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PREFACE

The Rajasthan Treasury Rules concern matters relating to regulation of the
custody of the Consolidated and Contingency Funds of the State, the payment of
money into such Funds as also the withdrawal of moneys.

The Rajasthan Treasury Rules/Manual were first published in 1952. The
second and third editions were taken out in 1964 and 1968 respectively. Since then
a large number of amendments, decisions, clarifications, instructions issued by the
Government have come into force. Accounting Rules for Treasuries were also
notified by the Central Government in 1992 laying down the manner in which the
initial and subsidiary accounts are to be maintained.

Keeping in view the need for simplification and rationalization of rules and
regulations and time elapsed since the last publication during which wide ranging
changes have been necessitated, and as part of the process mandated by the State
Government to examine the validity of outdated rules and procedures, it was
considered appropriate to thoroughly revise and update the Treasury rules so that
bottlenecks being faced in the working of the Treasuries are removed and the
procedures are streamlinad. As a result of this exercise, the new Rajasthan
Treasury Rules 1999-Main and Subsidiary have been prepared and are being
promuigated.

It is hoped that the new Rajasthan Treasury Rules will go a long way in
improving the working of the Treasuries and strengthening the financial
administration of the State.

Finance Department is grateful for the help and advice received from
Shri S.S. Parnami in preparnng draft of the new Rules, and the Accountant
General, Rajasthan who went through the complete draft and gave their valuable

suggestions.
UTeeNeR

(Dr. Adarsh Kishore)
Principal Secretary to the Govt.
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RAJASTHAN TREASURY RULES

Preamble

The Governor in exercise of the powers conferred under Article 283(2) of
the Constitution of India, hereby makes the following rules regulating the custody
of, payment into and withdrawal from the Consolidated Fund and Contingency
Fund of Rajasthan and the moneys credited to the Public Account of the State
and all other connected and ancilliary matters thereto, namely:-

MAIN RULES

GENERAL PRINCIPLES AND RULES

Short Title and Commencement

Rule 1: These Rules may be called the "TREASURY RULES OF
RAJASTHAN GOVERNMENT".

Thivly
Rule 2 : They shall come into force with effect from&first day of August,
1999. '
Rule 3 : If the Government considers it necessary and expedient to do

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

Rule 4 : Definitions : In these rules, unless the context otherwise
requires, the following expressions have the meaning hereby
assigned to them, that is to say :-

(a) "State", "Government", and "Governor" means respectively the
State of Rajasthan, the Government of Rajasthan and the
Governor of Rajasthan.

(b) - "Accountant General" means the Accountant General, Rajasthan,
> to whom the accounts are rendered by the Treasury Officers.

{1}



(c)

(d)

(e)

(f)

"Bank" means any office or branch of the Banking
Department of the Reserve Bank of India, any branch of the
State Bank of India acting as the agent of the Reserve Bank
of India in accordance with the provisions of the Reserve
Bank of India Act, 1934 (2 of 1934), any branch of a
subsidiary bank as defined in Section 2 of the State Bank of
India (Subsidiary Bank) Act, 1959 (38 of 1959) which is
authorised to transact Government business as agent of the
State Bank of India, or any branch of a bank as may be
appointed by the Reserve Bank of India as its agent under the
provisions of sub section (1) of Section 45 of the Reserve
Bank of India Act, 1934 (2 of 1934).

"Reserve Bank" means any office or branch of the Banking
Department of the Reserve Bank of India constituted under
the Reserve Bank of India Act, 1934 (2 of 1934).

"Government Account” means the account relating to the
Consolidated Fund, the Contingency Fund or the Public
Account.

' “Consolidated Fund" means the Consolidated Fund of the

State as referred to in Article 266(1) of the Constitution of
India.

"Public Account” means the Public Account of the State

oy, referred to in clause (2) of Asticle 266 of the Constitution of

India.

"Contingency Fund" means the Contingency Fund of ihe
State established under the Contingency Fund of Rajasthan
Act, 1956 (40 of 1956) in pursuance of Arlicle 267(2) of the
Constitution of india.

"Treasury” means a Treasury established at the headquarters
of the District or at any other convenient place in a District
and includes a Pension Payment Office and a Sub treasury,
unless the context otherwise provides.

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

{23



(&)

(b)

Q)

0)

(k)

M

(m)

(n)

Rule 5:

"Divisional Commissioner" means the Commissioner incharge of
the revenue administration of a Division comprising two or more
districts and includes for the purpose of these rules any other officer
for the time being authorised to discharge the duties of the
Divisional Commissioner.

"Collector” means the head of a district and includes any other
officer for the time being authorised to discharge the duties of the
Collector for the purpose of these Rules.

"Director, Treasuries & Accounts” means the Director, Treasuries
and Accounts, Rajasthan, and includes a Joint Director, in respect of
such functions as are entrusted to him.

"Director, Pension" means the Director, Pension and Pensioner's
Welfare Department, Rajasthan and includes Joint Director/Deputy
Director of that Department, in respect of such functions as are
entrusted to him.

“Inspector General of Registration and Stamps" means the Inspector
General of Registration and Stamps, Rajasthan.

"Treasury Officer"/"Pension Payment Officer” means an Officer
appointed to act as Treasury Officer/Pension Payment Officer in
respect of a Treasury/Pension Treasury and includes an Additional
Treasury Officer/Assistant Treasury Officer/Assistant Pension
Payment Officer in respect of such functions of the Treasury
Officer/Pension Payment Officer as may be assigned to him by the
Treasury Officer/Pension Payment Officer or any other higher
authority.

"Accountant” means Treasury Accountant posted in the Treasury to
discharge the prescribed functions.

"E-Payment” means payment of the taxes levied by or any other
amount due to State Government using electronic funds transfer
services of a Bank by instant debit to payee's account with Bank and
credit to the State Government account. |

Location of moneys standing in the Government Account

Moneys standing in the Consolidated Fund and/or Public
Account of the State must either be held in the freasury or in
the Bank. Moneys deposited in the Bank shall be considered as one
general fund held in the books of the Bank on behalf of the State.

1. Added vide Order No. F.2(1)FD/GF&AR/2001 dated 29.11.2007.
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Rule 6 :

("

(2)

(3)

(4)

The deposit of such moneys in the Bank shall be governed by the
terms of the agreement made between the Governor and the
Bank, as detailed in Chapter 1X of the Subsidiary Rules.

General System of Control over Treaasury

Unless the Government otherwise directs in any special case,
there shall be a treasury in every district.

The Treasury shall be under the general charge of the Collector.
The immediate executive control of the Treasury shall vest in the
Treasury Officer. The technical and budgetary control shall be
with the Director, Treasuries & Accounts. The Collector shall be
responsible for general administration and working of the
Treasury. Apart from security of cash, if any, stamps and
valuables, he would ensure punctual submission of all returns
required from the treasury by the Government, the Accountant
General, the Director Treasuries & Accounts oOf any other
authority.

Subject to the provisions  of this rule, the respective
responsibilities of the Collector; Director, Treasuries & Accounts;
and the Treasury Officer for conduct of the business of the
reasury shall be as are defined in Chapter | of Subsidiary Rules.

it shall be the duty of the Collector to sign and certify the Cash
Account of the Treasury every month in accordance with the
DIOVISIONS contained in Accounting Rules for Treasuries, 1992,
issued by the Government of India and rules 1.7A and 6.69 of
Subsidiary Rules.

When a new Collector is appointed to a district, he shall at once
report his appointment 1o the Accountant General; Director,
Treasuries & Accounts, in addition to other authorities nrescribed,
and shall certify the amount of cash balance, if any, and the stock
of stamps which he has taken over. The certificate shall be
submitted in such form and after such verification as s
prescribed in the Subsidiary Rules. :

{41



Rule 7 :

Rule 8 :

Rule 9 :

Rule 2.A:

(@)

Sub Treas

In the event of establishment of one or more sub treasuries under
a treasury, the arrangements for the administration thereof and
for the proper conduct of business therein, shall be such as is
prescribed in the Subsidiary Rules, subject to the provisions
contained in the Accounting Rules for Treasuries, 1992 issued by
the Government of India. The daily accounts of receipts and
payments of moneys at a sub treasury must be incorporated in
the accounts of the concerned treasury.

Office of the Accountant General

The Accountant General may, subject to such conditions and
limitations, if any, as the Government may think fit to impose,
perform all or any prescrived 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 Government Account of the State; provided that the
performance by the Accountant General of such duties shall be
subject to the consent of and such conditions as may be
prescribed by, the Comptroller and Auditor General of India.

Payment_of money into the Consolidated Fund _and Public
Account of the State

All money received by or tendered to Government servants on
account of the consolidated fund and/or public account of the
State shall without undue delay be paid in full into the treasury or
into the Bank and shall be included in the Consolidated Fund
and/or Public Account of the State. Except in cases where
departure from the above provision has been authorised by the
Government, the direct appropriation of receipts for expenditure
is strictly prohibited.

Money received by or deposited with
any officer employed in connection with the affairs of the State in

his official capacity as such, other than revenues or public money
raised or received by the State Government; of

{51}



(b)

Rule 10 :

Rule 11 :

Rule 12 :

(1)

(2)

Rule 13 :

Rule 14 :

by any court within the State to the credit of any cause, matter,
account or person;

shall be paid in the Public Account of the State. if any question
arises whether moneys are or are not moneys relating to or
forming part of the Public Account of the State, the question shall
be referred to the Government whose decision shall be final.

Unless otherwise expressly authorised by any law or rules or
orders having the force of law, money shall not be removed from
the Government account for investment or deposit elsewhere
without the consent of the Finance Department, Government of
Rajasthan.

The procedure at Treasuries/Banks in receiving moneys and
granting receipts therefor shall be regulated by the provisions
contained in Chapter VI of the Subsidiary Rules.

Custody of moneys relatin 'g_tg._QL.signQing in. the Consolidated
Eund and or Public Account of the State

The procedure for the safe custody of the moneys in the hands of
Government servants or held in a treasury shall be regulated by
the provisions contained in the General Financial & Accounts
Rules or Chapter IV of the Subsidiary Rules, as the case may be.

The Bank is responsible for the safe custody of Government
moneys deposited in the Bank.

Account of the State.

In Rules 13 to 29, the term “withdrawal' with its cognate
expression refers to the withdrawal of funds from the
Government Account for disbursements of or on behalf of the
State.

Uniess the Government otherwise directs in any case, moneys

may not be withdrawn from the Consclidated Fund and/or Public
Account of the State without the written permission of -

{6}



(i)
(i)

Rule 15:
(1)

the Treasury Officer; of

an officer of the Indian Audit and Accounts Department
authorised in this behalf by the Accountant General, as
provided in Rule 8 of these Rules.

Subject as hereinafter provided in this section, a Treasury

Officer may permit withdrawal for all or any of the following
purposes, namely:-

Q) To pay sums due from the Government to the drawing
officer; '

Gy 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;

(ii) To enable the drawing officer to supply funds to
another Government officer from whi imi
claims;

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

(v) In the case of a Government Officer or authority
empowered {0 make investments of moneys standing
in the Consolidated Fund and/or Public Account of the
State, for the purpose of such investments;

(vi) To pay sumson account of grants in aid, contributions,

etc.;

Notes : 1. The term grants-ih-aid‘ contributions etc. includes such

classes of expenditure as grants 1o local bodies,
religious, charitable or educational  institutions,
contributions to  public exhibitions and fairs,
expenditure from the discretionary grants and
compensation to Government servants, both Gazetted
and non-Gazetted, for accidental losses efc.

{7}



(2)

- Rule 16 :

Ruie 17 :

Ruie 18 :

2. In case of sanctions issued by the State Government
for payment of loan/grant/share contribution etc. to the
Corporation/Company, Board/Local Bodies, the
Treasury Officer shall see that the amount is not paid
in cash but credited to their respective Personal
Deposit Accounts.

{(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;

(ix) To make payment of pension/gratuity on the P.P.Os./
G.P.Os. issued by the Director, Pension Department,
Rajasthan or by any other officer of that Department
authorised for the purpose.

Unless expressly authorised by the Finance Department of
the Government of Rajasthan, a Treasury Officer shall not
permit withdrawal for any purpose not specified in sub rule (1)
of this rule.

Except as provided in rules 26 and 27 of these Ruiles, a

Treasury Officer shall not permit withdrawal for any purpose
unless the claim for withdrawal is presented by such person
and in such form and has been satisfactorily: submitted by the
Treasury Officer to such checks, as are prescribed in these
Rules and Chapter | and Chapter V-A of Subsidiary Rules.

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
issued by the Government in the Finance Department, the
Treasury Officer shall decline payment,

A Treasury Officer shall not honour a claim which he

considers to be disputable. He shall require the claimant to
refer it to the Cirector, Treasuries and Accounts.

{8}



Rule 19:

Rule 20 .

Except as provided by Rules 20 and 21, a payment shall, unless
Government by general or special order otherwise directs, be
made in the district in which the claim arises.

Exception : Payment of arrears in a district other than that in
which it arose under Rule 187 of GF&AR.

Subject to any order of procedure that may be prescribed by the

- Government or in the Departmental regulations, the leave salary

Note:
Ruie 21 :

Rule 22

Rule 23 :

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 immediately before proceeding on leave and
the Government servant must make his arrangements where
necessary, for getting his leave salary remitted to him. In a case
where a period of leave is followed by transfer, such portion of
leave salary as could not be drawn at the old station may,
owever, be drawn at the Treasury of office of disbursement from
which the pay in respect of the new post is drawn.

For payments outside the State, see Rule 175 of these Rules.
Pensions payable in india may be paid in any district of the State.

No withdrawal shail be permitted in respect of any pension until
the Director, Pension Department, Rajasthan, has intimated the
Treasury Officer, the rate at which payment shall be made,
provided that the Government may for special reasons waive the
provisions of this rule.

Exception : This rule shall not apply in case of the following °

(a) Pension sanctioned by the competent authority under the
old age/disability pension rules;

(b) Pension authorised by the Secretary, Legislative
Assembly or by any other officer of the department
authorised for the purpose.

No withdrawal shall be permitted on a claim for the first of any
series of payments in a district, of pay or allowances to a
Government servant other than a person newly appointed to

{9}



Ruie 24 :

Rule 25 :

Rule 26 :

Rule 27 :

Rule 28 :

Government service, unless the claim is supported by a last pay
certificate in such form as may be prescribed by the Government.

Exception : Payment in absence of Last Pay Certificate: The
head of office may authorise payment of pay and allowances to a
Government Servant who has not received Last Pay Certificate
for a period of three months in the first instance on the basis of a
statement given by the Government Servant indicating details of
pay and allowances last drawn, all kinds of recoveries and net
amount payable. In exceptional cases, he may extend this facility
for a further period of three months after recording reasons.

The Treasury Officer shall be responsible to the Accountant
General for acceptance of the validity of a claim against which he
has permitted withdrawal.

The treasury officer shali obtain sufficient information as to the
nature of every payment he is making and shall not accept a
voucher which does not formally present that information unless
there are valid reasons, which he shall record in writing for
omitting to require it.

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

A Collector may in circumstances of urgency, by an order, in
writing, authorise and require a Treasury Officer to make a
payment, not being 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 statement of the
circumstances requiring it, and the Treasury Officer shall at once
report the payment, to the Accountant General and the Director,
Treasuries and Accounts.

A Government servant who is authorised to draw moneys by
means of cheques shall notify to the bank and the treasury upon
which he draws, the number of each cheque book brought in use
and the number of cheques it contains.
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Rule 29 .

Rule 30 :

Rule 31

Rule 32 :
)]

When a Government servant who is authorised to draw oOf
countersign cheques or bills payable at the treasury of the bank
hands over charge of his office to another, he shall send duly
attested specimen of the relieving Government servant's
signature to the treasury officer and the bank.

Transf inQ_j e nsoli dF d/or
Pubii t t

The transfer of Government moneys from one treasury to
another, and between the cufrency chest balance and treasury
balance of a treasury and between a treasury and the bank shall
be governed by such instructions as may be issued in this behalf
by the Government after consultation with the Reserve Bank of
india. The transfer of money from or to a small coin depot to or
from a treasury under the control of the State Government shall
be governed by the directions contained in the Accounting Rules
for Treasuries, 1992, issued by the Government of India.

Responsibility for moneys withdrawn

If a treasury officer receives intimation from the Accountant
General, Director Treasuries & Accounts or the senior most
accounts personnel of the Department, namely, Financial Advisar
or Chief Accounts Officer or Senior Accounts Officer or Accounts
Officer, that moneys have been incorrectly withdrawn and that
certain sum shouid be recovered from a drawing officer, he shall
effect that recovery without delay and without regard to any
correspondence undertaken of contemplated with reference to
the retrenchment order and the drawing officer shall without
delay repay the sum in such manner as the officer sending the
intimation of recovery, may direct.

Subject as hereinafter provided in this rule, the -procedure to be
observed by a Government servant in regard to money
withdrawn from the Consolidated Fund and/or Pubiic Account of
the State for expenditure shall be regulated in accordance with
the provisions contained in the General Financial & Accounts
Rules of the Government of Rajasthan.
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(2)

(3)

Rule 33 ;

Rule 34 :
(1)

A Government servant supplied with funds for expenditure shall
be responsible for such funds until an account of the same has
been rendered to the satisfaction of the Accountant General. He
shall also be responsible for seeing that payments are made to
persons entitled to receive them.

If any doubt arises as to the identity of the Government servant
by whom an account of such funds shall be rendered, it shall be
decided by the Government.

Inter Government 1 ransactions

In pursuance to rules made and procedure laid down by the
Central Government, the Treasury Officer may receive or
authorise the Bank to receive moneys tendered on behaif of the
Central Government; and may make or authorise the Bank to
make disbursement on behalf of the Central Government. Such
civil and miscellaneous transactions shall be accounted for by the
treasuries under the budget head indicated in Chapter 2 of the
Accounting Rules for Treasuries, 1992, issued by the Centra!
Government, for hecessary cash settlement by the Accountant
General with the concerned Pay and Accounts Officer or any
other officer concerned.

The Treasury Officer may, subject to any general or specific
direction of the Government in this behalf, receive or authorise
the Bank to receive moneys, tendered on behalf of another State
and may, if so required by the Accountant General, make or
authorise payment of any claim against another State. The
necessary classification of credits or debits in respect of such
receipts in the Treasury accounts shall be made in the budget
head as indicated in Chapter 2 of the Accounting Rules for
Treasuries, 1992, issued by the Government of India.

Moneys paid or received in the office of the Accountant General,
on behalf of another State, and book entries made in the office of
the Accountant General effecting the accounts of another State
shall likewise be adjusted by the Accountant Generai.
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(2)

Rule 35 :

Rule 36 :

Rule 37 :

Rule 38 :

Rule 39 :

Similarly the transactions relating to receipts and payments of the
State occuring at a treasury/Bank in another State shall be
classified and adjusted in accordence with the procedure laid
down in the Accounting Rules for Treasuries, 1992, issued by the
Government of india.

Misceilaneous

The Accountant General in the exercise of any of his functions
under these Rules shall be subject to the general control of the
Comptroller and Auditor General of India.

Nothing in these Rules, and nothing prescribed under these
Rules, shall have effect so as to impede or prejudice the exercise
by the Comptroller and Auditor General of india of the powers
vested in him by the Cemptroller and Auditor General's (Duties,
Powers and Conditions of Service) Act, 1971 and Accounting
Rules for Treasuries, 1992, issued by the Government of India, in
regard to the manner in which initiai and subsidiary accounts
shall be kept by treasuries and accounts returns rendered to
Accountant General and other connected matters and to be
accompanied by such vouchers for their support as he may
require for purposes of audit or for purpcoses of keeping the
accounts for which he is responsible.

Nothing contained in these Rules effects the validity of any order,
instruction or direction contained in any authorized Departmental
Code, Regulation, Manual or any other compilation in force on
the date of promulgation of these Rules except in so far as such
order, instruction or direction is inconsistent with , or repugnant to
any distinct provision contained in these Rules.

No authority may exercise any power conferred upon it by these
Rules so as to impose upon the Bank in connection with the
business of the Government any responsibility not imposed upon
the Bank by the terms of its agreement.

The issuance of these Rules is subject to the provisions
contained in the Accounting Rules for Treasuries, 1992, issued
by the Gvoernment of India, with regard to the manner in which
initial and subsidiary accounts fo be kept by treasuries and
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Rule 40 :

Rule 41 :

Rule 42 :
(a)
(b)

(c)

{d)

accounts returns rendered to the Accountant. General. The
Accountant General Rajasthan may introduce such changes in
details, as he may deem necessary, as regards accounts returns
to be rendered to him.

Where any doubt arises as to the interpretation of any of these
rules, it shall be referred to the Government in the Finance
Department whose decision shali be final on the subject.

On the commencement of these rules, the Treasury Rules of
Rajasthan Government, 1951, as amended from time to time, in
force immediately before such commencement, and any
regulation or order, notification, circular etc: issued, shall, in so
far as it provides for any of the matters contained in these rules,
ceases to operate.

Provided that anything done or any action taken under the old
rules shall be deemed to have been done or taken under the
corresponding provisions of these rules.

SUBSIDIARY RULES

CHAPTER | : GENERAL ORGANISATION

fTr [
The Treasury shall be under the general charge of the Collector.

The immediate executive control of the Treasury shall vest in the
Treasury Officer.

The technical and budgetary control of the Treasury shall vest
with the Director, Treasuries and Accounts.

The executive charge of a district treasury shall, as a rule be

entrusted to a member of the Rajasthan Accounts Service.

During the absence of a permanent Treasury Officer, the charge

of a treasury may be entrusted to such other officer as the

Collector may deem suitable. While making such arrangement,
{14}



Rule 43 :

Rule 44 :

Rule 45 ;

the Collector shall keep in view that the appointment of a very
junior officer to the charge of a treasury is objectionable.

Collector

The Collector, being in general charge of the treasury, shall be
immediately responsible to the Government in the Finance
Department for its general administration and working. The
appointment of a Treasury Officer to the immediate executive
charge of a treasury shall in no way relieve the Collector from this
responsibility. This responsibility extends not only to the security
of cash balance if any, stamps, other Government property and
the immediate detection of any irregutar practice on the part of
the subordinates, but also to the punctuality of the submission of
prescribed accounts and returns and to the implicit obedience of
the Treasury Officer to the instructions issued by the
Government, Accountant General, Director Treasuries &
Accounts or any other competent authority.

The Collector shall send immediate notice to the Government,
Accountant General, Director Treasuries & Accounts and other
concerned authorities of any defalcation or loss of public money,
stamps, or other property discovered in the treasury or a sub
treasury, even when loss of public money, stamps or other
property discovered in the treasury or a sub treasury, 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 defalcation or losses as aforesaid and on reporting such
cases to the Accountant General and other authorities, the
Collector shall be guided by such general orders or instructions
as may be issued in this behalf by the Government.

Petty cases, that is cases involving losses not exceeding
Rs. 2000.00 each, need not be reported to the Accountant
General unless there are in any cases important features which
merit detailed investigaticns and consideration.

