporting to contain ballot papers metai-
scals and paper scals of the General Elections or Bye-Eleetion orBiennial

Elections when received from the Collector/Returaing Officers| Assistant
Returning Office1s.

Nogg 1.— The Statutory sealed packets containing the election paper
referred to in Rule93(1) of thé Conduct of Election Rules 1961 in respect
of which an_elcction petition is pending shall be keptin a treasury
sub-treasury until the Election petition is finally disposed of,

Note 2.— If the temple authorities approach for safe custody of
the jewels wherever such a course is warraniable for want of adequate
safery in the temple itself or in the absence of any bank provided with
safe deposit vaults nearby, the Jewels may be received at the Treasuries
Sub-Treasuries for safe custody provided the collector issues an order in
consultation with the Treasury Officer authorising to receive them for
safe custody. : i
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(%) Sealed packets purporting to contain duplicate keys of private
banks provided that there is no branch of the Stat¢ Bank of India
operating, provided that no packets shall be received unless the Govern-
ment have issued an order authorizing the treagury to receive it for safe
custody and provided that the bank accepts the following conditions:—

(1) To pay a flat-rete of Rs. 5 per annum or part thereof per
packet coniaining the duplicate keys ofthe banks for safe custody irres-
pective of the size the packet: .

(2) that thefee shall be paid in advance before the ond of the
first month in each subsequent year, failing which the keys shall be re-
iurned to the depositor., The keys may be retyrned to the depositor at
anytime, for special reasons, in which case, the whole or part of the fee
already paid, shall not be refunded.

(3) that the packets to be accepted for safe custody by the trea-
suries shall be sealed properly beforethey are handed over to the trea-
suries.

(4) that the Government or any of their Officers shall not be
held responsible for the loss of the sealed packets purporting to con-
tam duplicate keys either through destruction by fire or by iheft
fiaud, or any other cause, including negligence on the partof their
servants ; and

(5) that no acditional fee shall be charged if the bank withdraws
the keys temporarily, provided that the keysare re-deposited with the
treasury before the  close of the treasury business of the day on which
it is withdrawn.

A fee of rupee one shall, be charged in cases where duplicare keys -
are not re-deposired on the same day on which were withdrawn but are
re-deposited within a period of 7 days counting from the date of With-
drawal. 'Tf, however, they are re-deposited after 7 days, the transaction
shall be treated as fresh deposit and a charge of Rs. 5 shall be leyied.

Norg.__Government may refuse to acCept the keys of a bank for
any specific reasons,

. (§) Sccurities lodged by the departmental authorities with the
treasuries for safe custody under Article 285 of the Tamil Nadu Finan-
cial Code, Volume 1 provided that they producs a certificate from their
immediate superiors or District.  Heads to the effect that they do not
possess safe Custody facilities, like izon safes, steel almirhas oy chest



il

113 .

THE TAMIL NADU TREASURY RURES

CUSTODY OF MONEY RELATING TO OR STANDING IN THL
GOVERNMENT ACCOUNT.

(T. R. 11—INSTNS. 19—cont.).

- Whenever a Collector issues an order authorizing a treasury to reccive
a safe, chest or packet for safe custody with reference 1o clause (g) above,
he should communicate a copy of the order (together with a copy of the
application, when necessary) to the Accountant-Geneial, so that he may
examine the propriety of the grant of permission.

As regards the receipt of iron safes and chests of private banks for
safe custody in treasuries with reference to clause (g) above, the following
further instructions should be followed —

If the chests or safes of any private bank are small in size and not
too many, they may be accommodated in treasuries and sub-treasuries,
where space is available. Application for such accommodation should
be made to the Collector of the district.  The Collector will deat with
such applications in consultation with the Treasury and Sub-Treasury
Officers concerned and decide each case on its merits. In the event of
a refusal to give such accommodation, the Collector should make a
report to the Director of Treasuries and Accounts explaining in detail
the reasons for the refusal to afford the facility to the applicant-banking
company. The Director of Treasuries and Accounts will forward to
the Government the report of the Collector with its remarks and tha
Government will then review the case,

In cases where the facility is granted, the depositing banks will
have to keep and remove their safes or chests with reference to thoir
daily or periodical requirements in the presence of both the double-lock
officers of the treasury. With a view to avoid dislocation of w. .. in
treasuries and sub-treasuries on this account it is fiecessary to fix definite

- hours for the agents of the private banks for operating on their chesig
in the strong-room. The hours between 11 a.m. and 4 p.m. on all trea-
sury working days may bc generally suitable. The Treasury Officer
concerned will fix a definite time for this purpose in consultation ith
the bank concerncd.

The Treasury or Sub-Treasury Officer accepting the cash chests o
safes of private banks for safe custody in the strongroom will
not take any cognizance of the conients or saf¢ and the
receipts to the banks will be issued in the form prescribed in
imstruction 20 below with a remark that the contents of the chesis
or safes arc unknown. Rent at a flat rate of Rs. 5 per mensem
or part thereof will be collected in advauce for each safe or chest
for which accommaodation is lent. The receipts on account of this
should be credited to the CGovenment under LII Miscellztiorgs-m
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(k) Forest ssttlement records lodged with Treasurier

() Atms and ammunitions of non-prohibited bore  conlfis-
cated and forfeited to Government, deposited by the Courts.

(m) Sealed packets containing valuables of securities or the
Tamil Nadu Chit Fund Act.

*
(n} *“ Sealed packets containing duplicate keys of cash chest
of the Tamil Nadu Water Supply and Drainage Board.”’

. »
(o) “ Sealed packets containing duplicate keys of cash chests
and iron safes of the all the units of the Tamil Nadu Handicrafts
Development Corporation Limited .”.

20. No cash chest or packet containing valuables or duplicate key
should be received at a treasury for safe custody unless it is properly
sealed. When any such article is received at a district treasury, the
Treasury Officer and the Treasurer should examine it carefully to sce
that the seals are intact and place it under double locks, and the Treasury
Officer should give a receipt for it merely acknowledging the receipt
of a sealed cash chest or packet. When any such article is received
at a sub-freasury, the suh-treasury officer should follow the same
procedure, except that, though all such articles should be placed in
the double-lock strong-room only the sealed packets need be placed in
a double-lock receptacle, and the cash chests received for safe  custody
may remain under the Sub-treasury Officer single lock when necessary
with reference to subsidiary rule 8 (@),

The Treasury Officer or the Sub-Treasury Officer, as the case may
be, should insist on the return of any written acknowledgement or safe
custody receipt granted by the treasury, before he returns any cash
chest or packet containing valuables or duplicate keys out of safe

custody.

The Treasury should maintain a safe costody register in Form 19
and record in it in the necessary particulars zegarding all sealed cash
chests and sealed packets regeived for safe custody.
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The receipt to be issued by the officer in charge of a district treasury
or sub-treasury, as the case may bz, when acknowledging receiptof a
sealed cash chest or packet or safe custody, should be in the form of a
printed receipt with countetfoil bound into a book serial'y numbered.
The counterfoil alone should be signed and issued for every receipt of
cash chest or sealed packet. When the sealed cash chest or packet
is returned, the counterfoil issued at the time of its receipt at  the
treasury should be got back, signed and pasted on its original bearing
the same number in the printed receipt book. The printed receipt
should be in Form 19-B.

A register in Form 19-A should be maintained for security lodged
under Article 285 of the Tamil Nadu Financial Code, Vol. I for custody
by the departmental author:ties.

MNoTe. —Cash chest or packet containing valuables cor duplicate keys
deposited for safe custody should be taken back, examined and re.depositad
if necessary afler being re-sealed ence ingwo years or whenever there is a
change in the incumbancy of the officer depositing the safe custody article
whicherver js earljcr

21. Departmental cash chest.—In regard to a departmental, -
cash chests, only a single enfry shouid be made in the safe custody
register ; this should be made at the time when the chest is first depo--
sited and the authority under which it is received for safe custody should
be quoted. A separate deparimental cash chest register in Form 39
should aiso be kept for each such chest showing the particuiars of the
daily {or periodical) return and the re-deposit of the chest. On each
occasion when the chest is deposi'cd in the treasury, the Treasury Officer
or the sub-treasury Officer, as the case may be, should acknowledge
its receipt in this register, which should remain with the depositing
officer so Iong as the chest is in the treasury. When the depositing
officer wishes to with draw thec chest, he should send the register to
the treasury after signing in column (3) in token that he has authorised
the messenger named in column (2) to reccive the chest. On receipt
of the signed register, the Treasury Officer or the Sub-treasury Officer,
as the case may be, should return the chest and obtain the messenger’s
signatute in column (4) of the register as an acknowledgement of his
t-aving reccived the chest.

A treasury should not receive any cash chest for safe custody,
unless it is properly locked as well as sealed and should not take
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charge of any key of a cash chest received for safe custody, ‘The
Treasury Officer or the Sub-treasury Officer as the case may be, is
responsible only for duly retyrning the seuled chest with the seals
intact when the depositing officer sends the necessary acknowledgement,
If the chest is duly returned with the seals intact, the depending officer
remains fully responsible for the correctness of its contents.

NoTE,—The above procedure will apply to the cash chests of TCo-operative
Land Mortage Banks and scaled boxes, containing jewels belonging to the
temples ©f the Devasthanam in Pudukotiai Divisicn of Tiruchirappalti

Drisinjct.

NoTE 2,—This procedure will also apply to sealed hoxes purporiing to
contain jeweilery of ofher yaluabies deposited under the Civil or Criming]
Rules of Practice.

