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PREFACE 

These rules have been framed by the Governor of Maharashtra in exercise 
of the- powers conferred on him under Article 283 (2) of the Constitution of 
India for the convenience and facility of transacting business in the Pay 
and Accounts Office, Bombay and in the District Treasuries and Sub-
Treasuries in Maharashtra State. · 

2. The rules have been published in the *Government Gazette under. 
Fir.ance Department Notification, No. DAT. 2269 / 2729 /69-XII, dated the 
~ Jt July 1969. They embody the orders of Government issued upto 31st 
.Ylarch 1968 and come into force with effect from 1st April 1968. 

3. For the sake of convenience, the Rules have been printed in two 
volumes, Volume I containing the Rules together with the Table of Contents 
and Index for the Rules, and Volume II the Appendices, Forms together 
with the Table of Contents. 

4. The Accountant General, Maharashtra, Bombay, Treasury Officers 
and other Government servants dealing with Treasuries and the Bank are 
requested to bring to the notice of the Finance Department any error or 
omission or other inaccuracy in these Rules. ' 

V. M. JOSID, 
Secretary to the Government of Maharashtra, 

Finance Department. 

Bombay, 5th April 1968. 

*Published in the Maharashtra Govf{rnment Gaz.e.tte, P'art IV-A, dated Sept 4, 1969, 
H-269-2. 

---~-



CONTENTS iii 
SEen oN 

RULEs PAGES 

PART IV.-cUSTODY OF MONEY RELATING 
TO OR STANDING IN TilE GOVERNMENT 

ACCOUNT 

I. Cash in Departmental Chests­
General Rules 

II. . Cash Balances in Treasuries­
Security of strong-rooms 

• • • 1 

. Custody of the Padlocks and Keys of Strong­
rooms. 

Storing of Treasure 
Precaution against substitution of good Coins by 

Uncurrent or Counterfeit Coins. 
Custody of Treasury Balance 

III. Verification of Cash Balance­
General Procedure 
Cash Balance Report 

IV. Balances in Small Coin Depots­
Custody and Verification 

PART V.-wrniDRAWAL FROM TilE 
GOVERNMENT ACCOUNT 

Chapter I.-General Rules 

T. Claims for Withdrawal-

Mode of Withdrawal 

Presentation of Claims 
Arrear Claims 

Treatment of Claims against Government winch 
are b~rred by time. 

General Instructions regarding the Preparation 
and Form of Bills. 

Special Instructions applicable to particular kinds 
of Claims. 

Signature and Countersignature on Bills 

Duplicates and Copies of Bills, etc. . . .. 
Stamps for Receipts 
Cheques 

Letters of Credit, Assignments and other ·Orders 
for Payment. 

Endorsements on Cheques, Bills, etc. 
Specimen Signature and other Safegu~rds 

12() 

127 
121\ 

129 
130 

131-133 

134-136 
137-141 

142-144 

145 

!46-150 

151 

152 

153 

154 

155-158 

159 

160 

161-173 

174-176 

1n 
178-180 

45 

4.5 
46 

49 
50 

50 

51 
53 

54 

56 
56 
58 

61 

61 

65 

65 
66 

67 

67 

71 

72 
73 



iv 
CONTENTS 

SEen oN 

II. Payment of Claims at the Treasury-
Introductory ·· • ..•. 

RULES PAGEs 

Checks to be applied at the Treasury on Claims 
presented. 

I 8I 
I82-I9I 

Special .Precautions to be taken by the Treasury 
Officer. I92 

I93-195 
Payment to persons not in Government Employ-ment. -

Cheques and Letters of Credit 
Disbursement of Claims and Record of Payment. 
Payment by Postal Money Ord;r 
Payment at Sub-Treasuries 
Cash Orders on Sub-Treasuries 

ill. Responsibility for Moneys withdran­
Voucher fo.r Payment 
Overcharges 
Audit Objections and Recoveries 

I96-20I 
202-203 . 
204-205 

206 
207-2I I 

2I2-2J 8 
2I9 

220-2:23 
Chapter II.-Personal Claims of Government Servants 

GENERAL RULEs 
Forms and Preparation of Bills 
Deductions from Bills-

Funds Deductions 
Deductions of Taxes on Income 
House-rent Deductions 
Recoveries ordered by the Accountant General 
Attachment of Pay and Allowances, etc., for Debt 
First Payment of Pay, Allowances, etc. 
Payment on quitting the Service 

Place of Payment-
Pay and Allowances 
Leave Salary 

Pay due to Government Servants absent out of 
India. 

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

Leave Salary 
Bond of Indemnity .. ~ ' .... ···: 

224 

225 
226 
227 

228-229 
230-233 
234-235 

236 

237-239 
240 
241 

242 

243 
244-245 

Chapter 111.-Bills of Gazetted Government Servants 
Introductory 
Form of Bills­

... 
Pay, Fixed Allowances, etc. 
Travelling Allowance 

Cost of Medical Treatment 
Alterations of Pay, etc. 

. .. 

Leave, Promotions, Reversion, Transfer, etc 
Advances .• •' .. " 

246 

247-248 
249-251 

252 

253 
254 

255 

74 
74 

76 

77 

78 
79 

~~ 
81 

82 
83 
84 

85 

85 
f\5 
85 
86 
87 
90 
91 

91 
931 
93 

93 

94 
95 

96 

96 
96 
97 
97 
98 
98 

.. 

.. 



CONTENTS v 

SECTION RUL~ PAGES 

Chapter IV.-BiJis of Non-Gazetted Establishments 

Introductory 

Monthly Bills 

Form and Preparation 

Absentee Statement 

Increments Certificate 
Overtime Allowance 

Arrears Bills 
Travelling Allowance Bills 

Cost of Medical Treatment 

Disbursement of Pay and Allowance-Acquittance 
Rolls. 

Chapter V.-Contingent Charges 

I. Introductory 

II. General Rules­

Permanent Advances 
General Limitatioqs 
Responsibility of Drawing Officers 
Responsibility of Controlling Authority 
Cancellation and Destruction of Sub-vouchers 

III. Record of Contingent Expenditure­
Contingent Register 

IV. Bills for Contingent Charges­
General 
Contract Contingencies 
Fully-vouch~d Contingent Charges 
Charges regulated by Scales and Special Contin­

gencies. 

Countersigned Contingencies­
Abstract Bill 
Detailed Bill 
Countersignature 
Disallowances 
Inspecting Officers' Bills 

V. Miscellaneous Rules­

Inter-departmental Transfers 
Service Postage Stamps 

H-269- 3 

256 

257-258 

259-263 

264-265 

2.66 ·268 

269 

270-271 

272-275-A 

276 

277 

278·28()1 

281 
282-288 

289 
290 
291 

292-295 

296-298 
299 
300 
301 

302-303 
304-305 

306 
307-308 

309 

310 
311 

99 
99 

99 

101 

IOZ 

103 

103 

104 

105 

105 

Ivs 

108 
lOS 
110 
Ill 
Ill 

112 

113 
114 
114 
114 

115 
115 
116 
117: 
117 

117 
118 



CONTENTS 

SECTION 

Chapter VI.-Pension Payments 

I. Introductory 

II. Place of Payment 

III. Autuhority for Payment­

Pension Payment Order 
Payment at Sub-Treasuries 
Transfer of Pensions 
Register of Pension Orden; 

IV. Manner of Payment­

Due Date 

Payment of claims 

Forms of Pension Bills and connected Certificates 

Checks to be applied by Disbursing Officer 

Record of Payment 

Payment of Pensions by Postal Money Order 

Special Rules applicable to Political Pensions 

Payment of Commutation Money 

Gratuities 

V. Periodical Identification of Pensioners­

General Rules 

VI. Undrawn Pensions and Arrears-­

General 

Death of Pensioners 

Reports to the Accountant General 

Special Annual Enquiries ... 

Olaptcr VII.-Payments for Purchase of Stores 

Introductory 

Purchases in India-

Purchases through the Indian Stores Department 
Other Purchases in India 

Purchases in the Uni ted Kingdom. ets 

Chapter VIII.-Works Expenditure 

General 
Payments to Labourers 
Payments to Work-charged stablishment 
Payments to Suppliers and Contracto-rs 
Payments for work done through Local Bodies 
Bills and Vouchers 

RULES PAGES 

312-314 

315-316 

317-323 
324 
324-A 

325-327 

328-329 

330-337 

338-344 

345-347 

348-348-A 

349-350 

351-353 

354 

355-355-A 

356-357 

358 

359 

360·361 

362-363 

364 

365 
366-369 
370-371 

372 
373-376 
377-379 

380 
381 
382 

119 

119 

120 
121 
122 
1212 

123 

123 
126 
12& 

129 
129 

13 1 

134 
134 

134 

135 

136 

1>7 

1~7 

I~ 

141 
141 
141 
142 
142 
142 

r 



SECTION 

CONTENTS 

Chapter IX.-Miscellaneous Payments 

Refunds of Revenue 
Grants-in-aid, Contributions, etc. 
Scholarship and Stipends ... ' 
Investment by Government 
Interest on Government Debt 
Compensation for land 
Discount on Stamps 
Commission to Registrars 
Payments td the Reserve Bank 
Commissions and Committees 

Expenditure against Grants at the disposal of an 
Administrative Department of the Government. 

vii 

RULES PAGllS 

383-388 

389 ·392 

392-A-394 

394-A 

39.5 

396 

397-398 

399-400 

401 
402 

403-406 

143 

146 
146 

147 
147 
147 

148 
148 

148 

14& 

PART VI.-SPECIAL RULES FOR BANK TREASURIES 

I. General 
II. · P,ayments into the Bank-

General Rules 
Remittances of Departmental Officers 
Deposit and Local Fund Receipts 

III. Withdrawal from the Government Account at the 
Bank-

Civil Charges 
Pensions 
Departmental Payments 
Refunds 
Discount of Sale of Stamps 

Public Debt-

Government Promissory Notes 
Bearer Bonds 
Stock Certificates 
Deposit Payments 
Local Fmids 
RemPttances 

Currency of Pay Orders 

IV. Daily Accounts and Returns 
V. Miscellaneous-

Register of Orders for Payment 
Daily Posting of Accounts 
Advices and Certificates 
Treasury :Returns 

407-412 

413-415 
416 ·4171 

418 

419-421 
422; 

423-424 
425 
426 

427 
428 

429-430 
431-432 

433 
4341 
435 

436-439 

440 
441 
442 
443 

150 

151 
152 
153 

153 
154 
154 
15-5 
155 

155 
156 
156 
156 
156 
157 
157 

157 

158 
158 
158 
158 



viii CONTENTS 

SECTION RULES PAGES 

PART VII.-SPECIAL RULES APPLICABLE TO 
PARTICULAR DEPARTMENTS. 

Chapter I.-Public Works Department 

Introductory 
Remittance to Treasury 
Drawing from Treasury 
Cheques 
Subordinate Officers 
P'ayment at Sub-Treasuries 
Pass Book 
Monthly Statement 
Return of Forms supplied· ... 
Supplemental 

Chapter 11.-Forest Department 

Introductory 
Remittance to Treasury 
Drawings from Treasury 
Forest Officers on Leave ... 
Supplemental 

PART VIII.-PUBLIC DEBT 

I. Permanent and Temporary Loans 

II. Floating Debt-
Treasury Bills 
Ways and Means advances 

III. Other Obligations-
A-Provident and Other Funds-

Recovery of Subscriptions, etc. 

B-Withdrawals­
·Provident Fund 
Funds not under Government Management 

PART IX.-DEPOSITS 

I. Introductory 
II. General Rules and Limitations 

III. Revenue Deposits-
Receipts 
Repayments 
Repayment Order and Voucher 
Payment at a Sub-treasury 
Lapsed Deposits 

444-446 
447-448 

449 
451 
452 
453 
454 
455 
456 . 
457 

458 
459-463 
464-466 

467 
468 

469-470 

471-472 
473-475 

476-479 

480-483 
484 

485-487 

488-495 

499-497 
498-499 
500-504 

505 
506-510 

159 
159 
160 
lOG 
160 
161 
161. 
161 
161 
161 

162 
162 
163 
164 
164 

165 

165 
165 

166 

167 
170 

171 
171 

174 
174 
174 
17S 
176 

... 



CONTENTS 

SECTION 

IV. Civil and Criminal Courts' Deposits­

Receipts and Repayments 

Agreement with the Treasuey 

V. Pers.onal Deposits-

Receipts and Repayments ... 

VI. Deposits for work done for Public Bodies or 
lndividqal1. 

VII. Deposits of Fees 

VIII. Special Rules for Deposits of Local Funds­

Explanation 

Receipts and Payments 
• 

Verification of Balances . 

IX. Other Deposits Accounts 

I.· General­

Introductoey 

PART X.-LOANS AND ADVANCES 

Mode of Drawing and Repaying 

II. Special Rules applicable to different classes of 
Loans and Advances-
Loans to Municipalities, etc. 
Revenue Advances 

Advances unc\er Special Laws 
Advances for Departmental Purposes· ... 

Advances to Government Servants on Personal 
Account. 

Other Loans and Advances 

Ruus 

511-514 

515-511 

518-519 

Sl0-521 

522 

523 

524-527 

528 

529 

530 

531-533 

534 

535-537 

5311 

539 

540 

54t 

PART XL-TRANSFERS OF MONEYS STANDING 
IN THE GOVERNMENT ACCOUNT 

l. Introductory~ 

Kinds of Transfers 
Application of Rules 

II. Transfers through Currency­
Bank Treasuries 
Non-Bank Treasuries 

542 
543-545 

546-549 
550-552 

ix 

PAOBS 

ITT 

17!1 

119 

179 

179 

180 

181 

181 

181 

182 

j 82! 

1&3 

183 

184 

184 

185 

185 

186 
187 

187 
188 



CONTENTS 

SEcTION 

III. Remittances of Coin and Notes­
General 
Despatch of Remittances 
Remittance of Coin 
Uncurrent Coin 
Remittances of Notes 
Escort Officer's Duties 
Potdars, Shroffs, etc., accompanying Remittances ... 
Receipt of Remittances 
Deficiency or Excess found in Remittances· 
Additional Rules for Remittances by Railway ... 
Payment of Freight ... .. . 
transport of Treasure at the Destination 
Additional Rules for Remittances by Steamer ... 
Special Rules for Remittances to and from the 
Bank. 

PARAS 

553 
554-556 
557-558 

559 
560-563 
564-566 
567-570 
571-581, 
582-584 
585-590 
591-593 

594 
595-596 
597-598 

PART XII.-OTHER REMITTANCES THROUGH 
GOVERNMENT 

[. Reserve Bank of India Remittances-
(i) Introductory 599-603 

(ii) Telegraphic Transfers 604-607 

{iir) Drafts-Drawings and Encashments-

Explanations 608-609 

Form of Drafts, etc. 610-612 

Issue of Drafts 613-615 

Advice of Remittances Drawn ... 616-617 

Regularity of Signature 618-619 

Encashment of Draft 620-624 

Doubtful Drawings . ... 625 

Form of Receipt 626 

(iv) Record of Drawing and Encashments 627-630 

~v) Othei' Rules-
Issue of Duplicates 631-633 
Cancellation and Refund 634-636 

Exchange of Drafts 637 

Unpaid Drafts 638 

Lapse of Drafts 639 

Supply of Foms 640 

(vr) Special ,Rules for Remittances 641-644 

PART XIII.-REPEALS AND SAVINGS 

Repeals and Sav10gs 645 

PAOU 

189 
189 
191 
192 
193 
194 
19-4 
196 
200 
201 
202 
203 
203 
203 

206 

207 

208 

2051 

209 

210 

210 

211 

213 

213 

214 

214 
217 
218 
21~ 

21~ 

218 
219 

220 



CONTENTS 

PARAS 

PART XIV.-EXECUTlVE INSTRUCTIONS 

Introductory 

Chapter I.-Provision of Funds at Treasuries and 
Sub-Treasuries 

I 
Cash Balance of the Government 

Distribution of Funds 

Supply of Funds-

Bank Treasuries 
Non-Bank Treasuries 

Normal Balances 

Chapter D.-Currency Chests 

Explanation 
Location of Currency Chests 

Provision of Funds 

Cu~t·ody 

Verification of Balances 

..• 

Remittances to and from Currency Chests 

Accounts of Currency Chests 

Chapter Ill.-Coin 

Kinds of coins and legal tender 
Receipt of Coins at Treasuries and ~ub-Treasuries 

Exchange of Small Coin 

Conditions of Currency 
Cutting or Breaking of Counterfeit and Diminished Coin. 

Acceptance and Disposal of Counterfeit, Diminished, 
Defaced, Shroff-marked and Soldered Coin. 

Diminished and Defaced Coin 

Acceptance of Burnt Coin 
:; Supply of Weights and scales 

Weighment of Coins against Minimum Weights 

Light Weight Coin in Remittances 

Withdrawal of Coin from Circulation 
Return of Coins cut or broken or withdrawn from 

Circulation. 
Supply of Coins •.• 

Foreign Coin 

Bank Treasuries 
· ... 

... 
.. ,. 

1·4 

2 

3-4 

5-6 

7-9 

10 

II 

12 

13-14 

15-16 

17 
18 

19-22 

23 

24-26 
27 

28-29 

3o-36 

37-42 

43-44 

45 

46 

47 
48-52 

53-56 

57 
58-60 

61 

xi 

PAGI!S 

221 

222 
222)· 

22l 
223 
223 

224 
2124 
225 
22S 
226 
22"/ 

227 

228 
229 
230 

231 
1231 
232 

233 
2.351 
23S 
236 
236 
'Ji31 
238 

239 
239 
239 



xii CONTENTS 

Chapter IV.-Currency and Bank Notes 

Denominations of Notes 

, Receipt and issue of Notes 

Forged, Defective and Lost Notes 

Bank Treasuries 

Indents for Notes 

... ... 
Chapter V.-Cypher Code and Treasury Agenq.· 

Private Check Signal Book of the Reserve Bank of India. 

Safe Custody of Code and Check Signal Books 

Procedure to be followed in connection with Distribution 
and AcknowledgmenJt of Amendment Slips. 

Procedure to be followed in dealing with Amendment Slips. 

Procedure to be followed in the event of the Cypher Oide,"" 
Check Signal or Amendment thereto being lost or fallen 
into unauthorised banls. 

Procedure to be followed in the event of !transfer of Charge. 

Annual Possession Certificate 
Conduct of business in the event of Death or sudden · 

incapacitation of an Agent of a branch of the State Bank 
of India or its subsidiaries. 

RULES PAGES 

62-65 240 
' 166-74 240 

75-78 242 
79 iZ43 

80-81 243 

82 245 
83 245 
84 245 

85 245 

86 246 

87\ 247 
88 247 
89 24S 



PART I-GENERAL PRINCIPLES AND RULES 

l. Short title, extent and commencement.-(i) These rules may be called 
the Maharashtra Treasury Rules, 1968. 

(ii) They extend to the whole of the State of Maharashtra. 
(iii) These Rules shall come into force With effect from the 1st Aprill968. 
(iv) If the Gw¢rnment con>iders it necessary or exp;.,dient so to do for 

avoiding any h1rdship or removing any difficulty that may arise as a result 
of the application of these rules, it ma.y, subject to such restrictions and 
conditions, if any, as it may think fit to impose, dispense With or relax the 
provisions of any of these rules in any case or class of cases. 

MAIN RULES 

Section !-Definitions 

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

(a) "Accountant General" means the head of an office of accounts and 
audit or of account, who keeps the accounts of the Government of Maha­
rashtra State and, when used in relation to a treasury, the head of an office 
of accounts to whom the accounts ot the treasusy are rendered ; 

(b) "Audit Officer" means any officer subordinate to, or under the 
superintendence of the Comptroller and Auditor General of India, Who 
exercises audit functions. 

(c) "The Bank'' means any office or branch of the Banking Department 
of the Reserve Bank ofindia, any branch of the State Bank of India acting as 
the agent of the Reserve of Bank of India. in accordance with the provisions 
of the Reserve Bank of India Act (2 of 1934) and any branch of a subsidiary 
Bank as defined in section 2 of the State Bank of India (Subsidairy Banks) 
Act, 1959 (38 of 1959), which is authorised to transact Government business 
as agent o j the State Bank of India, or any other agency appointed by the 
Reserve Bank of India. "Reserve Bank" means the Reserve Bank of India. 

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

... (e) "Comptroller and Auditor .General" means the Comptroller and 
Auditor General of India. 

(f) ~Constitution" means the Constituti)>n of India, 1950. 
(g) "Competent Authority" means the Government of Maharashtra 

State or any other authority to whom the relevant powers may be delegated 
by that Government. 

(h) "Consolidated Fund of the State" means the Fund into which the 
revenues received by the State Government, loans raised by that Govern­
ment by the issue of Treasury bills, loa.ns or ways and means advances and 
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money raised by that Government in repayment of loans are credited, and 
from which the expenditure of that Government, when so authorised by the 
State Legislature, is met. 

(i) "District" means the area describtXt as district. 
(j) "Government Account" means the account relating to the Consoli­

dated Fund or the Public Account of the Government of Maharashtra 
State. 

(k) "Pay and Accounts Officer" means the officer entrusted with pay 
and accounts functions of State transactions and Treasury functions of 
Central transactions arising in Greater Bombay. · 

(i) "Public Account" means the account of Maharashtra State, other 
than the account relating to the Consolidated Fund of the State, into 
which all moneys received by or on behalf of the State Government are 
credited, i.e., State P.rovident Funds, Sinking Funds, Reserve Funds, 
Deposits and Remittances, etc., and from which disbursements are made in 
accordance with the prescribed rules. 

(m) · ,~Secretary" means the Secretary to the Government of Maharashtra 
in the Finance Department. 

(n) "Treasury" means the treasury established at the headquarters of 
a district and includes a sub-treasury unless the context otherwise expresses. 
Similarly, it includes the Pay and Accounts Office, Bombay, unless the 
contrary appears from the context. 

"Bank Treasury" means a treasury the cash business of which is conducted 
by the Bank and a "Non-Banle Treasury" means a treasury other than 
Bank Treasury. 

Section U-Location of moneys standing in the Government Account 

3. Subject to the provisions of sub-rule (2) of rule 8 moneys standing in 
the Government Account must either be held in a treasury or in the Bank. 
Moneys deposited in the Bank shall be considered as one general fund on 
the bool§s of the Bank on behalf of the Government. 

The deposit of such moneys in the Bank shall be governed by the terms 
of the agreement made with the Bank under section 21. of the Reserve Bank 
of India Act, 1934 (Act II of 1934), as amended by the Reserve Bank of India 
(Amendment) Act, 1955 )Act XXIV of 1955.) 

Note.-The agreement with the Bank is printed as Appendix I to these Rules. 

Section ID-General system of control over District Treasuries 

4. (I) Unless the Government after consultation with the Accountant 
Generai otherwise directs, there shall be a treasury in each of the districts 
specific~ in Annexure A to this part. If moneys standing in the Govern­
ment Account are, in any district so specified, not deposited in the Banf<l, 
the treasury of the district shall be divided into tWo sections-Accounts 
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Section under the charge of a Head Accountant, and the Cash Section of 
cash, stamps, match-excise banderols and opium under the charge of a Treasurer. 

The Account Section shall be responsible for maintenance of the accounts 
of the treasury transactions in the manner prescribed by the Government. 
It will include besides the Head Accountant, the Deputy Accountant or 
Deputy Accountants, Senior Clerks and Junior Clerks. The Cash Section 
shall include besides the Treasurer, the Stamp Head Clerk or Stamp Clerk! 
and Nagadi clerk and shall be responsible for the custody, receipts, issues 
and remittance of cash, stamps, opium and match-excise banderols. 

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

(2) The treasury shall be under the general charge of the Collector who 
may entrust the immediate executive control to a Treasury Officer subordi­
nate to him but may not divest himself of administrative control. The 
Collector shall be responsible for the proper observance of the procedure 
prescribed by or under these rules and for punctual submission of all returns 
required from the treasury by the Government , the Comptroller and Auditor 
General, the Accountant General and the Bank. 

(3) When a new Collector is appointed to a district, he shall at once report 
his appointment to the Accountant General and shall certify to the Accountant 
General the amount of the cash balance and stamps and opium, stores, etc., 
if any, which he has taken over. The certificate shall be submitted after the 
method of verification specified in Part IV has been applied. · 

(4) The duty of verifying and certifying the monthly cash balance, if any 
in the treasury and of submitting monthly accounts of such balance in such 
form and after such verification as the Comptroller and Auditor General 
may require, shall be undertaken personally by the Collector on the first working 
day of every month. 

Note•-See also Rule 43. 
(5) No portion of the respon :ibility for the proper management and working 

of treasuries shall dovolve upon the officers of the Indian Audit Department. 
The inspection of treasuries by officers of the Indian Audit Department shall 
not relieve the Collector of his responsibilities for management and inspection, 

(6) In any treasury in which a Government servant of the Indian Audit 
Department h?.s been appointed, as such, to be Treasury Officer, the duties 
of the Collector in relation to the cusotdy of moneys in the treasury shall 
be such as the Government may specify. 

SUB-TREASURIES 

5. The requirements of the public business necessitate the establishment 
of a sub-treasury under a district treasury in each taluka, tahsil or mahal 
and the arrangments for the administration thereof and for the proper conduct 
of .business therein shall be such as may be prescribed by Government after 
consultation with the Accountant General. A list of sub-treasuries in the 
State is given in Appendix II to these rules. 



4 

The daily accounts of receipts and payments of money at a sub-treasury 
must be included in the accounts of the district treasury. 

Note.-The Maharashtra Sub-treasury Manual prescribes the procedure of work in the 
Sub-treasuries. · 

6. The sub-treasury shall be under the general charge of the Tahsildar. 
The immediate charge of the ~Jalances and daily accounts will however be 
entrusted to the Treasury Ava! Karkun. The latter will be in the same ; 
postion to the former as the Treasury Officer, at District places is to the 
Collector. (In Nagpur Division, the Tahsildar will be in general · charge 
and a Naib-Tahsildar will be in immediate charge.). The sub-treasury 
shall be divided into two sections, viz., the Cash Section and Accounts 
Section and a shroff and an accountant (Nagdinavis) will respectively be i t\ , 
charge of these sections and work under the direct supervision of the Treasury 
A val Karkun. . 

OTHER COLLECTING AND DISBURSING OFFICER 

7. The P'ay and Accounts Officer, Bombay, may, subject to such condi­
tions and limitations, if any, as the Secretary may think fit to impose, perform 
in Bombay City all or any prescribed part of the duties of a Treasury Officer 
in respect of claims against the Government that may fall due for disbursement, ' 
and moneys that may be tendered for credit to the Account of Government 
at Bombay. 

Section IV -Payment of Revenues of Maharasbtra State into the 
Government Account 

8. (1) Save as hereinafter provided in this Section, all moneys received 
by or tendered to Government Officers on account of the revenues of Maha­
rashtra State shall without undue delay and that at any rate within two days 
of the receipt of the money be paid in full into a treasury or into the Bank 
and shall be included in the Treasury Accounts. Moneys received as afore­
said shall not be appropriated to meet departmental expenditure, nor other­
wise kept apart from the Government Account. No department of Govern­
ment may require that any moneys received by it on account of the revenues 
of the State be kept out of the Government Account. 

Note.-If the circumstances in which moneys are received on behalf of Government a,re 
such that it is not practicable to observe the limit of two working days, Government is pleased 
to direct that the Heads of Department may, in such cases, by a specific order extend the time 
within which the moneys received by the officials under them in their official capacity, should 
be credited into the Treasury or Bank upto 7 working days of receipt of such moneys. 

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

(a) In the case of moneys received on account of the service of summons, 
diet-money of witnesses and similar purposes, in Civil, Revenue and Criminal 
cas~s; 
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(b) In cases of deposits received at a Civil Court and utilised by the 
Court to meet claims for the refund of such deposits ; 

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

(d) In the case of the Public Works Department to permit the use under 
departmental regulations of cash receipts temporarily for current works 
expenditpr", or in very exceptional cases, for disbursement of pay and travel­
ling al16wance charges, where this course has been authorised by the 
Accountant General with a view to prevent any abnormal delay in payment ; 

(e) In the case of cash found on the person of prisoners at the time of 
their admission to Jail, and' used for the repayment by Jail Superintendent 
under departmental regulations of similar sums due to other prisoners on 
their release ; 

(/) In cases of cash receipts of Forest Department used for meeting 
immediate local expenditure ; · 

(g) In cases of the feeding and watering charges of impounded cattle 
met from the amounts recovered on that account under the Cattle Trespass 
Act from the owners of cattle or from the sale-proceeds of impounded cattle ; 

• (h) In the case of moneys received by the Commissioner of Workmen's 
Compensation, Bombay ; 

(i) In case of cash collection including advances/deposits, of Hospital 
fees received from the patients by the Medical Officers of the Government 
hospitals and dispensaries in the State for the purpose of refund of hospital 
deposits/fees due to the patients : 

Provided that the authority hereby given to appropriate departmental 
receipts for departmental expenditure shall not be construed as authority 
to keep the departmental receipts and expenses defrayed there from outside 

·the account of the payments into and the withdrawals from the Government 
Account. 

9. Save as hereinafter provided, a Government officer may not, except 
with the special permission of Government, deposit in a bank moneys with­
drawn for Government Account under the provisions of Section VI of this 
Part. 

10. The procedure to be adopted by Government officers and other 
authorised collecting agencies in receiving moneys on account of revenues 
of the Maharashtra State, granting receipts for such moneys and paying 
them into the Government Account and by the Treasury and the Bank in 
receiving such moneys and granting receipts for them shall be regulated by 
the provisions contained in Part III. · 
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Section V -Custody of moneys relating to Government Account 

ll. (1) The procedure for the safe custody of moneys in the hands of 
Government officers or held in a treasury, shall be regulated by the provi­
sions contained in Part IV. 

(2) The Bank is responsible for the safe custody of Government moneys 
deposited in the BanRI. 

Section VI-Withdrawals of moneys from the Government Account ,~ 

12. In this Section, " withdrawal " with its cognate expressions refers 
to the withdrawal of funds from the Government Account for disbursements 
of ·or on behalf ofthe Government other than disbursements in the United 
Kingdom.' 

13. Swe as expressly provided by or under these rules or unless the Govern­
ment after consultation with the Accountant General otherwise directs in 
any case, moneys may· not be Withdrawn from the Government Account 
without the written permission of the Treasury Officer or of an officer of the 
Indian Audit and Accounts Department authorised in this behalf by the 
Accountant General. 

Exception.-Note below rule 401 will be an exception to this rule. 

14. The Accountant General m&y permit withdrawal at any 'place within 
the State. 

15. (1 ) Subject as herein~fter provided in this Section, the Treasury Officer 
may p:!rmit withdrawal for all or any of the following purposes, namely :-

(i) to pay sums due from the Government to the drawmg officer ; 
(ii) to provide the drawing officer With funds to meet claims likely to be 

presented against the Government in the immediate future by, ....... 
(a) other Government servants, or 
(b) private parties ; 

(iii) to enable the drawing officer to supply funds to another Govern­
ment officer from which to meet similar claims ; 

(iv) to pay direct from the treasury or the Bank sums due by the Govern-
ment to a private party ; _ 

(v) in the case of a Government Officer or authority empowered to make 
investments of moneys standing in the Government Account for the purpose 
of such investments ; 

(vi) To pay sums on account of grants-in-aid, contributions, etc. ; 
Note.-The terms grants-in-aid, contributions, etc, includes such classes 

of expenditure as grants to lpcal bodies, religious, charitable or educational 
institutions, contributions to' public exhibitions and fairs, expenditure from 
the discretionary grants and compensations to Government servants, both 
gazetted and non-gazetted, for accidental losses, etc.". · 

(vii) to pay sums on account of loans and advances ; 
(viii) To pay sums to the drawing Officer on account of Permanent Advance ­

sanctioned to his office, after satisfying that the sanction is isused with the 
concurrence of the Accountant General ; 
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(2) Unless expressly authorised by the Accountant General, ? Treast·ry 
Officer shall not permit withdrawal for any purpose not specified in sub-rule {1) 
of this rule. 

(3) A Treasury Offic~r sh'lll not permit the first withdrawal by a Drawing 
Officer of? newly created office unless an authority is received from the Account­
taut General placing the new Drawing Officer in account vith the Treasury 
and the specimen signatures of the new Drawing Officer are received in the 
manner laid down in Maharashtra Treasury Rules, 178. 

16. Except as provided in rules 25 and 26, a Treasury Officer shall not 
permit withdrawal for any purpose, unless the claim for withdrawal complies 
with the provisions contained in Part V as to the person by whom and the 
form in which the claim shall be preferred and the checks to which the claim 
shall be submitted by the Treasury Officer before directing payments thereof. 

17. A Treasury Officer has no general authority to make payments on 
demands presented at the treasury his authority being strictly limited to the 
making of payments authorised by or under these rules. If a demand of any 
kind is presented at a treasury for a payment which is not authorised by or 
under these rules, or is not covered by a special order received from the 
Accountant General, the Treasury Officer shall decline payment for want of 
authority. The Treasury Officer has no authority to act under an order of the 
Government sanctioning a payment, unless the order is an express order to 
him to make the payment ; and even such special orders should, in the absence 
of urgency be sent through the Acoountant General, except . where specifically 
provided under Note 1 below Rule 151 (a) (1) and Rules 255, 390, 532 and 535(i) 
and 541 where payment can be made on the authority of the sanction issued by 
Government without the authority from the Accountant General. · 

18. A Trt.asury Officer shall not honour a claim which he considers to be 
disputable. He sha.ll require the claimant to refer it to Government through 
the concerned District Officer of that Department. 

No/e.-Government means also the authority to whom powers are delegated under this 
rule. 

t9. Except as otherwise provided in Part V, a payment shall only be made 
in th:! district in which the claim a.rises. 

Exception.-Th! Sup:}rintendent, Employe~s· State Insurance Scheme 
Hospital, Mulund is allowed to prefer Bills at the Treasury Office, Thana 
instead of at the Pay and Accounts Office, Bombay. 

20. No withdrawal shall be permitted in order to meet the pay, leave 
salary, or allowances of a gazetted Government servant or a reward 
honorarium payable to a gazetted Government servant or any pension, until 
the Accountant General has intimated to the Treasury Officer the rate at which 
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payment shall be made :provided that the Government may, for special reasons 
and with the consent of the Comptroller and Auditor General, waive the 
provisions of this rule. -

Note.-Arrears of pay and allowances to the gazetted officers of the State for the period 
they were under the audit control of the Pay and Accounts Officer, Bombay may be paid 
at any mofussil treasury in the State on the strength of an authority issued by the Pay and 
Accounts Officer, Bombay. 

Exception (!).-Honorarium to Gazetted Offi.~rs of the State Government may be paid 
without an authority from the Accountant-General if it is of non-recurring nature and sup­
ported by a proper sanction issued by the competent authority. The sanction, should contain 
the full particulars viz. name of the payee, rate, the period, the rule or authority, etc. and also 
endorsed to the Treasury O~Iber, duly signed in manuscripts by the issuing authority. 

Exception (2).-The pay and allowances of the following offi.;ers declared by Government 
as Gazetted Officers, will be drawn on the Establishment bill forms from the respective Trea­
suries by the Drawing Officers mentioned below and disbursed to them in the same manner as 
is done in the case of non-gazetted Government servants :-

----------------------------------------------------------------Designation of the Gazetted 
Officer 

l. Tahsildars 

2. Blo:;k D~velopmeat O.'lbers 

3. Police Inspectors 

Name of the Drawing Office: 

-----·------------------------
Resident Deputy Collector. 

Deputy Chief El{ecutive Olber, Zilla Parishad. 

1. Superinteadenr of Police, District H~ad Q .11rtm 

2. Commissioner of Police, Greater B:>:nbay. 

4. (i) Police Prosecutor ia Commis- Commissioner of Police, Pooaa and Nagpur. 
sionerates at Poona and Nagpur. 

(ii) Police Prosecutors serving as Principal, Police Training Colleg~. Nishik. 
Law Instructors at Police Training 
College, Nashik. 

(iii) Police Prosecutors serving as Principals, Regional Police Training Schools, Khan-
Law instructors at Regional Police dala, Nagpur, Jalna and Akola. 
Training Schools at Khandala, 
Nagpur, Jalna and Akola. 

(iv) Police Prosecutors in Districts.. Superintendents of Police. 

21. No withdrawal shall be permitted on a claim for the first of any series 
of payments in a district, of pay and allowances due to a Government servant 
other than a person newly appointed to Government service unless the claim 
is supported by a last pay certificate in form given in Appendix XII. A Treasury 
Officer may not permit any withdrawal in respect of pay or allowances of 
a Government servant to whom he has granted a last pay certificate unless the 
certificate is first surrendered. -

22. Deleted. 

23. The Treasury Officer shall be responsible to the Accountant General 
for the validity of a claim against which he has permitted a withdrawal and 
for the evidence that the payee has actually received the sum withdrawn. 
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24. The Treasury Officer shall obtain sufficient information as to the nature . 
of every payment he is making and shall not accept a claim which does not 
formally present that information unless there are valid reasons, which he shall 
record in writing for omitting to require it. 

25. A Treasury Officer may correct an arithmetical inaccuracy or an obvious 
mistake in any bill presented to him for payment if the claim included in the 
bill is on account of a person in Government employ, but shall intimate to the 
Drawing Officer any correction which he makes . . In other bills, he should 
refuse payment unless the inaccuracy or mistake is rectified by the authority 
empowered to draw the amount. 

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

- at once report the payment to the Accountant General. 
Note.-The need for exercising the special power under this rule, should not arise at all 

in normal conditions. The power should be used only in real cases of urgency, e.g., flood, 
earthquake and the like, and withdrawals of money under this rule should, as far as possible 
exclude all personal claims of Government servants. 

Section Vll-Transfer of moneys standing in the Government Acconnt 

27. (1) Transfer of Government moneys'from one treasury to another, 
between currency chest balance and treasury balance and between a treasury 
and the Bank shall be governed by such instructions as may be issued in this 
behalf by Government after consultation with the·Reserve Bank. 

Subject as provided above the provisions of Part XI and any subsidiary 
instructions issued thereunder shall regu-late the' procedure, with regard to the 
matters aforesaid . 

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

Section VUI-.Responsibility for moneys withdrawn 

28 . If a Treasury Officer receives intimation from the Accountant General 
that moneys have been incorrectly Withdrawn. and that a certain sum should 
be recovered from a drawing officer he shall effect the recovery without delay 

-,_ and without regard to any correspondence undertaken or contemplated with 
refence to the retrenchment order ; and the drawing officer shall without 
delay repay the sum in such manner as the Accou.ntant General may direct. 

29. (1) Subject as hereinafter provided in this rule, the procedure to be 
observed by a Government officer in regard to moneys withdrawn from Govern­
ment Account for expenditure shall be regulated by the provisions made in this 
behalf in Part V. · 

H-269 - 4 . 
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(2) Govarnmont OfficJr supplied with funds for expenditure shall be respon· 
sible for such funds until an account of them bas been rendered to the satis­
faction of the Accountant General and of the Audit Officer concerned. He shall 
also b~ responsible for seeing thlt p1yme~ts are m1de to persons entitled to 
receivl! them. No resp::>nsibility will lie on the Tre~sury Officer for irregula­
rities committed by the Drawing Officer, after funds are drawn from the treasury. 

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

Section IX-Inter-Govemment TransactionS 

30. Receipts and disbursem~nts in the State on beh'llf of the Central , 
Gov<!rnment shl.ll b~ adjusted, as far as practic1.ble, directly ag'linst the bl.lance • 
of th" c~;ltral GJv.,rnment held by the Bl.nk, but Where such transactions 
occurring io non-blnk trelsuries are temporarily tak"n into account against 
the b:'\lanc~ of the account of the Mlh'lrashtra. State, the Accountant General 
will, on receipt of intimltion from the treasury, m1.ke the requisite adjustments -· 
in resp~ct of the aforesaid trans'l.ctions through the Central Accounts Section 
of the Reserve Blnk aglinst the bllances of the Central Govemment held by 
thlt Blnk. Th! intim1tions to b~ given shlll be in accordancl! with the pro· 
visions of the Account Code, Vol. II. 

31. (1) The Treasury Officer may, subject to any general or specific direction 
of the Government in this beh1lf, receive or authorise the Bank to receive 
moneys tendered on beh1lf of another State and may, if so required by the 
Accountant General, m1k~ or authorise plymert of any claim against another 
State. The necess'l.ry credits and debits in respect of such rtcdpt~ and payments 
ag1inst thl b1lance of the State concerned shlll be made by the Accountant 
G~neral through the Central Accounts Section of Reserve Bank of India, but 
urltil such adjustments are ma.de, the credits and debits shall be entered in the 
appropriate section of the State Account. 

(2) Money plid or received in the office of the Accountant General on 
beh1lf of another State and book tntries made in the office of the Accountant 
G~neral affecting the accounts of another State shllllikewise be adjusted by the _., 
Accountant General through the Central Accounts Section of th!' R~serve 
Bank of Iadia against the balaace of State concerned. 

32. (l) In order that the transactions pertaining to the Central Govern· .. • 
ment may be correctly recorded agaimt the balance of the Central Govern· 
ment, all ch1lans, bills, cheques, vouchers, etc., which serve as evidence for 
payments into or withdrawals from the account of that Government or on 
the authority of which adjustments in the initial accounts are made a&airst 
the balance of the Central Government should be so prominently marb:d 
with the word ' Central • as to indicate clearly that they pertain to the Central 
Government. · 
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(2) The requirements of this rule shlll not apply to the transactions of 
the Government of Ma.hara.shtra in the United Kingdom, which are governed 
by the provisions of. rule 33. 

Section X-Receipts and Disbursements of the Government in the 
United Kingdom 

33. Moneys received· in the United Kingdom on account of the revenues 
of Maha.rashtra State may be paid into and funds required for disbursements 
of or on behalf of the State in that country may be withdrawn from the balances 
of the Central Government in that country, in accordance with such procedure 
as may be prescribed by the High Commissioner for India in Lodon in consul­
tation with the Comptroller and Auditor General of India. These transactions 
will be adjusted against the balances of Maharashtra State in accordance with 
such directions as may be given in this behalf by the Comptroller and Auditor 
General of India with the approva]iJlf the President of India. 

Section XI~Supplemental 

34. Nothing in these rules shall have eff~ct so as to impede or prejudice the 
exercise by the Comptroller and Auditor General of India of the power vested 
in him by the Constitution to make rules or to give directions regulating the 
submission to the Indian Audit Department of the accounts kept in treasuries 
or in departmental offices, accompanined by such vouchers for their support 
as the. Comptroller and Auditor General may require for purposes of audit 
or for the purpose of keeping the accounts for which he is responsible. 

Note.--The directions issued by Government for maintenance of accounts in treasuries 
and their submission to the Accountant General are given in the, Account Code, Volume II. 

35. Nothing contained in or in the application of these rules shall have 
effect so a..-; to impose upon the Bank in connection with the business of Govern­
ment any responsibility not imposed upon the Bank by the terms of its agree­
ment referred to in Rule 3. 

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

(2) Nothing contained in this rule affects the validity of any order, instruc­
tions or ·directions contained in any authorised departmental regulations in 
force on the date of promulgation of these rules except in so far as such order, 
inltructions or directions are inconsistent with or rep\lgnant to any distinct 
provision contained in these rules. 
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ANNEXURE ' A ' 

[See rule 4(1)] 

DISTRICf WHERE THERE ARE DISTRICT TREASURIES 
' 

1. Ahmednagar. 13. Nagpur. 

2. Akola. 14. Nanded. 

3. Amravati 15. Nasik. 

4. Aurangabad 16. Osmanabad. .. .. 
5. Bhandara 17. Parbhani. 

6. Bhir 8. Poona. 

7. Buldana 19. Ratnagiri. 

8. Chanda 20. Sangli. 

9. Dhulia 21. Sa tara. 

10. Jalgaon 22. Sholapur. 

11. Kulaba (Head Quarters at 23. Thana 
Ali bag). 

24. Wardha. 

12. Kolhapur. 25. Yeotmal. 



13 

SUBSIDIARY RULES 

PART II-GENERAL ORGANISATION AND 
WORKING OF TREASURIES 

Section 1-General Organisation 

MANAGEMENT 

37. (a) Subject to any general or special orders of the Government, the 
ultimate responsibility for the proper management and working of a treasury 
shall rest with Government. 

(b) Each treasury, the cash business of which is not conducted by the Bank, 
is divided into two Branches, viz., Accounts Branch and Cash Branch. The 
former will be under the charge of the Head Accountant helped by Deputy 
Accountant(s), Senior Clerks and Junior Clerks. The latter is in charge of 
a Treasurer assisted by shroff clerks. Treasuries, the cash business of which 
is conducted by the Bank, has no Treasurer and shroff clerks; but in all such 
treasuries the transactions pertaining to stamps, opium, match-excise banderols 
and cash boxes and valuables are entrusted to a Stamp Head Clerk or a Stamp 
Clerk. 

(c) The two branches must be so located as to work quite independently of 
each other during the day. The arrangements should be such that each person 
having business to do with the treasury must first approach the Accounts 
Branch and then go to the Cash Branch. He will not be permitted access to 
any person working in either Branch without the permission of the Treasury 
Officer, except persons working on counters. 

(d) It is desirable to provide counters in both the Branches so that persons 
coming to the treasury can conduct their bu5iness across such counters, Thus 
bills will be received or delivered at the counters in the Accounts Branch, and 
cash will be paid at the counters in the Cash Branch. · 

(e) In sub-treasuries, it may not be possible to have two separate branches 
as in treasuries, because the number of clerks is very small; but the distinction 
shall be observed as far as it is possible in practice. 

Nott.-A list of sub-treasuries in the different districts is given in Appendix II. 

COLLECTOR 

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

39. TI1e Collector shall send immediate notice to the Accountant General 
and other concerned authorities of any defalcation or loss of public money, 
stamps, opium and other property discovered in the treasury or any sub-treasury 
even when such loss has been made good by the person responsible for it. Such 
notice shall be supplemented as soon as possible, afterwards by a detailed 
report after personal investigation into the case. In dealing with cases of 
defalcations or losses as afoiesaid and in reporting such cases to the Accountant 
General and other authorities, the Collector shall be guided by such general 
order<; or instructions as may be issued in this behalf by the Government. 

Note.-See Rules 53 and 148 of the Bombay Financial Rules, 1959. 

40. The Collector shall remember that, when an irregularity of any kind 
is brought to his notice by the Accountant General, nothing but a report on 
his own knowledge, after personal investigation, can be considered satisfactory. 
lt is not enough for him to pass on the explanation of a suBordinate in as much 
as reports prepared in this manner have very often, by lulling suspicion, led 
to greater irregularity afterwards. 

41. The Collector is bound to satisfy by periodical examination, at least 
once in every six t;nonlhs for cash and opium, and once a year for stamps, 
securities, draft and cheque forms-

(i) that the actual stock of cash, opium, stamps and securities is kept 
under joint lock and key, and corresponds with the book balance; 

(ii) that the Treasurer/Stamp Head Clerk/Stamp Clerk does not hold 
a sum larger than is necessary for the convenient transaction of the Govern­
ment business and that this sum together with the value of stamps and opium, 
if any, in his sole custody, is not larger than the security given by him; 

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

(iv) that the sub-treasury balances are verified twice a month by the 
Tahsildar, besides the verification done by himself or the Prant Offi&r 
during his tour. 
Note.-The word" cash" used in this and other rules means the notes and coins forming 

part of the currency chest balance aad normal balance in a non-bank district treasury or 
sub-treasury and does not include cash held by a Treasury Officer or Sub-Treasury Officer 
for disbursements of the treasury or sub-treasury office. The word " stamps" used in this 
and other rules of this part includes Match Excise Banderols. 

42. The Collector shall be specially careful, when assuming or making 
over charge, to see that the cash balance and stock of stamps and opium, are 
thoroughly verified and that a cretificate of taking over charge in wblch the 
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state of cash, stamps and opium balances is to be shown is invariably despat­
ched to the Accountant General with a certificate in Form M.T.R. 1 on the 
same day. that the transfer of charge takes place. 

43. "The Cash Account to be rendered to the Accountant General should 
be signed and certified by the Collector or if he is absent, on tour or otherwise 
unable to sign the accounts on the first of the month, by the Treasury Officer 
himself. When th.e account i\1 not signed by the Collector, the reasons should 
invariably be stated : · 

Provided that when there is actual cash balance in the treasuries, say, during 
the period of strike of the Bank employees, or for other reasons, the Collector 

- or in his absence, the Resident Deputy Collector or such other officer specifically 
authorised by the Collector should verify the cash balance in the District 
Treasury in person on the first of the month and sign the accounts to be rendered 
to the Accountant-General. " 

TREASURY OFFICER 

44. The appointment of an officer to the charge' of a treasury should not 
be made except in accordance with the rules of recruitment for the posts of 
Treasury Officers made by Government but if in a temporary emergency such 
an appointment is made, the departure from the rule shall be reported to the 
Accountant General, and the reasons for it explained to him. Every such 
appointment shall be communicated to the Accountant General. 

Note.-The Collectors are authorised to•appoint the Head Accountants, at treasuries to 
the immediate control of the treasury during the unavoidable absence of the Treasury Officers 
from their offices. Early intimation of the issue of such orders should be sent to the Audit 
Officer and a copy of the orders together with a specimen signature of the Head Accountant 
so authorised should also be sent to the local branch of the Bank if there is a branch of the 
Bank. at the District Headquarters. 

In caseg, where owing to his absence from the headquarters, it is not possible 
for the Collector to issue an order in advance, the Treasury Officer may repo~ 

· the circumstances to the Collector and entrust the Head Accountant with the 
control of the treasury and send an intimation to the Bank to that effect. The 
Collector will, however, confirm the Treasury Officer's action later on and send 
intimation to that effect to the audit office and the Bank. 

45 As an officer of the Maharashtra Finance and Accounts Service, the 
Treasury Officer is responsible to the Secretary primaril) for the proper discharge 
of his duties, for thorough observance of all rules prescribed for his guidance 
in every branch of his duties, and for strict attention to 3..11 details of the daily 
routine of the treasury work. He is responsible to the Collector for the working 
of the treasury and the conduct of the subordinate treasury officials; and, for 
the custody of cash balance and stamps and opium, he is jointly responsible 
with the Treasurer. He must have carefully prepared instrwctions for the 
&uidance of every branch of hii office. 
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46. The Treasury Officer is responsible to the Secretary for keeping the 
accounts of the treasury strictly in accordance with the directions contained 
in the Account Code, Volume II, for the accuracy of all initial records and 
vouchers and fo~ regurarity of all transactions taking place at the treasury. 

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

48. Subject to the foregoing provisions of this section and without prejudice 
to the generality of provisions made in other parts of these rules, the respective 
responsibility of the Coll'!ctor and of the Treasury Officer may be laid .down 
by Government. • 

49. Correspondence.-All communications regarding treasury work, which 
demand the personal attention of the Collector, will be addressed to the Collector 
(Treasury Branch) and should (if reply be needed) be replied to by the Treasury • 
Officer, the reply being signed either by the Collector or the Treasury Officer as 
may be deemed most suitable with reference to the importance of the communi­
cation. The following instruction should also be observed :-

(1) Such communications, if written by the Treasury Officer, will be 
signed by him in that capacity. But if the draft has been approved of by 
the Collector, it should be signed by that Officer or 'for Collector ', if the 
latter is unable to put his signature to the fair copy. Whether the draft has 
or has not been signed by the Collector, the communication should be 
treated as from the Collector. 

(2) The general responsibility for all treasury working being that of the 
Collector it rests with him 'fo lay down to what extent he may allow the 
Treasury Officer to correspond direct. When the Collector is absent from 
headquarters, the Treasury Officer should generally communicate directly 
unless he considers that any particular communication is so important that 
it must await the Collector's return to headquarters. 

(3) The Accountant General may direct his communications regarding 
treasury accounts and procedure either to the Collector or the Treasury ~ 
Officer ; but all important communications to the Accountant General or 
to Government must issue over the signature of the Collector or with his 
approval. 

(4) Although the treasury is managed by a Treasury Officer under the ~ 
general charge of the Collector, it should not be regarded as part of the 
Collector's Office, but as a separate office working directly under him. 
The Collector should not, however, address the Treasury Officer officiaily 
or forward the latter's explanation instead of his own in reply to qu~stions 
or enquiries concerning the treasury work. Whenever any question per­
taining to the administration of the treasury is referred to the Collector 
by the Secretary, the Divisional Commissioner, the Accountant Geueral 
or the Currency Officer, he may require the Treasury Officer to note upon 
it before a reply is issued,. Similarly, any question arising in the treasury 
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may be decided by the Collector himself on the submission of a factual 
note by the Treasury Officer. All other communications may be addressed 
directly to the Treasury Officer and replied to by him. 

(5) All communicat ions relating to the t reasury, which the Collector 
considers important from the point of view of the whole division of the 
State, should be forwarded to Government through the Divisional 
Commissioner. 

50. In sub-treasuries, the Sub-Treasury Officer, while at headquarters, 
should sign all accounts, returns and fair copies and approve ail treasury 
correspondence, though the signing of pay-orders on vouchers, acknowledge­
ment or chalans, postings in accounts, etc., may be left entirely to the Aval 
Karkun or Naib-Tahsildar. 

RELATION WITH THE CURRENCY OFFICER 

51. The Currency Officer ordinarily directs his communications to the 
Treasury Officer, and they should receive prompt and p.-:.rsonal attention of 
the Treasury Officer. The Currency Officer will bring to the notice of the 
Secretary the cases in which the Treasury Officer appears to be neglecting 
his duties. 

Note I.-The control of the currency, resource, and remittance operations of the Govern­
mel'lt vests in the Reserve Bank and this work is conducted, under the control of the Bank, 
by a number of Currency Officers, each of whom is in the charge of an office of the Issue 
Department of the Bank and is responsible for the work of territories within his jurisdiction. 
The Bombay and Nagpur Offices of Issue have jurisdiction over treasuries in the Maharashtra 
State . 
. Note 2.-The procedure to be observed by the Treasury Officer with regard to the custody 
of currency chests and verification of currency chest balance is regulated by the orders 
embodied in Part XIV. 

TREASURE 

52. Detailed rules for the custody of treasure, both specie and notes, are 
laid down in Part IV. 

TREASURER 

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

54. The Government servants mentioned below shaH furnish security of 
the amounts mentioned below against their names :-

1. Senior Treasury Officer/Treasury Officer 
2. Additional Treasury Officer, wherever sanctioned 
3. Head Accountants and A44it\gnal Mead Accountants 

Amount 

Rs. 
5,000 
5,000 
5,000 
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~. Treasurers 
5. Deputy Accountants, Additional Deputy Accountants and 

Deputy Accountant working as Sub-Treasury Officer 
under the Directorate of Accounts and Treasuries. 

6. Stamp Head Clerks 
7. Senior Clerks working as Stamp Clerks, or Stamp Clerks 
8. Shroffs and Additional Shroffs (regular) 
9. Nagdi Clerks 

10. Treasury Ava! Karkuns 
I I. All other Senior Clerks and Clerks in Treasuries/Sub­

Treasuries. 
12. Record Keeper 
13. Additional Shroff appointed when the cash transactions 

exceeds Rs. I 0,000. 

Amount . 
Rs. 

40,000 
5,000 

10,000 
5,000 
1,000 
1,000 
3,000 

500 

200 
10,000 

The rules pertaining to furnishing the security are given in Appendix III. 
The Collector may, in the case of those mentioned at items 8, 9 and 10, 

raise the amount of security to an amount not exceeding Rs. 5,000 as he may 
deem fit. He rna y also, in the case of those mentioned at items II to 17, 11l.ise 
the amount of security to an amount not exceeding Rs. 1,000 as he may think fit. 

55. (1) The security bonds of Governmeut Servants employed in Treasu­
ries/Sub-Treasuries shall be kept in a locked box in the double lock strong 
room of the district treasury;sub-treasury. The Senior Treasury Officer/Treasury 
Officer/Sub-Treasury Officer will be responsible for the safe custody of the 
bonds and shall keep the key of the box in his personal custody. The Security 
Bond of the Senior Treasury Officer/Treasury Officer should remain in the 
personal custody of the Collector. 

(2) " The security should be provided within one month from the date of ~ 
appointment in one of the forms mentioned in rule 51 of the Bombay Financial 
Rules, 1959. " The appointment is Jiable to be cancelled if the security is not 
furnished within the prescribed period. 

Note.-The securities required to be furnished under the above rules should be obtained 
within a period of 30 days from the date of taking, over the charge of the post by person 
concerned. The Head of the Office concerned, may in exceptional circumstances to be 
recorded extend this period for a further pe;iod of 30 days only in the cases where he is satisfied 
that it is not possible for the Government servant concerned to furnish the necessary security 
within the period of 30 days." 

56. Each security in Government paper shall consist of promissory notes 
including stock certificates of the Government of India. National Savings 
Certificates or National Plan Certificates may be accepted as security deposits 
for the amounts at which they ~~re ?urchased (and not at their face value) 
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provided that the depositer formally transfers the certificates to the Collector. 
Promissory notes should not be accepted as security unless they have been 
enfaced for payment ofintere5t at the treasuries at which they are to be deposited. 

57. (1) (a) The Senior Treasury Officers/Treasury Officers may send 
a certificate in the following forms on the 1st October every year direct to 
the Regional Deputy Director of Accounts and Treasuries Nagpur/Poona 
as the case may be who is also the Regional Head. 

(b) The Sub-Treasury Officers may send the certificate in the same form 
to the Deputy Director of Accounts and Treasuries concerned through the 
Collectors. 

Annual Solvency Certificate for 19 ..........•. 

Treasury .. . . ... ...... ......... . . 

Certified that the annual verification of solvency for the year ending 31st 
July 19 ............ , in respect of securities of the Treasury/Sub-treasury 
personnel, has been made by me and the sureties are found alive and solvent 
for the amounts mentioned in the security bonds. Notes of annual verifications 
have also been kept in the register of securities which is kept in accordance 
with Rule 9 of Appendix III to these Rules :-

District/Sub-Treasury 

Treasury/Sub-Treasury Officer, 

District ................. ... 
Date .... .... ............... . 

(2) The security bonds shall be in Form M.T.R. 2. Securities lodged as . 
deposit may be returned after six months from the date of vacating of office 
but the bond shall be retained for a period of two years or until it is certain 
that there is no necessity for keeping it any longer, whichever is later . 

HEAD ACCOUNTANT 

58. The Head Accountant is responsible under the orders of the Treasury 
Officer for keeping complete records of each and book transactions of the 
district and subordinate treasuries and for the compilation of prescribed 
accounts and returns strictly in accordance with the directions and orders in 
force. He is also required to see that the rules and orders in force are observed 
in respect of all transactions of the treasury and to bring all cases or irregularity 
to the notice of the Treasury Officer. 

59. The appointment of Deputy Accountant(s) in the Treasury does not 
reduce the responsibility of the tlead Accog!ltant for the proper administra· 
tion of the work in the treasUty. Tlie Tref!sury Officer may, however 
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entru~t the following sections for purpose of supervisory duties to the 
Deputy Accountant(s) and may direct that he will submit all papers and 
documents in such cases direct to himself,-

(1) Audit Section. 
(2) Compilation Section (Book Section). 
(3) Pension Payment Section. 
(4) Civil and Personal Deposit Section. 
(5) Government Securities Section. 

60. The Treasury Officer or the Head Accountant under the orders of 
the Treasury Officer, may inspect the accounts records of sub-treasuries and 
check a percentage of the initial accounts during sub-treasury inspections. 

Note.-See also Rule 89. 

AUDIT OBJECTION 

61. The following instructions should be followed regarding the disposal 
of objections raised by the Audit Office on treasury accounts :-

(I) The objection slips and periodical objection statements showing the 
result of the examination of the lists of payments and cash accounts received 
from the Audit Office should be returned punctually, and the replies in them 
should be such as will enable the Audit Office to adjust the itemi under 
objection without further correspondence. 

(2) The Collectors should not simply forward the replies received from 
the Treasury Officer without further investigation. Such replies as " Treasury 
Officer's reply attached ", " Correspondence realting to the subject forwarded 
herewith ", etc., will not ordinarily be accepted. If it be considered necessary 
to forward such replies or correspondence in original to the Audit Office, 
a brief abstract thereof in English (if the correspondence is in vernacular) 
should invariably be given with the remarks thereon of the Collector. Verna­
cular papers received from talukas or tahsils should ordinarily be retained 
in the District Treasury and not sent to the Audit Office. In cases of recoveries 
of overpayments, it is not sufficient to say ' amount recovered ' ; the number 
and date of the voucher in which the amount has been short drawn or the ;:; 
treasury item of credit in the schedule concerned, if it is a cash recovery, 
should invariably be stated. 

(3) The original objection statement received from the Audit Office 
should, on no account, be sent out of the headquarters of the treasury, but 
only extracts therefrom may be sent to the Government servants concerned. 
The return of the statement should not be delayed beyond the due date 
for the reason that complete disposal has not been possible. If replies from 
the sub-treasuries are not received in time for the return of the objection 
statement to the Audit Office, the fact should be noted in the reply column 
in the statement, and the receipt of the reply and its transmission to the 
Audit Office carefully watched. A copy of the objection statement should be 
kept in the treasury. 
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(4) To check delays in the submission of the objection statement,. the 
Treasury Officer should maintain a register showing the dates of their receipt 
in the treasury and the dates of their despatch to the Audit Office. 

(5) Explanation should be written as concisely and neatly as possible. 
(6) A register should be kept in the treasury in which separate pages 

should be set apart for each officer or department (as may be convenient) 
drawing money from the treasury. As soon as any money is retrenched, 
whether by separate slip or objection statement, it should be entered at 
once in this register for recovery, and should be recovered from the next 
bill presented by the officer concerned. When a certificate, bill or other 
information is required, a note should similarly be made in this register 
and its submission watched. When any bill is presented for payment, the 
register should be consulted to see whether any recovery has to be effected. 
If any recovery is made, it should be noted in the register, the number and 
date of the vouchers being also quoted in it. 

(7) When a recovery is made at a treasury by compulsory deduction 
from a bill, the bill from which deduction is made should be one containing 
a claim similar to that which was retrenched. Thus, a retrenchment of 
a contingent expenditure should be from a contingent bill and not from 
a salary or establishment bill ; the recovery of a sum retrenched from a salary 
or pay bill need only be made from the next salary or pay bill and of a sum 
retrenched from a travelling allowance bill from the next payment of travel­
ling allowances, but retrenchments of travelling allowances must be rev covered 
in cash or from salary or pay bill when the officer does not, within a month,· 
present a travelling allowance claim from which they can be recovered. 

(8) Recoveries should be distinctly shown at foot of the bills (not on 
sub-vouchers), the number and date of objection statement or other authority 
being distinctly quoted. · 

62. (a) As far as possible, the working in a district treasury shall be organised 
on the lines of the "Scheme of a Model Treasury" given in Appendix IV­
Part I. 

(b) A set of instructions for the guidance of the Treasury Officers is given 
in Appendix IV-Part II. Omission to follow any of these· instructions and 
violation of the rules laid down by Government in the Finance Department 
and circulars issued by the Accountant General will be recorded as treasury 
irregularities. Requisitions for corrections of accounts should also be recorded 
in the treasury irregularity register. 

Secti011 ll-Treasury Accounts 

TREASURER'S RECORDS. 

63. The Treasurer shall maintain a ~imple cash book (without subsidiary 
registers), in Which each receipt and payment shall be posted at the time and 
on the date on which they actually occur and in the order of occurrence. 
The Treasurer shall sign and immediately return to the Head Accountant 
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(after tho necessary entry in his accounts) all receipts for money received. 
He shall stamp all payment vouchers "Paid" and retain them for delivery 
to the Compilation Section when the books are compared. 

64. When stamps have been sold, the total sales shall be entered before 
the cash book is closed, and a memorandum should be prepared and for­
warded to the Head Accountant, so that the necessary entry may be made 
in the accounts. 

ACCOUNTANT'S BooKS 

65. The form and procedure with regard to the initial accounts kept in 
the treasury and the methods and principles in accordance With which the 
accounts are kept, are governed by the directions contained in the Account 
Code, Volume II. It is the duty of the Treasury Officer to satisfy himself 
that those directions are strictly observed, that the accounts are correct in 
all respects and that the record of receipts and payments are so clear, explictt 
and self-contained as to be produceable, if necessary, as satisfactory and 
convincing eviden"ce of facts. 

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

66. The Treasury Officer sh1ll prohibit any erasures or overwritings in 
the ca.sh book and other registers of initial record or in any account or shedule 
and verify and initial over correction in them. 

SuB-TREASURY AccouNTS 

67. The daily account~ of sub-treasuries are incorporated in the accounts 
of the district treasuries in accordance With the directions contained in the 
Account Code, Volume II . It is the duty of the Treasury Officer to scruti­
nise and examine every item of receipts and payments shown in the daily 
accounts and point out and watch against all irregularties in the same way 
as those at the District Treasury. He shall examine and regulate the 
procadure of sub ... treasuries as far as he can, from the daily examination of ; 
their accounts. 

Note.-If the Treasliry Officer owing to the volume of sub-treasury transactions finds it 
difficult to scrutinise each and every sub-treasury voucher, he may at his discretion leave 
over the work to the Aecountant, a percentage check not less than 20 per cent being effected 
by him. All vouchers checked by the Treasury Officer himself must be initialled by him 
as a token of the fact that he has exercised the check. 

68. The Treasury Officer shall see that the cash balance of the sub-treasury 
has been actually counted and certified by the Sub-Treasury Officer on the 
closing day. The cash balance of the sub-treasury must be written in 
words as well as in figures, the Words being writtm in such manner as to 
leave DO room for alteration or in~rpolation. Tlle Treasury Officer is also 
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required to observe special precautions to satisfy himself that Sub-Treasury 
Officer's signature on the daily sheet and supporting documents is genuine 
and thlt the accounts have not been tampered with in transit. The accounts 
must invariably be sent by post. 

CLOSING FOR THE DAY 

69. Subject to the directions contained in this behalf in the Account Code, 
Vol. H, the process of closing accounts for the day shall be as follows :-

(a) The daily total of each subsidiary register will be entered in the 
appropriate part of the ca.sh book, which will then be totalled, and the 
b1lance memorandum at the top of the Accountant's balance sheet will 
be drawn up strictly in accordance with the directions contained in the 
Account Code, Vol. H. To the account balance thus brought out, the 
additions and deducHons indicated at foot of the cash book form will 
be applied so as to bring out the cash balance at the District Treasury. 

(b) Meantime, the Treasurer will also sum both sides of his cash boo!; 
and draw up his balance memorandum in the form of the Treasurer's 
daily balance sheet (Form M. T. R. 3.) 

(c) If the results shown in the two balance sheets agrre, the Treasury 
Officer should sign the two books and the two balance sheets. He should 
first satisfy himself of the correctness and good order of all these docu­
ments and should give special attention to the reconcilement of the 
account balance of the district With that actually in the headqu;:~.rters treasury; 
the latter excludes the balance in sub-treasuries or under remittance within 
the district, which the former includes. 

(d) The following is a memoradum of some of the more important 
parts of the verifica.tion. The Treasury Officer should :-

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

Note.-The Treasury Head Accountant/Deputy Accountant who may be incharge if the 
compilation section of the District Treasury should attest the entries in the subsidiary registers. 
of receipts and payments after comparing the figures with the cash book of receipts and 
payments. 

(ii) examine at leas~ two of the totalling on each side making the totals 
as" Exd" 

(iii) see that the totatlings are correctly carried from the register to 
cash book, initialling the totals as he thus compares them ; 

Note.-This must be done, in the case of receipt registers, even when the total for the 
day is blank; but it is not necessary to initial blank payment registers. If the number of 
blank receipt registers is great, the following plan may be adopted. Such registers as are 
o'ftcr:rely required for entry may be bound in a single volume and kept under the Treasury 
0 '11 own 1~. When the volume is required for entry, he should give out the registen 
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for the purpose, and he should receive it back at the time of signing the. daily accounts care­
fully seeing in doing so that all new entries in it are correctly carried to the cash bo~k and 
initial1ing them accordingly. It is obviously necessary to guard against fraud or mistake 
omitting to bring all entries from these registers upon the cash book; and this precaution is 
not complete if the Treasury Officer examines only those registers from which an entry is 
made upon the cash book. 

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

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

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

(i) that no uncurrent coins are left in charge bf the Treasurer ; 
(ii) that no more ~mall silver and copper, bronze and nickel coin is 

so left than is actually required for current use ; 
(iii) that the whole balance in sole charge of the Treasurer never exceeds ·"'~ 

his current requirements. 

(f) The Treasury Officer should always be careful to sign the Treasurer's 
balance sheet in the evening of the day itself to which it refers, but the, 
signature and comparison of the Accountant's books need not be made 
till the following morning unless the office is to be closed for two or more 
days. The Accountant's balance sheet must not be signed, until it has been 
carefully agreed with the Treasurers'. 

Note.-Ordinarily, the Treasurer's balance sheet should be compared and agreed with 
that of the Accountant's before closing treasury for the day and it is only when pressure of 
work renders this impossible that the comparison may be postponed till the f.:>llowing morning. 
When this is necessitated, the certificate over the Treasury Officer's signature at foot of the 
Treasurer's balance sheet should be altered in manuscript by cancelling the words " Agreed 
with the Accountant's daily balance sheet," and before the form is signed by the Treasury 
Officer which must be done before closing for the day. An additional certificate will then 
be added and signed by the Treasury Officer in the following morning, viz., " Agreed with 
the Accountant's daily balance sheet". For the 31st March and first few days of April it 
will be necessary for the Head Accountant to prepare a separate rough balance sheet on 
each of these days for comparison with that of the Treasurer as the compilation of the 
'Accountant's balance sheet for the 31st March has to await the receipt of the sub-treusury 
accounts. 

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

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

I 
~ 
I 
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CLOSING FOR THE MONTH 

70. (1) With the single exception of March for which the accounts of 
the district treasury must be kept open until receipt of daily sheets of every 
sub-treasury for 31st March, the monthly accounts shall be closed without 
fail on the last day of each month. Every endeavour shall be made to close 
the March accounts at the earliest possible date and in any case, not later than 
the 7th of April. 

(2) The Sub-Treasury accounts for a month shall be closed on the last day of 
the calender month including therein all the transactions at the Sub-Treasury 
during the month. The accounts shall be rendered to the District Treasury 
by Non-Banking Sub-Treasuries on the same day and by Banking Sub­
Treasuries on the next day. 

(3) The Treasury Officers shall incorporate in the District Treasury Accounts 
the account of the Sub-treasuries upto the end of the calendar month in the 
same month. 

( 4) The accounts of the Sub-Treasuries shall be incorporated in the District 
Treasury accounts on the same day or on the day following the day of their 
receipts in the District Treasury. 

71. (I) The manner in which the monthly accounts of the district treasury 
should be closed is prescribed in Articles 55 and 56 of the Account Code, 
Vol. II. The cash must be verified by actual counting and the cash balance 
report made out in accordance with the procedure prescribed in Part IV. 

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

Note.-If, at any time, the Treasury Officer is unable to compare all, at least he may compare 
some; he should compare the entries into the Plus and Minus Memorandllm of Deposits, 
Stamps, etc., with the entries in the accounts, e.g., the Plus and Minus Memorandtm shews 
a reduction in the stock of judicial stamps to the value of Rs. 5,000; if the credit in the aCC()un t 

- be less, the difference must be traced and satisfactorily accounted for. 

MONTHLY ACCOUNTS AND RETURNS 

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

H -269-5. 
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(2) The dates prescribed by Government and the Accountant General 
should be scrupulously adhered to and any avoidable delay on the part of the 
Collector or the Treasury Officer in the despatch of the prescribed accounts 
and returns with complete schedules and vouchers will be taken serious notice 
of. 

Note.-The returns due for despatch on a holiday may be Sl.'nt one day (but not mo~ 
than one day) late. 

73. Vouchers pertaining to each schedule relating to the lists of payments 
shaU be numbered consecutively in a separate monthly series and kept under 
lock and key in the order of payment till they are despatched. Before despatch 
the Treasury Officer shall, by inspection, satisfy himself that the required 
vouchers are all attached. He may ADd it profitable at intervals during the 
month to take up a schedule and see that all its vouchers are present in proper 
order. As no payment can be made without a voucher, there can be no excuse 
for the absence of any unless it be that for a specific remittance. 

Section ID-Treasury Inspection 

GENEML 

74. The working of the treasuries, sub-treasures and the Pay and Accounts 
Office will be annually reviewed through inspections. The ' inspection of a 
district treasury will consist of (i) a local inspection by the Collector of the 
District, (ii) audit inspection by an Officer of the Indian Audit and Accounts 
Department, and (iii) administrative and accounts inspection by Officers 
of Finance Department acting ul!der instructions from the Secretary. The 
Sub-treasuries shall be inspecred oy Collectors or Deputy Collectors from the 
ad\l}inistrative point of view and by Head Accountants or Treasury Officers 
of district treasuries. The scope of these inspections is broadly indicated 
below:-

TREASURIES 

(i) Local Inspection 

75. Every Collector shall make a systematic inspection of the working of ~> 
the district treasury once a year. The inspection may be carried out at any 
convenient period provided that not more than 15 months pass between the 
inspections of any two consecutive years. 

76. During his inspections the Collector should pay particular attention 
to the following points :-

A.-In the Cash Branch 

(a) The strong-room shall be inspected with regard to fitness thereOf as 
a strong-room. 

(b) The currency chest balance and the normal balance of the treasury 
shall be verified with the registers. --
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(c) The stock of stamps shall be verified with the registers. 
(d) The register of valuables deposited in the strong-room shall be examined 

and the Collector will satisfy himself that proper authority exists in each case. 
(e) Padlocks and duplicate keys, shall be examined with a view to che~k 

that there Jlre no unserviceable padlocks; that separate numbers than those 
of the manufactures are given; that there are no two padlocks and keys bearing 
one and the same treasury number and that the keys are also properly numbered 
and entered in the register. ., 

(f) The arrangements for police guard and the disposition of the entries 
shall be verified. 