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 knowledge, after personal investigation, can
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Rule 46 ;

(i)

(it)

(iit)

Rule 47 :

Rule 48 ;

Rule 49 :

be considered satisfactory. It is not enough for him to pass on
the explanation to his subordinates in as much as reports
prepared in this manner have very often, by lulling suspicion,
lead to greater irregularity afterwards.

The Collector is bound to satisfy himself by periodical
examination ie. monthly for cash, if any, and annually for
stamps, securities, draft and cheque forms, that-

the actual stock of cash, stamps and securities is kept under joint
lock and key, (one key with the Treasury Officer and the
otherwith cashier) shouid correspond with the book balance;

the cashier does not hold a sum larger than is necessary for the
convenient transaction within the treasury and that this sum
together with the value of stamps, if any, in his custody, is not
larger than the security given by him: and

the sub treasury balances are verified once in a month by a gazetted
officer besides the verification done by himself during his tour.

The Collector shall satisfy himself atleast every guarter that the deposit
registers are kept according to prescribed rules and that all necessary
entries are made and initialed without fail by the Treasury Officer at the
time of the transactions. He should record such a cerificate on the
Abstract Register of Receipt of Deposits every quarter.

The Collector shall be especially careful, when taking over or
handing over charge, to see that the amount of cash balance, if
any, and the stock of stamps is thoroughly verified and that a
certificate in form Ty.44 is sent to the Accountant General on the
same day when the transfer of charge takes place.

The Collector when at headquarters must always verify the
treasury balance, if any, in person on the first of each month and
sign the account to be rendered to the Accountant General and
Finance Department . When he is absent on tour or otherwise on
the first of the month, these duties may be performed by the next
available senior most officer of the district administration under
him. The reasons for not signing the account by the Collector
should invariably be stated.
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Rule 50 :

()

(i)

Rule 51

Rule 52 :

Rule 53 :

He is required to sign the Cash Account every month supported
by certificates prescribed in rule 89 and 100 of the Accounting
Rules for Treasuries, 1992, and as indicated in rule 282 of
Chapter V1 of these Subsidiary Rules.

irector. Treasuries & un
The Director, Treasuries and Accounts shall be responsible for -

giving guidance to the Treasury Officers on technical matters;
and

ensuring implicit obedience by the Treasury Officers to the
Treasury (Main and Subsidiary) Rules particularly with regard to
receipt, custody and withdrawal of funds from trecasury,
compilation of accounts and their rendition to the Accountant
General.

He would conduct detailed inspection of the treasury atleast once
in a year with a view to ensure that the rules prescribed in the
Main and Subsidiary Treasury Rules and instructions issued by
the Government from time to time are followed by the Treasury
Officers.

He can delegate this function to his Joint Director in respect of
Treasuries other than "A’ Class or as may be directed by the
Finance Department from time to time.

He would be responsible for supply of padlocks and for proper
accounting thereof. He would ensure compliance of the rules on
the subject by the Treasury Officers/ Sub Treasury Officers.

HMe would be responsible for providing necessary funds for
working of the treasury and control of expenditure thereof, as
Controlling Officer of the budgetary Grant.

He would be responsible for following up of defalcation cases
discovered in the Treasuries and where detailed checking/audit is
required, he would arrange for the same either from his officers
of his own department or through the Directorate of inspection.
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Rule 54 :

Rule 55 ;

Rule 56 ;

Rule 57 :

Rule 58 ;

(N

(2)

3

Rule 59 :

He would ensure that the Treasury Officer maintains accounts of
Long Term Advances as prescribed in the rules for that Scheme.

He would arrange to get monthly figures of receipts and
expenditure from the treasuries and apprise the Finance
Department every month of the latest ways and means position.

He would arrange to coliect monthly vouchers of pension
payments of Defence Personnal, Northern Railways and Central
Goverment and to obtain reimbursement from the concerned
authorities like C.D.A.(P), Allahabad etc.

He would ensure that the Treasury Officers follow the
instructions/directions issued by the Government from time to
time.

Treasury Officer

The Treasury Officer is responsible to the Collector and the
Director, Treasuries and Accounts, as laid down in this Chapter,
for the working of the treasury and he is jointly responsible with
the Collector for the safe custody of the cash, stamps etc. and
other Government property.

The Treasury Officer will not be held responsibie in the event of
any loss or defaication, if he can show that he has strictly
observed the rules prescribed for his guidance in each branch of
his duties and that he has enforced their observance on his
subordinates.

While discharging his duties as Treasury Officer he would deal
with other offices/Departments only in the capacity of Drawing
Disbursing Officer and not in their individual capacities.

The Treasury Officer is responsible to the Director, Treasuries
and Accounts for keeping the accounts of the treasury strictly in
accordance with the directions contained in these (Main and
Subsidiary) Rules and as may be issued from time to time, for the
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Ruie 60 :

(1)

(2)

(3)

4)

(5)

(6)

(N

(8)

accuracy of all initial records and vouchers and for regularity of
all transactions taking place at the treasury.

The special personal intervention of the Treasury Officer is
reguired in the following matters of treasury procedure:-

He is required to see that every voucher on which he passes an
order for payment is complete in every respect.

A check list is given in the Annexure attached to this Chapter for
the guidance of the Treasury Officers, which is only an illustrative
one and not an exhaustive one.

He is not to honour a claim which on the face of it is disputable,
but to refer the claimant to the Director, Trasuries & Accounts,
Rajasthan/ Regional Joint Director concerned.

He has no general authority to deal with the demands presented
at the treasury; his authority to make payments is strictly limited
to the rules prescribed for the purpose.

He is required to make recoveries exactly in accordance with the
instructions issued by the Accountant General, Director
Treasuries & Accounts: and senior most Accounts Personnel of
the Department namely Financial Advisor or Chief Accounts
Officer or Senior Accounts Officer or Accounts Officer as the
case may be.

He is required to observe due precautions in receiving money,
stamps, valuables etc. into, or giving it out from double locks.

He is required to see that the daily postings of revenue and
receipts in the treasury registers are checked by the tresury
Accountant or his Assistant with the challans and the sub
treasury accounts. He is further required to verify the monthly
totals of all the departmental revenue returns.

He is required, either at the close of the day's business, or before
commencing the business of the next day, to examine the daily
accounts with the challans and vouchers at the headquarter
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(9)

(10)

(11)

(12)

(13)

(14)

(13)

(16)

treasury and daily sub treasury accounts; and to satisfy himself
that -

(@  each item of charge is supported by a voucher:

(b)  every item of each challan and of each sub treasury daily
account is embodied in its proper schedule; and

(c)  the totals of all the registers are correctly entered in the
cash book.

He is required to satisfy himself before despatch of the list of
payments and cash account, that the all necessary vouchers and
schedules are attached. He is expected to check the schedules
with the vouchers at intervals during the month.

He is personally responsible for any payment of pension wrongly
made.

He is required to initial every entry in the revenue deposit
register.

He is required to see that all notices regarding the hours of
business etc. are pasted in conspicuous place in the office.

He is required to probibit erasures in any account, register or
schedule, or in the cash account: to verify and initial every
correction in them and to take special care with all vouchers and
accounts showing signs of alteration and if such documents be
frequently received from any office, to draw the attention of the
head of the office to the matter.

He is required to initial each entry in the pension register and
also on the reverse of both the portions of the pension payment
orders.

He is required to see that necessary precautions have been
observed in the payment of cheques to the disbursing officers.

He should see that revenue stamp wherever affixed on the sub
vouchers is defaced beyond any use again.
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a7

(18)

(19)

(20)

No notice regarding financtal matters shall be exhibited in any
treasury until its form has been approved by the Reserve Bank of
India. This does not refer to any notice issued by the revenue or
other departments with which the Accounts Depariment is not
concerned, nor to notices informing the public that the treasury
will be closed on particular day(s) or the like, but notices of a kind
which may in any way commit Government with the public
regarding financial matters should be previously sanctioned by
the Reserve Bank.

Specimen signatures received by the Treasury Officer shouid be
carefully pasted in guard files which must be kept in the personal
custody of the Treasury Officer. One set of guard files may be
kept in the personat custody of the Accountant Cardex system
may be used.

He is required to see that all salary bills and bills for loans and
advances are first passed on to the Officer in charge of the State
Insurance Department posted in the Treasury, for scrutiny and
that the bills are passed only after they are initialed by the
concerned officer of the State Insurance Department in token of
his having checked the bills with regard to the deductions relating
to his department. In case the requirements of the State
Insurance Department are not complied with, the Treasury
Officer should return the bill(s).

The Treasury Officer shall check the arithmeticai computation on bills.

Note: When a bill presented for payment contains obvious
arithmetical mistakes or trifling mistakes which can be
easily corrected, the Treasury pfﬁoer should not return
such bills but should correct thém and pay the corrected
amount of the bill. Similarly, where bills ¢ontain doubtful
items which can easily be eliminated, the Treasury Offier
should disallow the doubtful items and pay the remaining
amount of the bills. In all cases, the corrections made and
the reasons therefor should be intimated to the person
who presented the bill and if necessary to the Director,

- Treasuries & Accounts.
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(21)

The Treasury Officer s required to perform such of the duties
and functions as are entursted to him and as are laid down in

- the Rajasthan State Pensioners Medical Concession Scheme

(@)
(23)

"Rufe 61°

issued by the Government.

The Treasury Officer is required to perform such functions and
duties as are laid down for him in respect of maintenance of
accounts of Advance Hazard Fund and other aflied functions.

The Treasury Officer is required to perform such other functions

‘and such other duties as may be entrusted to him by the
~ Government from time to time.

fation with the Accoun

The Accountant General may direct his communications
regarding the treasury accounts and procedure either to the

Collector; Director, Treasuries & ‘Accounts of to the Treasury

Officer. When a reference has been made by the Accountant

- General, Rajasthan to the Collector or the Director, Treasuries &

Accounts, He may not forward merely the explanation of the
Treasury Officer as his own reply to the question or enquiries

. cohcerning the treasury work.

Rule 82 :

Cashier

~ The cashier employed in treasuries and sub treasuries are

responsible for the handling of cash, stamps and valuables etc.

. at treasuries/sub treasuries. It is the duty of the Collector and the

‘Treasury Officer to see "~ that the cashier furnishes sufficient
- security in the form as is prescribed in General Financial and

Accounts Rules or as may be laid ‘down’ by the Government

 against loss due to his negligence or fraud.

‘Rule 63:

(N

The Accountant (compilation) is responsible, under the orders of
the Treasury Officer, for keeping complete records of cash and
book transactions of the treasury and subordinate sub treasuries
and for the compilation of prescribed accounts and returns strictly
in accordance with the directions and orders in force.
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(2)

3

(4)

)

(6)

Rule 64 :

The Accountant (Payment) should see that the rules and orders
in force are observed in respect of all the transactions of the
treasury and to bring all these cases of irregularity to the notice of
the Treasury Officer.

The Accountant (Payment) is required initially to examine all the
bilis, cheques and other claims presented at the Treasury, on the
points mentioned in rule 60 of these Rules. He will also verify the
signatures of the drawing officer/drawer of cheque in all cases
and in particular he will be responsible for the verification of
signatures of all claims upto the amount of Rs. 10,000. He will be
jointly responsible with the Treasury Officer for verification of all
claims exceeding Rs. 10,000.

He is further required to perform the duties and carry out the
functions as are prescribed by the Government in Appendix V of
GF&AR for Accountants.

He may be required to inspect, under the orders of the Treasury
Officer, the acceunt records of sub treasuries and to check a
percentage of the initial accounts.

He is also responsible to carry out any other function or duty
allotted to him by the Treasury Officer.

r ines

The Treasuries and Sub Treasuries shali remain open for
transaction of such business on such days and during such hours
as may be notified by the Finance Department from time to time
provided that in the event of an emergency-er on the receipt of a
request in writing from any Military disbursing Officer including
Senior Commanders, Airforce Station Commanders and Senior
Naval Officers on an occasion entailing mobilisation, the Collec-
tor shall, for transacting official business in connection with such
event, arrange for the Treasury/sub Treasury required to transact
such business to be kept open for not more than four consecutive

days at a time and in case Government treasury work is

conducted by a bank, also request the Manager of the concerned
Bank to keep the bank open.
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Rule 65 :

Rule 66 :

(1)

(i)

(iii)

(iv)

@)

(i)

'[Additional Treasury Officer/]Assistant Treasury Officer
'[Additional Treasury Officer/]Assistant Treasury Officer while
performing the functions entrusted to the '[Additional Treasury
Officer/]Treasury Officer will exercise the same checks as have been
prescribed in these Rules for the Treasury Officer.

He will perform such duties and such functions as are entrusted to
him by the Treasury Officer and a copy of such an order shall be
endorsed to the Collector, Director, Treasuries & Accounts and the
Accountant General. In case the Treasury Officer receives any other
directions with regard to such an order, he will modify the duties and
functions of '[Additional Treasury Officer/]Assistant Treasury
Officer accordingly.

He will, under orders from the Treasury Officer, carry out inspection
of sub-treasuries on his behalf. In performing this function, he will
comply with the provisions contained in Chapter VIII of these Rules.

He is responsible to the Treasury Officer for the proper conduct of the
duties and for the observance of the rules.

Sub-Treasuries

There are two types of sub-treasuries as under :
(a) Independent sub-treasuries;

(b) Other sub-treasuries.

Independent sub-treasuries are those which have been vested with the
powers of passing claims without the intervention of the Treasury
Officer.

There shall be a sub-treasuries in each Tehsil. The head quarter
of a sub-treasury shall ordinarily be situated at the headquarters
of the Tehsil. Independent sub-treasuries are under the
executive charge of Assistant Accounts Officers of Rajasthan
Subordinate Accounts Service, whereas the Tehsildars will have the
executive charge of the other sub treasuries. The sub-Treasury
Officer either of independent sub-treasury or  other sub treasury is

1. Added vide Circular No.21/2010 dated 4.8.2010.
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(iii)

responsible to the Treasury Officer for the proper conduct of the
duties and for the observance of the ruies.

(1

2)

When the incharge of the independent sub treasury is
absent from the headquarters on leave or otherwise, he
shall ordinarily make over charge of the sub treasury to
the Tehsildar of the area, uniess other arrangements are
made by the Collector under intimation to the Treasury
Officer.

When the officer incharge of the other sub treasury is at
headquarters, he should himself conduct the business of
Sub Treasury leaving no part of his duties to be performed
by his Naib Tehsildar. In his :absence from the Tehsil
headquarters, the Tehsildar before leaving, shall ordinarity
make over charge of the sub treasury to the Naib
Tehsildar but where there is no Naib Tehsildar or is
absent, the Tehsildar shalt make over charge of the Sub
treasury to a tehsil official not below the rank of a Tehsil
Revenue Accountant/Junior Accountant. A similar course
shall be followed by the Naib Tehsildar, if at any time while
in charge of the sub treasury, during the absence of the
Tehsildar, he is compelled, before the return of that
Officer, to leave headquarters. It must only be in cases of
emergency that the Tehsildar and Naib Tehsildar shall be
absent from the headquarters at the same time.

Notes: (i) |t is the duty of the relieving officer to bring to the

notice of the Treasury Officer, with a copy to the
Collector/Director, Treasuries & Accounts, any
irregularity or objectionable practice that may come
officially to his notice.

(i) In the case of casual absence lasting for not more
than 3 days, no formal change of charge need take
place provided the permanent incumbent takes full
responsibility  for the proper conduct of the
business of the Sub Treasury.

(i)  In case the charge of a Sub Treasury is being held
by Tehsil Revenue Accountant or Junior

£25}



Rule 67 -

(1)

(2)

3

Accountant, he will not be entitled to draw any
funds in view of F.D. circular No.
F.7(A)/36/FD/R&AI/79-1l dated 7-9-1980.

ngp.gnsibiiity of the Sub Treasury Qfficer.

The Sub Treasury Officer should pay strict attention to the daily
routine of the sub treasury work and should see that the rules for
the conduct of the sub-treasury business are properly observed.
He is required to satisfy himself of the accuracy of every claim
before he makes payment and to follow strictly the rules
prescribed for his guidance in the matter. In regard to cash and
other property placed in his charge, he is responsible for seeing
that the rules prescribed for the custody and accounting of
moneys and other property are strictly observed both by himself
and by his subordinates and in the event of loss or
embezzlement, he will not be held responsible only if he can
clearly show that he has strictly observed the prescribed rules in
each branch of his duties and has enforced their observance on
his subordinates. Apart from this general responsibility for the
conduct of the sub treasury business, there are certain matters in
which the personal intervention of the sub treasury officer is
required as detailed below :

The Sub Treasury Officer incharge of independent Sub Treasury
shall exercise personal care in the matter of Sub Treasury
procedure with regard to the passing and authorising payments
of various ¢laims presented at the Sub Treasury, as is prescribed
for the Treasury Officer under these rules, particularly rule 60.

The personal intervention of the Sub Treasury Officer is required
for the Sub Treasury in respect of matters mentioned in sub rule
(3), (6). (10), (11), (13), (14),(15) and (20) of Rule 60 for the
Treasury Officer.

" He s further required -

t) to observe strictly all the rules of sub treasury procedure
and to enforce their observance on each of his
subordinates, and to pay close attention to all details of
daily routine.
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(i)
(iif)

(iv)
(v)

(vi)

(vii)

(viii)

(ix)
(x)

(xi)

to keep in safe custody aill Government moneys and other
property which may be placed in his charge.

to verify thé' cash balance and submit the report in the
prescribed form every month on fixed dates.

fo keep his sub treasury balance as low as possible.

to exercise prescribed checks before signing the daily
balance sheet of the cashier, to examine the correctness
and good order of the entries made therein and to
compare them with those in the balance sheet of the
Accountant.

to verify the cash balance in the hands of the Cashier, if
any, every night before the sub treasury is closed.

to examine the daily account and satisfy himself that every
item of challan has been properly entered in the accounts;
that the daily comparison of accounts prescribed under the
rules has been carried out by the officials concerned; that
each item of payment is supported by its requisite
voucher; that the totals have been correctly copied out
from the supplements and entered into the daily siaha,
that they have been correctly arrived at, and that the
closing balance agree with the actual cash in hand and
with the balance as on the books of the Cashier.

to satisfy himself before the despatch of the daily siaha
that the necessary vouchers and challans are attached.

to acknowledge personally remittances of all sums.

to recover any amount disallowed by the Treasury Officer
as unauthorised promptly and without listening to any
objection or protest, and to refuse to pay in future any
such amount until the Treasury Officer withdraws his
objection.

to observe the prescribed precautions before paying a bill,
cheque, or cash order drawn on his sub treasury.
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Notes:1.

In order to ensure admissibility and genuineness

of a claim, he will be guided by the principles
laid down in rule 60 (1) to the extent applicable
in the particular case.

Specimen signatures of the drawing officers
shall be kept in guard files in his personal
custody. The duty of verification of signatures on
cheques or bills shall be of that officer who for
the time being acts as Sub Treasury Officer.
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01.
02.

03.

04.
05.
06.
07.
08.

09.
10.
(AN

12.

13.

14,

15.

16.

ANNEXURE TO CHAPTER |: CHECK LIST
(Rule 60(2))

Drawal of bill on proper prescribed printed form.
Detailed classification must be mentioned on the top of the bill.
Budget provision (in appropriate column) and mention of Plan/Non
Plan/C.S.S. should be filied in and a copy of Budget allocation must
be submitted to the Treasury/Sub Treasury.
Attest all erasures, overwritings or alterations.
Prepare bill in Hindi.
Figures to be in international numericals.
Correct totals.

Signatures under printed certificates of the bills.

Signatures of drawing officer on the bill must tally with the specimen
signatures submitted to the Treasury/Sub Treasury/Bank.

Never make initials but always put full signatures; (as per specimen
signatures) on the Bills/Cheques for treasury and Bank.

Mention reasons for drawal of part payment of pay and allowances,
(otherwise pay is always drawn for an entire month).

Seprate bill for payment debitable to different major budget heads.

Assignment of bill number and date in the bill and bill transit register
number.

Mention the period of claim.

Separate bill for temporary establishment and permanent
establishment, arrears of pay, leave salary etc.

On first drawal of salary, requirement of rules as under :
{29}



17.

(i)

(ii)

(iii)
(iv)

(v)

(vi)
{vii)

Last Pay Certificate ( on transfer) or "authority" or "sanction”
to claim the pay etc. in absence of LPC as per rules.

Introduction card of employment exchange (X-3) for a fresh
appointment, if necessary.

Date of birth in the appointment order.

Non availability Certificate . from the GAD/Collector or any
other authority prescribed for the time being.

Certificate of obtaining of appropriate medical certificate on
the bil.

Certificate of appointment as per Roster System.

Appeintment Order and date of joining.

Prescribed Certificate /Statements :-

0
(i)
(iii)

(iv)
{v)
(vi)
(vii)
(viii)

(ix)

Periodical increment certificates.
Absentee statement.

Certificate under Rule 186 of GF&AR for arrears of pay and

allowances.

Due and Drawn Statement for arrears.

Statement of Pay and aliowances given by the concerned
drawing officers for claiming arrears.

Certificate of House Rent by Head of Office.

Certificate of verification of service record for the month of
June every year.

Competent sanction regarding "Honorarium"/Fee”.

Certificate for actual expenses incurred on transporting
personal effect/conveyance in case of transfer.
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(x) Certificate regarding number and relationship of the members
of Government servanf's family in case of transfer T.A.

{(xiy ~ Treasury voucher mentioned on form number 1 (GA 18) by
treasury shall be recorded on the Arrear bili.

(xit}y  Certificate for cash not drawn previously.

(xiii) Income Tax deduction in form GA-88 with the bill of February

every year.
18.  Precheck in respect of time barred claim.
19. Recovery schedule -

(i) Income tax deduction form GA 83 showing Income Tax and
surcharge separately.

(i) Food grain, Insurance, House Rent, Furniture Rent including
Garden Rent, Provident Fund, Loans and Advances and other
deductions.

(i)  Provident Fund Account Number, Insurance Policy Number
etc. ‘

T.A. and Medical Bills
20. Ticket number or money receipt in case of TA claims for first class
claim/Delux, super delux buses/A.C. coaches. Purpose of journey in

TA claims.

21.  Consolidated bill for staff of Medical and T.A. claims.

22.  Counter signature by the controlling authority. Signature of
controlling authority must be submitted in Treasury.

23.  Attestation of voucher by authorised medical attendant in respect of
medical claims.

24.  Essentiality certificate duly signed by Authorised Medical Attendant.

25. Date of commencement and completion of treatment mentioning

number and date of reimbursement register.
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26.  Certificate on Cash Memos of Medical Claims as under : "Amount
drawn in the Bill No.... dated "

27.  Enclose GA Form No.18 with the bill (TV Slip).
28.  Proper endorsement,
'[29. Affix Revenue Stamps (more than Rs, 5,000/-).]

30.  Contingent bill :

(i)  Consolidated bill for items under the same Budget head.

(i)  Original copies of the Voucher for more than Rs. 1,000 (Rs.
one thousand).