Note 3.—TIn the absence of the District Wedare Officer on tour, the
Huzur Sarishadar or the Huzur Head Clerk may sign on his behalf in column
3 of the register in Form 39 for the return of his cash chest ftom the
(reasury but this will not affect the District Wellare Officers responsibility
a5 head of this office.

22, The Treasury Officer or the Sub-Treasury Officer, as the case may
be, should verify the presence of all the sealed chests and packets in
safe custody in the treasury periodically at intervals not exceeding one
year satisfy himself that the “seals on each chest or packet are 1itact
and note the result of his verification in the safe custody register.
Whenever a Treasury Officer or a Sub-Treasury Officer hands over
charge (otherwise than temporarily in such circumstances that the
Government servant temporarily in charge will have no occasion to
deal with the articles in safe custody), the relieved and the relieving
Government servant’ should personally hand over and take charge,
respectively, of all the scaled chest and packets in the safe custody in
the treasury, and sign the safe custody register in token that they have
done so. Whenever the Treasurer of a district treasury or the Double-
Lock Officer of a sub-treasury hands over charge (otherwise than
temporarily in such circumstances that the Government servant
temporarily in charge will have no occasion to deal with the articles
in safe custody), the relieving Government servant should verify the
presence of all the sealed chests and packets in safe custody in the
treasury and note result of his verification in the safe custody

register,

The Treasury Officer or the Sub-Treasury Officer, as the case
may be, should verify the presence of all the sealed chests and
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packets in safe custody in the treasury periodically at interval net
cxceeding one year, satisfy himself that the seals on each chest or
packet are intact and note the result of his verification in the safe custody
register, A certificate that he has checked and counted them und
found them to be correct shouid be furnished to the departmental
authority who deposited the securitics through the Collector.

23. The following additional precautions should be observed in
vonnection with the receipt, custody and delivery of any sealed packet
purporting to contain the duplicate keys of the padlocks used on the
strong room and currency chest at a branch. of the State Bank of
India :(—

(i) The Agent of the branch of the State Bank should personally
deliver the sealed packet purporting to contain the duplicate keys to
the Treasury or Sub-Treasury Officer and obtain its receipt,

(i) The sealed packet should not be taken out of double locks
except on joint personal application by the Agent of the brany «f the
State Bank and the Head Cashier of the branch. When such joint
application is made, the Treasury or Sub-Treasury Officer shonld
deliver the packet to the Agent and the Head Cashier jointly on recetving
back the receipt given by him for the sealed packet wunder sub-
paragraph (i) and also obtaining the joint receipt of the Agent and the
Head Cashier for the packet.

{iii) The Agent of the branch of the State Bank will periodically,
at intervals of not less than six months, verify the presence of the
sealed packet under double locks in the treasury and satisfy himsel?
that the seals on it are intact.

{A Group) 113-15--19
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Instruction under Treasury Rule 13,

. PROCEDURE FOR DRAWING MONEYS FrROM THE BANK BY GOVERNMENT
SERVANTS OF THE PUBLIC WORKS AND FOREST DEPARTMENTS.

When a Government servant of the Public Works Department or the
Ferest Department is placed in account with a treasury which transacts
its cash business through the bank, his cheques should be cashed

. direct at the Bank (see Subsidiary Rules 62-63 under Treasury Rule 16),

SUBSIDIARY RULES AND INSTRUCTIONS UNDER
. TREASURY RULE 16,

GENERAL,
Subsidiary Rules under 7 reasiry Rule 16,

1. A claim againsi the Government shall be made by presenting
at the treasury a bill or other voucher in the prescribed  form  duly
receipted and, when hecessary stamped. Bvery bill or other voucher
shall contain full details as to the amount and the nature of the claim,
and all particulars necessary of the proper classification of the payment
in the accounts. A bill or other voucher drawn by a Government ser-
vant shall be signed and, when necessary countersigned by the Govern -
ment servant competent to do so under the relevant rules. A bill or
other voucher drawn in respect of a claim ofa persen who isrot in
Government Service shall ordinarily be signed or countersigned by the
head of the department or some other responsible Governnfcnt Servant
belonging to the department concerned with the payment,

_ Note—As adjustment bills for ¢ NiZ* amount involve no payment, it
18 not necessary to msist upon any acknowledgement of payment in
respact of such biljs,
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The treasury shall rcceive and carcfully serutinize att bills and other
vouchers presented. Ifthe Treasury or Sub-treasury Officer is satisfied that
a bill or other voucher in order and that the claim is one which hLe is
authorized to pay, hé shall sign a payment order on it. Payment qhall
be made accordingly and entered in the accounts,

At a place where the treasury transacts its cash business through the
Bank, he shall make atl Government payments other than those included
in classes of payments which the Government have specially ordered to
be made elscwhere. At such a place every bill or other veucher shall, in
the absence of a special rule or order to the contrary, be presented first
the treasury for scrutiny a.nd authorisation of the payment, and then at the
Bank.

In Mudras City every Bill or other voucher shall be presented at the
ofiice of the Pay and Accounts Officcr for pre-audit, except when the
Government have specially preseribed a different procedure {see instruc-
tions 8 (¢) below).

Claims against the Government relating to the Forest, Public Works
Departments shall be presented in the departmental Government servants
concerned who are authorized to draw cheques on the treasury in respect
of all authorized expendilute other than expenditure of the following
classes for which bills shall be drawn and presented at the treasury for
payment in the usuzl manner —

(i) Expenditure incurred by the Caief Conssr salor of Forests ¢cn
vilis presented at the Office of the Pay and Accounts Officer. -

!
(ii) Expenditure incurred in the Public Wriks Department on pay,
travelling allowance, and contingencies not charged dir..cily to works.

(iii) Deleted.

When a Government servant of another department is autherized
ieincur expenditure on accounts of the Forest Departméni or the Public
Wworks Deportment against the appiopriations placed at the disposal
of the Forest Departmert of the Public Woiks Department, he shail
have authorily to draw cheques or bills on the treasury as a Forest or
Public Work Forester in the same way as a Government servart of the
Forest Department or the Public Works Department as the case may be

[P T .
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The following subsidiary rules and instructions lay down the detailed
procedure to be followed by drawing officers in preparing bills and other -
vouchers and the cheques to be exercised by the treesury or thebank before
making any payment. Rules 17-29 ofthe Tamil Nadu Treasury Rules also
relate to these matters.

The duties imposed on the Treasury Officer in the rules and instructions
mentioned above shall be performed by the Forest Dish, .rsing Officer in
“espect of payment made by him without presenting bills at the treasury.

"In every case in which iv is deemed necessary to utilise the treasury
of other States or the agency of a bank or of a private banker for dis-
pursement of any claims by due the Government, such claims shall,
ynless there are express orders of the Goverment fo the contrary, be

resented in accordance with the procedure prescribed in these rules for
presentation of claims at 2 Government ireasury.

FORM OF BILLS FTC,
(GENERAL.

2. (a} A bill or other voucher presented at the treasury as a claim for
tl}e payment of any amount by the Government shall contain particuiais
0 —

(1) the nature of the claim;

(2) the amount claimed;

(3) the period to which the claim relates, if it arises periodically
e.g., claim for pay apd fixed allowances;

'(4) the orders sanctioning the charge, if it was incurred under
.spscial orders; -

(5) the authority for any deduction made in the bill:

" {6) the major head comprising such-major head (where necessary)
Minor head, sub-head, detailed head and sub-detailed account head to
which the charge (or each part of jt), is*debitable; '

(7) the allocation of the charge between Governments {inclading
the Central Governwent) and departments, if any, such afiocation is
necessary.
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(&) Every bill or other voucher shall be prepared in the form
prescribed under these rules or in the departmental manual or code con-
cerned bills or vouchers of the kind in  guestion.  Such form shall be
printed in English, ¢r when necessary, bilingually in Engiish and Tamil.
As far as _possible, all bilis and other vouchers shall be prepared-in
English. When itis nccessary to prepare a bill, or other voucher in
Tamil, a brief abstract shall be endorsed onitin English siating the
payees’ name, the zmount ciaimed and the nature of the claim, and the
drawing officer shall sign this abstract, When printed forms are not
available stencilles or typed forms may be used; put the use of the latter
should be avoiced as far as possible biils for all dekit head item 5 sheuld
be drawn in separate forms printed infredin on while paper.

Note (1)—Cheques written in the regional language may be accepied,
if the drawer of the cheque is unable to have it written in English.

Note (2)—The cash memoranda submitted in support of the claims for
reimbursement of the cost of special medicines purchased from the market
under the Medical Attendance Rules need not however be stamped or bear
the suppliers acknowledgement. :

(¢) Every bill or voucher shall be filied in ink type-writtend
processed in Bradma machines and signed in ink, The to.4] amount
claimed shall so {2r as the whole rupees are concerned,be wriiten in words
as well as in figures. The amount of the paise may be written in figures
after the words stating the numbers of rupees e.g., “Rupees twenty-five
307, Ifthere areno paise, ths word “only” shall be wiitten after the
number of Whole rupees, ¢.g., “Rupees twenty-six only,,: In cither case,
great care shall be taken io leave no spzce that corld be used for making
an in.erpolsation.

The spaces left blank either in the money column or in  the
column for particulars of the Bill should invariably be covered by
oblique lines. A note to the effect that the amount of the bill is
below a specified amount expressed in whole rupees should invariably
ba recorded in the body of the bill in red ink. The amount so
specified should be a sum slightly in excess of the total amount of
the bill. v i ,'

Note—The following enfacement shouid, invarﬁbly, be made on the

office copy of every bill to prevent effectively the possibility of preparing
another fair copy in any subsequent oceasion.