B.-In the Accounts Branch 

(a) The Collector shall examine the arrangements for custody of paid 
vouchers and receipted chalans and other accounts documents to be submitted 
to the Accountant General. 

(b) The Collector shall ascertain whether daily sheets are received regularly 
from sub-treasuries and issue instructions to Sub-Treasury Officers whose 
accounts are delayed. 

(c) The security bonds of the treasury personnel shall be checked and 
the Collector shall ascertain whether the sureties have been found solvent. 

Note.-For this purpose the Questions required to be answered are given in the note in 
the beginning of Annexure I to Appendix ¥1 to these rules. 

The Collector shall enquire into the circunlstances leading to a serious 
irregularity in the treasury accounts which has been brought to his notice 
by Government or by · the Accountant General. The Collector need not 
go into details of other items of works as they will be covered by the inspection 
of the Accountant General and the Finance Department. 

77. The Collector shall report the fact of having carried out the inspection 
to the Secretary, Finance Department, within a month of the last date of 
inspection. 

{ii) Audit Inspection 

78. The accounts of each district treasury will ordinarily be inspected 
,; at regular intervals by a gazetted officer of the Indian Audit and Accounts 

Department. A treasury, which needs special attention may, however, be · 
visited m9re frequently, if it is deemed desirable. The Accountant General 
is authorised to vary the time-table of inspection as circumstances may require . ., 

. 79. The primary object is to assist the Treasury Officers to establish a system 
of working which will be free from irregularities. 

80. The following records amongst others may be examined during the 
inspection. 
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A.-In Cash Branch 

(a) the various registers maintained in the strong-room; 

(b) the accounts of 11tamps; 

(c) the stocks of Public Works Department and other Department's Cheque 
Books and Receipt Books, Forest Department Cheque Books, draft forms 
(duplicate and original) and Cash Order Forms (duplicate and original); 

(d) Opium Accounts; and 

(e) Security Bonds of the Treasury and Sub-Treasury personnel with the 
registers. 

B.-In Accounts Branch 

(a) the Jaily and monthly accounts and their closing for p. particular day 
and month, respectively; 

(b) Pension payments; 

(c) Retrenchment Registers; Deposit Registers, Alahida Wahi or Tasalmat 
Kirdi (Miscellaneous Cas~ Book), Registers of Cash -allownces, commission 
to agents for sale of National Savings Certificates, etc.; 

(d) Debt, deposit and advances, the accounts relating thereto and annual 
certificates of acceptances; 

(e) Sub-Treasury Accounts and their incorporation. 

81. The results of the inspection will be set forth in an inspection report 
which will be prepared in two parts (one relating to currency, resource and 
public debt matters and the other dealing with other points). Points of 
minor importance will be settled personally on the spot or communicated 
to the Treasury Officer in the form of an Inspection Note. The Treasury 
Officer will be given an opportunity of reading and discussing the report before 
it is signed by the Inspecting Officer and suggesting any omissions or modifica­
tions. If the Collector is at headquarters, important points will also 
be discussed with him, if possible. 

82. (a) The inspection report will be forwarded by the Accountant General 
to the · Collector of the District in triplicate for necessary action. A copy of 
Part I will, at the same time be forwarded to the Currency Officer. 

(b) The Collector will record his remarks in respect of all the irregularities 
noticed in one copy of the Report, Part I of which will be forwarded to the 
Currency Officer and Part II to the Accollntant General within six weeks from 
the date of receipt in his treasury office. The Currency Officer shall forward 
his copy of the Report and of the orders thereon to the Accountant General 
indicating whether, so far as matters dealt with by the Reserve Bank are con­
cerned, the action taken is adequate and whether any further action is required. 
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83. (a) The irregularities, in respect of which the Accountant General 
considers that the action taken by the Collector is inadequate, \Yill be reported 
to the Government. 

(b) Any point of importance llffecting the Central Government should be 
brought to the notice of that Government through the Comptroller and Auditor 
General. 

R4. The general result of the inspections during the financial year and. 
the final orders passed thereon will be summarised by the Accountant 
General in a report called" Annual Review on the Working of Treasuries " 
which will be submitted to the State Government, every year. 

(iii) Administrative Inspection 

ISPECTIONS BY REGIONAL DEPUTY DIRECTORS OF ACCOUNTS 
AND TREASURIES 

85. (a) The District Treasuries shall be inspected once, in every year by 
the Regional Deputy/Assistant Directors. The working of the treasury will 
be examined by them with respect to the following items as well as with' reference 
to the orders issued from time to time by Government, the Director of Accounts 
and Treasuries and the Audit Office :-

(i) Strong room arrangements, 
(ii) Maintenance of registers of padlocks and keys and Register of valuable 

and chests deposited in the Treasury. 
(iii) Dafter inspections of clerks, 
(iv) Passing of bills and chalans. 
(v) Compilation of accounts, 
(vi) Government securities and interest payment, 
(vii) Pension payments, 
(viii) Deposit accounts, 
(ix) Distribution of work, 
(x) Service Books and leave accounts, 
(xi) Stationery, library and dead-stock registers .. 
(xii) Old records, 
(xiii) Establishment matters, 
(xiv) Stamp accounts and submission of plus.:minus memoranda, 
(xv) Submission of triplicate copies of chalans to Departmental Officers, 
(xvi) Return of voucher slips and maintenance of vouvher slip Register, 
(xvii) Completion of pass books and reconciliation, 
(xviii) Token account, 
(xix) Rc;conciliation of Bank Scroll, 
(xx) Submission of accounts and periodical returns, 
(xxi) Maintenance of work sheets and disposal of references, 
(xxii) Security 'bonds of the Treasury persmmel and annual verification 

of the solvency of the sureties, 
(xxiii) Audit objections, 
(xxiv) Sub-treasury inspections by Treasury Officer/Head Accountant. 
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Th.! compliance made by the Treasury Officer to set right the irregularities 
pointed out in the Inspection-Reports of the Director of Accounts and Treasu­
ries, the Collectors and the Accountant General shall also be checked. 

[Note.-For this purpose the questions in Annexure I to Appendix VI to these Rules (Vol. 
II) may be taken for guidance).] 

(b) The omissions and defects noticed during the inspection will be drawn 
up in the form of instructive notes. The notes will be fin-alised by the Regional 
Deputy Directors/ Assistant Directors who shall discuss important aspects of 
the Report with the Treasury Officer/CoHector. Compliance of irregularities 
of a m:nor ch \r.lcter should be got done on the spot under his supervision. 
The report will be issued to the Treasury Officer in the form of a letter. The 
Treasury 0£licer shall set right the irregularities and comply with the ins tractions 
issued therein and submit a report of compliance normally within a period of 
two months. He shall render every assistance to the InspectinJ Officers during "" 
their inspections and see that the compliance is not delayed. 

Note.-The Regional Deputy Directors shall not inspect those treasuries which are inspected 
by the Director of Accounts and Treasuqes during the year. 

(c) When the inspections _ of the treasuries have been carried out for the 
financial year, a list of common irregularities will be prepar~d and circulated 
by the Regional Deputy Directors of Accounts and Treasuries to all the Treasury 
iOfficers in their regions for informatio:p. and guidance. A copy thereof should 
also be submitted to the Director of Accounts and Treasuries, Bombay, for 
information. 

INSPECTIONS BY THE DIRECTOR OF ACCOUNTS AND TREASURIES, BOMBAY. 

86. The Director of Accounts and Treasurtes, Maharashtra State, Bombay, 
shall mspect a few selected Treasuries every year with reference to items given 
in Maharashtra Treasury Rule 85 (a) with a view t_o examine the general 
working of the Treasury offices. 

The omissions and defects noticed during inspections will be drawri up 
in the form of instructive notes. The notes will be finalised by the Ditector 
who shan · discuss important aspects of the Report with the Treasury Officer f 
Collector. The report will then be issued to the Regional Deputy Director 
of Accounts and Treasuries who will require the Treasury Officer to comply 
with the instructions and to set right the irregularities within a.maximum period 
of two months. 

SuB-TREASURIES 

(i) Inspection by Revenue Officers 

87. " Once in each year there should be a general inspection of each sub­
treasury by the Collector or by the Deputy Collector of the Division in which 
the Sub-treasury is included. The scope of the Annual Inspection of the 
Sub-treasuries brought under the control of Finance Department to be 



31 

conducted by the Collectors/Deputy Collectors should be restricted to the 
security arrangements and contents in the Treasury Strong Room with 
particular reference to the following points :-

{i) Checking of Cash Balance (including balances in the Currency) Chest 
in the case of non-banking Sub-Treasuries. 

(ii) Arrangements for Police Guards . 
..(iii) Security of the Strong Room. 
(iv) Verification of the Stamps (including Forest Rated Passes) ?nd Stock 

of opium, if any. 
(v) Verification of Cash chest and other valuables deposited by the Depart­

mental Officers for safe custody. 
(vi) Verification of Padlocks and keys with a view to ct,eck that there 

are no unserviceable locks, that separate numbers are given to locks, distinct 
from the numbers given by t he manufacturers and keys Pre also properly 
numbered and entered in the register. 

(vii) Security furnished by the Sub-Treasury Officer and Sub-Treasury 
staff". · 

A report containing the suggestions of the Inspecting Officer will be submitted 
to the Collector immediately after the inspection is over. It should be promptly 
reviewed by the Ccllector and necessary instructions should be issued for the 
rectification of th;! defects brought to notice. 

Note I .-The questionnaire for Sub-Treasury Inspe ction to be made by Revenue Officers 
in re~pect of Sub-Treasuries under the control of R<:venue and Forests Department is given 
in Anntxure II of AppendiX VI of Maharashtra Treasmy Rules, 1968, Volume II. 

Note 2.- Collector and Deputy Collectors should send copies of their sub-Treasury Inspec­
tion Notes to the District Treasury Officer concerned, to enable that Officer to make the 
Inspection Notes available to the Inspecting Officers of the Accountant General's Office 
during inspections of Distlict Tieasunes. 

88. On the 15th of May in each year, the Collector will send a report to 
the Secretary, Finance Department, showing the dates of sub-treasury 
inspections by himself or the Deputy Collt:ctors with the names of the officers. 
An irregularity involvmg fraud or defalcatic.n will be specifically mentioned. 

(ii) Inspection by 1 reasury Officer/Head Accountant 

89. The Head Accountant/Treasury Officer, shall carry out once in a year 
the detailed inspection of every Sub-T~easury in the District as per questio~ 
naire given in Annexure II of Appe~d1x VI of Mahara o;htra Treasury Rules, 
1968, Volume II including the followmg aspects :-

(1) Submission of daily sheets to the trea..sury. 
(2) Stamp Accounts and plus and minus memorandum relating thereto. 
(3) Certificates of administrators of Civil Deposits. 

(4) Pension payments. 
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(5) References from Account<.nt General pending in the 5ub-tJea~uJy. 

(6) Checking of cash ba.lance (including balance in the currency chest in 
the case of non-banking Sub-Treasury). 

A report based on the observations made by the Hec.d Accountant will 
be pl:>.ced before the Treasury Officer ?.nd r.fter his <.pprovr.l S(nt to the Sub­
Treasury Officer for complir.nce <'.nd copies thenof endorsed to the Deputy 
Collector of the Division c.nd the Collector so fu ?.s only tt.e imrort<.nt defects 
are concerned. The same procedure sh8.11 be followed by the.1re<.~UJY Cff.cer 
when he inspects the sub-terasury. 

Note I.-The Treasury Offi<'er should inspect at least 50 per cent of the sub-tleasuries in 
a district every year. 

Note 2.-The Treasury Officer/Head Accountant shall not inspect the Sub-Treasuries which 
are inspected by the Regional Deputy Director in a year. 

89A. Detr.ikd and systematic inspection of every Sub-Treasury as per 
questionc.ire given in Annexure II of Appendix VI of the M;.hr.t c.shtra Tre2.5ury 
Rules, 1968, Volume IT, should also be done by the Regiow.l Deputy Director 
once in three years. The cash balr.nce (including br.lances in the currency chest 
in case of non-bc.nking Sub-Treasuries) should also be checked during the 
inspection and findings reported. 

Section IV --Mi-scellaneous Provisions 

DEPOSIT OF CASH AND VALUABLES OF OTHER DEPARTMENTS 

" 90. No department shall require that funds pertaining to it be kept 
apart from the gener?.f treasury balance or be received for safe custody and 
kept out of account or be received at all except under these rules. The rules 
for lodging cr.sh chests or ?.ny vc.luc.ble property, jewellery, etc., in the treasury 
for sc>.fe custody are given in Append1x VII . Such deposits in the District 
Treasury strong room will be received <'.t the express direction of the District 
Treasury Officer while in the Sub-Treasury strong roo,m, <'.t the express direction 
of the Collector and the f?.ct shr.ll be reported to the Account<.nt Generzl and 
Regional Deputy Director of Accounts <.nd Treasuries for information. 
A reg1ster shall be kept in the Treasury/Sub-Treasury in which the receipt and 
return of the chest or box should be duly acknowledged. The key or keys 
should not be kept in the Trec.sury/Sub-Treasury nor shall the amount of 
such chests or boxes he brought into the accounts of the Tre<>.sury /Sub-Treasury. 

The Accountc>.nt Generc.I may report to Government <.ny cc.se in which 
the permission <'.ppears to have been given improperly by the Tre?.sury Officer/ 
Collector. " 

91. The procedure prescribed in Appendix VII should be followed in 
such cases. 
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LIST OF ARREARS 

92. The Treasury Officer shall submit to the Secret::>ry by the 1Oth of. 
April, July, October and January every year a report about the arrears of 
work in the tre?.sury. While forwarding the list, he should inform Govern­
ment regarding (i) improvement in the general efficiency <.nd working ('If the 
treasury, (ii) progress made in clearing the arrears since the submission of the 
last list, (iii) progress of cases regarding misappropriations, defalcations, 
departmental enquiries, etc., and (iv) other general matters. 

NOTICES 

93. Notices shall be posted up conspicuously in the office showing the 
hour at which the tre<sury closes for receipts and payments of money (in the 
case of a non-b:.nk treasury) and for public business, that is, receipts and issues 
of ch1lans and bills. 

94. ( 1) All treasuries in the State will be kept open to the public from 
10-30 a. m. to 1-30 p. m. oh all working days except Saturdays, when the hours 
will he from 10-30 a. m. to 12-00 noon. The S;o.turday working hours shall also 
be observed on the 1Oth, the last working day of the month, and on Local and 
extra-general holidays. Ordinarily, no work should be done in the Treasury 
after sunset. If, in cases for urgency, any work is required to be done after 
sunset, such work should, on no account be done without the provision of 
petrqmax or electric light. " " 

{2) No particular dates have been prescribed for payment of pensions. 
The Collector should fix the dates looking to the convenience of the pensioners 
and the requirement of smooth working of treasuries. 

(3) Notice bo:>.rds, specifying the hours for the transactions of business 
at the treasury and the date on which the treasury will be closed on account 
of public holidays during each quarter should be posted up conspicuously 
at eacl1 district ?.nd sub-treasury in local language. 

Note.-On the 1Oth of each month or on the previous day if 1Oth happt:ns to be a holiday, 
the distiict treasuries may be closed for public buFiness at 12· 00 Noon to enable the first list 
of payments due to the Accountant General being closed and de<.patched before evening on 
the next day. A sim1lar procedure may also be followed on the last working day of the month. 

(4) If any law requires that the treasury be kept open till a named hour on 
any day, the accounts cannot of course be closed till after that time, but should 
then be closed and agreed in the usual manner before any member leaves Office. 

(5) In the event of an emergency or an occasion ent?.i!ing mobiliza tion, 
the Collector, upon receipt of an intimation from a Station Commander of 
the Indian Army, for arranging any treasury /Sub-treasury to be kept open 
on specified dates, sh:dl cause such treasury/sub-treasury to be kept open up 
to a period of four consecutive days for' transacting military . official business 
only, irrespective of holidays, or where the treasury work is done by the Bank 
to request ihe Agent to keep the Branch open for trans~cting military official 
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business. In either case, he will inform the Secretary and the Accountant 
General of the action taken. A copy of his written request to the Collector 
to keep any treasury /sub-treasury open, shall also be forwarded to the Secretary 
by the Station Commander. 

9:>. The Treasury Officer shall personally see that the notices which he 
is required to exhibit, under standing orders or other instuctions received 
from time to time, such as those regarding encashment of notes, the supply 
of small silver coins, nickel and copper coin, are exhibited conspicuomly in 
places which the public enters freely r.nd thd no favouritism is shown in the 
conveniences which the treasury can offer. 

No/e.-Notices regatding financial matters which may in any way commit the (;Jovernment 
with the public, other than those issued by the revenue or other departments! with which 
the currency Officer is not conncemed should not bt exhibited in any treasury unless ib form 
is previously approved by the Currency Officer. c.-

DESTRUCTION OF RECORDS 

96. The periods for which the various records of the sub-treasuries and 
district treasuries are to be preserved are given in Appendix 17 of the Bombay 
Financial Rules, 1959. 

The records enumerated in this Appendix should be destroyed after the 
period of preservation is over on a certificate that there are no unsettled 
objections relating to them, obtained from the Accountant-General by the 
submission to him of a list of the record proposed for destruction. 
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PART III- RECEIPT OF GOVERNMENT MONEYS AND 
PAYMENT OF SUCH MONEYS INTO THE 

GOVERNMENT ACCOUNT 

·Section I -General Rules 

GENERAL INSTRUCTIONS FOR HANDLING CASH 

97. "A person may tender moneys in payment of dues to Government 
either (a) to the concerned departmental officer by cheque, bank draft , postal 
order, or money order, or in cash upto an amount not exceeding Rs. 300 in 
each case or such higher amounts as they may be authorised to receive, or {b) at 
the Treasury or the Bank. " 

98. (I) Save as otherwise expressly provided. in these rules the instructions 
laid down in the Account Code. Volume II, with regard to the maintenance of 
Day Books and verification of balances should be observed by all Treasury 
Officers. 

(2) Tlte following rules shall be observed by all departmental officers who 
are required to receive and ~ndle cash :-

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

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

(iii) The cash book should be closed regularly and completely checked. 
The head of the office should· verify the totallill8 of the cash book or have 
this done by some responsible subordinate other than the wirter of the cash 
book, and i~tial it as correct. 

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

( v) When Government moneys in the custody of a Government Officer 
are paid into the treasury or the Bank, the head of the office, making such 
payments should cpmpare the Treasury Officer's or the Bank's receipt on 
the chalan or his pass-book with the entJy in the cash book before attesting 
it and satisfy himself that the amounts have been actually credited into the 
treasury or the Bank. When the number of . payments made in a month is 
more than ten and the total amount involved therein exceeds Rs. 1 ,000 
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he should, as soon as possible after the end of the month, obtain from the 
treasury a consolidated receipt for all remittances made during the month, 
which should be compared with the posting in the cash book. 
No/e.-Notwithstanding the provisions of this clause, the head of office may at his discretion 

obtain a consolidated trtasury r<·ceipt irres{>e(tive of the number of payments made in a mo[lth 
and the total amount involved therein. 

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

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

(viii) The employment of peons to fetch or carry money should be dis­
couraged. When it is absolutely necessary to employ an inferior servant for 
this purpose, a man of some length of service and proved trustworthiness 
should only be selected. Ordimrily one person m'ly carry an ~mount up to 
Rs. 300. 

When sucli amount exceeds Rs. 300 two persons should be sent. When 
the amount is in excess of Rs. 5,000 one of the persons must invariably 
be a clerk or a Cashier. These limits are applicable in all cases unless lower 
limits have, in specific instances, been laid down in other rules or orders of 
Government. 
Note ].-The duties imposed by clauses (ii) to (vi) of this rule on the head of the office 

may be entrusted to a subordinate gazetted officer nominated by the head of the office for 
the purpose. 

Exception I.-In the case of F(trest Department tht: duties impo~d byclasuses (ii) to (iv) 
of this rule on the head of the office may be entrusted to the Head Clerk who should attest 
the entries in the eash book during the period the Di\isional Forest Officer is on tour and the 
Divisional Forest Officer on return to Headquarters shoul<l rt·check the entries and attest 
them again. Where the posts of Head Clerks do not exist, the Accountant in the Forest 
Departmmt shall discharge tht duties subject to the understanding that tht. superior officers 
retain the control on financial transactions by periodical checks". 

Exception 2.-In case of Small Causes Courts, the duties imposed by ('ld.uses (ii) and (iv) 
of this rule on the Head of the Office in respect of Cash Book may be entruste<l to the As~istant 
Registras, and the Adctilional Registrar should re-check! the entries once a week or once 
a fortnight and attest them again. 

Note 2.-Th cash books should be bound in convenient \-Olumes and their pages machine­
numbered. Before bringing a cash book into use, the head of the office or the offi..:er, nomina­
ted by him under Note 1, should count the umnber of pages and record a <Xrtmcate of count 
on first page of the cash book. 



37 

R.ECEIPT OF COIN, NOTES, ETC. 

99. Government dues or other moneys receivable on Government account 
row ordinarily be realised in legal tender coin or notes only. The conditions 
of leg'll tender and the currency of the various denominations of coin and 
notes are governed by the imtructions embodied in Part XIV. 

CHEQUES TENDERED IN PAYMENT OF GOVERNMENT DUES 

100. (a) At places where the business of the Treasury is conducted by 
the B1nk, cheques on local b::mk!s with a clearing account with the Bank may 
be accepted in lieu of cash in settlement of dues to Government provided the 
cheques have been crossed by the drawer and m1de payable to the Bank so 
th'l.t it can mlke necessary adjustment in its books on clearance. A chalan 
for the remittance of the amount into the Bank must, however, accompany 
as usu1l in the c1se of cash and should be first presented to the treasury for 
enfacement. The copy of the receipted ch1lan will be made available to the 
tenderer by the Bank only when the cheque is cleared and the amount' adjusted 
to the credit of Government. If the person does not attend the B<J.nkl, the latter 
may send the copy to the treasury. It is for the tenderer to m:ke his own 
arrangements to receive the copy from the Bank or from the treasury. If the 
person making payment so desires, a receipt for the cheque in tbe following 
form IDlY be issued from the Treasury :-

" Received Cheque No. . ......... . ..... . .. . .... , dated .. . .. . .. . ... . ..•••...... 

for Rupees • . . . . . . . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . drawn oa 

. . . . . . . . . . . . . . • • . . . . • . . • . . . . • . . . . . . . . . . . Bank on account of .......... . .•• 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . with chalan No. . .•....... . ..... " 

(N.B.-The collection charges should not enter Government Accounts.) 
Note. - The Bank reserves to itself the right to re fuse to accep, cheques the wllection of 

which in it~ opinion cannot rcason:tbly be unde~taken and which it m1y not acc~pt on behalf 
of its constituent, . 

(b) In the event of the cheque being dishonoured by th~ B"nk on presentation, 
the fdct shall be reported at once to the tend erer with a demand for payment 
in ca<>h ; but th~ Government cannot accept any li:>.bility for loss 01 damage 
which m lY ijO>sibly occur as a result of delay in intimating that the cheque 
hlS been d ishonoured. 

(c) When a cheque is received for p::1yment of Government dues, the Treasury 
Officer will send it to the Bank before Banking hours on the same day. If, 
however, the cheque is brought after business hours he may . refuse to accept it, 
or accept it subject to the clear understanding that Government is not respon­
sible for any consequences arising out of the amount, not having been credited 
to the Government account on that particular day. 

Note 1.-The term" local banks" as used in this rule means banks (including the Reserve 
Bank and the State Bank oflndia) located in the station in which the Bank Treasury is situated. 
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101. Demand drafts shall not be distinguished from cheques for the purposes 
of these rules and, provided that a cheque tendered in payment of Govern­
ment dues is accepted under the provisions of rule 100 and is honoured on 
presentation, payment shall be deemed to have been made :-

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

(ii) if it is sent by post in pursuance of an instruction to make payment 
by post, on the date on which the cover containing it is put into the post : 

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

Note.-TMe provisions of clause (ii) above apply mutatis mutandis to payments made to 
the Government by postal money order or by any other recognised mode of remitting money 
by post. 

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

103. Special rules for the acceptance from the public of cheques, bank 
pay orders and bank credit chalans in some department~ may be prescribed 
in their departmeutal regulations in consultation with the Finance Department. 

GRANT OF RECEIPT TO THE PAYER 

104. (1) The head of an office·, where money is received on behalf of the 
Government must give the payer a receipt duly signed by him after he has 
satisfied himself before, signing the receipt and initialling its counterfoil, that 
the amount has been properly entered in the ca·sh book. If the circumstances 
so justify, he may at his discretion authorise any other officer subordinate to 
him, whether gazetted or non-gazetted, to sign such receipts for him. 

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

(2) Where money is reali~ed not in cash but recovery from a payment made 
of the bill setting forth full particulars of the deduction, ~. receipt may be 
granted only if specially desired qy the payer, the f«ct of the recovery h~.ving 
been made by deduction from the bill being clearly recorded on the receipt . 

(3) All receipts must be written in figures and in words in the OJiginr.l 
and such other copies of cltalans in Form Maharashtra Treasu1y Rule 6, 
prescribed in Rule 112, as are required to be given to the tend erers of moneys, 
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and signed in full over the '' Cash received/Received payment" stamp. Other 
copies of the chalan may, however, be initialled against the amount already 
indicated therein over the ' cash received ' stamp. 

FORM AND CUSTODY OF RECEIPT BOOKS 

105. Receipt books in machine-numbered form M.T.R. 5 may be obtained 
from the Director, Government Printing and Stationery .. This standard Form 
shall be used by all Government Officers receiving money on behalf of the 
Government unless any special form of receipt is prescribed by departmental 
regulations to suit the convenience of any particular department or office . 

• ~ 106. (1) The receipt books must be kept under lock and k!ey in the personal 
custody of the officer, authorised to sign the receipt en behalf of the Government. 

(2) Before a receipt book is brought into use, the number of forms contained 
... therein shall be counted and the result recorded in a conspicuous place in the 

Look over the signature of the Government Officer-in-charge of the Book. 
Counterfoils of used receipt books shall be kept in his perso02.l custody. 

ISSUE OF DUPLICATES OR COPIES OF RECEIPTS 

I 07. No Government Officer may issue duplicates or copies of receipts 
granted for money received on the allegation that the originals have been lost. 
If any necessity arises for such a document, a certificate may be given that 
on a specified day a certain sum on a certain account was received from a. certain 
person. The prohibition extends only to the issue of duplicates on the allegation 
that the originals h<'V! been lost, and does not apply to cases authorised by 
these rules or by special orders of tbe Government in which duplicates have to 
be prepared and tendered with originals. 

Section 11-Procedure for paying moneys into the Govermnent Account 

PAYMENT OF MONEY 

108. Payments of money into the treasury or the bank may ordinarily 
be made only in cash, but cheques, bank pay orders and bank credit chalans 
accepted under the provisions of R.u1es 100 and 103 will be received for credit 
in the Government account. 

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

109. Whenever under the provisions of sub-rule (2) of rule 8 moneys 
received on account of the revenues of the State instead of being paid into 
a treasury or the bank, are utilised to meet departmental payments, the gross 
receipts and payments made therefrom shall be entered as receipts and expendi­
ture in any record that may be kept of the payments into and withdrawals from 
Government Account and accounted for to the Accountant-General. If the 
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receipts are in excess of payments made, the excess shall be remitted to the 
Treasury or the Bank, as the case may be, and save where it is otherwise provided 
in these rules, the officer making such remittance shall note on the memorandum 
or ch1lan presented under Rule II2 the full amount of cash actually received by 
him, and per contra, the expemes disbursed therefrom, a'nd not merely the net 
receipts. 

When a Departme....ttal ·officer remits a cheque to the treasury or the bank in 
adjustment of departmental receipts temporarily appropriated for departmental 
payments, the particulars of the cheques shall be noted on the chalan or 
remittance note. · 

110. An officer remitting a cheque to the treasury or the bank for transfer 
credit to Government account must endorese the words " received payment by 
transfer credit to' (a) ' ........ "on the document. The officer who endorses 
a cheque in blank shall be held primarily responsible for the loss if by <>.ny 
chance such a cheque is paid in cash. 

'(a)' The head of account to which the amount of cheque is creditable should be inserted 
here. 

II I. Cash may not be received by Treasury Officers from Officers of Govern­
ment for supplies of service postage stamps, such supplies being regulated by the 
procedure laid down in Rule 31I. 

MEMORANDUM ON CHALAN 

112. Subject as otherwise provided in these fules, or unless Government 
in relation to any particular class of transactions direct otherwise, any person 
paying money into a Tresury or the Bank on Government account shall present 
with it a Memorandum((!!" chalan) in form M. T. R. 6 showing distinctly the 
nature of the payment, the person or Government Officer on whose account 
it is made, and all the information necessary for the preparation of the receipt 
to be given in exch:mge, for the proper account classification of the credit and, 
where necess?.ry, for its alloc.:1tion between Government and departments con­
cerned. As far ?.S possible, separate chal<ms shall be used for moneys creditable 
to different heads of accounts. Receipts for sums less than Rs. I ,000 do not 
require the signature of the Treasury Officer but only of the Head Account at 
or Deputy Accountant and the Treasurer except receipts for cash and cheques 
paid for service stamps, which should always be signed by the Treasury Officer 

Note ].-Where under Rule 463 or under any special rule or order, revenue collected 
at outlaying stations is permitted to be remitted to treasuries by means of money order, 
no chalan shall be required, but the amount of the money order may be adjusted by book 
transfer on a receipt signed by the Post Master. 

'Note 2.-Any person paying money into Treasury or the Bank on Government account 
to the credit of Central Public Works Department shall present with it;J. memorandum or 
chalan in form No. M. T . R. 6 with the letters "C. P. W. D. " superimposed diagonally in 
red ink on the chalan. 

Note J.-Tbe above rule in so far as it relates to the signing of receipts for sums less than 
Rs. 1,000 by the Head Accountant, Deputy Accountant and the Treasurer does not apply to 
sub-treasuries. The Treasury Ava! Karkun signs all receipts as ex-officio Sub-Treasury Officer. 

I 

·t 

.I 

I 
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113. Except as provided otherwise in these rules cbalans shall be presented 
in duplicate. Save where any other arrangement has been authorised by the 
Government for the supply of cbalan forms, printed forms of chalans which 
may with acjvantages be bi~lingual, will be supplied by the treasury free of charge. 

Note.-In every case of recovery of overpayment made in cash, a chalan shall be presented 
in triplicate, containing full particulars of the number and date of encashment of the voucher 
and also the head of account under which the amount was originally drawn, one copy of the 
chalan being forwarded by the treasury to the Accountant General in support of the credits 
incorporated in the monthly schedule of receipts of the departm~nt concerned. 

114. Duplic?.te clmlans are required when remittances are made to a treasury 
for obtaining cash orders on sub-treasuries. Duplicate cbalans ?.re not required 
however, when such remittances are accompanied by Remittance or Pass-books 
in which the Treasury Officer is required to acknowledge the recipt of the 
remittance. 

Note.-Cash orders on Sub-treasuries should be issued by the Treasury Officers only on 
the strength of the duplicate copies of receipted chalans. 

115. In cases of all transactions when the money is paid by a·private person 
into a Treasury except as provided in Maharashtra Treasury Rule 113, the 
chalan shall be presented to the Tre?.sury in triplicate irrespecti\'e of whether 
or not the Treasury is located in the s.--:.me place as the Departmental Officer 
concerned in the payment r.nd the triplie?.te copy of the cb?.Ian sh?.ll be 
forwarded by the Treasury to the Departmental Officer on the very day on 
which the credit is accounted for in the Treasury, sub-Treasury Books. How­
ever, if the Treasury is located in the same place as the Departmental Officer 
concerned in the payment, the 'Chalan, will before presentation to the Treasury 
be signed by the Departmental Officer to whose account the money is to be 
credited. The triplicate copy of the chalan shall be printed in Red-Colour 
and the Departmental Officer shall1nake adjustment in their accounts only on the 
basis ofthe triplicate copy of the chalan forwarded to him by the Treasury. 

Note }.-A copy of chalan under the following heads is required to be sent to the Account­
ant General with the Receipt Schedule by the Treasury Officer and as such one more copy 
of the chalan under the following heads should be accepted :-

(1) Capital Major Heads ; 
(2) State Provident Fund (General Provident Fund, etc.,) A schedule of General Provident 

Fund should be attached to each copy of such chalan ; 
(3) Suspense Accounts (Pay and Accounts Officer-Rehabilitation, and other ·Pay .and 

Accounts Officers); 
(4) Loans and Advances except l;,halans under the following Sub-heads subordinate to 

the Minor head ' D-advances to cultivators' :-
(1) Adv~V~ces to cultivators ordinary ; 
(2) Advances to cultivators for Agriculture Schemes. 
(3) Forest Takkavi Advances. 
(4) Loans under the scheme for settlement of landless labourers. 
(S) Loans under Model Colonisation Scheme. 

(S) Remittances :-
(a) Departmental Remittance (viz., P. W. D., Excise, Forest, etc.); 
(b) Inter-state Suspense Accounts ; 
(c) Exchange Accounts ; 

H-269-6. 



42 

(6) Unclassified items under all Heads (viz., Refunds of overdrawal of pay, Dearness 
allowance, Travelling Allowance ; Unspent balances of Contingent amount drawn on 
abstract biils ; Recoveries on account of advances of Travelling Allowance and pay on 
transfer ; Recoveries of Conveyance advances, House-building advances, etc. 

Note 2.-A special form of chalan has been prescribed for the payment of income tax 
and sales tax into treasuries. The portion which is marked " original " should be sent to the 
Income-tax Officer concerned. Chalans pertaining to the Income tax Department shall be 
routed by the Sub-Treasury Officers through the District Treasury Officers before their 
onward transmission to the Departmental Officers. 

Note 3.-In view of the provisions contained in section 7(1) and section 8(4) of the Indian 
Boilers Act and rule 3 of the Rules framed thereunder, according to which every application 
for inspection, registration, or renewal of certificate of boiler made by an applicant is required 
to be accompanied by a treasury or bank receipt, only two copies of chalans will be sufficient 
as the Treasury Officer will not be required to send tht:.4riplicate copy to the Chief Inspector 
of Steam Boilers and Smoke Nuisances, Maharashtra State, Bombay. 

Note 4.-Chahrns in respect of repayment of loans and advances tendered by a private 
person should be first presented to the Departmental Officer concerned in the payment who 
will after entering the proper classification in the chalan and attaching the requisite schedule 
to the chalan or mentioning in the chalan the details of Treasury Voucher No. and month 
under which the original amount was drawn, return it to the party for presenting it to the 
Treasury Officer, who will check the classification and in the case of Banking Treasury will 
enface it with an order to the Bank to receive the money after checking the classification in 
the chalan and ensuring that requisite schedules are attached and contains other required 
details where necessary. 

Note 5.-The chalans could be signed by Departmental Offices who may be an officer of 
the Department concerned, available at the place, who is concerned with the collection of 
revenue of the Department and not necessarily the Head of the Department/Office or gazetted 
officers. Whenever the Heads of Departments/Offices have to authorise a non-gazetted sub­
ordinate to sign the chalans on their behalf, they should, as far as poss ible~ nominate the 
non-gazetted officer of the highest rank concerned with the receipts, available at their offices 
for the purpose. 

1 I 6. At places where the cash business of the treasury is conducted by 
the Bank, the chalan must, except as otherwise provided in Part VI, be presented 
to the Treasury Officer who will have it enfaced with an order to the Bank to 
receive the money and to grant a receipt. 

Section lli-Procedure at Treasuries in receiving money-and granting receipts 

CHECKS TO BE APPLIED AT THE TREASURY 

117. The memorandum or chalan with which money is presented, shall be 
handed first to the Accountant (treasury clerk) who, if it is in order in all respects, 
shall initial it. Next, the person making the payment shall present it. with the 
cash to the Treasury, who must count and test the money, enter the amount 
in his own cash book and sign the chalan which will again be taken to the Head 
Accountant/Deputy Accountant for entry in his Cash Book and for preparation 
of a formal receipt for his own or the Treasury Officer's signature. Sucb 
a receipt only shall be the proper aquitance. 
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118. Except as provided in Rule 120 receipts for sums below Rs. 2,500 
do not require the signature of the Treasury Officer and may be signed by the 
Treasurer and the Head Accountant/Deputy Accountant. As regards receipts . 
for sums received by transfer in account, which do not require the signature of the 
Treasurer, the Treasury Officer shall by an office order designate the person who 
shall attach the second signature in the case of sums under Rs. 2,500. Receipts 
of Rs. 2,500 and over must invariably· be signed by the Treasury Officer. 

11 9. If the chalan is in duplicate or triplicate, the chalan marked" original " 
shall be returned to the tenderer duly signed as a receipt provided that, where 
under any authorised rule or procedure the " Original "chalan is required to be 
ret'l.lrned to the departmental •uthority or to be otherwise dealt with, the 
treasury receipt may be given on the duplicate or such other copy as may be 
specially marked for this purpose. In cases in which the chaltl.n is accompanied 
by a remittance book or a pass-book, the treasury receipts may be given on the 
remittance book or pass-book, as the case may be. The duplicate will be 
retained in the treasury. The triplicate shall be forwarded to the departmental 
officer. 

120. Receipt for supplies of service stamps when such receipts are to be 
given for cash received from the public or for" cheques drawn by an officer of 
an indenting Department sh.all be given in Form M.T.Rs. Such receipts in 
respect of service stamps worth b~ow Rs. 2,500 may be signed by the Head 
Accountant while those for service stamps worth Rs. 2,500 and above shall be 
signed by the Treasury Officer. 

Note ].-When the value of stamps is paid by cheque and a separate indent in Form 
M.T.R. 33 is sent to the treasury under rule 311, the indent form should be recorded in the 
Treasury and should not be signed by the Treasury Officer as a receipt. 

EXAMINATION FEES 

'121. Fees tendered by candidate for examinations conducted ·by the 
Maharashtra Public Service Commission or any Board of Departmental 
Examinations may be received at the Treasury or may be remitted to the 
Secretary, Maharashtra Public Service Commission or the Board, as the 
case may be, by means of crossed Indian Postal Orders. If the fees are 
deposited in the treasury, a single receipt only is to be given and duplicate 
may on no account be issued. 

R!JMITTANCES OF DEPARTMENTAL OFFICERS 

122. The procedure to be observed by the Treasury Officer with regard 
to remittances made by· or any receipt of the Public works and the Forest 
Departments shall be regulated by the provisions contained in Part VII. 
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Sua-TREASURY 

123. The provisions of this section with regard to the receipt of money 
at District Treasuries applies to sub-treasuries also, provided that duplicate 
copies of chalans snail be retained at the sub-treasury only and not forwarded 
to the treasury along with daily sheets, but save as otherwise provided, all 
receipts for money paid into a sub-treasury must be signed by the Sub-Treasury 
Officer. 

BANK TREASURY 

124. The procedure to be followed by tteasuries, the cash business of 
. which is conducte4 by the Bank with regard to moneys tendered for credit 
into the Government account, and by the Bank in receiving such moneys 
and granting receipts for them, shall be regulated by the rules laid down in 
Part VI. 

CERTIFICATES OF CREDIT 

. 125. The Treasury Officer shall not issue more than one copy of the 
receipted chalan to any person tendering money for credit to· the Govern­
ment account on the allegation that the original has been lost or on the ground 
that the tenderer has to produce the original to any departmental officer in 
woof of his having credited the amount and thereby to secure for him any 
hcence or permission from that authority. The Treasury Officer may, however, 
issue a certificate of credit in MTR 58 to the tenderer on an application made 
by him for the purpose. A fee of Rupee one shall be charged for each certificate 
which shall be in respect of one chalan o~y and the application will be stamped 
with a court-fee stamp of 65 paise. The fee will be charged in respect of each 
separate chalan, if one application is made in respect of more than one chalan 
unless specially exampted by the Government. 

No/e.-Exemption from payment of the searching fee and Court fee to a~y 
official, Local body, private concern or individual is not permissible. The 
amount of such fee payable by Government Departments is to be met from the 
contingent grant of the Officer applying for the certificate. 

Exception-

(i) The Treasury/Sub-Tresury Officer should not insist on payment 
by the Audit Office of searching fee and Court fee for certificate of credit 
issued in respect of challan forwarded to the Audit office but lost in transit. · 

(ii) The search fee as wei} as court fee should not be . charged tor issue 
certificate of credits for the purpose of chronological arrangement of village 
wise tagai challan pertaining to the years from 1944 to 1956 only. 
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PART tV-cUSTODY OF MONEY RELATING TO OR 
~TANDING IN THE GOVERNMENT ACCOUNT 

Section I -Cash in Departmental Chests 

GENERAL RULES 

126. For instructions relating to custody of Government money not in 
charge of a Treasury or the Bank, see Rules 90 and 91. 

Section· II -Cash balances in Treasuries 

Notes.-The money held in a Treasury is usually divided into two parts, viz., (I) The 
Treasury Balance which forms part of the Government account and (2) the currency chest 
balance which consists partly of currency notes which are treated • as not in circulation' and 
partly of coin and one-rupee notes which form a portion of the reserve held against the issue 
of notes in accordance with the provisions of the Reserve Bank of India Act, 1934, as amended 
from time to time. 

Money held in a small coin depot where· such a depot is established at a treasury is kept 
entirely seplj.rate from the treasury and currency chest balance. The balances of these depots 
are the property of the Central Government and the procedure for their custody and verifi­
cation is laid down in Section IV of Part IV of the Central Government Compilation of 
Treasury Rules, Volume I. 

SECURITY OF STRONG-ROOMS 

127. The following rules shall regulate the security of strong-rooms:-
(i) Without the special permission of Government, no place should be 

used as a strong-room unless it is first certified to be secured and fit for use 
as such by an Officer of the Public Works Department not under the grade of 
an Executive Engineer. 

In certifying to the suitability of the room, the certifying Officer mentioned 
in clause (ii) may prescribe any necessary conditions c>.s 1o the manner of 
storing the coins or treasure, such as that it should not be piled on trestles 
but must be kept in boxes or that bags or boxes be placed within ?. prescribed 
distance of the wall or in any particular part of the room. The certifying 
Officer must specially examine the co~dition of any of the enclosing walls 
which are so situated that they are not, on the outside, under observation of 
the guard. 

(ii) Existing strong-rooms should· be inspected annually by the Executive 
Engineer, or by an experienced Assistant Engineer, or an Upper Subordinate 
holding sub-divisional charge deputed by the Executive Engineer for the 
purpose. 

The Certifying Officer will grant a certificate of safety and it is the duty 
of the Treasury Officer to obtain such a certific2.te annuc>.lly . 

(iii) The Distr{ct Superintenden~ of Police should record <m oFder 
describing the position of the sentnes and may also require any additional 
precautions to be taken in the strengthening of fastenings, burning of lights. 
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etc., but the responsibility for the security of the building and its fixtures 
shall remain with the Executive Engineer, and that for the security of chest 
and other treasury furniture not forming part of the building or fixtures, 
with the Treasury Officer. 

(iv) A copy of the Certifying Officer's certificate and of the District 
Superintendent's orders should be hung in conspicuous places within the 
strong-r<:>om. It is the duty of the Treasury Officer to see. tha.t aily conditions 
as to the manner of storage stated in these documents are complied with. 

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

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

CUSTODY OF PADLOCKS AND KEYS OF STRONG-~.OOMS 

128. (1) The following rules shall regulate the custody of duplicate keys 
of treasury strong-rooms and chests :-

(i) A register of all padlocks and keys belonging to the district treasury 
and sub-treasuries and treasure chests should be maintaineq in the following 
form and kept in the strong-room of the district treasury:-

Register of Pad locks and Keys of the ................... . ... . .... . . . . . .. .. .. Treasury. 

Number borne Number borne S. No. assigned Description 
Date of by Padlock by Keys by the T. 0 . of the 
receipt (Manufacturer's (Manufacturer's to the Padlock Padlock 

No.) No.) and the Keys 

(1 ) (2) (3) (4) (5) 

/ 



Purpose for 
which used 

(6) 

Number of Keys 
received with 

Padlock 
(7) 

Initials of Officer who receives each 
Key and date of receipt by him 

Original Duplicate 

(11) (12) 
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Custody of Key 

Original Duplicate 

(8) (9) 

No. and date of order 
sanctioning removal 
of the Padlock arid 

Key(s) 

(10) 

No. and date of order Initials of Treasury Officer 
regarding final removing the Padlock, 

aisposal Key or Keys or both, with the 

(13) (14) 

Separate pages should be assigned to the district treasury and for each 
sub-treasury or trasure chest. Each sub-treasury should also keep a list 
of its own padlocks and keys in the above form no entries bemg made 
under duplicate key~ as no duplicate keys are to be kept at sub-treasuries. 
The Sub-Treasury Officers should in the month of April every year examine 
their lists of padlocks and keys and satisfy themsehes th?.t the locks, etc., 
are m existence and certify acc()rdingly in the following form:-

" Certifed that all padlocks and keys bJaring Nus .. .... ... belonging 
to the sub-treasur} . ....... heve been examined, compared with the register 
and found to be correct and tha! they are in good order. 

Date . . ..... . ..........• • Sub-Treasury Officer, 

e 
•••••••• • 0 •• • •• • 0 •• • •• 

(Signature) 



48 

A copy ofth.! certificate should be sent to the Treasury Officer for checking 
the entries in his register. 

(ii) Every padlock should have a number impressed upon it or attached 
to it by a metal or other label and tl e ~a me _number should be impressed 
on or attached to each hy belonging to it. No two padlocks in the same 
district should bear the same number. 
Note.-This "Number" should be· the same as mentioned in column (4) of the Register 

of Padlocks and Keys. 

(iii) If a padlock becomes unseniceable or ceases to be reouired, o 
if r.ny one of the keys belonging to it is lost, the circumstance should . ije 
reported to the R~gioml Deputy Duector of Accounts and Treasu6es, 
Poona and Nagpur, who will pass orders regardin~ the dispoEal of the 
padlock and ke.vs. No pall( ck of which a duplicat.: key has been lost, 
should continue to be used in the same district . . No spare Padlocks 
should be kept at a sub-tre<'sury, or except with the permissi ... n of the Regional 
Deput.:,· Director of Accounts and Treasuries, Poona and· N?gpur, at a 
district treasury. 

(Jv) No local mechanic ~hould ever be allowed to repair a treasury padlock 
or to make a new key for one. · 

(v) All spare pr.dlocks which are held in the district treasury with the 
~pproval of the Government, and their keys, anc all duplicate key< except 
thos.; belonging to the locks of tl.e cistrict trer.sury strong-room door and 
of the receptacles in wtich duplicate keys of the padlocks ue kept, should 
be kept in the district treasur} strovg-room under double locks, the keys of 
oni! lock being in the hands of the Treasury Officer and of the other in the 
hands ofthe Treasurer. The duplicate keys oft.)le stro lg-roamdoor and the 
d upli"ate key of the receptacle in which &uplicate keys of other padlocks 
are kept, .>houlQ be secured under the !>eal of the TreaEury Officer and the 
Tre?.surer and deposited in the Distnct Court, the Bank or its subsidiaries, 
or such other pl2ce as the Government 'may direct. Once a ye~n . in the 
month of April, they ~hould he sent for, examined and returned to the 
~ppointed plact under tre fresh ~eal of the Treasury Officer and the Treasurer 
a note being mr.de in the Duplicate Key Register that they have been 
examined and found correct. 

' " . (vi) Whenever the charge of a trer.sury IS transferred, or a Trea surer is 
chanr,ed, all padlocks and duplicate keys belongin1 to the treasry should be 
examined and compared wit!-: the register, rnd a certificate sigtJed th?.t the} 
have been founc' t:J be correct. 

(2) The a hove rules· may be modified in pc:.rticular points to suit local 
convenience by Gov~rnment. Th..; essential points which should be borne in 
mind ir sanctioning any modification of the rules prescribed above are :-

(i) Some p.,:;rson or persons should be ~ld defnitely responsible for the 
custody of duplicate keys; · 

& (ii) the whereabouts of the keys should be enquired into periodically 
and also whenever ctarge is transferred: 
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(iii) "hen the loss of a key ts discovered, it should be reported at once 
to the Secretary, who will issue such orclers as will prevent the risk of access 
to the lock by any one into whose hands the lost key may have fallen; and 

(iv) an mmecessar)' number of duplieate or spare locks and keys ~hould 
not be supplied in the first instance, or_ retsined wher they have ceased to 
be required. 

(3) At every inspection of a treasury under rule 74, the Inspecting Officer 
s1all report whether be has fouud the padlocks and all keys (except the 
duplicate keys of tre strong-room locks and the duplicate key of the receptacle 
in which duplicate keys of other padlocks are kept) correct and "deposited in 
accordance witt: the rules . · 

Note].-The instructions contained in t,his rule shall also be applicable to . the strong­
room of the Pay and Accounts Office, Bombay. The duplicate key of its outer door should, 
howeverr.be kept with the Reserye Bank oflndia, Bombay. 

Note 2.-The provisions contained in this rule shall also be applicable to the Iron Safes/ 
double lock/steel cupbeards which are used in strong room of Treasury/Sub- Treasury. 
If such Iron Safe/Steel Cupboard becomes unserviceable for use in the strong room or ceases 
to be required or if anyone of the keys belonging to it is lost, the circumstances should be 
reported to the Government who will pass orders for its removal from the strong room and 
use for office purposes outside the strong room. 

STORING OF TREASURE 

129. (1) The following are authorised methqds ofstoring coins and notes 
jn strong-rooms :-

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

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

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

wooden chests or built recesses or wells, each of which has two independent 
locks, both of which must be opened before access is obtained to the contents. 
One of the keys should remain in charge of the Treasurer, the other in that 
of the gazetted officer in charge ; or 

(ii) In bags of uniform contents piled upon trestles, but this method is 
not admissible unless every door, window, drain, sky-light ventilator, or 
other aperture in the walls of the strong-room are so closed as to prevent 
the insertion of any rod or instrument within the room. 
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(3) Coin may also be stored temporarily in boxes · prepared for remittance 
in the manner prescribed in rule 557. 

( 4) All notes should be stored separately from coin in ·a tin box or other 
receptacle designed to protect them from injury by damp, insects, etc. They 
should be kept in bundles of not more than 100 notes each, each bundle contain­
ing notes of one denomination only. 

PRECAUTION AGAINST SUBSTITUTION OF GOOD COINS BY 

UNCURRENT OR COUNTERFEIT COINS 

130. To guard against the risk of uncurrent or counterfeit coin being 
substituted in a treasury for good coin presented py the public or received 
in remittance, shroffs and potdars or other subordinate officials who handle 
coin in treasuries must, 0 "1. arrival for the day's work, give up to the Treasurer 
or a responsible subordinate to whom the. Treasurer may entrust the duty, 
all coin carried with them at the time. The coin should be restored when the 
men arc leaving office at the close of the day's work. 

CUSTODY OF TREASURY BALANCE 

131. Save as provided in this rule, the bulk of the treasury balance must 
remain under double locks, · one key being held by the Treasury Officer and 
the other by the Treasurer. 

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

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

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

(ii) In receiving notes into double locks, the Treasury Officer should count 
the notes in each bundle and satisfy himself that the notes are all of the 
alleged value, that is, that a note of a lower denomination has not been 
included in a bundle for a higher denomination, and sign the label in Form 
M.T.R. 8 as a token of this verification. The bundles thus tested should 
then be counted int~ the chest. 
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. In the case of fresh notes of the denominations of Rs. 10, Rs. 5, Rs. 2 and 
Re. I received in a remittance from the Currency Office, the detailed check 
may be confined to one bundle in every ten taken at random. 

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

(iv) Coin may be given out of double locks by counting the number of 
bags. 

(v) Every aniount passed into or passed out of double locks should be 
registered at the time in the Treasurer's Daily ·Balance sheet (Form M.T.R. 3) 
by the Treasury Officer with his own hand, and a memorandum should be 
kept in each chest showing its contents. 

(vi) Money arriving from a distance too iate in the day for the examina­
tion may be kept in sealed bags, under double locks, but only until the 
next working day, the fact being recorded in the register of valuables mention­
ed in rule 90. 

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

Section ill-Verification of Cash Balance 

GENERAL PftOCEDURE 

134. In verifying the cash balance of the d i ~trict treasury, the Collec:tor 
or such ~ther officer as may be authorised to undertake this work shall satisfy 
himself by personal examination that the actual stock of coin and notes cor­
responds with the balances shown in the Treasurer 's Balance Sheet (Form 
M.T.R. 3) and that the conditions laid down in clause (ii) of rule 41 are fulfilled . 

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

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

(2) The whole number of bags should then be counted, and one in every , 
twenty, taken at random, opened, and its contents poured into the scales : 
and weighed against t~e verified Rs. 1,000 or Rs. 2,000. If their weight is' '· 
less they should be re-tested by weighment in sums of Rs. 100 as in the 
preceding sub-clause and if on re-examination, they are found correct they 
should be substituted for those taken before as the verified weight. 

(3) Broken amounts may be verified by weighment in small quantities 
of Rs. 50 or Rs. 100 or R'l . 200. · 
Note.-With proper arrangements, about ten lakhs of coins can be testGd in one hour by 

this pro~ess . · ~ 

(ii) Copper, bronze and nickel coins.-The verifying authority· may adopt 
any method of verification which he thinks satisfactory, but he must reme­
mber that he is personally responsible for the correctness of t.b.e balance 
stated by him. He should occasionally count the bags and examine their 
contents, but it is not essential to do so each month. 

(iii) Notes.-All notes·of denominations above Rs. 100 must be personally 
counted by the verifying officer. For notes of lower denominations the 
following plan is sufficient :-

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

The clerks or assistants engaged should not be persons responsible for the 
correctness of the bundle, and the verifying officer should satisfy him~lf that 
the notes in the bundle are all of the alleged value, that is, for example, that 
a ten rupee note is not counted as one efthe five-rupee note bundle. 

Note.- These rules should be printed and pasted on a board and hung up in the strong-
room in a conspicuous place. 1 

136. On the first day of each month each Treasury Officer shall telegraph 
to the Director of Accounts and Treasuries, Maharashtra State, Bombay 
(1) the total treasury balance on the last day of the preceding month without 
any detailr. as to the denomination of notes · or kind of coins, and (2) the net 7 

amount, if any, credited or debited under the head " Reserve Bank Deposits " 
in the accounts for the preceding month. No telegram is necessary when the 
detailed cash balance report itself would reach the Director of Accounts and 
Treasuries, Maharashtra State, Bombay, by the third of the month. 

Note.-The Treasury Officer should e.ither telegraph the figures mentioned in items (1) 
and (2) on the first of the month or despatch the Cash Balance Report as indicated in Rule 13 7 
so as to reach the Director of Accounts and Treasuries, Maharashtra State, Bombay, by the 
third of the month. Failure of either kind is liable to b~ treated as a serious lapse. 
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CASH BALANCB RllPORT 

137. (1) On the first working day of each month a detailed Cash Balance 
Report shall be despatched to the Director of Accounts and Treasuries,__Maha­
rashtra State, Bombay a copy of the Report being at the same time sent-by the 
Treasury Qffi.cer to the Accountant General. · · 

(2) The following instmctions should be scrupulously observed in preparing 
the detailed Cash Balance Report :-

(i) The details of notes and coins should be checked properly and only 
value of respective ~nds given and not the ·pieces. • 

(ii) Columnwise total of all sub-treasuries should be given in the grand 
total column. 

(iii) Remittances in transit should be clearly stated in detail, giving parti­
culars of kinds remitted. 

(iv) The Reserve Bank Deposit figures and their nature "(viz., net debit 
or net credit) should be clearly stated under' State' and 'Central' heads. 

(v) A supplementary s!atement showing' Reserve Bank Deposit figure 
accompanying the Cash Balance Report should be agreed with the Bank 
figures before despatch. 

138. The report shall be prepared in Form M.T.R. 10 which, save under 
the circumstances specified in Rule 43, must be signed by the Collector with 
a cetificate that he has personally verified the several details of coins and 
notes held. Whether it agrees with the ·account or by any chance disagrees 
the report must state the literal facts and include with the cash found in the 
treasury the balances of the several sub-treasuries on the last dates for which 
their returns have been included in the accounts of the district treasury. 

Note ].-For treasuries the cash business of which is conducted by the Bank the report 
may be modified as shown in Form M. T. R. 10: Such reports should .show the details of 
balances at non-bank sub-treasuries only. 

Note 2.-When the verification of the cash .balanc.e takes place on a date other than the 
first .of a month, it should be reported to the Director of Accounts and Treasuries, Maha· 
rashtra State, Bombay in the usual form of the cash balance report. · 

· 139. Tile total balance must be stated i.n words, and its distribution between 
the district treasury and sub-treasuries shall. be exhibited So as to show the 
amounts held in cash, in notes, in silv~r or quarternary-rupees .and half rupee 
ift small silver, nickel and in bronze and copper. The amount of notes of· 
each "denomination must be shown separately. In the case of the balance at the 
district treasury the amounts under double locks and under Treasurer's single 
lock shall also be noted separately. 

140. The report provides also for memoranda detailing,-. 
(a) the remittance to other districts, despatched in the past month, with 

any of previous months for which fitst acknowledgments have not been 
• received, and date of despatch being giYeD in each case ; · 
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(b) the remittances received from other district in the past month with 
dates of despatch ana receipt , and the despatch -of the first and of the final 
acknowledgment. · 

141. (i) When the officer who is authorised under Rule 43 to verify and 
certify the monthly cash balance and to sign the accounts to be rendered to t b.e 
Accountant General, Currency Officer or the Reserve Bank of India, is absent 
on tour on the first of the month, the duties may be entrusted by the Collector 
to any gazetted officer of the district staff present at headquarters, not being 
an officer in charge of .the treasury. The fact of the officer's absence must be 
distinctly noted in the returns and accounts. 

(ii ) Occasihnally, when both the"Tahsildar and the Treasury Awal Karkun/ 
NaiO-Tahsildar are out of headquarters at the same time and the sub-treasury 
has to be given in charge of another subordinate official of the highest standing 
next to the Treasury Awal KarkunfNaib-Tahf>ildar. The verification of the 
treasury balances should invariably be carried out both when .the said official 
assumes and relinquishes the charge. · 

Section IV -Balances in Small Coin Depots 

CUSTODY AND VERIFICATION 

Note.-Depots for the custody and issue of small coin have been established at all Currency 
Offices, some treasuries and certain branches of the State Bank of India and its subsidiaries. 
A list of the deposits is given in the " List of 'Treasuries and Sub-treasuries in India " issued 
by the Government of India. The balances of all small coin depots are balances of the Central 
Government. · 

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

142. Tht: provisions of section II of this part with regard to the storage 
and custody of coin held in treasury balances shall apply also to storage aud 
custody of coin held in small coin depots located at treasuries ; provided that 
where a depot is located at a treasury, the procedure for the safe custody of 
coin held in such a depot may be such as may be prescribed by the Govern­
ment after consultation with the A~ountant General. 

The Bank is responsible for the safe custody of coin in small coin depots 
at branches of the State Bank of India and its subsidiaries. ? 

143. (I) The balances on the 31st March and the 30th September of the 
~epots located at district treasuries shall be verified by the Collector and the 
results of the verification reported in the cash balanee reports for those months. 
When the Collector is absent from the sta.ion, and is unable to conduct the 
verification in person, the balances may be verified by the officer who signs the 
accounts under rule 43, or by any o~her gazetted officer deputed by the Collector 
for the purpose. - . . • 

·, 
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(2) The numbers of boxes and bags of each class of coins shall be counted 
at the time of verification and it must be seen whether the seals on the boxes 
or bags are intact. The contents of five per cent of the bags in the case of silver 
coins shall be verified in the manner lajd down in clause (i) of Rule 135. The 
contents of two per cent of the bags or boxes in the case of nickel coins and 
one per cent of the bags or boxes in the case of bronze and copper coins shall 
be verified by actual counting. 

Note.-In the case of depots. located elsewhere than at the headquarters of the district, 
if the Collector is unable to verify the balance, the verification may be conducted by the 
Gazetted Officer nominated by him and, if a Gazetted Officer is not available, by the sub­
treasury Officer. 

144. No report of verification need be made to the Accountant General, 
but a certificate in such form as may be prescribed by tbe Comptroller and 
Auditor-General of India for verification of the balance in each small coin 
depot will be furnished to the Accountant General in April every year in respect 
of the last verification conducted in the preceding financial year. 

\ 
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PART V-WITHDRAWAL FROM THE GOVERNMENT 
ACCOUNT 

CHAPTER I-GENERAL RULES 

Section I-Ciaims for withdrawal-Mode of withdrawal 

145. Save as otherwise specially provided iri these rules, money may not 
be withdrawn from the Government Accounts except by presentation of bills. 

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

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

-A bill or a cheque becomes a voucher only when it is receipted and stamped •• paid". 
Note.-The Government servants who can draw money by bills, and the purposes for 

which this can be done are shown in Appendix Vill. 

PRESENTATION OF CLAIMS 

146. Save as hereinafter provided, bills presented by a departmental officer, 
personal claims preferred by a Government officer and all cheques tendered 
at the treasury or at an authorised office of disbursement shall be duly receipted 
for payments and stamped, where necessary. Receipts duly stamped, where 
necessary, for all other payments made on bills shall be' given at the tinie of 
payment. 

At places where the cash business of the treasury is conducted by the Bank~ 
this, rule shall apply subject to the provisions of Part VI. 

147. Except as expressly provided in Appendix_ X no bill or cheque may 
be presented at a Sub-treasury, without being first submitted to and the payment 
directed by the Treasury Officer ; 

Provided that where under the provisions of these rules or under any special 
order of the Secr~tary, a sub-treasury is permittea to cash a certain class of 
bills or cheques witho'ut the orders of the Treasury Officer, the payment of 
such bills or cheques shall not, except under special arrangement and on parti­
cular occasions, be made at the district treasury also. 

Note 1.-(a) Payments whiCh have to be made at Sub-Treasuries may be arranged by 
()btaining cash orders or Bank drafts issued by the treasury. · 

(b) When a subordinate, whose pay or travelling all()wance has hix¥:1 billed for in one 
Tahsil is transferred to another Tahsil in the same district before receiving payment, the 
Departmental Officer may obtain a Bank Draft from the Sub-Treasury Officer for the money 
payable at the other sub-treasury where the subordinate has been transferred. If, however, 
no Bank draft isobtainable;the money may be credited in the' sub-treasury by the Departmental 
omcer concerned. The sub-treasury Officer should _show such credit in the sub-treasury daily 
sheet with the particulars as • for being paid at the other sub-treasury •. In the District Treasury 
Accounts, the amount -should be credited to .. Personal DepoSit-cash Orders ", if Bank. 
draft is not obtainable under the • Reserve Bank of India IR.emittance Facilities Scheme 

''1 

I 
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for making payment at the other sub-treasury, and a cash order should be issued for payment 
at the sub-treasury of the place to which the subordinate has been transferred. If, however, 
Bank draft is obtainable, the amount should be credited in the District Treasury 
Accounts in the register for "T -Remittances-Other Local Remittances-Miscellaneous 
Remittances-State", and sent for payment to the payee by obtaining a Bank draft, on 
a requisition for the same having been made by the Departmental Officer. 

(c) When a subordinate whose pay or travelling allowance has been billed for in a Tahsil 
is transferred to the District Headquarters before receiving payment, the amount reported 
through the sub-treasury daily sheet should similarly be entered in the register for 
"T-Remittances-Other Local Remittances-Miscellaneous Remittances-State" in the 
district treasury accounts and paid to the payee under the rules applicable to the payments 
of such remittances. 

(d) When a subordinate whose pay or travelling allowance has bee-n bill< d for at the Head­
quarters of tHe District is transferred to a Tahsil before receiving payment, the Treasury 
Officer should, if a Government draft is not obtainable issue a' cash order, in lieu of cash 
received on account of the pay or the travelling allowance of the transferred subordinate, on 
a requisition by the De.partmental Officer, such money having been first cre-dited to "Personal 
Deposit-Cash Orders". If, however, Government draft is obtainable, the Departmental 
Officer may obtain the same, according to the procedure laid down for obtaining Government 

., drafts. 

Note 2.-An order endorsed by the Treasury Officer for payment at a sub-treasury is 
current for three months only but may be renewed. Such order may be cancelkd at any 
time by the Treasury Officer and the bill itself, after the payment order is cancelled, may be 
cashed at the district treasury or returned to the drawer as may be desired. An order on bills 
passed by the Accountant General for payment from a district treasury or sub-tre2sury is, 
however, current for a period of six months. 

148. When a person not in the Government employmen.t claims payment 
for work done, services rendered, or articles supplied, such claims shall, unless 
there are express orders of the Government to the countrary, be submitted 
through the head of the department or other responsible Government officer 
under whose immediate order the service was done or the equivalent was 
given for which payment is demanded. The officer to whom such claims are 
submitted shall be responsible for completing the necessary formalities and 
for making the payment with due expedition. The payment may be made by 
the officer by any recognised mbde of making payments. The recognised 
modes of making payment of claims of a Government Servant or of a person 

... not in Government employmerrt are cash or cheque, where the system of 
payment by cheque is in vogue at the treasury, or Bank draft or postal money 
order at the request and expense of the payee concerned. 

Note.-Payments to pensioners are governed by special rules prescribed in Chapter VI 
of this Part. 

149. Subject as provided in Rule 391 or unless in any case the sanctioning 
authority directs otherwise, all bills for grants-in-aid, contributions, etc., to 
local bodies, religious, charitable or educational institutions and other non­
Government bodies or persom shall be presented for payment either through 
some responsible Government official, or after they have been countersigned 
by him. 

H-269- 7. 
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149-A. Government Offic{!rs may make such payments as are authori­
sed to be paid out of permanent advances or imprests which they are permitted 
to hold under orders of competent authority, subject to recoupment on pre­
sentation of bills. 

150. The procedure to be observed by. disbursing officers of the Public 
Works Department and Forest Department shall be regulated by the provi­
sions of Chapter VII of this Part. 

ARREAR CLAIMS 

151. (a) (I) No claims against the Government other than those by one 
Department against another or by a State Government not preferred within 
a year of their becoming due can be presented without an authority from the 
Accountant-General, provided that-

(i) such claims not exceeding Rs. 500 presented within three years of 
their becoming due may be paid without pre-audit by the Accountant General; 
and 

(ii) this rule shall not apply to the following categories of such claims :­
(a) claims on account of pensions, the payment of which is regulated 

by rule 358. 
(b) claims on account of pay and allowances of such non-gazetted 

Government servants whose name~ are.: not required to be shown in the 
pay-bills in accordance with rule 262(1) of the Maharashtra Treasury 
Rules, 1968. 

(c) claims on account of interest on Government securities, and 
(d) any other class of payment which are governed by special rules 

or orders of Government. 
Note ].-Claims of Government Servants referred to in proviso (ii) (b) to rule ·15l(a)(l) 

should be submitted to the competent authority for according sanction to the payment of . 
the claim, after due scrutiny and check as required in Notes 1 and 3 below Rule 15l(b). A copy 
of the sanction for payment accorded by the competent authority should be attached to such 
bills, while presenting them to the treasury for payment. In no case should such claim be 
preferred at the treasury direct for payment without a copy of the sanction. 

Note 2.-A copy of sanction for payment accorded by the c.ompetent authority should, 
however, be attached to the bills while presenting claims referred to in proviso (i) to rule 
151(a)(i). 

(2) The one year should be reckoned in the case of travelling allowance 
bills from the date of return to headquarters, or from the 1st of the month 
if the tour continues over that date; in the case of officiating pay, from 1:he 
date of receipt of the order sanctioning the promotions if the officiating pay is 
due for a past completed month or months, otherwise, from the following pay 
day; in the case ofleave salary, from the date of the order granting the leave; 
in the case of Law Officers bills requiring countersignature of the Remembrancer 
of Legal Affairs from the date of countersignature of the Remembrancer of 
Legal Affairs, and in other cases from the date on which a claim became due 
to the date of its presentation at the treasury. 
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Exception.-In the case of the staff of the Public Works Department, the period of one year 
should be reckoned from the first of the next month in respect of, journeys performed during 
the previous month even though the tour may not continue over the first of the month. 

(3) In all other cases where no special orders exist, it will be left to the 
Treasury Officer when he feels no doubt to make arrear payments without 
pre-audit; but all claims in arrears require special care in examination, and 
it is always open to the Treasury· Officer to send the bill to the Accountant 
General for pre-audit if he sees occasion to do so. 

(4) In the case of claims which are more than three months old, the preferring 
officer should state in the bill the reasons for the delay. 

Note.-In the case of claims for fees in criminal cases preferred by the Government Pleader, 
High Court, Bombay, or his Assistants, the preferring officer should state in the bills the 
reasons for the delay only when the claims are more than four months old. 

(5) A claim presented for payment one 'year or more after the date of pre-audit 
will again require the sanction of the Accountant General for its payment. 

(6) A claim for an amount of fine deducted on pay bills by the head of 
an office, and remitted by him, may, if the claim is not six months old, be paid 
without the sanction of the Accountant General. 

(7) The above rules do not apply to claims for refunds of revenues. 

Note ] .-Grants-in-aid to local bodies, charitable or educational institutions etc., contribu· 
tions to Public Exhibitions and fairs and compensation to Government servants for accidental 
losses, etc., sanctioned either by Government or by subordinate authorities under the powers 
delegated to them, may be disbursed at the treasury on the authority of such sanctions without 

• specific authority from the Principal Auditor. 

In the case of grants sanctioned by Government to Local Authorities for primary education 
only for a specific purpose, e.g., grants to Local Authorities for the introduction of Basic 
Education in isolated schools, grants for the opening of new schools, grants for entertainment 
of additional assistants etc., the Director of Education is authorised to sanction payments 
through the statements issued by him periodically as in the case of ordinary maintenance 
grants sanctioned by him to Local Authorities for primary education and of grants to such 
bodies for the same purpose which Government may authorise him to sanction from time to 
time. 

Note 2.-Educational scholarships sanctioned by State Government under the audit of 
the Accountant General, Central Revenues, may be disbursed by the Treasury Otficer without 

. specific authorities from the Accountant General. 

Note 3.-Claims of Government against Railways for overcharges and claims of Railways 
against Government Departments for undercharges will be recognised and admitted, if the 
claims are weferred within six months :-

(a) in the case of cash payments from the date of payment, 
(b) in the case of warrants or credit notes from the dates of presentation of bills by the 

Railway Administration. 

Explanation.-The terms ' overcharges ' and ' undercharges ' used in this Note mean 
overcharges and undercharges of railway freight and fares only. They refer to shortages 
and excesses in the items included in a bill which has already been rendered, the omission 
of an item in a bill is not an ' undercharge ' nor is the erroneous inclusion of an item an 
• overcharge. ' 
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(b) Claims of Government servants, whether gazetted or not, to arrears 
of pay or allowances, or to increments, which have been allowed to remain 
in abeyance for a period exceeding one year, cannot be investigated by the 
Accountant General except under the special orders of the competent authority. 

Note f.-Delays in payment are opposed to all rules and are highly inconvenient and 
objectionable, and when not satisfactorily explained should be brought to the notice of the 
head of the department concerned. 

Note 2.-The period of one year should be counted from the date on which a claim became 
due to that on which the investigation by the Accountant General is sought, i.e., the date of 
receipt of the application in the Accountant General's Office. 

Note 3.-When claims which have remained in abeyance for a period exceeding one year • 
are, under rule above, submitted for the orders of the competent authority, that authority 
should reject forthwith all claims, other than those that affect pension, which are petty, as also 
all claims for the delayed submission of which an adequate explanation is not forthcoming. 
In considering old claims recommended to Government for sanction Government will also 
take into account the fact that it is normally not possible, owing to the limited period of ; 
preservation of records, to audit claims more than six year old. While forwarding such claims 
to the Finance Department, the Administrative Department concerned should furnish full 
particulars thereof in the following pro forma, as also a certificate from the Head of Office to 
the effect that claim has been checked/verified with reference to corroborative records available 

i n his office and that the same has not been drawn and paid previously. 

PRO FORMA 

(1) Name of the claimant, 
(2) Nature of the claim (detailed history as to how the claim has a risen, should be given). 
(3) Details of the claim (a) period, (b) rate per month, (c) amount due, 
(4) Reasons for delay in settlement (the time taken at various levels should be indicated), 
(5) Efforts made by the claimant to get the settlement of the claim expedited and with 

what results, 
(6) Whether the non-payment of the claim will affect the pension, 
(7) Whether claim was referred to the audit officer concerned for investigations and if so, 

with what results. 

Note 4.-Heads of Depanments are empowered to authorise the Accountant General to 
investigate their own c.laims to arrears of pay or allowances or increments which have been 

. allowed to remain in abeyance for a period exceeding a year but not exceeding three years. 

Note 5.-Initial inyestigation in respect of the time barred claims relating to the period 
after 1st July 1954 arising in Bombay City will be carried out by the Pay and Accounts 
Officer, Bombay, subject to necessary post-check by the Resident Audit Officer, Bombay, 
on behalf of the Accountant General. 

(c) No payments may be made on account of increases to pay until the 
additional expenditure thereby caused bas been sanctioned and funds provided 
therefor. 

'f 
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TR.EA TMENT OF CLAIMS AGAINST GoVERNMENT WHICH ARE 
BARRED BY TIME 

152. (1) A claim against Government which is barred by time under any 
provisions of law relating to limitation is ordinarily to be refused and no claim 
on account of such a time-barred item is to be paid without the sanction of 
Government. Tht: onus is upon the claiming autliority to establish a claim 
to special treatment for a time-barred item and it is the duty of the authority 
against whom such a claim is made to refuse the claim until a case for other 
treatment is made out. All petty time-barred claims are to be rejected forthwith 
and only important claims of this nature considered. 

(2) It is duty of the execu~ive authority in the first instance to consider the 
question of time-bar before submitting a claim to the Accountant-General for 
sanction under Rule 151 and audit will refust. payment of all claims found 
to be time-barred until the sanction of Government has been obtained. 

Note.-While submitting an arrear claim to the Audit Office the executive AuthoritY 
should certify that the claim is not time-barred by the provisions of any law. This does 
not apply to claims of arrears of pay or allowances or to increments. 