(i)  Pay order on the voucher with amount in figures and words.
(iv) Countersignatures.
(v}  Certificate on drawal of next AC bi]| under GF&AR.

(vi) Certificate of Monetary and Quantitative limits exercised by
drawing officer.

(vii) Stock entry certificate.

(viii) Certificate of purchasing from the market with the sanction
from Finance Department where the items are on CSPO/DGSD
rate coritracts.

(ix) Revalidation of deposit repayment and refund of revenue order
in case of more than 3 months old.

31.  Cheque

(1)  Joint signature of Pradhan/Pramukh, Collector/PD DRDA
required if amount exceeds the prescribed limits.

(i)  Reconciliation of Personal Deposit (PD) Account must be
made in April each year.

1. Substituted vide Order No. F 2(1)FD/GF&AR/2001 dated 24. 12.2005 for
- "Affix Revenue Stamps (more than Rs. 500/-)".
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32.

(i)
(iv)

Ensure balance in P.D. Account.

Amount to be shown "underRs. ............ ",

Miscellaneous

(i}

(i)

(iif)

(iv)

(v)
(vi)

Treasury to raise objections on a separate sheet and not on
Form No. 18 attached with the bill.

Treasury to ensure compliance of specific points/directions
issued by the Government and Director, Treasuries and
Accounts.

Recording of necessary certificates and counter signature on the
bills of Grant in aid, Loans and Advances and Scholarship etc.

Request for revalidation of claims to contain reasons for non
drawal of amount within validity period.

Treasury to ensure compliance of retrenched/disallowed amount.

Any other point.



CHAPTER I

RECEIPT OF GOVERNMENT MONEY AND PAYMENT
OF SUCH MONEY INTO THE GOVERNMENT ACCOUNT

'[Rulc 68:

Rule 69 :

Rule 70;

(1) (a)

(b)

General

Payment of Government dues or other money into the treasury
or the Bank may ordinarily be made in cash, but cheques,
Bank Drafts and Banker's cheques, E-Payment may also be
received for credit in the Consolidated Fund of the State and/or
Public account. ]

Receipt of Coins, Notes etc.

Government dues or other moneys receivable on Government
account may ordinarily be realised in legal tender coin or notes
only.

Chegues tendered in pavment of Government dues

At places where the cash business of the treasury is conducted
by the Bank, cheques on local Banks may be accepted in
payment of Government dues, or in settlementd of other
transactions with the Government, if the cheques have been
crossed and made Accounts' payee by the drawer, or the
acceptance of uncrossed cheques in that class of transactions
has been permitted by the Government.

Until, however, a cheque has been cleared, the Government
cannot admit that payment has been received and consequently
final receipt shall not be gra'nted when a cheque is tendered.
An acknowledgement of the receipt of the cheque only may be
given in the first instance but if a person, making payment in
this manner so desires, a formal payment receipt shall be sent
to his address afier the cheque has been cleared. Collection
charges of the Bank, if any, will be recovered by or under
instructions of the Bank from the party presenting the cheques.

I. Substituted vide Order No. F21FD/GF&AR/2001 dated 29.11.2007 for - " General - Payment of Governument
dues or other money into the treasury or the Bank may ordinanly be made in cash, but cheques, Bank Drafts and
Banker's cheques may also be received for credit in the Consolidated Fund of the State and/or Public account.”
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e

(d)

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

“Received cheque No. .............. forRs........
on account of ..ol drawn on

In the event of a cheque being dishonoured by the Bank on
presentation, the fact shatl be reported at once to the tenderer

- with a demand for payment in cash, but the Government cannot

Note:

(e)

Note:

(2)(a)

(b)

accept any liability for loss or damage which may possibly occur
as a result of delay in intimating that the cheque has been
dishondured.

The Government may also consider criminal action against the
person who has sent the cheque which has been

bounced/dishonoured for want of sufficient balance in his

account,

When Government dues which are payable by certain fixed
dates are paid by cheque, the person desiring to make such
payments in this manner 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 tater will not be accepted.

"The term “Local banks' as used in this rule means banks

located in the Station ih which a Bank treasury is situated.

Bank Draft/Banker's Cheques shall not be distinguished from
ch'eques for the purpose of these rules.

A Cheque, Bank Draft/Banker's Cheque or endorsed bill
tendered in payment of Government dues accepted under these
provisions, is honoured on presentation, payment shall be
demand to have been made if the Cheque/ Bank Draft/Banker's
Cheque is handed over to the Government's bankers or to a
Government servant authorised to receive money on behalf of
the Government on the date ‘on which it is handed over:
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Rule 71 :

Rule 72 :
1

(2)

Note:

@)

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

Challan

Subject as otherwise provided in these rules, or unless the
Government in relation to any particular class of transactions
direct otherwise, any person paying money into a treasury or
the Bank on Government account shall present a challan
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 exchange, for the proper account classification of
the credit, and where necessary for its allocation between
Governments and departments concerned. Separate
challans shall be used for money creditable to different
heads of accounts.

Except as otherwise provided in these Rules, challans shall
be presented in duplicate.

When money is paid by a private person.into a Treasury
located in the same place as the departmental officer
concerned with the payment, the challan will, before
presentation to the Treasury be signed by the departmental
officer to whose account the money is to be credited. The
departmental officer shall particularly check the classification
before it is given to the depositor.

Challans may also be signed by non-gazetted Government
Servants as may be authorised by the Government.

In circumstances other than those specified in sub rule (2)
above, and wherever, the person paying money is required
to tender to the departmental officer concermned, a receipted
copy of the challan in support of the amount having been
paid into the Treasury, the challans will be presented in
triplicate, the third copy being intended for being submitted
to the departmental officer.
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(4)

Special form of challan shall be presented for tendering
money for payment of Sales Tax, Taxes on Passengers and
Goods, Entertainment and advertisement Tax, Road Tax
and fees under Rajasthan Motor Vehicles Taxation rules,
Lands and Buildings Tax, Excise dues and Stamps
Registration fees or any other dues authorised by the
Government.

Note: 1. Printed forms of challans shall be supplied by the

Rule 73 :
(1)

@)

(3)

Rule 74 :

Departmental Officers free of charge.

2. The Heads of Departments shall also arrangeé printed

challans containing account classification 10 avoid any
mis-classification.

At places where the cash business of the treasury is
conducted by the Bank, the Challan must be presented to
the Treasury Officer who will have it enfaced with an order to
the Bank 10 receive the money and to grant a receipt.

Money tendered with 2@ challan signed by a .departmental
office under the provisions of sub rule (2) t0 rule 71 may be
received directly at the Bank without the intervention of the
Treasury Officer.

Moneys tendered with special forms of challans prescribed
for payment as per sub rule (4) to rule 71 may be received
by the Bank direct even when such challans are not signed
by the Departmental Officer/Treasury Qffice.

Treasury

The challan will be first pregented to the Accountant/Junior
Account who will specifically check account classification,
purpose and the personstovernment Officer on whose
behalf the money is deposited. If it is found in order, the
person will be directed 10 deposit the cash with the cashier
who will get it signed from the Treasury Officer/ Sub
Treasury Officer and deliver a copy to the depositor. Such a
receipt only shall be the proper acquittance.
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Rule 75:

Rule 76:

(i) Receipts for sums below Rs.1000 do not require the signatures of

@

(i)

the Treasury Officer and may be signed by the Cashier and the
Accountant. Receipts for sums received by transfer in account,
which do not require the signatures of the cashier, the Treasury
Officer shall by an office order designate the person who shall
attach the second signature in the case of sums under Rs. 1000.
Receipt of Rs. 1000 and over must uvariably be signed by the
Treasury Officer.

If the Challan is in duplicate, triplicate or quadruplicale, the challan
marked "Original” shall be returned to the tenderer duly signed as a
receipt, provided that where under any authorised rule or procedure,
the ‘Original' challan is required to be retumned to the departmental
authority or to be otherwise dealt with, the treasury receipt may be
given on the duplicate or such othercopy, as may be specially
marked for this purpose. In cases in which the challan 1S
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. '

Where money is realised not in cash but by recovery from payment
made on a bill setting forth full particulars of the deduction, a
receipt may be granted only if specially desired by the payer, the
fact of the recovery having been made by deduction from the bill
being clearly recorded on the receipt.

The Treasury Officer shall not issue more than one copy of the
receipted challan to any person on any ground. The Treasury
Officer may, however, issue a certificate of credit to the tenderer on

- request received in writing. A fee of Rs. 5 shall be charged for each

certificate in respect of each challan. For urgent application, a fee of
Rs. 10 shall be charged. Such certificate however shall not be issued
in regard to sums deposited more than three years ago and in cases
where the amount is deposited through challans in
triplicate/quadruplicate under rules or under special orders,

l[76(A) Notwithstanding anything contained in Rule 71 to 76, where

payment of tax has been made through E-Payment, the bank shall
generate a receipt through a computer network to the person making
the payment which shall be known as e-challan & receipt. ]

1. Added vide Order No., F.2{ DFD/GF&AR/2001 dated 29.11.2007.
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"Certificate of deposit”

it is certified that a sum of Rs. ... (T in words)

only was deposited DY e vide Challan No .......... dated

............ which was accounted for in the Treasury under head
................................ ON ooveeeeienvrananees

Treasury Officer.”

Rule 77:  Sub Treasuries

~ The provisions of this Chapter with regard 1o the receipt of
money at treasuries apply to sub treasuries aiso; but all
receipts for money paid into a sub treasury must be signed
by the sub treasury officer.

Rule 78 : Bank Treasuries

The procedure to be followed by treasuries the cash
pusiness of which is conducted 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, shali be reguiated by the rules laid down
in Chapter V1. ' '
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Ruie 79 :

Rule 80 ;

Rule 81 :

DEPOSITS
A. GENERAL

No item should be credited as a deposit save under the
formal order of a competent authority. Furthermore, no sum
should be credited in any deposit register which can be
carried to any other head of account, for example, revenue
paid to Government on account of a demand not yet due
should at once be carried finalty to the proper revenue head,
and should not be placed in deposit. :

The amount of a lapsed deposit refunded under the rules of
the Government should appear in the treasury account as a
miscellaneous refund and not as a repayment of deposit.

B. REVENUE DEPOSITS

Each item of deposit other thar security deposit relating to
election to Lok Sabha received shouid at once be, entered in
a register in form Ty. 16(IST 16) and numbered. There
should be a separate series of numbers for each register,
beginning afresh each year. The treasury officer should
carefully check the amount and particulars of each entry and
then set his initials in the proper column against each. A
daily total only should be carried from each register to the
cash book. Register in Form Ty. 18 (Part -1) (IST 18) should
be maintained for security deposits relating to Lok Sabha
election.

Notes : 1. Revenue deposit registers need not necessarily be

opened every year but if there are a sufficient number
of pages available in the old registers, they should be
utilised, a separate series of numbers being given
every year for each class of deposit.

2. The entry in the column "Nature of deposit” shouid be
sufficient to explain why the amount is deposited.
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Rule 82 :

Rule 83 :
(M

(2)

Rule 84 :

Every item must be recorded in the name of the person from
whom it is received and not that of the Government servant
through whom it is received. It must be passed through the
accounts, even though repaid on the day of receipt, and be kept
distinct, howsoever small it be till finaily disposed off, never heing
consolidated with others.

Form GA 120 has been prescribed for the repayment order and
voucher for deposits repaid. A person claiming refund of deposit
must produce an order of the court or authority which ordered
asseptance of the deposit, this order the Treasury Officer will
compare 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; both in the
register of repayments (form TY.17(I1ST 17) or form TY. 18-l (IST
18 pt.ll) from which a daily total is carried to the cash book) and
registers of receipts, noting on both the date and amount of
repayment. If there be not a sufficient balance at the credit of the
particular item, the Treasury Officer will endorse those facts on
the order and return it to the person presenting it.

In the case of a bank treasury, a deposit is repaid by an order on
the Bank. The entry in the Register of Receipts should be made
when the order is issued and that in the Register of Repayments
when the repayment is reported in the daily account of the Bank.
If in any case, repayment is not made on the date of the order on
the Bank the actual date of repayment should also be noted in

the Register of Receipts just welow the entry of the date of the

order.

When a deposit is adjusted by transfer to some head of account,
the head of account to which it is transferred, and the item in
which it is included in the treasury account, should be noted both
in the Register of Receipts and in the Register of Repayment,
and it should be separately credited in the cash book or register.
The voucher submitted with the list of repayments will state these
facts under the signature of the Treasury Officer.
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Rule 85 :

Rule 86

Rule 87 :

.Rulel 88 :

C. PERSONAL DEPOSITS

R_éceipts and payments on personal deposit accounts should
be recorded i) the personal ledgers, in from Ty. 19(IST 19).

No. P.D. Account can be opened in 3 treasury without the

sanction of the Finance Department. if an Administrator
having a non interest bearing P.D. Account desires to open
an interest bearing P.D. Account, the “Treasury Officer may
open such an account without any sanction from the Finance
Department.

A sufficient number of sheets of personal ledger form should
be bound up into a volume, and successive sets of pages
assigned to the several accounts.

Every personal account will thus have its own ledger page,
the form of which provides, in addition to columns of date of
transaction and number of cheque, one column for receipts,
one for payments and a third to show the balance after each
transaction, with space for the Treasury Officers initials.
Herein the receipts are entered in regular order without being

- humbered; similarly the disbursements made not from any

Note.;

‘Rule 89 ;

one particular item but from the aggregate balance in hand,
are entered as they are made without further remark.

If there are a largs number of transactions on the same
day, e.g., in the case of civil court deposits, a balance
-need not be struck after each transaction but the treasury
officer, if there be any possibility of an overdrawal, should
be totalling items of receipts and refunds and striking the
_balance, wherever hecessary, satisfy. himself that the
balance is not overdrawn. The Treasury Officer shall

. invariably, however, strike total at the end of each day's
iransactions. : :

_ The..treasury officer's duty is simply to see that withdrawals

-are made only on cheques signed by the responsible

administrator which are current for three months after the
month of issue, and that the withdrawals never exceed the
balance in handg.
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Rule 90 -

Note:

Rule 91 :

Rule 92«

Notwithstanding the provisions contained in rule 83 no
withdrawals shall be permitted from a personal Deposit Account,
which has not been operated continuously for preceding five
financial years. During the month of April every year the Treasury
Officer shall review the personal Deposit Accounts in operation at
the treasury and subtreasuries under its control and prepare a list
of accounts which have remained inoperative continuously for
preceding five financial years. The list s0 prepared shall be sent
to the Government in the Finance (Ways & Means) Department,
alongwith necessary particuiars and showing the balance
standing at the credit of accounts, for conveying permission to
close such accounts. On receipt of sanction of the Government,
the personal deposit accounts shall be closed by transferring the
palance standing at the credit of such accounts to the head of
account indicated in such sanction.

. The provision relating to ban on withdrawal of funds from
P.D. Accounts which have not been operated continuously
for preceding five years, shall not apply in case of interest
bearing accounts.

Erom these ledgers the daily totals of receipts and payments will
be carried into the Reqgister of Personal Deposits form Ty 21ST
21) from which again the aggregate daily total only will be carried
to the cash book.

The interest on interest bearing personal deposit accounts shall
be calculated on 31st March every year. The admissible amount
of interest shall be credited to non interest bearing account of the
administrator by debiting to the head 2049 Interest payments; 60
Interest on other liabilities, 101-Interest on amount deposited
(detailed head as given in Budgét Estimates). The rate of interest
and other terms and conditions retating to the same shall as may
be laid down by the Finance (Ways & Means) Department from

time to time.

For personal deposits, the Treasury Officers/Sub Treasury Officer
shall obtain each year in the month of April, a certificate from the
administrator of every personal ledger account to the effect that
the balance claimed by him is of a named amount, and detailing
his outstanding cheques in order to explain the difference, if any,
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Rule 93 .

(1)

(2)

Rule 94 :

Rule 95 :

between his balance and that admitted by the Treasury. Officer in
his plus and minus memoranda.

D. CIVIL AND CRIMINAL CQURT DEPOSITS

There are two methods in which the accounts of civil and
criminal court deposits be kept-

When each Deposit is separately paid into and drawn from the
Treasury upon documents passed by the competent authority
and setting forth the particulars necessary for the entries in the
Deposits Registers, the account of Civil and Criminal Court
Deposits should be kept in the manner prescribed in rules 81 and
82 for Revenue Deposits, although the set of registers and
returns should all be separate from those of the Revenue
Deposits proper.

In regard to civil and criminal court deposits, the courts
concerned merely bank with the treasury remitting without detail
their gross deposit receipts for credit in a personal account and
making repayment by cheques on the treasury which are taken to
the debit of the same personal account.

The accounts in the treasury for such deposits should be kept in
the same forms as prescribed for personal deposits; but quite
separate from those of personal deposits proper and the deposits
should be designated as "Civil and Criminal Court Deposits".

E. DEPOSITS OF LOCAL FUNDS

The transactions of all local funds, including municipal, Jaipur
Development Authority/Urban Improvement Trust and Panchayat
Samitis funds, should be recorded in the forms used for personal
deposits (Forms Ty 19 & 21) (IST 19 & 21) but should be kept
quite distinct, and should pass into the treasury accounts as
Deposits of Local Funds, and not as Personal Deposits.
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Rule 96 :

Note :

Rule 97 :

Rule 98 ;

Rule 99 :

The transactions of each fund should be entered in a separate
column in the register (form Ty 21) (IST 21) which should provide
a separate column for every such fund in the district. Unless the
funds are very few in number, there should be registers and
totals for municipal, panchayat samitis etc. funds, separate from
those of other funds.

For special rules on Deposits of Local Funds, see rule 106
to 112.

DE TS AT SUB A IE

Deposits made at a sub treasury must be brought, item by item,
through the daily sheet upon the Treasury registers and must be
numbered in the general series. It will, however, be sufficient to
enter merely the daily totals in the treasury registers in the case
of transactions relating to personal deposits, which take place at
sub treasuries, uniess the Accountant General for special
reasons orders otherwise in any case.

When the officer in charge has occasion to place in deposit an
item which, according to rule, should be so dealt with, he is also
empowered to repay it on his own authority without formal
authority from the treasury; in this case he would himself keep a
register of such deposits, in addition to that at the treasury.

In making repayment he would clearly indicate the sub treasury
account in which the credit originally appeared, so that it will be
easy to trace the item and to charge off payment correctly in the
treasury account.

If any class of deposit or deposits is repayable at the sub
treasury, it must not be payable at the concerned treasury also.

145}



Rute 100 :

Rule 101 :

Rule 102 :

Rule 103 :

G. MONTHLY RETURNS

An Extract Register of Revenue Deposits received (form No. Ty
34 IST 34), shoutd be drawn from Revenue Deposits Form Ty 16
(IST 16) and will be submitted with the cash account, only the
first five columns will be filled up by the Treasury Officer and they
should be written up daily from the Register of Receipts of
Deposits. It is of importance that each deposit should be exactly
confined to his own column as the Accountant General has to
detail repayments against it.

An Extract Register of repayments of Revenue Deposits Form Ty
36 (IST 36) in respect of transactions during the entire month,
with vouchers appended, is submitted with the second list of
payments; it should be written up daily from the Register of
Revenue Deposits Form Ty 16 (iST 16). Although no extract
register accompanies the first list of payments, entry should be
made in it of the total payment on each head made during the
first ten days of the month; the entry in the second list will be of
the total payments made from the 11th to 31st.

An "Extract Register of Receipt and Payment of Personal
Deposits" (Form Ty 36 IST 36) should be written up from the
"Register of Personal Deposits” (Form Ty 19 IST 19). The return
should show only the monthly totals of receipts and repayments
on each personal ledger; the totais of the two columns, "Receipts
of the month and the Payments of the month” alone wili be
traceable in the cash account and list of payments. The monthly
totals brought on this form should be the same as those brought
by summation of the daily total columns of Form Ty 21 (IST21).

. PL |
(a) General

Plus and Minus memoranda should be prepared in Form Ty 37
(IST 37) for the transactions, on account of each class of
deposits of each Local Fund, and of each kind of stamps (non-
judicial, court fee etc.) The deductions from balance should tally
with the corresponding entries of receipts in the accounts and the
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closing balance should be certified as agreeing with the stock
registers and accounts maintained in the treasury.

Notes: 1.

The plus and minus memoranda should be prepared in
such separate parts as may be determined by the
Accountant General. Those relating to particular
departments may be furnished, wherever this is possible,
on the reverse of the receipts schedules concerned.

No difference should ever exist between the closing
balance of one month and the opening balance of the
next; and addition to , or deductions from, the balance
should be made by a special entry to be explained by a
foot note.

(b) Deposits and Stamps

Rule 104 : Each head of deposit and each Local Fund should be detailed
separately in the appropriate memoranda. The balance in the
plus and minus memorandum of deposit transactions for the
month of April should be reduced by the amount reported for
lapse so that it may agree with the aggregate of repayable
deposit balance upon the deposit register.

Notes :1.

In the case of a local fund, which does not have its
distinctly separate cash balance, the balance columns
should not be filled up.

The adjustment in the plus and minus memorandum
should be carried out by reducing the opening balance in
the month of April after the supplementary accounts are
closed by the Accountant General and till such time the
opening balance should be treated as provisional.

Rule 105: The value of damaged and obsolete stamps should be deducted
from the plus and minus memorandum after they have been
destroyed or otherwise disposed off in accordance with the
prescribed rules.

(For destroying the damaged and obsolete stamps, see rule 319)
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Rule 106 :

()

(i)

Rule 107 :

Rule 108 :

Rule 109 :

LES F( |
(a) Explanation
xoression "Local Fund” denot

revenues administered by bodies which by law or rule having
the force of law come under the control of the Government,
whether in regard to the proceedings generally, or to specific
matters such as the sanctioning of their budgets, sanction to
the creation or filing up of particular appointments, the
enactment of leave, pension or similar rules;

the revenues of anybody which may be specially notified by
the Government as such. '

(b} Regeipts and Payments

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.

The accounts of Local Fund at a treasury shall be kept as a
pure banking account, moneys being paid into and drawn out
of the treasury without specification of the nature of receipt or
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.

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 the relevant provisions in the

General Financial and Accounts Rules regarding withdrawal
of funds from the treasury. The gross amounts of bills shall be
debited by the Treasury Officers against the Local Fund
concerned, the deduction on account of income tax, fund
subscription, etc. being credited by transfer in distinct entries.
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Rule 110 :

Rule 111 :

Rule 112 :

Rule 113 ;

(1

(2)

Nc Local Body is allowed to overdraw the balance at its credit in
the Public Account, without obtaining beforehand a loan or
contribution from Government funds to cover the overdraft.

(c) Verification of Balances

The balance at credit of each Local Fund which is permitted to
draw money fromf more than one treasury and in whose case
separate balan¢es by different treasuries are not maintained,
shall be verifiéd at the end of the year by the Treasury Officer in
communicatfon with the Accountant General on the one side, and
the officer or committee administaring the fund on the other. The
balance on the Accountant General's books is the balance
acknowledged by the Government, and the Treasury Officer is
requifed to follow it, and not the local accounts as his standard.