Fair copy approved on ..... vivrevsss Iniials of the Drawing Officer
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{d) No bill or voucher containing any crasure shall be presented
at the treasury. Every correction or alteration m the total of a hill
shall b> separately attested by the full signature of the person who sign
the rcceipt. Every correction or alteration in the payment order shall
be simifarly attasted by the signing Officer, if it is drawn on the bank
and in other cases, by the Treasury or Sub-Treasury Officer who signs it.

(e) When a charge is debitable.to more than one major hsad of
account, the drawer shall ordinarily present a scparate bill for tho
amount debitable to each major head but a single bill shall be propared
for th: year and or allowances of a Government servant or an establisis
mont debitable to two or more major hoads. Whan the whole charge
is m>t from the revenues of the State, In respect of payments by Govorn-
meznt to privatc parties outside the Stat. by means of bank drafts, the
commissior due to the bank for the purchase of the draft .shall also be
included in the bills prepared by the drawing officers. Correct corimis-
gion du: to the bank in respect of the proposed remittance shall be
ascurtaind before hand from the bank and classified separately under
contingencies’ of the drawing officcrs concerned.

(f) Claims for which no other specific form has becn prescribed
including claims for any advance of pay and/or travelling allowance
to a Government sarvant and any advance for the purchase of a motor-
car or oth:zr conveyance, shall be -made jn Form 40. "Whenever an
authorization for payment of grant-in-aid is due from the head of the
department or an officer duly authorised by him, no payment shall be
made to the guaraniee, unless, the payee surrenders th copy of the
letter or authority issued by the head of the department or an office
duly authorized by him, the reverse thereof being used as a bill duly
countersigned by thz Government servant spacified in the sanction.
When grant-in-gid is drawn piecc-meal th: payee should surrender
the letter of authority issued by the head of the department or an officer
duly authorized by him, along with the bill for drawal of ths final instal-
ment of the grant-in-aid.

(g) The procedurc proscribed by the Government for the elimina-
tion of paise from th: Government accounts and from  contractors,
bill (see Articles 321-322 of the Tamil Nadu Financiat Code Vol. 1) shall
be followed in preparing bills and other vouchers.

() Unless the Government have expressly suthorized it in tha
case of any specified office, no bill or other voucher and no paymen:,
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order shall be signed by a clerk for the head of the office, if it is custos
mary for the clerk to sign letters for him when he is absent. No bill
ar other voucher and no payment order shall be signed with "2 stamp,
The head of on Officc may autnerize a gazetted Govornment servant
serving under him to sign bills, vouchers and payment ordets for him
but, if hie does to, he shall communicate the Government scevant’s name
and specimen signaturc to the trcasury or treasuricS concerned. A
delegation of powers of this kKind shall not, in any way, relieve the head
of the office of his responsitility for accuracy of the b lls, ctc., and for
the disposal of the moneys drawn from treasury.

When a claimant or payee is unable to sign his name, he may furnish
his signature on a bill or other voucher in tiwe form of a mark or pre-
ferably a thumb/great toe-impression. Nc payment shall be made on
any bill or other voucher so signed, unless some person known to the
treasury or the bank, as the case may be appears with the payee and

. identifies him and attests his mark or thumb/great toe-impression in
token of its genuincness. -

Similarly, when an illiterate person, who is unable to sign his name
in any language, draws a cheque on the ticusury or tke bank by fur
nishing his thumb/great toe-impression ¢r the cheque., no payment
sholl be made unless some person known to the treasury cr the bank
as the case may be, appears with the drawer ana identifics him and
attests his thumb/ great toe-impression in token of its genuinencss. The
person who attests the thumb/great toe-impression sheuld be one who
is not employed in the treasury or the verk o1 the penchayat and he
should also furnish his address. _

Note.—(1} The procedure preserike d irirspect ¢f payment to illife-
rate persons shall apply in the case ¢f blind persons alsc.

Note.—(2} Unsigned bills, prepared ¢ compifier, presented ty the
Indian Airlines on account of its dues against Government for passage
fares, cargo and excess luggage charges, forming sub-vouchers of the
contingent bills may be accepted for payment, if otherwisc in order.
The disbursing officer shall maintaii. a2 reccrd centeinirg tke details
of journeys, etc., so that the claim when presented can be verified.

Note.—(3) Bills affixed with facsimile signature of the Authorised
Officer, presented - by the Posts ard Telegraphs Department for
telegram and trunk call charges, by tl:e Municipalities and Corporation
for water and electricity charges and by the “Air India” on  aecount
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of their dues against Government "™or passage fares, cargo and excess
lugeage charges), forming sub-vouchers of the contingent bills, may
be accepted for payment, if otherwise in order,

() When a rule or order requies that bills of a certain  kind
shall be countersigned  before payment, no  such bill shall  be
presented at the trcasury uniil it has been duly countersigned.

{1) When a bill rela‘es to a charge incurred under a specialorder
of sanction, the parficulas of the order shall be entered on the bill and
a copy of i 5' all be arrached to the bill and duly ceriified to be a trus
copy bvihe Governmen® servant who signsthe bill.

(k) The drawing officer shall detye from a bill for the pay, eic
of an establishment any amount a‘tache! by a prohibiory orler of s
court of law. He shall attach to each és_ablishment pay bill, in whicd
any such deduclion is ma-'e an advice list,conraining particulars of the
guit, the name ofthe Government servant whose pay is attached and
the amount deducted fromthe bill.  When the couri which issued the
attachment  order is not sitvated a the headquarters of clie treasun
which pays the bill. the amount may be remiited by postal money
ordet or through bank draf., if the remittance through bank <raf, cost
less than that by pos'al money order. When the amount is remitred
by postal money order the < rawing officer shall atacii to the bill g postal
money order form culy prepared for the remidtance of 1he amount by
the Treasury Officer to the court. Similarly, if che amoun: is remiite §
by bank drafi, the drawing officer shall attach to ke bill an applica ion
for benk draf. duly filed in form R.B.R. 4. The commission payable
on the bank drafi ortothe post office on the IMONEY OIuer, 45 Lhe case
may be, as well as he amountto be remitted shaflbe shown as a de -
tion in the bill. The bank urafl onreceipi shall be sem tothe Court by
he Drawing Officer af.er making a sui.able note in the recores main-
tinel. by him. The procedure vo be followad by the Treasury Officer
for remitingsuch amounis.o rhe court is laid down in subsidiary rule
33and also the procedure chat be shouldfollow in, paying a.tached amount
to  couris located a: his headquar.ers.

() Dziuciions made in bills shall where reqaired by the rule
relating to sucudeluc.ions e.g., Provilent Funds Poscal Life Insuranc
etc-, be supporied Dy scheuules in the preseribe:! form detailing ths
deduclions made,

Whererccovery is made onaccount of service taxeslik
lighting and scavenging axes from occupan.s of Governmen: residential
buildings inthe Madras Cicy by deduction from pay bills or coningen

bilis a schedule giving particulais of the recoveriss form 41 shall jya
attached to the hills,

e wa'er,drainage
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When recovery is made from occupants of Government resid engial
buildings by deduction from pay bills, a schedule in duplicate giving
particulars of the recoveries in Form 41-A shall be attached to the pay
bills. Drawing officers shall also send within three days of cashing
the connected pay bills a copy of the statement {Form 41-A) attached
to the pay bills to the respective Executive Engineers, giving referemce
tg t]t:l;_auvouchcr number or the net amount and date of encashment of
the bill.

Disbursing Officers, that is, Treasury Officers or the Pay and A ccounts
Officer, Madras, in the case of Gazetted Officers and heads of officers
inthe case of non-gazetted Officers should issue tothe person from
wilo se salary rent for the Government quarters is deducted at source, a
monthly receipt in Form 41-AA for the rent so deducted soon afier
disbursement of his salary.

The recoveries of advances through the pay billsshould be supported
by the Schedules of recoveries of advances in Tamil Nady Treasury Code
Form 41-D, separate schedules being attached for the diffiercm type
of advances.

Deductions from pay bills on account of Income Tax shall be made
strictly in accordance with the relevant provisions of the Income-Tax
Act, 1961 (43 of 1961) as modified, from time to time, and the rules
and orders issued thereunder.

Note.—Inrespect of deductions made in the pay bills relating to the
temporary establishment of Police Constables, Head  Constables
and Sub-Inspectors of Madras City Police,the schedule may be attaches
to the main pay bills of the permanent establishment.

() No copies of orders regarding promoiioné and simiiar
or of correspondence etc., regarding a claim shall be attache
bill or other voucher.

changes
d to any

(n) When payment is desited wholly or partly by a bank arart or
in cases where payment are made by the treasuries by cheques in favou:
of another payee, & formal application for the draft or cheque shoyld
accompany the bill and the manner in which payment is desired should
also be indicated in the drawer’s receipr on the bill.

(A Group) 113-15—20
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{0) When thedrawer of a bill other than a bill for pay, allowancés,
{eave salary or pension, desires tha' the treasury should remi the whole
or a part of  he amount of he bill to a person or persons (other than
the «.rawer) by pos-al money order, the necessary money order form ar
forms duly filled up, except for the date and the Treasury Officer’s sig-
nature, shall be presented with the bill and the drawer shall show both
tae amoun: o be sent by money order and the commission due on ii

“as deductions inthe bill. '

(GOVERNMENT ACCOUNT.