GENERAL INSTRUCTIONS REGARDING THE PREPARATION AND 
FORM OF BILLS 

•153 The following instructions with regard to the preparation and form 
of bills shall be observed :-

(i) Printed formr. of bills in English should be adopted as far as possible 
but when, from any circumstances, a bill in any local language is unavoidably 
necessary, a bilingual form should be used, Bills for all debt head items 
should be drawn on separate forms printed in red ink on white papers. 

(ii) If in any case, the use of a bill purely in a regional language becomes 
unavoidable, a brief abstract should be' endorsed in English under the 
signature of the preferring officer stating the amount, the name of the payee 
and the nature of the payment. 
Note.- It shall not be necessary to· endorse an abstract in English in case of bills prepared 

in Hindi subject to the condition that only internationitl numberals are used therein. 
.... "Note 2.-It shall not be necessary to endorse an abstract in English in case of bills prepared 

in regional language i.e. Marathi subject to the condition that only international numerals 
are used therei,n. 

(iii) All bills must be filled in and signed in ink. The amount of each 
bill should, as fai· as whole rupees are concemed, be written in words as 
well as in figures. The fractions of a rupee may , however, be written in 
figures after the words stating the num\;Jer of rupees, but in case of there 
being no fraction of a rupee, the word " only " should be inserted after the 
number of whole rupees and care should be taken to leave no space for 
interpolation as in the following examples : " Rupees twenty· six only " 
"Rupees twenty-five and twenty-five paise". No abbreviation such as 
" Eleven hundred_ " for " one thousand one hundred '' is permissible both in 
tht. bills as well as in pay order. 
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(iv) The following transactions of Government involving fractions of 
a rupee shall be brought to account in multiples of 5 paise, portion not below 
2f paise being rounded off to 5 paise and those below that amount being 
ignored-

( I) Personal claims of Government servants and pensioners, provided 
that-

(a) in the case of bills for pay including leave salary, and pension, 
the amount in respect of pay or leave salary or pension, and no other 
item of payment or recovery, shall be so increased or reduced by the 
addition of an amount not exceeding 2 1/2 p. or subtraction of an amount 
below 2 1/2 p. as the case may be, as will make the net amount payable 
to an individual on any bill a multiple of 5 paise. 

Example:-

Pay 
D. A. 
C.C.A. 

Deductions­
P.F. 
H.R. 
I.T. 
P.L.I. 
C.H.S. 

Claim 

Gross Total 

Total Deductions 

Net Amount 

Bill to be made. 

Rs. P. Rs. P. 
300.00 300 .02 
40.00 40 .00 
24 .00 24.00 

------ -----
. 364.00 364 .02 

------ -----

30.00 30.00 
19.12 19.12 
2 .06 2.06 
8.19 8.19 
2.50 2.50 

-----
61.87 61 .87 

302.13 302.15 

(b) In the case of Travelling Allowance bills the rounding shall be 
done only at the last stage and not in respect of each item e.g. Railway 
fare, Mileage, Daily Allowance, etc, comprising the claim of 
an individual ; 

(c) Transactions which do not involve cash payment shall not be 
rounded off ; and 

;, 

i' 



63 

(d) In the case of emoluments fixed by law, amounts which are 
not an exact multiple of 5 paise shall always be rounded off to the 
next higher multiple of 5 paise. 

(2) Transactions bet>wet>n one Government and another or between 
two Departments of the same Government, unless It be not possible to 
eliminate from the original transactions fracllton of a rupee which is not 
an exact multiple of 5 paise. 

(3) Amounts converted into Indian Currency from Sterling or other 
foreign currencies. 

(4) Payments for claims in respect of contingen1 and other charges, 
where claimants have no objection, provided that the rounding off of 
the fraction of a rupee to a multiple of 5 paise shall be done only in respect 
of the net amount payable on a bill and not in respect of the individual 
items of claims or adjustments in the bill. 

(5) Res·~rve Bank remittances, other than. those of sums representing 
dues fixed by or under any law or under any contractual obligation of the 
Government. 

(6) D-::posits and receipts other than those which ue fixed by or under 
any Jaw or are specially exempted by the Government from the operation 
of this Rule. 

Note.-In case of bills exclusively for allowances, other than travelling allowance, involving 
fractions of a rupee, any one part of the claim of an individual may be rounded off by addition 
of an amount not exceeding 2 1/2 paise, or by subtraction of an amount below 21;2 paise, as 
as the case may be, as will make the net amount payable to the individual on a bill a multiple 
of 5 Paise. 

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

Erasures and over-writingr. in any bill are absolutely forbidden and must 
be avoided : if any correction be necessary, the incorrect entry should be 
cancelled neatly in red ink and the correct entry inserted. Each such cor­
rection, or any interpola•ion deemed necessary should be authenticated by 
the drawing officer setting hts dated initials against each. 

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

(vii) Charg~s against two or more major heads should not be included 
in one bill, but the TJ1easury Officer or any other disbursing officer will 
not take exception to a bill on this ground, unless the items require different 
action in his office such as entry in different registers. 
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This rule does nor apply to the allowances of a Government servant 
drawn with pay, as in such cases the whole of the allowances, even if belong­
ing to two or more major heads of accounts should be drawn on a single bill 
if debitable wholly to the Central or State Government. 

(viii) When bills are presented on account of charges incurred under 
any special orders, the orders ~an~tioning the charge should be quoted. 
Copies of sanctions should be attached to the bill and must be duly certified 
by a gl'.Lctted officer or by a responsible subordinate specially authorised in 
this behalf by the Head of the Office. 

This rule does not authorise a Trearury Officer or any other disbursing 
officer to refuse payment of a bill on the ground that the charge has not 
been sancttoned. The responsibility for incurring unsanctioned charges 
rests with the drawing officer It is, however, the duty of the Treasury Officer 
to raise an objection before making or allowing payment and get satisfied 
that the sanction is in fact issued but not received by the drawing officer. 

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

(x) The ~iance of sanctwned allotment must be indicated on the bill 
and the Treasury Officer m~y make or allow payment subject to availability 
of funds provided that he does not refuse payments when r he Head of Office 
has und~rtaken to obtain funds by supplementary grant and the claim is 
otherwise in order. 

(xi) When the drawing officer requires payment to be madr through 
some other person or agency, he must specifically endorse an order or furnish 
such :' uthorisation as may be necessary to pay to that spt:cified person or 
agen~y. 

When the Drawing Officer desires to draw money through a messenger 
who is an employee of the office he should invariably record a '.eparate 
and cleali authority in the following mannt"r to receive payment on his 
behalf on the body of the bill in the space specifically provided in the 
bill fcrm. 
Pay to Shri/Shrimati . . . . . . . . . . . . . . . . . . . . . . . . . . . . (Designation) whose 

specimen signature below is het'eby attested. ; 
Signautre of Messenger. 

Signa~ure of Drawing Officer. 
Note J.-The above endorsement should not be combined with other endorsements on 

the bills as for example "Received payment" or "Received contents" usually recorded by 
the drawing officers at the end of the bill. In other words, the drawing officer's discharge 
should be quite separate from the authority to receive payment on their behalf. 

Note 2.-The general position in regard to endorsements on bills is set out in Rule 177. 
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(xii) 'When payment is desired wholly or partly by a Bank draft, or 
in cases ·where payments are made by the Treasuries like the Treasuries at 
Nagpur and Aurangabad by cheques in favour of another payee, a formal 
application for the draft or cheque should accompany the bill Md the 
manner in which payment is desired should also be indicated in the drawer's 
receipt on the bill. 

(xiii) When it is desired that either the whole or a part" of the ?.mount 
of a bill should bt' remitted to a person or persons by Postal Money Order 
the bill should be accompanied by a properly prepared ~oney order form 
or forms , as the case may be. The amount of the money order as well as the 
amounts of commission due thereon should be shown as deduction in the 
bill. The purpose of the money order must be brieflly stated on the acknow­
ledgement portion of money order form in continuc..tion of the entry 
"Received the sum specified on the reverse on . . .. .. .. ", sufficient space 
being left below the manuscript entry thus made for the signature or thumb 
impression of the payee. Thf Treasury Officer will pass the bill for the net 
amount, credit ~he deductions by transfer to the Post Office and send the 
money order fo rms to the Post Office together with a certificate to the effect 
that the a mount of the money orders with the commission due thereon has 
been credited to the Post Office by book transfer. On obtaining the money 
order receipt the Treasury Office! will check it with the amount deducted 
from the bills and then tra nsmit for record to the drawing officer. 

Note-The provisions of this clause apply only to bills prepared I:iy the treasury itself when 
the whole or a part of· the amount of the bill is r~qired to be remitted to a pers::> n or persons 
by Postal Money Order." 

(xiv) The spaces left blank either in the money column or in the column 
for particulars. ofthe bill should invaria.bly ' be covered by oblique lines. 

(xv) A note to the effect that the amount of the bill is below a specified 
amount expressed in whole r!lp~es which is slightl:r in excess of the total 
amount of the bill, should invariably be recorded in the body of the bill in 
red ink. 

SPECIAL INSTRUCTIONS APPLICABLE TO PARTICULAR KINDS OF CLAIMS 

154. The forms prescrib~d for the preparation of bills relating to various 
classes of claims such as pay and allowances of Government servants 
contingencies, pensions, etc. and the procedure ~o lle observed in the presenta­
tion of such claims, are specified under r:clevant heads in subsequent chapters 
of this part. ' 

SIGNATURE AND COUNTERSIGNATURE ON BILLS 

155. Unl~ss the Government have expressly authorised it in the case of 
any specified office, no payment may be made on a bill or order signed by a 
clerk instead of by the bead of an office; although in the a bsence of the latter 
the clerk may bt: in the habit of signing letters for him. Nor may any money 
be paid on a bill or order signed with a stamp. When the sigr,ature on a bill 
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is given by a mark or seal or "thumb/g~:eat toe" impression, it shall be attested 
by some known person. Signature in Indian characters other than Hindi 
must always be transliterated. 

Note ].-Bills affixed with facsimile signature of the authorised officer presented by the 
Posts and Telegraphs Department for telegram and trunk call charges, by the Municipalities 
and Corporations for water and electricity charges and by the Air India International on 
account of their dues against Government (for passage fares, cargo and excess luggage 
charges), forming sub-vouchers of the contingent bills, may be accepted for payment, if 
otherwise in order. Similarly, the recovery claims and credit notes affixed with facsimile 
signature of the authorised Officer of the Marine, Shipping, Electricity and Forest Depart­
ments of Andaman and Nicobar Administration may be accepted if they are otherwise in 
order. 

Note 2.-- The Clerk of the Court in each linked Court of a Civil Judge is authorised to sign 
cheques for withdrawals against deposits of his Court in the absence of the Civil Judge on 
duty to the other! inked Court. He is also authorised to give acquittance, on cash orders 
and bills drawn in favour of the Civil Judge during the latter's absence on duty to the other 
linked Court. 

The Civil Judge on his return to duty to that Court should inva~iably scrutinise the payments 
made from the amounts drawn on such cheques, cash orders and bills as he is ultimately 
responsible for the disposal of the money drawn from the treasury during his absence. 

Note 3.-The Commissioner of Labour is authorised to sign, pay, travelling allowance and 
contingent bills of the Labour Welfare Office during the absence from Head quarters of the 
Honorary Commissioner in charge of the grant for Amenities for Industrial Labour. 

Note 4.-Unsigned bills prepared on computer, presented by the Indian Ailrines 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 otherwise in order. 

The disbursing officer should, however, maintain a record containing the complete details 
of journeys etc. so that the claim when presented, can be verified. · 

156. The head of an office may authorise any Gazetted Officer serving 
under him to sign a bill or or:der for him communicating the name and specimen 
signature of the officer to the disbursing officer concerned. This will not, 
however, relieve the head of the office in any way, of his responsibility for the 
accuracy of the bill or for the disposal of the money received in payment. 
Biils for personal claims-of the Head of Office must, however, be signed by 
him. 

157. Bills requmng previous countersignature shall not be presented at 
a disbursing office 'before such countersignature has been obt2.ined . 

158. Bills which under a:r.y rule or order require to be pre-audited by the 
Accountant General before disbursement shall not be presented to the Treasury 
Officer except through the Accountant General. ~ 

Note.-See Rules 151 and 152. 

DUPLICATES AND COPIES OF BILLS, ETC. 

159. (1) In the case of a bill passed by the Drawing Officer/Controlling 
Officer for presentation at a treasury but lost either before payment or before 
presentation at the treasury, the Governntent Officer, who drew the original 
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bill shall ascertain from the treasury that payment has not been made on it 
before he issues a duplicate thereof. The duplicate copy if issued must bear 
distinctly on its face the word 'duplicc>te' written in red ink. The fact that a 
duplicate bill has been issued shall be immediately communicated to the 
Treasury Officer with instructions to refuse payment on the original bill if 
presented. 

(2) When any kind of bill is required to be prepared in duplicate or triplicate, 
only one copy shall be signed or countersigned in full and the other copy or 
copies may be only intitialled. If the previous audit of the Accountant Gene.o.al 
is required, only the original copy shall .be sent to that authority. 

STAMPS FOR RECEIPTS 

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

A list of authorised exemptions relating to receipts is given in Appendix XI. 
Note 1.-The limit of Rs. 20 up to which a receipt is not required to be stamped, should 

be applied to the net amount payable on a bill and not the gross claim preferred therein. 
Note 2.-Receipts for payments made outside India should be obtained from the payees 

and stamped in accordance with the Local Laws, if any, governing the stamping of such 
receipts. 

CHEQUES 

161. Save as expressly provided in these rules, no person is authorised to 
draw on a treasury by means of cheques without special order of the Govern­
ment and before he has been placed in account with their treasury by the 
Accountant General. 

162. (I) Save as provided in sub-rule (2), cheques shall be drawn on forms 
in cheque books supplied by the district treasury to the qisbursing officer 
concerned. Cheque books required for use on the Bank ~hall also be obtained 
from the treasury and not from the Bank. 

(2) The Treasury Officer shall supply a cheque book only on receipt of 
the printed requisition form, which is inserted in each bbok towards the end 
and never more than one cheque book on a single requisition . The 
requisition must be signed by the officer c>.uthorised to dmw on the treasury. 

163 . A separate cheque book shall be used for each treasury or sub­
treasury except by offices using cheque-perforating machines. Cheques from 
books obtained ffom a particular trec>.sury shall not be drawn on other treasurie~ 
or sub-treasuries of other districts. 

Exception 1 .~In the case of Forest Department payments, cheques from one cheque 
book may be drawn on differ~nt treasuries and sub-treasuries. 

Exception 2.-In the case of Public Works Departments, cheques from one cheque book 
may be drawn on different treasuries· and sub-treasuries, by the disbursing officers in their 
jurisdiction. · 
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164. The drawing officer shall notify to the treasury upon which he draws, 
the number of each cheque book which from tim~ to time he brings into use 
and the number of cheques it contains. In the case of Sl!b-treasuries, the 
advice shall ordinatily be sent through the district treasury, but in co.se of 
emergency, it may be sent direct to the Sub-treasury Officer, a. copy being 
forwarded simultaneously to the Treasury Officer. 

165. Cheque 1-:·ooks shall on receipt be. carefully examined by the draw­
ing officer who should count the number of forms contained in e~ch and 
record a certificste of count on the fly-leaf. 

166. (1) Before a ' cheque book is brought into use, all the cheque forms 
in it shall be marked by a distinguishing letter. Cheques drawn by a drawing 
officer, on " particular treasury shall be distinguished by a different ~e~!er 
from those drawn by his subordinate officers agaimt his drawing acccunt on 
that tre~sury and also from those drawn by himself on any other tre?.sury or 
sub-treasury. 

(2) Each chequ~ book must be kept under lock and key in the person~.! 
custody of the drswing officer who , when reli'!ved, shall take a receipt for 
the exact number of cheques made over to the relieving officer. 

(3) The loss of a cheque book or a blank cheque form shall be nctified 
promptly to the Treasury Officer with whom the disburisng officer concenred 
has a drawing account. 

(4) All cheques shc>ll have written across them in words r.t risht <.ngles 
to the type a sum a little in excess of that fur which they are gtanted ; thus 
"under rupees thirty only" will mean thst the chequc- is for a sum not less 
than Rs. 20, but less than Rs. 30 ; and simi!< rly "under mpees eight 
hundred only" will mean that it is for less than Rs. 800, but not less than­
Rs. 700. The amount shall be written in the manner prescribed for bills in 
clause (iii) of rule 153 and no abbreviations such as eleven hundred " for 
"one thousand one hundred" is permissible. 

(5) Cheque books containing unused cheques forms shall be cancelled by 
writing the word "cancelled" prominently across each cheque form and 
counterfoil, without signature of the Drawing Officer, and thereafter returned 
to the Treasury Officer concerned who shall destroy them by incineration in the 
presence of the Collector, after keeping a note of the fact in the relevant records 
of the Treasury under proper attestation. 

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

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

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

-... 
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167. (I) Cheques drawn in favour of Government officers and depart­
ments in settlement of Government dues shall always be crossed "A/c payee 
only-not negotiable". 

(2) Iri the absence of a spccifi·:d request to the contrary from the payee, 
cheques drawn in f<Lvour of corpor2.te bodies, firms or private persons shall 
also be crossed. Subject to ::ny instructions received from the payee, all 
cheques sh:1l1 be crossed " . . . . . . .. ...... and Co.," with the addition of the 
words "Not negotiable" between the crossing. Where the payee is believed 
to h:we 2. banking account, further prec:mtiom shall be adopted where possible 
by crossing the cheque speci::.lly (imtead of by the general crossing " ......... . 
and Co.,") by quoting the name of the barik through which the payee will 
receive payment ?.nd by adding the words "A/c payee only-not negotiable". 

This rule shall 2.pply to all cases where the use of crossed cheques is 
prescribed. 

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

Note.-The procedure prescribed in this rule applies Mutatis Mutandis to Indian Postal 
Orders used for remittance of money on Government account. 

168. (I) Every cheque in favour of a Government officer must be m:1de 
payable to order only; but when the payee is not in Government service, 
the drawer may at his request, make the cheque payable to bearer. The 
Treasury Officer will, therefore, cash cheques p2.yable to "A. B. or be~rer", 
except when A, B. , is a Government officer. [f <:.cheque p:;y:;ble to a person 
not in Government service "or bearer" or p:;yble to such person or to .such 
person "or order" is presented, the Tre:1.sury Officer m:!y decline to p:::y it, 
if he is un.J.ble to s1tisfy himself of the identity of the person claiming p?.yment 
or, in the case 'of a cheque payable to order of the regularity of the endorse­
ment, if any, by which such person h1s become the holder of the cheque. 

(2) Ordimrily a cheque p::yable to order sh·:.ll not be cashed by the Tre:-:.sury 
Officer unless it is receipted by the p<>.yee himself or other person in whose 
favour it is regularly endorsed for payment. In special cases, when the he?.d 
of an office is un :.ble himself to receive cheques pay.o.ble to his order, owing to 
his being absent on tour or for other c:mses, and when he comiders tbr:lt strict 
compliance with the ordin·ny rule will cause inconvenience, he m:q . specially 
authorise in writing a subordimte g2.Zetted officer to endorse for him cheques 
drawn in his favour by his officd desigmtion. 

Note. ].-Endorsements by duly constituted and authorised attorneys of cheques payable 
to the order of their principals may be acted upon by the Treasury Officer. It is, however, 
necessary that such powers of attorney should be registered at the treasury. 

Note 2.-In cases in which a chequ~ is presented not for cash payment but for transfer 
credit in the treasury accounts, the procedure prescribed in Rule 110 should be foliowed. 

169, All corrections and alterations in r. cheque shall be attested by the 
drawing officer by his full signature. 
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170. Cheques shall be payable at any time within three months after the 
month of issue; thus a cheque beuing date any time in January is payable at 
any time upto 30th April. 

If the currency of?, cheque should expire owing to its not being presented 
at the treasury within the period specified r.bove, it mgy be received back 
by the drawer who should then destroy it and issue a new cheque in lieu of it. 

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

171. A Government officer authorised to draw cheques on sub-treasuries 
shall give notice to the TreasurY Offtcer from time to time of the probable 
amount of his draw~ngs on e<~ch sub-treasury in order that funds may be 
provided as far as possible. 

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

172. (1) When it is necessary to cancel a cheque, the cancelment must be 
recorded on the counterfoil, and the cheque, if in the drawer's possession,. 
shall be destroyed. If the cheque is not in the drawer's possession he must 
promptly address the Treasury OFficer to stop payment of the cheque, and on 
ascertaining that the payment has been stopped, shall make the necessary entry 
in his accounts. A cheque remaining unpaid for any cause for twelve months 
afte;· the month of its issue should be cancelled in the above manner and its 
amount written back in the accounts. 

(2) If a drawing officer be informed that a cheque drawn by him has been 
lost, he shall address the Treasury Officer drawn on, forwarding for his signature 
a certificate in the following form :- · 

"Certified that cheque No ... . . ........ , dated ............ for Rs ...... . 
reported by (the drawing offic~r) to have been drawn by him on his treasury 
in favour of ............ bas not been paid, and will not be paid if presented 
hereafter. " 

(3) If, after search through the lists of cheques paid, the Treasury Officer 
flr.ds that the cheque ha~ not been cashed, he will sign and return the certificate 
taking care to note the stoppage of the cheque, a board showing the particulars 
of stopped cheques being hung up bc:forc the clerk concerned. If the original 
cheque be presented afterwards, the Tree.sury Officer shall refuse payment and 
return the cheque to the person presenting it after writing across in" Payment 
stopped". 

Not<!.-lf the currency of cheque expires on a Saturday, the Treasury Officer shall also 
verify the list of cheques paid for the subsequent working day of the Bank before the issue of 
non-payment certificate wherever necessary. 

(4) The drawing officer, on receipt of the certificate duly signed by the 
Treasury Officer, shall enter in his accounts the original cheque as cancelled, 
and may issue another. A cheque remaining unpaid for any cause for twelve 
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months after the month of its issue should be cancelled in the above manner 
and its amount written back in the accounts. 

No/e.-Superscription such as " Duplicate issued in lieu of lost one", "fresh cheque issued 
in lieu of the lost one " etc. should not be written on the second cheque issued either on the 
Bank or the Treasury in lieu of a cheque alleged to have been lost. 

173. (1) If a cheque is issued by the Government in payment of any sum 
due by the Government and that cheque is honoured on presentation to the 
Government's bankers, payment shall be deemed to be made,_:_ 

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

(ii) if it is posted to the payee in pursuance of a request for payment 
by post, on the date on which the cover containing it is put into the post. 
Note 1.-The provisions of clause (ii) above apply mutatis mutandis to payments mad<! by 

the Government by Postal Money Order or by any other recognised mode of remitting money 
by post. 

Note 2.-Cheques marked as payable on or after a specified date should not be charged tO 
the accounts until the date on which they become payble. All such cheques should bear 
the superscription •·payable on or after .... . ... .. . . . . .. . . " (specific date of payment to be 
indicated in the blank space) . The superscription should invariably be affixed with a rubber 
stamp in bold letters just below the date of issue of the cheque. The contemplated due 
date of payment should preferably be written in red ink. 

(2> The provisions of rules 161, !63 to 167, 169 and 170 as also of 
rule 172 apply to chequJs drawn on the Bank. 

LEITERS OF CREDIT, ASSIGNMENTS AND 01HER ORDERS FOR PAYMENT 

174. (I) Where under the provisions of these rules or under any special 
order of the Government, letter of credit or assignment (Form M.T.R. 11) 
is issued in favour of a drawing officer, such letter of credit or assignment 
shall specify the maximum amount upto which the officer credited shall 
have authority to draw on the particular treasury on which the letter of credit 
or the assignment, as the case may be, has been issued. 

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

Note.- Form M.T.R. 11, prescribed for letter of credit is a general form which may be 
modified by the Accountant General where necessary to meet the speci al requirement or any 
particular drawing officer. 

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

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

Note.-Cheques issued against letters of credit/assignments may be encashed at the Bank 
direct, that is, without the intervention of the Treasury Officer. 

(2) Letters of credit issued in favpur of Post Offices shall lapse at the close 
of the month for which they are issued. In all other cases, a letter of credit 
or assignment shall lapse at the close Of the financial year in which it is issued. 

176. (1) Except as provided in sub-rule (2) below, an order or authority 
issued by an Accountant General whether in the form of a letter, telegram 
or enfacement on bill or otherwise for payments to be made at a place outside 
the limits of his own jurisdiction, may not be communicated to the Treasury 
Officer or the disbur.sing officer concerned except through the Accountant 
General within whose jurisdiction the treasury or disbursing office is situated. 

Note.:--AII payments to private parties which are payable at treasuries or sub-treasuries 
under the jurisdiction of an Accountant General other than the one in whose books the charges 
are adjustable should, as far as practicable, be made direct by the drawing officers by 
means of Government drafts instead of requesting their Accounts Officer for arranging 
payments through the Accountants General concerned. A certificate to the effect that the 
payment has been made to the proper person and that a proper acknowledgement has 
been obtained and filed in his office rna" be sent to Accountant General by the Drawing 
Offic:r, as and when the payment is made to a private party. 

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

(2) In cases where the order or authority referred to in sub-rule (I) relates 
to a payment to any private party such as fees to Advocate, etc., to be made 
outside the jurisdiction of the Accountant General issuing such order or 
authority it may be communicated directly to the Treasury Officer or 
Disbursinng Officer concerned and the payment should be arranged by Drawing 
Officer by means of a bank draft. The commission on the draft is payable 
by Government except in the case of supplies made under a contract which 
stipulates delivery at a place inside the jurisdiction of the indenting authority. 

ENDORSEMENTS ON CHEQUES, BILLS~ ETC. 

177. All cheques, bills, etc., preferable at a treasury for payment being 
non-negotiable instruments, can be endorsed only once in favour of the specific 
party to .. whom the money is to be paid : 

I 

'! 

r 

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

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

(2) In the case of a contingent bill which has been endorsed in favour 
of a firm of suppliers, etc., under sub-rule (I) of Rule 297, the firm, etc., can 
re-endorse to its banker or to a messenger for .collection only, and the 
banker can in turn endorse it to a messenger or an' agent for collection only. 
Thus, in all, three endorsements are permissible in such cases, provided 
that of the three, one is to the payee's banker and one is to a messenger 
or agent for collection only, and 

(3) An agent may, notwithstanding anything contained in clauses (I) 
and (2) for the purpose of collecting the cheque or bill endorse it in favour 
of his messenger. 
Explanation.-In this Rules a 'banker'-includes a Post Office Savings Bank and an 

""' ' agent •1 means any Bank, including Post Office Savings Bank acting as a coflecting agency 
for and on behalf of the payee's banker. 

Note.-cheques drawn directly on the bank without the intervention of the Treasury 
Officer are negotiable instruments and arc not subject to the provisions of this Rule. 

SPECIMEN SIGNATURE AND OTHER SAFEGUARDS 

• 178. Every Government officer who is authorised to draw cheques or 
sign or countersign bills payable at a treasury shall send a specimen of his 
signature to the 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 than the 
· forwarding letter itself, must be duly attested by the officer signing the 
forwarding letter. 

The procedure prescribed in this rule shall be observed mutatis mutandi~ 
by all Government Officers who are authorised to draw upon the Bank or 
any other office of disbursement. 

Note ].-All the Administrative Departments of Secretariate should forward specimen 
signatures of the officers authenticating sanctions of Government in respect of grants-in-aid 
or loans and fdvances to the Treasury Officers, after getting them duly attested by the 
Collectors o the Districts concerned. 

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

H-269-1: . ' 
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officers, Accountants General. Attested copies of specimen signatures of 
such gazetted officers serving under him as are authorised to draw cheques or 
sign payment ord~rs upon the Bank will also be supplied by the Accountnant 
General to the Bank. 

180. When any change of offic6 occurs among the gazetted officers aforesaid, 
the fact will be intimated and attested copies of the specimen signatures of 
the relieving officers supplied to the Treasury Officers, disbursing officers and 
the Accountants General concerned as well as to the Bank. 

Section 11-Payment of claims at the Treasury 

INTRODUCTORY 

181. The rules of procedure prescribed in this section are designed primarily 
for the guidance of Treasury Officers in dealing with claims upon the Govern­
ment that may be presented. to them for disbursement. Special rules applicable 
to treasuries the cash business of which is conducted by the Bank are laid 
down in Part VI. 

CHECKS , TO BE APPLIED AT THE TREASURY ON CLAIMS PRESENTED 

182. The bill, cheque or other documents presented as a claim for money 
shall be received and examined by the Accountant and then laid before the 
Treasury Officer who if, the claim is admissible, the authority good, t.he signature 
and countersignature where necessary genuine and in order and the receict 
a legal quittance, will sign the order for payment at the foot of the bill, etc. 
taking care to adopt the precautions prescribed in claus~ (iii) of rule 153. 
Careful attention must also be given to the instructions contained in these 
rules regarding the completion of bills, cheques, etc., presented in support of 
claims against tbe Government. 

Note ] .-The orders for payment on the bills, etc., should be written in red ink. 
Note 2.-The Audit Officer will supply all Treasury Officers within his audit area with a 

copy of the specimen signatures of all gazetted officers serving under him who are authorised 
to sign payment orders on bills pr to issue letters of authority for payment to be made at 
treasuries and sub-treasuries. Before a Treasury Officer passes a bill for payment at his .;. 
treasury or sub-treasuries in his district he should verify the signature on the order by 
comparison with the specimen in his possession of the signature of the signing officer and shall 
mark a tick in red ink of his having done so. 

Exception (i).-The Treasury Head Accountant is authorised to pass all pension bills for !. 

payment upto a limit of Rs. 150 per month includin-g Temporary increase, · Additional 
temporary increase and Ad-hoc increase etc. of Pensioners drawing pension .through Banks 
which have executed a bond to refund overpayments. All bills in respect of payment of 
gratuity should however cqntinue to be passed by the Treasury Officers/Senior TreJ.sury 
Officers. When a pension is paid for the first time, the claim sho Jld be scrutinized and 
passed by the Treasury Officer, irrespective of the amount of pension involved. 

Exception Ui).-The Treasury Head Accountant is authorised to pass all other pension 
bills for payment upto a limit of Rs. 60 per month in each case (inclusive of Temporary 
increase), where the pensioners collect their pension in person except the pension bills for 
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the month of March, June, September and December payable in the subsequent months 
which should be checked and passed by the Treasury Officer/Senior Treasury Officer. Bills 
of pension paid for the first time as well as gratuity bills should be signed by the Treasury 
Officer/Senior Treasury Officer himself. 

Note.-These orders are applicable only to Maharashtra State pensioners. 

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

(2) Corrections and alterations in orders ofpayment given by the Treasury 
Officer on the Bank must be attested by his full signature. 

184. Special care shall be taken that all bills, ~heques, etc., passed for 
payment at the treasury are paid on the same day and that no payment is 
made except under the written pay order of the Treasury Officer. 

185. (I) When a bill is presented by a person, who is not the Drawing 
Officer himself or his duly authorised Agent (banker), he shall be required 
to produce a letter, in form M.T.R. 46 authorising him to receive payment. 
The signature of the messenger or his thumb impression, if illiterate, 
shall be taken on the bill as a proof that the messenger actually received 
the mopey on behalf.of the Drawing Officer. 

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

186. Speical precautions must be taken by the Treasury Officer as regards 
all bills and documents showing sign of alteration; and if such documents be 
frequently received from any office, the attention of the head of the office shall 
be formally drawn to the irregularity. 

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

187. With regard to the claims presented either on bills or on cheques, 
the signature of the drawing officer shall be compared carefully with his 
specimen signature received under Rule 178, before payment is ordered. In 
the case of payment to be made on the authority of an order purporting to 
have been issued from the office of an Accountant General, the Treasury Officer 
shall verify the signature on the-order by comparison with the specimen signa­
ture of the signing officer received under Rule 179. 

Note.-Specimen signatures received by the Treasury Officer should be carefully pasted in 
guard files, which must be kept in the p~rsonal custody of the Treasury Officer. 
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188. The Treasury Officer shall check the arithmetical computations on 
bills. 

Note.- When bills presented for payment contain obvious arithmetical mistake or trifling 
mistakes which can easily be corrected, the Treasury Officer should not return such bills but 
should correct them and pay the corrected amount of the bills. Similarly, where bills contain 
dobutful items which can easily be eliminated the Treasury Officer should disallow the 
doubtful items and pay the remainder of the bills. In all cases the corrections made and the 
reason therefor should be intimated to the presenter of the bill and if necessary to the Account­
ant General or the Treasury Officer in the case of payment made at a sub-treasury. 

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

Exception.-In respect of Gazetted Officers drawing pay and allowances from the Konkan 
Bhavan Sub-treasury, such register shall be maintained in the Sub-treasury itself. The 
Assistant Treasury Officer, Konkan Bhavan, shall receive pay slips directly from the Audit 
Office and shall issue Last Pay Certificates directly without the intervention of the Dil;trict 
Treasury, Thane. 

190. The bills for pay and allowances or leave salary of a gazc;tted 
Government servant who is about to retjre t1r proceed on leave out of India 
shall be separately submilted to the Accountant General for special audit 
on the date oi payment or as soon afterwards as the intention of the Govern­
ment servant to retire or to proceed on leave becomes known to the Treasury 
Officer. 

191. A Treasury Officer shall not underake correspondence for Government 
servant or a private individual making a claim to any special allowance or 
concession, but request the person concerned to address the Accountant­
General either direct or through his own official superior, as the case may be. 

SPECIAL PRECAUTIONS TO BE TAKEN BY THE TREASURY OFFicER 

192. The Treasury Officer ~hould take the following special precautions 
in passing the bills :-

(1) He should ensure that the bills are genuine and complete in all respects 
and issue instructions to the staff concerned to write the pay orders on the 
bills in such a way af:. not to leave any space for interpolation after the Treasury 
Officer has f:.igned the pay order. 

(2) He should not depend on concerned clerks to read out bill numbers 
and amounts entered in the treasury registers, requiring his attention. Each 
entry in the register should be intitialled by the Treasury Officer only at the 
time of signing the pay order on the corresponding bill and he should see 
that the amounts entered in the register and in the pay order tally with each 
other. 
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· PAYMENT TO PERSONS NOT IN GoVERNMENT EMPLOYMENT 

193. (1) When a person not in Government employment claims payment 
for work done, services rendered, or articles supplied, the Treasury Officer 
shall, subject as provided in Rule 148, require the submission of the claim 
by the head of the department or other responsible Government officer 
concerned. 

(2) Failing- the above, in cases when it may be necessary to pay the 
amount of a bill drawn by a person not in the Government service and also 
when the authority of the head of the department or responsible official is 
insufficient, that officer with any necessary particulars for obtaining the 
sanction of the Government should such b.e needed. · 

(3) In any event if a bill be drawn by a person not in Government employ­
ment, the Treasury Officer shall use special precautions for satisfying himself 
of the identity of the applicant for payment. 

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

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

Nothing herein contained should operate to create in favour of the Bank any righto­
quity vis-a-vis the Government. 

Note 2.-Payments to contractors should, as far as conveniently practicable be made by 
cheque on the nearest treasury and a stipul.ion to the effect that payments will be so made 
should be inserted in the contract agreement when necessary. 

The nearest treasury would ordinarily be one within the district, but in specific cases where 
the nearest treasury happens to be outside the district, payments may be made by the disburs­
ing officer by cheque on such a treasury. 

Note 3.-In respect of payment of continegnt bills to persons not on the establishment 
of the Officer who prefers the bill when large payments are involved which cannot be 
conveniently met from the balance tn hand of the office permanent advance, the bill may be 
endorsed in favour of the contractor, after it is checked and passed for payment by the head 
of the office. It should then be made over to the contractor to be presented at the treasury 
for payment, and to guard against the payment of farduulent bills an advice giving all 
particulars of the bill should be simultaneously issued to the Treasury Officer making the 
payment. The Treasury Officer shoukl check the bill, when presented by the party, with the 
advice and after satisfying himself of the identity of the person, make the payment. 
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In the departments under the control of the officers noted below*; the system 
of making payments on account of supplies and services and contingencies 
by endorsing the contingent bills to parties other than the drawing officers 
(as specified in the above paragraph), may be. adopted in cases where it can be 
worked advantageously. It should not be Adopted as regards payment to be 
actually made in a district other than the one to which the amount is chargeable. 
In such cases money should be drawn on an abstract bill and remitted by 
a Government draft. As the above said procedure will apply to abstract 
bills, the controlling officer's check will not be interferred with, since detailed 
bills with vouchers can be submitted to him as usual. · 

194. When after applying all the checks the Treasury Officer is satisfied 
that the claim is in order he will check the payment order endorsed on the 
bill and sign it. At sub-treasuries, the Treasury Aval Karkun/Naib Tahsildar 
is permitted to sign the orders on behalf of the Sub-treasury Officer. 

195. The Treasury Officer sha11 furnish to the Commissioner of Income tax 
concerned quarterly statements of individual payment of Rs. 250 and above ~ 
made by him to non-officials either on behalf of the Government or any local 
authority on account of fees, commission, bonus and remuneration of any 
kind, indicating the names and addresses of the payees together with the 
amounts paid. The monetary limit in case of payments to contractors; etc. 
shall, howev.er, be Rs. 1,000 for each paym"ent. 

CHEQUES AND LETTERS OF CREDIT 

196. Stocks of cheque books required for supply to the drawing officers 
under Rule 162 shall be kept by the Treasury Officer, supplies being obtained 
periodically from the Government Press. Cheque books shall on receipt be 
examined carefully and the number of forms in each book counted, a certificate 
of count being recorded by the Treasury Officer on a fly-leaf. They shall be 
examined again when issued to drawing officers, care being taken to see that 
they are acknowledged by the latter promptly. 

197. When a cheque is presented, special care shall be taken to ascertain 
by examination of its printed number that it really was taken from the book 
notified under Rule 164 as in use by the drawing officer who has signed it. " 
The provisions of Rules 167 to 170 shall bE"' specially borne in mind. 

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

•surgeon General with the Government of Maharashtra. 
Director, Government Printing and Stationery, Bombay. 
Director of Agriculture. 
Inspector General of Prisons. 
Commissioner of Police, Bombay. 
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199. P~ss books sent to the treasury to be written up s.hall ordinarily be 
(eturned to the drawing officer on the same day. 

200. In the case of a cheque lost before payment, in respect of which 
a certificate of non-payment has been furnished by the Treasury Officer to the 
drawing officer, the precautions prescribed in sub-rule (2) and (3) of Rule 172 
shall be carefully observed with a view to preventing the payment of the cheque 
in question. 

201. (1) Every payment made on the authority of any letter of credit or 
assignment must without fail be noted at the time of payment under the 
Treasury Officer's initials .either in the appropriate register of payments, or on 
the reverese of the letter of credit or assignment itself. 

(2) The Treasury Officer must bear in mind that t he letter of credit or 
assign[lllent shows the maximum amount he has authority to pay, or the depart­
mental officer credited has authority to ask for, and that any further payment 
is made at the Treasury Offioor's own risk ; the progressive total of his payments 
must therefore be so recorded that there can be no risk of overpayment. 

llfote ] .-See also Rules 174 to 176. 
Note 2.-"The instructions in this rule do not apply to letters of credit opened at Banking 

Treasuries." 

DISBURSEMENT OF CLAIMS AND R ECORD OF PAYMENT 

202. (1) After a cheque or bill has been completely entered in the accounts 
and the order to pay signed by the Treasury Officer, it shall be passed on to­
gether with the payee, to the Treasurer's branch, when the Treasurer shall make 
the payment and enter it in his cash book. The Treasurer shall punch the 
stamp, stamp the document 'paid' and retain it for delivery to the Account 
Branch when the books are compared. 

(2) The Teasury Officer shall take special precautions to see that receipt 
.stamps are so defaced th:• they cannot be used again and offer no temptation 
to the obstracti0n of the vouchers for the sake of stamps .upon them. It must 
be borne in mind that several cases of loss of vouchers have occurred owing 
to neglect of this precaution. 

Note ] .-Any deductions made by the Treasury Officer reducing the net amount claimed, 
on a bill shou~d be explained in a memorandum signed by the Treasury Officer to be given to 
the presenter. 

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

203. A Treasury Officer, when cashing bills for Survey Officers and others 
at a distance from the treasury, shall furnish a note explaining the amount of 
cash and Reserve .Bank Drafts (if any), issued and any deductions or alterations 
that may be made in the bill presented. The note may be in bilingual form 
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as it is important that the guard or messenger who receives the money should 
ascertain that the amount stated agrees with the actual cash or Reserve Bank 
Drafts delivered to him ; and when that person is unable to read, the Treasury 
Officer shall himself explain to him the amount entered on the note. 

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

Bills presented for contingencies 

Bills presented for sundries 

Paid in cash 

Paid in drafts 

*Deductions (if any) 
*Explanation 

Signature of Messenger . .................. ....• 

PAYMENT BY POSTAL MONEY ORDER 

Total 

Total 

000 

()()() 

000 

000 

000 

000 

000 

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

205. (l) When the whole or a part of the amount of a bill is required to be 
remitted by a Treasury Officer to a person or persons by Postal Money Order, 
he shall, if the bill is in order, pass it for the net amount after deduction 
of the amount to be remitted and the commission due thereon, credit 
the deductions by transfer to the Post Office·and·send the money order form 
or forms to the Post Office, with a certificate to the effect that the amount 
of the money order with the commission due, which must be specified in thee 
certificate, has been credited to the Post Office by book transfer. The words 
" adjusted by book transfer " shall invariably be written in red ink across the 
money order form. The Treasury Officer shall also see that the purpose of 
the money order is stated in the acknowledgment portion of the money order 
form as required by clause (xiii) of Rule 153. 

(2) On obtaining the money order receipt the Treasury Officer shall check it 
with the amount deducted from the billl. 
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PAYMENT AT SUB-TREASURIES 

206. Subject as provided in rule 147, the procedure in regard to payment 
of claims at district treasuries is generally applicable to sub-treasuries also. 

CASH ORDERS ON SuB-TREASURIES 

207. In cases in which remittances cannot be affected by means of Reserve 
Bank Drafts under the provisions of Part XII, a Treasury Officer may issue 
an order in Form M.T.R. 12, upon any sub-treasury within the district for 
payment of cash-

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

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

(iii) in payment of advances and balances of General Provident Fund 
drawn on a bill presented by the Head of an Office authorised to sanction 
the advance l'.t the headqu~rters of the district ; 

(iv) in other cases authorised by these rules or by the Collector ; 
(v) See also Note _I( a) below rule 147. 

208. When a cash order is issued, the Treasury Officer shall assign a serial 
Dumber to the order and enter the amount and other particulars in the appro·· 
priate register prescribed in Account Code, Volume II. An advice in Form 
M.T.R. 13, shall then be sent by first post to the sub-treasury drawn upon and 
the cash order handed to the person tendering the money or the bill against 
which the order is issued. 

209. On receipt of the advice of cash order from the Treasury Officer, 
the Sub-Tre(_'.sury shall immediately enter the particulars in a register in Form 
M. T.R. 14, and when a cash order is presented, the advice register must be 
consulted before payment ; the cash order with the receipt endorsed will be the 
voucher for the p<~yment, which must be noted at the time in the advice register. 

Note.-The adjustment of cash order will be watched at the treasury in accordance with the 
directions contained in the Account Code,·Vol II. 

210. (1) Cash orders ouUtandmg f-or more than three months shall be 
hel9 as lapsed aro:l should. he stopped, the charges they represent being cancelled 
and adjusted by the Accountant General. The fact must be noted in the relevant 
registers kept in the treasury and sub-treasu •. · 

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



82 

Note 1.-A statement of lapsed cash orders will be submitted by the Treasury Officer 
to the Accountant General in accordance with the directions contained in the Acco.unt Code 
Vol. II. 

Note 2.- The provisions in the Maharashtra Treasury Rules, 631 , 632, and 633 regulating 
the issue of duplicate of drafts should be made appiicable to the issue of duplicate "Cash 
Orders" in lieu of lost cash orders by substituting the words 'Currency Officer' appearing in 
the said Rules by 'Accountant General' 

211 . If, for special reason, a Sub-Treasury Officer is in any case authorised 
by the Collector to issue cash orders on the district treasury or any other 
sub-treasury in the sa;liledistrict, the procedure shall be the same as that pre­
scribed for orders issued by the district treasury. 

Section III-Responsibility for Moneys Withdrawn 

\TOUCHER FOR pAYMENT 

212. Subject as hereinafter provided in this rule, Government Officer 
entrusted with the payment of money shall obtain for every payment he makes, 
including repayment of sums previously lodged with the Government, a voucher 
setting forth full and clear particulars of the claim and all information necessary 
of its proper classification and indentification in the accounts. Every voucher 
must bear, or have attached to it an acknowledgement of the payment signed 
by the person by whom, or in whose behalf, the claim is put forward. The 
acknowledgement shall be taken at the time of payment. 

Note I .-As adjustment bills for 'NIL' _amount involve no payment, it is not necessary to· 
insist upon any acknowledgement of payment in respect of such bills. 

Note 2.-A single receipt, stamped where necessary, given by a payee in acknowledge­
ment of several payments or a lump sum payment, either in cash or by cheque, made to him, 
on one occasion, shall constitute a vaild quittance and the disbursing officers, in such cases,. 
should give cross reference on all vouchers to which the receipt relates. 

213. In a.l! cases, in which it is not possible or expedient to support a payment 
by a voucher or by the payee's receipt, a certificate of payment duly signed by the 
disbursing officer and countersigned by his superior officer, together with 
a memorandum explaining the circumstances, should invariably be placed on 
record and submitted to the Accountant General, where necessary. Full 
particulars of the claims should invariably be set forth ; and where this neces­
sitates the use of a regular bill from, the certificate itself may be recorded thereon. 

Note I .-In the case of article received by value-payable post, the value-payable cover 
together wi th the invoice or bill -showing ihe details of the items paid for may be accepted 
as a voucher. The disburisng officer should e1tdorse a note on the cover to the etfect that the 
payment was made through the Post Office and this also covers charges for the money order 
commission. 

Note 2.-A certified copy (marked 'duplicate') of a receipted voucher may be retained by 
the disbursing officer, should this be necessary to compk:te the record of his office, but the 
payee should not be required to sign a copy or give a duplicate acknowledgment of the 
payment. 
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. 214. Th.e .provision of rules .153 and 160 regarding the preparation of 
bills and glVlng of stamped receipts shall be carefully observed in regard to 
claims presented at a departmental office of disbursement. 

Note /.-Cash memoranda which do not contain an acknowledgement of the receipt of 
money from persons named therein are not receipts within the meaning of section 2(23) of the 
Indian Stn.mp Act (II of 1899). Further, the mere wridng of the purchaser:S name and address 
on a cash memorandum for delivery purposes does not transform it into an acknowledge­
ment to the purchaser that the money has been paid. Cash memoranda will not, therefore 
be regarded as sub-vouchers in Audit unless they contain an acknowledgement of the receipt 
of money from the person named therein (with stamps affixed when the amount exceeds Rs . 20) 
or, in case> where this is not practicable, they are stamped ' paid 'and initialled by the drawing 
and disbursing officer. 

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 supplier's acknowledgement. '' 

Note 3.-The cash memos issued to Government institutions for foodgrains purchased from 
authorised ration shops under the provisions of the Maharashtra Foodgrains ltationing 
(Second) Order, 1966'; need not be stamped as these are not treated as receipts or acknowledge-

" ments for money received. " 

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

216. All paid vouchers must be stamped ' paid ' or so cancelled that they 
cannot be used a second time. Stamps affixed to vouchers must als~ be can­
celled so that they may not be used again. 

217. Vouchers and acquittances which are not required to be submitted 
to the Accountant General shall be filed and retained carefully in the office 
concerned as important documents till they are destroyed under the orders 
of competent authority. 

218 . (l) All sub-vouchers to bil ls must be cancelled in such a manner 
that they cannot be subsequently used for presenting fraudulent claims or 
other fraudulent purposes. 

(2) The provisions of rule 291 with regard to cancellation and destruction 
of su.b-vouchers relating to contingent expenditure shall apply generally to 
sub-vouchers in respect of other classes of payments, unless they are governed 
by special departmental regulations or orders of the Government to the contrary. 

OVERCHARGES 

219. Subject to such special orders as the Government may issue in any 
individual case, the responsibility for an over-charge shall rest primarily with 
the drawer of a bill, and it is only in the event of culpable negligence on the 
part of the Controlling Officer or the Treasury Officer that the question of 
recovery from either of them may be considered . 
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AUDIT OBJECTIONS AND RECOVERIES 

220. Every Government servant must attend promptly to all objections 
and orders communicated to him by the Accountant General. 

221. When the Accountant General disallows a payment as unauthorised 
the Disbu&ing Officer is bound not only to recover the amount disallowed 
without listening to any objection or protest but to refuse to pay it in future 
till the Accountant General authorises the payment to be resumed ; that no 
warning slip has been received by the Government servant against whom the 
retrenchment has been ordered or that being received, it has been answered, 
are facts with which the Disbursing Officer shall have no concern. 

Note. 1-If a Government servant from whom a recovery is ordered is transferred to the 
jurisdiction of another Disbursing Officer, the order of recovery should be passed on to that 
Disbursing Officer without delay. 

Note 2.-A Disbursing Officer must not, when a retrenchment Js ordered, enter into any 
correspondence with either the Accountant General or the Government servant concerned; 
it is his duty simply and promptly to carry out the orders he has received and to leave to the 
person aggrie~ to refer the case to the proper authority. 

Note 3-Representations and protests against retrenchments ordered by the Accountant 
General may not ordinarily be considered by the administrative authorities if submitted later 
than three-months after the date of receipt of tbe intimation by the aggrieved Government 
servant. This provision does not remove from the Disbursing Officer the duty of enforcing 
immediately the recovery of a retrenchment order under this rule. 

Note 4.-While a Government servant is under suspension and is in receipt of subsistence 
grant, the retrenchment order in respect of any overpayment caused to him in the past shall 
be issued by the Accountant General in consultation with the authority competent to place 
the Government servant under suspension. The aforesaid administrative authority will 
exercise discretion whether recovery should be held wholly in abeyance or it should be effected 
at full or reduced rates depending on the circumstances of each such case. 

222. Recoveries may not ordinarily be made at a rate exceeding one-third 
of pay or subsistence allowance unless the Government servant affected has, 
in receiving or drawing in excess, acted contrary to orders or without due 
justification. 

Note.-For the purpose of this rule, "pay" includes emoluments classed as pay, under the 
Bombay Civil Services rule 9(39). 

223. A register shall be maintained at the treasury and every other dis­
bursing office for recording all retrenchments ordered by the Accountant 
General. Separate columns shall be provided to show the name and office of 
the person from whom the recovery is to be effected, the nature and amount 
of the overpayment and the method by which the overpayment has been 
adjusted. 
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CHAPTER U-PERSONAL CLAIMS OF GOVERNMENT SERVANTS 
GENERAL RULES 

FORMS AND PREPARATION OF BILLS 

224. The forms on which claims for pay, allowances, etc., are,to be preferred 
and the detailed proced~re to be observed in the preparation and presentation 
of such claims shall be regulated by the provisions contained. in the case of 
gazetted Government servants in Chapter III and in the case of non-gazetted 
Government servants in Chapter IV or this part. 

DEDUCTON FROM BILL 

Funds Deductions 

225. The duty of noting the proper deductions to be made from pay bills 
on account of insurance, Provident and other Funds shall devolve on the 
drawers of the bil)s as such deductions are to be recovered by short drawings 
from the Treasury ; but no discretion is allowed to a Tresury Officer in carrying 
out any order received from the Accountant General to make any particular 
deduction. 

Note. l-In the following cases recoveries should be effected by deduction from bills :­
Fines, rents, income·tax, all service funds and other funds, except when recoveries in cash is 
permitted by rules, recoveries in compliance with retrenchment orders issued by the Accountant 
General and recoveries in instalments of advances made to Government servants. 

Note 2.-The Treasury Officer must, however, check the deductions in the case of Indian 
Civil and Indian Military Service Family Pension Regulations and the Superior Services 
(India) Family Pension Fund Rules. 

The procedure to be followed in making such deduction is laid down in 
Part VIII. 

Deductions of Taxes on Income 

226. Deductions from the 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. 

HousE RENT DEDUCTIONS 

227. (1) When demand& for rent of public buildings, recoverable from 
Government servants, are received from the Public Works Divisional Officer 
or any other authority in charge of such buildings, the Government servants 
who draw their own pay bills, and heads of offices in the case of non-gazetted 
Government servants, shall make the necessary deductions as specified in the 
demands froin the next bill in which pay is drawn. After the recovery has 
been made, one copy of the demand statement, which will be rendered in tripli­
cate, shall be returned to the authority from which it was received after noting 
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the amounts recovered and recording?.. certificate to the effect, if the recoveries 
are in order, that the recovery has been made and the emoluments c>.re correct 
The other two copies should be attached to the bill from which the recovery 
has been made. In noting the deductions in the bills, the head of account to be 
credited and other particulars as given in the demand statement must be shown. 

(2) If the rent recoverable from a Government servant is limited to a certain 
percentage of the emoluments of the Government servant, the particulars 
of such emoluments shall be noted in the remarks column of the demand 
stc>.ement before its return. Where, after the return of the demand statement, 
the emoluments of ?. Government servant are ch~.nged retrospectively, such 
changes sh'lll either be shown in the next demand statement or intimated to the 
authority concerned by a special letter. · 

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

ment in respect of public buildings belonging to Stc>.te may be made in-accor­
dance with such procedure as may be prescribed by the Government of the 
State. 

(ii) ·The Government and Department of the Central Government may 
after consultation with the Accountant General , prescribe such detailed rules 
of procedure as may be ne~.£ssary for recovery of rents of public building 
under their administrative control. • 
( 4) The provisions of this rule apply also to other charges , e.g. additional 

rent recoverable for furniture, electric, water, heating and sanitary installations 
ch»rges for cost of water, electric energy, etc. which may, under the orders of 
competent authority, be recovered in the same way as and together with rents 
of buildings proper. 

(5) Nothing in this rule will be considered to plc>.ce the responsibility for 
recoveries on the Treasury Officer unless a copy of the order of recovery issued 
by a competent authority is simultaneously forwarded to the Treasury Officer 
with a request to effect the recoveries. 

R.ECOVERIE:) 

228. Deductions o~ account of sums disaHowed from pay-bills shall be 
made strictly in accordance with the instructions issued by the Accountant 
General. The recovery of a sum disallowed from a pay-bill may be made 
from the next pay-bill, and of a sum disc>.llowed from a travelling allowance 
bill, from the next payment of travelling allowances ; but sums disallowed 
from a travelling allowance bill must be recovered in cash or from the pay-bill 
when the Government servant concerned does not, within a month, present 
any other travelling allowance bill from which they can be recovered. 

229. Recoveries of advances on account of travelling allowance may be 
· made after the usual period allowed for presentation of the detailed bill has 
expired. 

; 
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ATTACHMENT OF PAY AND ALLOWANCES, ETC. , FOR D EBT 

230. (1) When the pay of a Government servant is attached by any order 
of a Court of Law, it is the duty of the officer receiving the attachment order 
to see th?.t the proper deduction is made in satisfaction of such order from the 
pay of the Government servant concerned and he shall keep a record of such 
deductions in Form M. T. R. 14-A. For the extent to which the emoluments of 
a Government servant ?, re exempt from attachment fm debt, see Fin. Rule 89 
of F. P. No. I. 

(2) Any deduction which may have to be made on account of subscrip­
tions to provident fund recognised by Government, taxes on income payable 
by the Government servant, and dues of co-operative societies and debts due 
to Government should be made from the non-attacheable portion of the 
Government serv?.nt's salary. 

23 I . Without prejudice to the appropriate proviSIOns of the law as 
"' contained in Rule 48 of Order XXI in the First Schedule to the Civil 

Procedure Code, 1908, c:.s amended by the Civil Procedure Code (Amend ­
ment) Act, 1939 (Act XXVI of 1939), the procedure to be followed by 
disbursing and drawing officers in making recoveries from pay of Govern­
ment servants of amounts in compliance with attachment orders issued by 
Courts, sh1.ll be regulated in arc:ordance with the foilowing rules :-

.., 

(1) Subject as hereinafter provided in this rule, the gross amount of pay 
and ~llowances shall be drawn on a pay-bill , but only the net amount after 
deducting the amount recoverable under the attachment order, shall be 
disbursed to the Government servant concerned. The authority whose duty 
it is .to m:1l e the deductions is responsible for remitting tbe amount without 
undue delay to the Court concerned. 

(2) In the c?.se of an att?.chment order issued by a Court in Incia against 
a Government servant- on leave out of India, whoce leave sal~rv ts disbursed 
in the United Kingdom, the appropriate authority in india, namely, the 
A_ccountant General in the case of gazetted Government servants, and the 
departmental drawing officer acting as or on behalf of the Accountant 
General in the case of others, will be responsible for dn:wmg the amounts 
recoverable monthly in compli?.nce with the ?,ttachment order and remitting 
them to the Court concerned, unless timely intimation is received by him 
of the death of the Government servant or of any other event necessitating 
the discontinuance of such payments. The tr?.ns?.ction will not, however, 
be carried through before the I Oth 01 the month following that to "' hich thes 
portion of the leave sal?..ry for the time bein . withheld relates. The 
recovery of income-t2x (and super-tax) will be me.de wholly from the portion 
of the leave salary disbursed in the United Kingdom. 

The Comptroller :4nd Auditor General will issue sud instructions as may 
be necessary in order to ensure that the amounts that will have to be 
deducted in compliance with t~.! attachment' order as specified in the orit,inal 
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or amended English Leave Sabry Certificate of the Government servant 
concerne6, with necessary directicns to the disbursing authority in the United 
Kingdom to make the c.>rresponding reductions in the monthly bills 
presented to it for payment. 

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

(3) In cases in which a judgment-debtor does not sign the acquittance roll 
and intentionally allows his pay to remain undisbursed, or the judgment­
debtor, being a gazetted Government servant, or not being a gazetted Govern­
ment servant but being permitted to draw his pay on a separate pay-bill, refrains 
from preparing his pay-bill and drawing his pay regularly in order to evade 
payment on account of'an attachment order issued by a Court of Law, the head 
()f the office or, in the case of a gazetted Government servant or of a Govern­
ment servant treated in this respect like a gazetted Government servant, the 
administrative officer of the department concerned may drr.w the pay of the 
judgment-debtor in satisfaction of the attachment or_der, subject to the prescribed 
restric~ions, and remit the amount to the Court concerned. 

(4) The amounts drawn under sub-rule (2) and (3) above shall be treated 
in the accounts in the same way as leave salary or pay drawn by the Govern­
ment servant concerned, the particulars of the attachment order being cited 
in" the pay-bill or the acquittance roll, as the case may be, as an authority for 
the charge, and the Court's receipt for the amounts shall be filed with the 
attachment register or such other suitable record as may be kept by the drawing 
officer. 

232. The cost, if any, of remittance _to a Court of money realised under 
its attachment order shall be deducted from the amount realised and the net 
.amount remitted to the Court. 

233. Recoveries from the Salary of Government Senants on account of 
profession tax levied by State Governments under their Professions, Trades, 
Callings and Employments, Taxation etc., Acts and dues of Co-operative 
Societies, registered under the various Co-operative Societies Acts, where 
such acts impose a statutory obligation on the Government to make such 
deductions, shall be made by the Drawing and Disbursing Officer in the 
case of non-gazetted Government servants who do not draw their own bills, 
and, in other cases, by the Treasury Officer on the advice of the Accountant 
General or by the other approptiate Disbursing Officer concerned as the case 
may be, in accordance with such procedure as may be laid down by Govern­
ment from time to time. 

Note ].-Procedure to be followed for makins recoveries from salaries of Government 
Servants on account of dues of Co~operative Society. 
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(a) ScoJW.-lt is obliptory to make recoveries of the amounts shown in the requisition 
that may be received in writing, from the co-operative society provided that-

(i) the Act under which ~iety has bec;l registered provides for the execution of an 
agreement by the member in favour of the society requiring the employer to make the 
recoveries ; 

(ii) recoveries are made only so long as the Government servant concerned is employed 
within the territorial jurisdiction of the state Act under which the Co-operative Society 
has been registered ; 

Exception.-A disbursing Officer, even when not IGcated within the territGrial lin::its 
to which the Act under which a Co-operative Society has been registered apr.lies, rr.ay 
effiect recoveries on account of dues of such a co-operative society from the salary 
payable to a Government servant : 

Provided that such· Government servant give~> in writing an authorisation to his 
Disbursing Officer to make the recoveries in respect of such dues and the Disbursing 
Officer, before effecting recoveries, ensures that the.authorisation given to him by such 
Government servant is clear, unambiguous and has not been revoked. 

(iii) and where the whole or a part of the attachable portion of the salary of the 
Government employee concerned is already under attachment, the recoveries on account 
of the demands from Co-operative Societies shall be made from that portion of his 
salary as is not liable to attachment under the provisions of the Code of Civil Procedure, 
1908. 

(b) Non-Gazetted Servants.-On receipt of the requisition, in writins, from the society 
it shall be the duty of the Drawing and Disbursing Officer of the Government servant 
concerned to make the recovaics in satisfaction of the requisition. The Drawing and 
Disbursing Officer should draw the gross amount of the pay and allow3l'ces of the Govern­
ment servant concerned, in the usual manner but should disburse only the net amount, 
after making the recoveries. The amount thus recovered should be paid to the Co-operative 
Society concerned, without undue delay, after deducting the remittance charges, if any. 

(c) Gazetted Government servants and such non-Gazetted Government Servant:r as are 
allowed to draw their own bills.-It shall be the duty of the head of the office receiving 
the requisition from the Co-operative Society to send the necessary intimation to the 
Accounts Officer concerned under whose authority the officer draws his salary. On receipt 
of such in-timation the Account& Officer shall arrange to make the recovtries by issuing, 
if necessary, suitable instructions to the Treasury Officer concernoo. The amount thus 
recovered by the Accounts Officer or the Treasury Officer, as the case may be, should be 
paid to the Co-operative Society, without undue delay after deducting the remittance 
charges, if any. 

(d) Where the Government Servant intentionally allows his pay to remain undrawn.-In 
cases where the Government servant concerned intenticnally allows his pay to remain 
undisbursed or undrawn, with a 'fiew to evading payment on accowrt of the dues of Co­
operative Societies, the Drawing and Disbursinf, Officer, jn the case of non-gal€ tted servants 
whc are not allowed to draw their own Bills, or the administrative Head of the Department 
concerned, in other cases should draw the J:ayof the debtor-employee, under intimation to 
him in satisfaction of the requisition receivLd from the Co-operative Society and remit tbe 
amuunt to the Society, without undue delay, after deducting the remittance charges if any. 

(e) Treatment in the accounts.-The amount recovered, in accordance with clauses (d), 
(c) or (b) above, shall be treated in the accounts in the same way as salary paid to the 
Government servant concerned, the particulars of the requisition received from the Co­
operative Society bdng cited in the Pay Bill or the acquittance roll, as the case may be, as 
an authority for the charge, and the receipt of the Co-operative Society for the amounts 
remitted to it shall be filed with such suitable records as may be kept by the Disbursing 
Officer, including a Treasury Officer. 

Note 2.- (a)· unlike the limitations laid down in Clauses (i) and (ia) of the proviso to 
sub-section (I) of Section 60 of the Code of Civil Procedure, 1908, in r~gard to the~Attach-

H-269- 9. 
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ment of salary in the execution of a Court D~crec in State Acts relating to Co-operative 
Societies do not usually prescribe any limit, either in regard to amount or period, upto 
which deductions from the Salary of a Government servant ca,1 be made, in accordance with 
the provisions of the relevant Act, in pursuance of a Demand from a Co-operative Society. 

(b) The provisions of Section 60 of the Code fo•Civil Procedure, 1908, laying down the 
exemptions and limitations in regard to : he Attachment of salary of a Government Servant, 
apply only to Attanchment in execut on of a Decree of a Court and not to any other 
deductions from salary, if oth.!rwise authorised, like deductions in pursuance of Demands 
from Co-operative Societies. 

(c) The deductions from the salary of Goverament servants in pursuance of Demands 
from Co-operative Societies, must be made strictly in accordance with the Demand, 
irrespective of the provisions of Section 60 of the Civil Procedure Code. In other words, 
while a part of the salary of a Government servant is exempt from Attachment in the 
execution of a Decree of Court, no such exemption is available in the matter of deductions 
on account of dues of Co-operative Societies. Similarly, while in regard to Court Attach­
ment, a Government Servant enjoys a 'Holiday' after the whole or any part of the 
attachable portion of his salary has been under Attachment, either continuously or in­
termittently, for a total period of 24 months, no such 'Holiday' is available to him in the 
matter of deductions on account of Demands from Co-operative Societies. 

Subject to what has been stated in the preceding paragraphs, the action to be taken in 
cases where both an Attachment Order of a Court and a Demand from a Co-operative 
Society are received in respect. of the same Government Servant should depend on the facts 
of each case and the order in which the Demand of the Co-operative Society and Attach· 
ment Order of a Court are received by the Disbursing Officer. 

FIRST PAYMENT OF PAY, ALLOWANCES, ETC. 

234. When a Government servant presents his pay bill for the first time, 
or when the name of a Government servant appears for the first time in an 
establishment bill, the bill shall be supported by a last pay certificate in the 
form prescribed by the Accountant General ; or if he did not previously hold 
any post under the Government, or is re-employed after resignation or forfeiture 
of past service, a certificate by the authority to whom the medical certificate 
of fitness has been submitted in the case of a gazetted officer or the drawing 
and disbursing officer in the case of a non-gazetted officer, to the effect that the 
medical certificate of fitness in the prescribed form, has been obtained in respect 
of the Government servant, must accompany the bill in conformity with, and 
if so required by, any rule or, order governing the conditions of the service to 
which he belongs. · ;; 

When the competent authority under any rule or order authorises the drawal 
of pay and allowances of a newly appointed Government servant for a period 
not exceeding two months without a medical certificate of Health, a certificate 
to this effect shall be furnished in the first pay bill. 

If a pensioner is re-employed the fact shall be stated in the bill. 

l'lote 1.-The payment of pay, leave salary, etc., of gazetted Government servants are 
turther subject to the provisions of Rules 20 and 253. 

Note 2.-The form of last pay certificate prescribed by the authority in the rule and the . 
c:letailed instructions issued by it for its preparation are reproduced in Appendix XII. 
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235. In all cases of transfers the responsibility for obtaining his own copy 
of the last pay certificate from his last Disbursing Officer shall rest with the 
<Jovernment servant concerned. 

PAYMENT ON QUITTING THE SERVICE 

236. The last payment of pay or allowances shall not be made to, or in 
respect of a Government servant whose pay is drawn on gazetted Government 
servants' bill form, finally quitting the service of the Government by retirement, 
resignation, dismissal, death or otherwise, or placed under suspension, until 
the Disbursing Officer has satisfied himself, by reference both to the Accountant 
General, the departmental authorities and his own records, that there are no 
demands outstanding agaimt him. In cases of other Government servants 
payment may be made without reference to the Accountant General on the 
responsibility of the Head of the Office concerned. 

ExpJanation.-The last claim referred to in this Rule may be deemed to 
be any claim preferred by Government servant finally quitting the service, 

• placed under suspension or any claim preferred after the death of a Govern­
ment servant. 

Note 1.-The procedure prescribed in the first sentence of this rule shall apply to the last 
payment of dues or honorarium to non-officials, including members of any Commission or 
Committee, whether statutory or not, as it applies to the last paym~nt of pay or allowances to, 
0!' in respect of. a:·Governm~nt servant who finally quits the service of the Government. 

Note 2.-With a view to expediting the disposal ofp!nson cases, the last payment of pay 
and allowances may be ma1e and the last pay certificatei issued pending fi01l asi:ssment 
and realisation of outstanding demands, provided that ade~uate security for meeting the 
likely demands is taken either in cash or by surety bond from the Government servant 
concerned, or by withholding a part of gratuity payable to him in accordance with the 
provisions of the Bombay Civil Services Rules. 

PLACE OF PAYMENT-PAY AND ALLOWANCES 

237. (1) Save as hereinafter provided, and subject to any special rule or 
procedure that may be prescribed by departmental regulations, bills for pay 
and allowances are ordinarily payable only at the treasury of the district in 
which the claim arises. 

Exception.-The Superintendent, Employees State· Insurance Schemes 
Hospital, Mulund is allowed to prefer Bills relating to the Pay and "'llowances 
of himself 1\nd his staff at the Treasury, Thana instead of at the Pay and Accounts 
Office, Bombay. 

(2) Nothing contained in this rule shall have the effect of withdrawing any 
concession that has been or may be allowed by the Government to individual 
Government or class of Government servants for drawing a part of their pay 
at places other than district treasury of their headquarters. 

Note I.-The claims on account of pay and allowances of the non-gazetted personnel 
and all those gazetted officers whose claims are drawn in the same manner and in the same 
forms in which similar claims of non-gazetted officers are drawn should be deemed to arise 
at the station where the drawing and disbursing officer who draws the claims, is stationed. 
In cases where a non-gazetted Government servant is on tour and the payment has to be 
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made to him at the station where he is on tour, the drawing officer shall remit the amount 
to him by Bank Draft at par or by Money Order, as may be necessary. The charges involved 
in sending the Bank draft by registered post or in remitting the dues by Money Order shall 
be charged to office contingel'lcies; 

Note 2.-(i) Every endeavour should be made to pay all personal claims for pay and 
allowances, including travelling allowance, up to date to Government servants on trans­
fer as provided for in Financial Rule 51 (b) before issuing a last pay certificate. Such 
claims may; however; ~paid after taking charge of tho new appointment provided that 
reasons for not having complied with provision of Rule 237 (1) are recorded on the bills 
preferred for such claims. 

(ii) The T.A. and such other claims of a G .0. transferred from one Audit Circle to-another,; 
duly countersigned by the controlling officer in the previous Audit Circle should be submitted 
by the Gazetted Officer to audit officer (from whose jurisdiction he had been transferred). 
That audit officer will audit and pass on the same for payment to the Audit Officer to· whose 
jurisdiction the officer has been transferred. The Officer in the new circle will arrange for 
payment through the concerned disbursing officer, under intimation to the officer who has .~ 
presented the claim. 

Note J.-The payment of the pay for a complete month of an officer who is deputed 
by a State Government to attend the session of the Central Legislature, may at the option of 
the officer, be made at the place where he may be performing duty at the time the payment 
falls due. Payment for the broken period of as month as for example when the Officer 
proceeds on leave out of India should also be made at the discretion of Officer at the perma-
nent headquarters of the officer or at the place where he may be performing duty. · 

Note 4.-The Secretary, State Committee on National Discipline Scheme and State 
Inspector for Physical Education, Poona has been authorised to draw and disburse the pay 
and allowances etc. of the National Discipline Scheme, Physical Training Instructors, posted 
at different Schools in this State, excluding those from the Bombay Corporation area. 

Note 5.-When a Gazetted Government servant whose duty requires him to travel about 
on inspection, desires to receive payment of his claims at a place where he is on tour, he 
shall send his bill to the Treasury Officer at his Headquarters duly receipted and stamped and 
endorsed as" Pay by Bank draft encashable at , to be sent by registered post". 
He shall also make an application to the Treasury Officer, along with the bill, inter alia, 
specifying therein the address to which the Bank draft may be? sent by the Treasury Officer. 
The Treasury Officer shall arrange to send the Bank draft by registered post, the expenses 
incurred on postage (including registration charges) being treated as normal expenditure on 
correspondence by the Treasury. 

· 238. Gazetted Government servants of the Public Works Department, in 
addition to the concession admissible under Rule 237, may present their 
pay and travelling allowance bills at the treasury or sub-treasury nearest 
to their headquarters or at any treasury or sub-treasury within Lheir juris• 
diction. After the place of payment has been selected, it can be changed only 
with the consent of the Accountant General or, if both the old and new places 
of payment are within his jurisdiction, of the Treasury Officer. 

239. In case of transfer, the pay due in respect of the old post, which has 
not been drawn at the time of the transfer, may be drawn at the new head­
quarters or at the place in which the pay in respect of the new post is drawn 
the allocation of the charge to the old and new appointments being clearly 
specified on the bill. 

Note.-In the case of gazetted officers whose last pay certificates are prepared by Treasury 
Officers, the responsibility for showing the correct allocations in bills rests with the officers 
the-mselves. 
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LEAVE SALARY 

240. Subject to any orders or procedure that may be prescribed by Govern;. 
ment in the case of a gazetted Government servant and in the Departmental 
regulations in the case of a non-gazetted Government servant, the leave salary 
of a Government servant, when payable in India, shall be drawn from the 
treasury or office of disbursement from which his pay was being drawn immedi­
ately before proceeding on leave. Normally, the Government servant must 
make his own arrangements for getting his leave salary remitted to him. However, 
if the gazetted officer during the period of earned leave exceeding a month 
specifically requests the treasury officer for the remittance of his net dues by 
means of demand draft, the treasury officer, shall arrange to send him demand 
draft at par by registered post and the provisions of Note 5 below rule 237(2) 
would mutatis mutandis apply. In the case of non-gazetted establishment in 
similar circumstances their net dues may on specific request, be remitted by 
means of demand draft at par by their drawing and disbursing officers and the 
charges may be debited to office contingencies. In a case where a period of 
leave is followed by transfer, such portion of leave salary as would not be 
drawn at the old station may however, be drawn at the treasury or office of 
disbursement, from which the pay in respect of the new post is drawn. 

Note.-The net leave salary of a Class IV Government servant, when the period of leave 
exceeds one month, can on his express request, be remitted-to him by the Drawing and Dis­
bursing Officer by Postal Money Ord;:r at Government expenses. 

PAY DUB TO GOVERNMENT SERVANT ABSENT OUT OF INDIA 

241. If pay or allowances be due in India to a Government servant absent 
out of India, he must make his own arrangement's to receive it in India : 

Provided that when the Government servant has finally quitted India and 
it is not possible for him tq make his own arrangements for receiving his pay 
and allowances in India, payment may be made to him through the ..fligh 
Commissioner for India in London or through the Foreign Embassy . .. 