The annual verification of the balance at the credit of each Local
Fund which has banking account with not more than one treasury
in the State shall be done by the concerned Treasury Officer in
consultation with the authority administering the fund.

ED DEPOSITS

Affer 31st March each year, a list of deposit or balance of that
year which lapses under rule 265 of the General Financial and
A¢counts Rules or any orders of the Government should be
submitted to the Accountant General in form Ty 40 (IST 40). The
list should be signed by the Collector.

Such deposit or balance treated as lapsed shall be credited to
the appropriate receipt head of revenue by the Treasury Officer.
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(3)

(4)

Note

The repayment of lapsed deposit shall be shown in the
Treasury accounts as refund of revenue and should be drawn
on G.A 154,

The repayment of lapsed deposit shall be recorded in the
register so as to guard against a second report.

: Though orders relating the lapsing are applicable in the case

of security deposits relating to Election to Lok Sabha,
statement in Form Ty 40 (IST 40) is not required o be sent to
the Accountant General as provided in Note 2 below Rule 54

of Accounting Rules for Treasuries, 1992.
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Rule 114 :

(i)

(ii)

T A ETC. IN

A. CUSTODY OF GOVERNMENT MONEY

rity of St

The following rules shall regulate the security of the strong
rooms:

Without the speciai permission of the 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 the suitability of the room, the inspecting officer
mentioned in clause (i) may prescribe any necessary
conditions as to 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 no bags or boxes be placed within a
prescribed distance of the wall or in any particular part of the
room. The inspecting officer must specially examine the
condition of any of the enclosing walls which are so situated
that they are not, on the outside, under observation of the
guard.

- Existing strong rooms should be mspected annually by the

Executive Engineer.

Notes: 1. The Inspecting Officer will grant a certificate of safety

and it is the duty of the Treasury Officer to obtain
such a certificate annually.

2. In the case of Sub treasuries, a certificate of safety

should be granted annually by the Assistant Engineer
and once in five years by the Executive Engineer.
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(i)

(iv)

(v)

Rule 115

(1)

The District Superintendent of Police should inspect
annually and record an order prescribing the position of the
sentries and may also require any additional precautions to
be taken in the strengthening or fastenings, burning of lights,
etc. but the responsibility for the security of the building and
its fixture shall remain with the Executive Engineer and that
for the security of chests and other treasury furniture not
forming part of the building or fixtures, with the officer
incharge of the treasury.

A copy of the Inspecting Officer's certificate and of the
District Superintendent's order should be hung in a
conspicuous place within the strong room. It is the duty of
the Treasury Officer to see that any conditions as to the
manner of storage stated in these documents are complied
with.

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 be personally present during the
whole time between the opening and the shutting of the
strong room.

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

Custody of padlocks/authorised locks and keys of Strong
Rooms.

The following rules shall regulate the custody of duplicate
keys of treasury strong rooms and chests:

(i) A register of all padlocks/authorised locks belonging
to the Treasury and sub treasuries and cashier
chests should be maintained in the form annexed to
this Chapter and kept in the strong room of the
Treasury. '
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(ii)

(iii)

(iv)

v)

Separate pages should be assigned to the treasury
and for each sub treasury. Each sub treasury should
also keep a list of its own padlocks/authorised locks
and keys in the same form appended to this Chapter,
no entries being made under duplicate keys as no
duplicate keys are to be kept at sub treasuries.

Every padiock/authorised lock should have a number
impressed upon it or attached to it by a metal or other
label, and the same number should be impressed on
or aftached to each key belonging to it. No two
padlocks/authorised locks in the treasury should bear
the same number.

If a padlock/authorised lock becomes unserviceable
or, ceases to be required, or if any one of the keys
belonging to it is lost, the circumstances should be
reported to the Director, Treasuries & Accounts, who
will pass orders regarding the disposal of the locks
and keys. When the loss of key is discovered, it
should be reported at once to the Collector also for
orders as per sub rule 1(jii) of this Rule no. 114 of
these rules padlock/authorised lock of which a
duplicate key has been lost, should not be continued
to be used. No spare padlocks/authorised locks
should be kept at a sub treasury or except with the
permission of the Director, Treasuries & Accounts at
a treasury. '

No local mechanic should ever be allowed to repair a
treasury padlock/authorised lock or.to make a new
key for the same. '

All spare padlocks/authorised locks which are held in
the treasury with the approval of the Director,
Treasuries & Accounts; their keys, and all duplicate
keys except those belonging to the locks of the
treasury strong room door, should be kept in the
treasury strong room under double locks, the key of
one lock being in the hands of the Treasury Officer
and of the other in the hands of the Cashier. The
duplicate keys of the strong room should be secured
under the seal of the Treasury Officer and the
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(2)

3)

Rule 116 :

(M

Cashier and deposited in the District Collector's
Court or such other place as the Collector may direct.
Once a year, in the month of April, they should be
sent for examination and returned to the appointed
place under the fresh seals of the Treasury Officer
and the Cashier, a note being made in the duplicate
key register that they have been examined and found
correct.

' The above rules may be modified in particular points to suit

local convenience under the special orders of the Director,
Treasuries and Accounts. The essential points which should
be borme in mind in sanctioning any modification of the
Rules prescribed above are :-

(i) Some person or persons should be held definitely
responsible for the custody of duplicate keys;

(i)  the whereabouts of the keys should be enquired into
periodically and also whenever charge is transferred,;

(i)  when the loss of a key is discovered, it should be
reported at once to the District Collector, who should
issue such orders 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 unncessary number of duplicate or spare locks
and keys should not be supplied in the first instance,
or retained when they have ceased to be required.

At every inspection of a treasury, the inspecting officer shall
report whether he has found the padlocks and all keys
(except the duplicate keys of the strong room locks
deposited elsewhere) correct and deposited in accordance
with the rules.

Storing of treasure

The follwoing are authorised methods of storing coins and

* notes in strong rooms:-
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(2)

@

(4)

(i)

(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 found to be most convenient for local
conditions but one of these sizes must be selected
and adhered to. A slip in Form Ty 10 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.

Notes : Notes should be made up in bundles of 100
each for each denomination, and balance of less than
100 forming a separate bundle. Each bundle should
then be stitthed with a label in Form Ty 101 at the
top, showing the denomination and number of the
notes and signed by the persons by whom they have
been counted and examined.

Coins may be stored in either of the following ways :-

(i)

(ii)

In bags of uniform contents, placed in strong iron
boxes or safes, or wooden chests, or buiit recesses of
walls, 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 Cahsier the other in charge of the
Treasury Officer incharge; or

In bags of uniform contents piled upon tresties; but

this method is not admissible uniess every door,

window, drain, skylight, ventilator or other aperture in
the walls of the strongroom ‘are so closed as to
prevent the insertion of any rod or instrument within
the room.

Coin may also be stored temporarily |n boxes prepared for

'remlttance

. All notes should be stored separately from coins in a tin box

or other receptacle designed to protect thém from the injury
by damp, insects, etc. They shouid be kept in bundles of not
more than 100 notes each, each bundle containing notes of
one denomination only.
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Rule 117 :

(1)

)

Rule 118: P for receivin it in

To guard against the risk of uncurrent or counterfeit coin
being substituted in a treasury for good coin presented by
the public or received in remittance, the officials who handle
coin in treasuries must, on arrival for the day's work, give up
to the cashier all coins carried with them at the time. These
~ coins should be restored when the men are leaving office at
the close of the day's work.

Custody of Treasury Balance

Save as provnded in this rule, the bulk of the treasury
balance must remain under doublé ‘locks, one.key being
held by the Treasury Offi cer_gnd the other by the Cashier.

"The Cashier may hold in his separate custedy a sum

sufficient for the convenient transaction of Government
business, which, together with the balances of stamps, 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.

The following rules must be carefully observed in recelwng
money into or giving it out from double locks -

) In receiving coins into double locks, the Treasury
. Officer should cause the contents of each bag to be
emptied into the scales, weighed and poured into
_ another bag which should be tied up in his presence
. with the slip_in Form 100 placed inside it., The bags

" thus tested whould then be counted into the chest.

(i) .. In receiving notes, into dauble locks, the Treasury

Officer should -count the notes in éach 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 ih a bundle for a higher
denommatlon and sign the label on the top as a
tokeri of this verification. The bundles thus tested
‘should then be counted into the chest.
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Rule 119 :

(ii) Notes may be given out of double locks by counting
the number of bundies.

(iv) Every amount passed into or passed out of double
- locks shouldbe registered at the time.in the Cashier's
_daily balance sheet by the Treasury Officer with his
own hand, and a memorandum should be kept in

each chest showing its contents.

(\;') The Treasury Officer should : -

(a)  before weighing coin satisfy himself personally
that the scales are working properly,

(b)  be present himself near chest or storage place
" from which coin issued, or into which it is
deposited, and

(&) himself apply the key of the tin box or chest in
' the strong room.

" Failure to observe these instructions has resulted in loss.

The Treasury Officer is specially enjoined to observe these
instructions and so act that no transaction takes place in the

_strong room without his knowing about it and take all the

necessary precautions to ensure that transactions relating fo
the deposit or issue of coins, notes and other valuables are
conducted in his presence. On no account should he
handover.the key held by him to the Cashier or any other
person. He should use it himself. Whenaver an entry has to
be made of any withdrawal or deposit of coin or notes in any
account kept in the double lock, the entry should be made in
the Treasury Officer's own hand and in the strong room
itself. Any communication or return to be sent to the Reserve
Bank relating to the withdrawal or storage of coin or notes in
the currency chest shouid be carefully checked with the
account in the strong room. |

_As an alternative arrangement, 4 geparate regster may be

maintained for recording in detail the trarsactions in

" connection with the issues from and deposits into double

locks, when this is desired by the officer in charge of any
treasury and he is satisfied that such transactions are
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Ruile 120 :

numerous and that a separate record is convenient and
desirable. Each transaction in this register shall be initialled
at the time by the Treasury Officer and the Cashier but the
corresponding entries in the Cashier's daily balance sheet
may be made by the Cashier. 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 Cashier's daily balance
sheet by comparison with those in his own book.

Small Coin depot and Currengy Chest

Whenever it is decided by the Government to open a smali
coin depot or maintain a currency chest in any of the
treasury or sub treasury, the rules relating to custody, receipt
and issues and the maintaining of the Accounts and
submission of Accounts Returns shall be laid down by the
Government, subject to the provisions contained in the
Accounting Rules for Treasuries, 1892 issued by the
President of india and any regulations issued by the
Comptroller & Auditor General of India faying down guide-
lines containing general principles for Government
Accounting. ’

Rule 121 ;

Deposit of Cash Chests

If, for special reasons, the Collector directs the cash chests
belonging to any Government Departments, Corporations,
Autonomous Bodies etc. to be lodged in the treasury for safe
custody, the fact shall be reported to the Director, Treasuries
& Accounts. A register (form Ty 74) shall be kept in the
treasury in which the receipt and return of the chest should
be duly acknowledged. The key or keys of the chests must
not be kept in the treasury nor shall the amounts of such

) . n ' . The
Director, Treasuries & Accounts, may correspond with the
Collector if in any case it appears to him that the permission
has been improperly granted and if need be report to the
Government in the Finance Department.
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Noté: The cash chest of the P.S.Us., Cooperative Banks and other

Rule 122 :

statutory locat bodies etc. having autonomous existence may be
kept in the Treasury on payment of a fee of Rs. 1000 per

- annum or for part of the year, for each chest. Fee recovered

should be credited to the following budget head :-
0070 - Other Administrative Sefvices

60- Other Services

800 - Other Receipts

(020) -Other Misc. Receipts.

Deposit of Packets

Bullion, Jewellery, Securities and other valuables coming into the
hands of a Government Officer belonging to Central or State
Govemnment in his official capacity or any other statutory body
having an autonomous existence, over which the sovereignty of

- the State is exercised may be received at the discretion/ direction

«of the Coliector in properly sealed packets and even in unsealed

packets of so found in the Treasury of sub Treasury. In case of
unsealed packets being recovered they should be sealed and
initialed by the depositing officer/ person in the presence of
committee of three members constituted by the Collector. The
value of such articles must not be-brought into the accounts of the
Treasury. In case of sealed packets, these should be got examined
by the departmental officers in the Treasury/Sub Treasury every
year in the month of April o affix fresh seal thereon.

| Notes.1 Vhile exercising the above authority in respect of a sub

... . treasury, the Collector will keep in mind the fact that

“there is no guard in the sub treasury and ordinarily he will
. not permit receipt of sealed packets in sub treasury.

_. 2Ja:pur Treasury has been declared as a Reserve

Treasury for deposit of confiscated or otherwise items of

" gold, silver, jewellery etc. which have become the
property of the Government as a result of decisions of
.the Civil and Criminal Courts etc.

| Thedetalled instructions for. receipt, custody, disposal and

*accounting of such. items shall be laid down by the Director,

lreasyry . & ‘Accounts, after approval from the Finance

Department.
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C. VERIFICATION OF CASH BALANCE AND REPORT THEREOF

Rule 123 :

Rule 124 :

General Procedure

In verifying the cash balance of the treasury, the Collector or
such-other officer as may be authorised to undertake this
work shall satisfy himself by personal examination that the
actual stock of coins and notes corresponds with the
balance shown in the Cashier's balance sheet.

Procedure for verifying the Cash bal

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

{i) Bronze & Nickel Coins :- The verifying authority may
adopt any method of verification which he thinks
satisfactory, but he must remember that he is

- personally responsible for the correctness of the
balance stated by him. He should occasionally count
the bags and examine their contents, but it is not
-essential to do so each month.

Note:The verifying officer should invariably before
proceeding to test the coin by weighment, satisfy
himself that the scales are working properly.

(i)  Notes :- All notes of Rs. 100 and over must be
personally counted by the verifying officer. For notes
of lower denomination, 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
bundle.

The clerks or assistants engaged should not be
persons responsible for the correctness of the bundle
and the verifying officer should satisfy himseif that the
notes in the bundie are all of the alleged value, that
is, a ten rupee note is not counted as one of a fifty
rupee note bundile.
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Rule 125 :

Rule 126 :

(1

(2)

Rule 127 :

Note: These rules should be printed and pasted ona
board and hung up in the strong room in a
conspicuous place.

(i)  The balances checked by count or weighment should
be compared with the account kept in the strong
room. The verifying officer should take such
precaution as may be necessary to satisfy himself
that the figures purporting to represent the stock of
coin or notes in the strong room which may be
entered in any report or return to be signed by him,
tally with the corresponding figures in the accounts
kept in the strong room itself and or with what he
himself verified.

Cash Balance Report

On the first working day of each month, a detailed cash
balance report shall be despatched by the Collector to the
Accountant General.

The report shall be prepared in Form TY 52 which must be
signed by the Collector with a certificate that he has

.personally verified the several details of coin and notes held.

Whether it agrees with the account or by any chance
disagrees, the report must state the literal facts and inctude
the cash found in the treasury, the balances of several sub-
treasuries on the last dates for which their returns have heen
included in the accounts of the treasury. (See also Rule
280(1)).

For treasuries,the cash business of which is conducted by
the Bank, the report may be suitably modified {TY 52). Such
reports should show the details of the balances at non bank
sub treasuries only. (See also Rule 280(2)).

The total balance must be stated in words and its distribution
between the treasury and sub treasuries shall be exhibited
so as to show the amount held in each in notes and coins.
The amount of notes of each denomination must be shown
separately. In the case of the balance at the treasury, the
amount under double locks and under cashier's single lock
shall also be noted separetely.
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Annexure to Chapter IV
[See rule 115 (1]

qistar of adlosd el

Date of  Number borne by Number of Initials of the Treasury
receipt  paclock/ authorised duplicate keys Officer who receives the
lock and keys received keys or locks
1 2 | 3 | 4
Date of No. & Date of order Initials of Treasury Remark,
removal of sanctioning the removal Officer removing the if any
lock, key or paciock/ auth. tock, key padiock/ auth. lock, key
keys or both or keys or both of keys or both
5 ' 6 7 8
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Rule 128 :

CHAPTER YV

The procedures prescribed in this Chapter are designed
primarily for the observance of Treasury Officer in dealing with
claims upon the Government that may be presented to them for
disbursement.

(i) Checks to be applied at {reasury

Rule 129 :

Rute 130 :

Rule 131 :

Rule 132 :
(1)

The checks laid down in the following rules shall be exercised
by the Treasury Officers while dealing with the claims presented
for payment in the Treasury, in addition to the various duties
prescribed in the Main Rules and Chapter | of the Subsidiary
Rules.

The bill, cheque or other document presented as a claim for
money shall be received and examined by the Accountant and
then laid before the Treasury Officer who, if the claim is
admissible, the authority good, the signature  and
countersignature, where necessary, genuine and in order and
the receipt a legal quittance, will sign the order for payment at
the foot of the bill. Careful attention must also be given to the
instructions contained in General Financial-and Accounts Rules
of the State regarding the completion of bills, cheques etc.
presented in support of claims against the Government,

All corrections and alterations in orders of payment given by the
Treasury Officer must be attested by his full signature.

When a bill is presented by a person who is not the Drawing
Officer himself or his duly authorized agent (banker), he shali be
required to produce a letter authorising him to receive
the payment. The signature of the messenger or his
thumb impression, if iiterate, shall be taken on the bill as a
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(2)

Rule 133 ;

Rule 134 :

Rule 135 ;

proof that the messenger actually received the money on
behalf of the Drawing Officer.

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

Apart from precautions prescribed for bills and documents
showing signs of alteration, no document bearing an erasure
can be accepted and payment on such document shall be
refused by the Treasury Officer and a fresh document called
for.

With regard to claims presented either on bills or on cheques
the. signature of the drawing officer shall be “compared
carefully with his specimen signature received in the
Treasury 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 Director, Pension, C.D.A. (P)
Allahabad and Budget Officer etc. the Treasury Officer shall
verify the signature on the order by comparison with the
specimen signature of the signing officer received separately
by him,

A Treasury Officer shall not undertake correspondence for
Government servant or a private individual making a claim to
any special allowance or concession but request the person
concerned to address the Director, Treasuries & Accounts
either direct or through his own official superior, as the case
may be,

(i)  Payment to persons.not in Government employment

Ruie 136 :

When a person not in the Government empioyment claims
payment for work done, sérvice rendered or articles supplied

or for grant in aid, refund, scholarships etc. such claims

shall, uniess there are express orders of the Government to
the contrary, require submission to the Treasury through a
responsible concemned officer. If a bill is drawn by a person
not in Government employment, the Treasury Officer shall

{64}



Rule 137 :

‘take special precautions for satisfying himself of the identity

of the applicant for payment.

Note :

Payment to pensioners are governed by special rules
prescribed in part C of this Chapter.

In order to avoid the risk of fraudulent alteration in the pay

order

before the payment is actually made, following

procedure shall be followed in respect of the claims of
private parties tendering them for payment by presenting
bills at the Treasury :

(i)

After the bills have been passed for payment and
enfaced with the necessary pay order by the Treasury
Officer, should, instead of returning to the party
concerned, be sent in a locked box in convenient
batches two or three times a day direct to the Bank
with a covering list prepared in duplicate showing the
names of the payees of the bill, numbers of tokens
(which are also to be prominently noted on the Bills})

issued in exchange of the Bills to the parties

Note ;

(if)

(iii)

presenting them and the amount of the Bills passed
for payment.

One key of the box will be kept by the Treasury
Officer while the other key shall be kept by the
Manager of the Bank.

On receipt of the locked box from the Treasury, the
Bank will return one copy of the list to the Treasury
with acknowledgment of the receipt of the bills listed
therein. The payee will obtain payment from the Bank
on surrendering to the Bank, the metallic token which
was issued by the Treasury at the time of presenting
the bill. '

Before the close of each day, the Bank will return the
tokens received in exchange of the bills cashed
during the day to the Treasury with a covering list, in
duplicate showing the token numbers arranged
serially to enable that office to conduct the daily
census of tokens. One copy of the list will be returned
to the Bank duly received by the Treasury. The bills
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Rule 138 :

Rule 139 :

Rule 140 :

paid by the Bank each day will be returned by the
Bank to the Treasury early next day with the covering
Bank scroll as prescribed.

(ivi  The bills remaining unpaid with the Bank for a period
of twenty-one days will be returned to the Treasury
Officer for revalidating the pay order already ordered
thereon. '

(v)  The Treasury will also send to the Bank a list of
tokens brought into use and any changes in the list
should be duly advised to the Bank. If a token issued
by the Treasury is lost by the party presenting the
bills, no payment will be made by the Bank unitl the
Treasury issues a fresh token to the party under
advice to the Bank.

(vi)  When a fresh token is issued the party will be
required to pay a charge of Rs. 20 (Rupees Twenty)
for the same.

(vii) This sysfem may be adopted for transactions
involving Rs. 10,000/- or more.

Cheques and Letters of Credit

Stocks of cheque books required for supply to the drawing
officers shall be kept by the Treasury Officer, supplies being
obtained periodically from the Accountant General. Cheque
books shall on receipt be examined carefully and the
number of forms in each book counted, a certificate of count
being recorded by the Treasury Officer on a fly leaf. They
shall be examined again when issued to drawing officers,

care being taken to see that they are acknowledged by the
latter promptly.

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 and in use by the drawing
officer who has signed it. '

If the payee is unknown at the treasury, the Treasury Officer
shall make such enquiries as he thinks necessary and shall
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Rule 141 :

Rule 142 :

specially consider the date, serial number and amount of the
cheque as weli as verify handwriting, and if suspicion arises,
he may defer payment until he has referred the matter to the
drawing officer.

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

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 {after noting the
stop payment for the cheque) the Treasury Officer will refuse
payment on the original cheque presented afterwards and
retum the same to the person presenting it after writing

- across it "payment stopped.”

Rule 143 :
(1)

@

Note:

Rule 144 :

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 both in the
appropriate register of payments and as well as on the
reverse of the letter of credit or assignment itself.

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

The instructions in this Rule do not apply to letters of credit
opened at the Bank. (See Rule 228).

The procedure in regard to payment of claims at Treasuries
is generally applicable to payment of claims at sub
treasuries also.
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Rule 145:  Bill Transit Register

Each drawing officer presenting claims at a Treasury or sub
Treasury shall maintain a Bill Transit Register in form GA-

S9A. Al bills shall be presented at the treasury through this
register.

Rule 146 :  Payment on Identity Cards

The Banks/Non Banking sub treasuries will make payment
of the Government bills to the Departments/Offices only on
production of Identity card by the cashier. The Treasury
Officer is required to follow the procedure prescribed in rule
81 of GF & AR for issue of the same.
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B - PARTICULAR DEPARTMENTS

(a) FOREST DEPARTMENT

Rule 147

Rule 148 :

Rule 149 :

Rule 150 :

All sums paid into a treasury by a Government servant of the
Forest Department or on his account should be credited to the
Forest Department as "Forest Remittances".