Exception {. —The money order forms in respect of the monthly
paymeni of teaching grants : o aided elementary schools shall be signed
by the Dis.rici E:.ucational Officers or their Personal Assisiants them-
selves as drawing officers ins:ead of by the Treasury Officers.

Exception. 2.—The money order forms relaing to payment of
the bills for Police Department but warrants to bus owners shall be
signed by the Superinienden s of Police themselves as drawing officers

instead of by the Treasury Officers.

Exception 3.—The money order forms relating to the pay-
ment of biils to the contractors.of the Harijan Weclfare Depurt-
ment shall be signed by the drawing officers themselves instead
of by the Treasury Officers.

In cases where moneys due by Government to a payee  are
to be remitted to him by postal money order at his cost and
she exact amount cannot be paid by money order after  deduc-
<ing the Money Order Commission for the amount less than one
-upee left over after remitting the maximum amount by  the
money order, postags slamps of equal value shall be scmi to
nim by ordinary post. The acknowledgment of the payee on
the 1noney order recept shi Il be wotched by the disbursing officer but
i is a0t necessary to call for 2 formal receipt from the payee concerned
¢ fths velue of the postege st *mps and it would sufficeif onlya certificrie
¢,th s effect is recorded by the disbursing officer - gainst the entry fer

‘e ording the payment.
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(r) A head of #n office whem the Government have, specially
authorised to send bills of a specified kind *o the treesury by post shell
send along with each such bill, 2 postal money order form duly filled
up except for the date nnd the Treasury Officer’s sign-ture. The money
order-commission sh'll be treated as a contingent cherge of the drawing
officer and not shown #s a deductioninthe bili.

(9) (i) When a drawing officer desires that the treasury should
pay to some other peison the amount of a bill, cheque or other vou cher
drawn by him and not relating to the claims of Gc vernment servanis,
he shalt specificaily endorse onit 2nd sign: norder te pi.yto thit p«rson
specifying his n.me as well as his design tion. The person specified
inthedrawingofficer’sendorsement shellnct re-endorsethe billcther wiss
than to a bank or 8 messenger collection only. A bank shell not re=
endorse any such bill other wise than to 2 messenger for collection only.

In the c1se of 2 contingent bilt which h<s been endorsed in favour
of a firm of suppliers under Art. 114 (¢) of the Tamil N-du Finangicl
Code, Volume 1, the firm can re-endorse te a bank in which the firm
has an account or to a messenger for collection only £nd the benk can
inturn endorse it 1o = messenger or an agent for collcction only. Thus
in all, three endorsements ~re permissible in such ¢ ses, provided that
of the three one is to the payees” banker und one is to @ messenger or
agent for collection only ; and

An agent may, notwithstanding anything contained in parzgraphs
1 and 2 above for the purpose of collecting the chequeor bill endorse
it in favour of his messenger.

Explanation.—In this rule “2n ngent > means any bank acting es a
gollecting agency for and on behalf of the pryee’s banker.

Note.—(1) Cheques drawndirectly onthe benk witheut the interver-
tionofthe Tre sury Officer are negotiableinctruments2nd are not subjeet
o the provisions of this rule.

(2) When 2 bill is presented by 2 person who is not the drawiny
officer himself or his duly authorized agent (banker) he shr.1l1 be requireid
‘to produce a letter, in T.N.T.C. Form 103, authorising him to receive
> yment, The signiture of the messenge * or his thumb impression

t illiterate, shil be taken on the bill as  proof thit the messenges,
ae'yally received the money on behalf of the drawing officer.
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Exception.~In respect of bills for teaching grants for Elementary
Schools the drawing officer is the District Educational Officer or the
Inspectress of Girls Schools as the case may be. As payment isto be
made to the Correspondent/Manager of those schools, the production
of T.N.T.C. Form 103 need not be insisted, if such bills are not endorsed
by ﬁheﬁendorsee to their bankers vide 2lso Exception under S.R. 24 to
T.R. 16. '

NoTe.—(2) When an illiterate person endorses a bill or a cheque
ot other vouchers by means of his thumb-impression, he should affix
the thumbrimpression in the presence of the Treasury Officer and have
it attested by a person well known to the treasury. The person attesting
the thumb-impression should be one who is not employed inthe treasury
or the Bank or the Panchayat and he should also furnish his address.

NoTe-—(3) In cases where it is permissble to endorse 2 bill to a
bank for collection, it js not necessary to heve two separate acquittances,
ie., one from the claimant and the other from the collecting bank. A
legrliy vrlid zequittance from cither would constitute a s ficientdischarge.

() A Government servant shall not issue a copy of any bill, cheque
or other voucher which has already been prid on the allegation that the
pryec’s copy hs been lost or is not aveilable 2lthough a certificate may,
when necessary, be given that on a specificd daya certain sum was paid

‘to o certrin personon a certain account. A fee of one rupee shall be
tevied for cach certificate issued to 2 privete party. This prohibition
extends only to the issue of a copy on the allegation that the payee’s
copy hus been lost or is not available, and does not apply to a copy
marked * Not** pry:bleat thetresury *’and tendered at thetreasury with
the origintl in accordance withthe rules.

{nthe case of a bill prssed by the Drawing Officer/Controlling Officer
for presentation ot o. trezsury but lost cither before payment or before
presentationatthe trensurythe Gevernment Officer who drawthe original
bill shnlt ascert~in from the treasury that payment has not been made
on it before he issues o duplicote thereof. The duplicate copy if issued
must baar distinctly on it face the word “duplicate * written in red ink,
the fact thet 2 duplicate bill has been issued shall be immediately com-
maniceted to the Treasury Gfficer withinstructions to refuse payment on
£Te originz1 bitl if presented. - )

Note.~(1} The following certificate shall be furnished by thedra wing
officer whengver 2 requisitionis sent by him to the Treasury for the issue
of a nonspayment certificate. '
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“Certified that with reference to the records meintained by the
deprrtment and the information available in them payment hes not been
mde on the cheques/bills in question drawn by me.”

Note.—(2) For the purpose of this rule, the Treasury Officer on
receipt of a request from any drawing{Controlling Officer, shell, 2fter
due verific:tion from his records, furnish 2 certificote in the following
form :—

© Certified that Bill No. Ds=ted
for Rs. (Rupees ) reported by the
drawing officer to hove been drawn by him on this treasuryin favour of
_ hes not been paid, and will not be prid if presented
hereafier.

Note.—(3) The particulars of the lost bills for which non-payment
certificates are issucd by the Treasury or the Pay and Accounts Office
sh=1l be entered in a register in Tamil Nedu Tregsury Code Form 115
m-inteined by it. This Register should be verified before 2 duplicate
billichequeis passed for payment bythe Treasuryor the Paysnd Accoynts
Office and the Certificate of verificrtion recorded on the -bill/chegue by
the officer passing it for payment,

* (s) Bvery receipt for a suni exceeding Rs. 20 shail be duly stamped
by the payee with a ten paise revenue stamp, subject to the exemptions,
etc., listed in Appendix II. ‘ :

Note.—(1) Receipts for=payments made outside India Silollld be
obtained from the payees and stamped in accordance with the local
laws, if any, governing the stamping of such receipts,

Note—(2) A single receipt, stamped where necessary given by a
payee in acknowledgment of several payments or a lumpsum payment,
either in cash or by cheque, made to him on one occasion, shall constitute
a valid acquittance and the disbursing officer, in such cases, should give
cross reference on all vouchers to which the receipt relates,

(t) Every Government servant, who is authorized for the first
time, to draw cheques or sign or countersign bills payable at a treasury,
shall send a specimen of his signature to the Treasury Officer through
some superior-or other officer whose -specimen signature is already with
the treasury. When such an officer makes over charge of his office to
another, he shall likewise send a specimen of the signature of the relieving
officer to the Treasury Officer concerned. '

Specimen signatures, when forwarded on a sheet of paper other
thanthe forwarding letter itself, must b luly attested by the officer
signing the forwarding letter.
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() Every drawing officer shall attach to each bill or voucher
presented at the treasury for encashment a slip in Form 100 duly filled
in. The slips.will be detached and returned to the drawing officer with
the voucher number and date of payment noted thereon, as soon as
possible, after the bills have been paid at the treasury or the Bank and
voucher numbers have been assigned to them.

A register in Form 100-A shall be maintained in the treasury for
keeping a record of the disposal of the Treasury: voucher slips. On
receipt of the Treasury voucher slips from the treasury, the drawing and
disbursing officer shall note down the Treasury voucher number and
date in the register in Form 70.

/

Note (1}y—Deleted.

. Note (2)—Drawing officers under the Commissioner for Government
Examinations need not attach a slip in Form 100 (prescribed in the
aboverule) o any of the bills drawn by them after counter-signature
by the Commissioner.

Travelling allowance bills relating to Chief and Assistant  Superintendent -
and departmental officers appointed for the conduct of Government
Exzaminations countersigued by the concerned Inspecting Officers of the
Education Department need net also be accompained by the slip in
Form T.N,T.C. 100.

Note—(3) Drawing Officers need not attach a slip in Form 100
(Prescribed in the above rule) to any of the bills presented at the Pay
and Accounts Office, Madras.

Note.—(4) The Tamil Nadu Treasury Code Form 100 need not
be attached in the case of educational grant-in-aid, scholarship and stipend
bilts. The Treasury Officer will endorse a certificate of payment on (i
* Not payable ”, duplicate bill and transmit it {o the prescribed depay:
n}-:ental controlling officer with the voucher number and the date notea
therein. . .