PAYMENT OF PAY, LEAVE SALARY, ETC., THROUGH AGENTS, 

PAY AND ALLOWANCES 

242. (1) Save as hereinafter provided, pay and allowances may be paid 
only upon the personal claim of,the Government servant concerned and to" 
his personal receipt, and not otherwis~. except under the special authority 
in each case of the Government or of the Accountant General. The Govern­
ment servant may be allowed to receive payment through a messenger duly 
authorised by him to receive the money on his account but there can be no 
endorsement on the bill ~o pay to any such person ; and in such a case, the 
Governlnent accepts no responsibility in respect of money, cheque or draft 

. that may be handed over to the messenger. 
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Note 1.-Pay and allowances of a person who is certified by a magistrate to be a lunatic 
should be paid in accordance with the detailed procedure given in Annexure ' B ' prescribed 
below Rule 247 of the Central Government's compilation of the Treasury Rules, Volume I. 

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

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

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

. . . 
(c) A Government servant or a single person cannot be constituted an' agent ' 

for the purpose of this rule, except when he holds a legally valid power of 
attorney to act for the Government servant concerned. 

(3) The provisions of this rule apply to all payments in India, whether 
on account of pay, travelling or other allowances, which are made to Govern­
ment servants on their personal account. 

LEAVE SALARY 

243. For drawal of leave salary by Government servant who signs his 
bills himself, when claiming leave salary in India in respect of earned leave .or 
leave on average pay (other th~n leave prepamtory to retirement) the provisions 
of rule 242 above will mutatis mutandis apply. In the case of all other kindll 
of leave, such a Government servant must either appear in person at the place 
of payment or furnish a life certificate signed by a responsible Government 
Officer or some other well-known and trustworthy person. If he draws his 
!:~l:~ rv through an author~sed agent, the agent must furnish the life certificate 
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aforesaid, or execute -a bond to refund overpayments under the provisions of 
rules 244 and 245. " 

Note.-When separate bills for leave salary, vacation pay, etc., relating to different periods 
are presented and paid simultaneously it is not necessary to furnish separate" Life Certificates" 
for the different periods but only one certificate in respect of the date of presentation of the 
bills should be enough. In cases where the Government servant concerned has already returned 
to duty by the time the bill is presented or payment is made, personal appearance or fumishing 
of" Life Certificate" in respect of th~ earlier period of leave or vacation shall not be necessary. 

• BOND OF INDEMNITY 

244. (1) Government servants may make arrangements with their agents 
to draw their leave salary, vacation pay, etc. either granting them powers of 
attorney to em.ble them, to do so, or leaving their bills duly completed 2.nd 
signed in the 2.gents' custody for collection, the agents in their turn giving the 
Government a bon<l of indemnity as a security against any loss in. the case of 
overpayment. 

Note.-A register of power of attorrrey should be maintained by the disbursing officer 
· in the form prescribed in the Government Securities Manual and all cases in which the power 
of attorney has been granted should be recorded therein . 

(2) The bond of indemnity, which must be stamped, may be of the following · 
form in the case of a firm or bank :-

"In consideration of our/their being permitted to draw payjleave salary/ 
pension of . . ..... . ...... .. .. . . . .... .. .. . .. . . during his absence from 
.............. we/they ... . ........... . ..... . . . (here insert the name of 
the Bank) hereby eng-'lge to refund to the Government on demand, any over­
payment th!lt may be made to us/them as his agents or agent " 

It may be seen that the person signing the bond of indemnity has authority 
to bind the firm or bank. 

245. (1) It is not necessary for a separate bond, to be entered into for 
each individual. Such banks as are included in the Second Schedule to the 
Reserve Bank of India Act, 1934, ·may be allowed to execute a general bond 
in Form M. T. R. 16 to cover the pay, leave salary, pensions, etc. of their con­
stituents in general. The Natioxhlised Banks should execute a general bond 
of indemnity in Form M.T.R. 16-A. 

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

The applicatiom for such bonds will be' dealt with by the Government 
(Central or State) concerned. 

(3) Lists of ag~nts who h:we executed general bonds of indemnity with 
either the Central Government or the State Government to cover the leave 
salary, pension, etc., of their constituents are contained in Appendix XLVII 
ofthe B.C.S.Rs. Vol. II (F.P. No._Y). 
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CHAPTER III-BILLS OF GAZETTED GOVERNMENT SERVANTS 

INTRODUCTORY 

246.' The pro..,isions of this chapter shall apply primarily to claims of 
gazetted Government servants, including those of non-gazetted Government 
servants, drawing their pay in the forms provided for gazetted Government 
servants, which are payable on bills drawn directly on the treasury or on the 
office. of the Pay and Accounts Officer. With regard to claims of Government 
servants which are payable by or through a departmental office of disburse­
ment, these rules shall apply subject to such variation or modification as may 
be authorised by departmental regulations. 

FORM OF BILLS-PAY, FIXED ALLOWANCES, ETC. 

247. (l) The pay and fixed allowances of a gazetted Government servant 
shall be claimed on bills in Form M.T.R. 17, in which the whole of the fixed 
allowances claimable by a Government servant in respect of the same post shall 
be set forth. A Government servant who draws an additional allowance for 
a separate office need not present a separate bill for it unless it is payable from 
a source other than the revenues of the Maharashtra State. · 

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

Note.-A gazetted Government servant on leave preparatory to retirement or refused 
leave or terminal leave or such other leave on the expiry of which he is not expected to return 
to duty, should record a certificate on the leave salary bill that, during the period for which 
leave salary is drawn, he was not employed under, any Government, Local Fund or private 
employer. 

248. (I) Government may· permit Government servants belonging to 
establishments limit!!d and fixed with reference to the requirements of a whole 
administration, who are not ranked as gazetted Government servants, to draw 
their pay and fixed allowances separately in the form provided for gazetted 
Government servants instead of through the pay bill of their office establishment. 
The Sub-Assistant Surgeons, Jailors,.Epidemic Medical Officers and Police 
Prosecutors have been allowed to draw their own pay bills as above. 

(2) A list of non-Gazetted Government servants who are allowed to draw 
bills on treasuries is given in Appendix VIII. 

TRAVEL LING ALLOWANCE 

249. Travelling allowance bills of a gazetted Government servant shall be 
drawn in accordance with the rules under which such allowance may be due. 
For mileage, halting or daily allowance, Form M.T.R. 18 is prescribed for 
general use. 



97 

250. When a circuitous route is taken the reason for doing so must be 
stated on the bill. When a Government servant is entitled to draw actual 
expenses, such expenses shall, in the absence of special orders to the contrary, 
be set forth in detail. 

251. The provisions of clause (ii) of Rule 272 apply mutatis mutandis to bills 
for travelling allowance of Gazetted Government servants. 

COST OF MEDICAL TREATMENT 

252. The expenditure inurred by, and to be reimbursed to Gazetted Govern­
ment servants on account of medical attendance and treatment may be drawn 
by them in Form M.T.R. 18-A under the sub-head" allowances, honoraria; 
etc." without the prior authority of the Accountant General. The amount 
drawn in the. bills must be supported by proper receipts and vouchers in all 
cases, or by an authority of Medical Department empowered to sanction such 
expenses. 

ALTERATIONS OF PAY, ETC. 

253. Save as provided in Rule 20, a Gazetted Government servant may not 
draw an increased or a changed rate of pay, leave salary, fixed allowance, or 
any reward or honorarium unless the bill on which he draws it, is either pre­
audited by the Accountant General, or is accompanied by a letter of the Accoun­
tant General authorising the amount to be drawn. These letters will be issued 
from the Accountatnt General's Office as soon as possible; but as delay may 
occur if the change is made near the end of a month, or if it takes effect "from 
a date which cannot immediately be ascertained, or cannot be fixed by a certi­
ficate of transfer of charge appended to the bill, Government servants shall, · 
in the case of pay, leave salary or fixed allowances, either draw their bills for 
not. more than old rates, or send their bills for pre-audit to the Accountant 
General, if they have not received his letter of authority. 

Note].-The Audit Officer will not authorise an officer to draw pay at a rate above the 
stage at which an efficiency bar is fixed until he has received a declaration from the authority 
empowered to allow the increment over the efficiency bar. that it has satisfied itself that the 
officer in question is fit to pass the bar. 

In order to prevent the passing of an efficiency bar becoming a mere matter of form, it is 
imperative that every case should be carefully scrutinised by the sanctioning authority before 
signing the declaration prescribed above. 

Note 2.-A Treasury Officer must be careful not to pay an allowance to a Gazetted Govern­
ment servant to whom he has granted a last pay certificate unless the certificate is first 
surrendere.d. 

Exception.-(!) Honorarium to Gazetted Officers of the State Government may be paid 
without an authority from the Accountant General if it is of non-recurring nature l!nd sup­
ported by a proper sanction issued by the competent authority. The sanction should contain 
the full particulars viz., name of the payee, rate, the period, the rule or authority, etc., and 
also endorsed to the Treasury Officer, duly signed in manuscripts by the issuing authority. 
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LEAVE, PROMOTIONS, REVERSIONS, TRANSFERS, ETC. 

254. No Gazetted Officer who has relinquished charge of a post consequent 
on his proceedings on leave or on training or promotion, reversion or transfer, 
shall draw any bill on account of his pay, allowances, leave salary etc. for any 
period beyond, the date of making over charge, without a fresh authority 
from the Accountant General : 

Provided that, the provisions of this rule shall not apply to cases of transfers 
within the same Audit Circle and not involving any change in designation or 
emoluments of the officer concerned : 

Provided further that, in cases where, on the expiry of leave or on return from 
training, an officer is appointed to the same post from which he proceeded on 
leave" or training he shall draw bills for his pay and allowances from the date of 
his assumption of such charge on the basis of the authority for pay and 
allowances issued to him by the Accountant General before his proceeding on 
leave or training and, if such authority has been superseded, on the basis of 
such revised authority for pay and allowances. 

Note J.-In case any bill presented at the treasury includes claims for any period beyond 
the date of making over charge, the Treasury Officer should instead of returning the bill for 
amendment, pass for payment such portions of the claims as relates to the period up to that 
date and is otherwise admissible. 

Note 2.-In the cases referred to in the proviso to this rule, the Treasury from which 
the officer concerned draws this claims, after transfer, shall commence making payments 
on the basis of the Last Pay Certificate issued by the Treasury Officer who last disbursed the 
claims of the officer. For this purpose, the Treasury Officer, issuing the Last Pay Certificate, 
should clearly indicate therein complete information given in the authority of the Account­
ant General in his possession, particularly the date, if any, up to which it is effective. 

ADVANCES 

255. The undermentioned advances to a Gazetted Government servant may 
be drawn from the treasury in the form prescribed in rule 540, on the authority 
of the sanction or a duly certified copy thereof appended to the bill, without 
any previous authority from the Accountant General , or the Pay and Accounts 
Officer, Bombay in the case of payment in Bombay City :-

(i) Advances on transfer. 
(ii) Advances on tour. 
(iii) Advances on account of travel coneession during regular leave. 
(iv) Advances in lieu of leave salary. 
(v) Advances for medical attendance and treatment. 
(vi) Advances of travelling allowance in respect of journeys to place of 

settlement on retirement, performed during leave preparatory to retirement 
or during refused leave. 

(vii) Other loans and advances on personal account e.g. house building 
advance, advance for purchase of conveyance and tentage advance. 
No other personal advance can be paid to a Gazetted Government servant ' 

unless the payment has first been authorised by the Accountant General, or 
in case of payments in Greater Bombay, the Pay and Accounts Officer, or the 
claim has been pre-audited by the Accountant General or Pay and Accounts 
Officer as the case may be. 

Note.- The sanction to personal advances, may, if preferred, be obtained in the form of 
countersignature on the bill itself"before it is presented for encashment. 

:;: 
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CHAPTER IV-BILLS OF NON-GAZETTED ESTABLISHMENTS 

INTRODUCTORY 

256. The rules of procedure prescribed in this chapter shall apply primarily 
to personal claims of Non-Gazetted Government servants whose pay, allow­
ances, etc., are payable on bills drawn directly on a treasury or on the office of 
the Pay and Accounts Officer. In their application to personal claims of Non­
Gazetted Government servants, which are payable at a departmental office of 
disbursement, these rules are subject to such variation or modification as may 
be authorised by departmental regulations. 

MONTHLY BILLS 

257. For purposes of this chapter, parts of an establishment under the 
same officer, which appertain to diffeJ;ent major heads, shall be regarded as 
distinct establishments, e.g., a Collector's Excise establishment shall _be treated 
as distinct and separate from his Land Revenue establishment. 

2~8. In the bill presented for payment the establishment shall be distributed 
into such sections as may be fixed by the Accountant General in communica­
tion with the head of the office of establishment concerned. 

FORM AND PREPARATION 

259. (1) Bills for pay, fixed allowances and leave salaries shall be prepared 
in Form M.T.R. 19, separately for permanent and temporary establishments 
and for whom no service books are maintained, the instructions printed on the 
form being carefully observed. Except as provided in rule 262, the name of 
every substantive and officiating or temporary incumbent shall be shown against 
each post, and against each temporary post shall be noted the sanction thereto. 
The rate of pay claimed shall always be noted and when pay is drawn for a por­
tion of a month only, the number of days for which it is claimed shall be stated 
either against the name of the Government servant in the body of the bill or 
in a note at foot of the page. 

(2) The various sections comprising the establishment shall be shown 
separately, the description of each section as well as the sanctioned number 
of posts included therein being prominently written in red ink at the top. 

Note.-AJI fixed allowances including permanent travelling allowance, conveyance allow­
ance, etc., should" be drawn in the establishment ·pay bill. 

260. If for any reason, the leave salary admissible to a Government servant 
on leave is not known (as for example, when the kind of leave to be granted 
to him has not been finally decided by the sanctioning authority), the amount 
of pay which he would have been entitled had he remained on duty shall be 
entered in the money column of the form which is intended to show leave salary, 
the amount being left undisbursed and treated as held over pending the fixation 
of the amount of his leave salary. 
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261. The entries in all the money columns of the bill shall be totalled 
separately under each section and the totals written in red ink. Th~ totals must 
be checked by the drawing officer himself or by some responsible person other 
than the clerk preparing the bill. The Treasury Officer should see that the 
check has been applied by the drawing officer. 

262. (I) Names of the following categories of Non-Gazetted Government 
servants shall be omitted from pay bills :-

(a) All persons in State Service, Class IV. 
(b) All Constables, Head Constables, Wireless Operators, Head Wireless 

Operators, Radio Mechanics and Electricians in the Police Department. 
(c) All Forest Guards in the Forest Department. 
(d) Sepoys, Naiks, Havaldars, Jamadars, Subedars, Junior Matrons and 

Senior Matrons in the Jail Department : 

~rovided that in all such cases a certificate in the following form shall be 
endorsed on the bill :-

• " Certified that all persons whose names are omitted from, but whose 
pay has been drawn in this bill have actually been employed during the 
month, that full details of the names of the persons concerned and the 
emoluments drawn for them working upto the total included in this bill have 
been duly shown in the office copy and that the emoluments drawn are 
according to the relevant rules and orders " : 

Provided further that, the Government may, in consultation with the 
Accountant General, extend the provisions of this rule to other specified classes 
of eastablishments when the entry of names in the bills is not essential for 
audit purposes. 

Note.- In the case of a re-employed pensioner the drawing officer should show in the pay 
bill in the remarks column against the name of the re-employed pensioner, the manner in 
which his initial pay on re-employment has been fixed. The amount of pension drawn, and 
the number of Pension Payment order should be also indicated. If payment of pension is 
held in abeyance, a suitable note to that effect should be made against the name of the 
pensioner in the pay bill. 

{2) The claims of Government servants whose names are omitted under 
the provisions of this rule shall not be lumped together and entered as a single 
item in the bills, but the bills must show separately the numbers on different 
rates of pay or with different designations. 

263. (1) Wh~n leave salary based on average pay is drawn in a bill for 
a Government servant other than that belonging to any of the classes mentioned 
in sub-rule (1) of rule 262 the bill in which it is first drawn shall be accompanied 
by a statement, attested by the drawing officer, showing the calculation by 
which the amount drawn on account of leave salary has been deducted. If the 
calculation is based on pay drawn outside the Government servant's substantive 
section or office, a reference to the bills in, or the office from, which such pay 
was drawn shall be given in the statement. 
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(2) Ifleave salary is based on !_lCtual pay and not on average pay, the drawing 
officer shall attach to the billa certificate in one of the following forms :-

(i) if the absentee is entitled to leave under the Bombay Civil Services 
Rules-

" That the leave salary is qased on the pay of a permanent post held 
substantively by the absentee at the time of taking leave and that the absentee 
was in permanent Gove_rnment service. " 

(ii) In all other cases-
" That the leave salary claimed is admissible under (a) ... . ..... . .... " 

(a) The rule tinder which the leave salary has been claimed should be 
specified here. 
Note.- A certificate to the effect that the Government servant on leave preparatory to 

retirement or refused leave or such other leave or terminal leave on the expiry of which he 
is not expected to re~urn to duty, was not employed under any State Government, Local 
Fund or Private Employer during the period of such leave should be recorded by the drawing 
Officer on the bill in which leave salary for such a Government servant is drawn after 
obtaining from him a declaration regarding non-employment. 

ABSENTEE STATEMENT 

264. (I) The monthly bill shall be supported by an absentee statement 
in Form M.T.R. 20, if any person in superior service was absent during the 
month, either on special duty or suspension, or with or without leave other 
than casual leave, or when a post is left vacant substantively whether any 
officiating arrangements have or have not been made against it. 

(2) In the case of amalgamated establishments, a consolidated absentee 
statement showing the complete chain of arrangements shall be separately 
furnished by the controlling authority within a period fixed by the Accountant 
General. No separate absentee statement need be furnished by the drawer 
of the bill along with the monthly pay bills, but in cases in which the power 
to sanction leave and officiating arrangements within the office has been 
delegated to heads of offices, the requisite absentee statements shall be furnished 
by them along with the pay bills, and such vacancies and arrangements shall 
not be included in the consolidated absentee statement to be furnished by 
the controlling authority. 

Note.-(1) In the case of amalgamated establishment on time-scale of pay the arrangements 
made by heads of offices should be reported to the countrolling authority for inclusion in 
the consolidated absentee statement. 

(2) Whenever an absentee statement accompanies a bill, certificate No. 2 printed on the 
bill form should be struck out. 

265. Whenever leave salary is drawn in respect of a non-gazetted Govern­
ment servant who has served under another Government or department which 
is treated as a separate unit for purposes of allocation of leave salary, a detailed 
statement showing the allocation' of such leave salary shall be prepared and 
attached to the absentee statement of the month in whic;h the leave salary is 
first drawn. 
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INCREMENT CERTIFICATE 

266. To the first bill in which a periodical increment is drawn for Govern­
ment servant, a certificate in Form M.T.R. 21, shall be appended. 

267. Of the two alternative certificates printed in Form M. T. R. 21, the 
former may be used in any case in which the increment becomes due to the 
Government servant concerned for having been incumbent of the post specified 
for the prescribed term counting from the date of the last increment or of 
appointment to the post, excluding periods of absence from duty not counting 
for increment and a\Jsence on extraordinary leave, etc. and, if he pas held the 
post in an officiating capacity, all other kinds of leave during which he would 
not have continued to officiate in the post, which are shown in the tabular 
portion of the certificate. 

In all other cases, the second alternative form shall be used and it will be 
supported by an explanatory memorandum showing briefly but clearly the 
grounds on which the increment is claimed. However in the case of claims 
arising in Greater Bombay which are presented to the Pay and Accounts Officer, . 
such certificate shall be submitted about one month before the increment falls 
due, to the Pay and Accounts Officer, who will pass and return it after check. 
The increment may be drawn only on a certificate passed by the Pay and 
Accounts Officer. 

Note 1.-It is not necessary to attach the increment certificate~ in respect of class IV staff 
in Form M.T.R. 21, to the pay bills, intended for payment and submission to the treasury. 
But for facility of test check during local audit, these certificates should be attached to office 
copies of the pay bills retained by the . disbursing officers. 

Note 2.-In cases where names of staff are not included in the annual establishment returns, 
sent to the Office of the Accountant General, and where the names are not individually 
mentioned in the salary bills, the Drawing Officers should endorse a certificate to be separately 
signed in the following form on all supplementary claims in favour of persons w.hose names 
are not shown in the salary bills :-

.. Certified that the increments (travelling allowance and other allowances) drawn in 
this bill have not been drawn and paid before and I have satisfied myself that the present 
Claim is a bona fide one and should be admitted. " 

268. When an iticrement claimed operates to carry a Government servant 
over an efficiency bar, it must be supported by a declaration from the authority 
empowered to allow·· the increment over the efficiency bar that it has satisfied 
itself that the Government servant concerned is fit to cross the bar. 

In order to prevent the passing of an efficiency bar becoming a mere matter 
of form, it is imperative that every case should be carefully scrutinised by the 
sanctioning authority before signing the declaration prescribed above. 
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OVERTIME ALLOWANCE 

269. Subject to any general or special orders issued by the Government 
in this behalf, every bill in which overtime allowances are claimed shall contain 
a certificate of the head of the office to the following effect :-

" Cetified that-
(a) the men for whom overtime allowances are claimed in this bill have 

actually earned by working overtime ; 
(b) the periods for which overtime allowances are claimed in this bill 

have been checked with the initial records and found correct ; 
(c)· the overtime allowances are claimed at rates sanctioned by competent 

authority ; and 
(d) the overtime allowances have been taken into account in calculating 

the income-tax due from the Government servants noted in this bill: " 

Note.-In cases in which overtime allowance is paid out of fees recovered from private 
parties and credited in the Government Account, the Drawing· Officer should certify on the 
bill that the prescribed fees have been realised and credited into the treasury. 

ARREARS BILLS 

270. Arrears of pay, fixed allowances or leave salary shall be drawn not 
in the ordinary monthly bill, but in a separate bill, the amount claimed for each 
month being entered separately with quotation of the voucher number together 
with date of encashment of the bill from which the charge was omitted or with- · 
held or on which it was refunded by deduction, or of any special order of 
a competent authority granting a new allowance or an increase in pay. A note 
of the arrear bill shall invariably be made in the office copy of the bill for the 
period to which the claim pertains, over the dated initials of the drawer of the 
arrear bill, in order to avoid the risk of the arrears being claimed over again. 
The drawing officer shall also record the following certificates on the arrear bill 
under his dated signature :-

(i) That no part of the amount claimed has been drawn previously , and 
(ii) that a note of the arrear claim has been made in the office copy of the 

bills for the period to which the claim pertains. 

Subject to the conditions laid down in Rule 151, arrear bills can be presented 
at any till!e and may include as many items as are necessary. ·-· 

271. When a non-gazetted Government servant is transferred from one 
Division/Office/Department to another, the. bill on account of his arrears of 
pay, allowances etc., should be prepared by the Drawing and Disbursing officer 
of the Division/Office/Department in which the Government servant concerned 
is actually working at the time the bill is preferred and the bill so prepared 
should be forwarded to the Drawing and Disbursing officer of the concerned 
Government servant in respect of his post before his tran.sfer for taking suitable 
notes in the office copies of the original bills and recording the classification. 
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On receipt of the bill back, the Drawing and Disbursing officer at the new 
station may sign thereon as the Drawing and Disbursing officer and get it 
en cashed at the treasury of his District and disburse the amount to the concerned 
Government servant. 

TRAVELLING ALLOWANCE BILLS 

272. Subject as provided in Rule 275, bills for travelling allowance, other 
than permanent or fixed allowances, shall be prepared and presented in accor-
dance with the following rules :- · -

(i) The bill shall be prepared in Form M.T.R.22, the instructions printed 
on the form being strictly observed. When a circuitous route is taken, the 
reason for doing so must invariably be stated in the bill. 

(ii) When actual expenses are drawn on account of carriage of horses or 
conveyances, details of the horses or conveyances transported should be 
furnished in ·the travelling allowance bill. For the purpose of drawing •• 
the allowances on account of a family, or the higher maundage allowance, 
a certificate must be furnished by the Government servant of the number 
and relationship of the members of his family for whom the allowances are 
claimed. No other details in these or other cases need be furnished, but 
every claim for the cost of carriage of personal effects, horses and conveyances 
should be supported by a certificate that the actual expense incurred was not 
less than the sum claimed. 

(iii) Separate bills shall be submitted for Government servants of different 
grades under the travelling allowance rules, if the bills require different 
treatment in the office of the Accountant General. 

(iv) All travelling allowance bills must bear a certificate of the drawing 
officer in the following form :-

" Certified that I have satisfied myself that the amounts included in 
the bills drawn one month/two months/three months previous to this 
date, with the exception of those detailed below (of which the total amount 
has been refunded by deduction from this bill) have been disbursed to the 
Government servants therein named and their receipts taken in the office "" 
copy of the bill or in a separate acquittance roll. " 

273. The bill completed as under the last preceding rule may be cashed 
at the treasury on tbe receipt of the head of the office ; but no bill requiring 
previous countersignature of a controlling authority shall be presented at the 
treasury before such countersignature has been obtained. 

274. The travelling allowance bills of non-gazeited Government servants 
proceeding on tour shall be presented at convenient intervals during the period 
of their tour or immediately on return to the headquarters and as far as practic­
able before 31st March, if the tour has been completed before that date. 
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-· 275. In the Public Works Department, save where any special rule or pro­
cedure has been authorised by dep?rtmental regulations, travelling allowance 
bills can be prese!}ted for payment only after the claims have been passed by the 
controlling officers concerned. 

The subordinates shall prepare their travelling allowance journals in Form 
M.T.R. 23, and after these are duly countersigned by the controlling authority, 
an abstract b1ll showing the totals under each head of claim for each person shall 
b~ prepared in Form M.T.R. 24 by the Divisional Officer for presentation 
at the treasury, the original journals being retained by the Divisiona.l Officer 
concerned. 

Note 1.-The Government may, in consultation with the Accountant General prescribe 
the -use of Form M.T.R. 18 by non-gazetted upper subordinates in lieu of Form M.T.R. 23. 

Note 2.-The original T. A. journals retained in the Divisional Office, should be made 
available to the Accountant General, during his local inspection for the purpose oftest audit. 

.. Note 3.-The provisions of tnis rule apply to claims on account of Travelling Allowance 
on tour only and not to claims on account of Travelling Allowance on Transfer which are 
regulated according to provision of M.T.R. 272. 

275-A. The Police Department shall draw claims on account of Travelling 
Allowance of Head Constables and Constables on Temporary e~tablishment, 
if any, from the Treasury on abstract bills. Detailed bills thereof shall be 
submitted direct to the Accountant General afterwards as per Departmental 
Manual 

COST OF MEDICAL TREATMENT 

276. The expenditure incurred by, and to be reimbursed to, non-gazetted 
Government servants on account of medical attendance and treatment may be 
drawn in " Form M.T.R. 24-A " uhder the sub-head "allowances, honoraria, 
etc. " The amount drawn in the bills must be supported by proper receipts 
and vouchers in all cases. 

DISBURSEMENT OF PAY AND ALLOWANCES-ACQUITTANCE ROLLS 

277. (1) The head of an offic~ is personally responsible for the amount 
drawn on a bill signed by him or on his behalf until he has paid it to the persons 
entitled to receive it, and obtained a legally valid quittance on the office copy 
of the bill. If, in any case, owing to the large size of an establishment or for 
any other reason, it is not found feasible or convenient to obtain the receipts of 
the payees on the office copy of the bill, the head of the office may maintain 
separate acquittance roll in Form M.T.R. 25. 

H-269-10. 



106 

(2) If for any reason, payment cannot be mr.de within the course of the 
month, the amount drawn for the p?.yee sh?.ll be refunded by short drawing 
in the next bill ; his' pRy or allowances may be drawn :-,new under rule 270 
when the occasion for making the paymen! arises : 

Provided that if in the opinion of the head of the office this restriction is 
likely to operate inconveniently, the ?.mount of undisbursed pay or allowances 
may, at his option, be retained for r.ny period not exceeding three months, but 
this concession sh'lll not be availed of unless the· head of the office is satisfied, 
th~t proper arrangements can be made for the safe custody of the sums retained. 

(3) Undisbursed pay or allowances may not, under any circumstances, 
be placed in deposit at a tre?.sury. 

Note I.-Acquittance rolls and office copies of bills are not required to be submitted to 
the Accountant General, but being important records, they should be stamped "paid" and 
preserved carefully for the peric•ds prescribed. In respect of payments made through Acquit- ,, 
tance Rolls on the pay day, the disbursement certificate at the foot thereof should invariably' 
be signed by the disbursing officer in token of the total amount actually paid. The ~·paid " 
stamp, duly attested by the drawing officer need be affixed only against the total disbursed 
amount of the Acquittance Roll. In respect of undisbursed amounts paid subsequently, the 
items should-be stamped' paid' individually and attested by the drawing officer while signing 
the Cash book. 

Note 2.--<:ash drawn on pay and travelling allowance bills of establishments should not 
be mixed witn regular cash balances of the department, if any. An account of undisbursed 
pay and allowances should be kept in a suitable Register. Entries of the total and particular 
amounts of undisbursed pay and allowances may be made against each bill serially, and 
subseuqent payments thereof entered in the appropriate colrmns of the Register and the 
Cash Book, each such entry being attested by the Gazetted Officer. From this Register, an 
abstract of amounts remaining undisbursed fM three months should be prepared to t>nsure 
their refund, either in cash or by short drawal from the next bill. 

Note 3.-A bill register in the Form M.T.R. 26 should be maintained by all heads of dikes 
who are authorised to draw m<'neys from the treasury on bills signed by them. The rrgister 
should be reviewed monthly by a gazetted officer and the result of the review recorded thert>C>n. 

Note 4.-(1) In the case C>f bills which are not pre-audited it is not sufficient tJ-.at tr.e 
component items of an establishment bill should be checked. The total shown in the bill . ·> 
should also be checked by adding up the items. This should be done by a responsible officer 
of the staff of each office, other than the person preparing the bills. 

(2) When a drawing officer checks an acquittance roll, he should either himself total the 
items of it, check the total of the corresponding establishment bill and the money received 
from the Treasury, and see that any difference ootween the totals is propc,rly acc0tnted f0r, 
or cause this to be done either by a gazetted officer or by another rcsp(msible member of the 
staff as may be found convenient. 

(3) When an officer signs an absentee statement accompanying an establishment bill, 
he should see that a diagonal line is drawn across the blank space, if any. Similarly, if the 
statement is blank, he should see that a diagonal line is drawn across it with words" blank" 
in bracketS in the middle (If the Jine. e 

(4) In offices where cashier who have giwn sccuritks are not t'mployt'd, the duty of disbur­
sing the money drawn should be entrusted to a clerk other than the clerk who prepares the 
bills and is responsible for the cash. 
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Note 5.-In order to avoid double claims in respect of pay bills drawn on supplementary 
bills a subsidiary register should be maintained by the drawing officer in the following form :-

The month 
Name of Name of Nature Period of the Signature 

establishment in cum- of for which original pay Remarks oftbe 
and post bent claim claim bill in which Head of 

is made the claJm 
remained 

Office 

undrawn 

2 3 4 5 6 7 

.. 

-- -----S---------------------------------

The entries in the subsidiary register should be attested by the head of the office o,r by 
a responsibl! officer .who is authorised to sign the pay bills. Jn respect of supplememary'bills 
on account of (i) withh~ld amounts, (ii) undisbursed pay refunded, , and (iii) refund of 
fines, it is not necessary to enter the items in the subsidiary register ; but necessary. nctes 
should be made in the appropriate places in the original bill. 

Note 6.-A Bill Transit Register in Form MTR 26-A should be maintained by all Heads 
of Offices who are authorised to draw money ftom the treasury. The bills of the' Self-drawing 
Officers may also be transmitted to the Treasury through this register. To prevent presentation 
of fradulant bills to the Treasury, the register should be reviewed biweekly by a gazetted 
officer aud the result of the review recorded thereon. • 



108 

CHAPTER V-CONTINGENT CHARGES 

Section 1-Introductory 

278. The term " contingent charges " or " contingencies " used in this 
chapter means and includes all incidental and other expenses which are 
incurred for the management of an office as an office or for the technical 
working of a department other than those which under prescribed rules of 
classification of expenditure fall under some other head of exp~nditure, e.g., 
" works ", " stores ", " tools and plant ", etc. 

279. The rules of procedure prescribed in this chapter shall apply primarily 
to contingencies, but miscellaneous expenditure whiCh is not classed as contin­
gencies, is also subject to these rules, except in so far as it may be governed 
by any special rules of procedure prescribed in other chapters of this Part or 
by any departmental regulations. 

280. The provisions of this chapter shall apply primarily to contingent 
charges of heads of offices, etc., who draw money required by them to disburse 
these charges by bills drawn on the treasury. Contingent charges of other 
departments and offices are also subject to the rules in this chapter, except 
in so far as they are supplemented or modified by departmental regulations. 

Section IT-General Rlllles 

PERMANENT ADVANCE 

281. Government officers who have to make payments for contingent 
expenditure before they can place themselves in funds by drawing contin­
gent bills on the· treasury, may make such payments out of permanent advances 
or imp rests which they may be permitted to hold under the orders of competent 
authority, subject to recoupment on presentation of contingnent bills ; but aU• 
such bills should be marked on their top with the words " For recoupment of 
permanent advance or imp rest ,, . All such claims upto Rs. 50 may be disbursed 
out of permanent advance or imprest. 

GENERAL LIMITATIONS 

282. (1) All charges actually incurred must be paid and drawn at -once, 
and under no circumstances may they be allowed to stand over to be paid from 
the grant of another year. · 

(2) No money shall be drawn from the treasury unless it is required for 
immediate disbursement. It is not premissible to draw money from the treasury 
in anticipation of demands or to prevent the lapse of budget grants. 

283. The charges relating to two or more major heads may not be shown 
in one register, nor included in one bill. But expenses which are shared in some 
fixed proportion between two branches of the same office ·may, unless they are 
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reviewed by different authorities, appear in one bill. In such a case the joint 
gr~nt may be entered in one register only for purposes of control, the account 
of adjustment being left to the Accountant General. 

284. (1) Save as hereinafter provided in this rule, no pay of any kind and 
no additions to pay may be drawn on bills for contingent expenditure. -

(2) Subject to any general or special orders issued by the Government, 
the pay of class IV servants, by whatever designation they may be called, who 
have been, or may be, declared by competent authority to be ineligible for 
pensions and who discharge the duties of the classes m.:ntioned below, may be 
treated as contingent expenditure ;:..._ 

(i) Hot weather establishment~ 
(ii) Mazdoors engaged on manual labour and paid daily or monthly 

wages. 
(iii) Sweepers. _ 

1 (iv) Other classes of class IV servants, e.g., dhobies, tailors, syces, grass:-
cutters, etc. ..· 

The wages of temporary Field Establishment of Surveys and Settlements 
and of extra potdars (shroffs) entertained for accompanying remittances, etc., 
may also be drawn on contingent bills. 

285. Contingent charges incurred on account of pay, etc., of the class IV 
servants mentioned in rule 284(2) shall be s,upported by a certificate signed by 
the disbursing officer to the effect that the class IV servants were actually 
entertained and paid. • 

286. Contingent bills preferring claims, for rents, electricity and other 
connected charges incurred on account of the hire of private buildings by 
the Government for accommodation of Government offices should be accom-
pained by the following certificate signed by the disbursing officer :- · · 

" Certified that the amount drawn on account of rent, rates and taxes ·in 
Contingent Bill uated the was actually 
paid to the parties concerned and that-

(i) no portion of the building for which the expenditure was incurred 
was util~sed for residential or other _purposes during the period the charges 
were paid; 

(ii) the expenditure in respect of the portion of the building used for 
residential or other purposes during the period for which the charges 
were paid, has been recovered from the undermentioned Government 
servants from whom it was due.": 

Provided that in the case of drawing and disbursing officers .who do not 
find it possible to furnish the first portion of the certificate prescribed above 
due to the fact that the imprest amounts held by each of them are much less 
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than the monthly rate of contingent expenditure of rent, rates and taxes, etc., 
requiring to be paid by each of them to different parties, the following certificate 
should be furnished in lieu of the first portion of the certificate prescribed 
above :-

.. Certified that,-

( a) the amounts.drawn on account of rent, rates and taxes, etc., in the 
previous contingent bill No. . • . . . . . . . . . . dated. . . . . . . . . . . . . . . • have 
actually · been,aid to the parties concerned ; and that 

(b) the amounts drawn in this bill will be paid to the parties on 
realisation. " 

287. Contingent bill which include charge on account of purchase of .~ 
goods on which Sales Tax has also been charged should be supported by the 
following certificate signed by the disbursing officer:-

" Certified that in the case of sub-vouchers attached to the bill and those :, 
retained in my office. relating to the purchase of goods on w.4ich Sales Tax 
has been charged, the goods have not been exempted under the Central{ 
State Sales Tax Act .or the Rules madt' thereunder and that the amounts 
paid on account of Sales Tax on these goods are correct under the provisions 
of that Act, or the Rules, made thereunder and that in case of supplies against 
regular contracts, the relevant contract includes a specific provision that 
Sales Tax is payable by Government. " 

288. The following certificate, signed by the drawtng ufficer, shall be 
attached· with all the contingent bills which include charges on account of 
expenditure on light refreshment at formal meetings and conferences :-

" Certified that the expenditure on entertainment charges included in 
this bill was incurred in accordance with the terms and conditions laid down 
by the Government from time to time, and that the prescribed monetary 
timits have not been exceeded. " 

RESPONSIBILITY OF DRAWING OFFICERS 

289. Every Government officer shall exercise the same vigilance in respect 
of petty contingent expenses as a person-of ordinary prudence may be expected 
to exercise in spending his ovin money. The drawing officer is furth~r responsbile ~ 
for seeing that the rules regarding the preparation of bills are observed, that 

·the money is either required for immediate disbursement or has already been 
paid from the permanent advance, that the expenditure is within the available 
appropriation and that all steps have been taken with a view to obtaining an 
additional appropriation if the original appropriation has either been exceeded 
or is likely to be exceeded, and that in the case of contract contingencies, the 
proposed expenditure does not cause any excess over the contract grant. 
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R.EsFONSIBILITY OF CONTROLLING AUTHORITY • 

290. The· countersigning officer shall be responsible for seeing that the 
items of expenditure included in a contin~ent bill !ire of obv~ous necessity 
and are at fair and reasonable rates, that previous sanctton for any Item requiring 
it is attached, that the requisite vouchers are all received .and in order, that the 
calculations are correct, and specially that the grants have not been exceeded 
nor are they likely to be exceeded and that the Accountant General has been 
informed either by a note on the bill or otherwise of the reason for any excess 
over the monthly proportion of the appropriation,. If expenditure be progres­
sing too rapidly, '1e shall communicate with the drawing officer and insist on 
its being checked. 

CANCELLATION AND DESTRUCTION OF SUB-VOUCI-JJ!P.B 

291. The following rules for the prevention of the fraudulent use of sub­
vouchers shall be observed by all drawing and controlling officers in the matter 
of cancellation and destruction of sub-vouchers :--

(i) Unless in any case it is distinctly provided otherwise by any rule or 
order, no· sub-vouchers may be destroyed until after a lapse of three_ years. 

(ii) Every sub-voucher which under the provisions of Section IV of this 
chapter is not forwarded either to tlie Accountant-General or to a controlling 
officer along with bills but is recorded in the office to which the expenditure 
relates, must be duly cancelled by means of a rubber stamp or by an endorse­
ment in red ink across the voucher, the cancellation being initialled by the 
officer authorised to draw the contingent bills of the office. The cancellation 
should be made at the time when the contingent bill in which the sub-voucher 
or sub-vouchers are included is actually signed. If the amount of sub-voucher 
exceeds the permanent advance, the cancellation should be made immediately 
the payment is made and entered in the contingent register. 

(iii) Sub-vouchers submitted to a controlling officer, which he is not 
required to forward to the Accoun!ant General, sho~ld be duly cancelled 
by him after check and the canqllatton should be attested by the controlling 

· officer at the time of countersignature of the bill. . 
(iv) In all cases in which sub-vouchers are not required to be submitted 

to the Accountant General or the controlling officer, the drawing officer 
should certify in the bill that sub-vouchers other than those attached to the 
bill have been so defaced or mutilated that they cannot be used again. 
A similar certificate should be furnished by the controlling authority in 
respect of sub-vouchers submitted to him by drawing officer but which he 
is not required to submit to the Accountant General. The Treasury Officer 
may return a bill which does not carry a certificate as required by this rule. 

Note.-Sub-vouchers which are required to be sent to the Accountant General should 
not be cancelled either by the drawin$ officer ?t by the controlling officer, as_ the duty of 
cancelling these sub-vouchers and keepng them m proper custody to prevent their fraudulent 
use devolves on the Accountant General. · 
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_Section W-Reeotd of Contingent Espenditure 

CONTINGENT REGISTER 

292. A register of contingent expenditure shall be kept in each office and 
. the initials of the head of the office or of a gazetted officer to whom this duty 

has been delegated by him, shall be entered against the date of payment of 
each item. 

293. The standard form of the contingent ·register will be as in Form 
M.T.R. 27. The actual details such as the number of columns to be opened 
the 'sub-heads and detailed heads and such further detailed classification as 
may be required for the purpose of control., may be settled by the Account 
General and the controlling authority to suit the conditions of each depart­
ment and office. 

As a general rule, the most common sub-heads and detailed heads may 
have separate columns with appropriations noted at the top. The less importan' 
and trivial items may be lumped together . in one column when each of the 
separate items need not be accounted for or watched separately. Any charge 
falling under any of the separate columns but requiring explanation may be 
described in the column headed, " Description " though the amount of it is 
entered only in its special column, and the same " Description " column will 
serve also for note of the month or 1Jt!rtod to which any recurring charges 
(e.g. rent, wages ofpunka pullers, etc.) entered in the other column belong. 

Note 1.-If more convenient a separate register may be maintained for each class cf 
contingent charges. 

Note 2.-H during the absence of the bead of the office and of the gazetted officer to whom 
the duty of maintenance of contingent register has been clele!!lllted the entries in the contingent 
register have been initiallecr by a non-sazetted Government omcer, the register must ba 
:.:-eviewed and the entries re-initialled by the head of the office or such gazetted officer on 
return to duty in the bead-quarters. 

294. As each payment is made. entries must be made in the contingent 
register of the date of payment, the name of payee and number of sub-vouchers 
in three columns to the left, and the amount in the proper column ; and in the 
case of any charge requiring explanation, the initial of the officer incurring it 
shall be taken against the description. 

295. To enable the disbursing officer to watch the progress of the expenditure 
under each detailed head, as compared with the appropriation for it, a progres­
sive total of all the c9lumns must be made monthly immediately after the 
monthly total, so as to include all payments under each head, as also charges 
adjusted by book transfer under Rule 310, from the commencement of the year 
up to the end of the last expired month. 
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Section IV -Bills for Contingent Charges 

GENERAL 

296. (1) When it is necessary to draw money for contingent expenses, 
as for example when the permanent advance begins to run short, or when 
a transfer of charge takes place, and in any case at the end of each month, 
a red ink line shall be ruled across the page of the register or registers, the 
several columns added up and several totals posted in sepatate bills for each 
class of contingent expenditure. The head of the office or the officer to whom 
this duty has been delegated, shall carefully scrutinise the entries in the register 
or registers with the sub-vouyhers, initial them if this has not already been 
done and sign the bill which will then be dated and numbered and presented 
for payment at the treasury. 

(2) The heads of contingent expenditure may be entered in manuscript 
in the bill and the totals posted against them, provided that in a case of expendi­
ture requiring explanation, full details of the charges must be entered in the 
bill, except when they are given in the sub-vouchers sent to the Accountant 
General. 

Note I.-Sub-vouchers for petty contingent expenditure sball be prepared in Form M.T.R. 
21-A. 

Note 2.-When the permanent advance is running &hort, a demand may be ~&eLted 
in exces. of the balance ; this item too should be entered in the register and included in the 
bill, the number given being that which the sub-voucher or sub-vouchers will bear when 
payment bas been made. 

297. (I) Subject to any order or instruction issued by the Government in this 
behalf, a contingent bill for payment to suppliers, etc., may be endorsed for 
payment to that party at the request of that party. This procedure shall not 
apply to cases where the disbursing officer is authorised to incur expenditure 
by drawing cheques on the treasury. 

(2) Whenever under the provisions of clause (1) of this rule, a contingent 
bill is endorsed to a private party, the Drawing Officer shall before signing 
the bill, obtain the specimen signature of the party on the body of the bill 
which he shall attest before signing the bill. The Drawing Officer shall simul­
ltaneously issue an advice direct (not through the endorsee) to the Treasury 
Officer and the Bank (in case of bank treasuries) giving full particulars of the 
bill. The bill must at once be entered in the contingent register and a note 
made to the effect under the initials of the Drawing Officer that the amount 
has been drawn. · 

Where the endorsee wishes to collect payment on the bill through a messenger 
(other than a banker), the messenger must produce a letter of authority in 
Form M.T.R. 46 which may be obtained from the Drawing Officer concerned. 

(3) An endorsement on a contingent bill by a Drawing Officer in favour 
of a messenger is not an endorsement for the purpose of this rule. 

Note ].-Endorsement will in all cases remain current for three months only, counting 
from the date of issue. In the case of bills issued in the last quarter of the year, however, 
an endorsement should be entered, .to 1the effect that the payment order will lapse unless the 
bills are cashed by the end of March. 

-.---------....... 
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Note 2.-In the event of a contin&\)nt bill having been endorsed to a private party under the 
provisions of sub-rule (1) of this rule and being presented before the rt.lative advice is received 
from the Drawing Officer, the Treasury Officer or the Bank (in caEe of bank treasuries) shaD 
not make payment of the bill till the ad" ice is actually received and verified. 

298. When, in paying rewards to informers, or in any other case, it is not 
desirable to disclose the names of payees, a certificate in the handwriting of 
the disbursing officer to the effect that the payment bas been duly made, shall 
be submitted to the Accountant General in support of the payment in lieu of 
the payee's receipt ordinarily required, and attached to the bill. 

CONTRACT CONTINGENCIES 

299. In respect of contract contingencies, the bill shall be presente~ in 
a form similar to Form M.T.R. 28, or in such other form as may be prescnbed 
by the Government after consultation with the Accountant General. No 
Sub-vouchers need be sent to the Accountant General. 

FuLLY-VoucHED CoNTINGENT CHARGES 

300. (l) Officers whose C{)ntingent bills do not require countersignature 
and who do not embody in their bills charges of any officer dealing separately 
with the Treasury, need not submit monthly bills ; but they should draw 
money from the treasury by bills in Form M.T.R. 28, showing fuJI details 
of the charges. 

Note.-The t'ollowini illustration explains- the seccnd condition. A, whose bills do not 
requite countersigna.tu:re, has subordinatts who hold parr of ~is permanent advance and 
place themselves in funds by ~ding paid vouchers to A, and obtaining from A the amount 
of their actual expenditure ; A need not submit monthly bills. The bills of B do not require 
countersignature, but his subordinate are allowed to deal ~t with some treasu."Y, prtlliel't• 
ing bills for encashmenf, which are to be a(ljusted by .B's monthly bills ; .B must submit 
monthly bills in adjustmeut of the bills~ by himself and hia subordinates. 

(2) Unless in any case the Accountant General directs otherwise sub­
vouchers for more than Rs. 100 shaH be submitted to the Accountant General. 

CHARGES REGULATED BY SCALES AND SPECIAL CONTINGENCIES 

301. Charges regulated by scales, and special contingencies which require 
the previous sanction of superior authority before they can be incurred shall 
be drawn in Form M.T.R. ?8 with a full description of the charges and accompa­
nied by sub-vouchers above Rs. 100 or such other limit as may be prescribed 
by the Accountant General. In the case of special contingencies, the orders of 
sanctioning authority must be quoted on the bill, and a copy of the orders 
attached to it ; and when expenditure, for which a lump sum is granted under 
a single special sanction, is continued over more than one month, the second 
and subsequent months' bill shall bear a note of how much bas been spent up 
to date under the sanction. 

y 
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COUNTERSIGNED CONTINGENCIES 

302. Abstract bill.-Except in the case of contingencies requiring counter· 
signatures before payment, contingent charges falling under this group may be 
drawn from the treasury by presentation of abstract bills in Form M.T.R. 29, 
subject to the presentation of detailed bills to the Countersigning Officers for 
countersignature and transmission to the Accountant General in accordance 
with the procedure hereinafter prescribed. 

303. The numbers assigned to the sub-vouchers pertaining to each entry 
in the abstract bill (Form M.T.R. 29) shall be detailed against the entry concerned 
the amount being given only in those cases where a sub-voucher is for more 
than Rs. 100. A certificate in the following form duly signed by the Drawing 
Officer presenting the abstract contingent bills at the Treasury/Sub-Treasury 

·should be obtained before such bills are enfaced for payment. The Treasury/ 
Sub-Treasury Officers will be held personally responsible for passing such bills 
in the absence of such certificate • 

.. All detailed contingent bills in respect of abstract bills for the period 
ending (mention last day of the month preceding the last month) 19-have 
already been submitted. All such bills for the period subsequent thereto 
(except those set forth in the attached memorandum which also explains 
the reasons for their non-submission) have been submitted to the Counter· 
signing Officer/the Accountant General, Bombay/the Senior Deputy Account· 
ant General, Maharashtra State, Nagpur/the Pay and Accounts Officer, 
Bombay, under letter No. , dated ". 
On no account may an abstract bill be cashed without this certificate. 

304. Detailed bills.-From the monthly totals of the contingent register 
the monthly detailed bill shall, in the case of contingent charges counter­
signed after payment, be prepared in Form M. T. R. 30, headed 'Not payable 
at the treasury •, and showing the monthly total of each column with descrip­
tion of each charge requiring exp~anation. The numbers assigned to the 
sub-vouchers shall be entered in detail against each item ; and the number 
and date of every abstract contingent bill cashed at the treasury and the 
sub-vouchers included in each shall be shown in the memorandum at foot. 
The amount shown in the bill must be agreed with the total of the abstract 
bills cashed during the month. Differences, if any, between the total of 
a detailed bill and the register must be adequately explained. 

The detailed bill shall be signed by the head of the office and submitted 
to the Countersigning Officer, or if there be no Countersigning Officer to the 
Accountant General direct, with all sub-vouchers above Rs. 100 his signature 
to the certificate endorsed on the bill, taking the place of the smaller ones. 

305. If in any month the monthly proportion of the appropriation has 
been exceeded, a report of the special circumstances which rendered the 
excess necessary shall be sent to the Countersigning Officer with thf' 
detailed bill. 



116 

306. Countersignature.-on receipt of the monthly detailed bill in the 
office of the countersigning officer, it shall be reviewed by the countersigning 
officer with the sub-vouchers. Any disallowance, with the number of the 
sub-voucher concerned and explanation of the objection, must be noted on 
the bill, and in the contingent register of such other record as may be ~pt 
in tbe office of the Countersigning Officer. The countersigning officer shall 
then record the date of admission under his initials, sign the bill and despatch 
it to the Accountant General direct, with the sub-vouchers for items for more 
than Rs. 200, his signature to the certificate endorsed on the bill taking the 
place of the smaller ones. The countersigning officers shall forward the 
detailed contingent Bills to the Audit Office within a maximum period of 
15 days from the date of receipt of such bills in their offices from the Drawing 
Officers. 

Note (1).-Tbe term .. items" refers to items of expenditure and not items of charae, 
e.g., a charge for Rs. 220 for section-writers would not reqdre to be supported by a sub­
vouchers, if the amount is made up of sums paid t<' several individuals, none of which exceed• 
Rs. 200. 

The limit of Ra. 200 is~ however, subject to alteration by the Accountant GeneraL 
Note (2).-In the absence of the countersigning officer, the examination and countrrsia­

nature of the bill may be perfonned by some responsible gazetted officer authorised by the 
countersinging officer. 

Note (3).-A register of contingent expenditure may also be kept in the ofDce of the control­
ling officer in such form and according to such method as may be settled by the Government 
in consultati(in with the Accountant General. 

Note (4)--A register of Abstract continsent Bills may be kept by all Drawing and Control­
ling Officers in the Form prescribed below in order to watch the submission of Detailed 
contingent Bills in reilpect of amounts drawn on Abstract Bills within the period specified in 
rule 303. 

Name of OftJce 

Sr. Nameof 
No. Drawing 

Officer 

2 

Date ofdra­
walof Abst­

ract bill 

3 

Name of Controlling Office 

Major Voucher Amount No. and date of Remarks 
Head No. the submission of (Initials of 

the D.C. bill to the of G.O.) 
Controlling Audit 

Otfice 

4 ' 6 1 8 

All the abstract bills drawn by the Controlling Officer and the officers subordinate 
[0 him should be entered in this Register and note of the despatch of the detailed 
contingent Bills should be taken against the respective items as soon as detailed 
contingent Bills are submitted to the Controlling Audit Officer. This Register should 
be reviewed every month by the gazetted officer concerned, who should report all 
.:ases of delays in the submission of detailed contingent Bills to the Controlling Officer. 
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307. Disol/owonces. -Mter despatch of the bill to the Accountant General, 
the countersigning offi~r shall communicate any disallowance to·the drawing 
officer and its amount shall without fail be refunded by short drawing in the 
next contingent bill presented a.t tne treasury for the same department or office. 
The gross amount of each sub-voucher shall be entered in such bills and below 
the total shall be entered 1' Deduct disallowed ",from the bill of 
Rs. , the receipt given being for the net amount only. If, 
after correspondence, the countersigning officer withdraws his objection, the 
amount may be redrawn in the next bill presented at the treasury by entering 
after the total of the sub-vouchers "Add amount disallowed from bill of 

refunded by deduction from contingent bill No. , dated 
and allowed as per ";the 

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

308. Bills for contingent charges requiring countersignature before pay­
ment shall be drawn in Form M. ·T. R. 31. 

INSPECTING OFFICERS' BILLS 

309. An inspecting officer who is not authorised to taloe advances on 
account of office contingent charges may provide him~lf with a portion of 
his permanent ad vance, and recoup himself from time to .time by presenting 
at the different treasuries or offices of disbursement continsent bills in the 
ordinary form. 

·In the case of countel"Slgned contingent charges, one detailed bill may 
adjust moneys drawn at more th:m one treasury, details of places of pay­
ment of the several encashed bi'l:ls, as well as their dates of payment and 
amounts, being noted at foot of the bill. The amounts drawn must be 
taken as final payments, and not as advances. 

Section V -MiscellaneoW> Rules 

INTER-DEPARTMENTAL TRANSFERS 

310. In the case of work done by a Government factory (such as Jail 
or Workshop) as also in other cases in which inter-departmental adjustments 
are permissible, the office-in-charge shall, if the adjustment is to be made 
by book transfer, prepare an invoice of the quantity and price of the worb 
done and forward it in triplicate to the .. officer served, who. on approving 
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the invoice, will countersign all and return one copy to the supplying officer. 
Another copy he will file in his own office, and the third be will attach to 
his contingent bill for the current month, noting the amount in the state­
ment of account at foot in order to work out the available balance of the 
grant, but not including it as a disbursement among the ch~rges of his bill. 
Before despatching his monthly bill, be must post the amount of the work 
bills in his contingent register, and include it in the forward total, in order 
that be may agree the forward total with thlt shown in the statement of 
account of his contingent bill~. In the register of the countersigning officer, 
where such a regist'er is kept, the amount of such a ·bill must in like manner 
be separately entered. Such invoic:s sblll Dever be retaiDed by the counter­
signing officer. 

Note : Deleted. 

SERVICE POSTAGE STAMPS 

311. Tbe following procedure should be adopted by Government servants 
for obtainins service postage stamps-

1. Government servants who draw money from the Treasury on contin­
gent bills :-

A bill in a special form (M. T. R. 32) should be prepared by disbursing 
officers, containing provision for their acknowledgement of- tbe receipt 
of the stamps indented for and will be treated in tbe same way as a contiD­
gent bill for drawing cash from the treasury. No sub-voucher in support 
oftbe entry in the bill will be required, as no cash is paid into the treasury. 

II. Government Servants who draw moiJey by cheques from 
Treasuries :-

Cheques to be presented in payment of the value of service stamps 
should be drawn in favour of the officer (designation without n~me) 
who supplies the stamps, whether they are drawn by the Government 
servant who indents for the stamps or by a departwental indenting officer 
on the indenting officer's requisition. A separate indent drawn in Form 
M. T. R. 33 should accompany the cheque. 

III. Government servants whose bills are pre-audited by Civil Audit 
Officers :;-

. The ch1.rges for service postage stamps will be drawn on separate 
contingent bill forms in the usual way, and separate cheques therefor 
will be issued by the Audit Office in favour of the Government servant 
who supplies the stamps. Cheques so issued will not be subject to any 
special minimum amount. 
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CHAPTER. VI-PENSION PAYMENTS 

Section I -Introductory 

312. (l) Subject as hereinafter provided, the rules in this chapter shall 
regulate the procedure with regard to the payment of pensions payable by 
or out of the revenues df the Mab:\rashtra State. 

(2) Nothing contained in this rule shlll be taken as affecting the 
provisions of the Pensions Act (XXIII of 1871) or of any rules made 
thereunder . . 

313. In this chapter, except where it is expressly otherwise pr<>vided or 
the context otherwise requires :-

'1 Service Pension " means a pension including provisional pension 
under Bombay Civil Service Rule, 198-B payable to, or in respect of 
a person in consideration of past employment under tbe Government of 
Maharashtra .and includes a gratuity so payable ; 

" Political Pension " means a pension, not being a service pension 
or granted or customarily payable to. or in respect '>fa pension on political 
consideration or compassionate grounds, or in consideration of distinguished 
or meritorious services, or of the surrender of rights or emoluments, and 
includes assignments or compensations when payable in the form of fixed 
allowances or scants. 

314. Pensions or any other sums payable in respect of contributions to 
a Family Pension Fund, and any sums payable under the Workmen's Com­
pensation Act are not subject to the rules in this chapter. 

Section II-Place of Payment 
315. (a) Subject as hereinafter provided, service pensions payable in India 

may be drawn from any treasury in India or from the office of the Accov.ntant 
General performing the function of a pension disbursing officer with the cons.ent 
of and subject to such conditions, as may be laid down by the Comptroller 
and Auditor General of India. 

Note !.:--Provisional pensi()n, where payable through head of office, shall be drawn by 
the bead of office in which the Go vemment servant served immediately prie>r to his retirement 
at the Treasury or office of the Pay and Accounts Office, Bombay, or authorised office qf 
disbursement at which the pay and all9wances of the establishment are drawn by him. 

(b) Political Pension may be drawn from offices of Political Officers and 
Agents and such other offices as may be authorised by Government to dis­
burse such pensions. · 

316. Pensions due to Military pensioners may be disbursed by one or 
other of the following agencies :-

(i) Treasury Officers. 
(ii) Pension Payment Officers of the Defence Department. 
(iii) Pay and Accounts Officer, Bombay. 
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Seetion m-Aatbority for Payment 

PENSION PAYMENT ORDER 

317. ( l) Except in the case of Military pensions which are payable on 
Pension Certificates or other authorities issued by the Controller of Defence 
Accounts (Pensions), Allahabad, or in the case of payment of provisional 
pensions by heads of offices or unless the Government orders otherwise in the 
case of any particular class of pensions, payment of pensions can be made 
only upon Pension Payment Orders issued by the Accountant General. 

(2) In issuing a Pension Payment Order, the Accountant General will-
{i) attach to the Order a specimen signature of the pensioner if he ean 

sign his name in English, Hindi or the official regional language, otherwise 
the thumb and finger impressions of his left harrl or, where this is not pos­
sible due to physical in capacity, the thumb an<l finger impressions of his 
right hand, failing which, his toe impressions, the specimen signature and 
thumb and finger or toe impressions being duly attested by the head of 
the office concerned or by some other responsible person, and 

(ii) paste a certified copy of the pensioner's photograph in passport size 
on the Disburser's portion of the Pension Payment Order, and in case of 
Government servants governed by the Family Pension Scheme for State 
Government Employees, 1964 of his wife or her husband also, as the case 
may be. 

This requirement will not apply to pardahnashin ladies, persons who are 
in receipt of family pensions granted under the Wound and Extraordinary 
Pension Rules and the Liberalised Pension Rules, persons who hold Govern­
ment titles or to any other persons specially exempted by the Government from 
the operation of this rule. 

318. (1) On receipt of a Pension Payment Order at treasury the Pensioner's 
portion shall be made over to the pensioner after proper identification when 
he appears to receive his pension for the first time. The specimen signature or 
the thumb-impression or, where this is not possible due to physical _incapacity, 
the thumb and finger impressions of his right hand, failing which, his toe 
impressions, the specimen signature and thumb and finger or toe impressions 
as the case may be, of the pensioner shall be taken, where necessary, in the space "' 
provided for the purpose in the Oibsurser's portion of the Pension Payment 
Order. 

Note.-In cases where Pension is drawn through authorised agents (who have indemnified 
Government against over payments) personal appearance of the pensioner is not necessary 
even on the first occasion. 

(2) The Disburser's portions of the Pension Payment Orders shall be pasted 
in serial order in separate files, one for each class of pensions, such as Service, 
Political, etc. These files must be kept in the personal custody of the Disbursing 
Officer in such a manner that pensioners shall not have access hereto. 

Note.-Pension Payment Orders should ordinarily be filed in one series for the whole 
district or circle of disbursement, but the Accountant General may allow filing by sub-treasury 
any other series as may be found convenient. 

I 
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319. When a pensioner is specially exempted from personal appearance. 
the facts shall be noted by the Disbursing Officer on his Pension Payment 
Order, and in all cases of non-appearance of a pensioner, a note shall be made 
on the Pension Payment Order of the form in which proof was giv~n. within 
each year, of the pensioner's continued existence, e.g., "appeared in person 
on ............ " and the initials of the Disbursing Officer or of the officer 
verifying the facts shall be put against the note. 

320. Disbursing Officers are authorised to renew Pension Payment Orders 
without reference to the Accountant General in cases in which Pensioner's 
portion is lost, worn or torn or the entries on the reverse of either the Pen­
sioner's or the Disburser's portion are completely. filled up. The renewed 
Pension Payment Order shall bear the old number, date and facsimile of 
signature of the issuing officer and the old. ones, if available, shall be retained by 
the Disbursing Officer for three years and then destroyed. A note of the issue 
of the new Pension Payment Order shall be made in the ' Remarks ' column of 
the register mentioned in Rule 325. 

321. On the renewal of a Pension Payment Order, the portion of the original 
order containing the facsimile of the pensioner's signature, or his thumb 
impression, as the case may .be and the copy of his photograph, where it is 
kept, shall be cut off from the old and pasted on the renewed Pension Payment 
Order before the latter is signed by the Disbursing Officer. 

322. In commutation cases, the Accountant General will issue the authority 
for payment of the commuted value of the portion of pension commuted along 
with a communication intimating the date of commutation and the reduced 
amount of pension to be payable with effect from the date of communication. 
The revised pension payable after commutation and the date from which it is 
payable will be noted in both halves Of the P.P.O. by the disbursing officer under 
his attestation, quoting A.G.'s letter as authority, under intimation to the A. G. 
Mter the commuted money is paid, the voucher for the commuted value will 
be sent to the A. G. in a separate schedule, payments of pension from th.e date of 
commutation will be made at the revised rates based on the amended P.P.O. 

323. In case where an anticipatory pension payment order has been issued 
by the A.G., the final pension, when intimated by the A.G. will be noted in 
both halves of the P .P. 0 . by the disbursing officer under his attestation, quoting 
A. G.'s letter as authority. An intimation to this effect may be sent to the A. G. 
simultaneously. Future payments will be made to the pensioner at the revised 
rates based on the amended P.P.O. The voucher for the first payment of the 
final pe~sion will be sent to the A.G. in a separate schedule. 

PAYMENT AT SuB-TREASURIES 

324. When the payment of a pension is authorised at a Sub-Treasury, the 
Sub-Treasury Officer shall be furnished by the Treasury Officer with an a uthen­
ticated copy of the Disburser's portion of the Pension Payment Order in English 

H-269-11. 
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or in the regional language with the Treasury Officer's Order for payment at the 
sub-treasury endorsed thereon. In issuing copies of Pension Payment Orders 
aforesaid the Treasury Officer shall reproduce the full orders of the Accoontant 
General and make the endorsement" Made payable at .. . ........... sub-
treasury with effect from . . .. . ......... •,. A similar endorsement shall be 
recorded over the Treasury Officer's signature on the Disburser's portion of the 
Pension Payment Order, so that payment may not be made at the District 
Treasury as well. 

TRANSFER OF PENStONS 

324-A. (I) The Accountant General may, on an application made 
by a pensioner, transfer the payment of his pension from any Treasury in 
Maharashtra to any other Treasury in India. 

' (2) A Treasury Officer may, onan application made by a pensioner, transfer '<-
the payment of his pension from the district treasury to a sub-treasury subordi­
nate to the district treasury 1or from such sub-treasury to another such sub-, 
treasury or from such sub-treasury to the district treasury in accordance with 
the procedure laid down in rule 324. A treasury officer may, on an application \~ 
made by a pensioner, also transfer the payment of his pension to another trea­
sury within the Mabarashtra State and within the same audit circle without 
intervention of the Accountant General."' . 

Note.-In cases where the pension is to be transferred to another Treasury within the 
Maharashtra • State but outside Audit Circle, the Treasury Officer should send both the 
halves of Pension Payment Order direct to the Audit Office, which will issue fresh Pension 
Payment Order on transfer instead of ~ia original audit office on receipt of application for 
transfer of pension. 

(3) When a pensioner applies for transfer of payment of his pension outside 
the State of Mabarashtra, either to the Accountant General or the Pay and 
Accounts Officer, Bombay or to the Treasury Officer, the treasury officer shall, 
except as provided in sub-rule (2) above, and in cases where the pensioner bas 
so applied to the Accountant General on receipt of an authority from him, 
forward both halves of the pension payment order to tbe Accountant General. 
Where payment is desired at a treasury outside the State, two slips containing 
specimen signatures or thumb or great toe impression, as the case may be, of the 
pensioner shall also be sent to the Accountant General along with the pension 
payment orders. The Accountant General will either issue an authority for 
making the payment to the treasury officer where the payment is desired by the 
pensioner, if the latter is situated within his audit circle, or move the Accountant 
General of the State in which such tre<>sury is located to arrange for the 
payment. 

REGISTER OF ~ENSION PAYMENT 

325. Each Disbursing Officer shall keep a register in Form M.T.R. 34 of 
the Pension Payment Orders issued on his office which will serve as an index 
to the files of orders referred to in sub-rule (2) of Rule 318. After seeing that 
a new order is correctly entered in this register, the Disbursing Officer shaH 
put his initials in the column of" Name of pensioner " and rule a red-ink line 
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across the page below the entry. The column of remarks will be blank as long 
as the order of payment is in force ; but when both portions of the order are 
returned on account of death of pensioner or application for transfer or other­
wise, which causes strike it permanently off the list of pensioners under his 
payment, the date and cause of return shall be entered under the Disbursing 
Officer's initials. 

326. On the receipt of an intimation about the death of a pensioner prompt 
action shall be taken to record the fact in the register and on the Disburser•s 
portion of the Pension Payment Order. 

In the case of pensioners whose pensions are paid by money order under 
the provisions of Rule 349 the necessary note shall be made on both portions 
of the Pension Payment Order. 

3Z7. Pension which are not granted for life but are subject to special 
condition, e.g., when they are to cease on marriage or at given age or under 
other specified circumstances, shall not be entered in the same register with 
other pension, but shall be recorded in special registers to be kept for the 
purpose. All Pension Payment Orders of such pensions will bear the letter 
•• S " in addition to the number. 

Additional columns shall be opened "in such registers to show clearly and 
trecisely the special limitations and conditions attached to each pension of 
phis category. 

Section IV-Manner of Payment 

DuE DATE 

328. Pension fixed at monthly rates are payable monthly on and after the 
first day of the following months : 

Provided that when there is a variation in the rate of a pension conse­
quent on tbe disbursement of the commuted value of a portion thereof pen­
sion for the broken part of the month at the original rate may be paid before 
the end of the month. 

329. If the first day of a month falls on a Sunday or is a Public Holiday, 
on which tunds for disbursement of pensions cannot be drawn from the treasury 
or the banks, as the case may be, the pension bills shall be paid on the last 

.. , working day of the month to which they relate, except in case of pension bills 
for the month of March, which shall be paid on the first working day of the 
succeeding month. 

The bills for payment of financial assistance to the freedom fighters/their 
dependents drawing monthly payments of Rs. 200 or less shall be made on the 
last working day of the month to which they relate except in case of payment 
for the month of March which shall be paid on the first working day of the 
succeeding month. 
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329-A. Unless there is anything repugnant in the subject or context, 
the procedure with regard to the payment at any treasury of pensions payable 
by the Government on behalf of the Union Government, Other State Govern­
ments, any Local Fund or of any other authority, shall be regulated by the rules 
in this chapter unless there are express orders of the Government to the 
contrary, 

330. Save as hereinafter provided and except in the case of provisional 
pensions payable through heads of offices a pensioner must take payment in 
person after identification by comparison with the Pension Payment Order. 

Note :-The disbursement of provisional pension drawn by the head of office shall ~made in 
the sam~ manner in which pay and allowances are disbursed bY him. 

331. A pensioner specially exempted by the orders of competent authority 
from personal appearance, a female pensioner not accustomed to appear in 
public, or a pensioner who is unable to appear in consequence of bodily illness 
or infirmity, may receive his or her pension through a representative upon the 
production of a life certificate signed by a responsible Government Officer 
or by some other well-known and trustworthy person. 

332. A pensioner of any description, who produces a life certificate signed 
by some person exercising the powers of a Magistrate under the Criminal 
Procedure Code, or by any Registrar or Sub-Registrar appointed under the 
Indian Registration Act, 1908, or by any pensioaed officer, who, before retire~ 
ment, exercised the powers of a Magistrate or by any Gazetted Officer, or by 
a Judge or by any person holding a Government title, or by a Police Officer not 
below the ranla of Sub-Inspector or Inspector in charge of a Police Station, 
or by a Post Master, a Departmental Sub-Post Master, or Inspector of Post 
Offices, or by a Class I Officer of the R.esc!rve Bank of India or an Officer in­
cluding Officen Grade II of the State Bank ofindia, or an Officer ofa subsidiary 
bank of the State Bank of India, or by the Head of a Villase Panchayat, Gram 
Pancbayat or Gaon Panchayat, or by the Head of an Executive Committee of 
a Village or by a bank included in the second schedule to the Reserve Bank of 
JDdia Act, 1934, in respect of a pensioner drawing his pension through that 
Bank is exempted from personal appearance. 

A pensioner not resident in India in respect of whom his duly authorised 
agent produces a life certificate signed by a Magistrate, a Notary, a Banker, 
or a diplomatic Representalive of India is exempted from personal appearance. 

In places where no postal f~cilities exist for payment of pensions by postal 
money orders, village officers are authorised to sign life certificates of aU 
pensioners who draw pensions of Rs. 20 per month or less, subject to the 
condition that the disbursing officer should be in possession of the specimen 
signature of the Village Officer issuing such life certificates. 

) --
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333. Payment of pensions to police pensioners may be made in accordance 
with the rules in this section, but if the Disbursing Officer entertains any doubt 
as to the identity of such a pensioner, he may require the local Inspector of 
Police to identify him. The Inspector, would then be responsible for the 
correct identification of the pensioner. 

334. A pensioner not resident in India may with the permission of the 
Reserve Bank of India, draw his pension in India through a duly authorised 
agent, possessing a legally valid power of r.ttorney, who must produce a life 
certificate on each occ:>.sion, unless the duly ;;uthorised agent has executed an 
indemnity bond to refund overpayments, in which C<~se he has to produce the 
1 ife certificate at least once a year. 

Nate : Deleted 

335. (a) A pensioner of any description resident in India is exempted from , 
person1l appear2.nce if he dr2.ws his pension through 2.n agent who has executed 
a bond to refund over-payments <lnd produce at least once a yer.r a life certi­
ficate signed by a person authorised under Rule 332 to sign such certificr-.tes. 

(b) Pension bills presented by the agents who he>.ve executed the requisite 
indemnity bonds may be accepted in the Treasuries <'.nd Sub-treasurie~ at any 
time during the last four d::ys of a month (includi.ng the last day of month) 
tol which the claims rel<'.tes, including the month in which r. life certific?.te is 
required to be produced provided of course that actu<'.l payment is mc.de only 
on production of the life ccrtific:-.te in respect of that pr.rticulc.r month. 

(c) Deleted. 

336. The pen;ion of a person drawing his pension through an authorised 
agent who h.1s executed a bond to 1efund overpayments, shall not be pc.id on 
account of a period of more than a yeu afler the date of the life certificate 
last received, and the Disbursing Officer shall be on the watch for au•hentic 
information of the demise of any such pensioner and pn receipt thereof, shall 
promptly stop further payments. 

337. When a pensioner is a minor or is for any other reason incapable 
of managing his own affairs, and has no regulc.rly appointed manager or 
guardian or when no such manager or guardian is nominated by the sanctioning 
authority, the Collector may on application by, or on behc.lf of the pensioner, 
and subject to such conditions as he may impose ; decl<'.re any suit?.ble person 
to be the mr.nager or guardian for the purpose of receiving, on behalf of the 
pensioner, the pension due to him, and payments of pension may be made to 
such manager or guardian in the same way as to the original holder, provided 
that sufficient proofs are forthcoming at the time of each payment of the original 
holder being alive and eligible to receive the pension for the period covered by 
the payJllent. Such declaration may, at ariy time, be revoked or altered at the 
descretion of the Collector. 