Receipts

Earnest money deposits which are paid under the rules of
Government by contractors or purchasers of forest produce
direct into treasury or sub treasury, should be treated as
Revenue Deposits and not as Forest account of the officers of
the Forest Department. Similarly, earnest money deposits which
are received initially by a Forest Officer but remitted
subsequently to the treasury as such should aiso be dealt with
in the treasury accounts as Revenue Deposits.

Note : Earnest money deposits which are tendered at auctions
held at outlying stations and received by Forest Officers
under the rules of the Government may be accounted for
in the Forest Department account as "Revenue
Deposits”, if this course is considered more convenient
by Government. Under this arrangement, such deposits,
whenever remitted to the treasury shouid be treated in
the treasury accounts as Forest Remittances while the
Forest Departmental Officer concerned should keep the
detailed accounts of these deposits and submit the
necessary returns to the Accountant General.

A Treasury Officer will receive forest revenue when paid in by or
on behalf of a Government servant of the Forest Degartment
with or without his countersignature on the challan. The challan
should, however, invariably show the Forest Division to which
the money should be credited.

A simple schedule of Forest Remittance (Ty 32-1ST 32) showing
separately the cash received into the treasury from each Forest
Division and acknowledged in the consolidated treasury receipt
(Ty 10-1ST 10) should be prepared and submitted to the
Accountant General.
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hule 151 ;

Rule 152 -

Rule 1583 :

Rule 154 :

Ruie 155 :

Remittances by Government servants of the Forest
Department may be in cash or partly in cash and partly by
cheque or whole by cheque, the amount paid in cash and
the amount remitted by cheque being shown separately in
the Challan or Remittance Note.

A consolidated receipt (in Form Ty 10-I1ST 10) for the forest
remittance received and credited during the month should
be furnished by the Treasury Officer on the tenth of the
ensuing month to each of the divisional forest officer dealing
with his treasury.

Payment

- Funds are supplied to officers in the Forest Deptt. by means

of cheques drawn on treasuries, with which the drawing
officers may be placed in account by the Director,
Treasuries, & Accounts, Rajasthan : Provided that the pay
and allowances of Forest Officers and their establishment
including office contingent claims will be drawn on the bills
passed by the respective Treasury Officers in the same way
and manner as officers of other Civil Departments and as
prescribed in the General Financial and Accounts Rules of
Rajasthan Government and the amount of bills received will
be entered in separate cash book in form GA 48. The
amount so drawn by bills from treasury will not be
incorporated in the monthly accounts being rendered directly
to the Accountant General.

The Treasury Officer will honour a cheque drawn by an
officer holding charge of a forest sub division or range,
provided that he has received from the Principal Chief

Conservator of Forest, 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.

A treasury officer will endeavour to provide funds at a sub
treasury to meet the demands of an officer of the Forest
Department for drawals 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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Rule 156 :

Each cheque paid will be entered in a schedule in Form No.
Ty 11 (IST 11) to be submitted to the Director, Treasuries
and Accounts, Rajasthan, Jaipur.

(b) PUBLIC WORKS DEPARTMENT
Rule 157 :  introductory

The rules in this part apply primarily to transactions relating
to the Public Works Department and are supplementary to
the instructions contained in the Accounting Rules for
Treasuries, 1992 issued by the Government of India and
(Accounts Code Volume Il issued by the Comptroller and
Auditor General of India). They are equally applicable to
special land acquisition officer and other Government
servants not belonging to the public works department, who
may be authorised to incur expenditure against the grant for
"Public Works". Treasury Officers are prohibited from issuing
any money for the disbursements of civil officers acting as
public works disbursers, except in accordance with the rules

~ in this chapter.

Rule 158 :

Rule 159 :

(1)

Note:

These rules do not apply to charges for construction (petty)
and repairs which are not treated as expenditure of the
Public Works Department.

Receipts

No deposit account can be opened in a treasury by
Government servants of the Public Works Departments.
Whatever sums are paid into a treasury by a Government
servant of the department on his account, must be carried to
the credit of that department in the public account.

This rule applies also to deposit made, at the instance of the
Public Works Department, by Municipalities or other local
funds or local bodies to meet the cost of works to be carried
out by the Department, In this case, the accompanying
challan should state clearly the name of the Public Works
Division to which the amount is creditable and of the works
to which the deposit relates.
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A Government servant of the department who has frequently
to make remittance will keep a book in which he will enter all
his remittance to the treasury. The book should accompany
the cash and the challan to be receipted by the treasury.

At the end of the menth a consolidatzd receipt for the whole
of the remittance made during that period shouid be pre-
pared by him and sent with the remittance book to the
Treasury Officer, who, after verifiying the entries by
comparison with the schedule of receipts, will sign the book
and the receipt and return them to the Government servant
concerned.

Notes: 1. The consolidated receipt will be signed by the

Treasury Officer however small its amount may
be.

2. Remittance made to the Bank by cheques paid
in as Public Works remittances should be
entered in the Remittance Book but in the
place for the treasury receipt should be
entered 'By Bank Cheques' and the book need
not be sent with the remitance, provided that
the cheques are always endorsed 'Pay to the
Bank of or Credit account of
Government.”

{3) All receipts on account of the Public Works
Departmetn must be recorded in a register in
Form No. Ty 8 (IST 8) care being taken to
show remittance received from Divisional
Officers and their subordinates separate from
those received from others on their account.
An extract from this register will be made and
sent to the Director, Treasuries and Accounts,
Rajasthan, with the cash account.
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Rule 160 :

Rule 161 :

Rule 162 :

Rule 163 :

Rule 164 ;

Rule 165 :

Payments

Funds are supplied to Government servants of the Public
Works Department in two ways, viz., (1) directly by pay,
travelling allowance and contingent bills; and (2) by means
of cheques. '

The two classes of payments referred to in rule 158 above,
will be registered separately in the treasury.

Bilis

The claims of pay and allowances of gazetted and non
gazetted government servants, contingent claims of the
department of Public Works shall be drawn by the Officers of
the department from the Treasury/sub treasury in the same
way and manner as officers of other Civil Department and as
prescribed in the General Financial and Account Rules of
Rajasthan.

Cheques

Government servants in charge of public works divisions and
other public works officers who may be so authorised by the
Director, Treasuries & Accounts, Rajasthan, in accordance
with the prescribed rules, may draw cheques on specified
treasuries for obtaining the funds required by them for
departmental disbursements not covered by bills passed for
payment at treasuries.

Payments made on cheques should be recorded in the
register of cheques paid (Form No. TY 9-IST 9) but no
entries will be made in the column for balance. The paid
cheques should be sent by the Treasury Officer in support of
the debits in his accounts, accompained by a covering list
working upto date the total debit. The covering list should
show (1) Serial No. (2) Number of the cheques; and (3)
Amount of the cheques.

Subordinate Officers

A Divisional Officer, authorised under Rule 161 to draw
chegues on the treasury, may empower any of his sub
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Rule 166 :

Rule 167 :

Rule 168 :

divisional officer to draw against his own account. Separate
accounts for sub divisional officer should not be opened
either at the head or at a sub treasury. The divisional officer
gives a letter of authority only and the cheques drawn and
paid under his authority will be charged off in the same way
as if drawn by himself.

But if the divisional officer has intimated any limitation on the
drawings of a sub divisional officer for any month, the
cheques drawn by the latter during that month shouid be
noted irrespective of the date of payment on the reverse of
the letter advising the limitation, if any. The entry in the
register of cheques paid should, however, appear under the
date of actual payment.

Note: The accounts of g public works officers are not
closed on the last day of the calender month. The
letters of intimation will, therefore, specify the dates of
commencement and termination of the month in each
Case and the intimations advised therein should be
held to be applicable to cheques drawn during the
month thus defined. Any undrawn balance is not
available for drawings in subsequent months.

When funds are required for a sub divisional officer at a
different treasury from that with which the divisional officer
himself banks, the latter should get himself placed in
account with that treasury ‘and then empower his
subordinate to draw against his account. Funds should not
be made available for such a purpose by means of
remittance transfer receipts.

Payment at sub treasyry
Funds may also be obtained by the Divisional Officer or his

sub divisional officers from sub treasuries by means of
cheques.

Pass Book

The amount of each cheque paid must be recorded alsoin a
pass book or listof cheques cashed (Form Ty 51) which will
remain with the divisional officer, and be sent by him
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Rule 169 :

Rule 170 :

Rule 171 :

periodically to be written up by the treasury officer from the
register of cheques paid, details of cheques paid at the Bank
or at a sub treasury being taken from the daily sheets.

Note: A divisional officer at the headquarter station should
send his pass book to be written up every week, that
of a divisional officer at a distance may be forwarded
at longer intervals, but the dates should be fixed. A
divisional officer having banking accounts, with two
treasuries will, of course, have two pass books.

Miscellaneous Payment

Miscellaneous payments made at the treasury on behalf of
the Public Works Department and payments made by land
acquisition officers, not being special officers, on account of
compensation for lands taken up for that department, should
be debited direct in the cash book, the name of the division
or office concerned being specified in each case.

Monthly Settlement

The Treasury Officer should arrange to have a monthly
settlement very early in the month with the divisional officer,
i.e.. he should have the pass book written up in respect of
cheques cashed during the previous month, and issue a
consolidated receipt for the whole of the remittance received
from the divisional officer and his subordinates during that
month, vide rules 157 to 166. He shouid also furnish the
divisional officer with a certificate of total issues as follows:-

"| hereby certify that the total issues made from
this treasury on cheques drawn against the account
of Mro Officer in charge ...............
Division, during 19 , amounted to Rs............
(in words) Rs. "

A statement should be sent quarterly to each divisional
officer giving the number and dates of all public works
cheque books issued on requisitions received from him and
from each of his sub divisiona! officers.
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Rule 172 :

Ruile 173 :

D mental Pavm t the Bank un tter of Credit

The departmental payments under letter of credit by the
Bank shall be regulated in accordance with the provisions of
Chapter V! of these subsidiary Rules.

Central Departments

Rules relating to Railway Department, Posts and Telegraph
Department and other Central Departments are laid down in
the Accounting Rules for Treasuries, 1992, issued by the
Government of India and they should be followed by the
Treasury Officer in dealing with the transanctions of such

departments subject to any general or special orders issued
by the Government.
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Rule 174 :

Rule 175 :

(a)

(b)

()

Rule 176 :

(1

(2)

- PENSION PAYM

Place of payment

Under Ruie 21 of Treasury Rules, pensions payable in India
may be paid in any district of the State.

Transfer of payment to another State :

The Director, Pension Department, Rajasthan may, on an
application through the Treasury Officer concerned, received
from a pensioner drawing pension in Rajasthan and who is
desirous of drawing pension in another State, permit transfer
of payment to that Treasury in another State.

The Treasury Officer while forwarding the request for
transfer shall enclose therewith both halves of Pension
Payment Order recording thereon the fast payment made
upto that date alongside two slips containing specimen
signature or thumb impression, as the case may be of the
pensioner.

The Director, Pension Department will then either issue a
new Payment Order or enface the payment order for
payment at the new Treasury and move the Accountant
General of the State concerned to do so through the
Accountant General, Rajasthan.

Transfer of payment from one Treasurv to another or to a

Sub Treasury under the Treasury:

A Treasury Officer may authorise payment in any of the Sub
Treasuries subordinate to his Treasury of a pension payable
under proper authority at his headquarter, and may transfer
the payment of a pension from such Sub Treasury to his
Treasury or from one Sub Treasury to another under his
charge.

A Treasury Officer, on receipt of an application from the

pensioner drawing pension in his Treasury or Sub Treasury

under him, may permit transfer of the payment to another

Treasury in any District in Rajasthan, by forwarding both

halves of the Pension Payment Order and recording thereon
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Rule 177 :

Rule 178 ;

Rule 179 ;

Rule 180 :

the last payment made upte that date, under intimation to the
Director, Pension Department and the pensioner concerned.

Pensi men [

Payment of Pension on P.P.Os. - Payment of pensions are
made only upon Pension Payment Orders issued by the
Director of Pension Department.

Pasting of P.P.Os. in files - The Treasury Officer's halves of
pension payment orders will be pasted in serial order in
separate files one for each class of pensions, such as service,
political, assignments and compensations, etc. These files must
be kept in the personal custody of the Treasury Officer.

Note : The Pension Payment Orders will ordinarily be filed in
one series for the whole treasury but the Director,
Pension, may allow filing by sub treasury series when
this course is found more convenient.

On receipt of a Pension Payment Order at an office of
disbursement, 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, as the case may be, of the pensioner shall
be taken, where necessary, in the space provided for the
purpose in the Disburser's portion of the Pension Payment
Order.

Note :In case where pension is drawn through authorised
agent (who has indemnified Government against over
payments) personhal appearance of the pensioner is not
necessary even on the first occasion.

if the Pension Payment Order received from the Director,

Pension's office relates to a pensioner in whose favor an

anticipatory pension payment order was issued, special care

shall be taken to return both halves of the anticipatory
pension payment order duly cancelled to the Director,

Pension's office recording thereon the date of the first

payment of the final pension and the amount paid. The
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Rule 181 :

Rule 182 :

Rule 183 :
(1)

voucher for the first payment of the final pension will be sent
to the Accountant General office in a registered cover in
advance of the Treasury Schedule, alongwith a certificate
that both haives of the anticipatory pension payment order
have been sent to the Director, Pension.

When a pensioner is specially exempted by the Government
from personal appearance, the fact should be noted on his
pension payment order, and in all case of non appearance
of a pensioner, a note will be made, every year, on the
pension payment order of the form in which proof was given,
of the pensioner's continued existence;, e.g. “"pensioner
visited the Treasury Officer on ............ " and the initials of
the treasury officer or of the officer verifying the fact should
be put against the note.

The Director, Pension will issue the revised P.P.O for the
reduced amount of pension alongwith the authority for the
payment of commuted money with instructions to the
Treasury Officer to recover the pensioner's half of the
original P.P.O before handing over the pensioner's half of
the revised P.P.O and to forward both the halves of the
original P.P.2 to the Director, Pension, separately.

In issuing a Pension Payment Order, the Director, Pension
will -

(i) attach to the Order a copy of the descriptive roll
including specimen signature of the pensioner duly
attested by a gazetted officer if he can sign his name
or if he cannot do so, his thumb and finger impression
of the left hand duly attested by a gazetted officer;
and

(ii) paste a certified copy of the passport size joint
photograph with his wife or husband duly attested by
the Head of Office on the disburser's portion of the
Pension Payment Order. When he is unmarried,
widower or widow, photograph of the pensioner only
be furnished.
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Rule 184 ;

(1)

Rule 185 :

This requirement will not apply to exemptions granted
by the Government as provided in the Rajasthan Civil
Service (Pension)Rules or orders issued from time to
time. -

In case of sanction of pension to freedom fighters, the
Pension Payment Order will be issued by the Director,
Pension, without waiting for identification documents. The
identification documents, namely, specimen signatures of
the pensioner if he can sign his name, otherwise his thumb
and finger impression of the left hand and a certified copy of
the pensioner's photograph in passport size, duly attested by
the Collector or any other subordinate Revenue Officer in
the District, not below the rank of Assistant Collector, shall
be submitted to the Treasury Officer. it shall be the duty of
the Treasury Officer to identify the pensioner with reference
to these documents, before making the payment.

Register of Pension Payment Qrders -

The Treasury Officer will keep a register in form TY-58 of the
Pension Payment Orders issued on the treasury which will
serve as an index to the files of the orders referred in rule
176.

As soon as a new pension payment order is entered in the
register (Form TY 58), the Treasury Officer shall have an
extract of the entry made out monthly and send it to the
Tehsildar within the limits of whose jurisdiction the pensioner
may happen to reside. Subsequent changes pertaining to
the entry shall also be communicated to the Tehsildar as
soon as they occur.

The Treasury Officer should see that every new order is
correctly entered in this register, and wil} put his initials in the
column of "Name of Pensioner”, and underline in red ink
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 a pensioner, or application for transfer, strike it
permanently off the list, the date and cause of return along
with the last month of payment, should be entered in black
ink or capital tetters under the initials of Treasury Officer.
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Rule 186 -

Rule 187 :

Rule 188 :

Renewal of Pension Payment Orders

Treasury Officers are authorised to renew pension payment
orders, without reference to the Director, Pension,
Rajasthan-

(i) free of charge in cases where pensioner's half is worn
or torn or the entries on the reverse of either the
Pensioner's or Disburser's half are completely filied

up,

(i) on payment of Rs. 10/- {Rupees ten only) in case
where original order has been lost, stolen, destroyed
or defaced and on submission of a written application
explaining the circumstances of loss, theft, destruciion or
damage.

Manner of Payment

All Treasury Officers will, on first appearance of a pensioner
before them to take payment of his pension, note in the
column "Residence” in the Disburser's half of the pension
payment order, any additional particulars regarding his
correct address that may be thought necessary to ensure his
easy indentification in case of subsequent non-appearance.
Steps should also be taken to ascertain and note similarly
from time to time, as may be necessary, any change in the
address entered.

On appearance of a pensioner ¢laiming payment of pension, his
personal marks should be checked by the disbursing cfficer and
the signature to the receipt compared with the fascimile of the
signature pasted on the original payment order. if a pensioner
cannot sign his name, his thumb impression on the receipt
should be compared with the original impression already taken
on the Disburser's half of the pension payment order. A
pensioner drawing pension for the first time should also be
required to produce the copy of the order by which the sanction
to his pension was communicated to him.
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Rule 189 :

Rule 190 :

Notes: 1. In case of Iliterate pensioners and
pardanashin ladies, acquittances by seal
marks attested by some known and
respectable person, may be accepted in lieu of
thumb impression.

2. When the payment of a pension is required to
be made at a sub treasury, the treasury officer
should obtain a fresh specimen stignature and/
or thumb impression of the pensioner on a
piece of cardboard/paper. He should then
compare them with the signature and thumb
impression attached to the Disburser's half of
the pension payment order and forward them
after attesting together with a copy of the
original Disburser's half of the pension
payment order to the Sub Treasury Officer.

3. Lepers, on account of the contagious nature of
their disease, may be paid their pensions by
money order at Government expenses or paid
through a responsible person like Gram Sevak
or Patwari, before two responsible persons,
without obtaining receipt. The person making
the payment will record a certificate in his
hand of the fact of making payment.

If due to old age or infirmity or in consequence of some
physical disability, a pensioner is unable to appear in person
and if so requested by him, the Treasury Officer will not
insist upon his personal appearance( before him to satisfy
himself that the pensioner is alive) and may accept in lieu
thereof a life certificate duly signed by any of the authorities
specified in Rule 191. The authority signing the life
certificate shall specify therein the detailed reasons i.e.
nature of sickness/infirmity etc. due to which the pensioner is
not able to present himself personally for the purpose of
annual verfication.

Special risk of fraud exists in the payment of pensions to
women who do not appear in public; special care should,
therefore, be taken n the identification of such pensioners.
The descriptive rolls, when originally prepared, and the
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Rule 191 :

Rule 192 :
(1)

(2)

periodical certificates of the continued existence of such
women, should be attested by two or more persons of
respectability in the town or village.

Pensioner’s receipts may be taken either -

— on separate bills (TY-59) (which may be attached to a
schedule for each kind of pension, or if few in
number, may support separate entries in the cash
book and list of payments), or

— on a single bill (form TY 60) for all on account of each
class of pension,

On the latter plan, the receipt of each pensioner appearing
personally will be taken in the coiumn provided for that
purpose, while separate receipts will be appended in support
of the charges on account of those paid at sub treasuries. If
payment is made to another person authorised to receive it,
the name of the payee should be entered in the separate
receipt. On all such documents the number of the entry in
the bill should be entered.

A pensioner exempted from personal appearance who
draws his pension through an authorised agent shouid
produce with his pension claim for the month of June and
December, a life certificate signed by any person authorised
under Rule 191 of these rules and dated not earlier than the
last date of the month concerned.

Since a treasury officer is personally responsible for any
payment wrongly made, he should satisfy himself that the
life certificate accompanying a bill is genuine.

A life certificate, which is signed by an honorary magistrate
(of any district) exercising magisterial powers in any part of
Rajasthan and which bears the seal of his court should be
accepted even if the signature of the honorary magistrate is
not known to the treasury. '
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Rule 193 :

(H

Persons authorised to sign life certificates

A pensioner of any description who produces a life cerificate
signed by any person specified hereunder is exempted from
personal appearance :

(i)

(i)

(iif)
{iv)

(vi)

(vii)

(vii)

(ix)

a person exercising the powers of a Magistrate under the
Criminal Procedure Code;

a Registrar or Sub Registrar appointed under the Indian
Registration Act;

a Gazetted Government Servant;

a Class | Officer of the Reserve Bank of India or an
Officer of the State Bank of India or Sub Accountant
appointed as an agent or an Accountant at a branch of
the State Bank of India or by a Bank included in the
second schedule to the Reserve Bank of India Act, 1954,

a Police Officer not below the rank of Sub-Inspector
Incharge of Police Station;

a Post Master, a Departmental Sub-Post Master or an
Inspector of Post Offices;

a Block Development Officer or a Naib Tehsildar;
a Member of Parliament or State Legislative Assembly or
Zila Pramukh/Pradhan or a Sarpanch of Village Pan

chayat; and

a Pensioned Officer who before retirement exercised the
powers of a Magistrate. '

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 Representative
of india is exempt from personal appearance.
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Rule 194 :

(1)

(2)

(3)

Verificatation of continued existence of Civil Pensioners

In the case of all pensioners who do not appear at the
treasury to receive their pension, but send their pension bills
accompanied by life certificates signed by persons duly
authorised, the treasury officer must take precautions to
prevent impositions and, must at least once a year require
proof independent of that furnished by life certificate of the
continued existence of the pensioner. But for this purpose,
no pensioner need be required to appear at the treasury, if
the usual life certificate which accompanies the first bill
presented on or after Apri1 1, is countersigned by a second
person indicated in Rule 191 or by some other well known
and trust worthy person whose signature is known to the
treasury. 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
and may ask pensioner to appear in. person for due
identification, except in cases of exemptions from personal
appearance allowed by the competent authority.

A pensioner of any description resident in India drawing his
pension through banks or agents who have executed a
general bond of indemnity or a special bond of indemnity to
cover pension payments made to a particular pensioner or
class of pensioners from a particular station or stations need
not be required to get the life certificate accompanying the
first bill presented on or after April 1, countersigned in the
manner prescribed in clause (1) above but such
countersignature will be necessary if the pension is drawn
through a bank or agent that has not signed any bond of
indemnity. The monthly life certificate furnished with a
pension bill will require the attestation prescribed in sub rule
(2) of Rule 190 above in every case where the pension is
drawn through a bank or agent that has not executed any
bond of indemnity.

A pensioner not resident in india may draw his pension in
India through a duly authorised agent possessing a legally
valid power of attorney who must produce a life certificate
on each occasion, unless the duly authorised agent has
executed an indemnity bond to refund over payments in
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which case he has to produce the life certificate at least
once a year.

Notes : (i) In the case of pensioners drawing their pensions

Rule 195 :

Ruie 196 :

(1)

(2)

through banks or agents, who have executed a bond
of indemnity to cover pension payments, it is not
necessary that the signature of the persons, who has
given life certificate, should be known to the treasury
as the banks or agents will be responsible for seeing
that the signature of the person who has given life
certificate is genuine.