Note.—(5) The Tamil Nadu Treasury Code Form 100 need not be
attached to Salary and Travelling Allowance Bills of members of the
State Legislature,

Note.—(6) The Officers who are appointed by the Chairman, Rcard cf
Examinations, Madres, as Examiners, Invigilators, etc., nced not
attach a slip in Tamil Nadu Treasury Code Form 100 to any of the
bills releting to the Diploma Examinations drawn by them aftet
conntersigned by the Secretary, Board of Examinations, Madras.
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 Note.—(7) The Tamsil Nadu Treasury Code Form 100 need not be
dttached to the remuneration bills relating 1o the Tamil Nadu Public
Service Commission.

fnstructions under Treasury Rule 16.

1. The procedure for drawing pensions is laid down in subsidiary
roles 64-94 and instructions 59-66 below.

PAY AND ALLOWANCES (INCLUDING LEAVE SALARY) OF
GOVERNMENT SERVANTS,

Subsidiary Rules under Tresaury Rule 16—cont.
GAZETTED GOVERNMENT SERVANTS,

3. (@) In the absence of any special order of the Government to
the conirary, a gazetted Government servant may draw the bills for
his own pay ; allowances and leave salary. A claim by 'a gazetted
Government servant for pay and fixed allowances shall be presented
on a bill in Form 42. A gazetted Government servant who draws a
special pay or allowance in respect of a separate office of which he is in
.additional charge, need not present a separate bill for it, unless it is
-met from some source other than the revenues of the State.

(b)) When a gazetted Government servant draws his first pay bil!
on being appointed permanently or on probation to a post in Govern-
ment service for the first time or on being re-employed after resignation
or forfeiture of past service, he shall attach a certificate issued by the
Competent authority to the effect that the health certificate required by
Fundamental Rule 10 has been received by him. -

(¢) When claiming leave salary, a gazeited Government servant
who is on leave within the State shall submit duplicate bills one of which
shall be coloured and headed * Not payable at the ftreasury”. The
Treasury Officer shall endorse a certificate of payment on the *“pnop
Payable™ bill and transmit it to the Chief Controlling Officer of the
department concerned or some other Government servant nemipated
by him for inclusion in his account of disbursements. The pay bill
Form 42) shall be used for drawing leave salary also,

Note—A gazetted Government servant on lkave preparatory to
retirement should record a certificate on the leave salary bill that
. . during the period for which leave'salary is drawn, he was noi em.
ployed under the Central Covernment, any* other State Government
iocal fund or a private employer, ' ’
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(4} A claim by a gazetted Government secvant for travelling allow-
ange shall be presented ona bill in Form 43. When the Government
servant has travelled by a circuitous route, he shall state the reason for
doing so in the bill. When he claims actual eXxpenses, ,he shall in the
absence of any arder to the contrary, set them out in detail, When he
claims travelling allowance on account of any members of his family
he shall furnish a certificate showing the number and relationship to
himsclf of the members of his family on account of whom he makes the
claim and all other relevant details, When he claims the cost of carriage
of personal efficcts or a conveyance, etc., he shall furnish the receipt
granted by the railway or steamer company for the amount actually
paid. A travelling allowance bill shall be countersigned by the con-
trolling authority prescribed in the Tamil Nadu Travelling Allowance
Rules, except when the Government have, subject to the submission of &
detailed bill to the controlling authority anthorized payment without
sich counter-signature. [see Article 82 of the Tamil Nadu Finaheial
Code Vol. 1]

Notes—(1) A Goveroment servant shall use the Gazetted Travelling
Allowance Bill form (Form 43) for perferring transfer travelling atlowanc
cluims on transfer form a non-gazetted post to = pazetted post

(2) Form 43 shall oe used for preferring claims for travelling-
allowance by non-official members of Government Committees (Both T &
¥ class). However, the travelling allowance claims of the non-offfcial
members of the Disirict Development Councils may be prepared in Form
52. e e

£

i.(6) Deleted.

() The expenditure incurred by and to be reimabursed to gazetted
Government servants on account of medical attendance and treatment
may be drawn by them in calary bills under the Sub-detailed head
Salaries—Medical Chargea" without the prior autherity of the Accoun-
tant-General, The amount drawn in the bill must be supported by
proper seceipt and voucher m allcasesand by the counter-signature of the
Controlling Officer, wher ever necessary. In addition to the above,
the “essentiality certificate” of the Authorised Medical Attendant ot
Medical Officer concerned should be attached to the bill. The essen-
tiality certificates should also have the seal affixed of the hospital in
which Authorised Medical Attendant or Medical Officer fs working.

4, Pay, leave salary and travelling and other allowance
payable to a gazetted Government servant in Indja shall
be paid on his personal claim and to his personal receipt
and not otherwise, except as provided in subsidiary rule 6
or |with the Qovernments special  sanction in each
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ease. The Government servant if he wishes, to collect the contents of
his bill through a messenger, shall send a separate lester along with the
bill that the moneys be sent through him, and the mcneys shall then be
handed over to the messenger but only onthe strict understanding that
the Government accept no responsibility whatever, for any fraud or
misﬁﬁgropr iation In respect of any moneys, cheque or bill handed over
to .

Exception (1)—Deleted,

Exception (2)—In the case of payment of stipends, etc., to the Pro~
bationar y Assistant Conservators of Forets during their pericd oftrain-
ing, the Director of Forest Education, Dehra Dun, shall draw the
stipends and pay the officers without the officers themselves claiming

personally.

Note.—Pay and allowances of a person who i certiied by a magisirate
1o be a lunatic should be paid in accordance with the detailed procedure
prescribed in Article 80-A of the Tamil, Nadn Financial Cods Volume L

5. At his written request or order, bills relating to pay, ieave salary,
teavelling and other allowances of 2 Government setr vant who Is permit-
tad to draw his own bills may be made payable to scme well-known
banker or agent] provided that the recipt of the banker or agent shall
not bz accepted as afinal acquittance, unless the bill itself isduly endorsed
in favour of the banker or agent by means of a distinct pay order. The
receipt of the banker or agent aliKe, if it is recorded on the bill itself or
separately shall be stamaped unless the receipt on the biil has already
been duly sitned and stamped by the Government sel vant himself. No
re-endorsement of such a bill by the bank or agent othet wise than to a
messenger for collection shall be recognized [see also the second sub=
paragraph of su bsidiary rule 2 (DL s

No Gover nment servant or other individual shall be reccgnized as
an *agent” for the purpose of this subsidiaryrule or the next one unless
he holds a valid power-of-attorney to act for the Government servant
concerned,

Note—In case whers it is permissible to endorse a bill 1o 8 bank for
eollection it is not necessary to have two separato acquittange, ie,, one

from the elemar and the other from the collecting bank, A legally
acquittance from either would constitnie a mufficient dircharge.

(A Group) 113-15—21
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6. (a) A gazetted Government servant who claims vacation allowances
or subsistence allowance otherwise than through a bank cr agent shall
as required byrule 34 ofthe rules framed under Fundamental Rule 74 (4),
either appear in person at the place of payment or furnish a life certi-
ficate showing that he was aiive on the last day of the period to which
the claim relates and signed by a Government servant drawing a pay of
Rs. 50 a month or more or, if theze is no such Goverament servant at
the place where the gazetted Government servant resides some other
well-known trustworthy person. A gazetted Government servant may
drawhisleavesalaryor vactionallwances orsu bsistence allowance through
a well-known bank or agent (see the previous subsidiaryrule), if he give
the bank or agent a power-of-attorney for the purpose or leaves his
signed bills with the bank or agent for presentaticn, provided that, unless
the bank or agent has executed an indemnity bond in Form 45 or Form
46 duly stamped, as security for the refund to the Government of any
overpaymeni to the Government servant, a life certificate in the case
of vacation allowances or subsistence allowances, showing that the
Government servant was alive on the last day of the peried to which
the claim relates and signed by a Government servant diawing a pay
of Rs, 50 a month o1 more or if there is no such Government servant at
the place, some other well-known trustworthy person shall be furnished
along with each bill. Life certificate may be furnished at intervals, as
may be convenient provided that an indemnity bond has been executed
which will cover intermediate payments not supported by life certificate,

The Treasury Officer shall enter the particulars of all powers of
attorney furnished with reference to this rule in the regi.ter (in Form 16
of the Government Securitics Manual) kept in the treasury for the rur-

pase.
Nore—When separate bills  for vacation pay, etc,, relating to different
periods are presented and paid simultancously it is not necessary to furnish
separate ‘Life Certificates’ for the different periods but only one certificate
should be enough. In case where the Government setvant concerned has
already returned to duty by the time the bill is presented or payment is
made, personzl appearance or furnishing of Tlife certificate’ in repsect of

the earlier period of vacation shall not be necessary,

(b) An indemnity bond executed by a bank or agent for the pur-
pose of drawing pay, etec., on behalf of a singls Government servant
shall be in Form 46, When 2 well known bank for a film of agenis
Acting as bankers of good standing has a number of consitutenis who
are Government servants and desire to draw their pay, etc. through
it, the Government, may, if they think fit petmit the bank (or Ffilm)
to execute a single indemnity bond in respect of all pay, ete., drawn
by it from the Government on belhalf of such Government servants.
Such a bon- shaltb21a Form 43 23 shil bs duly stamopad, Aprendix

+ Ly

12 (Sections A and C).
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contains lists of the banks, etc., which have executed svch bonds
under the arrangements in force before the Ist April 1937, the Govern-
ment of India, in consultatirn with the Comptroller and Auditor-General
permitted certain well-known banks (and firms of agents acting as
bankers) of good standing to execcute a single bond in Form 45 for the
purpose of drawing pay, leave salary, pension, etc. on behalf of
Government servants serving under the Government cf India or any
State Government. Appendix 12, Section B contains a list of such
banks, ete. whose bonds in Form 45 are stillin force.Section D containg
8 list of agent who have exccuted general bonds of indemmnity with the
Government of India after the 1st April 1937. All indemnity bonds
whether in Form 45 or Form 46 shall be properiy stamped.