Note-Pension of a person who is certified by a Magistrate to be a lunatic should be paid 
in accordance with Section 95 (1) of the Indian Lunacy Ac-t, 1912. 
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FORMS OF PENSION BILLS AND CONNECTED CERTIFICATES 

338. (1) Save as hereinafter provided in this rule, claims of payment of 
pemions shall be presented on bills in a form similar to Form M. T. R. 37, 
a copy of which will be supplied by the Disbursing Officer to each pensioner 
or his agent or represen,tative. The bill must be duly receipted by the pensioner 
or by some other person authorised to give legal acquittance on his behalf, 
and if the pensioner cannot sign his name, his thumb impression or where this 
is not possible due to physical incapacity, his great toe impression, the thumb 
or the great toe impression being duly attested by a well known and respectable 
person, shall be taken on the bill. 

Save as provided in sub-rule (3) of Rule 345, the Pensioner's portion of the 
Pension Payment Order must invariably be presented with the bill. 

In the case of physically handicapped pensioners who are unable to sign or 
put their thumb/great toe impressions and pardahnashin ladies, acquittance by 
seal mark attested by some well-known and respectable person may be accepted 
in lieu of signature or thumb/great toe impressions. :. 

(2) Instead of requiring each individual pensioner to present a separate bill 
in Form M.T.R. 37, the Disbursing Officer may, subject to such general or 
special instructions as the Accountant General may issue in this behalf, prepare 
a single bill in Form M.T.R. 38, for all on account of each class of pensions 
On this plan the receipt of each pensioner appearing personally shall be taken 
in the column provided for that purpose, while separate receipt shall be appen­
ded to the bill in support of payments, if any, made at the sub-treasury, or on 
life certificate, note being made in the latter case on the separate receipts of the 
names of the persons actually receiving the money. On all such documents 
shall be entered the number of the entry in the bill. 

(3) Claims for provisional pension sanctioned in respect of a retired non­
gazetted Government servant or a gazetted Government servant whose pay and 
allownaces immediately before retirement, were drawn on establishment pay 
bill, shall be preferred by the head of office separately for each pensioner in 
Form M.T.R. 38-A. 

339. In case [other than those sp:::cified in rules 334, 335 and 338(3)] where the 
pensioner desires to draw pension through an agent or a representative nomi­
nated by him, a life certificate must accompany every pension claim for the 
months of June and December. The life certificates shall be signed by a person 
authorised under these rules to sign such certificates and must be dated not 
earlier than the last day of the month concemed. 

340. When a pensioner draws his pension through an agent or representative, 
the claim must be supported by the written authority of the pensioner to pay 
the pension to the agent or the representative nominated by him to receive 
payment on his behalf. In such cases, the endorsement " Received payment " 
must be signed by the pensioner and a separate receipt which need not be 
stamped shall be endorsed by the agent or the nominee, as the case may be, 
in token of having actually received the payment. 
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341. Where the determination of a pension cannot be fixed for a precise 
date, the pensioner's bill must be accompanied by a certificate in Form M.T.R. 
39, duly signed by any of the authorities contemplated in Rule 332. However 
in the case of a female Pensioner whose pension is terminable on marriage or 
remarriage, a certificate signed by the Pensioner to the effect that she is not 
married/remarried shall be furnished on the body of every Pension bill, except 
for the months of June and December. The Pension bills for June and December 
shall be supported by a declaration in Form M.T.R. 40 vide Rule 342. 

Note : Deleted 

342. A declaration in Form M.T.R. 40 shall be obtained half yearly from 
female pensioners whose pension is terminable by their marriage or re-marriage, 
and shall be attached to the bills for pension paid for June and December. 

" Every pension Disbursing Officer shall submit to the Accountant General 
concerned a statement showing particulars and dates of last payments of 
pensions in respect of the cases of failure to furnish the above declaration 
in the months of January and July. 

Note-The female pensioners who are above the age of 70 years are exempted from giving 
such declaration. 

343. (1) A certificate of non-employment as printed on the forms of bills 
shall be obtained from all pensioners in· receipt of Service pensions, other than 
retired Class IV servants and ex-policemen, who are in receipt of pensions of 
not more than Rs. 10 a month. If a pensioner who is required to sign the certi­
ficate is re-employed either permanently or temporarily in a Government 
establishment or in an establishment paid by a State Government or by a Local 
Fund, during the period for which pension is claimed, he must furnish the 
necessary particulars therein, and the Disbursing Officer shall ascertain and 
report whether the rules regarding such re-employment have been duly observed. 

In the case of a pensioner permitted under rules of the Government to draw 
pension after re-employment the certificate must be modified according to 
facts. 

In the case of an employed/re-employed pensioner drawing family pension 
under the revised pension rules, the. pensioner shall furnish the details of his/ 
her emoluments on employment /re-employment, duly verified by the head of 

• office where he/she is employed jre-employed once a year in the pension bill 
for the month of December. 

(2) When a pensioner draws his pension through an agent who has executed 
a bond of indemnity under Rule 245, the certificate modified suitably may be 

A..- signed by the agent, provided that the pensioner himselt furnishes once a year 
a certificate concerning the period for which pension has been drawn on the 
basis of the agent's certificate. 

344. A t reasury officer will in case of death of a pensioner governed by 
the Family Pension Scheme for State Government Employees, 1964, start 
paying family pen<>ion to the widow/widower on receipt of death certificate of 
the pensioner and tile a~ )lication in form M.T.R. 41 for the grant of family 
pension to her/him, and he will also send an intimationin this regard to the 
Accountant General in Form M.T·.R. 42. 
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Provisional Family Pension wherever payable through the Head Office, , 
shall be drawn by the Head of Office in which the Government servant was 
serving immediately before this death, in Form M.T.R. 38-A at the treasury or 
the office of the Accountant General or authorised office of disbursement at 
which the pay and allowances of the establishment are drawn by him. 

Note J.-The relevant provisions for the drawal and disburSfment of provisional pensions 
to the pensioners by the Head of Office will apply mutatis mutandis for the drawal and dis­
bursement of provisional Family Pension in terms of the above Rule by the Head of Office, 
wherever necessary. 

Note 2.-Farr ily '}lensi<>n or provisional family pension uptc Rs. 100 per month of the 
Maharashtra State Government Pensioners other than those residing at places where a district 
Treast•ry or a Sub-Treasury is located may, at the request of the concerned pensioner be 
remitted to him by postal Money Order, at the cost of Government. The charges on account ~ 
of money order commission should be snown as a distinct item in the bills relating to such 
claims, debiting the· expenditure thereof to the appropriate head of account. Pcnsior.c:rs resid­
ing in the Bombay Suburban District and drawing pension from Pay and Accounts Office, 
Bombay, will however, be eligible to _avail of the 'above concession. 

CHECKS TO BE APPLIED BY THE DISBURSING OFFICER 

345. (1) On appearance of a pensioner claiming payment of pension, his 
personal marks shall be checked by the Disbursing Officer and the signature 
to the receipt shall be compared with the facsimile of the signature taken 
on the Disburser's portion of the Pension Payment Order. If the pensioner 
cannot sign his name, his thumb/great toe impressions on the receipt shall be 
compared with the original impression taken on the Order. In cases of doubt, 
payment may be made on the strengthpfthe resemblance betweeen the pensioner 
and his photograph, where one is pasted on the Disburser's portion of the 
Pension Payment Order, pending final settlement of any question which may 
arise about indentification marks, signature or finger impressions. 

(2) A pensioner drawing pension for the first time shall be required to 
produce his personal copy of the letter of the Accountant General forwarding 
his pension payment order to the Treasury Officer and his signature or thumb/ 
great toe impression on the bill shall be compared with the specimen signature " 
or· thumb/great toe impressions received with the Pension Payment Order. 

346. When a pensioner draws his pension through another person, the 
Disbursing Officer must take special precautions against fraudulent presen- ·• 
tation of claims and satisfy himself of the existence of the pensioner and ori 
the identity of the payee before any payment is ordered, and if he feels any 
suspision, shall refer it to the pensioner before payment. 

Note.-In so far as the Disbursing Officer is concerned, the authority of a person to receive 
payment of pension on belralf of a pensioner, shall be deemtd to remain unimpaired until 
its terminiation, by the death of the pensioner or otherwise, becomes known to the Disbursing 
Officer. 
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34 7. In view of the special risk of fraud involved in the payment of pensions 
of women who do not appear in public, special care shall be taken in the 
indentification of such pensioners. The descriptive rolls, when originally prepar­
ed, and the periodical certificate of the continued existence of such women 
shall be attested by two or more persons of respectability in the town or village. 

RECORD OF PAYMENT 

348. Every payment must be entered on the reverse of both portions of 
the Pension Payment Order and atteste~ by the signature of the Disbursing 
Officer. In the case of pensions paid at a sub-treasury to which only a copy 
of the order with the Treasury Officer's order thereon is supplied under Rule 
324, the Sub-Treasury Officer shall make the entry on the Pensioner's portion 
of the Order and on his copy, while the Treasury Officer at the head quarters 
treasury shall, from the connected voucher make the necessary note on his 
original of the Order. 

348-A. As soon as the payment of provisional pension drawn by the head 
of office has been completed, he shall inform the Accountant General of the 
particulars of the payment actually made by him. 

PAYMENT OF PENSIONS BY POSTAL MONEY ORDER 

349. The payment of pemions may be made by postal money order at the 
option and expense of pensioner. When this mode of payment is adopted, th~ 
following rules shall be observed :~ 

(i) A pensioner who elects to hwe his pension pqid by money order 
should present in person to the Treasury Officer a decl!lrqtion to that effect 
with his copy of the Pen >ion Payment Order. The Treasury Officer should 
then indentify the pensioner ?.s laid down in Rule 345. A.fter this has been 
done he should paste the declaration ;:nd both portions of the Pension 
P,>yment Order in a separate file headed" Pension Pay::~ble by Money Order". 
On a d:1te no t later tho.n the 1Oth of each mon.~h, the Treasury Officer should 
arrange to m1ke out a money order fo rm for each pension recorded in the 
file mention~d P.bove, less money order commission, and m:1ke corresponding 
p?.yment entries in the t;:ble on the Pemion Payment Orders. The Treasury 
Officer should sign the money order form and initial the entrie:: on the 
Pension Payment Order after carefully compP.ring the three documents. 
Note.-Pension upto Rs. 100 per month of Ma harashtra State Government pensioners other 

than the pensioners who are residing at places where a District Treasury or Sub-Treasury 
is located may at the request of the pensioner be remitted to him by postal Money Order at 
the cost of Government, the ctarges on account of mnney order commission to be shown as 
a distinct item in the bills relating to such claims, debiting the expenditure thereof to the 
apprupriate head d account. Pensioners residing in the Bombay Suburban District and 
drawing pension from Pay and Accounts Office, Bombay, will however, be eligible to avail 
of the above concession. 

(ii) In order to minimise the risk of fr:md, the Tre.1.sury Officer should 
compare the sign1ture on the money order receipt every month with the 
pensioner's signature on the disburser's portion of the Pension Payment 
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Order. The Treasury Officer should also satisfy himself once a year in 
such manner as he thinks desirable, that the pensioner is actually alive. 
In token of having done so, he must endorse on the schedules of payments 
for the month of April each year a certificate to the effect th<lt he has satisfied 

·himself that the pensioners were <'.ctur.lly alive on the dates on which the 
pensions were remiited to them. 

(iii) In cr.se of female pensioner whose pension is termin?.ble on ma~riage 
or remarriage, a declaration in Form M.T.R. 40 as prescribed in Rule 342 
shall be obtained by the Treasury Officer before remitting the pensions, for 
the months of June and December. In other e<:ses, where the termination of 
Pension cannot be fixed from a precise date, the Treasury Officer should, 
before remitting the pensions for the months of June and December, obtain 
from the Pensioner certificate in Form M.T.R. 39. 

(iv) The Collector should arrange with some village offici?.! or other 
suitable sub-ordin?.te agency, such as the police, for reportin~ promptly 
to the Treasury Officer the der.tb of a pensioner whose pension is paid by 
money order. 

(v) It will not be necessary to prepare sep:>.rate pension bills for such 
payments. The payments should be shown in a separr.te schedule which 
will serve as a voucher. A certificate in the following form in the hand­
wri6ng of the Treasury Officer should be endorsed on the schedule. 

" Certified that I have satisfied myself th<>t all payments noted in the 
schedule have actually been remitted by money order. " 

(vi) In the schedules for J?.nu<.ry and July each year, an additional certi­
ficate in the following form should be added :-

"Certified (1) that I have obtained, where necessary, from each pensioner 
a declaration that he has not received any remuneration for serving in 
any capacity under the Centrr.l Government or any State Government 
or under a. Local Fund during the past six months, ond (2) that in al 
cases where determination of a pension cannot be fixed for a precise date· 
I have obtained the certificates in Form M.T.R. 39 or the declaration 
Form M.T.R. 40, as the case may be. .f 

Note i.-The words" or the declaration in Form M. T. R. 40, as the case may be" appear­
ing in the certificate above will be added in the certificate attached tu the sc.hedule for January 
only vide Rule 342. 

Note 2.-Provisional Pension drawn by the head of office may be paid by Postal Money 
Order or by bank draft, if so desired by the pensioner, at the cost of the pensioner". Provi­
sional pension upto Rs. 100 per month of the Maharashtra State Govumt.nt pensior.ers, 
other than the pensioners redising at places where a District Tr~asury or Sub-Treasllry is 
located may, however; at the request of the pensioner be remitted to him by postal Money 
Order at the cost of Government, the charges on accour.t of the m0ney order commission to 
be shown as a distinct item in the bills relating to such claims debiting the expenditure thereof 
to the appropriate head of account. Pemioners residing in the B<•mbay Submban District 
and drawing pension from Pay and Accounts Office, Born bay, will, however, be eligible to 
avail of the above concession. 
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(vii) In the schedule for the month following, the month of payment, 
the Treasury Officer should furnish the following certificate :-

"Certified that I have satisfied myself that all pensions included in 
the schedule for the previous month have been paid to the proper persons 
and that I have obtained all money order receipts in support of these 
payments and filed them in my office. " 

(viii) The amount to be remitted by money order should be adjusted 
by transfer credit to the Post Office in accordance with the procedure prescrib­
bed in Rule 205. 
Note .-The procedure authorised in this rule may be applied mutatis mllfanclis to 

pensions payable at sub-treasury or any other disbursing office. 

350. (1) Where owing to old age or infirmity, or in consequence of some 
physical disability it is not possible for a pensioner to present in person to the 
Treasury Officer a declaration electing to have his pension paid by money 
order, the Treasury Officer may accept instead, an written declaration signed 
by the pensioner and duly verified under his seal by a gazetted officer, a magi­
strate, a Justice of Peace, a tahisldar, a naib tahsildar, a block development 
officer, a police officer not below the rank of Sub-Inspector in-charge of Police 
Station or any Government Officer of equivalent rank having his headquarters 
at the place where the pensioner is living for the time being. The officer verifying 
the declaration shall specify the circumstances in which he holds that it is not 
possible for the pensioner to present the declaration in person to the treasury 
officer. 

(2) Should the pensioner be physically incapable of signing the declaration, 
the Disbursing Officer may authorise payment on production of a certificate 
from the Civil Surgeon of the district or a registered medical practitioner 
to the effect that the pensioner is alive but is unable to sign the required declara­
tion. In such a case the pension may be paid to the heir, not being a minor, 
who would receive payment of the arrears of pension in the event of the 
pensioner's death, provided it is certified by the Collector that the person 
claiming to be the heir, is in fact the heir and continues to be the heir throughout 
the period for which he draws the pension. 

SPECIAL RULES APPLICABLE TO POLITICAL PENSIONS 

351. Every Disbursing Officer shall maintain a register of political pensions, 
payable by himself, showing for each pension separately :-

(i) origin and nature of the pension and the ground on which it was 
sanctioned ; 

(iz) the amount and period of payment ; 
(iii) the orders of competent authority sanctioning its payment ; 
(iv) the name and residence of the pensio11er, with specification of shares, 

if any; 
(v) reference to the Register of Pension Payment Orders ; 
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(vi) whether tenable for life only ; or if it .Is heritable, the manner and 
extent to which it will descend, with quotations of orders affecting it ; 

(vii) any special condition attached to the grant of the pension ; 
(viii) any other matter worthy of note in connection with the pension. 

352. With the special sanction of the Accountant General in each case, 
the following procedure may be employed in the case of groups of political 
pensioners who are paid by, and are in-charge of, a Political Officer :-

(a) In lieu of a Pension Payment Order for each pensioner, an order 
for the payment of the whole group will be issued by the Accountant General 
in Form M.T.R. 34, each entry having a number in the forms 330/1, 330j2 
and so on, where 330 is the register number of whole documents. 

(b) The officer in charge of the pensioners should draw up a monthly 
bill, in the following forms, in which all the names should be entered in 
their proper order, even though nothing is drawn for the pensioner entered :-

(i) Numbeii of pensioner. 
(ii) Name. 
(iii) Monthly Pension. 

(tv) Amount of arrears drawn :­
(1) Month. 
(2) Amount. 

(v) Amount drawn for current month. 
(vi) Income-tax deductions. 
(vii) Net amount payable to each pensioner. 
(viii) Remarks ; this space will be used for acquittance in the Political 

Officer's own copy of the bill. 

(c) The following certificate should be appended to the bill :-
" Certified that all amounts drawn in last month's bill have been duly 

disbursed and receipts taken, with due precuations as to the indentifi­
cation of the payees, with the exception of the following amounts, now 
refunded :-.-

No. Name 

(1) (2) 

Amount 
refunded 

(3) 

Remarks 

(4) 
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(d) The total to be paid will be made as follows :­

Rs. P. 
Arrears, as per item (iv)(2) 
Current Month as per item (v) 

Total 

Less Income-tax and Surcharge 
Less undisbursed amounts now 

refunded. 

Net amount to be paid 

Any refunded amount can be drawn at any time upon quotation of the 
month's bill in which the amount was refunded. 

(e) If any alterations have been made in the list of pensioners during 
the past month, the Political Officer should append a statement showing :-

No. of 
pensioner 

Name 

(2) 

Nature of 
alteration or 
· lapse 

(3) 

Reasons or 
quotation of 

order 

(4) 

(f) No new name can be brought on the list and no new pension drawn, 
until the Accountant General has registered and given a number to the 
new name, and communicated it to the Political Officer-in-charge. 

(g) If there have been no alterations, the ~olitical Officer should append 
to his bill a statement that " there have been no alterations in the list of 
pensioners under my charge in the past month. " · 

Note.-Political pension upto Rs. 100 per month of the Maharashtra State Government 
pensioners, other than the pensioners residing at places where a District Treasury or a Sub­
Treasury is located mw at the request of the pensioner, be remitted to him by Postal 
Money Order at the cost of Government, the charges on account of Money Order commis­
sion to be shown as .a distinct item in the bills relating to such claims debiting the expen­
diture thereof to the appropriate head of account. Pensioners residing in Bombay Suburban 
District and drawing pension from Pay and Acco;mts Office, Bombay, will however, be 
eligible to avail of the above concession. 

353 . In cases in which political pensioners are exempted from personal 
attendance, the disbursing officer, if he entertains any doubt which has no 
<:onvenient means of removing, shall refer the case to the Government through 
his immediate superior for orders, but payment of the pension may not be 
suspended pending the result of such reference. 
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PAYMENT OF COMMUTATION MONEY 

354. The payment of the commuted value of a portion of a pension can 
be made upon the authority issued by the Accountant General only to, and 
upon the receipt of, the person legally entitled to receive it, and not otherwise. 

GRATUITIES 

355. (1) Save as hereinafter provided Gratuities shall not be paid except 
on a,n authority received from the Accountant General, to whom the sanction 
is communicated qy the sanctioning authority or by another Audit Officer. 
Payment can be claimed on the letter of authority itself and no separate bill 
isnecessary, and shall be made in the same manner as laid down in Rule 481 
and 483 in relation to Provident Funds. 

Note.-When at the option of the gratuitant, the balance('[ gratuity is tf• be drawn by the 
Head of an office, he shall do so by presenting a bill in Fc>rm M.T.R. 35 and shall furnish to 
the Accountant General, within a month of the date 0f drawal, a certificate of disbu&m<r.t. 

(2) Each Disbursing Officer shall keep a register in Form M.T.R. 36 of 
the Gratuity Orders issued on him, which will serve as an index to the authorities 
referred to in sub-rule (1). 

355-A. Provisional gratuity sanctioned by a competent authority in respect 
of a retired non-gazetted Government servant or a retired gazetted Government 
servant whose pay and allenvances immediately before retirement were being 
drawn on establishment pay bills, shall be drawn separately for ear;h gratuitant 
by the head of office in which he last served, in Form M.T.R. 38-A, and 
disbursed to the gratuitant. 

Note.-The, above provisions fur the drawal and disbursement of provisional gratuity 
to the gratuitants by the Head of Office will apply mutatis mutandis to the drawal and disburse­
ment of provisional death-cum-retirement gratuity payable to family of a deceas'd Govern­
ment servant who died while in service ar,d whose pay and allowances immtdiately before 
death were being drawn on establishment pay bills. 

Section V-Periodical Identification of Pensioners 

GENERAL RULES 

356. (l) On the first appearance of a pensioner on or after the first of 
April each year, the disbursing officer shall, except in the ·case of pensioners 
whose specimen signatures are attached to the Pension Payment Orders, take 
an impression of the thumb and all the fingers of the pensioner's left hand on 
the pension bill. The pensioner shall then be identified from the particulars 
given in the Disburser's portion of the Pension Payment Order or in the Audit 
Register, as the case may be. Identification shall also be made by an examina­
tion of the impressions given on the bill with those attached to the Pension 
Payment Order or kept in the Audit Register, or by reference to the pensioner's 
photograph where one is pasted on the disburser's portion of the Pension 
Payment Order, if he cannot be identified by other means with absolute certainty. 
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The provisions of this sub-rule with regard to the taking of the thumb and 
finger impressions of pensioners and the examination of such impressions 
for purposes of identification may be relaxed or modified by the Government. 

(2) Pardhanshin ladies and illiterate pensioners must give a thumb impres­
sion on their bills i,n the presence of the person who grants the life certificate, 
or, in the case of illiterate pensioners who personally attend .the paying office, 
before the Disbursing Officer. 

357. In all cases referred to in Rules, 331, 332 and 337 the disbursing 
officer must take special precautions to prevent impositions and must, at 
least once a year, receive proof independent of that furnished by the life certi­
cate of the continued existence of the pensioner. For this purpose, the disbursing 
officer shaH, save in cases of exemptions from personal appearance aiiowed by 
orders of competent authority require the personal attendance and due identi­
fication of all male pensioners who are not incapacitated by bodily illness or 
infirmity from so attending and in all cases where such inability may be alleged, 
he shall require proof thereof in addition to the proof submitted of the 
pensioner's existence. The disbursing officer is personaiiy responsible for any 
payment wrongly made, and in all cases of doubt, he must consult the Account­
ant General. · 

Exception.-In a case where a pension claim submitted by a pensioner is 
supported by a Life certificate granted under the provisions of Rule 332, 
by a gazetted officer whose specimen signature is on record with the Treasury 
Officer, or by a Government Officer, exercising the powers of a Magistrate 
under the Criminal Procdedure Code or by a Registrar or Sub-Registrar 
appointed under the Indian Registration Act, under their respective seals of 
office, personal appearance of the pensioner at the Treasury will not be insisted 
upon. The Treasury Officer, however, in all cases of doubt, will be competent 
to obtain proof of the existence of the pensioner independent of that furnished 
by the Life certificate. 

Note 1.-A pensioner of rank may be privately identified by the disbursing officer and need 
not b.:: required to appear at the disbursing office. 

Note 2.-The rules in this section do not apply to cases governed by Rule 349. 
Note 3.-Whenever a pensioner is not able to appear in person before the Pension Disbursing 

Officer due to old ale or physical infirmity and is also unable to produce a Life Certificate as 
required under Rule~ in this section, the Pension Dishursing Office! may, on specific request 
of the pensioner, visit his resider.cc for the pt1rpose of identification. The pensioner should, 
for this purpose, be however, charged a fee of Re. 1 in case of pensioner drawing a gross 
pension not exceeding Rs. 100 and Rs. 2 in case of pensioner drawing pension exceeding 
Rs. 100 per month. The amount of fee collected should be credited to Government as 
Depai~tmental receipt and the Pension Disbursing Officer concemed may claim T. A. for 
joumey undertaken by him for the purpose in accordance with the Goverr,ment orders for 
the time being in force. 

Section VI-Undrawn Pensions and Arrears 

GENERAL 

358. (1) Unless the Government by general or special orders direct other­
wise, if a pension payable in India remains undrawn for more than 12 months, 
the pension shall cease to be payable by the disbursing officer. If the pensioner 
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afterwards appears, or a claim is presented on his behalf, the disbursing officer 
may resume payments. He shall not, however, make the said payments :-

(i) if the pension in arrears is to be paid for the first time, or 
(ii) if the amount of arrears exceeds Rs. 2,500, without the sanction of 

the authority by whom the pension was sanctioned whicb shall be obtained 
through the Audit 01ficer : 

Provided that, if in any case a pension remains undrawn for more than 
three years in the case of a s;::rvice pension, or six years in the case of a political 
pension, it cannot be paid without the authority of the Accountant General. 

Note 1.-If the susp<msion of payments is attributed to error or neglect by any Government 
officer, the Accountant G<:neral may direct payment of the arrears on his own authority. 

(2) A gratuity payment order shall remain in force for one year only, and 
no such order shall be retained in a disbursing office if payment has not been 
made on it within a year of its issue. 

DEATH OF PENSIONERS 

359. (1) Subject to any rule or order made by the Government in this 
behalf, the payment of arrears of pension due in respect of a deceased pensioner 
shall be regulated by the following rules :-

(a) Pension can be drawn for the day of man's death ; the hour at which 
death takes place has no effect on the claim. 

(b) On the death of a pensioner, payment of any arrears actually due 
m:l.y be made to his heir, provided that they apply within one year of his 
<ie<~th. They cannot be paid thereafter without the sanction of pension 
sanctioning authority envisaged in Rule 227 of Bombay Civil Services Rules, 
1959, to be obtained through the Accountant General : 

Provided that, if the arrears do not exceed Rs. 500 and the case present 
no peculiar features, the Accountant General may pass the arrears on his 
own authority. 

(c) Subject as provided in the preceding clauses the provisions of Rule 
228 of the Bombay Civil Services Rules, 1959, sh1ll apply to payment of 
arrears of pemions due in respect of a deceased pensioner. 
Note I.-The indemnity bond referred to in Rule 228 of the B. C. S. Rules may b, in form 

M. T. R . 15. .; 
Note 2.-The arrears due in respect of a deceased p<:nsioner who, immediately before his 

~eath, was being pJ.id provisional p<:nsion througlt the head of office, shall also be payable 
in accordance with the provisions of this rule on the finalisation of th1;1 pension claim. 

(2) Any person claiming as the heir of a deceased pensioner shall be required 
to produce the Pensioner's portion of the Pen~ion Payment Order or if no 
Pension Payment Order has been issued, the copy of the order in which the 
sanction to the pension was communicated to the pensioner or the heir. 
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(3) Mter payment of the arrears of pension, both portions of the Pension 
Payment Order shall be returned by the disbursing officer to the Accountant 
General with a report of the date of death of the pensioner except in the case 
of pensioners governed by the Family Pension Scheme for State Government 
Employees, 1964, in which case the pensioner's portion of the Pension Payment. 
Order will be returned to the widow/widower and the disburser's portion will 
be retained by the Treasury Officer. 

REPORTs To THE AccouNTANT GENERAL 

360. Every pension-disbursing officer shall submit to the Accountant 
Generel every six months a stctement of cases of failure to draw pensions. 
The statement shall be prepared in two parts,,one part showing the names 
of all pensioners who have not drawn their pensions for six ye:-.rs or for three 
years, r.ccording as the pensions are classed as politie<>.l pensions or other 
pensions, and the other part showing the names of pensioners other than 
lhose included in the former part, who have not drawn their pensions for more 
than one yer.r. The reason for the non-dr2.wal, if known, shall be stated against 
each name. 

The Disburser's portions of the Pension Payment Orders of all pensioners, 
whose names are included in Part I of the statement, as P.lso of deceased 
pensioners, where the arrer.rs of pensions due are not claimed within one 
year of the pensioner's death, shall be returned to the Accountant General 
along with the statement. The disbursing officer shall sort out such cases by 
examining the files of Pension Payment Orders every month.· 

361. When a pension ceases to be payable during the lifetime of a pensioner, 
both portions of Pension Payment Order shall be returned by the disbursing . 
officer to the Accountant General after making the last payment and with 
a note recording the reasons for the cessation of the pension. 

SPECIAL ANNUAL ENQUIRIES 

362. Deleted. 

363. Deleted. 

H-269-!2. 
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CHAPTER Vll-PAYMENTS FOR PURCHASE OF STORES 

INTRODUCTORY 

Note.-In this chapter the term " Stores" is used to indicate all articles and materials 
required for the public service and coming into an ofiict;r's possession for various purposes 
and includes stationery, furniture, machinery, tools and plants, etc. 

364. Subject to such general or special rules or subsidiary instructions as 
may be issued by the Government for the griidance of officers who are required 
to make purchase of stores on Government account, the payments for acquisi­
tion of stores required for the public service shall be regulated in accordance 
with the provisions of this chapter, except in so far as they are supplemented 
or varied by special departmental regulations. . • 

Local purchases of petty articles or consumable stores out of office conti­
ngent grants are not subject to the rules in this chapter. 

PURCHASES IN INDIA 

Purchases through the Indian Stores Department 

365 (1) Without prejudice to the generality of the provisions contained 
in this part with regard to withdrawal of moneys from the Government Account 
for disbursement on Government account,Jhe't>rocedure relating to payments 
for stores purchased through the Indian Stores Department or the Central 
Stores purchasing officer may be regulated by special order issued by the 
Government in this behalf. 

(2) Subject as aforesaid, payments will be made by the Chief Controller 
of Supply Accounts and the Controllers of Supply Accounts (Civil) by m,eans 
of cheques drawn on any treasury or the Bank . 

Provided that when the amount payable is less than one rupee, the payment 
will be made by the indenting officer concerned in accordance with the proce­
dure applicable to contingent expenditure. 

Other Purchases in India 

366. Subject as hereinafter provided, the provisions of Chapter V shall 
apply generally to payments for stores purchased in India otherwise than 
through the Indian Stores Department. 

367~ As a general rule, payment for supplies is not permissible unless 
the stores have been received and surveyed. Payments prior to verification 
of quality and quantity of the materials may be permitted in exceptional cases 
only, provided that adequate safeguards exist to secure the Government against 
all losses in the event of the materials being found short or defective. In all 
such cases a bill based on actual measurement must be obtained as soon as 
possible after payment has been made for submission to the Accountant 
General. 
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368 If not provided otherwise by departmental regulations, bills presen­
ted in support of payments for purchases of stores shall be accompanied by 
a certificate that the articles detailed in the vouchers have been actually received 
and entered in the stock register, that their quantities are correct and their 
quality good, and according to specifications, that the. rates paid are not in 
excess of accepted or market rates and that suitable notes of payments have 
been made in the indents and invoices concerned to prevent double payment. 
The authority, unless it is a general one, under which the purchase is rna 1e 
shall also be quoted. 

369. The provisions of rule 310 apply also to supplies of stores by one 
department of the Government to another where the adjustment of the cost 
of such supplies has to be made by book transfers. 

Note.-The followinl! instructions should be printed on all forms of invoices for the supply 
of stores, ~c., and the officer receiving the supply should comply with them before the invoice 
is counte~signed :- . 

" It is essential for purpose of accounting and audit that the entries below should be 
filled in. Failure to do so may result in unnecessary delay and return of this invoice 
for compliance. 

(l) Head of Accountant (Major, Minor, Sub-Head and Detailed Head). 
(2) Month and year to which charge relates 

.(3) Accounts Officer by whom the amount is adjustable 
(4) Department to which the charge is debitable 

PURCHASES IN THE UNITED KINGDOM, ETC. 

370. Payment for all purchases ordered through Indian Supply Missions, 
London and Washington will be made by the High Commissioner for India, 
London or the Director General, India Supply Mission, Washington, as the 
case may be, the debits being passed on to India for adjustment. 

(1) Payments for articles obtained by placing direct orders on private firms 
or individuals in United Kingdom shall be made through the Accountant 
Gene1al. Tbe Officer desiring to make such a payment shall, as soon as 
all the cbeckls necessary in connection with the receipt, inspection and veri­
fication of articles have been applied, forward the firms bill in original to the · 
Accountant <!ieneral for audit and payment. Particular care must be taken to 

_.- ensure that no double payment is authorised in respect ofthe same claim. 

(2) (i) The Accuntant General, after audit of tbe firm's bill, will purchase 
a sterling draft in favour of the supplier in the United Kingdom and remit 
it direct to the supplier under mtimation to the departmental officers concerned 
in India. 

(ii) The Accountant General will bring the cost of the sterling draft finally 
to account against the relevant appropriation tn the Indian portion of the 
budget. 
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(3) In the case of stores ordered direct from firm's abroad on F. 0. B. 
basis subject to inspection by the Director General, India Supply Mission. 
London, the payment will, if the Purch?.sing Officers have so desired be made 
directly by the High Commissioner for India on 1eceipt of 5uppher's bills 
duly verified and certified by the Director General. Such ·payments will be 
passed on to the Accounts Officer concerned in India for r.djus1m<.nt through 
the Account current between England ~ nd India supported by the surplier's 
bills duly certified by the Director General. 

Note.-(1) Special care should be exercised by the Purchasing Officer in differentiating 
the articles purchased through the agency of the Director General, India Supply Mission, 
London, from those merely delivered to or shipped through his agency. In the former case, 
payment cannot be made from India, whereas in the latter case the procedure prescribed 
above should be observed. 

Note (2).-The procedure laid down in this rule may be followed mutatis mutandis in the 
case of other payments of a similar nature, e.g., those chargeable to the estimates of work, 
to be made direct to a party in the United Kingdom. 

Note (3).-The procedure laid down in this rule and t,he directions contained in Notes (I) 
and (2) above, may be followed mutatis mutandis in the case of payments to be made for 
articles obtained by direct order from private firms or individuals in America and in cases 
where the paymt. .. ; i• a:ade by the Director General, India Supply Mission, Washington, 
in accordance with the procedure prescribed in sub-rule (3) above the payment will be passed 
by him to this Accounts Officer in India for further necessary action " 

371 . Payments for direct purchases made in a foreign country other than 
United Kingdom and Ameri~ may be made direct to the suppliers by the 
purch~sing officers, the cash required for such payments being drawn under 
the rules in Chapter V of this part. · 
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CHAPTER Vlll-WORKS EXPENDITURE 
GENERAL 

372. The rules in this chapter shall apply to expenditure on special s?.rvices 
connected with the construction, repair, and maintenance of bUildings, roads 
and other works of public utility, whether carried out by the Public Works 
Department or under special orders of the Government, by the department 
using or requiring such works. 

Expenditure on petty construction and repairs, which under any order issued 
by the Government is treated as contingent expenditure of the department 
incurring it, is subject to the rules in Chapter V of this P.art. 

PAYMENTS TO LABOURERS 

373. As a general rule, and subject to such exceptions as may be autho­
rised by departmental regulations, wages of labourers engaged departmentally 
shall be drawn on muster-rolls showing the names of the labourer-s, number 
of days they have worked and the amount due to each. The daily attendance 
and absence of labourers and fines, if any, inflicted on them must be so recorded 

- as to prevent any tampering with, or unauthorised additions to, the entries 
once made. 

Subject as provided above, the muster-rolls may be kept in such form &nd 
in accordance witt such methods as may be authorised by departmental 
regulations. 

374. The payment made on muster-rolls must be made or witnessed by 
the officer of the highest standing available in the disbursing office, who .~hould 
certify to the payments individually or by groups. The amount paid on each 
date shall be noted in words as well as in firures at the foot of the muster-roll. 

375. If any items remain unpaid, the details there of must be recorded 
separately in the muster-roll in which they were originally drawn, before 
it is finally passed by the person who made the payment. Unpaid items 
shall subse(!uently be carried forward from muster-roll to muster-roll until 
they are paid, the payments being recorded and certified in tl!e same way as 
current items. 

Notwithstanding anything contained in this rule, it will be optional with 
the disbursing officer to adopt any other alternative method of making payment 
of unpaid wages provided that a s1stematic record of items remaining unpaid 
is maintained on the basis of of the original entries in the muster-roll in which 
they were drawn, and that suitable precautions are taken to prevent double 
payments. 

376. T.he DivisioJ~al Accountant "should certify in the bills presented to 
the treasury that the requirements of these rules have been satisfied. 

PAYMENTS TO WORK-CHARGED EsTABLISHMENT 

377. Wages of members of work-charged establishment may be drawn on 
the form of pay-bill of establishment (Form M.T.R. 19), or on such other 
suitable form as may be prescribed by departmental regulations, according to 
local circumstances or to meet local requireme ts. 
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378. The names and claims of the entire work-charged establishment 
concerned, including absentees, must be shown in detail in each bill. The 
names shall be grouped by works on which the men are employed and the 
drawing officer must certify that the men were on duty during the periods 
shown against their names, each man being employed on the work and on the 
duties for which hig appointment was sanctioned. Sanctions to the entertain­
ment of the establishment shall be quoted in each case. 

Note ].-Deductions on account of fines, incpme-tax, etc. should be shown by special 
entries against the names concerned. 

Note 2.-If the acknowledgement of the payee cannot conveniently be obtained on the bill 
itself, it may be obtained separately and attached to the bill as a sub-voucher. 

379. Wages remaining unpaid on a passed bill on the date fixed for closing 
the accounts of the month may be paid subsequently when claimed, on a 
separate bill, reference to the bill in which the charge was originally included 
and to the particular item thereof being quoted in each case. In making ::.: 
payment of arrears suitable note of payment must be kept against the original 
entries in the bill or other records so as to guard against second payment. 

PAYMENTS TO SUPPLIERS AND CONTRACTORS 

380. Unless in any case the Government after consultation with the 
Accountant General directs otherwise, payments for all work done other-wise 
than by daily labour and for all supplies shall be made on the basis of measure­
ments recorded in measurement books kept for the purpose, Claims for such 
payments shall be prepared as far as possible by the claimants .themselves in 
authorised form of bills and vouchers and no payment other than an advance 
payment may be authorised unless the correctness of the claim in respect of 
quantities and rates, as well as the quality of the work done or supplies made 
have been accepted and all calculations carefully checked by a responsible 
officer. 

Subject to such general or special instructions as may be issued by the 
Government after consultation with the Accountant General, measurement 
books may be kept in such form and according to such methods as may be 
authorised by departmental regulations. 

PAYMENTS FOR WORKS DONE THROUGH LoCAL BODIES 

381. When. the maintenance of any Government buildings or roads is 
entrusted to a Local Body, the payment made to it on this account shall be 
treated in the same way as payment for work done by a contractor. 

If lump-sum payments have been agreed upon, each payment :must be 
supported by a certificate recorded by a responsible Government officer that 

.. 

the work has been done in accordance with the conditions agreed upon. -.:. 

BILLS AND VocUHERS 

382. Without prejudice to the generality of the rules in this chapter, in 
making payments for works expenditure and the forms of bills and the detailed 
procedure to be observed by departmental disbursing officers, vouchers on 
which such payments are to be made may be prescribed by departmental 
regulations. 
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CHAPTER IX-MISCELLANEOUS PAYMENTS 

REFuNDS OF REvENuE 

383. Refunds of revenue can be drawn only on the demands and on the 
receipt of the person entitled to receive them after production of proper 
authority. In cases where moneys on account of revenue due to Government 
were received and credited to Government account by a departmental officer 
or where these were credited at a treasury with which he is in account and the 
refundees request for payment through such a departmental officer, the depart­
mental officer should draw the amounts on his receipt and make payment to the 
refundees concerned. However, on no account these may be drawn w be 
lodged in a deposit account pending demand. 

383.A. Government officers who have to make payments for refunds of 
revenue in cases where moneys on account of revenue were received and, 
credited to Government account by them, should, at the request of the 
refundees, make payment of such claims as are upto Rs. 50 from out of per­
manent advances. or imprests which they may be permitted to hold under the 
orders of competent authority, subject to recoupment on presentation of 
refund bills. 

384. Every refund shall be noted against the original credit in the 
departmental accounts or other documents in which the moneys received 
are entered in detail, and a certificate of such a note having been made 
must be given in all vouchers for refunds. · 

Note.-Except in cases of refunds of fines ordered by the Judicial Courts, a copy of the 
order of the competent authority sanctioning the refund shall also be sent independently 
to the Treasury/Sub-Treasury Officers concerned for verificarion before payment of the 
amount to be recipted by the party on the order. 

As regards refunds of fines ordeted by the Judicial Courts, the Court preferring the refund 
bill shall independently forward an advice in form M. T. R. 43-A to the Treasury Officer/ 
Sub-Treasury Officer making the payment. The Treasury/Sub-Treasury Officer concerned 
should check the particulars in the bill, when presented by the party, with the advice and 
after satisfying himself about the identity of the person, make the payment. 

385. (1) Except as hereinafter provided, or unless some other form has 
been prescribed by departmental regulations for any particular class of refunds, 

-r- bills for drawing money from the treasury on account of refunds of revenue 
shall be prepared in Form M.T.R. 43. The officer who received the original 
amount shall fill in columns 1 to 5 of the form and sign the certificate at foot, 
while the Treasury Officer shall verify the Cfedit by means of the particulars 

l; in columns 4 and 5 and affix his signature in column 6 in token of his having 
done so. 

Where under the provisions of rule 383 or 383-A a departmental officer is 
required to draw the amount for refund of revenue, he will prepare a bill in 
Form Maharashtra Treasury Rule 43 duly supported by the original challan 
with which the money was credited to Government account or by a duly 
attested statement showing the names of the refundees, the amounts to be 
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refunded and the number and date of the challan with which the money was 
originally deposited and the amount, if any, already refunded in cases where 
the amounts received from more than one person were credited by a single 
challan by him and present it at the treasury after acknowledging the receipt 
thereof in the space provided for claimant's signature and after scoring out 
the words " claimant's signature " . The treasury officer will then make the 
payment to the departmental officer after verifying the credit as stated in the 
first paragraph of this rule." 

(2) Payment of such refunds may be made to the refundee himself or to 
a person duly authorised by him to receive payment, provided that the receipt 
at the foot of refund voucher is signed by the refundee himself. The precautions 
prescribed in Rule 193 shall be observed in this case with special care. 

Note. (i)-Special forms have been prescribed for refund of Sales-tax. 
Note. (2)-The provisions of sub-rule (2) above are also appiicable to refunds or ln<.vmc:· ;.. 

tax and Super-tax the procedure of which is regulated by the provisions of appendix 5 of 
the Central Government-Compilation of Treasury Rules, Volume II. 

386. (1) If the amount of an examination fee, originally" deposited in the 
treasury or sub-treasury, is to be refunded a certificate will be•endorsed upon 
the original receipt by the Secretary, Maharashtra Public Service-Commission, 
or the appropriate authority concerned, specifying the amount to be refunded ; 
and the amount so authorised may be paid on presentation of the original 
receipt endorsed as above, the recipient giving his receipt below the endorsement. 

If the original amount was paid into the Bank at Bombay, the refund will 
be made in accordance with the above procedure by the Pay and Accounts 
Office, Bombay. 

(2) If the amount of an examination fee originally received from a candi­
date through or by means of cross postal order, or any part of it, is to be 
refunded, the Secretary, Maharashtra Public Service Commission, will present 
to the Pay and Accounts Officer, a bill for the amount to be refunded duly 
•mr ported by the original chalan crediting the money to the Government 
account (along with the money order fotms duly filled in). The accompanying 
chalan should also indicate under the Secretary's dated signatures the total 
amount to be refunded. If the amounts were deposited in lump sum into the 
Bank, a statement showing the names of the candidates demanding refunds, 
the amounts to be refunded to each, the number and date of the chalan in 
which the money was originally deposited and the amount, if any, already 
refunded, duly attested by the Secretary, Maharashtra Public Service Commis­
sion, should accompany the bill instead of the chalan. The_ bill will then be 
preaudited by the Pay and Accqunts Officer and endorsed for payment to the 
Post Master concerned. The Secretary, Maharashtra Public Service Commission, 
will thereafter present the bill together with money order forms duly filled in 
to the Post Master who wi!l arrange for the remittances by transfer credit to 
the Post Office in accordance with the procedure prescribed in Rule 205. The 
po:.tal money order receipts will be watched by the Secretary, Maharashtra 
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Public Service Commission and recorded after necessary check. The Secretary 
Maharashtra Public Service Commission, will also note in the original copy of 
the chalan under· his dated signature the amounts refunded. 

387. The following provisions shall apply to refunds of revenue credited 
(other than taxes on income), where the amount invc1ved does not exceed 
Rs. 100.-

(i) On rece1pt v{ ..::. c"!fnnd order passed by the Collector or other ·officer 
concerned, the Treasury Ofi1c~r •.. ~y a.c nis discretion issue a notice (a) inviting 
the person to whom the refund is to be made to receive payment at the 
Treasury and (b) intimating that on failure to comply with the invitation 
within one month (or such longer period as may appear necessary) the amount 
of the refund will be remitted to. the payee by Postal Money Order at his 
expense. · 

(ii) When the payee appears in person at the treasury, the Treasury 
Officer should see that no avoidable delay occurs in gettinp.: ";lv~ vo·.'.:::her 
for the refund signed by the payee who may then receive the payment perso­
nally or by a duly authorised agent or by money order at his own expense. 

(iii) When a money order is issued under clause (b) of the notice referred 
to in (i) above, the Treasury Officer should follow the procedure prescribed 
in sub-rule (1) of Rule 205. 

(iv) On receipt of the money order acknowledgment duly signed by the 
payee, it should be attached to the refund voucher in which the full amount 
of the refund and the deduction made therefrom on account of the money 
order commission should be clearly shown ; the voucher should then be 
disposed of in the usual way. The Accountant General will accept such 
voucher with the money order acknowledgement as a valid receipt for the 
full amount of the refund entered therein. 

Note.-Refunds of income-tax and super-tax by money order are regulated by the pro­
visions ot paragraph 8 of Appendix 5 of the Central Government Compilation of Treasury 
Rules, Volume II. 

388. Unless otherwise provided by any law or rule or departmental re~ula­
tion, an order for refund of revenue shall remain in force for a period of three 
months only from the date on which it was issued, and no payment shall be 
made on its authority thereafter unless·it is go revalidated by the sanctioning 
authority. · 

Note 1.-This rule does not apply to the refund of "Court fee Stamps" in respect of tVbi~ 
a certificate is granted for such refunds by the Courts under the p.~::ovisi.:>ns of the Bomb"Y 
Court Fees Act, 1959, or rules made thereunder. 

Note 2.-" The above rule does not apply to the r~;fund of fines ordered by the Judk::e l 
Courts.· ·· 
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refunded and the number and date of the challan with which the money was 
originally deposited and the amount, if any, already refunded in cases where 
the amounts received from more than one person were credited by a single 
challan by him and present it at the treasury after acknowledging the receipt 
thereof in the space provided for claimant's signature and after scoring out 
the words " claimant's signature ". The treasury officer will then make the 
payment to the departmental officer after verifying the credit as stated in the 
first paragraph of this rule." 

(2) Payment of such refunds may be made to the refundee himself or to 
a person duly authorised by him to receive payment, provided that the receipt 
at the foot of refund voucher is signed by the refundee himself. The precautions 
prescribed in Rule 193 shall be observed in this case with special care. 

Note. (I)-Special forms have been prescribed for refund of Sales-tax. 
Note. (2)-The provisions of sub-rule (2) above are also applicable to refunas ot in..,vmc:· ;... 

tax and Super-tax the procedure of which is regulated by the provisions of appendix 5 of 
the Central Government-Compilation of Treasury Rules, Volume II. 

386. (1) If the amount of an examination fee, originally' deposited in the 
treasury or sub-treasury, is to be refunded a certificate will be ·endorsed upon 
the original receipt by the Secretary, Maharashtra Public Service-commission, 
or the appropriate authority concerned, specifying the amount to be refunded ; 
and the amount so authorised may be paid on presentation of the original 
receipt endorsed as above, the recipient giving his receipt below the endorsement. 

' 
If the original amount was paid into the Bank at Bombay, the refund will 

be made in accordance with the above procedure by the Pay and Accounts 
Office, Bombay. 

(2) If the amount of an examination fee originally received from a candi­
date through or by means of cross postal order, or any part of it, is to be 
refunded, the Secretary, Maharashtra Public Service Cpmmission, will present 
to the Pay and Accounts Officer, a bill for the amount to be refunded duly 
snrported by the original chalan crediting the money to the Government 
a~~count (along with the money order forms duly filled in). The accompanying 
chalan should also indicate under the Secretar:y.'s dated signatures the total 
amount to be refunded. If the amounts were deposited in lump sum into the 
Bank, a statement showing the names of the candidates demanding refunds, 
the amounts to be refunded to each, the number and date of the chalan in 
which the money was originally deposited and the amount, if any, already 
refunded, duly attested by the Secretary, Maharashtra Public Service Commis­
sion, should accompany the bill instead 0f the chalan. The_ bill will then be 
preaudited by the Pay and Accqunts Officer and endorsed for payment to the 
Post Master concerned. The Secretary, Maharashtra Public Service Commission, 
will thereafter present the bill together with money order forms duly filled in 
to the Post Master who wi!l arrange for the remittances by transfer credit to 
the Post Office in accordance with the procedure prescribed in Rule 205. The 
postal money order receipts will be watched by the Secretary, Maharashtra 



\ 145 

Public Service Commission and recorded after necessary check. The Secretary 
Maharashtra Public Service Commission, will also note in the original copy of 
the chalan under· his dated signature the amounts refunded. 

387. The following provisions shall apply to refunds of revenue credited 
(other than taxes on income), where the amount invctved does not exceed 
Rs. 100.-

(i) On receipt vf .::. ::~f,md order passed by the Collector or other 'officer 
concerned, the Treasury Ofi1c'"r •.. <..') "' nis discretion issue a notice (a) inviting 
the person to whom the refund is to be made to receive payment at the 
Treasury and (b) intimating that on failure to comply with the invitation 
within one month (or such longer period as may appear necessary) the amount 
of the refund will be remitted to the payee by Postal Money Order at his 
expense. · 

(ii) When the payee appears in person at the treasury, the Treasury 
Officer should see that no avoidable delay occurs in getting 't.b.l'l vn·!.~her 
for the refund signed by the payee who may then receive the payment perso­
nally or by a duly authorised agent or by money order at his own expense. 

(iii) When a money order is issued under clause (b) of the notice referred 
to in (i) above, the Treasury Officer should follow the procedure prescribed 
in sub-rule (1) of Rule 205. 

(iv) On receipt of the money order acknowledgment duly signed by the 
payee, it should be attached to the refund voucher in which the full amount 
of the refund and the deduction made therefrom on account of the money 
order commission should be clearly shown ; the voucher should then be 
disposed of in the usual way. The Accountant General will accept such 
voucher with the money order acknowledgement as a valid receipt for the 
full amount of the refund entered therein. 

Note.-Refunds of income-tax and super-tax by money order are regulated by the pro· 
visions of paragraph 8 of Appendix 5 of the Central Government Compilation of Treasury 
Rules, Volume II. 

388. Unless otherwise provided by any law or rule or departmental re~la­
tion, an order for refund of revenue shall remain in force for a period of three 
months only from the date on which it was issued, and no payment shall be 
made on its authority thereafter unless-it is go revalidated by the sanctioning 
authority. · 

Note 1.-This rule does not apply to the refund of "Court fee Stamps" in respect of wbi~ 
a certificate is granted for such refunds' by the Courts under the p~.:ovisions of the Bomb~ 
Court Fees Act, 1959, or rules made thereunder. 

Note 2.-"The above rule does not apply to the refund of fine~ orde ed bY the Judir;;a l 
Courts. ·' ·· 
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GRANT-IN-AID, CONTRIBUTIONS, ETC. 

389. Grant-in-aid, contributions, etc., sanctioned by Government and by 
subordinate authorities under the powers delegated to them, may be disbursed 
at the treasury without specific authority of the Accountant General.* 

Note.-The term grant-in-aid contributions, etc.; includes such classes of co-operative as 
grants to local bodies, religious, charitable or educational institutions, stipends, scholarships, 
contributions - to public exhibitions and fairs, expenditure from discretionery grants placed 
at the disposal of Heads of Departments, Commissioners, etc., and compensations to Govern­
ment servants for accidental losses, subsidies, etc. 

390. Educational scholarships and stipends sanctioned by the Govern­
ment may be disbursed by the Treasury Officer without specific authority 
from the Accountant General. 

391. Save as hereinafter provided, bills for grants-in-aid, contributions, 
etc., shall be presented in Form M.T.R. 44 unless some alternative form is 
authorised by departmental regulations. The orders sanctioning the pay­
ment must be quoted in each case, Unless in any case the sanctioning authority 
directs otherwise, the bills shall be prepared and vouched for by the grantee 
and no such bill shall be paid by the Treasury Officer unless it bears the signature 
or counter-signature of the sanctioning authority or such other Government 
official as may be nominated by it in this behalf ; provided that when the 
9anction of the Government as communicated in the form of an express order 
to the Accountant General to make the payment, the Accountant Greneral 
may authorise the payment of the bill without requiring the signature or 
countersignature of a Government official. 

391-A. Compensations to Government servants for accidental losses, 
etc., due to effec of floods, cyclones, earthquakes, or otherwise may be drawn 
in ordinary pay bill form, and bills so drawn may be paid at the treasury on 
the authority of the sanction noted in the bills. 

392. In the Public Works Department, grants in-aid may be included in 
the same bill as contingent charges, but the abstract of the bill should show 
the total amounts for each class separately. 

SCHOLARSHIPS AND STIPENDS 

392A. Scholarships and stipends, other than 'lhose payable under the 
various sc:)19larships schemes sanctioned by Government shall not be dis-
bursed at the treasury except under the authority of the Accountant General. l.-

Such expenditure, when sanctioned by subordinate authorities under the 
powers delegated to them, may however, be disbursed by the treasury officer 
without specific authority of the Accountant General. 

393. Bills for educational scholarships, stipends, etc., Maharashtra Treasury 
Rule shall be presented in Form 45, or in such other form as may be prescribed 
by the Authority comptent to sanction such payments aftw consultation -with 
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the Accountant General. In the case of payments to institutions under private 
management such bills shall be prepared and signed by the authorities of the 
institutions concerned and sent to such Government official as may be nominated 
in this behalf by the sanctioning autoority, who will present the bill and draw 
the amount the reof from thetreasury and maJ<e payment to the institution 
concerned. The orders sanctioning the payment which should clearly state 
that the amount will be drawn by the departmental officer nominated therein, 
must be quoted in each case. 

If any conditions are attached to the payment of scholarships or stipends 
the bill must bear a certificate of the countersigning officer that he is satisfied 
that the prescribed conditions have been fulfilled. 

Note.-The provisions of this rule are not applicable to the various scholarship schemes 
of the Government. The amounts of scholarship in respect of students, awarded scholarship 
under these schemes are drawn by presentation of bills by the Departments/Offices in accor­
dance with the rules governing the Schemes and the cheques/Bank Drafts obtained in favour of 
the Heads of Institutions and sent to them for making payments to the students concerned." 

394. Deleted. 

INVESTMENT BY GOVERNMENT 

394-A. Hilt for Government's investments in a Company, Corporation 
or similar autonomous organisation shall be drawn by the drawing officer 
in the office of the sanctioning authority by presentation of simple receipt 
in a form similar to Form Maharashtra Treasury Rule 44, duly supported 
by a copy of sanction for such payment. The drawing officer will obtain cheques, 
in case the treasury officer makes payment by cheque, or bank drafts wherever 
necessary and make arrangement for payment. 

INTEREST ON GoVERNMENT DEBT 

I 

395. The procedure with regard to payments of interest on different forms 
of Government securities shall be regulated by the rules and orders contained 
in this behalf in the Government Securities Manual issued under the authority 
of the Government of India. 

COMPENSATION FOR LAND 

396. (1) The procedure to be observed for the payment of compensation 
for land taken up for public purposes shall be regulated by the orders _ contained 
in Appendix XIII, unless otherwise provided by the Government in the 
departmental regulations. 

(2) to (6) Deleted. 
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DISCOUNT ON STAMPS 

397. Discount on Stamps is allowed by deduction from the purchas-e 
money. A detalied bill in the Form Maharashtra Treasury Rule 30 head~d 
'Not payable at the Treasury' sh1ll be prepared by the Treasury Officer ew,ry 
mon:h for the amount of discount allowed and submitted to the Controlllng 
authority concerned for countersignature and transmission to the Accoun~ant 
General. 

398. The Government may, after consultation with the Accountant 
General, dispense with the submission of detailed bills, provided that the 

.connected schedule accompanying the treasury account is supported by a 
certificate of the Treasury Officer that the discount has been actually allowed to 
the parties to whom it was due, according to sanctioned rates. 

CoMMISSION TO REGIS~ 

399. Commission to Registrars may be drawn under deputmental 
regulations on bills which must exhibit the fees upon which the commission 
is claimed, in such a form as to be capable of verification by comparision 
with the treasury accounts._ 

400. In cases in which the commission is calculated upon number of 
documents registered, the bill sh3ll be supported by a certificate of the 
District Registrar or other con' rolling officer that the amount has been correctly 
calculated. 

PAYMENTS TO THE REsERVE BANK 

401. Bills for sums pi.i.yable to the Reserve Bank, e.g., bills in connection 
with flotation of new loam, m.:-.m.gement of public debt, etc., shall be counter­
signed by an officer of the Fin~nce Department before they are paid. 

Note.-The Bank is authorised to debit to Government account, in advance the sub­
mission of consolidated bills for expenses incurred in connection with the flotation of a Govern· 
ment loan, payment~ which it may make to a banker, etc. on account of brokerage, subject 
to the condition that the Bank accepts the responsibility in the event of any excess payment 
being made. The advance so made should be adjusted against the final bill of the Bank. 

COMMISSIONS AND COMMITTEES 

402. The procedure to be observed by commissions and committees or 
the Government in drawing moneys for their expenditure shall be governed 
by the orders embodied in Appendix 7 of the Central Government-Compila­
tion of Treasury Rules, Volume II. 

EXPENDITURE AGAINST GRANTS AT THE DISPOSAL OF AN ADMINISTRATIVE 
DEPARTMENT OF THE GOVERNMENT 

403. (1) When a sum of money is placed under the orders of an admini­
trative department of the Government for expenditure on speified objects, 
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all appropriafions sanctioned against it must be supported by an order. of the 
department concerned stating :-

(i) the particular object of the expenditure, which must always be within 
the general purpose of the grant ; · 

(ii) the amount of the appropriation sanctioned for it ; 
(iii) the person in whose charge the expenditure is to be ; 
(iv) the treasury or treasuries wtere the money is require.:!. 

(2) A copy of this order shall be sent to the Accountant General, who wiG 
thereupon authorise the treasury to pay the amounts on the receipt of the 
disbursing officer; 

404. The disbursing officer may draw the money on hi.s receipt, specifying 
the order under which it is sanctioned. He may not draw more than what 
he actually require from time to time for expenditure, but can draw as often 
as he finds convenient. He may also make his receipts payable to any other 
person, advising the Treasury Officer of his action. 

405. An account of the expenditure against the appropriation must be 
rendered to the Accountant General, in which the officer should enter on the 
receipt side all sums he has drawn from the treasury and on the expenditure 
side all amounts he has spent. Vouchers must be furnished in the same way 
and under the same rules as in the case of a contingent bill. A copy of this 
account (withbut vouchers) shall also be sent to the administrative department 
concerned. 

406. The account must be sent at the end of every month, except when 
it is estimated that the sanctioned expenditure will be completed and the 
account closed within three months from the date of the orders sanctioning 
il. In such a case, the account may be with held till the end of the said period 
of three months, and then sent in complete up-to-date. An account must in 
any case be made up and sent in up to the 31st March of the year. 
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PART VI-SPECIAL RULES FOR BANK TREASURIES 

Section 1-General 

407. The rules in this part are intended primarily for the guidance of 
Collectors and Treasury Officers and of Officers of the Bank in dealing with the 
receipts and disbursements on account of Government at places in which the 
cash business of the treasury is conducted by the Bank. They include infor­
mation on JllOSt points likely to arise; but in cases of doubt, and as a general 
rule, the Collector shall refer the matter to the Accountant General. 

Note.-At places, where there are offices of the Reserve Bank, viz., Bombay and Nagpur, 
the cash business, is for dte most part conducted by the Reserve Bank. At other places 
where there are branches of the State Bank of India or their subsidiaries, the cash business 
of the Treasury is conducted by those branches as agent of the Reserve Bank. 

408. In printed and manuscript forms or documents used in connection 
with Govesnmcnt business at the Bank, the words "General Treasury" shall 
never be used, as those words do not correctly represent the relation of the 
Goversnmcnt to the Bank. Any other erroneous expressions which misrepresent 
this relation shall be carefully avoided by all Government officers. 

409. The Bank will be kept open for the transaction of Treasury business 
on ~ recognised holiday, if so required by the Collector. 

410. At Bombay the functions of the Treasury Officer under the ·rules in 
this part will, except where the context otherwise requires, and subject to the 
provisions of Rule7, be performed by the Pay and Accounts Officer~ 

411 . A~l bl1ls, cheques and other documents passed by Treasury Officers 
and tbe Pay and Accounts Officer for payment at the Bank, as well as Interest 
Payment orders, etc. being non-negotiable instruments., warrant special 
precaution on the part of the Bank in the matter of identifieation of the payee. 
All such claims have normally to be presented by the payee personally, but 
where payment is desired to be made to an endorsee (other than a banker) 
or a messenger, the provisions of Rule 297 (2) or 419 as the case may be, should 
be strictly followed by the Drawing Officer. The Bank will not, however, 
disburse payments of such claims unless the Bank is satisfied about the identity 
of the person receiving payment as attested by the Drawing Officer in accord­
ance with Rule 297 (2) or 419 as the case may be. The Bank shall also verify 
before making the payment that the signature of the Drawing Officer attesting <--
the payee's signature tallies with that on the bill as passed by the Treasury 
Officer. 

Note ].-The signature of the messenger, in whose name the bill is endorsed should be 
taken on the bill in the presence of the endorsing officer and that signature should be compared 
with the signature taken in the presence of the treasury official. If both these signatures 
agree payment may be made otherwise, the bill may be returned with a statement oi' objection 
to the office concerned directly and not through the messenger. The messenger should date 
his signature on each occasion he signs in the presence of endorsing officer, at the time of 
suing authority in the presence of the Treasul"y Official, at the time of receiving back the 
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bill duly endorsed for payment, and in the presence of the Bank official, at the time of 
receiving the payment in cash. The first two signatures will be on the bill itself and the third 
one may be obtained either on the bill or on the letter of authority to the Bank in Form 
Maharashtra Treasury Rule, 46. 

Note 2.-An endorsement on the contingent bill by a drawing officer in favour of suppliers 
etc., made under the same circumstances as are stated in sub-rule (1) of Rule 297 is not 
an endorsement for the purpose of this Rule. 

412. Payment of cheques including Public Debt Office interest Warrants 
which are governed by the Negotiable Instruments Act will be made in 
accordance with the provisions of that Act and any generally recognised 
practice established among bank~rs by custom. 

Section ll-Payments into the Bank 

413. (1) Save as hereinafter provided, and subject as provided in Rule 112 
any person who desires to pay money into the Bank on Government Account 
shall first present at the treasury a chalan (Form M.T.R. 6) in duplicate (or in 
triplicate when so p•escribed). The Head Accountant or other Official entrusted 
with the duty of examining the chalans shall, after examination, write on all 
copies of the chalan the word ." correct " he shall then affix his initials to the 
chalan with the date, specify the head of account and, if the amount is not less 
than Rs. 1,000 submit the chalan to the Treasury Officer who if it is in order 
in all respects, shall enface it with an order to the Bank to receive the money 
and to grant a receipt. 

All the copies of the chalan thus enfaced shall then be returned to the payer, 
who will proceed with them to the Bank. There the money will be received and 
credited to the proper head of account and, subject as provided in Rule 119, 
an acknowledgement will be granted to the payer on the original chalan, the 
other copies being retained by the Bank to be forwarded to the treasury with the 
daily account 

Note J.-Chalans for sum of Rs.l,OOO and above must be enfaced by the Treasury Officer, 
but those for sums less than Rs. 1,000 may be enfaced by the Head Accountant or Deputy 
Accountant. All chalans presented at a sub-treasury must invariably be enfaced by the 
Sub-treasury Officer. 

Note 2.-The acknowledgment on the chalan, for moneys received, may be signed by the 
Authorised Offiice of the Bank, under his full signature, only in the original and such other 
copies as are required to be returned to the tenderer, the acknowledgrp.ent in other copies 
being merely initialled by him. 

(2) In cases in which chalans are presented in triplicate the acknowlegement 
of the Bank will be given on the original chalan or on such other copy as may 
specially be marked for the purpose, the other copies being retained by the 
Bank to be forwarded to the treasury with the daily account. 

Note I.-While granting receipts, the Bank should acknowledge the amount in words 
as well as in figures, except in the copies, other than the Qriginal copy which is required to be 
given to the tenderer of moneys, of chalans in form M. T. R. 6, prescribed in Rule 112, in 
which case, the receipts may be expressed in figures only. 

Note 2.-In case of Income-tax Chalan forms the Bank may return the 'Original' copy 
of the chalan direct to the Income-tax Officer concerned instead of routing it through the 
treasury. 
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(3) . Moneys tendered with a chalan signed by a departmental officer under 
the provisions of rule 115 and those tendered in payment of Central Excise 
duty may be received direct at the Bank without the intervention of the Treasury 
Officer. Moneys tendered with special form of chalan prescribed for payment 
of Income-tax (and super-tax) or Sales Tax revenue, may likewise be received 
by the Bank direct even When such chalans are not signed by the Income-tax 
Officer or Sales Tax Offi~r. 

Note J.-Chalans in respect of repayment of loans and advances tendered by a private 
person should be presented to the Departmental Officer concerned in the payment who will 
after entering the proper classification in the chalan and attaching the rcqLisite sch( dules 
to the chalan or mentioning in the chalan the details of Treasury Voucher No. and month 
under which the original amount was drawn and after enfacing return it to the party for 
presenting it to the Bank/Sub-Treasury as the case may be. 

Note 2.-Chalans for the remittance of the cost of foodgrains presented by the foodgrain 
dealers may be endorsed by the Supply Ava! Karkun when the Tahsildar is away and accepted 
by the Bank without the intervention of the. Treasury/Sub-Treasury Officer. The Supply 
Ava! Karkun should ~heck the classification in the cnalan. 

Note 3.-The Chalans could be signed by Departmental Officer who may be an officer of the 
Department concerned, available at the place, who is concerned with the collection ofrevt"'lue 
of the Department ~nd not necessarily the Head of the Department/Office or gazetted Officr. 
Whenever the Heads of Departments/Offices have to authorise a Non .. gazetttd su bo1 d;n ate 
to sign the chalans on their behalf, they should, as far as possible, nominate the Non-gazetted 
officer of the highest rank concerned with the receipts, available at their offices for the purpose. 

' 
( 4) Where circumstances warrant, Government may authorise the Head 

Accountant of a Treasury to sign chalans for amounts of Rs. I ,000 and above. 
· (5) In case of receipt to be credited to the Reserve Bank of India, Bombay, 

cbalans should be presented in duplicate (instead of in triplicate). 

414. Chalans shall be valid only for such time not exceeding ten· days, 
as may be fixed by the Collector ; if they are presented after the allotted time, 
the money will not be received by the Bank until they are re-validated by the 
Treasury Officer or by the departmental officer as the case may be. 

Note.-The time limit of 10 days shall not apply to chalans in respect of amounts tendered 
for payment of Income Tax, Super Profits-tax, Wealth-tax, Gift-tax, Expenditure-tax 
Companies (profits) Sur-tax and Estate duty. • 

415. Cheques on local Banks will be accepted by the Bank in accordance 
with Rule 100. There will be a daily clearance of cheques accepted and the 
transactions will be included in the daily account rendered to the treasury 
after the cheques have been cleared. . 

REMITTANCES OF DEPARTMENTAL OFFICERS 

416. Money received by officers of the departments named below will be 
received at the Bank direct without the intervention of the Treasury Officer 
in accordance wi~h the special rules specified against each :-

Public Works ....... ... ............................ Rules 447-448. 
Forest. • . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . Rules 459-462. 

Chalan forms shall be supplied to-the Bank by the Treasury. 
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417. Money received by departmental officers, other than those of the 
departments mentioned in the preceding rule, shall be forwarded by them 
daily to the Bank direct with a chalan in duplicate, describing the several items 
and the heads under which they should appear in the accounts, a separate 
chalan being used as far as possible, for each Major Head of Account. The 
duplicate copy of the chalan will be retained by the Bank and forwarded with 
the account of the day to the Treasury and the original returned, receipted, 
to the departmental officer for record in his office. 

The original chalan may be in the form of a book (i.e. Remittance or Pass 
book) sent daily for signature. 

Note.-Rules 416 and 417 apply only in cases of revenue realised by Departmental officers· 
In case of other recoveries such as recoveries on account of Objection Book Advance, General 
Provident Fund, Loans and Advances, etc., made by the D'epartmental Officers, the chalan in 

, duplicate with the requisite schedules or the details of Treasury Voucher No. and month 
under which the Original amount was drawn should be presented to the Treasury Officer who 
will enface it with an order to the Bank to receive the money and to return the original to the 
Departmental Officer duly receipted. The Treasury Officer will be responsible to ensure 
that the classification on the chalan is in order and is accompanied by relevant schedules and 
contains other required details where necessary. 

DEPOSIT AND LoCAL FuND RECEIPTS 

418. The detailed account of Local Funds and registers of deposits will be 
kept in the treasury or in the Magistrate's and Judge's offices, the Bank only 
receiving the amounts tendered in accordance with Rule 413 and creditmg 
them under their proper designation. 

Section ill-Withdrawal from the Government Account at the Bank 

CIVIL CHARGES 

419. Subject as hereinafter provided all bills for pay and allowances and 
contingent expenses of officers of the civil establislunent, which are ordinarily 
drawn upon the treasury, shall be presented to the Treasury Officer, in the first 
instance for examination. The Treasury Officer, if be passes the claim, shall 
enface on the bill an order to pay specified amount. Such orders shall be 
recorded in the register of payment orders issued, which is kept under Rule 440 
and sha:Jl be numbered, dated and signed. The bill shall then be returned to the 
person presenting it, and will be paid at the Bank in accordance with the order 
of the Treasury Officer, the Bank being responsible only for strict adherence to 
this order and for obtaining a proper discharge from ·the payee/endorsee of the 
bill in addition to his signature at the foot of the bill. In cases where the payee/ 
endoresee does not find it convenient to receive payment personally, this dis­
charge should be signed before the bill is presented at the treasury. In such 
cases, the person through whom payment is desired to be made shall be required 
to produce a letter in Form M.T.R. 46 authorising him to take the payment. 

Note.-When payment is desired wholly or partly in Reserved Bank draft, and a formal 
application, for a draft accompanies the bill, the Treasury Officer, if he is satisfied that the 
grant of the draft is permissible, will forward the application to the Bank spedcifying clearly 
in the pay order the manner in which payment should be made. 

H-269-!3. 
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420. Bills of civil establishments, which are payable at Bombay where the 
Pay and Accounts Officer is required to make payment of such bills after pre­
audit, shall be presented in the first instance at the office of the Pay and Accounts 
Officer for pre-audit and, unless there is a special request on the bill for cash 
payment, or the sum payable to one single party does not exceed Rs. 20, such 
bills may be paid by cheques upon the Bank issued by the Pay and Accounts 
Officer or by any subordinate· Gazetted Officers authorised by the Pay and 
Accounts Officer in this behalf. 

421. Without prejudice to the generality of provisions made in these rules 
with regard to withdrawal of money from the Government account, the proce­
dure to be followed in the payment of c).aims presented for pre-audit at the 
office of the Accountant Generai may be governed by such instructions as may 
be issued in this behalf by the Accountant General. 

PENSIONS 

422. Subject as provided in section 11 of Chapter VI of Part V, claims 
for pensions payable at Bombay shall be presented at the office· of the Pay and 
Accounts Officer and paid in cash or by cheque. 

At other stations, save where any other procedure has been duly authorised, 
pension bills will be cashed by the Bank upon pay orders issued by the Treasury 
Officer concerned. 

Exception-(i).The Treasury Head Accountant is authorised to pass all pension bills for 
payment up to a limit of Rs. 150 per month including temporary increase. Additional tem­
porary increase and Ad-hoc increase etc., of Pensioners drawing pension through Banks which 
have executed a bond to refund over-payments. All bills in respect of payment of gratuity 
should however continue to be passed by the Treasury Officers/Senior Treasury Officers. 
When a pension is paid for the first time, the claim should be scrutinized and passed by the 
Treasury Officer, irrespective of the amount of pension involved. 

(ii) The Treasury Head Accountant is authorised to pass all other pension bills for payment 
up to a limit of Rs. 60 per month in each case (inclusive of Temporary Increase), where the 
pensioners collect their pension in person except the 'penston bills for the month of March, 
June, September and December payable in the subsequent montQ.s which should be checked 
and passed by the Treasury Officer/Senior Treasury Officer. Bills of pension paid for the 
first time as well as gratuity bills should be signed by the Treasury Officer/Senior Treasury 
Officer himself. . . 

Note.-These orders are applicable only to Maharashtra State Pensioners. 

DEPARTMENTAL PAYMENTS 

423. Funds required for departmental disbursements by officers of the 
department named below may be obtained from the Bank! direct in accordance 
with the ~ules specified against it-

Public Works Department . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Rule 449. 

Forest . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Rules 464 to 466. 



.. 

155 

424. (a) Officers of the Public Works Department are authorised to draw 
funds by bills as well as by cheques. 

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

(c) In respect of cheques on letters of credit will be issued by the Accountant 
General, but where a Divisional Officer has intimated any limits on the drawings 
of a Sub-Divisional Officer, the Bank will observe prescribed limitations. Iu all 
other cases, cheques will be cashed without any limitations, if otherwise m 
order. 