(ii) Scheme for payment of pension through Public
Sector Banks as nofified by the Government is
available at Appendix VI (Rule 137) of Rajasthan Civil
Service (Pension) Ruiles, 1996.

Miscellaneous

In cases in which political pensioners do not appear in
person to receive payment of their pensions, if the
disbursing officer entertains any doubt which he has no
convenient means of removing, he should refer the case to
Government through the Collector for orders. Payment of
the pension, however, should not be suspended pending the
result of such reference.

Declaration to be given by famil S

A declaration shall be obtained yearly by the Treasury
Officer from all recipients of family pensions whose pension
is terminable on their marriage or re-marriage in the
proforma given below.

However, in the case of widow recipient the Treasury Officer
shatl obtain an undertaking from her to the effect that she
will report such an event immediately to the Pension
Disbursing Authority/Bank on its happening, at the time of
first payment.

{86}



*

Proforma of declaration

| hereby declare that I am not married/ | have not remarried

during the past six months and | will report such an event promptly
on its happening to the Pension Disbursing Authority/Bank.

dk

take to

OR

| hereby declare that | have not been remarried and | under-
report such an event promptly on its happening to the

Pension Disbursing Authority/Bank.

Place :
Date:

ik

3)

Rule 197 :

Signature
Name of Pensioner; - eemwemmsas
P.P.O.No:

Applicable in the case of unmarried daughters and
widowers.

Applicable in the case of widow recipient of family pensibn.

Every Pension Disbursing Officer shall submit to tne Director
of Pension, Rajasthan, a statement showing pariculars and
dates of last payments of pensions in respect of the cases of
failure to furnish the above declaration in the month of
December every year.

Payment on death of Pensioner

Pension can be drawn for the day of a pensioner's death;
the hour at which death occurs has no effect on the claim.
Any person claiming as the heir of a deceased pensioner
should be required to produce the pensioner's half of the
pension payment order, or if no pension payment order has
been issued the copy of the order in which sanction to the
pension was communicated to the pensioner or his heir.
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Rule 188 :  Payment_of arrears of pension of deceased pensioner
Wi r ti fi

{1)  The arrears of pension of a decased pensioner may be paid
to the heirs of the deceased, without the production of the
usual legal authority to the extent of Rs. 25,000 under the
orders of the Treasury Officer/Pension Payment Officer after
such enquiry into the rights and title of the claimant as may
be deemed sufficient. Any excess above Rs. 25,000 may
similarly be paid under the orders of the Director, Pension
Department, Rajasthan, on execution of an indemnity bond,
with such sureties as he may require, if he is satisfied of the
right and the title of the claimant. In any case of doubt,
payment should be made only to the person producing legal
authority.

(2)  After payment of the arrears of pension, the Pension
Payment Order should be returned to the Director, Pension
Department, Rajasthan, with a report of the date of death of
the pensioner, in case no family pension has been
authorised in that Pension Payment Order.

Rule 199:  Cerificate of non employment:

(1) A pensioner including family pensioner drawing pension in
India is required to append to his bill a certificate of non-
employment as follows:

Certificate of non employment :

| declare that | have not been serving in any capacity either
permanentlytemporarily, either under Central or State
Government, Local Fund or under a State/Central Government
Company, Corporation, Undertaking or autonomous body/statutory
body, local body, co-operative society, institution etc. wholly or
substantially owned or controlled by the Central/State Government
or in which the Government has substantial financial interest or
receiving Grant-in-aid from the Government to meet its
administrative expenditure or in Reserve Bank of India or in Public
Sector Bank or in General Insurance Corporation or Life Insurance
Corporation etc. etc. or is employed/re-employed, absorbed in any
of the above institutions.
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(2)

in the absence of the above certificate, the Dearness Relief
will remain suspended till such re employment/employment
of the pensioner, whether before grant of pension or after

. grant of pension.

)

(4)

(5)

Rule 200 :

Ruile 201 :

In case where the amount of consolidated salary has been
fixed on re employment without taking into consideration the
element of dearness aliowance, the payment of Dearness
Relief may be made by the Treasury Officer on receipt of
such a certificate from the concerned Appointing Authority,
subject to the condition that the total consolidated salary
plus pension and Dearness Relief payable thereon on the
date of retirement does not exceed the pre retirement
emoluments. In case the total consolidated salary plus
dearness relief payable on the date of retirement exceeds
the pre retirement emoluments, only the difference between
the Dearness Relief admissible and the excess over the pre
retirement emoluments shall be payabie.

In the case of a pensioner permitted under Chapter X of the
Rajasthan Civil Service (Pension) Rules to draw pension
after re-employment, the certificate prescribed under sub
rute (1) should be modified according to the facts.

In the case of a pensioner drawing his pension through an
agent, who has executed the required Bond of Indemnity,
the certificate modified accordingly may be signed by the
agent provided that the pensioner shall himself furnish, once
a year, a certificate covering the period for which pension
has been drawn on the basis of the agent’s certificates.

When a Treasury Officer reports the non appearance of a

- pensioner to the Collector, an enquiry is to be made as to

the cause of the same. The enquiry officer may make
enquiries from the pensioner's relatives or friends with whom
he was living or known tfo find out the cause of non
appearance.

Bﬁcgtd_of.ﬂgxmgm

Every payment is to be entered on the reverse of both
portions of the Pension Payment Order and attested by the
signature of the disbursing officer; in case of pensions paid
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Rule 202:

(1

(2)

(3)

4)

at a sub treasury where will be found only a copy of the order
with the Treasury Officer's order thereon, the sub treasury
officer will make the entry on the counterpart and on his copy,
while the Treasury Officer at the headquarters treasury will,
from the receipt, make the necessary note on his original of the
order.

Lapses and Forfeiture:

When ceases to be payable -

If a pension payable in India remains undrawn for more than
one year, the pension ceases to be payable.

If the pensioner afterwards appears, the Disbursing Officer
may renew his payment.

the arrears of pension may be paid by the Disbursing Officer:-
(a)  if the pension in arrears is to be paid for the first time; or

(b) if the pension in arrears is to be paid not for the first time
and the amount of arrears does not exceed
"Rs. 50,000/-].

The arrears of pension exceeding '[Rs. 50,000/-], under sub
rule 3(b) of this rule shall be paid only with the prerious
sanction of the Director, Pension:

Provided that, if in case pension remains unclaimed for three years
in the case of a service pension or six years in the case of a political
pension, it cannot be paid without the authority of the Director,
Pension.

Note : Except where it is expressly otherwise provided or the context

otherwise requires:-

"Service Pension" means a pension payable to, or in respect
of a person in consideration of past employment under the
Government and includes a gratuity so payable; and

1. Substituted vide Order No. F.2(1)FD/GF&AR/2001 dated 24.1.2005 for - "Rs. 25,000/-".
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Rule 203 :
¢y

(2)

€)

(4)

Rule 204:

"Political Pension" means a pension, not being a service
pension, granted or customarily payable to, or in respect of, a
pension on political consideration or compassionate grounds,
or in consideration by distinguished or meritorious services,
or of the surrender of rights or emoluments, and includes
assignments of compensation when payable in the form of
fixed allowances or grants.,

The arrears of pension of a deceased pensioner also cease to
be payable by the Treasury Officer if they are not claimed
within one year of the pensioner's death.

If a claim is presented thereafter but before expiry of a period
of three years of the pensioner's death, the Disbursing Officer
may make the payment to the heirs of the deceased on
production of legal authority. The Disbursing Officer may
authorise payment without production of legal authority to
the extent of '[Rs. 50,000/-], after such enquiry into the
rights and titles of the claimant as may be deemed sufficient
by him. Any excess above 'fRs. 50,000/-], can be paid under
the orders of the Director, Pension as provided in rule 145 of
the Rajasthan Civil Services (Pension) Rules, 1996.

The authority of the Director, Pension Department would be
required if the payment of arrear is -

(i) more than '[Rs. 50,000/-], or
(ii) claimed after three years of the death of the pensioner.

After payment of the arrears of pension, the Pension Payment
Order should be returned to the Director, Pension, Rajasthan
with a report of the date of death of the Pensioner in case no
family pension has been authorised in that Pension Payment
Order.

Pavment of difference of pension to the missing pensioner on

his reappearance

If a missing pensioner reappears at any time after grant of
family pension as per proviso to rule 61 of Rajasthan Civil
Services (Pension) Rules, he shall be allowed the
difference, ifany, between the amount of service pension

1. Substituted vide Order No. F.2(1)FD/GF&AR/2001 dated 24.1.2005 for - "Rs. 25,000/-",
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Rule 205 -

Rule 206 -

Rule 207 :

and the amount of family pension already paid, without any .
sanction from the Director, Pension if the period of missing
does not exceed three years,

Payment of arrears of pension of ‘ynheard of pensioner:

The arrears of pension for the period of non drawal of
service pension by the pensioner who had disappeared, to
the date of start of family pension under proviso to rule 61 of
RCS (Pension) Rules, shail be paid on completion of one
year of drawal of family pension, if the pensioner has not
reappeared during this period. The arrears would be given at
the rate of family pension specified in Rule 62 of
RCS(Pension)Rules but not exceeding the rate of service
pension. The authority of the Treasury Officer to make this
payment will be limited to the provisions made in rule 199 of
these rules.

Payment of arrears of family pension under second proviso
to rule 61 of RCS(Pension) Rules in case of g missing

government Servant

After one year of drawal of family pension under second
proviso to rule 61 of RCS (Pension) Rules, in case of 3
missing Government Servant, the family shall be paid
arrears of family pension at rates already sanctioned, from
the date of missing of the Government Servant to the date of
start of family pension, provided the Government Servant
has not reappeared during this period. If the amount of the
arrears exceeds Rs.25,000, the authority of the Director,
Pension would be necessary.

No claim of pension, to heirs when a_Government servant

ifrrnr [

if a Governmant servant dies before actually retiring or being
discharged, his heirs have no claims to anything in respect
of his pension except to the extent and subject to the
conditions specified in Chapter V of Rajasthan Civil Services
(Pension) Rules, 1996.
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Rule 208 :

Rule 209 :

(1)

(2)

Submission to a statement of cases of failure to draw pensions

The Treasury Officer should submit to the Director, Pension,
every year in April a statement of cases of failure to draw
pensions. The statement should include the names of all
pensioners who have not drawn their pensions -

(i)  for six years in case of political pensioners: and
(i) for three years for other pensioners.

The reasons for non drawal, if known, should be stated against
each name.

Payment of Pension by Postal Money Order
The pension of :-

(i} disabled ex military personnel,
(ii} widows of ex military personnel,

(i) ex military personnel,

(iv)  Civilian pensioners including provisional pension,
(v)  family pensioners including provisional pension, and
(vi)  political pensioners,

whose pension does not exceed Rs. 1275/- per month plus the
appropriate dearness relief increases from time to time, shall
unless the pensioner elects by an application in writing
addressed to the Treasury Officer to receive it in person be
remitted by the Treasury Officer on a date during the iast week
of the month, through Postai Money Order superscribing the
same as "NOT PAYABLE BEFORE THE 1st PROXIMO" at the
cost of the Government and charges on account of Money
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.

“In cases not covered by sub rule (1) above the payment of

pensions not exceeding Rs. 300 p.m. may be made by postal
money order at the option of the pensioner at his cost.
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Rule 210 :

re for f ' P

When the mode of payment of pension by postal money
order is adopted, following procedure shall be followed:

(i) A pensioner who elects to have his pension paid by
money order, and to whom pension is to be remitted
by money order at the cost of the Government and
who does not elect to receive it in person, should
present in person to the Treasury Officer or Sub
Treasury Officer, a declaration to that effect with his
copy of the pension payment order. The Treasury
Officer or Sub Treasury Officer should then identify
the pensioner as laid down in rule 186 of these rules.
After this has been done he should paste the
declaration and both halves of the pension payment
order in a register headed " Pension payable by
Money Order”. On a date, during the last week of
each month, a treasury or sub treasury office clerk
deputed for the purpose should make out a money
order form for each pension recorded in the register
mentioned above - (i) without deducting M.O.
commission in respect of cases mentioned in rule
206(1);, and (ii) less money order commission in
respect of cases covered in 206(2), and make
corresponding payment entries at the back of the
pension payment order. The treasury officer or sub
treasury officer should sign the money order form and
initial the entries on the back of the pension payment
orders after carefully comparing the three documents.

(i) Every money order form should be stamped
prominently by the treasury or sub treasury office
with the words "Pension Payment " with a red ink
stamp. Similarly, the money order acknowledgement
should be stamped with the words " on account of
pension for ", the month to which the
pension relates being filled in manuscript’at the time
of issuing the money order.

(i)  The money order forms should be carefully prepared
and correct and complete information should be given
as to the name and address of the payee. The post

{94}



(iv)

(v)

(vi)

office will not be responsible for wrong payments
Caused by the carelessness of the remitter in this
respect.

The latest date for the preparation of the money order
form will be the last day of the month for which
pension is to be remitted.

The treasury or sub treasury officer will watch for the
payee's acknowledgment for all remittances and
should compare the signature on the payees'
acknowledgment every month with the pensioner's
signature on the pension payment order.

The treasury or sub treasury officer should also
satisfy himself once every year in such manner as he
thinks desirable that the pensioner is actually aiive. In
token of having done so, he should endorse on the
schedules of payments for the month of April each
year a certificate to the effect that he has satisfied
himself that the pensioners were actually alive on the
date on which the pensions were remitted to them.

Note: The Collector should determine, on a consideration of

(Vi)

(viii)

local circumstances, what arrangements should be
made to ascertain death and should lay on some
village/revenue official the responsibility of reporting
promptly the death of a pensioner whose pension is
paid by money order.

If the return of the payee's acknowledgment is
delayed longer than thirty days from the date of issue
of money order, or if a complaint is received regarding
non payment, the treasury or sub treasury officer
should forthwith make enquiries from the postal
authorities.

It will not be necessary to prepare separate pension
bills for pensions paid by money order. The payments

- should be shown in a separate schedule which will

serve as a voucher. On this schedule the treasury or
sub treasury officer should give a certificate to the
effect that he has satisfied himself that all amounts
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(ix)

Note:

(x)

noted in the schedule have actually been remitted by
money order.

The amount to be remitted will not be paid to the post
office in cash, but by transfer to the credit of the post
office. The money order forms should be sent to the
post office with a certificate by the treasury or sub
treasury officer that the amount of money order and
the commission thereon has been credited to the post
office in the treasury (or sub treasury) accounts by
transfer. ' '

The words “ adjusted by book transfer" should
invariably be written in red ink across the money
order form and the amount of money order with the
commission due, must be specified in the cerificate
prescribed above.

In the schedule of payments of the succeeding
month, the treasury or sub treasury officer should give
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 | have obtained all
payee's acknowledgments in support of these payments and
filed them in my office."

(xi)

In the schedules for January and July of each year
the Treasury Officer should also furnish the following
additional certificates :-

"Certified that -

(i) | have obtained from each pensioner half
yearly a declaration that he has not been
serving in any capacity either permanently or
temporarily in Central/State Government
Department or is employed/ reemployed/
permanently absorbed in a Central or State
Government Company, Corporation,
Undertaking, Body, Cooperative Society,
Institution etc. wholly or substantially owned or
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Rule 211 :

controlled by Central/State Government or in
which the Government has substantial financial
interest or is receiving grant in aid from the
‘Government to meet its administrative
expenditure or in Reserve Bank of India or in a
Public Sector Bank or in GIC/LIC efc. during
the last six months: and

(i) | have obtained from all recipients of family
pensions (except widows) whose pension is
terminable on their marriage or remarriage, a
declaration that she/he has not been
married/remarried during the past six months.

Note: Unmarried daughters or widower pensioners
whose pensions are terminable on marriage or
remarriage, and who elect to have their
pensions paid by money order, should either
appear in person before the treasury or sub
treasury officer twice a year when drawing their
pensions for December and June in order to
enable that officer to obtain the requisite
certificate ” or should submit the required
certificate well in time to admit of their
pensions for the two aforesaid months being
remitted by money order.

The Treasury Officer should certify in the Schedules for
January and July each year to the effect that he has
obtained the requisite declaration.

(xi) Once every year all pensioners who elect to be paid
by money order shall be required to attend the
treasury or sub treasury in person so as to enable the
treasury or sub treasury officer to satisfy himself that
payments have been made correctly and in
accordance with relevant rules.

nt at T

Arrangements may, if desired by the pensioner, be made for
the payment of pension at a sub treasury as this will save
the pensioner some inconvenience and expense in having to
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go to the treasury for his pension. The attention of the
pensioners should be drawn to this privilege and the
treasury officers should, wherever practicable, authorise
payment of a pension at a sub treasury instead of at the
treasury.

Notes: 1. It .is generally the practice in the case of
pensioners who wish to draw their pensions
from a sub treasury that the first payment of
pension is not made at the sub treasury but at
the District treasury and subsequent payments
are made at the sub treasury. This
arrangement is both troublesome and
expensive to the pensioner and pensions
should from the very beginning be paid at the
sub treasury.

2. The procedure authorised in these rules for
payment of Pension at the treasury applies
mutatis mutandis to pensions, the payment of
which has been authorised at a sub treasury.

3. The following procedure should be adopted in
the case of pensions payable at sub
treasuries:

On receipt of a pension payment order or pension circular in
respect of pensions payable at sub treasuries, the Treasury Officer
should, after giving a serial number to the pension payment order,
and taking action as required under rules 182 and 183 of these
rules, forward the original payment order to the sub treasury
concerned. The sub treasury officer will exercise the prescribed
checks and make payment, returning the original disburser's half
of the pension payment to the Treasury Officer retaining the copy
at the sub treasury. The pension payment order will then be dealt
with at the Treasury in the manner described in rule 176. it should
be clearly understood that the treasury officers should continue to
communicate promptly to the sub treasury officers concerned all
subsequent orders, requirements and instructions such as
stoppage, reduction or increase in the rate of pension, or
assignment of the district treasury serial number, etc. pertaining to
such pensioners. '
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Rule 212 :

(1)

(2)

Payment of petty pensions at the Banking Treasuries

In the case of banking treasuries, petty pensions of Rs. 200
per mensem plus or under plus the appropriate dearness
relief increase from time to time may be paid at the treasury
instead of the Bank. Payment of pensions exceeding Rs.
200 per mensem plus the appropriate dearness relief
increases from time to time but not exceeding Rs. 500 per
mensem plus the appropriate deamess relief increases from
time to time, may also be made at the treasury at the
discretion of the Treasury Officer, if he considers that due to
the iocation of the Bank the pensioners drawing pensions
not exceeding Rs. 500 per memsen plus the appropriate
dearness relief increases from time to time are put to
inconvenience and extra expenditure.

For making payment of such pensions at the Treasuries, the
treasury officer may draw two advances every month. The
advance will be drawn and accounted for as follows

(i) Two advances may be drawn each month. One on
the first working day of each month to meet pension
payments from 1st to 10th of the month. The account
of this advance will be closed on the 10th, i.e. on the
date on which the first list of payment is despatched
to the Accountant General. The other advance may
be -drawn on the 11th and its account will be closed
on the last working day of the month.

()  The amount of advance will be charged to such head
of account, and the account of advance will be kept
and rendered to the Accountant General in such form
and such manner as the Accountant General may
prescribe from time to time.

(i)  As the Treasury Officer is personally responsible for
the proper accounting of such advances, it is
necessary that he should check the account of
advance every day alongwith the regular daily
accounts. For purposes of this check, the Accountant
should maintain an abstract account of the advance
Form No. Ty. 71 and enter therein the amount of
advance drawn with particulars of its voucner and
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Rule 213 :

(1)

(iv)

(v)

date on which it is drawn. Payments as they are
made against this advance, should be entered daily
in this register and balance struck. Only daily totals
from the schedules of pension payment should be
entered. Totals should, however, be entered
separately for each head of account to which the
amount of pension paid is charged. This will enable
the Treasury Officer to check that totals from
respective schedule are carried to the abstract
account correctly.

The cashier who actually disburses the amount of
advances drawn, should keep a detailed account of
alt payments against the advances. He will enter each
voucher in this register and strike a daily total of
payments made and then a balance. The Treasury
Officer when checking the daily cash book should see
that the balance from this register is correctly carried
to the cash book and tallies with the abstract account
of the advances maintained by the Accountant.

The above rules apply to civil pensions. In the case of
military pensions separate advance will be drawn and
a separate account will be kept in the same forms as
prescribed for civil pensions in sub clauses (iii) and
(iv) above.

Note : The payment of allowance to the Maintenance

r

holders etc. and payment of compensation to
jagirdars against Pension Payment Orders issued by
the office of the Director, pension shall also be
regulated in accordance with the procedure laid down
in the above rule.

iti

Gratuities will be paid by the Treasury Officer on an authority
received from the Director, pension, to whom the sanction is
communicated by the sanctioning authority or by another
audit officer. The payment can be claimed on letter of
authority issued by the Director, Pension and no separate
bill is necessary. The payee should also be required to
produce the copy of the order by which the sanction to the
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(2)

(3)

gratuity was communicated to him and the Treasury Officer
should record the fact of the payment having been made on
the copy of the order so produced.

The recipient of gratuity who opted payment of pension
through a Public Sector Bank, if he himself does not present
personally shouid submit the sanction communicated to him
by the Director, Pension, for payment of gratuity after
affixing revenue stamp duly signed endorsing thereon
"Payment Received' and indicating the branch of Bank and
Account Number, through the person authorised by him to
the Treasury Officer. The Treasury Officer shall then
compare the signature of the recipient from the record
available with him and satisfy himse!f about the correctness
of the same and after recording the following orders on the
original authority, hand over to the person who has
presented it, retaining copy of the recipient's authority letter
in his office record:- '

"Deposit the payment of gratuity

amounting to Rs. (in  words
Rupees

} oin
the Account
No. of

(Bank) in favour of

Shri

Treasury Officer.”

A gratuity payment order shall remain in force for one year
only and no such order shall be retained by a Treasury
Officer, if payment has not been made on it within a year of
its issue.
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PTER

T Y NT

A : RULES FOR BANK TREASURIES

RULES AND PROCEDURE FOR TREASURIES

Introductory
Rule 214 :

Rule 215 :

THE BUSINESS OF WHICH IS
CONDUCTED BY THE BANK

The following rules are for the guidance of Collectors,
Treasury Officers and for Officers of the Bank in dealing with
the receipts and disbursements on account of State
Goverfiment at places in which the cash business of the
treasury is conducted by the Bank. These rules will be
subject to the overall provisions contained in the Accounting

Ruies for Treasuries, 1992, issued by the Government of
India.

In cases of doubt, and as a general rule, the usage hithereto
observed at the treasury will be followed in respect of all
Government transactions with the Bank.