. The authority competent to accept the indemnity bonds on behalf
of the Government shall, beforc accepting the bond, verify that the
person who signs a bond of indemnity on behalf of 2 firm or bankhas

Authorityto biod it, :

Indemnity bonds in Form 46 executed bya bank or agent for the
purpase of d~awing pay, etc., on behalf of a single Government ser vant
shall be kept in the custody of the Pay and Accounts Officer in Madras
Cityand the Treasury Officer inthe mufassal. General indemnity bonds
inForm 45 for the purpose of drawing pay,ete., on behalfof Govern-
ment servants of the Tamil Nadu Government alone shall be kept in
the cu stody of the Government. :

No endersement of a bill drawn on bahalf of a Government servant
by a bank or agent permitted to draw the Government servant’s pay, etc
under this rule shall be recognized with the exception of an endorsement
to a messenger for collection.

{c) A bond in Form 45 executed by an unincorporated firm requires
that information be given to the Government at once if there is any
change in the constitution of the firm. As soon as any such information
is received, the new partnership shall be required to execute a fresh bond
inForm 45 by a specified date or acknowled.ge in writing that it is bound
by the existing bond by which the old past nership was bound, if it wishes
to retain the privilege of drawing pay, ctc., on behalf of Government
servants. v

(d) Gazetted Government servants in the scales the maximum of which
are Ps. ] G600 and below.—AN types of claims of Gazetted Government
servants of this category will be drawn by the heads of Office in the
same manucr as for non-gazetted establishment but in g separate bill
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with the words * Gazetted Officers Bills” written prominently at the top
ofthefront page ofthebill. For wriitenregular monthly pay and allowance
of such Officers, the head of office will draw a consolidated bill and
present it a1 he Treasury or Pay and Accounts Office, asthe case may be.
There will be no change in communicating to Audit/{Accounts Office,
orders or notifications regarding appointments, iransfer, promotions, etc.
of these officers. :

(2) The pay and allowances of all Gazetted Officers except his own
bolh at their time of appointment and afier regularisation shall be worked
out bythehead of office and the officers next insuperior to himinrespect .
of his own case, in consultation with the TreasuryOfficers or the Pay and
Accounts Officer, Madras concerned. No such consultation is necessary
for sanction of periodical increments.

(3) The pay and allowances of the Officers of the above category can
be drawn by any Gazeited Government servant working in the office
onthe authorisationofthe haed of office, provided the pay and allowances
including sanction and regulation of increment are determined by head
of offices and test checked by the officer next in superior to them.

[ToRo 16—S-Rc 6_'701

4. The service records of all the officers except his own will be main.
tained bytbe head of office or if there is no head of office by his superior
officer or heads of department and that of the head of office by the He

of Deartment. )
‘NON-GAZETTED GOYERNMENT SERVANTS.

" 9. The classes of non-gazetted Government servants who may draw
pay, leave salary and travelling allowance bills onthetrezsury themselves
and the conditions under which they may do so are specified in Appendix

13'

Except in so far as Non-gazetted Government servants are specially
permiued to draw bills, the bills fot the pay and allowances of the esia-
blishment of each office shall be drawn by the gazeited Government
servam who is the head of the office unless he delegates this power to &
guzeuweu GOVEInmen servant serving under himwith refrenceto Subsidiary
Rule 2 (h) and the gazetted Government servant who draws such bills
shall disburse the moneys drawn on the bills to the persons entitled to

receive them ander the rules, e e L
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Form 47 shall be used for bills for the pay, fixed allowances and leave
salaries of non-gazetted Government servants drawn by the head of the
office for disbursement fo them. Sums due towards reimbursement of

.~ the cost of special and expensive drugs purchased by the non-gazetted

Government servants and employees of local bodies drawing  salaries
got exceeding Rs. 300 per mensem and their families shall be drawn in
the establishment pay bills under the Sub-detailed head ¢ Salaries—
Medical Charges”. Separate bills shall be prepared in each office for
cach of the following classes, if it exists:—

(@) permanent establishment,
(b) temporary establishment, and

{¢) the Government servants for whom no establishment returned
are submitted and no service books maintained.

With the exceptions mentioned in Subsidiary Rule 9, the name o¥
gvery substantive, officiating or temporary Government servant on
whose behalf a claim is made shall be shown in column (2) against his
post in column (1), Against each temporary post the number and date
of the order sanctioning it and the name of the authority which passed
the order shall be entered. In addition, a ce:tificate shall be furnished
on the pay billsof temporary establihsments to the effect that the claims
preferred therein are govered by proper sanction or by the concession

of drawing pay for not exceeding three months beyond the period of
sanction. The rate of pay, etc., claimed shall be shown against each,
fame in column (2). If the payment of any claim for the month to
which the bill releates is postponed it shall not be omitted from the bily
put the amount of each claim held over for future payment shall be
aoted In red ink in the appropriate columns—(3) to (6)—and ignorey
when totalling the bill. When pay, etc., is claimed-only for past of the
month, the number of days for which it is claimed shall be entered either
against the Government servant’s name or in a note at the foct of 1h,
page. The pert of a billrelating to each section (see Article 70) of the
Tamil Nadu Financial Code, Volume T shall be marked off in red ink.
The component items of an establishment bill shall be checked and 1he
total shown in the. bill shall also be checked by adding up the items
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Ifthe billrelates to a smallestablihsment, the drawing officer shall eit hey
check it himself or have it checked by a gazetted Government servant
under his orders, before hesignsit, Ifthe billrelates to alaige establist -
ment, the drawing officer shallensvre thet the whole billig thcrcughly
checked by some one cther than the clerk who prepared it and shall
himself check a part of the bill or arange for a gazetteed Government
servant to do so, before he signs it.

Note,—*The holders of tempciary establishment in both Gazetted
and non-Gazetted categorics shall be allowed to draw their pay and
allowances for a pericd of threc months beyond the dates of expiry of
current sanction, provided the Head of the Department certifies that the
Government have been addressed for further continuance stecifying
the period up to which further continuance has been recommended
and quoting the number and date of their letter to the Government,™

The pay bills ¢ f the Establishment «f the District Munsif Couwits
and Sub-Courts when the presiding officers of the District Munsif Court
and the Sub-Court are on leave, or when during annual vacaticn they
are away from Headquaiters, or when the District Munsif Ccwmts ¢or
Sub-Courts are left without presiding «fficers, owing to transfer s, shall
be signed by District Judges in their capacity s the sontrolling cffices s
of such Courts,

8, If, for any reason, the rate of leave salary to be drawn on behalf
of a non-gazetted Government servant cn leave is not known, e.g,
when Kind oflezve to be granted has not been settled by the senctiong
authority), the pay to which he would have been entitled if he had re-
mained on duty shall be entered inred ink in the meney colurr =i ¢ fthe
bill intended for entering leave salary, and the amount shall e left
indisbursed and treated as held over till the rate ofleave salary bece mes

Mown,

When a drawing officer calaims leave slary based on aves ige pay cn
behalf of any Government servant, he shall sign and zttach to the fiist
billin which the claim is made a stztement of the caleuletions Ceter -
mining the amount of leave salary claimed. If any pay drawn outgide
the Government servant’s subscantive office or secticn enters imo the
calculations, the statement shall iaclude refe: ences to the vcuchers on
which or the office in which, such pay was drawn. When a drawing
officer cluims leave salary based cn actinl ney on behalf ¢ fanyGeover tie
ment servant, he shall sign and attach to the billa certificate that the
leave salary is claimed at the same rate s the Pay of a permanent post
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{within the meaning of Fundamental Rules 87) held substantively by the
Government servant at the time of taking leave. If, however, the leave
is granted under sub-rule 2 to Fundamentz] Rule 103 (a), the certificate
shallstate that the leave saleryis claimed at the scme ate asthe pay ofthe
Government servant st the time of takiag leave.

Note,—No statement of the calcuation determining the amount of
feave salary claimed need be attached to pay bills in respect of those
Government servants, whose names are omitted from the bills (see
subsidiary rule 9 below).

9. The names of Government servonts of the following clagses may
be omitted fiom pay bills:—

(i) Government servants who are holding posts carrying fixed
pay not exceeding Rs. 240 per mensem or on time scales of pay the
maximum of wheih does not exceed Rs,240,

(i) Sub-Inspectors inclduing Jamadars, Head Conslstables and
Constables in the Police Dzpartment, ranks of and below Leading
Firemen except Telephone Operators in the Fire Services Branch of the
Police Department. '

(iil) Sub-Inspectors of Excise and Prohibition, and
(iv) All Government servants in last grade service.

Each bill formm which names have been omitied in accordance with
this rule shall contain sufficient information to enable the treasury and
the Accountant-General to apply the necessary arithmetical checks and
the drawing officer shall certify on it as follows :—'

“Qertified that every Government servant on whose behaif pay
or leave salary is claimed in this billas cctually been on duty or on
anthorised leave, asthe case may be, during the month for the period
on account of which his pay or leave salary is claimed and that full

- details of the names of the Government servants concerned and emoln-
ments drawn for them working up to the total included in this bill have
bzen duly shown in the-office copy and that the-emoluments drawn are
according to the relevant rules and order s.”