REFUNDS 

425. Refunds of revenue, etc., w'ill be made by Bank on bills bearing pay 
orders signed by the Treasury Officer in accordance with the procedure 
prescribed in Rule 419. 

This Rule does not apply to refunds of income-tax, estate duty, wealth tax 
expenditure tax, gift tax~ sales tax or refund of tax under M. V. Tax Act, 1958, 
refu~d of tax under the M~harashtra Tax on Goods (carried by Road) Act, 
1962 and refund of tax under the Bombay Motor Vehicles (Taxation of Passen­
gers) Act, 1958 ; In the case of such refunds the Income-tax Officer, ControlLr 
of Estate Duty. Wealth Tax Officer, Expenditure Tax Officer, Gift Tax Officer, 
Sales Tax Officer or the authority competent to sanction refunds under M. V. 
Tax Act, 1958, the Maharashtra Tax on Goods (carried by Road) Act, 1962 
the Bombay Motor Vehicles (Ta](ation of Passengers) Act, 1958, as the case 
may be, is authorised to make out the refund order in the form of a direct order 
on the Bank and the endorsement of a Second Pay Order by the Treasury 
Officer will be unnecessary. 

DISCOUNT ON SALE OF STAMPS 

426. D!it:otmt on Sale of Stamps is allowed by deduction from the amount 
paid by the purchaser. The net amount will be received and brought to l:'ccount 
under Rule 413, the receipted chalan being the payer's authority for receipt 

.. of the stamps from the Treasury. 

PUBLIC DEBT 

427. Government Promissory Notes.-Government Promissory Notes, on 
which interest may be due shall be presented to the Treasury Officer, who 
having made the necessary examination and record shall give the holder an 
order on the Bank in the following form :-

Pay to . ." ........................ Rupees . . . . . . . . . . . . . . . . being 
interest for . ................. , ... half year at .... ~ . ......... .. .... .. . 
per cent, due on Government Promissory Note No .......... . of . : . ... . . 
for Rupees .... ... ................. . 
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428. Bearer bonds.-The interest coupon attached to a Bond shall be 
presented to the Treasury Officer, who, having m~de the necessary scrutiny 
and record, shall issue necessary orders on the Bank to make the payment. 

429. Stock Certificates.-Interest on stock certificates will be p?.id by the 
Bank on Interest Warrants issued by the Public Debt Office concerned with­
out the intervention of the Treasury Officer. The Bank will arrange to pay 
the interest due on the Warrant to the proprietor of the Stock Certificate. 

430. The provisions of Rules 427 to 429 apply mutatis mutandis to repayment 
of principal of any promissory Note, Bearer Bond or Stock Certificate , which 
may be notified for discharge ; but nothing in these rules shall be deemed to 
override any rule of order contained in the Governm--nt S·curitif's Manual, 
regulating the procedure for the payment of interest on or principf I of any 
Public Debt. · 

DEPOSIT PAYMENTS 

431. (1) Repayment of deposits standing at credit of individuals in the 
treas4ry register or in the Magistrate's or Judge's accounts. will be made on 
the order of the officer on whose register they are. Persons claiming repayments 
of such deposits must, therefore, apply to the ·officer who received them, who, 
after examining the appropriate register and .maiong the necessary record, 
will give the applicant an order for payment at the Bank. A Magistrate's or 
Judge's order must be taken to the Treasury Officer for countersignature before 
being presented at the Bank, unless the Bank keeps a personal ledger account 
of deposits of each Court. 

(2) In cases in which personal ledger accounts of Civil or Criminal Court 
Deposits are kept by the Bank each Court will duly intimate from time to time 
to the Bank the amount of lapsed deposits to be deducted from the personal 
ledger pass book. 

432. Unless in any case the Government directs otherwise, cheques for 
withdrawal from a personal deposit account at the treasury shall be -drawn 
upon and" presented to the Treasury Officer, who will enface them with an order 
on the Bank to make the payment. 

LOCAL FUNDS 

433. Payments will be made on cheques drawn by competent drawing 
officers of the local body concerned. Unless in any case the Government 
directs otherwise, such cheques will be drawn on the treasury and cashed by the 
Bank on pay orders issued by the Treasury Officer. 

Where, under any special order, a local body draws money from the treasury 
by presentation of detailed bills, the procedure prescribed in Rule 419 shall be 
followed. · 
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REMITTANCES 

434. The procedure with regard to remittance of treasure from the Bank 
and the testing of remittance made to the Bank from treasuries will be regulated 
by the provisions contained in Part XI. 

CURRENCY OF PAY ORDERS 

435. Pay orders issued on the Bank by the Treasury Officer shall be valid 
unly for a time not exceeding ten days, fixed by the Collector ; if presented 
after the allotted time they will be refused payment by the Bank until revalidated 
by the Treasury Officer. Provided that when the Sub-Treasury Officer is required 
to enface pay orders passed by the District Treasury Officer the period will be 
counted from the dates of such enfacements of the Sub-Treasury Officer. 

Note. 1.-The Distri-ct Treasury Officer shall forward the passed bill to the Sub-Treasury 
Officer instead of to the Disbursing Officer. 

Note 2.-The pay orders issued by the Sub-Treasury Officer on the bank in respect of bills 
which are enfaced by the District Treasury Officer for payment at the Sub-Treasury are also 
valid for a period not exceeding 10 days. If presented after allotted time, they will be refused 
payment by the bank until revalidated by the Sub-Treasury Officer. 

Section IV-Daily Accounts and returns 
436. j The accounts and returns to be rendered by the Bank to the Treasury 

Officer m respect of transactions of Government will consist of ; (i) a daily 
account of receipts and payments in Form T. R. 44, given in the Central 
Government Compilation of Treasury Rules, Volume II , together with con­
nected chalans and vouchers, (ii) a pass book or register of receipts and 
payments to be daily forwarded to and returned by the Treasury Officer. 

~37. In the daily accounts rendered by the Bank, such payments and 
receipts will be classified as may be directed by the Accountant General, in 
order that their arrangement may fit in with the forms prescribed for accounts 
kept at treasuries. The daily account will be prepared every day and the 
manager or agent, as the case may be after satisfying himself as to its accuracy, 
will docket and forward it to the Treasury Officer with the· register of daily 
receipts and payments and with all the appertaining chalans and vouchers 
at the close of the day. 

The net amounts of payments only are to be entered, that is, when a deduc­
tion is made from the amount of a bill, the daily account will show only the 
amount paid after deduction and not the gross amount of demand. 

Note 1.-It is of importance that these documents be secured in a locked box when sent 
by the Bank to the Treasury Officer, in order that there may be no possibility of any alteration 
or abstractions of any paper before they reach the hands of the Treasury Officer. 

Note 2.- With the concurrence of the Accountant General the daily accounts may be 
submitted in the morning following the date to which they refer, instead of at the close of the 
same day. 

438. Care shall be taken that vouchers sent to the Treasury are conspi­
cuously marked by the agent/ /manager with the word "paid " In attention 
to this rule may lead to documents being paid twice in the event of their 
falling into unscrupulous hands. 
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439. The register of daily receipts and payments has five columns for : 
(1) the date, (2) the total receipts for the day, (3) the total payments of the 
day, (4) the initials of the manager or the agent, as the case may be, and (5) the 
initials of the Treasury Officer. It will be written up and forwarded with the 
daily account to the Treasury Officer, the entries being certified with the initials 
of the manager or agent in the fourth column. The Treasury Officer shall check 
the receipts and disbursements <;olumns of the daily account, agree their totals 
with the figures entered in the register and examine the vouchers, and after 
initialling in the fifth column of the register in token of his verification, shall 
return the register to the manager or agent the same day or as soon as possible 
on the following day. . 

Section V -Miscellaneous 
REGISTER OF ORDERS FOR PAYMENT 

440. The Treasury Officer shall maintain a register of orders for payment. 

DAILY PoSTING OF ACCOUNTS 

441. When the daily account with the chalans and vouchers is received 
from the Bank, the account shall first be examined against the chalans and 
vouchers which support it. Then the vouchers which have been already 
approved and registered by the Treasury Officer, shall first be marked off in the 
register of orders for payment, that is the date of discharge shall be noted against 
'the entries in the register. Each item of receipt or payment will then be 
posted from the daily account with its chalans and vouchers, into the cash book 
either direct or through some subsidiary register and the net difference between 
the total receipts and the total payments posted in the Register of Reserve Bank 
Deposits in accordance with the directions contained in this behalf in the 
Account Code. Volume II. The daily posting in this register must be checked 
and agreed, with the daily accounts received dbder rule 436. 

ADVICES AND CERTIFICATES 

442. Advices of receipts or payments which, according to any rule or 
order have to be sent to Public Officers or Departments, and consolidated 
receipts or certificates of receipts or payments required by any rule or order 
to be given to any Public Officer or. Department, shall be prepared i'n the 
treasury and not,in the Bank as the point to be advised or certified is not that 
the money has been received or paid at the Bank, but that the receipt or payment 
has entered the treasury accounts. 

Nothing contained in this rule shall be deemed to override any local usage 
or practice under which advices and certificates referred to above are prepared 
by the Bank. 

TREASURY RETURNS 

443. All treasury returns, with the exception of those the Bank is ins­
structed to furnish under the rules in this part or under express orders of the 
Accountant General, shall be prepared in the treasury and not in the Bank. 

;:. 
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PART VII-SPECIAL RULES APPLICABLE TO PARTICULAR 
DEPARTMENTS 

CHAPTER I-PUBLIC WORKS DEPARTMENT 

INTRODUCTORY 

444. The rules in the chapter apply primarily to officers of the Public 
Works Department in relation to their transactions with treasuries. They 
are ~qually applicable to Special Land Acquisition Officers and other officers 
not belonging to the Public Works Department, who may be authorised to 
incur expenditure against the grant for public works. In their application 
to treasuries the cash business of which is conducted by the Bank these rules 
are subject to provisions of ~art VI. 

445. When a Government servant of another department is authorised 
to incur charges on account of the Public Works Departments against the 
grant for "Public Works", he will do so as a Public Works disburser. 

· 446. Treasury Officers are prohibited from issuing any money for the 
disbursement of officers acting as Public Works disbursers except in accordance 
with the rules in this chapter. 

REMITTANCE TO TREASURY 

447. Moneys received by officers of the department shall be paid as soon as 
possible into the nearest treasury for credit as Public Works Remittances. 

lf a Divisional Officer or Sub-divisional Officer makes use of cash receipts 
temporarily for current expenditure under the provisions of sub-rule (2) of 
rule 8 he must, before the end of the month, send to the Treasury Officer 
a cheque for the amount thus utilised, drawn in his own fa~our and endorsed 
by himself with the words "Received Payment by transfer credit to the Public 
Works Department. 

No/e.-Recoveries on account cf rents of public buildings borne on the books of the Public 
Works Department, including rents of electric installations, water-supply and other special 
services, when such .recoveries are made by deduction from pay bills of Government servants 
should be credited as receipts of the Public Works Department. ' 

~· 448. No deposit account can be opened in a treasury by officers of the 
Public Works Department, whatever sums are paid into a treasury by them, 
or on their account, must be carried to the credit of the Public Works Depart­
ment concerned. 

Note.-This 
1
rule applies aloot o deposits made, at the instance of the Public Works 

Department, by MunicipalitiCGOl' other Local Funds or Local bodies to meet the cost 0 f works 
to be carried out by that department. In such cases, the accompanying chalan should state 
clearly the name of the .l>ublic Worl«i Division to which the amount is creditable and of the 
work to which the deposit relates . 

• 
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DRAWING FROM TREASURY 

449. Funds may be supplied to Officers of the Public Works Department 
in two ways :-

(1) in direction and other special offices directly by pay and travelling 
allowance bills of non-gazetted Government servants and contingent bills 
presented by heads of offices, and by bills in respect of personal claims of 
Gazetted Officers; the relevant provisions of Part V -shall apply to these 
bills as they apply to bills of other Civil Departments, and 

(2) by means of cheques in all other cases. 

450. Deleted. · 

CHEQUES 

451. Officers in charge of Public Works Divisions and other Public Works 
Disbursing Officers, who may be so authorised by the Accountant General in 
accordance with departmental regulations, may draw cheques on specified 
treasuries and thus obtain the funds required by them for departmental 
disbursements not covered by the bills cashed directly at treasuries. No 
letters of credit will be issued specifying the limit up to which such cheques 
may be drawn. 

Note 1.-The term "treasury " includes a Military treasure chest for the purpose of this 
and other rules of this chapter. 

Note 2.-Payment for value of service postage stamps obtained by indent st.ould invariably 
be made by cheque in accordance with tl:e provisions of rule 311. 

SUBORDINATE OFFICERS 

452. (l) A Divisional Officer authorised to draw cheques on the treasury 
may empower" any of his Sub-divisional Officers to draw against his own 
account. Separate accounts for Sub-divisional Officers shall not be opened 
either at the District Treasury or at Sub-treasury; the Divisional Officer shall 
give a letter of authority only and the cheques drawn and paid under his 
authority will be dealt within the same way as if drawn by himself. But if the 
Divisional Officer has intimated any limitation on the drawing of a Sub­
Divi sional Officer for any month, the cheques drawn by the letter during that 
month shall be noted, irrespective of the date of payment, on the reverse of the 
letter advising the limitation, in the manner prescribed in rule 201. 

Note.-As the accounts of all Public Works Officers are not dosed on the last day of the 
calendar month, the letters of limitation should specify the dates of commencement and 
termination of the month in each case, and the limitations advised therein should be held to be 
applicable to cheques drawn during the month thus defined. Ar.y undrawn balar.ce should 
not be available for drawing in a subsequent month. 

(2) When funds are required for a Sub-Divisional Officer at a different 
treasury from that with which the Divisional Officer himself banks, the latter 
shall get himself placed in account with that treasury, and then empower his 
subordinate to draw against his account. Funds may not be made available 
for such purpose by means of Reserve Bank Drafts. 
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PAYMENT AT SuB-TREASURIES 

453. Subject as provided in rules 163 and 171, funds may be obtained by the 
Divisional Officer or his Sub-Di\_'isional Officers from sub-treasuries by means 
of cheques. 

PASS BOOK 

454. The amount of each cheque paid must be 1ecorded in a pass book or 
list of cheques cashed (Form M.T.R. 47), which will remain with the Divisional 
Officer, and be sent by him periodically to be written up by the Treasury Officer 
from the register of cheques paid. 

Note.-A Divisional Officer at the headquarters station should send his ):.ass book to be 
written up every week ; that of a Divisional Officer at a distance may be forwarded at longer 
intervals, but the dates should be fixed. A Divisional Offiecer, having banking accounts 
with two treasuries, will, of course, have two pass books. 

MONTHLY SETTLEMENT 

455. The Treasury Officer shall arrange to have a monthly settlement 
very early in the month with the Divisional Officer; he should have the 
pass book written pp in respect of cheques cashed during the previous month, 
and return affer signature the consolidated receipt sent to him by the Divisional 
Officer for the whole of the remittaces sent by him and his subordinate during 
that month. He shall also furnish the Divisional Officer with a certificate of 
total issues as follows :- · 

I hereby certify that the total issues made from this treasury on cheques 

drawn against the account of Shri . . . . . . . . . . . . . . . . . . . . officer-in-charge, 

• • .• . ............•.. Division, during .......... . . . ... . . 19 , amounted 

to Rs ................. .. .... (in words) . . . .. .... .. . ... .. .... . 

RETURN OF FORMS SUPPLIED 

456. The Treasury Officer shall send quarterly, to each Divisional Officer 
a statement showing the numbers and dates of all public works cheque books 

> issued on requisition received from the Divisional Officer and each of his 
Sub-Divisional Officers. 

SUPPLEMENTAL 

457. Subject to the general provisions of this chapter, supplementary 
instructions for the guidance of departmental officers may be laid down by 
departmental regulations. 
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CHAPTER II-FOREST DEPARTMENT 

INTRODUCTORY 

458. The rules in this chapter are intended primarily for the guidance of 
Forest Officers in their dealings with treasuries and of Treasury Officers dealing 
with the transactions of those officers. They are equally applicable to any other 
officer not belonging to the Forest Department, who may be authorised to 
incur expenditure against Forest' grant. At places where the cash business of 
the treasury is conducte<1 by the Bank, these rules shall have effect subject to 
the provisions of Part VI. 

REMITTANCE TO TREASURY 

459. Moneys received by officers of the Forest Department shall be paid 
as soon as possible into the nearest treasury for credit as forest remittances. 

Note ].-Earnest money deposits tendered by contractors or purchasers of forest produce 
should be paid by them direct into the treasury, where they will be credited to Revenue -. 
Deposits and not to Forest Remittances. Refunds of these deposits will be regulated by 
rule 501. 

Note 2.-Remittances by Forest Officers may be in cash, or partly in cash and partly oy a 
cheque or wholly by a cheque, the amount paid in cash and the amount remitted by a cheque 
being shown separately in the chalan or remittance note. · 

460. If a Forest Officer makes use of his cash receipts temporarily for 
current expenditure under the provisions of sub-rule (2) of rule, 8, he must, 
before the end of the month send to the Treasury Officer a cheque for the 
amount thus utilised, drawn in his own favour and endorsed by himself with 
the words "Received payment by transfer credit to the Forest Department". 

the amounts remitted by cheques shall be shown separately in the chalans 
or remittance notes. 

461. The Treasury Officer shall receive forest revenue­
(i) when paid' in by a Forest Officer ; or 
(ii) when the chalan is countersigned by a Forest Officer under rule 

115 ; or 
(iii) when he is specially authorised to receive it. In such cases a copy 

of the chalan shall be forwarded by the Treasury Officer direct to the 
Divisional Forest Officer, in order that the revenue may be brought to 
account in the books of the latter. 
Note.- Treasury Officers have been specially authorised to accept remittances of forest 

revenue payable to the Madras and Madhya Pradesh Governments on chalans countersigned 
by Madras and Madhya Pradesh Forest Officers, respectively. 

462. Forest revenue collected at outlaying stations may be remitted to 
treasuries by means of money orders. In such cases, the remittances may be 
credited to the Forest Department without any chalan. The acknowledg-

-
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ment with the coupon of the money order shall be forwarded by the Treasury 
to the Divisional Forest Officer and also an advice of all the remittances 
received by money order on each day on which such transaction may occur. 

Note.-Yard karkuns employed at fish-curing yards, who ·are not within a reasonable 
di~;tance of treasuries or sub-treasuries, may be permitted to remit the sale proceeds of salt 
b" money orders. The above procedure will apply in the case of such remittances. 

i63. A consolidated receipt in Form M.T.R. 48 for the Forest remittances 
n.:.•;dved and credited during the -month shall be furnised by the Treasury 
Officer on the first day of the ensuing month to each of the Forest Officers 
dealing with the treasury. · 

Note.-Under the directions contained in the Account Code, Volume II, a simple schedule 
of Forest remittances showing separately the cash received from each Forest Officer and 
acknowledged in the consolidated treasury receipt will be prepared every month by the 
Treasury Officer for submission to the Accountant General. 

DRAWING FROM TREASURY 

464, Officers in charge of Forest Divisions are authorised to obtain funds 
required for departmental disbursements by drawing cheques on treasuries 
with which they may be placed in account by the Accountant General, No 
letter of credit will be issued, specifying the limit up to which such cheques 
may be drawn. 

Note.-The Chief Conservator of Forests, the Conservator of Forests, Research and 
Working Plans Circle, and Silviculturist, Maharashtra State, Pune, are authorised to issue 
cheques on Government account on all Treasuries and Sub-Treasuries and on all branches 
of the State Bank of India within the State and also on the Reserve Bank of India, Bombay. 

Conservators of Forests, Divisional Forest Officers, the Forest Engineers and 
Sub-Divisional Forest Officer, Janjira are permitted to issue cheques on the 
Treasuries, Sub-Treasuries and Branches of State Bank csf India, at their 
own headquarters. They are also authorised to issue c]leques for payment 
at those Treasuries outside their own headquarters which are specified in 
Appendix IX. 

The Forest Utilization Officer, Maharashtra State, Pune is authorised to 
issue cheques on Government account on all treasuries and Sub-Treasuries 
and on all branches of the State Bank of India within the State. 

465. The Treasury Officer may cash, against the drawing account of a 
Divisional Officer, a cheque drawn by an officer holding charge of a forest 
sub-division or range, provided that he has received from the Conservator 
instructions to that effect in writing. Such instructions must empower the 
officer personally and may specify the extent to which he may draw. That 
officer must not use the same cheque book as the Divisional Officer. 

466. The Treasury Officer shall arrange to provide funds at a sub-treasury 
to meet the demands of a Forest Officer for drawing at that sub-treasury, 
provided that he has received due warning from that officer of the probable 
amount to be so drawn. 
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FOREST OFFICERS ON LEAVE 

467. The leave salary of gazetted Government servants of the depart­
ment on leave in India at a place where there is no Forest Disbursing Officer, 
may be drawn from the treasury on presentation of bills in the same way as 
gazetted Government servants of other departments. 

SUPPLEMENTAL 

468. The provlSlons of this chapter may be varied or supplemented to 
such extent as may be deemed necessary by Government after consultation 
with the Accountant General. 
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PART VIII-PUBLIC DEBT 

Section !-Permanent and temporary loans 

469. When under the terms of a loan notification issued by the Govern­
ment, subscriptions to any new loan are receivable at the treasury, the pro­
cedure to be observed by the Treasury Officer in receiving such subscrip­
tions and crediting them into the Government Account shall be regulated 
by the provisions of Chapter VII of the Government Securities Manual and 
by such supplementary instructions, if any, as may be issued by the Govern­
ment in this behalf. 

470. The procedure to be followed by Treasury Officers and the Public 
Debt Offices in making payments in respect of the principal of any loan when 
it falls due shall be governed by the rules contained in Chapter VIII of the 
Government Securities Manual and supplementaPy instructions issued by the 
Government in this behalf. 

Section H-Fioating Debt 

TREASURY BILLS 

47L Unless the Government directs otherwise, Treasury Bills will be 
issued from and repaid at the office of the Reserve Bank at Calcutta, Bombay 
and Madras and at the branches of its Banking Department, at Kanpur. 

The procedure to be observed by the Bank in connection with the sale and 
discharge of such bills will be governed by such instructions as may be issued 
by th~ Government to the Bank. 

472. Treasury Bills can only be paid on maturjty at the · office or branch 
of the Reserve Bank from which they were issued. After payment the dis­
charged bills shall be transmitted to the Accountant General or the Treasury 
Officer, as the case may be, in the same way as other paid vouchers. 

WAYS AND MEANS ADVANCES 

473. When ways and means advances are taken by the Government from 
the Bank, the request to the Bank shall be accompanied by a demand promissory 
note for the amount on behalf of the President. At the same time, the parti­
culars of lhe advance, that is, the amount and the interest payable thereon, 
will be communicated by the Government to the Accountant General. 

474. Wnen notifying a repayment, tne Government will endorse to the 
Accountant General concerned a copy of the instructions to the Bank. The 
Bank will ca.ncel the promissory note for the advance repaid or make a note 
on it if it is a part-paym~nt. The· note on final cancellation will be returned 
to the Government. 

475. Interest on the advance will be debited by the Bank at the time of 
repayment. 
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Section ill-Other Obligations 

A-PROVIDENT AND OTHER FUNDS 

476. Recovery of S71bscriptions, etc.-Premia or subscriptions to the Post 
Office Insurance Fund may be recovered by deduction from pay bills of the 
subscribers or in cash in accordance with the rules of the Fund. Such premia 
or subscription shall in no circumstances, be received at the treasury, payment 
in cash being permissible at Post Offices only. 

477. Contributions, donations, etc., payable in respect of the Indian Civil 
Service and the Superior Service (India) Family Pension Funds are recoverable 
by deduction from pay bills of the subscribers, or in cash if tendered at the 
treasury, at the rates communicated by the Accountant General, Central 
Revenues. 

Note.-The Treasury and other Disbursing Officers must check the deductions in respect of 
the Funds mentioned in this rule, at the time of passing for payment the pay bills of the 
Government servants concerned. 

478. In cases in which subscriptions, including refunds of withdrawals, 
are paid by deduction from pay bills, the requisite particulars shall be entered 
by the subscriber, if he draws his. own pay, or by the head of the office in other 
cases, in a separate ·schedule in one of the Form M.T.R. 49 M.T.R. 50 or 
M.T.R. 51, as may suit the requirement of the Fund concerned, and the form 
so completed shall be attached to the pay bill, If the subscription is paid in 
cash, the number of the account or policy, as the case may be, and all other 
particulars must be furnished. In all cases where a subscription is paid for 
the first time, the rule or special authority under which the subscription may be 
received shall also be quoted in the form or, in case of cash payment, in these 
separate documents of particulars. 

Note.-The Schedules in respect of the recoveries effected from Class IV Government 
Servants, whose General Provident Fund Accounts are maintained by heads of Offices, 
shall be signed by the drawing officers when signing the pay bills, after comparing the totals 
in the schedules with the total deductions shown in the pay bills. The schedules in such 
cases will not be attached to the pay bills sent to the treasury for payment, instead a certificate ;;-
will be attached to the pay bills indicating the total amount deducted as subscription and refund 
of withdrawals. 

479. When a subscriber to any Fund whose subscriptions are realised by 
deduction from a pay bill is transferred to another district or audit circle 
the fact that he is subscribing to the Fund shall be certified on the last pay 
certificate by noting thereon the amount of his monthly subscription and 
the number of his account or policy. 

Note.-When a subscriber to the Post Office Insurance Fund is transferred to another audit 
circle, notice of the transfer should be given to the Accountant General of the new audit 
circle and the Director, Postal Life Insurance, Calcutta through the Accountant General, 
Bombay or Senior Deputy Accountant General, Maharashtra State, Nagpur as the case 
may be. 
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B-WITHDRAWALS 

480. Provident Fund: (1) Advances and subject to the provisions of 
sub-rule (2) "of this rule and rule 481 funds required for withdsawals from 
a Provid.!nt Fund, if permissible under the Rules of the Fund, may be drawn 
by Gazetted Government Servants on Form No. M.T.R. 52, the bill being 
supported by a duly certified copy of the order sanctioning the advance or 
withdrawal, as the case may be. In the case of Non-Gazetted Government 
servants, the advance or funds required for withdrawal, if admissible, may be 
drawn on the same form, the bill being supported by a copy of the sanction duly 
attested by the Head of the Office, the bill may also, if so desired, be endorsed 
in favour of the Non-Gazetted subscriber after having his signature attested 
on the bill, provided the amount of the advance or withdrawal exceeds Rs. 1,000. 
The subscriber may re-endorse the bill in such a case to his banker or messenger 
for collection, the conditions prescribed in proviso (2) of rule 177 being applicable 
mutatis-mutandis. 

Payment may be made on the authority and responsibility of the Officer 
sanctioning the advance or withdrawal withou1 the previous authority of the 
Accountant-General provided that the bill is supported by a certificate in 
form Maharashtra Treasury Rule 52 that_ the advance or:withdrawal is covered 
by the balance at the credit of the Government servant concerned. 

(2) (i) Withdrawals from a Fund, when permissible under the rules of the 
Fund, to meet payments towards policies of life insurance or subscriptions 
to a Family Pension Fund may be made, as and when req~ired, by heads of 
offices for their subordinates on their own authority and responsibility without 
every time making a previous reference to the Accountant-General, provid~d 
that the Accountant General'~ authority had initially been obtained which 
should be quoted in every such bill. Gazetted Government servants may 
also draw the amounts required for their own policies, etc. , in a similar manner 
and under similar conditions. The bills may be prepared in the same manner 
as for advances mentioned in sub-ruJe (1) the particulars regarding the policy 
or policies on which premium or subscription is to be paid being noted on 
the bills. 

In all such cases, the Drawing Office; shall be resp0nsible for seeing that 
there js no overdrawal for which purpose the bills shall be supported by a certi­
cate to the ~ffect that the withdrawal is covered by the balance at the credit 

~ of the Government servant concerned. 

Note 1.-Withdrawals from Provident Funds by officers and staff serving abroad for 
payment of insurance premia in India may be remitted by the Reserve Bank of India Drafts. 

Note 2.-In so far as the withdrawal relates to a gazetted Government servant~ the Treasury 
Officer should be kept informed by the Accountant General of the details of the policies which 
are being financed from the provident fund account of the subscriber. These details will 
include name of the Insurance Company, Policy numbers and amounts and dates of payments 
of premia, etc., which will be on record of the Treasury Officer for the purpose of verification 
of withdrawals on subsequent bills. 
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(ii) The first withdrawal for the payment of the premia will be made on 
the authority of the Accountant General, which should be quoted in the first 
and also in every subsequent Bill. 

(iii) An intimation should be sent to the Treasury Officer by the Accountant 
General as and when an insurance Policy is r¢assigned or gets lapsed or in 
other contingencies involving for payment of premia. 

(3) Save as provided in this rule, no payment on account of any Provident 
Fund, . whether as a refund or subscription overpaid, or as a repayment of 
the whole or a part of the amount accumulated to credit of the subscriber, 
can be made without the express authodty of the Accountant G~neral or the 
competent authority, m the case of Class IV Government servants whose 
General Provident Fund Accounts are maintained by Heads of Offices. Such 
payments, other than those covered by rule 48 1, being drawn in accordance 
with the procedure prescribed in the first paragraph of sub-rule (1). 

481. When a subscriber to a Provident Fund is about to retire and under 
the rules of the Fund the money lying at his credit in the Fund becomes payable 
to him he shall place himself in communication with the Accountant General 
by whom his Fund account is maintained· giving the date of his retirement and 
requesting that steps be taken to close his account and pay him the amount 
due. The Accountant General being satisfied ofthe correctness of the claim 
and on ascertaining the date up to which the subscription has been paid, will 
arrange for the payment of the amount at credit of the subscriber in the account 
of the Fund. The bills may be prepared in the same Form M.T.R. 52. as prescrib­
ed in sub-rule (1) of rule 480, the bill being ·supported by a duly certified copy 
of the letter of authority from the audit officer. In case of non-gazetted Govern­
ment servants 11the letter of authority should be attested by the head of the 
office. Bills for final withdrawal from Provident Fund shall be signed and 
presented, in the case of a gazetted officer by the officer himself, and, in the 
case of a non-gazetted officer by the drawing and disbursing officer of the 
office concerned unless the subscriber has in writing, opted for receiving the 
payment at the treasury, in which case the bill shall be signed and presented 
by the non-gazetted officer himself and for purpose of identification a copy of 
the specimen signature sent to the Accountant General along with the requisite 
application for withdrawal of Provident Fund balances shall be forwarded by 
the Accountant General to the treasury officer concerned. 

The procedure prescribed in this rule shall apply mutatis mutandis to all 
other cases in which the amount lying at credit of a subscriber in his Provident 
Fund account becomes·payable to him on finally quitting the service. 

Note 1.-In the case of Class IV Government servants whose General Provident Fund 
Accounts are maintained by heads of offices, the verification and arrangement for payment of 
claims will be made by the Heads of Offices concerned instead of by the Accountan t General. 
In case such a Government servant opts in writing, to obtain payment from the Treasury 
himself, the drawing and disbursing officer of the office con~rned will arrange to forward 
an attested copy of the specimen signature of the Government servant in question to the 
treasury officer. 

Note 2.-So far as the provisions of this rule relate to preparations, signing and presentation 
of bills, these will not apply to cases in which an Accountant General makes final payment of 
the Provident Fund balances outside his jurisdiction under rule 481-A. 
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481-A. When the final payment of the balance at the credit of a subscriber 
(other than a Class IV Government Se1vant) to a Provident Fund is to be 
made outside the jurisdiction of the Accountant General who maintains. 
the. Provident Fund Account of the subscriber, that Accountant General will, 
instead of issuing a Special seal authority on another Accountant General 
for arranging the payment, m?.ke payment to the payee by a crossed Bank draft. 
For this purpose, the Accountant General will intimate the amount payable to 
the payee, and also send ·a form of receipt to be filled in by him which is given 
below. On return of the form of receipt duly signed by the payee, a Bank draft 
will be purchased by the Accountant General and sent to the payee by registered 
post. 

Received payment of Rs. . ....................... (Rupees ........... . 

. . . . . . . . . . . . . . . . . . ) only being tl-ce accumul<'tion in my Provident Fund 

Account No. 

Station Signature 

Dated Address 

Please pay by Bank draft. 

Signn.ture 

Address. 

Note.-In so far as the final payment relates to an amount less than Rs. 50 is to be made 
outside the jurisdiction of the Accountant General who maintains the Provident Fund Account 
of the subscriber, that Accountant General will issue Special Seal Authority, on other Accoun­
tant General for arranging the payment and also furnish the following particulars to facilitate 
the identification of the payee duly attested :-

1. Personal marks of identification of the payee. 
2. Thumb and finger impression of the left band of the payee. .; 
3. Specimen signature of the payee. 

482. Cheques issued on the Bank at out-stations in final payment of 
Provident F~und deposits of a subscriber should ?.lways be sent to the Tteasury : 
Officer concerned for delivery to the payee after proper identification. 

483. Except as hereinafter provided, final payment on account of any 
Provident Fund when authorised, shall be made on the personal receipt of 
the subscriber or, when he is absent from India, on that of his duly authorised 
agent. Payments may, however, be made to an authorised banker, if so desired 
by the subscriber, in the manner laid down in Rule 242(2). The drawing and 

-H-269-14. 
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disbursing officer of the office concerned may also draw the bill and obtain the 
payment thereof for disbursement to the subsecriber ; if the subscriber, who 
before finally quitting service, whether by retirement or otherwise, held a non­
gazetted post and opts in writing to receive payment through his office. 
Provided further, that in the event of death of the subscriber, before payment 
has been made payment may be made to such person or persons as may be 
authorised to receive payment under the rules of the Fund concerned· and such 
subsidiary instructions as may be issued by Government in this behalf. 

483-A. The payment of additional amount payable under the provident 
fund deposit linked Insurance Scheme on thetleath of a Government employee 
shall be sanctioned by the Head of Office under whom Government servant 
was serving ,at the time of his death and also drawn and disbursed by him to 
the person(s) entitled to receive that employee's Provident Fund dues, 

484. Funds not under Government Management.-In the case of Funds 
not under Government management, withdrawals from the Government 
Account in respect of sums credited, either by way of subscription, or interest 
allowed by the Government, shall not be permitted, except under the authority 
of the Accountant General through whom the accounts of the Fund are settled. 
The Accountant General may issue letters of credit on specified treasuries , 
against which withdrawals may be made by the authorities of the Fund con­
cerned by means of cheques . 

• 
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PART IX-DEPOSITS 

Section 1-Introductory 

485. Moneys received at the treasury for deposit in the Governmen t 
Account are classified according to the department through which they are 
received, the usual classes being (1) Revenue Deposits, (2) Civil Court Deposits, 

'(3) Criminal Court Deposits, and (4) Deposits for Works Done for Public 
Bodies or Private Individuals. 

Another important class is ' Personal Deposits ' of which the account kept 
at the treasury is of the nature of a banking deposit ()CCount, the receipts and 
payments being recorded in personal ledgers. Other classes of deposits may be 
added under special orders of the Government. 

Note.-Separate registers must be kept for each class of de\xlsits in accordance with the 
directions contained in this behalf in the Account Code, Volume II, or under special instruc· 
tions of the Accountant General. 

486. Unless there be anything repugnant in the subject or context, the 
relevant provisions of this part shall apply to deposit transactions of the 
Defence, Railway, Posts and. Telegraphs, Public WorMs and other c~ntral 
Departments whose initial accounts are kept in departmental offices, except 
in so far as they may be varied or s.upplemented by departmental regulations. 

Note.+--This rule does not apply to Post Office Savings Bank Deposits. 

487. At places where the cash business of the treasury is conducted by 
the Bank, moneys tendered as deposits will be received and payment of such 
deposits will be made by the Bank in accor4ance with the procedure laid down 
in Rules 417 and 431 to 433. 

Section II-General Rules and Limitations 

488. No moneys shall be received for deposit in the Pulbic Account, unless 
they are .such as by virtue of any statutory provision or of any general or 
special orders of the Government are required for authorised to be held in 
the custody of the Government. 

Subject as aforesaid, it is the duty of the Treasury Officer to see that, save 
as expressly otherwise provided by these rules, no money is credited as a deposit 
except under the formal order of a Court or other competent authority and also, 
if the amount could be credited to some known head in the Government 
Account, to make representation to the Court or authority ordering its accep­
tance or in whose favour the deposit was received. 

489. The treatment of the following items as deposits is probhiited :-
(i) No pay, pension or other allowances should be placed in deposit on 

the grourld of the absence of the payee for any other reason. 
Note.-When a pension is granted to several persons jointly, it may not be drawn on the 

appearance of one claimant only and payment of his computed share made, the balance 
being placed in deposit. 
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(ii) No fines should be placed in deposit on the ground that appeal is 
pending ; they should be credited at once to the Government, and refunded 
if necessary, on order of the Appellate Court. But compemation fines 
(including costs in criminal cases), due to an injured party, and not to the 
Government, may be kept in deposit both in appeal<>.ble and non-appealable 
cases, till they lapse under the ordinary rule. 

(iii) As provided in Rule 383, no refunds, whether of stamps or of other 
recei\)ts, can be drawn to be lodged in deposit pending demand by the payee. 

490. No jewels or other property received for custody and restoration 
in kind may be brought on the deposit account, though the vr.lue be stated in 
money. 

491. Government Promissory Notes or other security deposits (not being 
cash) received from revenue farmers, contractors or other parties must on · 
no account be credited c>.s deposits. 

492. The net s?.le-proceeds of (unclr.imed) impounded e<>.ttle may be kept 
in deposit for three months, and if no cl::im be made within that time, are to 
be credited to the proper account. · 

493. The sale-proceeds of unclaimed property are not to be placed in 
deposit ?.tall; under Central Act V of 1861, section 26, the property itself 
is to be kept for six months, but money realised by sale is at once (section 27) 
at the dispos?.l of the Government, and should be credited to 'XVII-Admini­
stration of Justice-State. " Exception must, however, be made in the case of 
property left by persons dying intestated and without heirs which Civil Courts 
will secure and hold for certain periods in accordance with the local law. 

Note .(1).-If unclaimed property be perishable and be sold because It cannot be kept, 
or if it be sold for the benefit of the owner ; or because its value is less than ten rupees, its 
proceeds should be credited to " Criminal Court Deposit " and held therein for six months ; 
but the circumstances should be clearly got entered in the chalan presented at the treasury for 
entry under "nature of Deposits " in the deposit register. 

Note (2).-Money belonging to prisoners in jail should not be held for long terms by the 
Jail Department, but should be paid into the treasury at convenient intervals. 

Note (3).-The Police Department should .have no deposits except security and earnest 
money deposits, which should be paid into the treasury as " Revenue Deposits " ; unclaimed 
property found by, or delivered up to a police officer should be made over to the Magistrate ; 
proceeds of sales of old stores or other Government property should be paid into the treasury 
for credit to Government Account. · 

494. The following provisions apply to money~ tendered for credit as 
Personal Deposits at a Treasury :-

(a) Moneys tendered by or on behalf of wards and :_1ttached estates and 
estates under Government management may be accepted at a treasury for 
credit as Personal Deposits. 

(b) Officers Commanding Units and others concerned in the admini­
stration of Public Funds or Funds in the Defence Department are authorised 
to open Personal Deposit accounts for such funds at any treasury, the cash 
business of which is not conducted by the Br.nk 
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A half-yearly certificate of the balances of these accounts kept at a treasury 
will be furnished by the Treasury Officer on the application of the officer 
concerend. 
Note.-Without prejudice to the provisions of Rule 9, Regimental Funds may, under 

departmental regulations, be deposited outside the Government account with a branch of 
the State Bank of India or with any other bank or banking firm of good standing. 

(c) Save as provided above, moneys tendered by Government officers 
acting in their official or any other capacity, and funds of quasi-public 
institutions, even though like certain dispensaries aided by the Government 
may not be accepted as Personal Deposits at a treasury without the special 
permission of the Government for opening of a banking account with that · 
treasury. Such permission may not be granted, except after consultation 
with the ACC<)uotant General and unless the Government be satisfied that 
the initial accounts of moneys to be held in _such Personal Deposits are 
properly maintained c:llld are subject to audit. 
Note.-Personal Deposits accounts may be opened in favour of non-Government officials 

incharge of non-Government institutions for (i) National icholarship Scheme, (ii) National 
Loan Scholarship Scheme, (iii) Merit Scholarships for the children of Primary and Secondary 
School Teachers' under orders of Government in consultation with the Accountant General. 

495. Save as otherwise provided by any law or rule having the force of 
law, and subject to any general or special orders of the Government to the 
co)lltrary, the provisions of Rules 503 to 510 ?pply mutatis mutandis to Personal 
Deposits and all other classes of deposits dealt within this part. 

Person'l.l Deposit Accounts which are not operited for more than three 
complete accounts years, should be closed and the balance at the close of 
March in each year be credited to Government in accordance with the following 
principles :-

(a) If the Personal Deposit Accounts have been initially opened by debit 
to an" Advance" bead in the section "!-Deposit and Advances etc." the 
amount may be credited to the same head. 

(b) In cases where the personal deposit accounts are not credited by 
debit to any "Advance" head but are opened in connection with the 
adiJii!!istrdtion of any fund or for the purpose of accounting non-Govern­
::L~ent moneys etc., the balances lying at tbe credit of mch Personal Deposit 
Accounts may be credited to Government as accretion to revenue. 

In cases, however, in which the Personal Deposit Accounts are credited 
by debit to the Consolidated Fund, the same should be closed at the end of 
the financial year by minus debit of the br.lance to the relevant service heads 
in the Consolidated Funds the Personal Deposit Account being opened next 
year ag<'.in, if necessary, in the usual manner. 

The balance thus lapsing should be reported by the Treasury Officer to the 
Accountant General, immediately after 31st March in the manner laid down 
in the Account Code, Volume II. 

Note.-The-provisions of Rule 506 will not apply to Personna] Deposits. 

j 
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Section III-Revenue Deposits 

RECEIPTS 

496. Au-depp-sits must be separately paid into the treasury with cbalans 
or other documents setting forth all the particulars necessary for the entries 
to be made in the register of deposit receipts. 

Note.-Each item ofTeceipt must be recorded in words and figures in the register or receipts 
and each entry must be checked and initialed by the Treasury Officer in accordance with the 
directions contained in this behalf in the Account Code, Volum.: II. 

497. In respect of earnest money deposits made by intending tenderers 
of the Civil Departments, which are creditable as Revenue Deposits, no previous 
authority of the departmental officer is necessary. But the depositor must 
state the designation of the officer in whose favour he makes the deposit and 
the designation must be stated on the receipt given by the treasury. These 
deposits may be received at sub-treasuries as well as at district treasuries. 

REPAYMENTS 

498. (1) Refunds of deposits can be made only nn the receipt of the person 
entitled to them after production of the authority. 'However, in cases where 
moneys on account of revenue deposits were received and credited to Govern­
ment account by a departmental officer or where these were credited at a 
treasury with which he is in account and the depositor requests to receive the 
repayment of deposit through such a departmental officer, the departmental 
officer should draw the amount on the receipt from the treasury and make 
payment to the payee concerned. The treasury officer will before making 
the payment to the departmental officer verify the- availability of the credit in 
the manner as stated in rule 498 (2). 

(2) Save as provided in Rule 501, a person claiming refund of a deposit 
must produce an order of the authority which ordered acceptance of the deposit. 
The treasury officer shall compare the order with the entry in the register of 
receipts and, if the balance be sufficient, he will take the payee's receipt, make 
payment and record-it at once under his initials bot.h in the register of repayments 
and in that of receipts, noting in both also the date and amount of the repay­
ment. If there be not a sufficient balance at cerdit of the particular item, the 
Treasury Officer shall endorse this fact on the order and return it to the person 
presenting it. 

Note.-The notes regarding repayments to be taken in the recc:ipt register against the 
original credit items should be both in words and figures. 

449. The provisions of Rule 387 apply to refunds of deposits as they apply 
to refund of revenue, when the amount involved does not exceed Rs. 100. 

REPAYMENT ORDER AND VOUCHER 

500. Form M.T.R. 53 shall be used for repayment order and voucher for 
deposits repaid. A deposit repayment voucher must in no case be prepared 
at the treasury. 
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As a safeguard against fraud, the authority ordering repayment shall enter 
the name of the payee after the words " Passed for payment " thus "Passed for 
paytnent to . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . " 

Where under the provisions of rule 498(1) a departmental officer is required 
to draw the amount for repayment of a deposit, he will prepare a bill in Form 
Maharashtra Treasury Rule 53 duly supported by the original challan with 
which the money was credited to Government account or by a duly attested 
statement, showing the names of the depositors to whom the repayment is to be 
madt, the amount to be repaid, the number and date of the challan with which 
the money was originally credited and the amount, if any, already repaid if 
the amounts received from more than one person were credited by a single 
challan by him and present it at the treasury af~er acknowledging the receipts 
thereof in the space, provided for ' claimant's signature ' and after scoring 
out the words ' claimant's signature' The treasury officer will then make the 
payment to the departmental officer after verifying the availability of the credit. 

501. Except as provided in rule 498(1) earnest money deposits of the Civil 
Departments cannot be refunded except under the authority of an order 
endorsed upon the original deposit receipt of the Treasury Officer by the 
departmental officer in whose favour the deposit was made, and under no 
circumstances can part payment be made-

502. If the Departmental officer desires \hat an item of earnest money 
deposit, instead of being refunded, be carried to the credit of the Government, 
he must return the deposit receipt with this direction whereupon the Treasury 
Officer will make the necessary transfer on the authority of this voucher. 

503. In order to avoid the inconvenience and risk which accompany the 
payment of money upon orders recorded in an Indian languages, and to ensure 
caution in the issue of such orders, every order issued by a Court or office 
for the payment of money from a treasury shall be in English unless the 
officer orderidg the payment is unacquainted with that language. If the 
disbursing officer does not understand English and the officer ordering the 
payment does, the order for payment shall . be both in the Indian language 
commonly known in the district, as well as in English. 

504. Unless it be otherwise provided by any law, or rule of order issued by 
a competent authority, a deposit repayment order shall remain in force for 
a period of three months from the date on which it was issued, after which 
no repayment can be made on .. its authority unless it is revalidated. 

PAYMENT AT A SuB-'I'REASURY 

505. When an officer in charge of a sub-treasury has occasion to place 
in deposit an item which under any rule or order may be so dealt with, he may, 
subject to the provisions of this section repay it without formal orders from 
the district treasury. 

If any class of deposits is repayable at a sub-treasury, it must not, except 
with the special permission of the Collector, be repayable at the district 
treasury also. · 

r 
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LAPSI!D DEPOSITS 

506. Deposits not exceeding five rupees unclaimed for one whole account 
year, balances not exceeding five rupees of deposits partly repaid during the 
year then closing and all balances unclaimed for more than three complete 
account years shall, at the close of March in each year, be credited to the 
Government. Of deposits and balances thus lapsing, the treasury officer 
will submit to the Accountant General immediately after 31st March a list 
prepared in accordance with the directions contained in the Account Code, 
Volume II. 

Note.-For the purpose of this Rule, the age of a repayable item or of a balance of it may 
be reckoned as dating from the time when the item or the balance, as the case may be, was 
initially deposited. Except that in case of deposits the detailed accounts of which are main­
tained by the departments thems~Jves and not by the treasuries, the age of any repayable 
item shall be reckoned with reference to the provisions in the concerned departmental 
regulations. 

507. The Government may, in relation to any particular class of deposits, 
issue orders varying or relaxing any of the conditions of limitations specified 
in the preceding rule. · 

508. (l) Deposits.. the detailed accounts of which are not kept at the 
Treasury and which are credited tothe Government under Rule 506, cannot 
be repaid without the sanction of the Accountant General, who will authorise 
payment on ascertaining that the item "Was really received and was carried to 
the credit of the Government as lapsed, and that the claimant's identity and 
title to "the money are certified by the officer signing the application for refund. 
The amount of the bill may, wherever necessary be paid to the Departmental 
Officer on his receipt as provided in rule 509. Where the depositor requests 
to receive the refund through the departmental officer, the application for 
refund should, on ·the basis of such request, be sent to the Accountant General 
who will, after due verification, authorise the payment to the Departmental 
officer as provided in rule 509. 

(2) Deposits, the detailed accounts of which are kept at the treasul)' and 
which are credited to the Government1l1lder Rule 506,.may be refunded wtthout 
the sanction of the Accountant Gen~i"al. The Treasury Officer, shall, before 
authorising refund in such cases, ascertain that the item was really received 
and is tra~eable in his records, was carrie.d to the credit of the Government as 
lapsed and was not paid previously and tbat the claimant's identity, and title 
to the money are certified by the Officer signing the application for refund. 
The amount of ·the bill may, wherever necessary. be paid to the departmental 
officer on his receipt as provided in rule 509. 

Note.-The sanction/payment authority issued by the A<;col,mtant General in cases covered 
by the provisions of sub-rule (1) above will be valid for threQ mpnths from the date on which 
it was issued after which no payment can be made on its autbority, unless itis re-validated. 

509. The application for sanction sball be made in Form M.T.R. 54. 
There must be a separate application for deposits repayable to each person, 
and it shall be used as the bill on which the payment is to be made at the 
treasury. · 
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I.n cases where moneys on account of deposits were received and credited to 
Government account by a departmental officer or where these were credited 
at a treasury with which he is in account and where these deposits have lapsed 
to the credit of Government under rule 506 and where the depositor requests 
to receive the refuQd thereof through such a departmental officer, the depart­
mental officer sh9uld draw the amount on his receipt in Form M.T.R. 54 the 
treasury officer will make the payment or obtain the sanction of the Accountant 
General and make the payment to the Departmental Officer. 

510. The repayment of a lapsed deposit shall be recorded in the appropriate 
deposit register of receipts so as to gpard against a second payment. 

If the payment is made after the register of receipts has been destroyed, the 
responsibility for verifying the claimant's title to refund shall devolve on the 
authority who signs the application in Form M.T.R. 54. 

Sedion IV-Civil and Criminal Courts' Deposits 

RECEIPTS AND REPAYMENTS 

511. Subject as hereinafter provided in this section, the provisions of 
section III of this part relating to receipt and repayment of Revenue Deposits 
shall apply in relation to Civil and Criminal Courts' deposits with such adapta­
tion and modification as may be authorised by the High Court after consulta­
tion with the Accountant General. 

512. Subject to such general or special orders as may be issued by the 
Government, Civil Courts and Magistrates may either :-

(i) keep a banking account with the treasury, remitting without detail 
their gross deposit receipts for credit in Personal Deposit accounts and 
making repayments by cheques on the treasury against such Personal Deposit 
accounts, or 

(ii) arrange that each deposit is separately paid into and drawn from the 
treasury, upon documents passed by an authorised officer of the Court and 
setting forth the particulars necessary for the entries in the deposit registers 
kept at the treasury. 
Note 1.-The object and effect of the arrangement set out at (/) above is simply to relieve 

the Treasury Officer of responsibility for the details of the deposit transactions, not to abolish 
the detailed record, but to confine it to . the departmental office in which registers of 
receipts and repayments and other initial records must be kept in accordance with the directions 
contained in the Account Code, Volume II. 

The Civil Court or Magistrate in this case should be responsible for the submission of 
such monthly and periodical accounts and returns as may be required by the Accountant 
General, although the vouchers are to be sent by the Treasury Officer. 

Note 2.-In cases in which·the first method. referred to in this rule is followed, each Crvll 
or Criminal Court should incorporate in its own account deposit items of its subordinate 
Court as a treasury does in respect of those of sub-treasuries unless any subordinate Court 
is authorised to keep independent accounts and submit the returns directly to the Accountant 
General. . Separate accounts shoUld be kept for, and separate returns submitted by the 
several Small Cause Courts. 
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513. Each transaction of receipt or payment of a Civil or a Criminal Court 
deposit must be initialled by the Judge or Magistrate, or by some duly authorised 
gazetted officer of the Court. 

514. In Civil Courts where numerous petty sums are received from suitors 
for immediate disbursement in full (as for diet, postage, etc.), the detailed 
control may, with the approval of the High Court, be left with the receiving 
Court. 

Note J.-The receiving Court, however, should record and deal with these petty deposits 
with the same care and formality as others. It should enter all in detail in a register of deposit 
receipts in the ordinary form labelled "Sheriff's petty accounts" and repayment should be 
recorded in the similar separate registers of repayment, both to be handled and attested 
like the general registers. From these two separate registers, daily totals should be carried 
into the general registers (though of course, without numbers) and also into a register of the 
personalledg~r form in which a daily balance should be struck and lapses periodically reported. 

Note 2.- The detailecr procedure for the record of these petty deposits may be prescribed 
whenever the system is permitted by the High Court after consultation with the Accountant 
General. 

AGREEMENT WITH THE TREASURY 

515. (l) When the different Civil Courts of a district bank with the treasury, 
the Treasury Officer may, if it facilitates the comparison of the accounts, open 
a Personal Deposit Account for each Court, even though the deposit transac­
tions of the subordinate Courts be brought by a superior Court in detail on its 
own registers. 

Note.-To prevent disagreement between the deposit figures reported to the Accountant 
General by Civil Courts and by Treasury Officers, it is necessary to arrange that the former 
should report completed tranS?.ctions. A Civil Court may not receive moneys but give 
the intending depositor an order to the Treasury Officer to accept it ; and so, though recording 
the issue of the order in a register in sufficient details, it should not bring the item on the 
deposit register till the Treasury Officer advises receipt. Similacly, it should ascertain from 
the treasury at the close of the month which of its cheques have been cashed, and the cheques 
which are unpaid and deduct the total of the unpaid cheques from the total of the cheques 
issued to tally their figures with the treasury figures. 

(2) The Treasury Officer shail furnish the Court with a daily advice list 
of the sums received and paid, or advise the receipts and payments in a pass 
book as may be laid down by the Accountant General. 

516. When it is incovenient for a depositor to proceed to the treasury 
·with the Court's order to lodge his deposit, it may be received by the Court, 
and by it afterwards forwarded to the treasury. Courts in the same town with 
a treasury shall make remittances daily ; if at agreater distance, they shall 
remitfrequentiy at fixed intervals. Similarly, when it is inconvenient for a clai­
mant to proceed to the treasury to obtain repayment of a deposit; the Judge may 
pay him in cash provided that there are in the Court funds sufficient, whether 
of current ·deposit receipts or of the office permanent advance to meet the 
payment. 

Note 1.-ln these cases, the gross receipts and payments taking place at the Court must 
be shown as remitted to and from the treasury, and the payment be supported by the paid 
orders. · If the receipts are in excess of the payments, the excess should be remitted in cash 
to the treasury ; and if the payments are in excess of the receipts, the treasury should pay 
the excess to the Court which will thus recoup the permanent advance account. 
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Note 2.-No permanent advance may be l;iven and held apart specially for the repayment 
of deposits ; the office permanent advance may be augmented sufficiently. 

517. When the list of lapses under Rule 506 is made up by the Court, 
notice of the amount must be sent to the Treasury Officer to enable him to 
deduct the amount in the personal ledger. 

Section V-Personnl Deposits 

RECEIPTS AND REPAYMENTS 

518. Subject as provided in rule 494, moneys tendered as Personal Deposits 
may be received at the treasury from the administrators of the deposit accounts 
without specification of detailed items. 

519. Unless in any case, the Government directs otherwise, withdrawals 
can be allowed only on cheques signed by the responsible administrator of , 
the deposit account concerned. The charges in the treasury accounts shall 
be supported by the original paid cheques. 

Withdrawals shall on no account be allowed to exceed the balance at credit --~. 
in the deposit account. 

Section VI-Deposits Cor works done Cor Public Bodies or individuals 

520. Payments made to the Government by District Boards, Municipalities 
and other Local Bodies for the cost of land taken up on their behalf under the 
Land Acquisition Act, shall be received at the treasury in accordance with the 
procedure laid down in the departmental regulations. 

The number and date of the award statement as well as the date on which 
the deposit was credited in the treasury accounts shall be noted on all orders and 
vouchers on which payments are made out of the deposit account. 

521. Deposits for works to be done on behalf of Local Bodies and other 
parties may be received and dealt with by the Public Works and other depart­
ments carrying out the works in accordance with departmental regulations. 

Note I.-When under departmental regulations the Local Body or the party concerned 
is authorised to pay the deposit direct into the treasury, the accompanying chalan should 
state clearly the name of the department to which the amount is creditable and the division 
and the work to which the deposit relates. 

Note 2.-The provisions of section III of this part relating to receipts and repayments 
of Revenue Deposits shall apply in relation to these deposits. 

Section VII-Deposits of ftes 

522. Fees received from non-Government bodies or private persons for 
work done for them by Government servants shall be dealt with as follows :-

. (i) In cases where a Government servant is permitted to · retain the whole 
of a fee, he should collect it himself and the Government will not be concerned 
with the transaction. 
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(ii) in cases where the fees are divisible between the Government and the 
Government servant concerned-

(a) If the exact amount of the fees and the distribution of shares between 
the Government and the Government servant are known beforehand, the 
share due to the Government should be credited as miscellaneous receipts 
of the Department to which the Government servant belongs and the rest 
should be collected by the Government servant himself. The Government 
share should be paid into the treasury as far as possible by the body or 
persons paying the fee ; 

(b) If the amount of the fees or the shares are known only approximately 
beforehand, all the fees should in the first instance be paid into the treasury 
to the credit of the Government, as far as possible by the body or person 
paying the fees. The recoveries should be credited to the appropriate 
deposit head, pending final settlement, when the share due to the Govern­
ment should be credited as miscellaneous receipt of the department to 
which the Government servant belongs, and the rest should remain under 
the deposit head for disbursement to the Government servant in 
aCcordance with the procedure set out below :-

The Government servant himself, if he holds a gazetted post, or the 
head of office on behalf of a non-gazetted Government servant, must 
claim the amount due to him on a bill in <ordinary pay bill form specifying 
therein the authority sanctioning the payment'Of fees, and forward the 
bill to the Accountant General through the Treasury Officer concerned, 
who will furnish necessary details of the credit in the treasury accounts. 
The Accountant General will, after verifying the credits, authorise the 
payment and return the bill to the Treasury Officer, who will pay it by 
debit to the deposit head concerned. 

Note.-These rules are intended to be applied to cases in which the whole or a share of 
the fees as such is payable to the Government servant doing work for non-Government bodies 
or persons. They are not applicable to cases, e.g., fees levied for overtime work in depart· 
ments where it is in existence, where a Government servant undertakes the work as a part 
of his official duties although in view of the extra work involved and in consideration of 
the fees realised, he is remunerated by a share out of these receipts. In the latter cases the 
fees realised are adjustable as departme,Jtal receipts and the disbursements to the Govern· 
ment servant as departmental expenditure. 

Section VIII-Special Rules for Deposits of Local Funds 

EXPLANATION 

523. The expression" Local Fund "denotes-
(i) revenue administered by bodies which by the law or rule having the 

force of law come under the control of the Government, whether in regard 
to the proceedings generally, or to specific matters such as the sanctioning 
of their budgets, sanction t.o the creation of filling up of particular appoint­
ments, the enactment of leave, pension or similar rules ; 

(ii) the revenues of any body which may be specially notified. by the 
Government as such. 
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RECEIPTS AND PAYMENTS 

524. Save where it is expressly provided by any law or rule having- the 
force of law, moneys pertaining to a Local Fund may not be received for 
deposit at a treasury without some general or special order of the Government. 

525. The accounts of Local Funds at a treasury shall be kept as pure 
banking accounts, moneys being paid into and drawn out of. the treasury 
without specification of the nature of receipt or expenditure. Unless in any 
case the Government directs otherwise, withdrawals can be made only by 
cheques signed by the administrator or some responsible officer of the Local 
Authority concerned. 

526. If, under any special orders of the Government, moneys required by 
a Local Body have to be drawn from the treasury on detailed bills, such bills 
shall be presented, as far as possible in accordance with their relevant provisions 
of Part V. The gross amounts of bills shall be debited by the Treasury Officer 
against the Local Functconcerned, the deductions on account of income-tax, 
fund subscription etc;, being credited by transfer in distinct entries. 

527. No Local Body is allowed to overdraw the balance at its credit in 
the Public Account without obtaining beforehand a loan or contribution from 
Government fu,nds to cover the overdraft. 

VERIFICATION OF BALANCES 

528. The balance at credit of each local fund shall be verified at the end 
of the year by the Treasury Officer in communication with the officer or com­
mittee administering the Fund and it is not necessary for the Accountant General 
to maintain detailed accounts of receipts and payments for such local fund 
except where the local fund has banking account with more than one treasury 
and separate balances are not maintained by Treasuries. The balances on the' 
Accountant General's book is the balance acknowledged by the Government. 

Section IX-O~her Deposits Accounts 

529. Moneys appertaining to special deposit accounts which do not strictly 
fall under any of the separate classes specified in this part may be paid into or 
drawn out of the Public account in accordance with such general or special 
directions -as may be given by the Governme_nt. 

: 



182 

PART X-LOANS AND ADVANCES 

Section !-General 

INTRODUCTORY 

530. The rules in this part shall apply to loans and advances of different 
classes, which are granted out of funds provided by the State Government 
under the head " Loans and Advances by the State Government " and 
•• Advances Repayable", except in so far as they are governed by any special 
rules contained in other parts of these rules or in any departmental 
regulations. 

MODE OF DRAWING AND R EPAYING 

531. Subject to the provisions of Section II of this Part, bills for loans and 
advances shall be drawn by the drawing officer' of the office of the authority 
sanctioning payment of loan or advance. The bill shall be presented at the 
Treasury supported ~y a copy of the sanction for such payment. In case the 
treasury officer makes payments by cheques or Bank drafts, the drawing officer 
shall obtain cheques/drafts wherever necessary and make arrangements for 
payment. 

Not.:.-Bills for payment of loans and advances on non-gazetted Government servantl 
and to those gazetted Government servants who are paid under the ' Scheme for the with­
drawal of pay and allowances, etc., of Gazetted Government servants by Heads o f Offices• 
shall be drawn and disbursed by the head of office concerned in the manner stated above. 
Bills for payment of loans and advances to other Gazetted Government servants shall be 
drawn by the Gazetted Govemment servants concerned. 

Exception.-Bills for Loans of the Co-operative Societies may be signed or 
countersigned by the Subordinate Officers not below the rank of the District 
Deputy Registrar of the Co-operative Societies. 

532. Except as otherwise provided in Section II of this part Joans and 
advances may be drawn in form M.T.R. 57. 

533. In repaying a loan or advance, the memorandum or chalan presented 
at the treasury, or if the repayment is made by deduction from the amount 
of a claim against the Government, the bill for such a claim, must state the 
original date and amount of the loan or advance, or otherwise give sufficient 
particulars for its identification. If the amount repaid includes interest as well 
as principal, the interest must be separately specified. if the repayment is a fixed 
periodical aroount, including both interest and principal, the orders fixing the 
amounts shall be quoted. 

The memorandum or chalan for repayment of loan instalment or payment 
of interest, or both shall be presented at al\y treasury located within the juris­
diction of the Accountant General on whose books the loan or advance was 
adjusted at the time of payment and in case it _is not convenient to the loanee 
to so present the memorandum or chalan, he shall remit the amount to the 
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Accountant General or the departmental efficer responsible for the main­
tenance of detailed accounts of the loan, as the case may be, by cheque/bank 
draft drawn on a bank at the place where the office of the Accountant General 
or the departmental officer, as the case may be, is located. 

Section II-Special Rules applicable to different classes of 
Loans and Advances 

534. Deleted. 

REVENUE ADVANCES 

535. The following srecial procedure is prescribed for t!J.e drawing of 
Revenue Advances which include takavi advances, advances under the Land 
Improvement Acts, !lnd any other advances which Revenue Officers are allowed 
or directed to make under the provisions of any law, or under special order 
of the Government. 

Note.-Takavi works advanoes in tho form of expenditure on Takavi works in the Public 
Works Department are regulated by departmental rules. Savo where the estimated cost of 
such works aro recovered in the Public Works Department, recoveries of such advances will 
bo made by Collector in the sa.me way &S. arrears of land revenue. 

536. Advances may be issued from the treasury upon orders signed or 
countersigned by the Collector or other duly authorised officer. Neither the 
Treasury Officer nor the Accountant General will be responsible for taking 
further cognizance of each individual transaction after payment by a treasury 
beyond keeping a separate plus and minus memorandum for each officer who 
autkorises the advances, in accordance with the dtrections contained in this 
behalf in the Account Code, Vol. II. For all further accouats and supervisions, 
the departmental authorities will be responsible. 

537. (1) Advances may be made either direct to the parties concerned 
a.nd on their receipt (stamped when necessary), or in lump sums on abstract 
bill~ in Form M.T.R. 29 to Government Officers disbursing the advances :-

(a) In the former case the pa.yments in the treasury account must be suppor­
ted either by actual payees' r~ccipts, or where these are required by 
the departmental officer, by a certificate from the Collector or other 
duly authorised officer to the effect that the payments have been made 
to the proper parties and their receipts duly taken and filed in the depart­
mental omce. 

(b) In the latter case the following safeguards shall be adopted :-
(i) No officer disbursing these advances should be allowed to draw 

a. second abstract bill without producing a detailed bill to account for 
the amounts already disbursed from the la~t advance taken, any balanee 
left bein~ a.t the same time refunded into the tresury. In no case should 
the submission of the detailed bill be delayed beyond the end of the month 
following that in which the advance was drawn from the treasury. 



(ii) Disbursing officers should take the receipts of the payees on the 
spot as soon as the advances have been made, and certify at the foot 
of the detailed bill 'that the advances were duly sanctioned by them and 
paid in their pr~sence. 

(iii) Payees' receipts need not be sent with the detailed bill and their 
names need not be shown in it. The detailed bill should be forwarded 
to the Accountant General through the Countersigning Officer in support 
of the debit appearing in the treasury account. 

(iv) The Collector or the head of the department concerned should 
prescribe a money limit for the amount which can be drawn on abstract 
bills by each officer with due regard to the circvmstances of each case. 

(2) No officer authorised to make advances may question the accuracy 
of the treasury plus and minus memorandum as the record of his responsi­
bility, otherwise than by satisfying the Accountant General of its erroneous­
ness and causing him to correct it. Every officer shall see that the debits and 
credits made to his account accurately correspond with those which enter 
his own registers and returns for each month. If he is not the Collector, he 
must obtain from the treasury a copy of the plus and milfUs memorandum with 
which he is concerned and take necessary steps for the removal of differences 
between the two sets of accounts. Special care shall be taken in paying recoveries 
into the treasury that the amounts of interest and principal recovered are se­
parately and distinctly credited, as the former must not, and the latter must, 
be credited in the plus and minus memorandum. 

ADVANCES UNDER SPECIAL LAWS 

538. Advances under this head will be regulated in accordance with the 
provisions of the relevant Acts and rules framed thereunder, or by such orders, 
general ex special, as may be issued by the Government in this behalf. 

ADVANCES FOR DEPARTMENTAL PURPOSES 

~39. Advances granted under special orders of competent authority to 
Government Officers for Departmental or allied purposes may be drawn on 

. the responsibility and receipt of the officers for whom they are sanctioned, 
subject to adjustment by submission of detailed accounts supported by vouchers 
or by refund, as may be necessary. 

In the case of advances for survey and other departmental expenditure, 
which are ultimately recoverable from private owners· or other parties, the 
duty of maintaining detailed accounts of the advances of watching their re­
coveries and of supervisions, etc., shall rest with the departmental authorities 
-concerned, the Treasury Officer being responsible only for maintaining a 
plus and minus memorandum. where necessary, in accordance with the direc­
tions contained in the Account Code, Vol. II. 

Not6.- TlvJ provilion& of sub-rule (2) of Rule Sl7 apply a~ to a!l't'a.n<:e~ of t.hi11 clae:s ot 
which the dctailicd a()Q)unta an li;cpt departmaataY)". 
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ADVANCES TO GoVERNMENT SERVANTS ON PERSONAL ACCOUNT 

540. (I) These advances maybe drawn on Form M. T. R . 18-B in the case of 
Gazetted and on Form M. T. R. 24-B in the case of Non-Gazetted Govern­
ment s~rvants . The names of Government servants with their designations 
and the amounts of advances sanctioned for each should be clearly indicated in 
the form to be used for the purpose. 

The vouchers on which advances are drawn must quote the authority sanc­
tioning them and payment will be made by the treasury on the authority of 
such sanction. The recoveries of advances through the pay bills or travelling 
allowances bills, as the case may be should be supported by the schedules 
of recoveries of advances in Form M.T.R .. 55, separate schedules being attached 
for the different types of advances. 

(2) A p~rsonal advance to a Government servant may be repaid either 
in cash or by deduction from his pay or travelling allowance bill, as may be 
required under the rule or order applicable to each case. In repaying an advance 
the memorandum presented at the treasury or the pay bill, as the case may be, 
must state the original date and amount of the advance or otherwise give 
sufficient particulars for its identification. Separate schedules for different 
types of advances should be attached in form M. T. R. 55. In the case of recover­
ies of Festival Advances, however, the pay bills should be supported by a 
schedule of recovery in Form M.T.R. 56. In cases in which repayment is 
made in cash, remittance of the amount to the particular treasury or office 
from which .the advance was drawn is not necessary. • 

OTHER LOANS AND ADVANCES 

541. Subject to the general provisions contained in Section I of this part • 
loans or advances not falling under any of the separate classes specified in 
this section, may be drawn and repaid in accordance with such general or 
special order as the Government may issue in each case. 

H-269 -15. 
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PART XI-TRANSFERS OF MONEYS STANDING 
IN THE GOVERNMENT ACCOUNT 

Section 1-Introductory 

KINDS OF TRANSFERS 

542. Transfers and remittances of moneys standing in the Government 
Account of the State Government are of the following kinds, namely :-

(a) Transfer through currency, .that is a transfer of money between 
the treasury balance and the currency chest at one place in consideration 
of an opposite transfer of the same amount being made . at another place, 
e.g. transfers at a district treasury against opposite transactions at a sub­
treasury subordinate to it, and transfers at a Currency Office against 
deposits and withdrawals at treasuries and sub-treasuries. 

Note.-currency chests are maintained at State Treasuries and sub-treasuries on behalf of 
tho Issue Department of the Reserve Bank in accordance with the arrangement described in 
Chapter U of Part XIV. 

(b) Remittances · of coin and notes :-
(i) Bank remittances, that is, remittances from the Bank to a non­

Bank treasury or sub-treasury or vice versa, when both the receiving 
and the remitting offices are not within the jurisdiction of a single State. 

(ii) Remittances between treasuries, that is, remittanms from the 
treasury balance at one treasury to the treasury balance at another 
treasury, when both the remitting and the receiving treasuries are not 
within the jurisdiction of a .single State. · 

·This method of remittances applies only to re~ittance to and from 
sub-treasuries where the~e is no currency chest and to the remittance 
of foreign notes and coin, and of uncurrent coin, when such coins are 
not sent separately for remittance to the Mint. 

(iii) Small coin depot remittances, that is, remittances vf small coin 
from a small coin depot to another small coin depot, a Central or a State 
Treasury or to the Bank conducting the cash business of any such Treasury 
or vice versa. 

(iv) Mint remittances comprising-
(1) Remittance to the Mint of uncurrent coin or coin withdrawn 

from circulation from a State Treasury or from the Bank conducting 
the cash business of any such Treasury, and 

(2) Remittances of new coin from the Mint to a small coin depot. 
Note.-Rcmittanoe of uncurrent coin from a sub-treasury not being a Central 

Sub-Treasury to tho district treasury of a State will be treated as a local romitUloCe affecting 
the balance of the State Government. · 

• . 

..1 
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APPLICATION OF RULES 

543. The rules of procedure prescribed in Section II of this Part apply 
primarily to transfers between the currency chest balance and the treasury 
balance at a State treasury. The~e rules are also applicable to transfer 
between the treasury and currency chest balances within a State, which 
ar.e set off by opposite transfers at a place outside jts jurisdiction, except in 
so far as · they · may be supplemented or modified by any special instruc- . 
tions issued by the Currency Officer. 

544. Unless in any case the Government after consultation with the 
Reserve Bank directs otherwise, all remittances mentioned in clause (b) of 
rule 542 shall be governed by the provision of Section III of this Part. 

545. The rules in this Part are issued after consultation with the Reserve 
Bank. 

Section II-Transfers through Currency 

BANK TREASURIES 

546. The Currency Chest pertaining to a Bank Tressury is kept in the sole 
custody of the Bank.-All transfers from and to currency chests at the Bank 
will be effected under instructions from the Currency Officer, and such transfers 
will not affect the Government. balance and will not pass through the Govern­
ment Account. 

547. Subject to any special direction contained in Part XIV all transfers 
from and to Currency shall be of whole rupees and notes. 

548. At sub-treasuries where there is a currency chest, the transfer of 
funds shall be made in accordance with the following procedure :-

(i) When a Sub-treasury Officer requires funds, he should with the 
previous permission of the . Treasury Officer, tranfer the specified amount 
from the currency chests to his treasury balance and report the fact forth­
witll to the Currencyo Officer concerned by wire (or by letter if it can reach 
its destination within twenty-four hours) on the date of the transfer. 

Note 1.-In caSClo where payment of a Draft or Telegraphic Transfer has to be effected and 
· the sub-treasury balance is not sufficient to meet it, the Sub-Treasury OffiCI..r may withdraw 

funds from his sub-chest sufficient to meet the Draft or Telt:graphic Transfer without the 
previous san<.tion of the Treasun Officer. No payment pf a Draft or Telee:raphic Trans;er 
should be made direct from the chest balance. Funds should first be transferred from the 
chest to the treasury balance and payment made theref_om. 

Note 2.-The Currency Officer may, on the recommendation of the Trea!>ury Officer, 
permit a Sub-Treasury Officer to transfer funds from the chest without the sanction of · the 
Treasury OffiCer subject to such conditions as he may impose regarding amounts and the 
period of such sanction. 
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(ii) When surplus funds accumulate at a . sub-treasury, the Sut>:treasury 
Officer should deposit them into the currency chest and communicate the 
fact forthwith to the Currency Officer by wire (or by letter if it can reach 
its destination within twenty-four hours) on the date of the transfer, an 
intimation being simultaneously sent to the Treasury Officer by post. 