I:  DIRECTIONS FOR MAINTENANCE OF ACCOUNTS AT BANK
AND SUBMISSION OF RETURNS THEREOF -

{a) Accounts and Books :

Rule 216 :

The books and accounts to be kept by the Bank will consist
of -

(i) the scroll cash book, being the primary record;

(ii) a daily account of the receipts and payments made
up and_despatched to the Treasury Officer;

(iify  an account in the general ledger in.the name of the
State;
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Rule 217 :

(iv) a pass book to be daily fowarded to and returned by
the Treasury Officer.

Note: The Bank shall use alternate pass books for each
day's transactions so-as to allow sufficient time to
Treasury Officers/ Sub-Treasuy Officers to scrutinise
daily scrolls received by them from the Bank and tally
entries made therein with the entries recorded by the
Bank in the pass books.

{v)  Error Scroll/Pass Books for rectification of errors.

Explanation : In addition to regular pass books for daily
transactions, Banks will maintain error
scrolls/pass books to record rectification of
errors noticed in transactions recorded earlier
day to day during the month. The sum total of
entries in these error scroll/pass books will be-
carried over into regular pass books and
monthly accounts. Such error scrolls/error pass
books will not be used by Bank for carrying out
inter-government adjustments.

In the Scroll Cash Book will be entered all receipts and
disbursements on account of Government. The net amount
only of documents paid, in which deductions have been
made will appear in this book, and the total of each side will
form the daily entries in the general ledger.

(b) Payments into the Bank:

Rule 218 :

Revenue Receipts

Save as provided in Chapter Il to these rules, any person
who desires to pay money into the Bank on Government
account for any particular transactions, shall first present at
the treasury a Challan, in duplicate, { which, if necessay, will
be prepared in the office) The Accountant/Junior
Accountant or any othe Government servant entrusted with
the duty of examining the challans will specifically check the
account classification, purpose and the person or
Government Department on whose behalf the money is to
be deposited. After examination, he will write on both the
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Rule 219 :

Rule 220 :

original and the duplicate, the word "correct”. He will then
affix his initials to the challan with the date and submit the
same to the Treasury Officer if the amount is Rs. 1000 or
more, who will enface it with an order to the Bank to receive
money and grant receipt. The challans for sums below Rs.
1000 will be signed by the Accountant/Jr. Accountant.
Challans presented at the Sub Treasury shall also be dealt
with in the same manner excepting that all Challans shall be
signed by the Sub Treasury Officer. Both original and
duplicate challans shall 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 an
acknowledgment granted to the payer on the original
challan, the duplicate being retained by the Bank and
forwarded to the Treasury Officer with the daily account.
Challans are valid only for such time, not exceeding ten
days, as may be fixed by the Treasuy Officer, if they are
presented after the allotted time, the money will not be

received by the Bank, until they are revalidated by the

Treasury Officer.

Cheques on local banks will be accepted in payment of
Government dues etc. The preliminary acknowledgment of
the receipts of the cheques will be in the form given below :

"Received cheque No. ............. for Rs. .............. (Rupees
.......................... in words), drawn on ...... Bank
................. on account of "....................... as per challan
No........... " '

Note : Also refer to rute 70(1)(c), Ch.ll.

There will be a daily clearance of cheques. accepted and
transactions will be included in the daily accounts submitted
to the treasury. If a cheque is dishonoured by the Bank
concerned on presentation, the fact will be reported at once

to the payer with a demand for payment in cash. Other

conditions for payment of money by cheques shall be as
prescribed in rule 70 (1) and (2) of Chapter I of these rules.
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Rule 221 :

Rule 222 :

Rule 223 :

Cash receipts and déposits of the Forest and Public Works
Departments will similarly be received in accordance with
the rules applicable to these departments.

In the case of all other departments, fines, forfeitures and
other miscellaneous receipts to be deposited by Govern-
ment servants will be forwarded by them daily to the bank
with a challan in duplicate, describing the several items and
the heads under which they should appear in the accounts.
One copy of the chalian will be retained by the Bank and
forwarded with the accounts of the day to the Treasury
Officer and the other returned receipted to the Government
servant concerned for record in his office.

Note : The original challan may be in the form of a book sent
daily for signature.

L F i

The detailed account of local funds and registers of deposits
are kept in the Collector's, Magistrate's, and Judge's Offices,
the Bank only receiving the amounts tendered in accordance
with rule 218 and crediting them to their proper heads of
account.

{c) Withdrawal from the Bank on Government Account

Rule 224 :

Civil Charges

All charges for pay and allowances and contingent expenses
of Government servants of the civil establishments will be
presented to the Treasury Officer in the first instance for
examination. The Treasury Officer, if he approves and
passes the charge, will enface on the bill an order to pay a
specified amount, which order will be recorded in the register
of payment orders issued, and will be numbered, dated and
signed. The bill. will then be returned to the person who
presented it, and will be paid at the Bank in accordance with
the Treasury Officer's order.
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Rule 225 ;

Rule 226 :

All bills, cheques and other documents passed by the
Treasury Officer as well as interest payment orders, etc.
being non negotiable instruments, warrant special
precaution on the part of the Bank in the matter of
identification of payees. All such claims have normally to be
presented by the payee personally at the Bank and save as
provided in Rule 113 of the General Financial and Accounts
Rules Vol.i of the Government of Rajasthan no endorsement
is permissible. The Bank will not, however, disburse
payments of such claims unless the Bank is previously in
possession of a specimen of the payee's or endorsee's
signatures as recorded thereon and the massanger, if any,
through whom the claim is presented is identified to the
satisfaction of the Bank.

Note :When payment is desired wholly or partly in the form
of Bank Draft, a formal application should accompany
the bill and the manner in which the payment is
desired should also be indicated in the drawer's
receipt on the bill. If the Treasury Officer is satisfied
that the grant of a Bank Draft is permissible, he will
specify clearly in the pay order the manner in which
payment should be made. :

The Bank will, while making payments, in particular, see
that:-

(i) the pay order written in figures and words is clear,
legible and there is no cutting, overwriting and
manipulation; :

(i) the entire pay order is written with the same ink and
handwriting;

(i}  the seal of "below Rs. .......... " is impressed thereon;
(iv) the signatures on the pay order tally with the
specimen signatures of the Treasury Officer/

Assistant Treasury Offi cer;

(v)  the signatures of the Drawing and Disbursing Officer
also tally and verified with the specimen signatures:
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Rule 227 :

Rule 228 :

(vi)

(vii)

the person receiving money is properly identified with
the identity card in force issued to him, to the entire
satisfaction of the Bank and his signatures tally with
the signatures attested by the Drawing and
Disbursing Officer in Form G.A.59-B; and

a separate authority letter on GA 59-B has been
obiained by the Bank for their record.

No payment shall be made by the Bank except under the
written pay order of the Treasury Officer.

Departmental| Payments

(1

(2)

3)

(4)

(5)

Letters of credit issued under the rules may be acted
upon without further authority, the Bank, observing
the prescribed limitations.

Except where otherwise provided, in cases not
covered by letters of credit, the Bank will act only on
payment orders signed by the Treasury Officer.

Letters of credit or assignment issued in favour of a
drawing officer shall specify the maximum amount
upto which the Officer credited shall have the
authority to draw on the particular treasury on which
the letter of credit or the assignment has been issued.
At places where the cash business of the Treasury is
conducted by the Bank, any letter of Credit or
assignment issued on the treasury shall also be

communicated to the Bank.

Where funds under a letter of credit are required only
at headquarters, the original letter of credit may be
passed on by the Treasury Officer to the Bank, but if
funds are required both at the headquarters and at a
sub treasury, the Treasury Officer will retain the letter
of credit and will advise the Bank of the amount to be
drawn at headquarters.
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Rule 229 :
(1)

(2)

(3)

(4)

Rule 230 :

Rute 231 :

Government servants of the Public Works Department draw
funds either by bills or by cheques.

Bills will be cashed by the Bank only on payment orders
endorsed thereon by the Treasury Officer.

In respect of cheques, the Chief Engineer shall, on receipt of
authorisation from the Finance Department, issue the letter
of credit to each Divisional Officer. These letters of Credit
may be acted upon without any further authority, the Bank
observing the prescribed limitations.

An Officer in charge of a division may regulate the drawings
of his sub divisional officers by letters of credit by himself.
Letters of Credit issued by Officers in charge of divisions
may be acted on without further authority, the Bank
observing the prescribed limitations.

Note: Sub rule (5) to rule 228 applies to Letters of Credit
issued by Officer in charge of divisions.

Refund-

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

Note: This rule does not apply to refunds of Sales Tax,
Passenger Tax and Goods Tax. In case of such refunds,
the Commercial Taxes Officer and Assistant
Commercial Taxes Officer, as the case may be, is
authorised to make out the refund order in the form of a
direct order on the Bank and the endorsement of a
second payment order by the Treasury Officer is not
required.

Currency of Payment QOrders

‘Payment Orders of bills payable at the headquarters of a

Treasury are valid only for payment by the Bank or Treasury
for a time, not exceeding 21 days, and if presented after the
allotted time, they will be refused payment by the Bank, until
ravalidated by the Treasury Officer. This period of currency

of payment order of bills payable at the sub treasury (other
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Rule 232 :

than independent sub treasury) will, however, remain valid upto one
month on the date the pay order of the Treasury Officer was enfaced on
the bill.
Note : If a claim is presented to the Treasury Officer for revalidation
within a period of one year of the pass order, the Treasury
Officer will scrutinise the reasons for non drawal of the amount
_and revalidate his orders, if the reasons are genuine. If the claim
is presented after one year but before six years, the Treasury
Officer will scrutinise the reasons for non drawal of the amount
and if he is satisfied with the reasons given by the Drawing and
Disbusing Officer, then the bill will be sent to concerned Joint
Director/the Director, Treasuries and Accounts with the
recommendations for issuing the sanction. All bills presented
after a pertod of more than six years shall be revalidated on
sanction issued by the Finance Department. The concerned Joint
Director shall be competent to issue sanction in respect of bills
presented within three years of the pass order.

Payment Orders enfaced on sub-treasury

All pass orders for payment at a non banking Sub-Treasury by the
Treasury Officer are to be presented at the non banking sub treasury
where they shall be subject t6 necessary checks before issue of payment
order by the Sub Treasury Officer. Pass orders for payment at a banking
sub treasury by the Treasury Officer are not required to be presented to
the Sub Treasury Officer for second pay order and shall be presented
directly to the Bank for payment.

(d) Submission of Accounts and Returns to Treasury

Rule 233 :

(1

Daily Accounts and Returns

The branches or agencies of the Bank undertaking cash business of the
Treasury will render the daily accounts consisting of receipts and
disbursements for the transactions relating to the State Government to the
Treasury Officer along with supporting Challans and Vouchers.

'In case of money collected through E-Payment the
branch/branches of the bank receiving payment into Government account
through E-Payment shall render a Statement of Receipts of tax/dues
deposited electronically in prescribed scroll called 'E-Payment scroll’ in
three copies duly authenticated on each page along with a soft-copy to the
authorised treasury.]

1. Added vide Order No. F.Z(I)FDJ"GF&ARIZOOII dated 29.11.2007.
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(2)

Rule 234 :

Rule 235 :

In the daily accounts such payments and receipts will be
classified, as may be directed by the Government in
Consultation with the Accountant General, Rajasthan, in
order that their arrangements may fit in with the form
prescribed for accounts kept at the treasuries. The daily
account will be prepared every day and the Manager, as the
case may be, after satisfying himseif as to its accuracy, will
docket and forward it to the Treasury Officer, with the
register of daily receipts and payments and with all
supporting vouchers at the close of the day. The net
amounts of payments only are to be entered, that is, when a
deduction is made from the amount of a bill, the daily
account will show only the amount paid after deduction and
not the gross amount of the demand.

Notes : 1. It is of importance that these documents be
secured in a focked box when sent by the
Manager, as the case may be, to the Treasury
Officer in order that there may be no
possibility of any alteration or abstraction of
any paper before they reach the hands of the
Treasury Officer.

2. With the concurrence of the Accountant
General, the daily accounts may be submitted
on the morning foliowing the date to which it
refers instead of at the close of the same day.
The treasury accounts of a day must, however,
include the Bank accounts of the same day
and should not be closed till such inclusion,

Care should be taken that vouchers sent to the Treasury
Officer are conspicuously marked by the Manager, as the
case may be, with the word "paid”. Inattention to this rule
might lead to documents being paid twice, in the event of
their falling into unscrupulous hands.

The register of daily receipts and payments has five columns
for (i) the date, (ii) total receipts for the day, (iii} the total
payments of the day (iv) the initials of the Manager or Agent,
as the case may be, and (v) the initials of the Treasury
Officer. It will be written up and forwarded with the daily
account to the Treasury Officer (vide rule 230 ) the entries
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Rule 236 :

Rule 237 :

(1)

(2)

being certified by the initials of the Manager in the
4th column. The Treasury Officer will check the receipts and
disbursements columns of the daily account, agree their
totals with the figures entered in the register and examine
the challans and vouchers and after initialling in the
Sth column of the register, in token of his verification, return
the register to the Manager the same day or the following
morning.

The manager of the Bank should see that the -total receipts
and disbursements in respect of transactions included in the
daily statements sent to the Treasury Officer agree with the
totals as shown in the Bank's daily schedule forwarded to
the Head Office of the Bank. The net amount of payments
only are entered, that is, when a deduction is made from the
amount of bill, only the net amount paid after deduction and
not the gross amount of the bill be entered.

Monthly Returns

The Bank shall send the monthly statements of receipts and
disbursements prepared by the branches of the State Bank
of india or its subsidiaries conducting Government business
to the Treasury Officer and the Sub Treasury Officer.

The Bank shall send such statements for transactions
relating to State Government including transactions of
Central and other States in quadruplicate to the Treasury
Officer or Sub Treasury Officer not later than Ist working day
of the month succeeding the month to which they relate. A
certified copy of the same with a certificate to the effect that
it has been "checked and found correct' shail be sent back
by the treasury officer to the Bank, other two copies to the
Accountant General within three days from the date of
receipt of statements, and the fourth copy will be retained by
him for his office purpose. Likewise, the Sub Treasury
Officer will send the verified statement in triplicate to the
Treasury Officer before 3rd of the succeeding month
retaining one as his office copy (in case of March accounts
by 8th of the succeeding month), one of which will be sent
by the Treasury Officer to the Accountant General, other to
the Bank serving the Sub Treasury and the third copy shall
be retained as office copy.
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(3)

In the statements, if any correction is required to be made, it
may be got corrected under the signature of the Bank
authorities.

Rule 238 : Mi n
The Bank will be kept open for the transactions of the
Treasury business on any recognised holiday, if so required
by the Collector.

Rule 239 : At treasuries, the cash business of which is conducted by
the Bank, the Manager or Agent, as the case may be, is
responsibie for the provision of funds to meet Government
disbursements.

Rule 240: The rules regarding payments have been incorporated in
Chapter V of the Subsidiary Rules.

il - PROCEDURE FOR MAINTENANCE OF ACCOUNTS AT

TREASURIES

Ruie 241 : Besides the procedure laid down for the Banks in Section |
of this Chapter, the general procedure of the conduct of
business of the treasury shall be regulated as given in the
following rules.

Rule 242 : Forms required for use in connection with the receipt of
Government money will be supplied to the Bank by the
Treasury Officer/Deparimental Officers.

Rule 243: Any monthly comparison of receipts between the
departmental and Treasury Officer's accounts will be
certified by the Treasury Officer.

Rule 244 :  Discount gn sale of stamps

Discount on sale of stamps is allowed by deduction from the
amount paid in by the purchaser. The amount will be
received and brought to account; the receipted challan being
the payer's authority for receipt of the stamps from the
Treasury Officer.
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Rule 245 :

Rule 2486 :

Rule 247 :

(1)

(2)

(3)

ister of Orders f t

The Treasury Officer shall maintain a register of Orders for
payments. ( TY- 46)

Deposit payments

Repayment of deposits standing, at the credit of individuals
in the Treasury Register or in the Judge's account will be
made on the order of the officer on whose register they are,
Persons claiming repayments of such deposits shail apply to
the officer who received them and who, after examining the
appropriate register and making necessary entries will give
the applicant an order for payment at the Treasury. The
Treasury Officer shall examine the claim and enface the
payment order on the bill, if in order

ificati r ' in

The provisions in this section ( rule 247 to 249) shall be
subject to the directions contained in Chapter 2 of
Accounting Rules for Treasuries, 1992.

Save as provided hereafter, each item of receipt and
payment occurring at Treasury shall be broadly classified in
treasury accounts -

(@)  with reference to the Governmewnt to which the
transaction appertains namely, Central, Union
Territory or State Government concerned,

(b)  with reference to the department or such head of
receipts and expenditure as may be required by the
Accountant General,

Any transaction which cannot be allocated directly to any
particular department or to any of the prescribed heads of
classification shall be entered in the accounts under the
head of account " 8658 Suspense Accounts - Suspense
Accounts (Civil} Unclassified Suspense “. Necessary
adjustment of debit and credit booked to this head will be
cleared by the Accountant General.
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Rule 248 :

(1)

(2)

(3)

Rule 249 :

Rule 250 :

Rule 251 :

Tran i _of other rising in_th 1
Treasury

Receipt and payment transactions relating to Central
Government shall be accounted for under the head "8658-
Suspense Account”.

Transactions relating to Other States shall be classified
under the remittance head "8793 - Inter State Suspense
Account, Government of

Railway, Postal and Defence transactions permitted to arise
in the treasury shall be classified under the Head "8658-
Suspense Account - 102- Suspense Account (Civil) and Sub
head Account with "
(Railway/Postal/Defence or as the case may be).

Tr i ith [ | hich._d |
cheques

Transactions with or on behalf of the departments which
draw money from the treasury by cheques shall be entered
in the treasury account in lump without details of receipts or
paymemns as the case may.be.

Tr r

All treasury returns, with the exception of those for which
the Bank is instructed to furnish in this Chapter or under
express orders of the Government, should be prepared in
the treasury and not in the Bank.

Adyi | Certificat

The advices of receipts or payments which, according to any
rule, have to be sent to Government Officers or
departments, and consolidated receipts or certificates of
receipts or payments required by any rule to be given to any
Government Officer or department should be prepared in the
treasury and not in the Bank, as the point to be advised or
certified is not that the money has been received or paid at
the Bank, but that the receipts or payments have been
entered into the Treasury accounts.
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H: COMPILATION OF ACCOUNTS

(A)

Rule 252 :

Rule 253 :

Rule 254 :

Rule 255 :

rati - u

The daily account of sub treasuries are incorporated in the
accounts of the treasuries in accordance with the directions
contained in the Accounting Rules for Treasuries, 1992,
issued by the Government of India.

The transactions occurring at a sub treasury should be
reported to the treasury in a daily sheet in Form TY-6 (IST 8)
supported by vouchers, showing receipts, disbursements
and balance of the day. The receipts and disbursements
should be posted from these sheets on the day of receipt
into the accounts of the treasury in the same way as if they
had taken place at it

It is the duty of the Treasury Officer to scrutinise and
examine every item of receipts and payments shown in the
daily accounts. He will point out, and watch against all
irregularities in the same way as those at the treasury. He
shall examine and regulate the procedure of sub-treasuries,
as far as he can, from the daily examination of their
accounts.

Note: if the Treasury 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 Accountant, g
percentage check (not less than 20 percent) being
affected by him. All vouchers checked by the
Treasury Officer himseif muyst be initialled by him in
token of the fact that he has exercised the check.

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 such a manner so as
to leave no room for alteration or interpolation. The Treasury
Officer is also required to observe special precautions to
satisfy himself that the sub treasury officer's signature on the
daily sheet and supporting documents is genuine and that
the accounts have not been tampered with in transit. The
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accounts must invariably be sent by post, unless otherwise directed by the
Director, Treasuries & Accounts.

(B)  Daily posting of Accounts

Rule 256:

1

When the daily account with the challans and vouchers is received from
the Bank, it shall first be examined against the challans and vouchers
which support it. Then the vouchers which have already been approved
and registered by the Treasury Officer shall first be marked off in the
register of orders of payment, that is, the date of encashment shall be
noted against the entries of such vouchers in the register of orders of
payment. Each item of receipt or payment will then be posted from the
daily account into the cash book, either direct or through some subsidiary
register.

On receipt of scroll containing 'Statement of Receipts of tax/dues
deposited electronically’ along with the soft-copy, the treasury officer will
incorporate the transactions in the treasury accounts to be submiited to the
AG along with original copy of the E-Payment scroll. The second copy
of the E-Payment scroll will be retained by the treasury and the third copy
will be sent to the department concerned by the Treasury after due
verification of the receipts.]

(C) Subsidiary Register

Rule 257:

Save where other forms of registers are prescribed in these rules for
particular classes of transactions and subject to such modifications as may
be directed by the Govermment in consultation with the Accountant
General to meet local requirements, departmental receipts for which
separate returns are submitted should be recorded in separate registers in
Form TY 2 (IST 2). Departmental payments should likewise be recorded
in separate registers in Form TY 3 (IST 3), according to the various
classes of payments. For convenience of accounting, however, the initial
record in respect of any particular class of receipts or payments may in
special cases with the approval of the Accountant General be kept in the
same form as that of the corresponding receipt or payment schedufe
rendered to the Accountant General and in such cases the requisite
number of carbon copies may be struck.

Note : 1. The words "separate registers” used above do not necessarily imply a separate
volume. If it is convenient to include several registers within the same
volume, a set of continuous pages may be set aside for each.

2. In this process the vouchers must be numbered and arranged according to the

1. Added vide Order No. F.2(\)FD/GF&AR/2001 dated 29.11.2007.
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(D) Regi

Rule 258 :

register in which they are entered, as the
number of the payment order cannot serve as
the number of voucher in actual accounts.

r nk i

The Treasury Officer should keep a subsidiary register of
Bank deposits in Form TY-5 (IST 5), in-which he will post the
net difference between Receipts and total Payments on
each account as shown in the Bank's daily accounts. The
register is provided with three columns to show (1) the date,
and (2) the net payments, or (3) the net receipts of the day,
and there will be only one entry in column (2) or (3), as the
case may be, against each date.

When the total receipts exceed the total payments, the
difference will be posted in column (2), and when the total
payments exceed the total receipts, the difference will be

- posted in column (3).

Rule 259 :

At the close of the month, the difference between the two
columns of each register will be carried into the cash
account or list of payments accordingly as the difference
represents net drawings from or net payments into the Bank
during the month on account of the Government concerned
and the net credit or debit should be taken to the head
"Bank deposits." This procedure will also apply to the

_transactions of the Sub Treasuries, cash business of which

(é) R

Rule 260 : -

is conducted by the Bank.

Note: Cheques presented direct at the Bank and paid by
transfer credit should be included by the Bank as
receipts and disbursements in its account sent to the
treasury. The latter sheuld not treat them as transfer
transactions and enter them in cheque register of
transfer payments.

r ju nt

In treasuries, check registersin Form TY 4 {(IST 4) should be

- kept for the record of receipts or payments adjustable wholly

. . or partly by transfer debit or credit. At the end of each days's

entries an abstract should be prepared and recorded
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showing the figures which should pass into various
subsidiary registers.