Claims on bzhzlf of the Giveonment servants whose bames are
omitted from 2 billunder this rule shallnct be included in a single item
cxcept so far as they and identicniin . 11 . cspects. For excmple, a claim

for the whole month far five Hzd . Constobles each of whom draws a
pay Rs. 85 0 month may be ente.ed us a single flem. Claims on

+
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‘behalf of Government servants with different designations orGovern- -
ment servants who have the same designotion but draw pay at different
rates or for different periods shall always be shown separately.

10. The drawlng officer shall have the office copy of every pay bill
relating to Government-ser vants of the classes mentioned at the beginning
of subsidiaryrule 9 (other than peons in the Police Department) prepared

separately so as to show full details of name., leave, etc,, The total
of this pay bill shall then be entered in the pay bill for Government
servants in superior service and the drawing officer shall see that the
grand total of the letter agrees with the totel amount shown in the fair

copy.

“The pay of menials charged to contingencies shall not be included in
setablishment pay bills—see Appendix 14.

11. Absente statement.—The drawing officer shall ordinarily attach
an absentee statement in Form 48 to the monthly establishment pay
bill, if any person in superior service has been absent during the month
on leave (other than casual leave) or deputation or suspension, or without
leave, or if a post has been left vacant substantively, wether or not any
Government servant officizted init {See note 5 onthe form itself). When
signing the absentees statemenf, the drawing officer shell see that a
diagonal line is drawn across the blank space, if any, below the last
entry. If no Government servant in superior service has been absent
otherwise than on casual leave during the month, the drawing officer
shall sign the second certificate printed on the establishment pay bill,
Form 4% also makes provision for separale statements of substantive
charges in regard to members of the establishment and must therefore
be filled up and aitached tothe monthly estanlishment pay nill, whenever
there has been any change that has to be included in these statement of
subsiantive changes, even if there is no eniryto be made inthe absentee

statement proper.

When the scale of an.es‘ablishment is fixed for the State or a district
the conirolling authority shall submit to the Accountant-General, not
later than the date fixed by the latter, a consolidated absentee statement
“for each month showing the complete chain of arrangements. The head
of an office neéd not attach an absentee statement in Form 48 to his
monthly establihsment pay bill so far as it relates to any establibsment
t ae scale of which is fixed for the State or a distriet.
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Exception.—No consolidated monthly absentee statement need
be sent to the Accountani-General in respect of Depuiy Inspeclors
of Schools in the Ecucation Department and Sub-Registars and Reserve
Sub-Registrars in rhe Registration Department as these officers should
be considered { o have a lien on some post inthe cadre and thal the natare
of the post should be defined but their lien shall have no reference to
any particular individual post.

12, First drawal of pay.—When the name of a Governmen! Servant
appointed permanently or on probation 1o a post in superior service
appears for the first time inthe pay bill of an establishment, the previous
post in Government service, if any, held by him shall be stated and a,
- lasi-pay certificme a'tached showing the date of handing over chaiges
advances outsiancing, etc. If he was not holding any such appointment
previously or is re-employed after resignation or forfeiture of past
service, a certificat e should be furnished by the drawing officer in the bill
to the effect that the healih certificate required by Fundamental Rule 10
has been received.

t .13, Increment Certificate.—When a periodical increment is claimed
“on behalf of a Government servant in an establishment pay bill, an
increment certificate in Form 49 signed by the Competent authorily
shall be attached to the bill, The competent authority for this purpose
means the authority to which the Government have delegated the powers
to wi:hhold the Government servant’s incremenis. The competent
authority may, in his discretion, further delegaieil to some other gazetted
officer subordinateto him. Whenthe increment has been sanctioned by
an authority other 1han thé drawing officer, the latter shall sign the
certificate in Form 49 with the necessary modifications to be attached
to the bill and note on it the name of the authority which sanctioned the
increment an¢ the number and date of its order.
Ty ‘When an increment is due to a Government servant for having been
the incumbent of a specified post for the prescribed term from the date
of the last increment or of appointment to the post (less periods not
counting for increments as shown in thef tabnlar portion of the
certificat ©), it may be drawn on a pay bill without special authoriry from
the Accountant-General. Increment invovling broken periods of services
may also be drawn without pre-check by ihe Accountant-General. But
in such cases, apart from the increment certificate, an explanitory memo-
- ranfum showing briefly snd clearly, the grounds on which the
increment is claimed shall be attached + o the bill 1:0}' post cl‘.eCI_Q How-
ever, in respect of incremental arrear claims reduiring pre-avdit by the

(A Group) M3i5—22 . . .. . e _

s
1



_ 144
THE TAMIL NADU TREASURY RULES B
WITHDRAWAL OF MONEYS FROM THE GOVERNMENT ACCOUNT

r

[T.R. 16—s.R, 13—14]

Accountant-General (see Article 52 of Tamil Nadu Financir] Code

Yolume I} the increment certificete shall be submitted to him for pre-
check.

When anincrement claimed operates to carry 2 Government servant
over an efficiency ber, the cleim shell not be paid, unjess it is supported
by a declarction from the Competent authority that it has sctisfied itself
that the character and efficiency of theGovernment servent concerned
are such thet he is fit to pess the bor.

The extracts from the conduict register »nd the Government servant?
confidential sheet referred to inthe Ii st senence of the increment cert; fi-
cate in Form 49 shall not be attached to it when it is presented it the
treasury 2long with a pay bill. '

14. Arrear bills—Arrecy pay shzll be drawn on a separate ‘Biil 2nd
Dot in the ordinzry monthly pay bill. The amount of “Irerrs claimed
for each month shall be enfered seprrctely in the bill with « reference
to the bill from which the 2 mount wes omitted, or withheld, or in which
it was recovered by deduction. If the cl.im rel-tes to zn allowance or
special p2y newly sanctioned, the neme of the £uthority which se.nctioned
it and the number and dete of the sanction order sh-l ba enfered in the
bill. Arrear bills mey be presented at any time, subject to the conditions
presctibed by the Government in 1hzt regerd (see Articles 52-55 of the
Tamil Nadu Financial Code) z2nd mey include as mrny items »5 ore
necess2ry. The drawing officer shall certify in every arrecr bij] thet no
prrt of the amount clrimed hes been drawn previously. A note of the
arrear bill sholl invariably be made in the office copy of the bills for the
period to which the cleim pert:ins, over the deted initi s f the drawer
cf the #rieer bill, in order to zvoid the risk of the i .rres rg being ¢clcimed
over & g"lﬁ.

Note —A travelling cllowanee bill presented eftor the end of the
month succeeding thet in which the Journeys covered by the cleims £Ta
performad shzll be treated &s arrear bill for the purpose of this ryle.

In the case of the Polics Department a note of the arrear bill
shall invariably be made (a) in the office copies of the lorg rolls in
respect of the claims pertaining to Sub-Inspeciors, Head Constables
and Constables, etc., whose names are not shown in the pay abstracts
and (b) in the office copies of the long rolls in the districts and
kardex in the Madras City Police in respect of the claims pertaining
to Inspectors. Reserve Sub-Trspectors and Reserve Inspeeiors, whose
names are shown in the pay abstracts subject to the condition that the
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attesiation will in both the categories of cases be made by the
personzi Assistants to the Superintendents of Police in the districts,
where there are such cfficers and by the office Superintendents in
other districts including the Madras City,

In case the arrear is drawn in a new office, the officcr-in-charge
of the new office should claim the arrear only after obtaining a
certificatc from the head of the old office to the effect that the arrear
was not drawn before. The certificate should be attached to the
argear bill. As soon as the arrear is drawn, the fact should be
intimated to the old officc of the officer-in-charge of which should
note the fact of drawzl in the original bil. In all other cases, the
drawing officer shall furnish a certificate in the arrear bill to the effect
that a note of the arrear claim has been made in the office copy of
ihe original bilk, . |

Tn the case of arrears of increment due to the retrospective
completion of probalion, the drawing officer shall enclose a copy
of the probation “order of the Governmenti servant concerned along
with the arrear bhill :

15. Private police guards ond additional police—The cost of -

police guards, whose scrvices are placed at the disposal of private
parties under scetion 13 of the Tamil Nadu District Police Act, 1859
tAct XXIV of 1859), is rccoverzble in advance. The drawing
ofticer who draws bills on the treasury for the charges on account
of such guards shall certify on each bill that the full amount due
has been recovered from the parties concerned and credited into the
treasury and shall attach to the bill a memorandum in Form 50 .o
duplicate giving particulars of the total amount recovered  towards
the charges included in the bill and the numbers and dates of the
chalans under which the amounts were credited into the treasary.
The Treasury Officer shall record on both copies of the memorandum
certificates of verification of credity in the treasury accounts for fhe
amount stated to have been recovered, retain one copy with the bill
and rcturn the other to drawing officer for making the necessary

entries in the departmental accounts.