(iii) In districts where an agency of the Bank conducting treasury 
business is situated at a place where there is a sub-treasury instead of 
at the head-quarters, the opposite payment in respect of currency 
transfers at the district treasury and. other sub-treasuries in the district 
shall be arranged for in the same way as set out in clauses (i) and (ii) above, 
and no payment shall be made at the Bank. 
N ote.-chest slips should be submitted by the Sub-Treasury Officer to the Currency 

Officer endorsing copies to the Treasury Officer . 

549. At sub-treasuries where there is no currency chest, transfer of funds 
will be made by the remittance of notes or coins from the Bank to tqe 
sub-treasury or vice versa, in accord<mce with the procedure prescribed in -,. 
Section II of this Part. The Bank will provide t he funds for remittances to 
suo-treasuries at the request of the Tre<isury Officer. 

NoN-BANK T~t.b\SURIE~ 

550. 'fransfer of funds from or to the treasury balance shall be made in 
accordance with tbe following rules :-

(i) The Treasury Officer may at any time deposit surplus funds into 
the currency chest at his Treasury. When owing either to receipts at tl:·e 
Trea~ury or to withdrawal from the currency chest against deposit at a Sub­
Treasury the treasury balance exceeds by any appreciable amount the 
normal balances fixed by the Government, the excess should be deposited 
into the currency chest. 

(ii) When the Treasury Officer requires funds either to meet disburse­
ments at the Treasury or for deposit into tbe chest against withdrawals 
at sub-treasuries, he should make the necessary transfer from the currency 
chest to repleni'h the treasury bal<J.nce. • · 

(iii) livery transfer from the treasrir} balance to the currency chest, or 
vice l'~:rsa, must be reported at once to the Currency Officer by televram 
(or by letter if it can reach its destination within twenty-four hours), in • 
addition to sending slips in Form T. E. 2 of the Central Government. 
Compilation of Treasury Rules, Volume II. unless corresponding tran~fer 
is made at a sub-treasury. 

551. Transfer of funds to and from sub-treasuries where there is a currency 
chest sh:\ll be made through currency, the opposite payments being made 
at the district treasury or at another sub-trea!'ury so as to retain the total 
balance in the currency chest of the district unchanged. 
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The procedure sh~ll be as follows ::___ 
(i) When a surplus accumulates at a sub-treasury, the Sub-treasury 

Officer should deposit the surplus into the currency chest. When the sub­
treasury balance exceeds by any appreciable amount the normal bPlance 
laid down by the Treasury Officer, the excess should be transferred to the 
currency chest, unless heavy payments are expected to absorb it within 
the neAt two or three days. On receipt from the Sub-treasury Officer 
of the chest slip in Form T. E. 2 of Centml Government: Compliation of 
Treasury Rules, Volume II, reporting the transfer, the Treasury Officer 
should make the corresponding transfer from currency to treasury a.t the 
distnct treasury; · 

It is the duty ofthe Treasury Officer to see that Sub-treasury Officer 
deposit surplus promptly into the currency chest. If at any time it 
appears that the ballmce at a sub-treasury is unnecessarily · large, the 
Treasury Officer should order a deposit of the surplus into the currency 
chest. · 

(ii) When a Sub-Treasury Officer requires funds he shoUld apply to the 
Treasury Officer for sanction to a transfer from the sub-treasury chest. If 
the Treasury Officer considers that the transfer is necessary, he should make 
a trrnsfer of the amount from treasury to currency at the district treasury 
and order the corresponding transfer ftom currency to treasury at the sub­
treasury. 
Note I.-The instructions laid down in Note I below rule 548(1) apply equally to payments 

of drafts and telegraphic transfers from non-Bank sub-treasuries. 
Note 2.-Thc Currency Officer may, on the roconunmdation of the Treasury Officer, 

pennit a Sub-Treasury Officer to transfer funds from the chest without the sancton of tbe 
Treasury Officer, subject to such conditions aa ho may impose reprdin& amounts and the 
period of sucb sanction. · 

552. Transfer of funds to and from sub-treasuries where there is no currency 
chest shall be made by the remitt~nce of notes or coin in acconhmce with the 
procedure prescribed in Section HI of this Part. Such remittances sba 11 not be· 
made except under the instructions of the Treasury Officer. . . 

Section Ill-Remittances of Coin and Notes · 

"GENERAl 

553. The provisions of rules 554 to 596 shall apply primarily to remittP.nces 
to and from treasuries and sut-treasuries, the cash business of which is not 
conducted by. the Bank. At places whc·re the cash business of the treasury 
is conducted by the Bank, these rules sh::ll apply subject to the provisions of 
Rttles 597 and 598 and such other instructions as may be issued by the 
Re~erve Bank. 

DESPA'1CH OF REMITTANCES 

554. (I) No remittance of coin or notes from a sub-treasury or treasury 
to a treasury or sub-treasury in r.n0ther district or to ~ Currency Office shall 
be m;:dc except in accordr.nce with the special or general instructions of the 
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Currency Officer. Wben a surplus of coin or note~ accumulates in the district, 
the Treasury Officer shall report the details of the surplus to the Currency Officer 
and obtain his instructions for remittance to aDother Treasury or the Currency 
Office. Uncurrent coin and notes unfit for issue shall be dealt with in 
accordance with the provisions of Rules 559 and 5t0 respectively. 

(2) Remittances within the district, that is, between two sub-treasuries in 
a district or between a treasury and a sub-treasury subordinate to it may be 
made under the orders of the Treasury Officer. 

555. (I) All remittances despatched by rail, river or road must be escorted 
by a guard, except remittaDces of nickel, bronze or copper coin during transit 
by rail at Railway risk (vide Rule 592). 

Note.-Wben a Pcltdar accompanies a remittance ho ia responalble durin& the whole c:ourlie 
of the journey for tho contentl of tho boxca and the pollee &uard acta as an e&cort. Tbo 
potdar will not interfere in any way in the performance by eac:ort of itales.itlmate duties but 
he must be permitted to satlafy himself that all necessary precaution• arc being taken. In the > 
event of dama;c oc:c:urrinll to a box it Ia tho duty of tho potdar to take over any coin that 
may fall out and to verify the contenta and repack the box If ropac:kinll becomes necessary. 
The escort oftker must not pormlt tho Potdar to be Interfered with in the eJtccutlon of bia 
duties. · 

(2) Immediately on receipt of a remittance order from the Currency Officer 
or as soon as the Treasury Officer decides to make a remittance to a sub-treasury 
the Police Department shall be informed of the kind and amount of the treasure 
to be remitted and asked for a sufficient escort, which it will supply according 
to the prescribed scale. All officers on the line of march from whom any 
assistance may be required shall be advised by th.! despatching office: 

(3) The receiving office shall be informed in advance in Form T. R. 63 of the 
Central Government : Compil~tion of Treasury Rules, Vol. II of the particulars 
of the remittance to be despatched, in order that necessary arrangements may 
be made for receiving it. 

(4) A remitt<>nce shall not be sent at such ~ time tha-t it will be in transit 
at the end of a month, or that it will reach its destination on a Sunday or other 
authorised holiday. 

(5) The attention of the escort officer sh<'ll be specially drawn to paragraph 3 
of the instructions in Form T. R. 67 ofthe Central Government: Compilation 
of Treas~ry Rules, Vol. II. · 

556. The Treasury Officer shall advise the Currency Officer of every des­
patch of a remittance to a place outside the district on the same day on which 
it is despatched. If the treasury is so situated that the advice cannot reach the 
Currency Officer within twenty-four hours, if sent by post, the Treasury 
Officer shall send the advice by telegram. The advice sh.all state the nature 
of the remittance and give the name of the treasury, sub-treasury or branch 
of the Bankl to which it bas been despatched. 
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REMITTANCE OF COIN 

557. Coin shall be packieo for remittance in stout bags, tied and sealed after 
a slip in Form M. T. R. 7 has been placed in each bil.g. The Treasury Officer 
must satisfy himself generally of the contents of the bags, and must see that the 
proper number of bags is placed in each box. 

Note !.-For remittances of withdrawn and loiDCurrent coins to the C&lcatta, Bombay and 
Hyderabad Mints, the followina ratoa of baainll &hall be applicable:-

Each denominatioo of coin must be in separate bags. 

Withdrawn Uncurrent 
Denomination 

Value Tale Value Tale 
per bag per bag per bag per bag 

Rs. Ra. 
One R.upee 2,000 2,000 2,000 2,000 

SO paise 2'000 4,000 
25 paise 500 2,000 
20 paise 400 l,OOO 
10 paise 200 2,000 
5 paise 100 2,000 
3 paise 15 2,500 
2 paise 50 2,500 
1 paise 20 2.000 

(Bronze and Nickel Braas)-
1 paise 50 5,000 

(Alluminium NAanesium}-
HallR.upeo 2,000 4,000 l,OOO 4,000 
Quarter R.upce 500 l,OOO 500 2,000 
2 Anna• 500 4,000 
1 Anna 250 4,000 
11/2 Anna 100 3,200 
Single Pi~ 50 3,200 

Note · 2.-In case of a remittance sent without a potdar, the despatching officer should 
examine a certain percenta~ himself and place a private mark upon the ticket of the bags 
so examined and the special attention of tiJe receiving officer should be drawn to the neceSsity 
for protecting the interest of the absent remitting officer. 

Note 3.-Further, wheit remittances are made to Mints:-
(a) Boxes in which remittances are packOO should be sealed. and properly labelled. 

The label should bear the name of the l'Qlllittina office and the number of the box as per 
invoice. There should be only one label on each box ~d not old labels mixed up with the 
latest labels. 

(b) A slip should invariably be placed inside each box, givina the number of the remit­
ting office, the number of bags in that box, and the number of the box as per invoice, since 
labels on th~ boxes become indistinct and are often tom off in transit. 

• (c) Invoices in the prescribed form should be properly prepared, and separate invoices 
should invariably be submitted for each of tbe following items:-

(i) Uncurrent silver coins. 
(ii) Uncurrent nickel and copper coins. 

Words "Currency Remittance " or "Treasury Remittance " , as the case may be, should 
be written on the top of the invoice in the red ink. 
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558. (l) For journey by road, the bags may be packed in treasure tumbrils 
or in large chests placed in carts, at the door of the treasury in the presence of 
the Treasury Officer. For journeys by rail, or boat, and also (if convenient) 
for journeys by road, they must be packed in stout boxes capable of containing 
Rs. 4,000 to Rs. 6,000 each, nailed down and bound with iron, without gunny 
covering qr ropes, and 'the hoops shall be rivetted or nailed together where 
they cross. · Every box must bear the name of the despatching treasury cut 
into, or painted on it with a (lumber. . 

Note.-Remittances of coin from Currency Officers are usually sent in patent rqnittance 
boxes. Special instructions regarding the method of dealing with such boxes will be given 
by the remitting officer. 

(2) To each box designed for river conveyance or to cross any unfordable 
stream by a ferry shall be fastened a buoy formed of a piece of unsplit bamboo 
or other floating material. The rope of the buoy shall be at least ten yards long. 
The Police Officer in charge is responsible for seeing that it is never detached 
from the box, nor, so long as the box is on board any boat, knotted or entangled 
in any way. When treasure is sent by a seagoing vessel, the despatching officer 
shall remove the buoys after the boxes are shipped, and the receiving officer shall ~ 
attach the buoys when landing the treasure, if he is not the Treasury Officer, 
he shall obtain the buoys from that officer. 

Note.-The above precautions are not aecessary in the case of remittance C<Jvered by 
insurance. 

(3) Invoices shall be ·prepared separately in triplic:>.te in Form T. R. 64 of the 
Central Government : Compilation of Treasury Rules, Vol. II : one copy 
shall be retained by the remitting officer, another shall be despatched by post 
on the same day to the receiving treasury, and the third made over to the escort 
officer. The weights entered in the invoice shall be those ascertained by 
weighment in the presence of the escort officer. 

Nore.-Separat.c invoices must be prepared fM treasury and currency n-mittanccs, the 
wcrds "Treasury Remittance" or "Currency Remittance," as the case may be, being 
written on the top. · · . 

In the case of treasury remittances, the invoices should show separately 
uncurrent (1) silver, (2) nickel, and (3) copper or bronze coins, giving separate 
totals for each group of coins. · 

UNCURRENT COIN 

559. Coins withdrawan from circulation shall be .remitted to the Mint in 
accordance with the following rules :-

(i) Broken and cut coin should not be remitted ordinarily until a sum 
of at least Rs. 20 has accumulated. 

(ii) Invoices of the remittances should be prepared in Form T. R. 65 of the 
Central Government : Compilation of Treasury Rules, Volume II, Treasury 
Officer should devote particular care to filling them up correctly. 

(iii) The Mint Master will prepare a valuation statement of the remittance 
received and forward it to the remitting treasury or the Bank. 
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(iv) Any deficiency in tale found by the Mint Master must bt made good 
by the Treasurer and any excess in tale will be returned to the remitting 
treasury or the Bank. Any excess in value found by the Mint Master will be 

. credited to the Government. 

. 
REMITTANCES OF NOTES 

560. All notes unfit for issue, which may have accumulated at a treasury, 
shall be sent to the Currency Office (or treasury named by the Currency Officer) 
on each occasion on which a remittance of notes or coin is sent to or received 
from the Currency Office. Such notes should not be cut for remittance. Advice 
of the remittance giving details of the denominations and value of the notes 
shall be sent by post to the Currency Officer. 

561. New notes or notes fit for reissue should never be cut for remittance. 
When the value of the notes to be remitted does not exceed Rs. 2,000 and the 
notes cannot conveniently be incl~ded in a specie remittance, they may be sent 
by post insured up to their full value. When the value exceeds Rs. 2,000 the 
notes shall be sent in charge of a potdar and police guard. 

562. The following instructions shall be observed for packing parcels of 
notes:-

(i) Notes of each denomination must be sorted patternwise and arranged 
in separate bundles stitched by one edge into books of 100 each, any excess 
over multiples of 100 being made into one book. To each bundle of books 
should be attached a slip in Form M.T.R. 8, stating the number of pieces it 
contains and bearing the full signature of the official who last counted them 
and made up the bundle before despatch . 

(ii) For remittances in charge of a potdar and police guard the bundles 
should be packed in parcels of ten bundles each and the parcels should be 
piaced in strong wooden boxes which should be securely fastened and 
sealed. The boxes should be weighed in the presence of the escort officer and 
the weight and contents of each box entered in the invoice in Form T. R. 64 of 
the Central Government : Compilation of Treasury Rules, Volume II. 

Note.-Fresh notes of the denominations of Rs. 5 and Rs. 10 are remitted from the 
Currency Offices to curren·cy chesis in the original btmdles received from the Security Printing 
Press. 

563. · In the case of remittances sent in charge of a Police guard, an invoice 
in Form T.R. 64 of the Central Government : Compilation of Treasury 
Rules, Volume II, shall be prepared in triplicate, one copy being sent by post 
to the receiving officer, one given to the police officer in charge of the· escort 
and the third retained by the despatching officer for record. The escort officer 
shall sign a receipt on each copy of the invoice, stating that he has received the 
boxes of the marks and weights detailed therein . 
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EscoRT OFFICER's DuTIES 

564. The escort officers shall see the boxes of notes and coin weighed, or in 
the .case of chests or tumbrils containi-ng bags of coin, shall count the number 
of bags. He must sign the receipt at the foot of each copy of the invoice, the 
blanks being filled up in words, and if the escort officer be ignorant of English, 
he should be required to write the numbers of the bags or boxes which he has 
received in the Indian language commonly used in the district on the copy of 
the invoice to be retained by the Treasury Officer. 

565. The escort officer shall wire to the receiving officer the number of the 
train (passenger or goods) conveying the remittance and its hour of departure, 
and shall also wire again en route if any change in the train has been made or 
if anything has occurred to delay its arrival. 

566. When tht escort officer is relieved in th~ course of the journey, he shall 
obtain a receipt for " . . ...... . .. . .. tumbrils. in good order said to contain 
. . . . . . . . . . . . coin to the value of RS'. . . . . . . . .. . . . . in . . . . . . . . . . . . bags " 
or for " . .. ..... . ..... boxes or for sealed wagons, in good order, said to 
contain . .. ... .. ... . .. coin (or notes) to the value of Rs. . ... . .. . .. . . ". 

When the remittance reaches the addressee, the latter will count the bags and 
weigh the boxes, and give a receipt for " .............. bags said to contain 
. . . . . . . . . . . . . . . . coin to the value of Rs. . . . . . . . . . . . . . . . . ", or for 
" . . . . . . . . . . . . . . . . boxes of marks and weights detailed in the invoice said 
to contain .............. coin (or notes) to the value of Rs ....... .. . . .. ". 
If any box be of short weight, or show signs of having been tampered with. 
it must be opened in the presence of the escort officer; otherwise he may be 
allowed to return at once. 

PoTDARS, SHROFFs, ETC.; AccoMPANYING REMITTANCES 

567. (I) Subject to any general or special instructions issued by the 
Currency Officer in this behalf, Treasurers may send in charge of silver coin 
or note remittances, potdars, who will remain in charge while the treasure is 
being examined and who will take back the locks, and if convenient the 
bags. If the guard be returning to the station of original despatch, tumbrils 
or chests shall be sent back under his charge; otherwise, they must wait for 
the potdar. 

(2) For· coin remittances the following-scale may "be -followed:­
(i) One potdar up to ten lakhs; and 
(ii) One potdar for every additional ten ll.lkhs or a fraction thereof up to 

a maximum of three in all. 
Note.-The Currency Officer may sanction the deputation of a second potdar for journey 

occupying such as a long time that one· man cannot be expected to exercise the necessary 
supervision. 

-,.. 
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(3) For note remittances one potdar may be usually sufficient unless the 
Currency Officer -sanctions the deputation of a second potdar for journey 
occupying such a long time that one man cannot be expected to exercise the 
necessary supervision. 

(4) In cases of heavy remittances whether of coin or notes, or of both, 
the Currency Officer may authorise the deputation of one or more clerks in 
addition to the usual escort of potdars. Extra shroffs or potdars may also be 
engaged, whenever necessary, with the special sanction of the Collector, to 
deal with heavy receipts, or to accompany remittances or to take the place of 
permanent shroffs or potdars who do so. 

568. (1) Except in cases of remittances not at railway risk, a potdar shall, 
on no account, be sent either to accompany a remittance of nickel, bronze or 
copper coins or to watch the examination of such coin at the receiving Treasury, 
Mint or the Bank. 

When the remittance is not at railway risk, a potdar may accompany 
a remittance of nickel, bronze or copper coin but he should not be required 
to watch the detailed examination of such remittance. On receipt of the 
remittance, the boxes should be opened immediately and the bags taken out 
after which the potdar should be relieved. If, ·however, any bag containing 
coins shows signs of damage or of having been tampered with, it should be 
opened and its contents examined in his presence. 

(2) Potdars accompanying remittances of withdrawn silver, Q-alloy and 
pure nickel coins and remittances for special examination to the· Mints, shall 
be released by the-Mint authorities as soon as the number of sealed boxes in 
the remittances have been checked with the relative invoices, and preliminary 
weighments of such coins are recorded by the Mint, in their presence. In case 
of combined remittances from the Reserve Bank, Treasuries, branches of the 
State Bank of India, the accompanying potdars shall be relieved as soon as the 
number of the sealed boxes in the remittances have been checked with the 
relative invoices, and found satisfactory. The opening and preliminary weigh­
ments of s\ich remittances shall be supervised by a potdar deputed by the Local 
Head Office of the Reserve Bank or the State Bank of India as the case may be. 
On no account shall they be detained to watch the examination, and tallying of 
any remittance at the Mints. 

569. Potdars or clerks accompanying remittances shall be furnished by the 
remitting Treasury Officer with a certificate in Form T.R. 66 of the Central 
Government : Compilation of Treasury Rules, Volume II, with columns 1 to 8 
filled in. The officer receiving the remittance shall consider with reference to 
the amount and kind of the remittance received and the number of men 
available at his office for examination, how long the potdars or clerks accom­
panying the remittance are likely to be detained at the station and infon;n them 
forthwith in writing to enable them to make sui~ble arra ngements for their 
stay at the station. At the end of the examination, he shall complete the certi-
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licate and return it to the remitting treasury. He shall state in column 12 the 
daily allowance which he recommends for the halt in excess of fifteen days and 
explain the reasons for the recommendation on the reverse of the certificate. 
On receipt of the certificate from the receivjng officer, the remitting Treasury 
Officer shall forward it for necessary action, if halts in excess of fifteen days 
have been made, to the Currency Officer or to the Collector, according as 
the chat:ges f.or the remittance in question have to be borne by the Reserve 
Bank or by the Government, and the authority concerned will indicate in 
column 13 of the certificate the rate at which the allowance should be drawn. 
The .certificate shall be attached to all bills for travelling and other allowances, 
special.or otherwise, admissible to the mim accompanying the treasure. 

Note (I) .~ The charges for remittance of the following kinds are borne by Government :­
(i) Remittance within the State between sub-treasuries without currency chests· at both 

ends. 
(ii) When ·not sent separately, remittances within the State of uncurrent coins between 

treasuries and sub-treasuries without cun:ency chests at both ends. 

Note (2).~In the follewing cases, the charges for remittances of treasure (inculding the " 
cost of police escorts) are borne by the Reserve Bank :~ 

(i) Remittance within the State between sub-treasuries without currency having currency 
chests. 

(ii) Remittances of small coins between regular small coin depots and treasuries and 
sub-treasuries having currency chests. 

(iii) Remittances of uncurrent coins between treasuries and sub-treasuries whether 
within or outside the district, when sent separately. 

(iv) All remittances made under the orders of the Currency Officer, provided such 
re mittances are between treasuries and sub-treasuries having currency chests or between 
small coin depots and such treasuries and sub-treasuries. 

(v) Remittances within the State to/from currency chests from/to sub-treasuries having 
no currency chests. · 

(vi) Remittances within the State of small coin between regular small coin dt;pots and 
treasuries or sub-treasuries with no currency chests. 

570. [f any chest, tumbril or wagon be secured by double locks, one key 
shall be held by the potdar, and the other by the escort officer; if there be only 
one lock, the key shall be held by the potdar but the escort officer is responsible 
for not allowing the chest or wagon to be opened before arrival at the destina­
tion, save in case of a breakdown when the treasure must be removed to 
another chest, or wagon in his presence. In the case of remittances sent 
without potdars, single locks shall be used and the keys entrusted to the escort 
officer in a sealed cover which he should not open except when absolutely 
necessary due to a breakdown on the road. 

RECEIPT OF REMITTANCES 

571. (I) Immediately on the arrival of a remittance, credit for the invoiced 
amount shall be given in the cash book or other appropriate register, and in the 
case of a remittance received from a place outside the district an advice shall 
be sent to the Currency Officer, stating the name of the Treasury or Currency 
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Office from which the remittance bas been received and whether it is a currency 
or a treasury remittance. The advice shall be telegraphic if a postal advice 
cannot reach the Currency Officer within twenty-four hours. 

(2) The remittance must then be examined. The first step in this examina-· 
tion is the weighment of each box in the presence of the escort officer and the 
Treasury Officer and the comparison of this weight with that shown in the 
invoice. A receipt shall then be given to the escort officer and a copy of this 
receipt sent by post on the same day to the despatching treasury. 

572. When the weight of each box is not given in the invoice, the boxes 
must be ·opened and the contents examined in the presence of the escort officer. 
Any infraction of the rule requiring the weight to be stated shall be brought 
to the notice of the Remitting Officer. If any box be short weight or shows 
signs of having been tampered with it shall simil;uly be opened and its contents 
examined before the escort is released. 

573. If coin or notes received in the remittance are required for despatch to 
another treasury within a few days of its receipt, the boxes may be deposited 
unopened in the strong-room, provided they are in good order aqd that they 
are in-charge of a potdar who will be available to accompany them to their 
final destination. 

574. (I) New nickel or bronze coin received either directly from the Mint 
or from any other treasure in the· original Mint boxes may be accepted as 
correct, provided the boxes are !)Umbered and the seals bear a distinct impres­
sion and both remain intact at the time of receipt. 

(2) In all other case~. the boxes shall be opened immediately whether the 
remittance is accompanied by a potdar or not. When a potdar has accom­
panied the remittanet., the boxes shall be opened in his presence. Unless 
the detailed examination of the whole remittance is immediately proceeded 
with, the bags of coin or parcels or notes shall be deposited in the strong; 
room under double locks, care being taken, as far as practicable, to place 
them apart from other treasure. To guard against abstraction of coin from 
remittances, which may remain unexamined in the strong-room for some 
time, and which cannot be separately secured in a chest or chests, it shall 
be arranged, when the amount of the remittance does not exceed rupees 
five lakhs and when the procedure will not cause practical inconvenience. 
that the entire contents of each bag are wi!ighed by emptying them into the 
scales before depositing the remittance in the strong-room. This weigh­
ment must be supervised by the Treasury Officer. 

(3) In the case of larger remittances, similar care must be exercised though 
it will usually be impossible for practical reasons to examine them in the 
same detail. The Treasury Officer in such cases must satisfy himself that the 
remittance has not been tampered with by personnally picking out a number 
of boxes and bags from time to time and having the contents of these weighed 
under his supervision. In the case of remittances exceeding rupees five lakhs, 
or when it is not found practic:!ble to weigh out smaller remittances, care 
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shall be taken to cover completely all bags forming parts of the remittance with 
tarpaulins, the notes being secured in a chest or chests or replaced in the original 
boxes with the lids securely fastened. 

575. The detailed examination of the remittance shall be conducted in 
the presenc.e of the potdar from the remit1 ing treasury and under the super­
vision of the Treasurer of the receiving treasury or some other responsible 
person acting on his behalf. If, however, the remittance is not accompanied 
by a potdar from the remitting treasury, or the potdar has been discharged 
in terms of Rule 568(2), the detailed examination must be made in the imme­
diate presence and under the personal supervision of the Treasurer of the 
receiving treasury, who should see that the interest of the remitting treasury 
are adequately safeguarded. 

576. Every facility must be given to the potdar of the remitting treasury 
to watch the examination. Any complaint which he may make shall be 
reported at once to the Treasury Officer. If any fraud is suspected, arrange­
ments shaH b~ made for the search of the examining potdars in the prssence 
of the potdar of the remitting treasury. 

571. Only such portion of a remittance shall be taken out of the strong­
room as can be examined during the course of the day. When any portion 
remains unexamined, the attending potdar may, if he so wishes, be allowed, 
at the time of the closing of the office, to place one lock of his own on the 
chest containing the unexamined portion, or, if this is not possible, on the 
outside door of the strong-room. 

578. The notes and the coin composing the remittance shall be counted 
and examined in detail so as to ensure not only ·that they are all genuine 
but also that each bundle of notes or bag of coin contains the alleged num­
ber. In the case of remittances of fresh notes from the Currency Officer 
sent in bundle of 1,000 pieces, the bundles shall be split up into packets of 
100 notes each. Any light weight or other uncunent or defective coin 
found in the course of the detailed examination of a remittance or current 
coin shall be separated, and dealt with under the instructions contained in 
Chapter III of Part XIV, while- deficiencies, whether in tale or due to bad 
or counterfeit notes or coin, shall be dealt with in the manner prescribed 
in rule 582. ' 

579. As the examination of each ·bundle or bag is completed' the relative 
slips in Form M .T.R. 7 or M.T.R. 8 as the case may be, contained therein 
shall be taken out and replaced by fresh slips prepared by the receiving treasury. 

The slips of those bags and bundles the contents of which have been 
found correct shall be made over to the Treasury Officer for immediate 
destruction while the rest shall be attached to the report to be made to 
the remitting treasury under sub-rule (I) of Rule 582. · 

Note.- In the case of remittances of coin from a Currency Office, all the slips must be 
returned to the Currency Officer after the remittances have been examined. 

... 
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580. The Treasury Officer shall supervise the examination of the remit­
tance generally and see that adequate safeguards have been taken by the 
Treasurer to avoid during the examination all mal-practices whether on the 
part of the accompanying potdars or the examining potdars.· He shall put 
away the examined notes and coin under double looks of the treasury or 
of the currency chest, as the .case may be. On completion of the detailed 
examination, he must send a formal report to the remitting officer showing 
the result of the examination. 

58l. No time shall be lost in examining a remittance both in order to 
release the potdar who accompanied it and so reduce the cost of remittance 
and in order that any deficiency may be recovered from the remitting treasurer. 
To deal with money remittances of coin, adC.itional shroffs may be engaged 
with the special sanction of the Collector and paid at such rates as may be · 
fixed by the Government. The expenditure on this account will be borne 
by the Government as ordinary expenditure .of the treas~ry . 

Note.-The minimum amount of coin and notes of each denomination which one man 
should examine in a day is as follows :-

COIN Rs. 
New Rupees 
Old Rupees 
New ! rupees of the value of 
Old ~ rupees of the value of 
New t rupees of the value of 
Old i rupees of the value of 
Old t rupees of the value of 
New 4 anna nickel of the value of 
Old A anna nickel of the value of 
New 2 anna nickel of the \alue of 
Oldd 2 anna nickel of the valu'- of 
New I anna nickel of the value of 
Old 1 anna nickel of the value of 
New t anna nickel brass of the value of 
Old t anna nickel brass c.f the value cf 
New sinl!.le pice' f the value of 
Old sinl!,le pice of the 'alue of 
New t pice of the value of 
Old ! pice of the value of 
New pice pieCes 01 the value ot 
Old pice pieces of the value of 

NEWS CoiNS OLD CoiNS 

SOP. R!. 50,000 (by weighment) 12,000 pieces. 
25 P. Rs. 24,000 (by weighment) 12,000 pieces. 
10 P. Rs. 56,000 pieces 18,000 pieces. 

5 P. Rs. S6,000 pieces 20,000 pieces. 
2 P. Rs. 24,000 pieces I 5,000 pieces. 
1 P. R!. 38,400 pieces 28,800 pieces. 

2,00,000 
8,000 

50,000 
4,000 

24,000 
2,000 
1,000 

18,000 
2,500 
7,.500 
2,000 
3,SOO 
1,000 
1,7SO 

soo 
150 
400 
soo 
2SO 
200 
ISO 

•(These rates have been prescribed by the Bank tentatively for the examination of new and 
old decimal coins). 

NOTES 

New notes of all d!mominations 
Old Rc. I and Rs. 2 notes 
Old Notes of higher denomination 

PIECES 

IS,OOO 
8,000 
2,500 
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DEFICIENCY OR EXCESS FOUND IN REMITT ANCPS 

582. (I) If any deficiency is found in the detailed examination and is not 
Immediately recovered from the potdar in charge, it must be entered in the 
cash book as a distinct item of payment with full particulars and the 
Treasury Officer of the remitting treasury requested to recover the amount 
and credit it in his own treasury. 

A deficiency discovered at the Bank or at a Currency Office will be made 
good from its own cash balance, and will be shown as an expenditure on 
Government account under advice to the remitting treasury for recOvery and 
credit in its acc0unt. Similarly, a deficiency discovered at a treasury in 
a remittance from the Bank or from a Currency Office shall be made good 
from the treasury balance under advice to the remitting office, which will 
credit the amount to Government account. Recoveries of such deficiencies 
will be watched by the Accountant General. 

(2) The State Government will be responsible for any shortages discovered 
at the Mints or at a Small Coin Depot in a remittance received from a treasury 
or a sub-treasury of that State. 

(3) Every defect or deficiency discovered during examination shall be 
entered on the slip pertaining to the bag of coin or bundle of notes concerned 

. and must be specially reported to the remitting officer direct, whether or not 
it is made good by the accompanying potdar, the slip being attached to the 
report. If a potdar of the remitting treasury is present to witness the examina­
tion, he must be required to attest the entries as they are made. Any bad 
coin or notes which have to be returned to the remitting treasury shall be made 
over to the potdar, or in his absence, remitted by insured post at the cost of 
the remitting treasurer. If there is no potdar in charge, the report must state 
the name and rank of the officer, who personally supervised the examination, 
and must be sent, together with the attached slip, immediately bn the close 
of the examination, or, if it is a prolonged one, at the close of the day, to the 
remitting officer, to enable the treasurer of the remitting treasury, for his own 
purpose, to fix responsibility for the deficiency, which he is obliged to make 
good. If any bag or bundle of notes is received without a slip, and is in any 
way short or deficient, an immediate special report shall be sent to the remitting 
otlicer. 

583. All excesses found in a remittance shall be returned to the remitting 
office through the attending potdar, or if this is not possible, by registered post 
or by money order, the cost being borne by the remitting office. 

584. When new nickel or bronze coin is received either directly from the 
Mint or from another treasury in the original Mint boxes, any excess or 
deficiency found on examination shall be immediately reported and the 
printed slip of contents forwarded to the Mint Master concerned. The report 
shall state the number of the box in which the excess or deficiency was found 
and the condition of the boxes on delivery. 

.. 
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ADDITIONAL RULES FOR REMITIANCES BY RAILWAY 

585. When large remittances are made notice shall be given some time 
beforehand to the railway authorities at the station of despatch, in order that 
wagons of convenient sizes may be brought together. 

586. (1) When treasure is loaded for despatch by .:rail, the doors on one 
side of the wagons ·shall, if possible, be secured from inside and all doors 
that can be opened from outside shall be secured by good padlocks. 

(2) Small remittances need not be forwarded by wagon, but can be sent 
in the same compartment in which the guard in charge travels. 

(3) It is the duty of the remitting Treasury Officer to supply the padlocks 
and there must be a sufficient stock in a treasury whence frequent remittances 
are sent by raiL The Treasury Officer shall take the receipt of the escort 
officer for the padlocks. If the escort is returning, the receiving officer shall 
return the padlocks through the officer-in-charge of the escort; otherwise, 
a receipt shall be given to the police and the locks returned as soon as possible 
by parcel-post or by rail or through the potdar. 

587. The Treasury Officer jointly with the Police Officer who is to travel 
in. charge, shall superintendent personally or by substitute the loading of the 
vans, and shall hand over to the Police Officer a memorandum of instructions 
(in Form T. R. 67 of the Central Government; Compilation ofTreasury Rules, 
Volume II) and as many blank receipts as there will be reliefi. The Treasury 
Officer shall take a receipt for . these documents. 

588. The escort accompanying the treasure to the station, and protecting 
the loading, shall be of such strength as may be fixed by Government for 
the escort of such a sum by road or for the special purpose, and a new one 
of corresponding strength must meet the treasure at the station of delivery. 
During the railway journey, it may be protected by a guard of reduced strength 
accommodated in adjoining brake-van, if the remittance is carried by goods 
train, or in the end compartment of the carriage next adjoining the treasure van; 
neither door of the compartment occupied by the escort should be locked. 
The strength of this escort also may be fixed by Gavernment; there should 
never be less than a petty officer with two men, and when the treasure is loaded 
in more than, one wagon, the scale should allow two men to each. When 
a wagon containing treasure is detached from the train for any reason, the 
Station Master, or the Guard in charge of the train, will warn the police guard 
in charge of the treasure, in order that the necessary arrangements may be made 
to guard it. 

589. As the instructions for the guidance for the guard (Form T. R. 67 of 
the Central Government : Compilation of Treasury Rules, Volume II) require 
the men to be constantly on duty, arrangements shall be made to relieve them 
at convenient points, giving to each party a stage of about twelve hours. The 
exact length of each ~tage may be laid down by local orders. 

H-2 69 -16 . 
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590. Arrangements for the relief of the guard will be made by the Police 
Department. The officer in charge when starting with the remittance, shall 
elegraph to his relieving officer, the probable time of his arrival at the relief 

station. 

PAYMENT OF FREIGHT 

591. (l) The railway fare and freight may be paid in cash or by warrant 
or credit note according to local praetice. In the case of cash payments, the 
police or other officer may obtain from the treasury a sufficient amount as 
an advance to be accounted for afterwards. The remitting officer or the officer 
arrange the remittance will ascertain the nature and extent of accommodation 
required for the purpose without unnecessary increasing the cost of remittance, 
and send the following requisition to the railway authorities :-

"To the Station Master .................. .. ........................ . .......... . 

Convtyanc• by railway to ...... . ... . ............ . ............... . .... . .... . 

. . od ~ bel . he Go vernment 
............ . . ts requtr or treasure ongmg to t Reserve Ba.Dk-o--,f'""I-nd~i-a-- to 

the value of ....... . .............. lakhs of rupees loaded for ............ . . . ...... . 

and containoo in . . . . . . . . . . . . . .. . .. .. wagons." 

{2) The Station Master will give the officer commanding the guard a paper 
notifying that he is in charge of treasure loaded in so many wagons. 

Note (1).-The requisition mentioned above must not be confounded with the notice to 
be sent bef(lre hand to the railway authmities in order that the necessarY wagons may be 
provided. 

Note (2).-Tteasure should always be booked through to the final station, and the officer 
who makes the requisition should inform the railway authorities that he has provided relief 
for the guard at specified stations. · 

· 592. Remittance of nickel, bronze or copper coin shall be booked at railway 
risk, provided they do not exceed the limits prescribed under the Indian Railway 
Coaching Tarrif Rules. Consignments exceeding the prescribed limits are 
required to be escorted vide Rule 555(1). 

593. A guard travelling in charge of notes shall have the box in the same 
carriage, and shall sit in the end compartment of the carriage with the box 
under the seat against the outer planking ; if the box be too large to go under 
the seat, accommodation must be reserved on the terms usually charged. 

TRANSPORT OF TREASURE AT THE DESTINATION 

594. Necessary arrangements for the transport of treasure at the destination 
must be made by the receiving officer so as to save delay at the railway station 
and inconvenience to the Police Department. 
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TRANSPORT OF TREASURE AT THE DESTINATION 

594. Necessary arrangements for the transport of treasure at the destination 
must be made by the receiving officer so as to save delay at the railway station 
and Inconvenience to the Police Department. · 

ADDITIONAL RULES FOR REMITTANCES BY STEAMER 

· 595. (1) An escort shall accompany a remittance of notes by sea if freight 
is paid at cargo rates, in which case the value of the notes shall not be entered 
in the bill of lading but only the number of pieces. But if it is cheaper to pay 
freight at specie rates, and if the steamer company accepts responsibility for 
the face value of the notes, then this latter course shall be adopted and no 
escort need be sent. If, however, in any case, the above responsibility is not 
accepted by the steamer company. even if the freight is paid at specie rates, the 
remittance shall be sent as ordinary cargo at cargo rates in charge. of an escort, 
though this course may entail some additional expenses. · 

{2) Remittance of coin by sea shall usually be sent insured or at the Company's 
risk without an escort. 

(3) Remittances of notes or silver coin (of any description) by inland steamer 
shall be sent uninsured under the protection of an adequate police escort. 

596. Consignments of treasure shall be taken delivery of on arrival at 
a station ; otherwise the treasure will be carried on to the next station at the 
risk and expense of the consignee and the consignee will have unnecessarily 
to pay demurrage charges. · 

SPECIAL RULES FOR REMITTANCES TO AND FROM THE BANK 

597. (I) In the case of branches of the State Bank of India when the Agent 
wishes to remit any surplus notes or coin from the currency chest or surplus 
small coin from his balance, or desires a remittance of netes or coin to be sent 
to his branch, he will report to the Local Head Office or Link Branch to which 
he is subordinate. The Local Head office or Link Branch will communicate 
with the Currency Officer and orders for the remittance will be issued simul­
taneously by the Local Head Officer or Link Branch to the Agent and by the 
Currency Officer to the Treasury-Officer. 

(2) The Agent of the branch will supply the Treasury Officer with the notes 
and coin required for sub-treasuries in the district, except in those cases 
in which it is more convenient t.o supply a sub-treasury direct from the 
Currency Office or from a treasury or a branch of the State Bank of India 
concerned situated at another district, if so desired by the Currency Officer. 

(3) The procedure prescribed .in Rules 554 to 570 with regard to packing 
and despatch of remittances will be observed by the Bank, but in the absence 
of any special arrangements to the contrary made with the Agent, the Treasury 
Officer shall arrange for the actual conveyance and, where necessary escorting 
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of the remittances. The provisions of sub-rule ( 4) of Rule S67 vesting in the 
Collector the power to tanction the entertainment of extra potdars do not apply 
in the case of Bank treasuries. 

Note 1.-The charges for remittance of the followill8 kinds are home by Government:-
• 

(i) R( nuttances to/from currency chests from/to sub-treasurie<. having no currency chests ; 
(ii) Remittances between sub-trcasu;irs without currency chests at both ends; 
(iii) When_ not sent separately, remittances of uncurrent coins between treasuries and 

sub-treasuries without currency chests- at both ends; and 
(iv) Remittances of small coins between re~ular small coin depots and treasuries or sub­

treasuries with no currency chests. 

Note 2.-In the following cases, the charges for remittances of treasure including cost of 
police escorts are borne by the Reserve Bank :-

(i) Remittances to/from currency chests fromlto treasuries or sub-treasuries havint 
currency chests; 

(ii) Remittances of small coins between regular small coin depots and treasuries or sub­
treasuries having currency chests; 

(iii) Remittance~ of uncurrent coins between treasuries and sub-treasuries whether within 
or outside the district, when sent separately; and . 

(i1•) fail remittances made under the orders of the Currency Officer provided such 
remittances are between treasuries and sub-treasuries having currency chests or ootwoen 
small coin depots and such treasuries and sub-treasuries. 

Not~ 3.-The officers-in-charge of the Bank conducting despatch of Government treasurer 
are competent to pl!t:e requisitions for police escorts.dire«ly on police authorities. 

598. The following rules shall be observed in the examina1ion of remittances 
of coin or notes made to the Bank from treasuries. They shall be fully explained 
to the potdars in charge of every remittance made to the Bank-

(a) Weighment of boxes must be made on receipt of a remittance. The 
result of this weighment must be entered on the receipt given to the officer 
or potdar giving delivery of the remittance. 

(b) All remittances must be examined in a room separate from the general 
business of the Bank, or if a separate room cannot be made available, 
at some distance apart from the place where the ordinary banking transactions 
are taking place. 

(c) The contents of each bag of coin should be emptied into another 
and passed through the scales. Potdars must see that the index of the 
scales is steady before the contents are thrown out. 

(d) The treasure should then be secured in separate chests and kept 
distinct from other treasure under the joint keys of the Bank's Manager 
or Agent and of the remitting Treasurer's ·agent until regularly examined 
and brought to account. 

(e) Nothing must intervene between the remitting Treasurer's agent and 
the Bank's examining potdars, so that an uninterrupted view may be obtained 
by the former of the examination of the treasure. The remitting Treasurer's 
agent should sit within the railed enclosure along with the Bank's examining 
potdars. 
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(f) Upon completion of examination .()f a remittance, light weight coin 
should be weighed against full _ weight coin and a certificate of the result 
granted on the spot to the remitting Treasurer's potdar. 

(g) Weighing and examining a refuittance inust be conducted separately, 
not simultaneously ; the one must be completed before the other is 
commenced. · 

(h) If the work of weighing on examination be not finished within the day, 
the bags or parcels of notes not finally taken over by the Bank should be 
placed i~ chests under double locks, the key of one lock to be retained 
by the· remitting Treasurer's agent, and of the other lock by the Bank 
~thorities. 

(i) The ,)lank potdars who commence weighing and examtntng 
a ,remittance .must continue at the same duty until completion of the 
examination of remittance, or such portion of it has been taken over for 
examination ; their places mu~t not be tilled by others except through 

. unavoidable circumstances. · 
(j) When a remittance is not accompanied by a potdar, the examination 

should. be proceeded with by the Bank's Ofti~r. but the Agent must ask 
the local Treasury Officer to depute a subordinate .to be present at the 
examination · and to see that it is carried out by the Bank with sufficient 
precautions, provided that in the case of remittances from a treasury under 
the administrative control of a State, it is open to the Government to 
waive the presence of a subordinate . to watch t)1e examinations, if it is 
prepared to accept the results of the examination of the remittance by the 
Bank without protest. The Treasury Officer should depute for the purpose 
a subordinate ofsome standing and not a low paid clerk. 

(k) The potdars accompanying the remittance must, before finally 
leaving the Bank, sign in a book kept for the purpose, a memorandum 
of the uncurrent and spurious coins and of any deficiency found after 
examination .of their respective remittances. 

(I) Should potdars a~companying a remittance find any of the above 
rules not being complied with,· or should impediments of any kind be 
placed upon a free and open scrutiny of the proceedings during the 
examination by the Bank'~ Officers or. Potdars, they should immediately 
report the same to the A~ent of the Bank, · 
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PART XU-OTHER REMITTANCES THROUGH GOVERNMENT 

Section !-Reserve Bank of India Remittances 

J .-INTRODUCTORY 

599. The rule~ in this section are designed primarily for the guidance 
of Treasury Offic~r" in charge of State treasuries in dealing with the payments 
into and withdrawals from those treasuries in connection with the facilities 
afforded by the Reserv~ Bank to Government Officers and others for remittance 
of money from one place to another. These remittances are arranged for by 
the issue of telegraphic transfers, drafts, etc., on the Reserve Bank Account. 

600. Remittances between places where the Reserve Bank has its own 
offices or is represented by its State Bank agencies having full currency chest 
facilities, will not pass through the Public account. At places where the Reserve 
Bank is· not so represented, all treasuries and sub-treasuries in India with 
currency chest facilities and such other treasuries or sub-treasuries as may be 
nominated by the Reserve Bank in this behalf, will be regarded as "Treasury :;, 
Agencies " of. the Reserve Bank for the issue and payment of telegrpaphie 
transfers and drafts drawn by or upon them. The connected receipts and pay­
ments in the treasury accounts, which will be carried initially against the 
balances of the Government owning the treasury or sub-treasury, as the case 
may be, will be cleared by the Accountant General by daily adjustments advised 
to the Central Account Office of the Reserve Bank in accordance with such 
directions as may be given by the Comptroller and Auditor General with the' 
approval of the President. 

Note.-At places where the cash business of the treasury is C0nducted by sub-offices or 
the Bank hav ng limited currency chest facilities (i.e. Treasury Pay offices) Reserve Bank 
remittances will be drawn by or HJXln the treasury or sub-trrasury at such places acting as 
Treasury Ag<'ncy 0f the Rrserve Bank and not the.-:rreasury Pay Office of the Bank, though 
the cash and clerical work _in connection the•rcwith will be transacted by the latter under 
the o.rders of. the Treasury or sub-treasury officer, as the case may be. 

The names of treasuries and sub-treasuries which, for the purpose of this 
rule, are regarded as Treasury Agencies of the Reserve Bank, will be found 
in the separate publication " List of Treasuries and sub-treasuries in India " 
issued by the Government of India. 

601. The various types of remittances between one Treasury Agency 
and another, or between Treasury Agencies and places where the Reserve 
Bank is represented, will consist of-

(i) For Scheduled Banks, Indigenous Bankers, Co-operative Banks and 
Societies and for the general public-

(a) Telegraphic transfers, 
(b) Reserve Bank drafts. 

(ii) On Government Account-
Reserve Bank of India Government drafts to be superscribed. " On Govern­

ment Account only. " 
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The rates at which and the conditions and limitations under which tele­
graphic transfers and drafts on the several accounts can be issued by Treasury 
Agencies will be regulated by such general or special instructions as may be 
issued by the Reserve Bank with the approval of the President of India. 

Note (!).-Government draft at par will be granted within prescribed limits to Govern­
ment officers and others at and on all offices and ag.:ncies (including Treasury Agencies) 
of the Reserve Bank fnr remittances on behalf uf the Guvernment and fur other quasipublic 
purposes set furth in Appendix 8 of the Central Government compilation of ':freasury Rules, 
Volume II. 

Note (2).-The instructions issued by the Reserve Bank of India will be found in the 
b,Joklet entitled "Reserve Bank of L1dia-Remittancc Facilities Sch(;me " (Second Edition, 
1953). 

602. The procedure tci be observed by Trea~ury Officers in respect of 
the issue and payment of telegraphic transfers and drafts on the Reserve 
Bank Account will be governed by the following rules, but the Treasury Officers 
shall comply with any general or special instructions that may be issued to 
them in this behalf by the Currency Officer. 

603. Subject as hereinafter provided, the various forms to be used in 
connection with drawings on or by Treasury Agencies will be designed by 
the Reserve Bank. 

The form of initial accounts to be kept by Treasury Agencies in respect 
of remittances drawn and encashed by them, and the methods by which accounts 
of such remittances are to be rendered by them to the Accountant General, 
will be governed by such directions as may be given by the Comptroller and 
Auditor General with the approval of the President of India. 

II.-TELEGRAPHIC TRANSFERS 

604. A person applying for ,:;t telegraphic transfer must pay the amount 
of such transfer together with ·the prescribed charges, iJtcluding the cost of 
telegram, before the telegraphic transfer is issued. 

The application shall be made in the form prescribed by the Reserve Bank 
which may be obtained from the treasury. The application form duly filled 
in will serve as a chalan for the money tendered. The Treasury Officer will 
retain the application for transmission to the Accountant General along with 
the daily schedule of Reserve Bank of India Remittances Drawn (Rule 629), 
and grant the remitter a receipt in Form M.T.R. 5. 

605. In issuing a telegraphic transfer, the following instructions shall 
be observed by the Treasury Officer :-

{i) The telegram to the office making payment of the transfer should be 
sent in code authorised by the Reserve Bank. 

(ii) A post copy of the telegram should be despatched to the Paying 
Office at the same time as the telegram is issued. 
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606. In paying a telegraphic transfer the following precautions shall be 
observed :-

(i) The person claiming payment should be required to produce the 
telegn~nhic advice from the place where the transfer ha!'. been issued. 

(ii) Tf the pe>son to whom the transfer is payable is not known to him, 
the Treasury Officer should require identification by a well-known and 
responsible person, who should certify that the pa:y'ee is known to him. 

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

(iv) If the Treasury Officer has any reason to doubt whether any person 
claiming payment is entitled to it, he should telegraph to the issuing office 
for confirmation. 

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

Notc.-A scheduled Bank applying for payment 0f the am0tmt 0f a tele!,'ltaphic transfer 
may 11o:>t !"\ldHcc the t·ekg:-am received fr,•m the remitter, but instead a mer" letter from the 
the Ag~nt/Manager of the Branch concerned advising receipt of intimation 0fthr te!cgranhic 
transfer and demanding payment should be considered adequate for the purpose of clause (i) 
of this rule. 

607. The provisions of rule 626 apply mutatis mutandis to payment of 
telegraphic transfers as they apply to payment of drafts. 

Iff.-DRAFTS-DRAWINGS AND ENCASHMENTS 

608. Explanations.-The person or office that draws (i.e., issues or grants) 
a draft is cqlled the drawer ; the person or office on which it is drawn and 
by wltich it is payable is called the drawee; the person or party to whom 
a draft is granted is called the remitter ; the person or party to whom it is 
payable is the payee. 

609. A draft on Government account is not transferable and is only pay­
able to or on the receipt of the person named therein as the payee or his 
lawful agent. All other drafts, unless the · contrary intention appears from 
the form itself, are transferable, the originitl pa,yee being entitled to transfer 
his ri .;ht by endorsement. This he may do by simply signing his name on the 
back, in which case it becomes payable to bearer, or he may write above his 
signature, "Pay to C.D. " or "Pay to C.D. or order ", in which case C.D.s 
stands in the same position a:, the origina,l payee did originally and has the 
se>.me power of transfer. The writing by which such a right is transferred is 
callf.'d an endorsement, the endorsement to " C. D. or order " is a special 
ef]dorsement; and the persons to whom a draft _is successively transferred are 
endorsees, and the person in rightful possession of a draft is the holder, 

,.. 
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610. Form of Drafts, etc.-Drafts shall be issued in special forms to be 
obtained from the Currency Officer under Rule 640. 

611. Immediately on receipt of a parcel of forms of drafts, they must 
be carefully examined by the Tre~•sury Officer and a proper acknowledg­
ment sent to the -Currency Officer. The acknowledgment must certify that 
the forms have been counted and found correct. 

612. · The .forms of drafts and of advices (Rule 616) shall be placed in 
store under the key of the Treasury Officer, who should each morning issue 
the book or books containing draft forms and the advice forms for the day's 
use. He must be careful not to issue a book of a latter serial number before 
an earlier, and therefort, should see that the stor~ is so arranged as to prevent 
mistakes. Every evening the unused forms will be returned to him, and he 
should see that this series is unbroken ; that no form is kept back unissued 
unless it be spoilt; and that the number of draft forms expended in the day 
agrees with the total number listed in the Scheduled of Reserve Bank of lndia 
Remittances Drawn for the day (Rule 629). 

Spoilt forms shall be destroyed by the Treasury Officer after noting in the 
remarks column of the Register of Reserve Bank of India Remittances Drawn 
(Rule 629) under his signature, the printed numbers of the forms destroyed· 
and certifying that the forms have been cancelled and destroyed. 

613. Issue of Drafts.-A person requiring a draft shall tender with the 
money a fornial application in prescribed form, which may be obtained from 
the treasury. The application form duly filled in will serve as a cl;lalan for the 
money tendered. The application will be retained by the Treasury Officer 
for transmission to the Accountant General along with the daily Schedule 
of Reserve Bank of India Remittance_sDrawn. 

Note.-A person applying for a "Government" draft should certify on the application that 
the draft is wanted for hona /ide public purposes and describe the obj(;ct of the remittance; 
if the Treasury Officer doubts whether the object is really public, he should state his doubt 
to the applicant or take the orders of the Colkctur. Questionable grants shOL,!d be reported 
to the Currency Officer with a view to the issue of instructions for future gL,idancc. 

614. Drafts shall be prepared and signed from time to time as they are 
applied for, immediately on the receipt of cash or its equivalent; the business 
of signing them must not be postponed till the close of office, and on no 
account may the office be closed till all drafts applied for having been issued. 
Each draft" must be signed legibly with the full signature of the Treasury Officer. 

615. At the time of signature of draft, the register (Form T. A. 25 of 
tl~e Account Code, Volume II), together with the application for the draft, 
the advice (Rule 629) and the book of forms shall be laid together before the 
Treasury Officer. The Treasury Officer will initial each entry in the advice 
and the corresponding entry in the register at the same time as he signs the draft 
after he has satisfied himself that-

(i) the several documents agree; 
(ii) the authority for issue is sufficient; 
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(iii) th~: date and office of issue and the name of the payee are legibly 
and distinctly entered in the body of the draft; 

(iv) in addition to the amount being entered in figures, the amount of 
whole rupees is entered a second time in words and fraction of a rupee 
in words or figures; that the words are written continuously without lift­
ing the pen and that when the amount consists of rupees only and does 
not contain fractions of a rupee, the words end with the word "only" 

(v) a sum a little in excess of that for which the draft is granted is entered 
in words across the draft at right angles to the type. 
Note 1.-" Under thirty rupees" will mean that the d1aft is for a sum not less than Rs. 20 

but kss than Rs. 30; and similarly, under" eight hundred rupees" will m~.;an that it is fur less 
than Rs. 800 but nut kss than Rs. 700. 

Note 2.-The cross entry is not necc.ssary if the amount in words is type perforated by 
a special cheque-writing machine. 

616. Advice of Remittances drawn.-An advice of all drawings effected 
on a particular treasury or the Bank on any particular date shall be 
sent to the treasury or the office drawn upon in the special form prescribed 
by the Reserve Ban:-:. The advices must be completed, signed and despatched 
by the Treasury Officer before the treasury closes on the day of issue. Adivces 
of drafts drawn on the Bank shall be sent direct to the Manager or Agent, as 
the case may be, of the Bank. 

617. If alterations be made in a draft prior to issue, the corrections shall 
be noted in the advice, and each alteration both in draft and advice, shall 
be authenticfited by the drawer's full signature, in order to prevent hesita­
tion on the part of the drawee. If the drawer should enter the amount so 
carelessly as to enable a stranger to alter it, and fraudulently to obtain pay­
ment of a large amount, the drawer, and not the drawee, must bear the loss. 
But the Treasury Officer drawn on must remember and apply the numerous 
defensive checks provided for him in these rules. 

618. Regularity of Signature.-Variation in -the signature of the drawer 
often entails much trouble on the paying office, and the drawer will be held 
responsible for any inconvenience or delay which may be caused to indivi­
duals in consequence of changes in, or illegibility of, his signature, or other 
serious irregularity on the face of the draft, as the drawee would be justified ~ 
in suspending payment in cases of doubt arising from such causes. The 
officer in charge of a treasury shall sign his name in English, or have it written 
in English characters below the signature in any Indian script. 

619. When ariy change of Treasury Officer occurs, a specimen of the 
signature of the relieving officer shall be forwarded by the outgoing officer 
to all offices usually drawn on. The following form will be convenient :-

" The undersigned bags to notify to .................. that he has on 
this day been relieved of the executive charge of the treasury at 
.................... , by ................ , a specimen of whose 
signature is annexed. · 

~------------------------~ 
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Date ............. . 

Relieving Officer" 

Relieving 0 fficer" 

Note 1.-If it should be necessary for a Treasury Officer to draw on a treasury or an 
office not usually drawn upon, to which a specimen of his signature has not been sent ur.dtr the 

· provisions of this rule, he should, at the time of issue of a draft, also forward a specimen of 
his signature under a special forwarding letter duty stamped with the seal of the 1 reasury 
which should be posted in a separate cover and not in the cover containing the advice. 

Note 2.-In the case of an officer, who signs in any Indian sc1 ipt, his name should also be 
written in English characters in the notice, as well as after his signature. 

Note 3.-When an officer who was formerly in charge of a treasury resumes charge of 
it after a lapse of time, his signature need not again be circulated amor,g treasury and other 
offices. 

Note 4.-Specimen signatures of the relieving officer shall also be (orwardcd to all Post 
Masters who draw money and also make remittances into the treasury concerhcd in the form 
prescribed in the above rule. The Treasury Officer shall also furnish to the Post Master 
concerned the specimen signatures of the Trealsurer and the Head/Deputy Accountant who are 
authorised to acknowledge remittance under Rs. 1,000 into the trrasury. 

620. Encashment of Draft.-The advices received from the issuing 
treasuries or the Banks must be opened in the presence of the Treasury 
Officer, and each dated and initialled by him, after he has satisfied himself 
of its genuineness by examining the signature of the drawer aJ'ld, if necessary, 
the . post mark. They shall then be sorted and arranged according to the 
offices from which they are received and pasted chronologically in guard 
files in such a way that advices received from each drawing office may be kept 
together. These files must be kept under lock and key. 

Note.-The Treasury Officer should particularly guard against the possibility of the fraud 
of altering after signature the amount shown in an advice, by a C<•mrarison of the total 
amount reported in words in the heading with the real total of the figtsed amounts of the 
advice. Any alteration of any entry, whether of names or figures, in an advice requires 
the drawers' full signature, so that it is scarcely possible that any fra~.;d should be attempted 
by altering the advice before he has signed it, since at the time of signing he would notice any 
uncertified correction. 

621. The advices arranged in the manner prescribed in the last preceed­
ing rule will facilitate the examination and identification of drafts, presented 
for payment. The entries made in an advice should be such as to place 
sufficient obstacle to the encashment of drafts forged or fraudulently altered; 
and their sequence should effectually bar the use of a second times of a parti­
cular serial number, and suggest suspicion even if the advice where a high 
number follows a low one. 

Necessary notes of references touching irregularities of cancellation, issue 
of certificate of non-payment, advices of second or thirds, and of any 
other points of importance shall be made on the advice. 

622. (a) On a draft being presented for encashment the Treasury Officer 
must compare it with the advice, and satisfy himself carefully that it is in 
order, and that it is receipted on the back by a person entitled to give a legal 
quittance. It must be borne in mind that in the case of a Government draft, 
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the liability to the payee named in the draft can only be discharged by payment 
of the amount due thereunder to-

{1) the payee or his lawful agent on identification; or 
(2) the payee's banker who should certify that the amount has been 

placed to the payee's credit: or · 
(3) a person holding a letter of authority from the payee, whose ·signa- . 

ture must" be known to the Treasury Officer, and if the letter directs the 
Treasury Officer to pay the money to a certain named person, that person 
must be identified to the Treasury Officer befoi:e payment cim be made. · 

The only endorsement on such a draft should be the payee's receipt or 
that of his l<twful agent. 

(b) In all other cases, where payment is not made on an endors"ement in 
favour of a recognised bank, the Treasury Officer must not only satisfy him·. 
self of the genuineness of the claimants signature to the receipt oil the back. 
of a draft, but if the claimant himself is not in attendance, must assure him-
self that the presenter of the draft is the agent or messenger of the . legal ;.. 
holder, duly authorised to receive payment. If the presenter is unknown to 
the Treasury Officials, or, if known, should there be reasonable grounds for 
questioning his being in lawful possession of the draft, the Treasury Officer 
shall demand a writing from the legal holder, authorising the presenter to 
receive paymeil.t on his behalf. Similarly, in cases where payment is made 
on an endorsement to a recognised bank, the T.~;easury Officer must assure 
himself that the presenter of the draft is the authorised agent or messenger 
of the Bank. · 

623. Drafts payable at the di~trict treasury cannot be endorsed for 
payment at a sub-treasury. But if t)le money payable on a draft is required 
at a sub-treasury and the remittance cannot be effected in accordance with 
the procedure laid down in Rule 637, a cash order may be issued to the 
payee for presentation at the Sub-treasury. In such a case the payee must 
receipt the draft as "Received payment by a cash order on .. . . ... . ....... . 
Sub-treasury", and the Treasury Officer at the district treasury shall finally 
deal with the draft and take the same pr~cautions regarding the delivery 
of the cash order as are prescribed in the following rule in the case of payment 
in cash. ~ 

624. (1) Before issuing pay orders on a draft, the Treasury Officer shall 
satisfy himself that the draft has been advised; that it corresponds in all particu­
lars with the advice, that it bears the genuine signature of the drawer; that it 
has not been tampered with; and that it is not a cancelled or a lapsed draft or 
one Of which a duplicate has been paid. 

(2) A draft may be paid-
(i) Without Advice, if there is no reason whatsoever to doubt its genuineness, 

and if sufficient security is offered. In the case of well-known and reliable 
holders, this security may be dispensed with at the discretion of the Treasury 
Officer. The Treasury Officer shall in all such cases apply for the necessary 
advice, without delay. 

~----------------------------~ 
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(ii) Even though differing from the advice, at the discretion of the Treasury 
Officer, provided. there is no suspicion of fraudulent alteration, nor any 
possible doubt of. the genuineness, of the draft. Special caution must be 
exercis(!d before paying on a draft aq amount larger than that named in the 
advice. 

625. Doubtful Drawings.-In case of erasure, alteration, or other seri·ous 
cause for suspicion,· the Treasury Officer shall, before payment, refer to the 
dr!lwer, the post office, or the Currency Officer, as the case may require . Any 
material alteration of a draft, after it has been drawn or endorsed, affecting the 
date, sum, time or place of payment will invalidate it ; but the mere correction 
of a mistake, 5UCh as by in serting 1 he Words " or order " in the endorsement 
of a draft, will have no such effect. Mutilated draft should not be paid without 
obtaining a confirm~tion from the drawing office. vVhere the payee is known, 
a mutilated draft may be paid if the Treasury Officer is satisfied with the expla­
nation of the payee regarding the circumstances causing the mutilation. This 
fact s'hould be noted on the reverse of the draft under the initials of the Treasury 
Officer. 

626. Form of Receipt.-For the sufficiency of the receipt, it is necessary 
to see that it is not for a part only of the draft, and that it is given by the legal 
holder. On no account may a draft be paid by instalments ; receipt for the 
full amount must be given ~n the reverse, and the full amount must be paid. 

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

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

(c) If more than one person be named in a draft, all must join in order to 
give a v.alid endorsement of receipt. 

(d) A draft payable to A. B. cannot be cashed on the receipt of his partner 
C. D. without production of a formal power of attorney ; a draft payable 
to A. B. and Co. can be paid on the receipt, as A. B. and Co. of any me~mber 
of the firm. 

(e) Drafts payable to an incorporated company or any other corporated 
body may be paid on the receipt of the official authorised, generally or 
specially, by its regulations or by power of attorney to receive moneys paya­
ble to such a company or body. 

In the case of drafts payable to an unincorporated body payment may be 
made to a person holdi"ng authority to receive money payab1e to a such body, 

· but the Treasury Officer must first satisfy himself that the authority has 
been duly conferred. 

(f) A Government Officer when he sends a draft to a treasury, not for 
cash payment, but for credit of its amount in the treasury accounts must 
before he signs the receipt, add to the words" Received Payment " the further 
words " by transfer credit to . · .. . ...... .. .... . .... .. ................. ". 
Omission to do this facilitates fraudulent appropiration of the money. 
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IV.-RECORD OF ORA WINGS AND ENCASHMENTS 

627. A record of telegraphic transfers issued and drafts drawn by the 
treasury will be kept in a register (From T. A. 25 of the Account Code, 
Volume II) in accordance with the directions contained in this behalf in the 
Account Code, Volume II. 

628. As each draft or telegraphic tranfer is paid, it must be stamped" paid ", 
the date of payment being at the same time noted in the advice under the initials 
of the Treasury Officer. Entry must be made at the same time in the Register 
of Reserve Barik oflndia Remittances Encashed (Form T. A. 26 of the Aq:ount 
Code, Volume ll) in accordance with the directions contained in the Account 
Code, Volume II. 

On receipt of advice of cancellation of any draft, or on its lapse, the fact 
shall be noted in the advice originally received. 

629. At the close of each day, separate schedules for drawings and encash· 
ment during the day will be prepared in special forms prescribed by the Reserve 
Bank for submission to the Accountant General in accordance with the direc­
tions contained in the Account Code, Vulume H. The application forms f.or 
remittances drawn and also the receipted drafts and the payees' receipts in 
respect of telegraphic transfers encashed, shall accompany the schedules 
meptioned above. 

630. The following are the cross checks which the Treasury Officer shall 
each evening apply to the several documents connected with remittances 
drawn and encashed . The registers of remittances drawn and encashed and 
the connected schedules check one another directly ; the total of each schedule 
must agree with total receipts or total payments for the day as boo~:ed under 
the head " Reserve Bank of India Remittances " in the cash book, aft.er allowing 
for receipts and payments, if any, at sub-treasuries, which will be entered under 
a separate sub-head. Th.: total of the several advices for tbe day must also 
agree with the total of the column" Amount " in the schedule of drawings, and 
this agreement shall be at times checked by the Treasury Officer himself. 

V .-OTHER RuLES 

631. Issue of Duplicates.-When satisfactory evidence has been given that 
a draft has been either lost or destroyed, · and application is made within 
a reasonable period after issue but before it has lapsed (Rule 63~), a duplicate 
may, without reference to the Currency Officer, be granted to the party who 
obtained the original, or to the payee, or to the legal representative of either, 
but to no other person. If the draft sholtld not have been presented for payment 
within three months, it will be necessary for the applicant to produce .a certi· 
ficate of non-payment from the drawee ; but the issue of this certificate will be 
no bar to the payment of the lost draft, if presented before the duplicate is paid. 

,--------------------------------~ 
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In the event of the loss of both original and duplicate, a triplicate may be 
issued on the same terms as the duplicate, the non-payment of the others 
being certified. Neither duplicate nor triplicate can be issued without.reference 
to the Currency olTicer if the draft has lapsed. Issues of duplicate oi: triplicate 
must be promptly advised to the drawee, in order that proper note may be made 
on the udvice originally rec~.:ived. 

632. The duplicate and triplicate must be drawn in exactly the same terms 
as the· original instrument, with the same date, the same number, the same 
amount, and the name of the same payee ; so that if a lost draft has been 
endorsed, the endorsee must apply for duplicate through the original payee. 
It will be issued under the signature of the Officer-in-charge of the treasury 
at the time, alghough he be not person who signed the original draft. 

Note.-(!) When it is necessary to issue duplicates, the word "duplicate " should be 
prominently written in red i1,k on the face of ordir,ary draft t< •rms and the relative advice 
forms. The duplicate should be issu(;d only after the isst..ir,g offic~;r t,as satisfied himself that 
that the original has not been paid. 

Note.-(2) The duplicate of a Reserve Bank "Govc.rnmcPt " draft may be isst:ed to the 
party who obtain(;d the original, ur to tho payee or to the legal reprcscntativu of either, but 
to no othe1 person. If the urigir,al draft had been er,dursc,d to the payu~.:s' bar,kcr for the 
purpose of eu lkction, the cndun:sec shoL ld apply thruLgh the payee. No ir,dcnmity ill 
reqt.ired to bb produced. 

Note.-(3) The duplicate of a Reserve Bank " Bar.k " draft shall be issued to the remitter 
or his legal representative on the latttr's titlE btir.g established to the satisfaction of the 
drawer and to no other person. A letter of indenmity as given below should be otained from 
the applicant irrespective of whethtr the draft rcpurtcd lust is Ct,rrent or has lapsed. The 
letter of indcnmity shall be sigr.ed by the purchaser and urdir,arily by two sureties each good 
for the amount of the draft. If the applicant is of ur,doubtl:d star, ding ar.d the amount of the 
draft is small, the production of sureties may be vaivcd, but when the amount invulwd is 
large, sureties must be taken . If the drawer has any duubt as to the advisability of dispcr.sing 
with the sureties Pr as to the acceptability of the names propt~scd, he should refer the matter 
to the Currency Officer forwardir.g at the same time his C<•r.fidcJ.tial report on the means and 
standing of the purchaser andj, ,r of the sureties. The letter uf ir.d~.:mr.ity should be stamped 
as an agreement in accurdar,ce with the Stamp Act ar,d sbm.Id n ot be attested. The completed 
letters of indemnity shall be retained by the drawer, and the Officer-in -charge shall be 
personally responsible fur their ct,stody. 

Note.-(4) In the case of application, received fc•r the. issue of a duplicate draft, the original 
of which is reported either ll•St or destroyed, it is not necessary for the drawer to obtain a fresh 
application in the prescribed form. A letter intimatir.g the l< ·ss c•r dl·stn ction of the original 
draft and requesting the issue of a duplicate in lieu thereGf will be sdficient. A duplicate 
draft should not be issued unless the drawer has satisfied himself by reft.;rence to the drawee 
that the original has not been paid and unless a ncn-paument certificate has been obtained. 
The referep.ce tc the drawee and his confirmatien may be arranged by telegram if the importance 
of the rash justifies it, the cost of the telegram in such a case should be recovered from the 
applicant. 

Note.-(5) Whenever it is necessary to issue a duplicate draft, the words "Duplicato 
issued in lieu of Draft No ........ .. .... :.: ... , dated ................. . ... . .. .. 19 " 
should be prominently written in red ink on the top under the signature of the issuing officer. 
A fresh advice in the usual .form prominently marked "Duplicate" in red ink should also 
be issued to the drawee. A duplicate draft should be revalidated by the drawer before 
issue, if the period of currency of the lost draft has expired. 

Note.-(61 The procedure outlined for the issue of duplicates of drafts shall be followed 
mutatis mutandis in case of applications for issue of triplicatts of drafts when both originals 
and duplicates are lost. 
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Note.-(1) If the original of a Reserve Bank "Bank " or "Government " Drafts is 
tracc:d subsequently and r.:turned to the drawer, it should be forwarded to the Central Accounts 
Section of the Bank. 

FORM OF THE LETTER OF INDEMNITY TO BE OBTAINED AT TREASURY AGENCIES 
IN CONNECTION WITH THE ISSUE OF A DUPLICATE OF A LOST" BANK" DRAFT 

Impressed Stamp. 

The Treasury Officer /Sub-Treasury Officer. 

In con~ideration of the Treasury OfficerjSub-Treasury Officer, en 

behalf of the Reserve Bank of India, issuing a duplicate of a Reserve Bank 
of India, " Bank " Draft on 

No. 

forRs. 

I/We, the undersigned 

and 

dated the 

(in words 

and 

19 , favouring 

). 

hereby (jointly and severally) guarantee and agree to hold the said Reserve 
Bank of India, their successors and assigns, harmless and indemnified, 
from and against all consequences that may arise from their so doing and 
from payment of the original Reserve Bank of India " Bank " Draft and from 
and against all los~es, charges and expenses in connection with the said 
" Bank "Draft or duplicate, and 1/We, the said further under­
take to deliver to you the said "Bank" Draft if and when found. 

Dated at this day of 

•• 0 • • • ' • 0. 0 ••• 0 •••• 0. 

N.B.-To be stamped as an Agreement in accordance with the Stamp Act. 

The document will not be attested. 

633. No duplicate or triplicate older than six months shall be paid 
without previous reference to the Currency Officer. 
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634. Cancc!!arion and Refund.- (!) No draft can be cancelled without 
urrcnder of the whole set . Thus, if a duplicate or a triplicate has been 

issu ed, the draft can be ca ncelled on ly if the orig inal together with the 
dup lica te (and the triplicate, if is sued) , be surrendered. Consequently, no 
refund can be made on a lost draft ; a duplicate must be obta ined and 
payment taken at the treasury or office drawn on. 

(2) All parts being surrendered , a draft may be cancelled and its 
amou nt re fut1ded at the discretion of the Treasury Officer, on the application 
and receipt of the remitter in the case of a Government draft, and of the 
payee in the case of other drafts . lf in the latter case the receipt of the payee 
ca nnot be obtained, the remitter's application for cancellation with explanation 
of the reasons for his request, and of the difficulty in the way of ob ta ining the 
payee's signature, shal l be submitted fo r orders of the Currency Officer. 
Although no difficu lty should be made abo ut cancellation of Government 
drafts it mu st be clearly understood that other classes of drafts can be cancelled 
only as an indulgence, and for sufficient cause shown~ 

I 
Note.-If alteration of the name only of the rayt>e is requirrd by the remitter, it will suffice 

fM the drawer to alter the name in the D raft under his fu ll sigr,ature and to advise the drawee. 
The d rawa should als0 advise the alterari0n to the Centra l Accm .. nts Section of the Bank 
t< ena ble them to correct all re levan t docLments. 

635. When a draft is cancelled, the fact of cancel lat ion must be 
conspicuously noted across the face of the d r<1ft ; a t the same time an 
intima tion shall be sent to the office draw n on, in orde r tha t the fact may be 
recorded in the advice originally rece ived and necessa ry precautions taken 
again st payment of the cance lled dra ft. T he Cln..:clleti draft shall be duly 
receipted by the remitter or the payee as the case may be. 

Nore.-The amount refw1dcd will be entered in the Register of Reserve Bank of India 
Remittances Encashcd, an d als<> in the rr<'rer c, ,Jt mn s 0f the schrd<..e <> f such cncashments 
f,1 r the dav Pn which the can cellatiPn ta k"s rlacc 1n accordar.cc with the direc<ion contained 
in this bel~a!f in the Account C>dc, Yl lt.mc II. 

636. A Telegraphic Transfer may be cance lled and the amount refunded 
at the written request of the rem itter. On receipt of such a request, the 
drawee shall be asked to cancel the o ri gi na l Telegraphic Transfer and confirm 
that the instructi ons have been complied with. If the applicant so desires, 
the advice of cancellation to the drawee and the d rawee's con fi rmation should 
be arranfed by telegram . The cost of telegram and postage incurred in this 

• connection will be a charge on the applica nt . T he telegraphic message shall 
be authenticated by a check signal as prescribed in the Rese rve Bank of India 
"Treasu ry Agencies" Private Check Signal Book: Where the intimation 
and confirmati on are conveyed by letters, the signature of the signing offic ial 
should be verified before taking action . On recei pt of the confirma tion fro m 
the d rawee that the instructions to cancel the original Telegra phic Transfer 
have been complied with the d rawer, may refund the a mount of the. Telegraphic 
Transfer to the applicant after satisfying himself about the latter's identity . 
The exchange reali sed shall not be refunded. 

H-2 69 - f7 
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637. Exchange of Drafts.- A Treasury Officer may issue a draft in 
exchange for one drawn on him,-

(l) if on Government account, on ly if the payee be a Government officer 
and require the draft to be exchanged for reasons to be ~tated in his applica­
tion. 

(2) in other cases, only if the holder has been removed to the 
neighbourllood of another treasury or of an office or agency of the Bank. 

Note (1).-A draft is said to be exchanged when the holder being unable to appear and take 
payment in cash, a ppl ic,s for a new one endorsing ;he criginal "Received payment by draft 

If he can appear and take payment in cash, his obtaining a new draft with the ca'sh paid 
on the old one is a matter to be disp(lsc,d of under nrdinary rules. 

Note (2).-When a draft is exchanged for another, the original draft will be treated and 
charged as a draft presented for encashment and the amount again credited as received for 
the issue of a new draft. 

638. Unpaid Drafts.-Drafts which are outstanding for more than six 
months can be paid o!lly after obtaini ng necessary confi rmation from the 
drawing officer. 

639 . Lapse of Drafts.-Drafts which are not paid before the end of the 
third account year (the Bank's account year is from 1st July to 30th June) 
after that in which they are issued shall be treated as lapsed and shall be 
so marked in the advice. Should a lapsed draft be presented for payment 
the Treasury Officer should require the holder to submi t an explanation for 
his failure to claim payment within the· prescribed peri od. If the explanation 
offered is found to be prima facie valid and if the draft is outstanding, the 
Treasury Officer should forward the draft to the drawer who should be requested 
to revalidate it. Simultaneously, a reference should be made to the Central 
Accounts Section of the Bank for sanction of payment, a copy of the explanation 
offered by the holder being forwarded to them. The Central Accounts 
Section may authorise payment of the lapsed draft after sa1isfying them­
selves that the relative credit is outstanding with them. On receipt of this 
authority and of the draft from the drawer duly revalidated, payment may be 
made subject to the usual precautions. 

640. Supply of Forms.-Forms of drafts and all other forms prescribed 
by the Reserve Bank for use in connection with the remittances dealt with 
in this section will be supplied to the Treasury Officer by the Currency Officer 
under whose jurisdiction the treasury is situated. Indents for such supplies 
will be in the form prescribed by the Reserve Bank (Form R.B.R. 21) and 
will ordinarily be for twelve months supply. 

' ~~----------------------------------~ 
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VI.-SPECIAL RULES FOR REMITIANCES OF SEPOYS AND P OLICEMEN 

641. In the case of sepoys' and policemen's remi ttances, Commanding 
Officer will forward the draft to the payees direct. Descriptive rolls of the 
payees duly filled in and signed, will at the same time be sent to Treasury 
Officers concerned. 

Note.-The Commanding Officer, in the case of policcmrn, is the D ist rict Superin tendent 
of Police. There is nn objectiC'n, if such a c0u rse is preferred or is reqt ind by departmental 
regulat ions, to his sending the draft to the District Superintendc·n t (1f P<dicc <1f the di strict 
in which the payee n sides, who will deliver it to the payee a fter satisfying hmsclf as to his 
identity. 

642. The drafts are payable to the parties described in the roll. In cases 
of doubtful identity, payment may be made on s,ecurity at the discretion of 
the Treasury Officer. 

643. If a sepoy payee be unable to attend the t reasury but has given the 
necessary authority or in the case of demise of such payee, the payment 
may be made to the Adjutant of the regiment. 

644. These drafts, if not presented for payment at the expi ration of six 
months from the date of issue , shall be con<>idered as cancelled, and if they 
are presented after that period, payment shall be refused . A draft which 
has thus become uncurrent may be returned by the payee to the drawer for 
the issue of a fresh draft or for the refund of the amount, as may be 
required. 

Should such a draft, whether original or dupli cate, be lost in transi t, the 
Commanding Officer will report the los-s to the Currency Officer, who will 
decide the case specially on its merits sanctioning refund to the per,son indi­

. cated, if it appears right. When the draft is six months old and therefore, 
void, there need be no hesti tati on in permitting refund on production of 
a non-payment certificate from the treasury or office on. whi ch it was drawn. 

Nore.-T hosc drafts may also be cancelled as provided in Ru'le 634. 
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PART XIII-REPEALS AND SAVINGS 

645. On the commencement of these Rules, the Bombay Treasury Rules, 
1960, shall cease to be in force, except as regards things done or omitted to be 
done before such commencement. 

-. 

_, 
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PART XIV-EXECUTIVE INSTRUCTIONS 

INTRODUCTORY 

I. The orders and instructions reproduced in Chapters {and II of thi s Part 
are designed primarily for the guidance of officers-in-charge of treasuries and 
sub-treasuries in matters relating to control of treasury balances, maintenance 
of currency chests and other transacthns in connection therewith. In their 
application to Bank treasuries and sub-treasuries, these instructions are subject 
to such orders and directions as the Reserve Bank rnay issue to its own otTil'.-es 
and branches of the St2te Bank of India conducti ng the cash business of 
treasuries as its agents. 

2. The Central Government being the authority concerned with all matters 
relating to coi nage, their orders and instructions incorpon:.ted in Chapter III 
of this Part, have to be observed in common by all treasuries and sub-trea­
suries, Central as well as State, to be modified only in consultation with t he 
Central Government. In the same way, their instruCti ons relating to currc:~cy 
and other notes (i ncluded in Chapter IV of this Part), have been made appli­
cable to State treasuries and sub-treasuries. 

Detailed instructions regarding the safe custody and use of the Cypher 
Code and the~ Treasury Agencies' Pri vate Check Signal Book Reserve Bank, 
have been incorporated in a separate Chapter V. 

3. The orders and instructions relating to matters with which the Reserve 
Bank is directly concerned will be amended only in consultation with the 
Reserve Bank. 

4. The procedure regarding· the supply, distribution, custody, etc. of 
stamps of all classes, including match excise banderols, will be regulated by 
the instructions contained in the Bombay Stamp Manual. 

' 
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CHAPTER I-PROVISION OF FUND S AT TREASURIES AND 
SUB-TREASURIES 

CASH BALANCE OF THE GoVERNMENT 

1. The Cash balance of the Government of Maharashtra is made up of the 
balance in its account with the Reserve Bank and the balances at State trea­
suries and sub-treasuries the cash business of which is not conducted by 
the Bank. Balances in departmental offices are not reckoned as part of the 
general cash balance of the Government and they are treated as outside the 
Government Account. They arc, however, part of the departmental cash 
balances and should be included in the initial accounts. 

DISTRIBUTION OF FUNDS 

2. The Currency Officers are responsible for the distribution of funds 
within their jurisdictions. Transfers of funds from the jurisdiction of one 
Currency Officer to that of another will be arranged by the Chief Accountant 
of the Reserve Bank. It is the duty of the Currency Officers to_ keep all the 
treasuries in their jurisdictions adequately supplied with all kinds of coin 
and notes, and to arrange for the transfer of fu nds between treasuries and 
the Bank, and for the remittance of notes and coi n between treasuries and 
Currency Offices. 

SUPPLY OF FU!'<"DS 

Bank Treasuries 

3. At district treasuries the cash business of which is conducted by tht: 
Bank, the Manager or Agent, as t he case may be, is responsible for the provi­
sion of funds to meet Government disbursements. To enable him to make 
the requisite provision, the Treasury Officer should send him on each Sa!urday 
a statement showing as accurately as possible for the following two weeks 
separately-

(i) the probable receipts and disbursements on Government · account at 
the district treasury; and 

(ii) the probable receipts from or remittances to sub-treasuries. 

The Treasury Officer should also inform the Bank at once of any expected 
payment exceeding Rs. 20,000 in amount as soon as he receives information 
that the payment will have to be made. 

Note.-A list of offkcs of the Rese rve Bank and of Local Head Offices and Branches of the 
State Ban k of India is given in Appendix-A to the Central Government : Compilation 
of Treasury Rules, Volume II. · 

4. The provisions of the preceding paragraph apply mutatis mutandis 
to sub-treasuries, the cash business of which is conducted by the Bank. 
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Non-Bank Treasuries 

5. At places where the cash business of the t reasury is not conducted 
by the Bank, the Treasury Officer is responsible for keeping sufficient funds 
at the district treasury and sub-treasury to meet all Government disbursements 
and at the same time for maintaining the balances as low as possible, in order 
that money may not be locked up unnecessarily. The Director of Accounts 
and Treasuries, Maharashtra State, Bombay will watch and ask for an explana­
tion, if such balances rise above the normal figures prescribed by the Govern­
ment under paragraph 7 below. 

6. The Treasury Officer is responsible for watching the balances at sub­
treasuries the cash business of which is not conducted by the Dank, and should 
arrange fo r transfer of fu nds from and to such sub-treasuries, either through 
Currency or by remittance of notes and coin, in accordance with the procedure 
prescribed in Part XI. 

N ORMAL BALANCES 

7. In January, of each year, the Treasury Officer will be informed by the 
Government, under advice to the Director of Accounts and Treasuries, 
Maharashtra State, Bombay of the normal balances fixed for his district for 
each month during the ensuing financial year. Treasury Officers sould 
watch their balances carefully to see that they do not exceed by any appreciable 
amount the balance fixed by the Government. 

Note ].-The balance at a Bank treasury or sub-treasui'Y is ni l. 
Note 2.-The no:·ma! balances may be fixed at a higher figure for certain months of the 

year, should this be ~.kemed necessary. 

8. On learning the normal bal(\nce fixed for his district, the Treasury Officer 
should fix the normal balance for each of hi s sub-treasuries during the en­
suing year. When the balance at a sub-treasury exceeds by any appreciable 
amount the normal balance fixed for it, prompt steps should be taken to transfer 
the excess. 

9. On the 8th, 15th and 22nd of each month, the Treasury Officer should 
report to the Deputy Director of Accounts and Treasuries, Pune and Nagpur 
the treasury balance of the district without any details as to the denominations 
of notes or kind of coin. . If the balance shown in these reports or in the cash 
balance report prescribed by Rule 137 exceeds by any appreciable amount the 
normal balance fixed for the district, the reasons for the excess should 
be stated. 



224 

CHAPTER Jl--'CURRENC\' CHESTS 

EXPLANATION 

10. Under the prov"isio ns of the Rcs~rve Bank of India Act, the amount 
of Currency and Bank notes in circulation, which constitute the liabili ties of 
the Issue Department of the Bank, should not_ exceed the assets of that depart-
ment held in gold, foreign securities, rupee coin (including rupee notes) 
and rupee securiti es . A portion of these assets is held in the various currency 
chests in the form of rupee coin and rupee no1es. The Currency and Bank 
notes held in these chests are not notes in circulation but pass into circulation 
only when they arc t ransferred to the treasury balances. Assuming that there 
are no transactions elsewhere, the deposit of Currency and Bank notes in 
a currency {;hest decreases the amount of such notes in circulati on and the 
deposit of rupees and rupee notes in the chest increases the assets of tne Issue 
Depart ment of the Bank. A deposit of' notes or coin in a currency chest thus 
ena bles the Bank to issue notes elsewhere up to the amount deposited witho ut 
increas ing the total amount of the notes in circulation. Jf, therefore, a tra nsfer e 
of funds from the treasury balanc~ at A to tl:e treasury ba lance at B is required, 
this can be effected at short notice and without the actua l remittance of coin 
or notes by transferring money from the t reasury balance to the currency cnest 
at A, and transfe rri ng the same amount from them enables the treasu ry baLwce 
at a treasury or sub-treasury to be kept at a low figure, as it is always possi ble 
to replenish ti1e balance qui ckly by a transfe< 0i- money from the currency chest. 
It also obviates the necessity for frequ ,_nt r~mitt:mc.:: s of coi n an9 notes, as 
surplus funds can a lways be 'kposi ted into tlt c currency chests and made 
avai lable for use elsewhere, pending a convenient occasion for remittances. 

LOCATION OF CURRENCY CHESTS 

11. Unless in any case the Government after consultation with the?,,. serve 
Bank directs otherwi se, permanent currency chests should be maintained at 
all treasuries and sub-treasuries where the transactions are of such a magnitude 
that the addi tional facility for the transfer of fu nds thus afforded reduces 
appreciab ly the locking up of money's or the frequency of remittances of coin 
and notes . At sub-treasuries where a permanent currency chest is not main- -, 
tai ned, tem porary chests may be opened d uring_ the revenue collecting season 
in order that the money co llected at the sub-treasury may be available at once 
for transfer through currency . Temporary currency chests for purposes other "'• 
than meeting the requirements of the revenue collecting season may also be 
opened at sub-treasuries for per iod not exceeding six months. Treasury 
Office rs are aut ho ri sed to open temporary chests a t sub-treasuries when 
required , but they shou ld report the openi ng of each chest and the amount 
of the first deposit into it by telegram to the Currency Officer. 

Note 1.-At places where the cash business of the t reasury is conducted by the Bank, the 
currency chests are kept in the sole custody of the Baok. 
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PROV ISION OF FUNDS 

12. The Currency Officer wili be responsible for maintaining the n :quired 
form of currency in currency chests. 1t is the duty of the Treasury O!fi.cers 
to see that currency chests at district and sub-treasuries arc adequately stocked 
with n otes and rupees to m•:et ali rea ·;ona ble demands for change . 

CUSTODY 

13. At t reasuries and sub-t reasuries in which currency chests are kept , 
an ent irely separate reccp:acle, o!· receptacles must b •~ set aside fo r the: co<1tcnt 
of the currency chests, which shou ld be kep t under dou ble locks. One key of 
this chest should be held by the Dftk-:::r-in -charge of the treasury or sub-treasury 
and the other key by theTreasu rer of the treasury or sub-treasury, or by such 
other person as may be selected by him forth purpose, subject to the approval 
of the Collector. The notes and the coin held in the chest mu st be kept quite 
distinct from the treasury balances and must no t be touched except in accor­
dance with these orders or under special instructi ons of the Currency Officer. 
The procedure hid down in Rule J 32 for ·eceiving money in to and giving it 
out of double locks should be followed in making d posits in or withdrawals 
from the currency chest. 

Note.-Whore the C'J rtency chests arc kept in the custody o f the Bank, the Ban k will be 
responsible for the cxaminati t•r: an d cor-r,.Clncss o f coiL or notes a t <he i im<.: < f c\;>t•>it into 
or withdrawai [r. nn t he chest, aa d f. 1r s._,J; d ing the chest. slips prescribed in ...!m.sr (1) of 
Paragra ph 14 bcluw. 

14. Tile i'o.lowing i!1structions should be observed by olliccrs-in-cnarge 
of currency r:i1Csts :-

(i ) Silver eight, four and two anna pieces, copper, bronze or nickel cvins 
should never be deposited in the chest. 

(ii) A currency chest book in Form T. E. 1. of the Centra l G overn ment: 
Compilation of Treasury Rules, Volume II, should be kept in ti1 ·:: chest 
and the balance proved a nd signed a t every transaction by the officers .. 
ip.-charge of the chest . They should sat isfy themselves that the transaction 
has been correctly entered and the balances correctly worked out. 
Note.-The chest books should be retained for three complete account years. 

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

(iv) Notes may be deposited in a chest in exchange for coin or notes 
of other denominations or vice versa by the officers-in-charge of the chest. 
These exchanges should not ordinarily be of small sums and should be 

avoided as far as possible during the last week of a month. If important 
exchanges take place during last three days of a month, the transactions 
should be telegraphed to the Currency Officer. 

(v ) On each day on which a chest is opened, a slip in Form T. E. 2 of the 
Centra'! Government: Compilation of Treasury Rules, Volume II , serially 
numbered and signed by the two Government Oftlcers-in-charge of the 
chest, must be sent at the close of the day to the Currency Officer. 
Note 1.-The chest slips may be destroyed three months after the balances have been verified . 
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Note 2.-Detailed instructions regarding issue of chest sl ips are embodied in Appendix B 
to the Central Government: Compilation of Treasury Ru les, Volt1rne II. 

VERIFICATION OF BALANCES 

15. The following instructions should govern the periodical verification 
of currency chest balances :-

(i) In the case of chest in the custody of the Bank, the Reserve Bank will 
conduct through its own officers such verification as it considers desirable. 

(ii) At district treasuries the cash business of which is not conducted by 
the Bank, the balance should be verified at the close of each month by the 
officer who verifies the treasury balance under Rule 43, subject to the condi­
tions therein stated. 

(iii) (a) At sub-treasuries the cash business of which is not conducted 
by the Bank, the balance should be verified by the Sub-Treasury Officer 
as at the close of business on the day on which the accounts for the month 
are closed, and verification certificate forwarded to the Treasury Offtcer. 

(b) If and when the balance of a sub-treasury is verified by an officer 
other than the Sub-treasury Officer, such as by the Prant Officer, Collector, 
he should himself report separately to the Treasury Officer the currency 
chest balance in Form T. E. 4 of the Central Government: Compilation of 
Treasury Rules, Volume II . It is the duty of the verifying officer to compare 
the amount shown in his report with the balance shown in the last entry 
in the currency chest book personally and to despatch the report in a cover 
sealed with his personal seal to the Treasury Officer without the intervention 
of the sub-treasury staff. On receipt of the report the Treasury Officer should 
compare the sum shown in the verifying officer's report with that included 
in tbe currency slip of that day received by him from the Sub-treasury Officer. 

(iv) At every change of incumbency of the charge of a currency chest 
not in the custody of the Bank, the balance should be verified by the incoming 
officer, and a report of the correctness of the balances of notes and coins 
sent to the Currency Officer through the Collector. 

(v) The balances in the chest at sub-treasuries the cash business of which 
is not conducted by the Bank, should also be verified by inspecting officers 
who verify the treasury balances. A certificate of verification should be 
forwarded to the Currency Officer through the Collector. 

(vi) The Treasury Officer should send monthly to the Currency Officer a 
consolidated verification certificate for the currency chests in his district other 
than chest in the custody of the Bank, detailing the balance in each chest 
separately and certifying that the balance in the di strict treasury chest is 
correct and that certificates of Sub-treasury Officers regarding the correctness 
of the balances in the sub-treasury chests have been received by him. 

(vii) The verification certificate,s referred to in this paragraph will be in 
Form T. E. 4 of the Central Government : Compilation of the Treasury 
Rules, Volume II. 
Note i.-The verification certificates should be retained until the next one has been 

received. 

r 
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Note 2.-Any surpluses found in the currency chests located in treasuries should be credited 
to the Government. Any deficiencies found in the currency chests located in treasuries 
should be made good from the treasury balance in the first instance, . The difference should 
then be investigated and the deficiency recovered from the persons Cl•ncemcd. 

16. The p rocedure for the verification of "alances of currency chests not in 
the custody of the Bank, is as follows :- · 

(i) The balances of notes or coin kept in receptacles which have not been 
operated on since the last verification and which are under the previous 
ve rifying officer's seal need not all be examined at each verification, but the 
examination should be so arranged that no receptacle is left unverified fo r 
over six months. The seal to be fixed on such receptacles should be the 
private seal of the verifying officer or a special seal kept in the custody of the 
Collector or a gazetted officer of the district staff other than the Treasury 
Offi cer. The seals ol). the receptacles left unverified should , however, be 
scrutinised every month to see that they are intact. 

(ii) The pro}:edure prescribed in Rule 135 should be followed mutatis 
mutandis for the verification of coin and notes in the currency chest. 

(iii) Whenever a currency chest has to be opened the Treasury Officer 
must invariably see-

(a) that when the chest is opened, the currency chest book is found within 
it , and 

(b) that before he leaves the double lock, the currency chest book is retained 
in the chest, which should be double locked. 

REMITTA NCES TO AND FROM CURRENCY C HESTS 

17. Transfers between currency chest balances and cash balances of the 
Government at the treasury or the Bank will be regulated by the rules laid down 
in Part XL 

Subject to any genera l or special instructions that may be issued in this behalf 
by the Currency Officer, the provisions of Section II of Part XI will apply also 
to remittances of notes or coins from a currency chests or Currency Office to 
another chest or office. A remittance of this kind does not affect the treasury 
balance and involves no locking up of Government funds . Notes or rupees 
should, as far as possible, be sent as currency remittances. 

Note . ...:..Remittances of whole rupees sen t to Mint from currency chests are adjusttd through 
the surplus Silver Stock AccOLm t which is maintained (outside the Govemment Accolmt) 
at the Mint and the Currency Office. Remittances of rupees-notes are adjt.Stcd through the 
su rplus stock account o f such notes. 

AccouNTS OF C URRENCY CHESTS 

18. · Detailed instructions for the guidance of Treasury .Officers in main­
taining the accounts of currency chests are contained in Appendix B to the 
Central Government : Compilat ion of Treasury Rules, Volume II. 
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CHAPTER Ill-COIN 

K INDS OF COINS AN LEGAL TENDER 

19. Under the Indian Coinage Act (Act Ill of 1906) as amended from time 
to time the follo wing coins have been Issued ;-

(i) Silver- Rupee, half-rupee, quarter-rupee and eighth-rupee. The 
standard weight of the rupee is 180 grains troy, eleven-twelfths fine and the 
other &ilver coins a re of proportionate weight. Silver rupees, ·half-rupees 
and quarter-rupees iss lled under the Indian Coinage (Third Amendment) 
Ordina nce, 1940, Indian Coinage (Amendment) Ordinance, 1940 and the 
Indian Coinage (Amendment) Act (Act VI) of 1940, respectively, are one­
half fin e. 

Note~Standard silver coins of eltven-lwelfths fineness have Cfased to be legal tender and 
are no lo nger issued. 

(ii) Pure Nickel- Rupees issued under the Indi an Coinage (Amendment) ~ 
Act, 1947, half-rupees and quarter-rupees, the standard weights of which 
are 180, 90 and 45 grains troy rcspecti vcly. 

(iii) Cupro-nirkei- Eight anna piece, four anna piece, two anna piece, 
one anna piece and half anna piece, the standard weights of which are 120, 
105, 90, 60 and 45 grains troy respectively. 

Note.-Cupro-Nickel eight-anna pieces are not issued now. The coins already issued 
have been called in under Section 1 5-A of the Indian Coinage Act. 

(iv) Nickel Brass-T wo anna piece, one anna piece and half-anna piece, 
the standard weights of which are 90, 60 and 45 grains troy respectively. 

(v) Bronze- Single pice of quarter-anna, half-pice or one-eighth of an 
anna and the pie or ont -twelfth of an anna. the types and weights of the 
above coins are detailed below :-

Single pice · bronze King's Head 

" " " 
Washer type 

" " " 
Ashoka pi llar 

" " " 
Askoka pillar, 1951 and 
later issues. 

Half 
" 

Pie pieces 
" 

Note 1.- (A) Nickel-brass two anna coins, 
(B) All half-pice coins, and 
(C) All pie pieces, 

75 grains 

30 " 
60 " 
45 

" 

37-5 " 

25 " 

have been called in under section 15-A of the Indian Coinage Act, 1906 (III of 1906) 
with effect from lst January 1959. They are no longer legal tender at the offices 
of tbe Reserve Bank of India . 
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Note 2.-Nickel-btass one-anna and half-anna coins have been called in under Section 
15-A of the Indian Ccinage Act, 1906 (III of 1906), with effect from Jst January 1960 and, 
have ceased to be legal tender from the said date . Up to 30th June 1960, they will, however 
be acce('ted at all offices of the Reserve Bank of India , all Agency Banks, aU Government 
Treasuries, Pvst Offices and Railways and after 30th June 1960 at all offices of the Reserve 
Bank of India only until further notice. 

(vi) Decimal coins-

( I) Pure Nickel.-25 P. coin, the standard weight of which is 2.5 grammes. 
(2) Cupro-Nicke/.- 10 P., 5P. and 2P. coi ns the standard weights of 

which are 5 grammes, 4 grammes and 3 grammes respectively. 
(3) Bronze.-lP. coin _the standatd weight of which is 1.5 grammes. 

20. Subject as provided in paragrah 21 below, the rupee coins are legal 
tender to any amount, half-rupees for a ny sum not excceeding ten rupees 
and aU other coins for any sum not exceeding one rupee, provided they satisfy 
the requirements of paragraph 27 below. Cupro-nickel eight anna pieces are 
now legal tender, only at the Issue Departent of the Reserve Bank offndia. 

21. Silver coins coined and issued from time to time under the Indian 
Coinage Act, 1906 pri or to the JOt 1 day of March 1940 (i .e. those coins nearing 
t he year of issue 1835 to 1939 inclusive a nd the head of the then reign­
ing sovereign) have ceased to be lega l tender provided that if the holder of 
any such coins sat isfies the RGserve Bank that due to circumstances beyond 
hi s cont rol the coins could not be presGntcd ead ier, thnt Bank may 
at its d iscretion accept the Coins. Silver coins coined and issued ?.fter the 
lO th do.y of March 1940 (i .e., quaternary alloy si lver coi ns of one-half fineness 
bearing the ye::>.r 1940 and after cont inue to be legal t ender in payment or on 
account for the amounts stated in paragraph 20, provided they satisfy the 
conditions of currency laid down in paragraph 27 . 

22. Copper coins of the denomination of double pice and single pice 
issued under the Coinage Act of 1835 and subsequent Acts are legal tender 
for any sum not exceeding one rupee . 

RECEIPT OF C OINS AT T REASURIES AND SUB-TREASURIES 

23. The following instructions should regulate the receipt at treasuries 
and sub-treasuries of small coin, and of coin which is not legal tender :--

(i) Subject as provided in paragraph 21 above, half-rupees and small 
coins of all denominations should be received in payments to the Govern­
ment up to any amount, although they are legal tender only for a sum 
not exceeding ten rupees and orre rupee -respectivdy. 

(ii) Silver coins issued before lst September 1835, that is to say, all silver 
coins issued by the East India Company bearing merely inscriptions in Indian 
character (chief among which are the· coins known as " Furrukhabad " 



230 

and "· Murshidabad " rupees) should be received at the treasuries at the 
following rates :-· 

(I) at 8 annas a tola, for each tender of 500 coins or Jess; and 
(2) for amounts in excess of this number, at bullion value calculated 

at the m::o.rket rate of si lver of the day to be ascert:1incd from the Manager, 
Reserve B<>.nk of India , Bombay: 

(iii) Copper coi n bcr. ring any trace of mintage by the E::>.st 1 ndia Company, 
e.g. coin h1.ving a~" device a po~.ir of scales and XX cash (ofw:1ic;1 the valu..: 
is one-third of a'l anna) should be received in payment of (}()vernm~nt 
dues up to any amount. 

(iv) Gold mohurs coined under the Gold Coinage Act, (XIV of 1918) 
should be received for exchange at Rs. 15 each, if they are not counterfeit 
and if not of less weight than 122 t grains and if they have not been fraudu­
lently defaced. A coin which does not fulfil these conditions should be 
returned to the tenderer. The coins thus exchanged should not be transferred 
to currency ches-t but retained in the t reasury, pe1 ding remittance to the 
Issue Depc>.rtment of the Reserve Bank ofindia at the earliest opportunity. 

EXCHA NGE Of SMA LL C OIN 

21. H3lf-rupccs and small coins of all denomina tions (subject to any 
special instructions which may be issued for their withdraw<-.!) should be 
iGsucd freely to persons wishing for them, ei ther in payment of claims ?.g?.inst 
the Government, or in exchange for rupees, or for notes whic11 the tre?.~ury 
may be cashing. Treasury Officers are respomible for seeing that a sufficient 
.stock of small coins is maintaied to meet all such demands. 

25. (I) Rupees and note shouid be issued freely in exchange for legal 
tender copper, bronze or nickel coin in parcels of the v?.lue of J10t les<> th?.n 
two rupees at every treasury and sub-treasury and at the Bank conducting 
the cash business of a treasury or sub-treasury. 

(2) Whenever large bodies of men are assembled on pub'ic works under ' , 
construction for purposes of famine re,·i.:f or otherwise, the local authorities 
should make special arrangements to supply on the spot notes and rupees in 
exchang~ for the legal tender copper, bronze or nickel coin which may be 
collec ·:ed by !he surveyors or foremen at such assemblages. 

26. If the instructions in the preceding paragarph are carried out, legal 
tender copper, bronze, and nickel coin should ncv..:r circule>.te at a discount. 
If n·~\·ertheless such coin does, at any time, or anywhere, circulate at a discount 
or at a premium, the circumstances should be immediatdy reported to the 
Currency· Officer, with a full expl?.nation of the suppo~ed causes and of the 
remedial measures taken. 

_j 
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CONDITIONS OF CURRENCY 

27. The statutory rules issued under the Indiart Coinage Act are printed 
as Appendix C to the . Central Government : Compilation of Treasury Rules, 
Volume II. The conditions of currency of the various coins under the Indian 
Coinage Act and the statutory rules are explained below :-

(i) No silver Coin is legal tender if it has been defac d . Defacement includes 
clipping, filing, stamping or such other alteration on the surface or in the 
shape of a coin as is readily distinguishable fro m the effects of reasonable 
wear. 

(ii) Silver coins which have not been defaced are I ega! tender as long as they 
h<!vc not diminished in weight by more than the amounts shown below:--

Rupee and half-rupee 2 per cent below standard weight . 

Quarter-rupee 12t per cent. below standard weight. 
(iii) No conditions of currency have been prescribed for nickel, bronze 

or copper coin. Such coins are, therefore, legal tender even if they are 
worn or defaced provided that they bear t races of Government mintage. 

CuTTI NG OR BREAKING OF CouNTERFEIT AND DIMINISHED COIN 

28. (I) Section 16 of th~ Indian Coinage Act (Act Ill of 1906) as amended 
from time to time provides tha t when any silver coin which has been coin~d 
and issued under the author ity of the Ce.1 ,r:1.l Government is tenJered to any 
person authorised to act un J er tha t section and sucn person has reason to 
believe tha t the coin-

(i) has been d iminished in weight so as to be more than such percentage 
below standard \\!eight as may be prescribed as the limit of reasonable 
wear, or 

(ii) has been defaced. 
he shall, by himself or another, cut or break the coin. 

A loss of 6! per cent. below standard weight in the case of the rupee, 
and of 12 ~- per cent. in the case of the half and quarter rupee has been 
prescribed as the limit of reasonable wear. 

(2) Section 20 of the Indian Coinage Act provides that when any coin 
purporting to be coined or issued under the authority of the Central Governm~nt 
is tendered to any person authorised to act under the section and such person 
has reason to believe that the coin is counterfeit, he shall, by himself or 
another cut or break the coin. 

29. A list of the persons authorised to act under Sections 16 and 20 of th! 
Indian Coinage Act is given in Appendix D to the Central Government : 
Compilation of Treasury Rules, Volume II. A memorandum giving certain 
hints fer the detention of counterfeit coins is given in Appendix E ibid. 
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ACCEPTANCE AND DISPOSAL OF COUNTERFEIT, DIMINISHED, DEFACED, 
SHROFF-MARKED AND SOLDERED COIN 

30. The rules in Appendix C to the Central Government : Compilation 
of Treasury Rules, Volume II , regulate the cutting of counterfeit, diminished 
and defaced coins, other than coins which have been fraudulently defaced, 
and the rates at which d iminished and defaced coins should be accepted and 
paid for. A memorandum indicating the special characteristics which ordi­
narily disti nguish fraudulentty defaced .coins is given in App~ndix F to the 
Central Government : Compilation of Treasury Rules, Volume II . 

31. Any persop authorised to cut o r break counterfei t si lver or nickel coin 
may, at his discretion, either return the cut coin to the tende rer, who shaH bear 
the loss caused by such cutting or breaking, or in the case of silver coins, 
receive and pay for the coin according to the 'value of the bullion contained 
in it. 

32. Presenters of coins which have been cut or broken under section 20 
of the Indian Coinage Act, may, if they so wish, send such coins a t their own 
expense, together with the particulars of the authority who has cut the coins 
and proof of thei r having been cut by them, to the M int at Bombay or Ali pore 
Calcutta for expert opinion. On receipt of coins at the Mint with the necessary 
details and proofs, they will be examined ami the Mint will issue to the presenters 
an outturn certificate for the face value of any or all coins foun d to be genuine 
with instructions to present the same for payment at the nearest Treasury. The 
Treasury would make payment on the outturn certificate in the manne r stated 
in paragraph 44 infra. 

33. Any authorised officer to whom a co unterfeit coin is tendered may 
purchase it from the tenderer at its bullion value or at a suitable price not 
exceeding its nominal value, charging the cost to the Government , if from 
the excellence of the execution or for any other special cause it seems desirable 
that the coin should be acquired as a specimen. The officer purchasing the 
same should send it to the Mint at Calcutta or Bombay reporting to the Mint 

.Ma ter the grounds upon which its purchase was considered desirable. In 
the case of coins purchased by Treasury Officers and sent to the Mint, each 
coin should be sent in a separate wrapper bearing the name of the treasury, 
a mark and date whereby it may be subsequently treated in correspondence. 

34. Judicial Officers may send counterfeit coins to treasuries and sub­
treasuries for remittance to the Mints. With these coins a short description 
of the case should be furnished and any implement, such as dies, moulds, etc., 
which may 'have been found should be sent. These receipts should be kept 
quite sep:nate from coins withdrawn by Treasury Officer, etc., which have to be 
remitted in accordance with the instructions contained in Rule 560. Each 
remittance by a Judicial Officer should be put into a separate wrapper with 
details of the source of receipt of the coins and other particulars. If the 



233 

Government so directs, the Treasury Olli ,::r should send the counterfeit coins 
to the Mint through the Inspector General of Police or other officer nominated 
by the Government. 

35. Counterfeit silver coin found in a remittance · should be broken and 
sent to the Mint in accordance with paragraph 33 above. Counterfeit nickel 
scoins received in a remittance should be returned t o the remitting treasury, 
if the Trtasurer of the remitting treasury wishes them to be returned and is 
willing to bear the cost of returning them; otherwise they should be sent to 
the Mint in acc01 dance with paragraph 33 above . In the case of remittances 
to the Mints unaccompanied by potdars , the rejected coins should not be 
sent back to the remitting treasury, except on a sp ; cial application for their 
return which mJ.lst be mad~ by the treasury immediatdy after receipt of the 
Mint advice. Tile cost of returning the coins will be borne by the Treasurer 
of the remitting trea~ury. 

Note-.- The rejected c. oins and slips from remittances rec<' ivcd from the 0fficl's c1f the Reserve 
Bank and branches of the State Bank of India wi'l be collected by their ! .. cal reprcs··ntatiws 
from the Mints periodical.Jy, perfuraUy once a m11nth. The representative will tak<'with him 
to the Mint Master ccmccrncd a letter authorising him to rccciVl. the r,j,ct!d C<>ir. s ar.d sl ips 
in respect of any particular Mint outturn cutificate . The Mints rc:sc ·rv" the right to de stn •y 
all rejected coins not asked for within three months of the date o f isst.e o f the outtum certificate . 

36. At places where there is neither an Issue Department of the Reserve 
Bank of India nor a branch, sub-branch or a Treasury Pay Office. of the State 
Bank of India olr a branch of any other Bank acting as an Agency of the 
Reserve Bank of India, Treasury and Sub-Treasury Officers are authorised to 
accept for disposal in the usual manner suspected coins tendered by the Post 
and Telegraph Offices. 

DIMINISHED AND DEFACED COIN 

37. Whoo a silver coin which has been diminished in weight so as to be 
more than 25 per cent. below standard wt ight, is tendered to any person 
authorised to act under section 16 of the Indian Coinage Act, such person 
shall cut or break such coin and return the cut coin to the tenderer, \\iho shall 
bear the loss caused by such cutting or breaking. Coins which have been 
diminished in weight but not more than 25 per cent of the Standard weight 
should, when tendered, be disposed of in accordance with the rules in Appendix 
C to the Central Government: Compilation of Treasury Rules, Volume II 

38. Soldered and shroff-marked coins are defaced (but not fraudulently 
defaced) coins under . the Indian Coinage Act and should bt: received and 
paid for as coins which have been diminished in weight In determining the 
weight of coin to which solder or other metal has been attached the weight 
of such solder or other metal should not be taken into account. Ordinarily, 
presenters should be required to remove as much as possible of the solder at 
their own cost. ' 

39. When silver coin which has been fraudulentl y defaced is tendered to 
any person authori<>d to act · under section 16 of the Indian Coimge Act 
such person shall cut or break the coin and return the cut coin to the tenderer, 

MO-A H 478}-17 (30,030-5-82) 

H-269 -
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who shall bear the loss caused by such cutting or breaking. If the defacement 
is not fraudulent, the coin shall be received at the rate prescribed in Appendix C 
to the Central Government : Compilation of Treasury Rules, Volume II, 
coins diminished in weight, but it shall not be.re-issued. 

40. The following instructions should be•borne in mind in determining 
whether a coin is fraudulently defaced. A liberal interpretation is given in the 
Mint to the orders for rejection of coin as fraudulently defaced with the com­
bined objects of (i) protecting innocent holders, such as those who hold their 
savings in the form of coin made up into necklaces and other orna­
ments, or those through whose hands defaced coin passes and who are unable 
to detect and refuse coins that have been defaced with fraudulent intent, 
and (ii) encouragi'ng the return of defaced coin oy the public, with a view to 
maintaining the standard of the coinage in circulation. 

(i) A coin which bears on its surface radial striae should be deemed to 
have been fraudulently defaced. 

(ii) Defaced coins bearing clear signs (i .e. such as must be obvious to the 
public) of defacing with fraudulent intent should be rejected as fraudulently 
defaced. 

(iii) Coins from which silver has been deliberately removed by, filing, 
clipping, scooping or punching, and coins other than soldered coins which 
have been remitted should be rejected as, fraudulently defaced soldered 
coins having only a section of the milling-unevenly filed, where solder has been 
removed anti the milling refiled, should not be treated as fraudulently defaced. 

(iv) Drilled coins which appear to have been used as ornaments, and 
which bear no other signs of reductions, are not fraudulently defaced, but _ 
should be accepted as defaced. If tendered in large numbers, however, 
a fraud should be suspected. 

(v) "P.M. "marked coins should be accepted a·s defaced. 
(vi) " Sweated " coins that have been reduced by the action of acidser 

are defaced but not fraudulently defaced, unless the signs of sweating are 
clear enough to be obvious to the public. 

(vii) Cut or broken coins that have been patched together with soldcs 
should be rejected as fraudulently defaced. 

(viii) Coins on which any part of the design on obverse or reverse has 
obviously been re-engraved by hand should be rejected as fraudulently 
defaced. 

41. Soldered coins should be accepted, provided that­
{i) they are in one piece ; 
(ii) they retain sufficient impression to admit of identification as genuine 

India coin. If unidentifiable they should be returned uncut as unacceptable 
coin; 

(iii) the solder has been carefully and sufficiently removed by tools or 
by heat treatment ; 
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(iv) they have not been reduced by sweating with acid ; 

(v) silver has not been scooped or filed from the coin under pretence 
of removing solder ; 

(vi) pieces of the original coin have not been removed and replaced with 
solder or base metal. 

42. Defaced nickel, bronze and copper coins are Yegal tender and should 
be accepted at treasuries. But if they are soldered or otherwise unfit for reissued 
they should not be issued to the public but should be dealt with like other 
uncurrent coin. 

ACCEPTANCE OF BURNT COIN 

43. (1) Burnt silver coins may be received at treasuries if they are identifiable 
as genuine India coins. When such coins have diminished in weight by more 
than 2 pbr cent., below standard weight, payment should be made at the rates 
laid down in Appendix C to the Centcal Government :Compilation of Treasury 
Rules, Volume II. All burnt coins accepted at treasuries will be set apart for 
remittance to the Mints as uncurrent coins. Burnt coins which are not identi­
fiable as genuine India coins sho,uld not be accepted Cl.t treasuries. The presenter 
should be ·directed to send them to the nearest Mint where, after the coins 
ha"e been melted and assayed, outturn certificates will be prepared and issued 
for payment at the Treasury or Bank direct, situated at the place of his residence 
or at any treasury or Bank direct, where he disires to receive the payment. 
Value for the silver contents after assay will be given at the market rate on the 
date of receipt of the coins at the Mint, subject to the maximum of one rupee 
per standard tola. . 

(2) Burnt copper, bronze and nickel coins may be received at treasuries 
at their face value, provided they are identifiable as genuine India coins. 
Such coins if unidentifiable, will not be accepted at tn~amries or at the Mints. 

44. Payments at treasuries etc. of outturn certificat~s issued by the Mint 
Masters on account of burnt soldered, dumb or d~fcctive coins sent to the 
Mint should be passed on for adjustment to the Accountant General concerned. 
Outturn certificates not exceeding one rupee if uncashed for' three calendar 
months, anri those for above one rupee if uncashed for six calendar months 
from the datt) of their issue will be credited to the Central Government at the 
end of the period. Certificates not encashed within the above stipulated periods 
and lapse to Government should be returned to the respective Mints under 
prompt intimation to the Accountant General concerned. 

SUPPLY OF WEIGHTS AND SCALES . 

45. (1) For testing silver coin, minimum weights of 15/16, 7/8,· 13/16, 
3/4, 7/6, 3/8, 3/16 and 3/32 tola a piece are obtainable from the Mints on 
application to the ¥int Masters. To enable a Treasury Officer to determine 
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whether a rupee, half rupee, quarter-rupee or eight-rupee is fit for reissue 
or not, minimum weights of 176·4, 88·2, 39·375 and 19·6875 grains, res­
pectively, are also supplied by the Mints on indents. 

(2) Those weights are supplied by the Mint Maters free of charge to · all 
treasuries and to the Bnnks conducting the cash business of a treasury. If 
they arc supplied to replace weights lost, the person through whose default 
the loss has occurred will, if the Collector in the case of treasuries and the 
Manager or Agent in t .. c cas~ of Bank, so directs , pay a penal charge of one 
rupee, for each weight lost, the recovery being credited to the Central 
Government a~ a miscellaneous receipt. No adjustment in the Mint accounts is 
necessary. If the weights arc supplied to a Foreign St<;j.te, the State concerned 
sho u!-! b.:z.;- ~he cost. 

(3) Weights other than minimum weights and scales of variou& sizes including 
minimum weight scales, are supplied by the Mint on paynwnt. If any treasury 
desires to purcha ·c these from the Mint, it will send an indent for the supply 
to the Mint M<:ster direct. 

(4) Scales and weights should be inspected by the Treasury Officer at regular 
intervals in order to satisfy himself that they are in good condition and are 
preserved carefully to prevent rust and abrasion . Whenever the Inspecting 
Officer has any reason to feel that they arc worn out or not in order, they 
should be sent to the Mint for adjustment or replacement, a record of such 
tests being kept in the treasury. 

WEIGHt-iENT OF COINS AGAINST MINIMUM WEIGHTS 

46. (l) Coins should never be directly weighed against the m1nJmum 
weight, that is to say, it is incorrect to place the minimum weight in one pan 
and the coin in the otlv~r, as if the arms of the sca.Jc afu not of exactly the 
same length, the weighment is false . At the beginning o'rthc work the minimum 
weights should be placed in one pan, and should be balanced exactly by piece~ 
of metal placed in the other pan. The minimum weight should then be removed 
from its pan and the coins to be tested should be placed one after another 
on the pan from which the minimum weight has been removed. The minimum 
weight should only be put back in its pan to test the counterpoise occasionally 
during the day. If this method, which is the only correct one, be adopted any 
error due to difference of length of arms of the balance, however minute, 
is avoided and wear and tear of the minimum weight will be greatly reduced. 

(2) Minimum weights should invariably be replact'd carefully in the boxes 
in which they arc supplied and every care taken to avoid an abrasion. 

LIGHT WEIGHT COIN IN REMITTANCES 

47. Uncut rupees and half-rupees found in remittances from treasuries, 
Currency Offices and the Bank, which have lost more than 6! pet cent and 
12! per cent respectively, but not more than 25 per cent in weight. should be 
cut on receipt and credited at one rupee per tola on their total wetght. Coins 
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that have lost more than 2 per cent. but not more than 6! per cent., in weight 
through reasonable were in the case of the rupee, at 121 per cent. in the case 
of the half-rupee, should be credited at their nominal value, but if their number 
exceeds t per cent. of the whole remittance, the fact should be reported to the 
Collector, the Currency Officer or the Manager, as the case may be, of the 
Reserve Bank or the Local Head Office of the State Bank of India in whose 
jurisdiction the remitting office lies, according as the remittance is received 
from a treasury or sub-treasury, from an office of the Reserve Bank or from 
a branch of the State Bank of India, for taking such disciplinary action as may 
considered necessary to improve the quality of shroffing. 

WITHDRAWAL OF COIN FROM ClRCULAflON 

48. (I) The above instructions provide for the withdrawal ·of counter 
feit, light-weight and defaced coin from circulation, but in order to maintain 
the currency in the hands of the public in as good _a condition as possible, 
the following coins should also be withdrawn from circulation whenever 
they are received fl.t a treasury, although they are legal tender :-

(i) All quarternary silver rupee coins, which are one half-fine. 
(ii) Cupro-nickel coins of all denominations coined prior to the intro· 

duction of Decimal C~inage from 1957. 
(iii) Nickel-Brass coins of 1-Anna and t Anna denominaions. 
(iv) Copper Double Pice and Copper and Bronze Single Pice ·coined 

and issued prior to the introduction of Decimal Coinage from 1957. 
(v) Pure Nickel R11pees, ! Rupees and ! Rupees and Silver ~ Rupees 

and ! Rupees of one half fineness which are so worn that the denomination 
and date are not decipherable. 

(2) Coins called in by the Central Government should be withdrawn frcm 
circulation, as soon as they are received at a treasury or the Bank. 

49. Treasury Officers should remember that the State of the currency 
in the hands of the public is largely dependent on the strict observance at 
treasuries of the above instruction for the withdrawal of coins which are unfit 
for circulation. Treasuries and their shroffs are primarily responsible for 
this work and should be required to keep a rough memorandum book showing 
the tale of the coin examined by each man per diem and the number of light­
weight and other defective coins discovered per thousand rupees tested. Con­
stant supervision should be maintained by the Treasury Officers, and if it 
appears that the nuniber of coin withdrawn from circulation is small, special 
steps should be taken io see that all coins received at the treasury are prqperly 
shroffed. 

50. All coins received by Government officers and withdrawn from cir­
culation should, whether or not it has been cut or broken be sent at the first 
convenient opportunity to the Mint at Bombay, Calcutta or to any principal 
treasury appointed by the Currency Officer to receive such coin, for remittance 
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to the Mint. Such coin will be credited in the officer's cash balance as " Un­
current Coin " at the actual value at which it has been received, and, on transfer 
to the Mint, will be credited at the Mint at the rates prescribed by the Govern­
ment any loss incurred in recoinage being adjusted in the Mint accounts. 

51. Coin received by a person other than a Government officer and with­
drawn from circulation under these instructions should whether or not it 
has been cut or ~roken, be sent to the nearest treasury where it will be paid 
for at the prescribed rates ~nd remitted to the Mint in the usual course. 

52. The procedure for the remittance into the Mint of coins withdrawn 
from circi?.tion is laid down in Rule 560. 

RETURN OF COINS CUT OR BROKEN\OR WITHDRAWN FROM CIRCULATION 

53. Uncurrent silver coin received at treasuries under paragraphs 23, 37, 
38, 47 and 48 should t:e entered in a !.epa rate register in Form T. E. 7 of the ,... 
Central Government : Compil2.tion of Tre~sury Rules, Volume II, at the end 
of the day of their receipt, ::.nd the several kinds of coin !Qept in the separate 
bags under double locks. A separate record of uncurrent silver coins cut under 
the rules but not paid for should be mr.intained in fmm T.E. 8 of the Central 
Government · Compilation of Treasury Rules, Volume II, to assist in the 
preparation of the annual return in Form T.E. 9 ibid of uncurrent silver 
coin cut. 

54. The tot:J.l amount of 1835, 1911, ligr.t-weight shroff-marked, soldered 
and other defaced, uncurrent and defective coins, as well as coins called in by 
proclam:-.tion, withdrawn from circuk.tion and held in the treasury should be 
shown separately in the monthly c:-.s.h b;:lance report. 

55. A return in Form T.E. 10 of the Centr?.1 Government : Compilation 
of Treasury Rules, Volume II, shtuld be submitted to the Currency Officer 
with tbe c1sh bul«.nce report showing the detajls. ~Jld balances of all silver 
coins withdrawn from circulation. 

56. Treasury Officers should, on the 20th April each year, submit to the 
Currency Officer ·a return in Form T. E. 9 of the Central Government : Com­
pilation of Treasury Rules, Volume II., sh-owing genuine silver coiJ:S cut or 
broken during the previous year on account of being reduced in weight. They ~ 
should ~!so submit to the Mtnt quarterly, not later than the 1Oth of the month 
following the qu?.rterto which it relates, a return in Form T.E. 11 ofthe Central 
Government ; Compil~tion of Tre'l.sury Rules, Volume II, showing counterfeit 
coins received in the previous quarter, excluding receipt from Railways but 
including receipt from Courts and from all other sources. The return should 
include the coins received by the B:mk conducting cash business of the treasury. 
The necessary figures will be furnished by the Bank to the Treasury Officer 
immedir.tely after the close of each quarter. 
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SUPPLY OF COINS 

57. (l)·Indistrictswherethecash businessofthetreasury ~s not conducted 
by the B.mk, the Treasury Officer is responsible for m;.intc.ining st his treasury a 
sufficient supply of all kinds of coin for issue to the public. He should, as far 
as possible, submit to the Currency Officer his requisition for the supply of 
sm••ll coin z.nd rupees with the c~sh b<.lance report. Ordinarily, remittances 
of coin will be sent to the district treasury and distributed to sub-trec.suries 
from there by the Trer,sury Officer, but in certain cases, e.g., when a sub­
tre.J.sury is Oil a Railwa.y, it m~y be more economical to send remittances to 
a sub-treasury and ma~e the distribution from there. 

(2) In districts where the cash business of the treasury is conducted by 
the B;~nkl, the Manager or the Agent of the Bank is responsible for maintaining 
a sufficient stocl<l of rupees and small coin to meet <Ul demands from the public 
and also demand from the Treasury Officer for supply to sub treasuries. When 
the Treasury Officer wishes to replenish the stock of coin at a sub-treasury, 
he· will obt•·~in the necessary coin from the Bank, unless the sub-treasury 
requirements are large and it is more convenient and economical to obtain 
a direct remittance from a Currency Office or a sme>ll coin depot. In the case 
of branches of the State Bank of fndia, the Agents will submit their indents 
of supply of coin to the Local Head Office or Link Branch, which arrange with 
the Currency Officer for the necessary remittances. 

FOREIGN COIN 

58. Save as hereim:fter provided, foreign coin or notes should not be 
received in treasuries, except under some general or special orders (..f tbe 
Government. 

59. Troops returning from a campaign, where they have be~n paid in 
foreign money, are allowed to exchange it at the treasury nearest the frontier 
(or at the next, on a certificate that the frontier treasury has not sufficient 
funds) at the rate of exchange at \Vhich it may have been issued to the troops, 
the Officer Commanding the troops certifying the rate and ~ lso the fact that 
the money has been issued as p~y. 

60. Foreign coins may in special circumstances, be paid into ~ treasury 
as part of a deposit e,ventu~lly to be m~d.e <;>Ver to a. third party. The disburse­
ment will be of the same coms, and so It IS Immatenal whether, for purposes of 
account, the mnrket rate, the assay rate, or a purely arbitrary value is assigned 
to such currency 

BANK TREASURIES 

61. The instruction contained in this chapter apply mutatis mutandis to 
treasuries, the cnsh business of which is conducted by the Bank, except where 
special insturctions are laid ~own. !he Mn.n~ger or Agent ~f the Bank, will 
supply the Treasury Officer With the mformat10n necessary for 'the preparation 
of the return mentioned in paragraphs 53 to 56. 
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CHAPTER IV-CURRENCY AND BANK NOTES 

DENOMINATIONS OF NOTES 

62. Under the provisions of the Reserve Bank of India Act (Ac~ II of 1934), 
the sole tight to issue Bank notes in India has been vested in the Reserve Bank 
with effect from 1st April 1935, and the Government hav0 ceased to issue 
currency notes. The Reserve Bank ha~ taken over the liability for the currency 
notes issued by the Government. 

63 . Currency notes of the denominational values of one rupee, two rupees, 
five rupees, ten rupees, one hundred rupees have been i:>sued by the Govern­
ment. Under the provisions of the Reserve Bank of India Act, these notes 
are now legal tenders throughout India and the distinction between universal 
and non-universal notes does not now exist. The issue of currency notes of 
the denominational vc.lues of one-rupee has been discontinued and currency 
notes of the other denominational values supplied by ·the Government have 
been issued by the Reserve Bank in addition to its own notes. 

64. Bank notes issued by the Reserve Bank will be of the denominational 
values of two rupeef, five rupees, ten rupees, one hundred rupees, one. thousand 
rupees, five thousand rupees r. nd kn thousand rupees unless otherwise direc­
ted by the Government on the recommendation of the Central Board of the 
Bank. Bank notes and currency notes issued by the Bank are legal tender 
throughout India. 

Note.-Bank Notes and Cmrency Notes of the denominational valut.s of five hundred 
rupees. one thousand rupees and ten thousand rupees issued prior to 12th January 1946 
were ciemonetised with effect from that date anci are no longer legal tender. Bank notts of the 
denominational values of one thousand rupees, five thousand rupees and ten thousand rupees 
in the Asoka ~Jllar design have been issued with effect from 1st Aprill954 and are legal tender. 

65. One rupee notes issued by the Central Government are unlimited 
legal tender, and although these n·otes ·are treated as rupee ..coin for purposes 
of the Reserve Bank of India Act, the instructions con_l.ained in the following 
paragraphs will, save where the contrary intention appears, apply to these notes 
as the)' apply to Currency and Bank note.s. 

RECEIPT AND ISSUE OF NOTES 

66. No restrictions are imposed on the issue of notes at treasuries m 
exchange for coin or for notes of other denominations. 

67. Although no person has a legal claim to obtain coin for notes presented 
at a treasury, this accommodation should be given whenever possible, and 
all applications for exchange should be granted, provided that the coins or 
notes applied for are availab1e, subejct to any generai or speciai limitation 
which the Reserve Bank or the Government may find it necessary to impose 
from time to time. 

r 
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68. Subject to any limitations which may be imposed in particular cases 
the Treasury Officer should, whenever he is satisfied that no inconvenience 
will be caused to the treasury, exhibit in some conspicuous place a placard 
in English and the Indian Language in' local use notifying that he is prepared 
to give coin for notes. 

Note I.- Notes to a limited extent may be cashed for the convenience of travellers when 
the treasury is unable to cash them for the general public. 

Note 2.--Facilities should be given as far as possible for encashment of notes at 
sub-treasuries . 

69. Whenever there arc reasons to believe that notes arc selling in the 
local market at a discount or a premium in large amounts, the Treasury Officer 
should at once bring the fact to the notice of. the Currency Officer. 

70. The ordinary exchanges with the public mcn1ioned in paragraphs 
66 to 68 above should be made from the treasury balance. When, however, 
the amount of rupees or notes of any denomination in the treasury balance 
is insufficient to meet the demand for exchanges, rupees or notes of the required 
denominations may be obt2incd from the currency chest. 

71. It is desirable from the point of view of the popularity of the notes 
issued that clean notes only should be put into circulation. This has, at the 
same time, the advantage of making it more difficult for forged notes to escape 
detection, as these are frequent (y intentionaliy soiled or smudged in order to 
conceal their defects. In the case of dis1rict treasuries, however, it is not 
feasible entirely to discontinue re-issue, but Currency Officers will arrange 
to keep the treasuries in their jurisdiction supplied with sufficient stocks of 
clean notes in order to meet all probable demands. Notes much soiled, 
defaced, or torn should not in any case be re-issued to the public and cut 
notes should not be re-issued. Notes unfit for re-issue should be sent to the 
Issue Department of the Re~erve Bank (or treasury named by the Currency 
Officer) in theJirst remittance made thither. 

72. Subject to the remarks in the preceding paragraph all notes, if fit for 
issue, may be issued to the public, irrespective of the circle from which they 
were issued, or deposited in the currency chests under the relevant orders. 
Currency notes of the denominational values of one rupee, two and a half 
rupees and twenty rupees should not be issued to the public, but should be 
remitted to the Currency Officer (or treasury named by the Currency Officer). 

73. In order to prevent the older issues of notes being stored for an indefinite 
period in a treasury, notes fit for re-issue should be arranged in the double 
lock treasury balances and the currency chest balances in order of receipt and 
should be re-issued froin these balances in the same order. Notes received 
across the counter in the course of daily transactions may be re-issued at 
once, provided that they are ingood condition. 

74. Notes unfit for issue should be kept separately in the currency chest 
balance, pending remittance to an Issue Department of the Reserve Bank in 
accordance with Rule 560. 
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FoRGED, DEFECTIVE AND LosT NoTES 

75. (I) In the event of a forged note being presented, the note and the 
presenter should be made over to the police, if the Treasury Officer considers 
it advisable to do so. If, however, the Treasury Officer is convinced that 
the presenter has presented the forged notes in good faith, believing that it 
was genuine, he should impound the note, take the name and the address of 
the presenter and his statement regarding the person from whom he received 
the note. The forged note and the presenter's statement should be sent to 
the police for further enquiry. After the enquiry has been completed the 
police will forward the forged note to the Issue Department of Reserve Bank 
along with a report . . 

Note.-When a forged note is impounded, it should be stamped with the word "Forged" 
or the word "Forged" should be written on it in red ink in large letters before it is sent to 
the Police for enquiry. 

(2) Notes disfigure by oil or other substances should tie scrutinised with 
special care, as forged notes are sometimes intentionally thus disfigured to 
render detection difficult. 

(3) The Reserve Bank has issued instructions to all the scheduled banks 
that when a forged note is presented to a scheduled bank, if the presenter 
is known to it, it should issue .a receipt for the note and take from the 
presenter statement as to how the note came into his possession. The 
statement along with the forged note should be forwarded to the .nearest 
treasury/Sub-treasury/currency officer of his information and action as in 
sub-paragraph (1) above. If the presenter is not known and is suspected to 
being cognizant of the forgery, he should be handed over to the local police 
for investigation and a suitable report sent to the circle Currency Offi:er. 
In either case the word ' forged ' should be written in red ink in large letters 
on the note before it leaves the custody of the Bank. 

(4) The Reserve Bank has authorised the Head Offices and other offices, 
branches, sub-branches and Treasury Pay Offices of the State Bank of India 
and the branches of its subsidiary Banks conducting Government business to 
impound forged notes. 

(5) At places where there is neither an Issue Department of the Reserve 
Bank nor a branch, sub-branch or Treasury Pay Office of an Agency Bank, 
Treasury and Sub-Treasury Officers are authorised to accept for disposal in 
the usual manner suspected notes tendered by Postal and Telegraph Offices. 

(6) When suspected notes sent to treasuries by Post Offices or managers 
of Joint stock banks adjudication are adjudged by Treasury Officers as genuine 
their value will be accounted for under the head ' Civil Deposits-Revenue 
Deposits ', pending repayment of the amount to the parties concerned. If 
these deposits remain unclaimed for one whole account year, they should 
lapse to the credit of the Central Government. 

Note.-These instructions apply mutati~ mutandis to suspected coins sent by Post .Offices 
to Treasury Officers under paragraph 36. 
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76. No person is of right entitled to recover the value of any lost, stolen, 
mutilated or imperfect currency or Bank note, but rules have been framed 
under the Reserve Bank of India Act, prescribing the circumstances, conditions 
and limitations under which the value of such notes may be refunded as of 
grace. The rules are reproduced in Appendix ' G ' to the Central Government: 
Compilation of Treasury Rules, Volume II. 

77. Half, mutilated , mismatched or altered notes, and notes disfigures 
by oil or other substances in such manner as to tendet their identification 
doubtful should never be received in payment of Government dues or cashed. 
The holder should be advised to apply to the Currency Officer competent to 
deal with the matters in accordance with the rules in Appendix ' G ' of the 
Central Government : Compilation of Treasury Rules, Volume II, for instruc­
tions regarding the procedure under which the value of such notes can in some 
cases be recovered. 

Note ] .-Notes with only a sl;ght mutilation which does not interfere with identification 
or suggest fraud, may be received at the treasury and dealt with under Rule 561. The- features 
necessary for the identification of a note are, besides the number which must including 
the serial letteis, be all intact the denomination, the place of issue where indicated the signature 
and the water mark. 

Note 2.-Defective notes should be stamped with "Half note Pa)'ment refused", "Mutilated 
Payment refused" "Mismatched-Payment refused " or "Altered-Payment refused", as the 
case may be or such words should be written in red ink in large letters before they are returned 
to the presenter. 

78. The value of lost, stolen or wholly destroyed notes of the denonrina­
tion of Rs. 100 and below will not be refunded. Persons applying to a Trea­
sury Officer for a refund of the value of lost, stolen or wholly destroyed notes 
of the denomination above Rs. 100 should be referred to the Currency Officer 
of any Office of issue. 

BANK TREASURIES 

79. Provisions of paragraphs 66 to 78 above apply mutatis mutandis to 
Bank T~asuries. 

INDENTS FOR NOTES 

80. The Treasury Officer is responsible for keeping the currency chest 
and treasury balances sufficiently stocked with all denominations of notes 
to· provide for issues to the public in payments, on behalf of the Government 
and in exchange for coins. He should, as far as possible, submit to the 
Currency Officer his requisitions for the supply of notes with the cash balance 
report. Ordinarily remittances of notes 'Yill be sent to the district treasury 
and distributed to sub-treasuries by the Treasury Officer, but in certain cases 
e.g. when a :sub-treasury is on a Railway, it may be more economical to send 
remittances to a sub-treasury for distribution. 
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81. At places where the cash business of the treasury is conducted by the 
Bank, the Manager or Agent of the Bank is responsible for keeping in the 
currency chest a sufficient stock of notes to meet all demands from the public 
and also demands from the Treasury Officer for supply to sub-treasuries. 
When the Treasury Officer wishes to replenish the stock of notes in a sub­
treasury, he will obt~!in the necessary supply of notes from the Bank, unless 
the sub-treasury requirements are large and it is more economical and 
convenient to· obtain a direct remittance from an Issue Department of the 
Reserve Bank. In the case of treasuries the cash business of which is con­
ducted by branches of the Agency Banks, the Agent of the Bank will submit 
his indent for supply of notes to his Head Offices or Link Branch which 
will arrange with the Currency Officer for the necessary remittance . 

• 
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CHAPTER V-CYPHER CODE AND TREASURY AGENCY 

82. The concerned Currency Officer of the Reserve Bank of India supplies 
the Cypher Code of the Reserve Bank of India to each Treasury Officer and to 
such of the Sub-Treasury Officers as arc in charge of currency chests. · Treasuries 
/Sub-Treasuries with currency chests arc also provided with a copy of the 
Treasury Agencies' Private Check Signal Book of the Reserve Bank of India. 
The Cypher Code contains a list of phrases and expressions ordinariiy required 
in telegraphic communications on matters concerning resource, currency and 
transactions under the Reserve &1.:rik of India 's scheme of remittance facilities 
and as such it should be used for telegrams relating to such matters. The 
Check, Signal Book should be used for authenticating all telegraphs relating to 
telegraphic transfers. 

SAFE CUSTODY OF CODE AND CHECK SIGNAL BOOK 

83. The Code and Check Signal Books are confidential and shall be kept 
locked up carefully overnight, and during the day when they are not in actual 
usc, in a safe or in the strong room. The keys of the safe or the receptacle 
in which the books arc kept shall remain in the personal custody of the Officer­
in-Charge of the Treasury or Sub-Treasury or of any other Government servant 
duly authorised in this behalf. If the books arc kept in a box or other recept­
acle, as provided above, the iatter must be kept in a safe or in the strong room 
overnight. When the books arc taken out for usc during the day, they must 
invariably remain in the "personal custody of the Government servants 
mentioned above, and must, on no account, be allowed out of their possession. 
All spare copies of the Code and Check Signal Book must mvanably remain 
in a safe or in the strong room. Negligence in the observance of these instruc­
tions may involve Government and Reserve Bank in considerable loss before 
protective measures could be adopted . Holders shall, therefore, exercise 
extreme care in regard to the custody and handling of these books . . 

PROCEDURE TO BE FOLLOWED IN CONNECTIONS WITH THE DISTRIBUTION 
AND ACKNOWLEDGEMENT OF·AMEN DMENT SLIPS 

84. Amendments to the Code and Check Signal Book will be distributed 
by the concerned Currency Officer in the form of confidential circular letters 
with acknowledgement forms appended to them. The cov.:rs will be des­
patched by Registered Post-Acknowledgement due, direct to all holders. 
Immediately on receipts of the con)idential circular the a<:'knowl<!dgement form 
appended to it shall be duly completed by the holders, anti returned by 
Ordinary Post to the Currency Officer. 

PROCEDURE TO BE FOLLOWED IN DEALING WITH AMENDMENT SLIPS 

85. Immediately on receipt of an amendment slip, the reference number 
and date appearing thereon shall be serially recorded on the fly-leaf t the 
beginning of the Cypher Code or Check Signal Book as the case may be, 
under the signature of the Officer-in-charge. No correction shall, how­
ever, be made at the appropriate place in. the books until the date 
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from which the amendment t~ kes effect. For this purpose, a careful 
diary more shall be taken of the date from which the amendment comes 
into force which will be stated in the covering letter and or each slip and 
thereafter the amendment slip shall be carefully filed along with the covering 
letter, if any, on a special file expressly opened for the purpose. On 
the day the amendment becomes effective the relative slip shall be removed 

' from the special file, cut out and pasted . at the appropriate place in the 
Cypher Code, a suitable note of amendment being made In the proper 
place. Should it be found more convenient to carry out the amendments 
in manscript in the body of the Cypher Code instead of pasting the relative 
slips therein, there is no objection to that course being adopted, but in that event 
it is imperative that the anunendent slips shall be carefully retained on the sepa­
rate file referred to above. In case of the Check Signal Book, the amendments 
shall be carried out in manuscript at the appropFiate place. 0n the date on 
which each amendment becomes effective the fact that the amendment has 
been carried out shall be noted in a separate.column under the signature of the 
Officer-in-Charge against the entry already ma<!e on the fly-Ieaf when the 
aDJ,endment slip was received. 

Where files are used for recording amendment slips or the covering letters 
of both, the above instructions for the safe custody of the Code Books shall 
apply mutatis mutandis to such files. All spare copies of amendntent slips 
must also be kept in a safe in the strong room. 

PROCEDURE TO BE FOLLOWED IN THE EVENT OF THE CHECK SIGNAL 
OR AMENDMENT THERE BEING LOST OR FALLING INTO 

UNAUTHORISED HANDS 

86. Should the Cypher or the Check Signal Book get lost or fall into 
unauthorised hands at any time, the fact shall immediately be reported by · 
telegrams to the Chief Accountant of the Reserve Bank of India at 
Bombay (Telegraphic address "RESERVE BANK", Bombay), for 
necessary action. The telegraphic message shall also be repeated to the 
Currency Officer of the Circle for his information. A detailed report 
regarding the circumstances attending the incident, the steps taken to 
trace the Code or the Check Signal Book in the case of a loss, and the 
precautions taken to prevent a recurrence, shall be submitted to the Currency 
Officer of the Circle as soon as possible thereafter . . In the event· of amend­
ment slips being lost or falling· into unauthorised hands, an immediate 
report by letter, and not by telegram, shall be made to the Currency Officer. 
This report shall be followed by a detailed report similar to that prescribed 
above for the Cypher Code and the Check Signal Book. · 

: 
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PROCEDURE TO BE FOLLOWED IN THE EVENT OF TRANSFER OF CHARGE 

87. When a Government servant who holds copies of the Code and Signal 
Book is relieved of his charge, he shall hand over the copies in his custody to 
the relieving Government servant and the latter shall certify as follows in the 
certificate of transfer of charge:-

"I hereby certify that I have received and hold in my personal custody 
................ . ... copy/copies of the Cypher Code of the Reserye Bank 
of India which has/have been corrected upto date. The last amendment 
slip received is No : ......... . , dated the ... ......... , for the Corle." 

" I also certify that I hilVe received and held in my personal custody 
. . . . . . . . . . . . . . . . . . . . copy/copies of the 'Treasury Agencies' Private 
Check Signal Book of the Reserve Bank of India which has/have been 
corrected upto date. The b<>t amendment slip received is No ..... . .... . , 
dated the .............. , for the Check Signal Book." 

ANNUAL PoSSESSION CERTIFICATES 

88. On the 1st day of April each year all holders of the Code and Check 
Signal Book shall sercd direct to the Currency Officer concerned a certificate 
in the following form:-

" I hereby certify that T hold in my personal custody ................ . . 
copy/copies of the Cyphe1 Code of the Rcseive Bank of India which has/ 
have been corrected upto date. The last amendment slip received is 
No ............. , dated the ..... ....... .. . ..... , for the Code." 

"I also certify that I hold in my personal custody copy/copies of 'Treasury 
Agencies ' Private Check Signal Book of the Reserve Bank of India which 
has/have been corrected upto date. The last amendnrent slip received is 
No ............... , dated the ...................... , for the Check 
Signal Book." 

Signature ..................... . 

Designation ................... . 

Place ................•..... ; .. 

Date .................... 19 

Sub-Treasury Officers shall also send a copy of the certificate to their 
respective District Treasury Officers. In order to obviate unnecessary 
reminders, a careful diary note of this shall be maintained by all holders. 
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Conduct of bu;ine3s in the event of Death or sudden incapacitation of 
an Agent of a branch of the State Bank of Jndia or its subsidiaries. 

89. 'In the event of the Agent of a Branch of the State Bank of India or 
any of its subsidiaries which conduct Treasury business dying or becoming 
suddenly incapacitated for duty and it being not possible for the State Bank 
or its subsidiary to make immediate arrangements for the transactions of 
bu ,:!'ess at the branch, the Govcnunent otlicial named hcreafter.'shoutd, 
provided, .the concerned Bank has by prior arrangement requested that he 
shouid do so- at once:-

(a) Visit th•) Bank in person, take over the keys of the strong room and 
other receptacles of treasure, notes or books and ensure that the st~ong-room 
is properly secured and direct the guard to report to him. 

(b) telegraph information of the occurrence to the local Head Office/Head 
Office of the concerned Bank; and 

(c) arrange for the due transactions of " URGENT" treasury business 
at the Branch. 

The responsibility for performing the function herein stipulated should, in 
the first instance, be primarily that of:-

(i) The Col!ector or District Officers at the District Head Quartqs. 
(ii) The Sub-Divisional Officer and Tahsildars at Sub-Divisional and 

Tahsildar HeJd Quarters; as the case may be. 

The concerned Government official should on no account take any action 
in regard to the Rmk's p;·ivate business, which together with such treasury 
business which is not of an urgent n:1.t ure may rennin in abeyance till a respon­
sible official of the conc·~rncd Bank takes charge of the branch. 

When it is impo<><>ible for the concerned Government official to take the 
action mentioned above in person i.e., on account of absence in c:1mp, he 
may delegate his function'> in this connection to any e ther Government official 
not below the rank of a confirmed sub-treasury officer, who is within easy 
reach of the branch, he shc·uld nominate such Government official for this 
purpose specially on each occasion when the necessity arises. 

Neitht.:r the Government nor any Government Servant will incur any 
respomioility either to the State Bank of India or its subsidiaries or to any 
third party by reason of anything done bonafide under these instructions. The 
Government official concerned would, ho_yvever, be responsible for the safe 
keeping, a:. a b:,.ilce of the keys of the strong room, etc. , taken over by him 
and the .. tccounting for the cash and other contents which he takes out from 
the strong room. 

--/ 

PRINTED . AT THE GOVT PHOTOZINCO PRESS, PUN~ - 1982 



e men Publications 
rom-

Bhanda:rbr I _ e • f g. Bad 
Lane rn. near p_· y c Gym 
PUY:: 41' 004 
Phone 56759 

e THE MANAGER 
GovERNMENT PRess AND BooK DEPOT 
Civil Lines 
NAG PUR 440 001 
·Phone 2261 S 

e THE SUPERV!SOR 
GovERNMENT BooK DEPOT 
Shaha Ganj, Near Gandhi Cbowk 
AVRANGABAD 
Phone 2525 

AND THE RECOGNISED BOOKSELLERS 


	sasabookfinal1
	sasabook
	sasabook2

	sachbook2
	14032012book200
	bookend