The District Magistrate recovers the cost of additional police
cmployed outside Madras Clitv under section 14 of the Tamil Z\Tatiu
District Police Act, 1859 (Act XXIV of 1859) and the Police
Act, 1861 (Act V of 1861). not in advance but subsequently, The
drawing officer shall attach to the monthty pay bill for any such

r
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viuditional police a wemorandum jn Form 51 in duplicate showing
the ok cuarges oucurred on the additional police and the demand,
cuiiection ang balance in respect of the recoveries. He shall obtain
rom e District Magistrates concerned particulars of the recoveries
muce asd credited into the treasury every month, and shall be
responsiple for seeing, that the pecessary demands are issued and the
recoveries are made without undue delzy. The Treasury Officer shall
recerd oo both copies of the memorandunt certificates of verificatior.
of credit in the treasury accouats for the amount stated to have been
vecovered, | return one copy to the drawing officer and retaip the
clher with the bl

The Commissioner of Police shall similarly prepare the bills,
chalans and memoranda regarding recoveries relating to police guards
supplied 1o private parties and additional police employed in Madras
City, and forward them to the Pay and Accounts Officer,
Madras, who will return a copy with the certificates of verification
of credils.

16. Traveliing allowsnces.—At  convenient intervals during a
prolonged tour of 2 Gevernment servant who i accompanied by
subordinates and as a general rule, immediately on his return +o
headquarters aficr any tour a bill shall be prevared in Form 52 for
the travelling allowances of the clerks and other subordinates who
bave accompanied him. The treasury shall pay such bills on the
reeeipt of the head of the office, alter counter signature by the
con’rolling authority when the head of the office is not the controlling
officer or before counter-signature if he is authorized to cash such
bill subject to the submission of a detailed bill to the controlling
duthority  for  counter-signature  and  ‘ransmission to  the
Accountant-General, (See Article 82 of :hie Tamil Nadu Financial
Code Vol 1.; : - et

Drawing officers shall pay special aitention to the detailed
instructions and the certificates [uinte? on the travelling allowance
bill forms. :

Instructions under Treasary Rule 16—cont,
SPECIAT. TO THE PoLICE DEPARTMENT

2. The procedure to be followed for payment of the cast of tickets
fssued on motor bus warrants to Tnanectors, Reserve Sub-Trspectors,
Sub-Inspectors, Head Constables  snd  Constables and  ¢0 the
Supervisors and Electricians of the Padio 8ranch in the. Police
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Department wiio have to travel on duty by motor bus has been laid
down in Article 83, Tamil Nadu Financial Code, Volume I. The bill
for the amounts should be prepared in Form 53 andn should be sup-
ported by the motor bus warrants. The Superietendent of Police should
check the bill and satisfy himself that the rates charged in the bill
we not in excess of the prevailing rates for motor bus journeys, It
he bill is correct, the Superizicndent of Police should countersien
tiand either give a reference to tne travelling allowance bill in which
#ach amount concerned was deducted or certify that all the amounts
govered by the bill were actually deducted from the travelling
allowance bills of the Police Officers concerned

L)
SreciaL To THE PusLic WORKS DEPARTMENT,

3. In the Public Works Department only ccrtain heads of offis
fraw establishment bills. The Divisional Officer (Excentive Engineer)
s treated as “the head of the office”™ for the entire Public Works
 establishment employed in his division, ard showld draw all pay and
fravelling allowance bills relating to that establishment, except when
the Government have specially authorized one or more Sub-Divisional
Officers in the division to draw their establishment bills in avoid delay
in making payments. The BExeculive Engincer should present his
gstablishment bills a* the district treasury and should attach to each
bill 2 memorandum signed by himself, specifying scpm’:;toly the
anou'ns of— '

(a) cash required for disbursement and remitted to be made in
cash, :

(b) Bank Drafts required on the respective sub-treasuries of
the distriet for payments to be made to staff stationed near them and

- (¢) Bank Draft required on other treasuries for disbursements
outside the district but within his jurisdiction.

Alternatively, an Executive Engineer may adopt the system of present.
ing seperate bills ar sub-reasuries for payments to establishments
stationed near them, instcad of obtaining cash orders on them from
the district treasury, but he should adopt one or other of the two
systems and follow i wniformly throughout his division.



148

THE TAMIL NADU TREASURY RULES
WITHPRAWAL OF MONEYS FROM THE GOVERNMENT ACCOUNT.
(T.R. 16—Instns, 3—cont.)

Separate establishment pay bills should be preparcd for permanent
and temporary incumbents of the following classes of establishments.

- (a) Divisional Accouncanis {Bills audited by the Accountant-
General, Orissa).

(b} Upper Subordinates (State scale).
(¢) Lower Subordinates (Circle scales).

{d) Ministerial an.} last grade establishments—head clerks, clerks
typists, peons, ctc., (Circle and Office scale.)

(e) Other establishments—Lock Superintendents, etc, (Office scale).

The travelling allowance bills of lower subordinaies, draughtsmen,
clerks t.e petty office establishments of a division should be prepared
in Form 54 and duly countersigned by the proper authority. The
Executive Engineer should also prepare an abstract in Form 55 showing
the iotal arnount claimed for each person under each head of c¢laim and
present it at the treasury. The original bills need not be submitied io
the Audit Office but they will be subject to a periodical test audit by the
Accountant-General,

[T-R. 16—S.R. 17-17A.]
Subsid'a. y Rule under T.R. 76~ cont.

OTHER MISCELLANEOQUS PAYMENTS TO GOVERNMENT
SERVANTS. - :

17. Overtime fees—Every bill on which overtime fees are claimed
under the rules in force or with the sanction of a competant authority
shall contain a certificale as follows ;—

* Certified—

(1) that the Government servants for whom overtime fecs are
claimed in this bill have actually earned them by working overtime ;

(2) that the periods for which overtime fees are claimed in this
bill have been checked with the initial records and found to be correct

(3) that the overtime fees are claimed at rates sanctioned by a
competent authority, and
(4) that the overtime fess have been taken into accounts in
calculating the income-fax to bs recovered from the Governmant
servants noted in this bill,
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When the overtime fees are to be paid out of fees collected from
private parties, e.g., overtime fecs of distillery officers, the drawing
oflicer shall certify on the Bill that the prescribed fees payable by private
parties on account of the overtime have been realized and credited into
the treasury. .

17-A. Bonus to employee in the Government Press.—FEvery bill, on
which bonus is claimed under the rules in force in 1he Printing Manual
shall contain a certficate as follows —

(1) that the Government servants, fcr whom bonus is claimed
nave actually earned them by work done. over the minimum outturn:

(2) that the outturn, for which bonus is claimed, has been checked,
with the initial records and found to be correct ;

(3) that the bonus is claimed at rates sanctioned by a competent
avthority ; and

(4) that the bonus has been taken into account in calculating
income-tax to be recovered from the Government servants noted in the

bill.

CONTINGENCIES AND OTHER MISCELLANEQUS
EXPENDITURE.

18. (&) “Permanent advances™ are granted to certain Government
servants to enable them to meet contingeni charges relating to their
office, before drawing bills for the amounts, When a permanent advance
is sanctioned, it shall be-drawn from the treasury on a voucher in Form
10, supported by a copy of the order sanctioning the advance.

(5) A gazetted Government servant who is the head of an office
may draw his office contingent bills. He may also delegate this povier
to a gazetted Government servant serving under him—See subsidiary
rule 2 (k).

The classes of non-gazetted Government servants who may draw
contingent bills on the treasury and the conditions under which they
may do so are specified in Appendix 13.

(o) Bills for comtingent ecxpenditure that require the counter-
signature of the controlling authority kefore payment shall be drawn in
Form 56. The Treasury Officer shall not pay such bills unless they have
been duly countersigned.
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(¢) In regard to temporary advances drawn for meeting specific
purposes of contingent expenditure under Asticle 99 of the Tamil Nadu
Financial Code, volume I, in hills in Tamii Nadu Treasury Code, Form
40, a Register should be opened in Form 37-A and kept by each Treasury
Otfficer and Sub-Treasury Officer for the purpose of recording the
advances drawn under proper sanction for contingent expenditure and
watching their recovery, adjustmént or refund in cagh of any excess over
the actual expenditure.

Detaniled bills in adjustment of these advances should be
presented at the Treasury|Sub-Treasury from which the advances
were drawn for transmission to the Accouniant-General. The
Treasury Officers|Sub-treasury Officers on their part, should apply
the usual treasury checks to these detailed bills also, pass them
for ‘nil’ amounts and include them, wiith the other vouchers in the
relevant list of payments to be sent to the Aceountant-General
gsimultanecnsly noting the fact of adjustment of the advance in the
Register -of Temporary advances in “ Form 57-A 7. The detailed
bills which require the counter-signature of the controlling officers
should be got countersigned hefore presentation in the treasury.

(#) Bills for contingent expenditure that do not require
eountersignature shall be drawm In Form 58. The drawing officer
shall shoew full particulars of the charges in the bill, attach to its
all sub-vouchers for individual payments exceeding Rs. 500 and
gign the preseribed certificate in regard to the other sub-vouchers.
In respert of sub-vouchers attached to contingent bills, the drawing
officers shall cheelk the sub-vouchers, as to its contents with refe- -
rence to the actual receipt of stores, ete., and also to its arithmetical
acouracy before the sub-vonehers are passed for payments as
required in SI. 3 of TR, 32,

Sub-vouchers for petty contingent expenditure shal! be prepared
in Form 58-A.

19. The following further directions shall he followed when
preparing contingent bills : —

{i) The heads of account relating to contingent expenditure,
ie., the sub-head of appropriation, the detailed account head, and
the descriptive item subordinate to the detailed account head. are
generally printed in the forms prescribed foz the purpose, “accord-
ing to the needs of the department coneerned. If any such relevant
entrics have not heen printed in a bill form, they shall be entered .
in manuscript in the bill, and the totals from the contingent

registers shall be posted agaiust them.