(F)  Closing for the day

Rule 261 :

Rule 262 :

Rule 263 :

Subject to the directions contained ‘in rules 38 to 40 of
Accounting Rules for Treasuries, 1992, issued by the
Government of India, the process of closing accounts for the

day shall be as given in the following rules (262 and 263).

After the several subsidiary registers have been written up
and completed in respect of cash and transfer items, the
daily total of each register should be carried into the
appropriate cash book. The cash ‘book should then be
totalied and to the gross totals of receipts and
disbursements thus worked out the deductions and additions
indicated at foot of the cash book Form Ty-1 (IST 1) should
be applied so as to bring out the net totals of receipts and
disbursements which should agree with the totals shown in
the daily accounts of the Bank. Thereafter, the Treasury
Officer should sign the Cash Book.

The following is the memorandum of some of more impor-
tant parts of the verification. The Treasury Officer should -

(i) compare each entry of payment in 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:

{ii) examine at least two of the totallings on each side,
marking the totals as "Exd”:

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

Note: This must be dorie 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.
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(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; and

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

(G) Ciosing for the month

Rule 264 :
(1)

(2)

Rule 265 :
(1)

(2)

With the singte exception of March for which the accounts of
the treasury must be kept open until receipt of daily sheet 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 10th April.

The accounts of every sub treasury shall be closed as on
the last day of the calendar month, including therein ali the
transactions at the sub treasury during the month. The
concerned Treasury shall incorporate the entire month's
accounts of the Sub Treasury in its monthly accounts for the
same month.

In closing the accounts of the treasury for the month, the
month's totals of the subsidiary registers will be carried into
the cash account in the case of receipts, and into the list of
payments in the case of payments, the cash account being
closed with an abstract in Form Ty-31 (IST-31) in
accordance with the directions contained in rules 42 and 83
of the Accounting Rules for Treasuries, 1992, issued by the
Government of india. In the case of non banking treasuries,
the cash must be verified by actual counting and the cash
balance report made out in accordance with the prescribed
procedure.

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 deductions from
accounts but are statements of facts certified to have been
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Rule 266 :

verified by actual enumeration of coin and notes. The
Treasury Officer shall aiso. check each entry in the cash
account and list of payments with the corresponding totals in
the cash book and see that the totals of all the registers are
correctly carried into the cash book.

Note : If, at any time, the Treasury Officer is unabie to

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

The monthly statement of receipts/disbursements prepared
by the branches of the State Bank or its subsidiaries
conducting Government business shall be certified by the
Treasury Officer / Sub Treasury Officer. The Treasury
Officer will submit a consolidated monthly statement to the
Accountant General by 10th and in case of Supplementary
statement of discrepancies received from the Bank shall also
be verified by the SubTreasury Officers/Treasury Officers in
the same manner as indicated above.

IV: MONTHLY ACCOUNTS AND RETURNS TO BE RENDERED BY
TREASURIES

(A) General

Rule 267 :

Rule 268 :

Except as specified otherwise, the directions in this Section

shail apply to ail bank and non-banking treasuries. The rules

in this Chapter shall be subject to the instructions and
directions contained in the Accounting Rules for Treasuries,
1992, issued by the Government of india.

A complete list of treasury accounts and returns to be
rendered on different prescribed dates to the Accountant
General, the Reserve Bank of India, the Finance
Department, the Director Treasuries & Accounts, and other
authorities shall be kept at each treasury. The accounts and
returns shall be written up in accordance with the directions
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Rule 269:

'[Rule 270 :

in this behalf contained in the Accounting Rules for Treasuries,
1992, and such modifications as may be deemed necessary by the
Accountant General and authorised by him as per rule 1(3) and rule
20 of the said Accounting Rules for Treasuries, 1992.

(A)  The first schedule of payments with connected vouchers and
a Memorandum in Form Ty-39 (IST 39); and the cash
account and list of payments with supporting schedules and
connected vouchers with the Memorandum in Form Ty-39
(IST 39) shall be sent to the Accountant General on the dates
fixed by the Government in consultation with the Accountant
General.

Treasury Officer should pay particular attention to the punctual
submission of the accounts and returns. The Government will view
with severe displeasure any avoidable delay on the part of the
Collector or the Treasury Officer in despatch of the prescribed
accounts and retums with complete schedules and vouchers,
particularly those required by the Government, the Accountant
General and the Director, Treasuries and Accounts.

Note: May be sent on the next working day if the due date is also a
holiday in the office of Accountant General Rajasthan.
However, if the due date is not a holiday in the A.G. butis a
holiday in the State Government, then the account should be
submitted on the scheduled date.

Vouchers along with the copy of challan/ "E-statement scroll”
pertainig to each schedule relating to the cash account or the list of
payments shall 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 of the list of payments and list of
receipt and schedules, the Treasury Officer shall, by inspection,
satisfy himself that the required vouchers and list of receipt are all
attached. He may find it profitable at intervals during the month to
take up a schedule and see that all its vouchers and challans etc. are
present in proper order and as no payment can be made without a
voucher, there can be no excuse for the absence of any voucher.]

1. Substituted vide Order No. F.2(1)FD/GF&AR/2001 dated 29.11.2007 for - “Vouchers along with the copy of
chajlan pertainig to each schedule relating to the cash account ot the list of payments shall be numbered
consecutively in a separate menthly series and kept under lock and key in the order of payment till they are
despatched. Before despatch of the list of payments and list of receipt and schedules, the Treasury Officer shall, by
inspection, satisfy himseif that the required vouchers and list of receipt are all attached. He may find it profitable at
intervals during the month to take up a schedule and see that all its vouchers and challans etc. are present in proper
order and as no payment can be made without a voucher, there can be no excuse br the absence of any voucher.]
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(B) Monthly Accounts
(i) Cash Account and list of payments

Rule 271 :

Rule 272 ;

Rule 273 : .

The Cash Account and List of Payments should be
prepared in Forms TY.29 (IST 29 ) and Ty.30 (IST 30)
respectively as per directions contained in rules 81 to 83 of
the Accounting Rules for Treasuries, 1992, in which heads
of receipts and payments, should be prited in the order
prescribed by the Accountant General. The Cash Account
should show the total receipts collected, and the List of
Payments, the total payments made during the month.

The entries from the Cash Book and Registers subsidary
thereto into the Cash Account, List of Payments and
schedules pertaining ta these documents should be made in
accordance with the following directions -

(i) Those transactions which, under the intructions of the
Accountant General, have to be recorded in full in any
one of these documets should be entered therein-on
the date on which they appear in the Cash Book.

(i)  The Iump-sum entries appearing in the Cash
Account, List of payments and schedules pertaining
to these documents should be made therein in time to
permit the completion of those returns and their
submission to the Accountant General on the due
dates, :

(iii)  The difference between the monthly totals of receipt

and payment columns of the subsidiary Register of
Reserve Bank Deposits should be carried into the
appropriate Cash Account or the List of Payments
accordingly as the difference represents net drawings
from or net payments into the Bank during the month.

The Cash Account compiled by treasurjes should be

supported by a closing abstract in the following form (Ty.31)
(IST 31) .-
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Form of closing Abstract of the Cash Account.

Rs.
Opening Balance .............
Gash Receipts ...............

Total Receipts
Payments, 1st to 10th as per
Schedules/List

Payments, 11th to 31st

Total Payments
Closing balance as per Cash
Balance Report -

Total

(i) Supporting Schedules
(1) General

Rule 274 : Save as provided in Rules 272 to 276 below and subject to
the observance of the following general principles, the form
and number of the schedules may be determined by the
Government in consultation with the Accountant General
according to requirements:-

(i) There should be separate scheduies of the receipts
and expenditure for each department and for each
major head of account not relating to any particular
department. Al revenue receipts and service
payments should appear in one or the other of these
schedules. Receipts on accounnt of departments for
which descriptive major heads are not opened on the
receipt side should be included in the schedule for
the major head "0075- Miscellaneous General
Services".
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Note: Where a separate schedule has been
prescribed it should be prepared invariably,
even if there be no transaction in the treasury
accounts under the head concerned during the
period in respect of which the schedule is
prepared. In such cases the schedule shouid
show the transactions as 'nil".

(ii) Miscellaneous items of receipts and recoveries of
service payments should be shown with full
particulars in the receipt schedules of the department
by, or at the instance of, which the money is
presented at the treasury.

(i)  Advances of pay, travelling allowance, etc. to Govern-
ment servants and recoveries of such advances
should be included in the schedule of the department
to which the Goverment servants belong.

(v)  The vouchers for refunds of revenue should be
entered in a separate subsidiary schedule for each
department, and the total of this schedule should be
entered as a distinct item in the relevant schedule of
payments. As an alternative to this procedure,
refunds of revenue may be shown in a separate
column in the payment schedule of the department or
major head concerned.

(v)  Each schedule of payments should be prepared in
two parts, the first part relating to payments made
from the 1st to the 10th of the month and the second
-part to those made during the rest of the month. The

- total of the first schedule of payment should be
brought below, and added to the total of the second
schedule of payments, so that the grand total in the
latter may agree with the entry in thée List of
Payments.

(2) Sch le of In Tax R

Rule 275: Apart from the schedule of Income Tax receipts, if any,
required by the Income Tax Officer concerned, two separate
schedules of receipts should be prepared in respect of
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income tax deductions from bills for salaries and pensions
(a) one for the tax collected on salaries and pensions wholly
debitable to the Central Government and (b) another for
income tax deducted from salaries and pensions debitable
to other Governments.

(3) hedule for mental Disbursing Officer

Rule 276:: A simple schedule of Forest Remittances showing
' separately the cash received into the treasury from each
Forest Division and acknowledged in the Consolidated
Treasury Receipt should be prepared in Form Ty-32 (IST

32).

Rule 277 :  For the Public Works Department, a separate schedule of
cheques/payments made should be prepared in Form TY 33
(IST 33) and attached to the List of Payments.

(4) Schedule of Deposit Transactions

Rule 278 : For each class of deposit a schedule of repayment of
- deposits in. Form Ty 35  (IST 35) shall be prepared and
sent to the Accountant General alongwith the vouchers for
repayment of deposits except security deposits relating to
__the election to Lok Sabha for which Register / Schedule in
Form Ty 18 (IST 18) should be maintained and sent to the
Accountant General. :

Rule 279: An "Extract Register of Receipts and Payments of Personal
Deposits" Form TY 36(IST 36) should be written up from the
Register of Personal Deposits Form TY 18 (IST 18). The
returns should show oniy the monthly totals of receipts and
repayments on each personal ledger : the totals of the two
columns, "Receipts of the month" and "Payments of the month"
- alone will be traceable in the Cash Agcount and the List of
Payments. The monthly totals brought out on the return should
be the same as those brought out by summation of the daily
‘total columns of Form TY 21 (IST 21).

(i)

Ruie 280"  Plus and minus men#eranda should be prepared in Form Ty
37 (IST 37) for the transactions on account of each class of
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deposits of each Local Fund and of each kind of stamps
(non judicial, court fee etc.):

(For further details, see rules 102 to 104 and 31 5.}

(iv)  List of Schedules

Rule 281 :

Rule 282 :

The following schedules should accompany the account
mentioned above and the Accountant General may specify
submission of such other schedules as are required by him.

(1) With the Cash Account
(i) Schedule of Forest Remittances Ty 10 (IST 10)

(ii) Extract from the Register of Public Ty 8 (IST 8)
Works Receipts.

(2)  With the List of Payments
(i) Schedule of Forest Cheques paid - Ty 11 (IST 11)

(ii) Schedule of Payments on account
of Public Works Department Ty 33(IST 33)

(iif) Schedule of Payment of Pensions Ty 27 (IST 27)

(3)  Qther Retums (to be submitted monthly).

(i) Extract Register of Receipts and Ty 36 (IST 36)
Payments of Personal Deposits
(supported by original paid cheques).

(il) Plus Minus Memoranda Ty 37 (IST 37)

The Cash Account should be signed and certified by the
Collector or if he is not there, on tour or otherwise unable to
sign the accounts on the first of the month, by such other
officer to whom the duty may be entrusted under rule 148-A.
If the account is not signed by the Collector, the reason
should invariably be stated. o
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Rule 283 .
1)

(2)

Rule 284 :

Rule 285 :

Rule 286 :

The Cash Account should be supported by a certificate that
the cash balance shown in the account has been verified
according to prescribed rules and agrees with the balance
reported in the Cash Balance Report of the treasury for the
last day of the month.

Where the cash business of the treasury or any of its sub
treasuries is conducted by the Bank, a certificate to the
following effect should be given on the Cash Account:-

"Certified that the net amount credited/debited under
the head 'Reserve Bank Deposits' agree with the net
disbursements shown in the daily statements of receipts and
disbursements received from the Bank during the month, the
totals of which were checked and agreed with the totals -
shown in the copy, received in the treasury, of the daily
schedule tendered by the Bank to its Head Office."

The pius and minus memoranda in respect of stamps
transactions should be accompanied by a certificate of
actual count in the treasury and the sub-treasuries
subordinate to it. The certificate should be given in such
form and at such intervals as may be prescribed by the
Government in consultation with the Accountant General.

Immediately after 31st March each year, a list of deposits or
balances of that year which lapses under the rules of the
Government should also be submitted to the Accountant
General in Form TY 40 (IST 40). The list should be signed
by the Collector.

A copy of monthly account including cash account and list of
payment shall also be sent by the Treasury Officer to the
Director, Treasuries & Accounts. He will also furnish such
other information or data as is required by the Director,
Treasuries & Accounts from time fo time.
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B. RULES FOR NON BANK TREASURIES RULES AND PROCEDURED

F

IES THE BUSIN OF WHICH IS NOT CONDUCTED

BY THE BANK
(a)  Account Books

Rule 287 :

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 Accounting Rules for Treasuries , 1992 issued by
the Government of India. it is the duty of the Treasury Officer to
satisfy himself that those directions are strictly observed, that the
accounts are correct in alf respects and the record of receipts and
payments are so clear, explicit and self contained as to be
produceable, if necessary, as satisfactory and convincing
evidence of facts.

(b)  Cashier's Cash Book

Rule 288 :

The Cashier of the treasury will maintain a simple cash book
(without subidiary register) in which each receipt and payment will
be entered at the time and on the date on which they actually
occur and in the order of occurrence. Payments made "by
transfers” will not find place in the cash book as no payment of
cash takes place.

{c)  Accountant's Cash Book

Rule 289 :

Ruie 290 :

A complete record of cash transactions and book transfers
refating to the treasury, including those of sub treasuries within its
jurisdiction, will be kept in the Accountant's cash book Form TY 1
(18T 1). 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 Accounting Rules for Treasuries, 1992, issued by
the Government of India. The daily total from each subsidiary
register should pass into the cash book.

The Cashier/ Accountant/ Treasury Officer will sign the challan in
token of having received the money. Similarly, as regards cash

. payments proper acquittances on vouchers and documents will be

obtained from payees.
The Tréaédry Officer shall prohibit any erasures or over writings in

the cash book and other registers of initial record or in any
account or schedule and verify and initial every correction in them.
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(d In

Rule 291 :

(e) I
Rule 292 :

Tr

The procedure for incorporation of sub treasury accounts
shall be the same as outlined in rules 252 to 255. However,

~ the following items of receipts or payments in the daily

sheets of sub treasuries should be excluded from the
accounts of the treasury in which they will remain as part of
the balance :-

(i) .
(ii)
Note:

for

remittances of cash to and from a sub treasury, from
and to another sub treasury within the district or the
district treasury;

transfer of funds, through currency, to and from sub-
treasuries against opposite payments at the treasury
or at another sub treasury subordinate to the same
treasury. _

This direction shall not apply if the cash business of
the remitting or receiving treasury or sub treasury is
conducted by the. Bank.

The procedure for closing of accounts for the day shall be as
follows subject to. the directions contained in the Accounting
Ruies for Treasuries, 1992:-

i

The daily totals of each subsidiary register will be

- entered in the appropriate part of the cash book,

(ii)

which will then be totalled, and the balance
memorandum at the top of the Accountant's balance
sheet Form TY 7 (IST 7) will be drawn up strictly in
accordance with the directions  contained in the
Accounting Rules for Treasuries, 1992, issued by the
Government of India. To the account balance thus
brought out, the additions and deductions indicated at
the foot of the cash book form will he applied so.as to
bring out the cash balance at the treasury.

Meantime, the Cashier will also sum both sides of his
cash book and draw up his balance memorandum in
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the form of the daily balance sheet (Form TY 7
(1ST 7)).

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

(iv)  The memorandum of some of the more important parts of
the varification to be conducted by the Treasury Officer is
laid down in rule 263.

(i  Closing for the month

Rule 293: The process of closing accounts for the month will be in
accordance with the directions contained in the Accounting
Rules for Treasuries, 1992, issued by the Government of India,
read with rules 264 and 265 of these Subsidiary Rules.

(g) Monthly Accounts and Returns

Rule 294 :  In respect of the monthly accounts and returns to be rendered
on different dates and to various authorities, the same
procedure as is laid down in rules 267 to 286 of these
Subsidiary Rules shall be followed.

C: RULE FACC T
ADVANCES

Rule 295: The Treasury Officers are required to maintain accounts of long
term advances to Government servants as per procedure laid
down by the Government.
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D: E CE E

Rule 296 .  The Treasury Officers are required to maintain accounts of
Advance Hazard Fund as provided in the relevant rules and
instructions issued by the Finance Department.

E:  RAJASTHAN STATE PENSIONERS MEDICAL CONCESSION
SCHEME .

Rule 297 :  The Treasury Officers shall maintain accounts of the Rajasthan
State Pensioners Medical Fund and perform such other
functions and duties as are laid down for them in respect of that
Scheme.
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HAPTER Vi

STAMPS
(i) introduction
Rule 268 : _
(1) “Unless in any case the Government orders otherwise every

(2)

(ii)
Rule 289 :

iy P

Rule 300 :
(1)

treasury and sub treasury will be a depot and branch depot
for the custody and sale of stamps of all descriptions. The
Treasury Officer will be the Officer Incharge of the depot and
the Sub Treasury Officer will be the Officer Incharge of
branch depot. The rules contained in this Chapter apply in
their entirety to the work relating to stamps, which are the
property of Rajasthan Government. "

If and when treasuries and sub treasuries are required by
the orders of the Government, to handle any kind of stamps
which are the property of the Central Government, rules for
the supply and distribution of stamps as framed by the
Government of India shall be followed.

fs I

Stock for each treasury depot will be supplied from the
Central Stamp Depot under the control of the Inspector
General of Registration and Stamps, Rajasthan, who will be
responsible for regulating the supply of all kinds of stamps to
various treasuries according to their requirements. Sub
treasuries will obtain their requirements from the treasuries.

Every depot and branch depot i.e. treasury and sub treasury
shall maintain a reserve stock of stamps not less than the
probable consumption of four months.

f in

in order to enable the Inspector General of Registration and
Stamps to regulate supply periodically, the Treasury Officer
should, after ascertaining the probable requirements of all
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(2)

Ruie 301 :

Rule 302 :

subordinate sub treasuries for the whole year, send an
annual forecast to him by the 30th November each year
indicating requirements for the following year.

All forecasts should show in separate columns for each
denomination of stamps :-

(i) actual issues during each of the preceding three
years;

(iiy  average annual consumption,
(iil  balance in hand on 1st April,
(iv) estimated issues for the current financial year; and

(v)  forecast of stamps likely to be received during the
ensuing year.

Indent for the replenishment of stock should be sent once in
four months as detailed below to the inspector General of
Registration and Stamps.

Period covered by Latest date by which indent
the indent is to be submitted
1st April to 31st July 30th November

1st August to 30th November 31st March
1st December to 31st March 31st July.

The indent shouid show in separate columns for all
denominations of stamps -

(i) the balance in the local depot on the first of the month
in which the indent is due for submission;

(i) the quantity due against previous indents pending
compliance by the Inspector General of Registration
and Stamps;

(i)  the quantity sold during the prece'ding quarter including
issues to branch depots (sub treasuries);
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Rule 303 :

(iv)  the quantity required for the next quarter; and
{v) the quantity passed by the scrutinising officer.

If the supply of stamps in any of the depots should run short
before the receipt of supply of indent, an emergent indent
may be placed with the Inspector General of Registration and
Stamps and in the absence of any response from him,
supplies may be obtained from the nearest depot which may
be in a position to arrange the supply. A copy of such indent
should also simuitaneously be sentto.the Inspector General
of Registration and Stamps.

(iv) Receipts

Rule 304 :
(1)

As soon as possible after the arrival of supply of stamps from
the Inspector General of Registration and Stamps or from any
other local depot, the Officer in- charge of the depot ie.
Treasury Officer, shalt personally examine the outward
appearance of the packets or packages and satisfy himself
that they bear no marks of tampering. He shall then have the
packets or pachages opened in his presence and the
contents of each packet or package counted either by himself
or in his presence. The packets or packages should be
opened one at a time.

Notes: (1) Stamps of value of Rs. 500 or more shouid be
counted " in the presence of the Officer-in-charge,
package or packets containing stamps of less than
Rs. 500 may be checked in his presence on a
percentage basis say 10 per.cent. The number of
stamps in various packets or packages should,
however, be counted in fult by the cierk in charge of the
stamps before they are kept in double lock.

(2) The inside wrappers (all complete} of packets of
stamps bearing the initials of the officers through
whose hands the packets passed before issue from the
office of the Inspector General of Registration &
Stamps should invariably be preserved till the whole
contents of the packets had been examined and found
correct. After the stamps have been confined after
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Rule 305 :

Rule 306 :

necessary scrutiny in the strong room, the consignor
shall be exonerated from the liability in respect of any
discrepancy noted subsequently.

If any discrepancy or deficiency is found in the number of
stamps supplied by the Inspector General of Registration &
Stamps, a report should at once be made to him, with a copy
to the Director, Treasuries and Accounts.

The Inspector General of Registration and Stamps shall
invariably send an invoice in duplicate to every depot showing
therein the denomination, the quantity, the face value of the
stamps supplied. The original copy of the invoice should be
retained by the treasury and the duplicate returned to the In-
spector General of Registration and Stamps, with the
acknowledgment of the Officer in charge of the depot and not
later than fifteen days after the receipt of the consignment of
stemps. The acknowledgment on the duplicate copy will be in
the following form :

"| certify that the stamps invoiced above have been
duly checked and | have satisfied myself as to their correct-
ness and | hereby acknowledge the receipt of the Stamps
amounting in face value of Rs. ............ (RS, v in
words)."

Note: Similar procedure should be adopted by the Treasury
Officers, (Officers in charge of the depots) while
sending stamps to sub treasuries (branch depots).

If any of the stamps received are found unfit for issue due to
faulty manufacture, they should be returned at once to the
Inspector General of Registration and Stamps, who will
arrange to replace them.

(v) Custody

Rule 307 ;

Immediately after the stamps received have been counted,
they shall be placed in proper receptacles in the store under
double lock in the presence of the officer in charge, arranged
in parcels and packets containing the known quantities, the
amount and value of each denamination being entered at the
same time in a register maintained to show the receipt and
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issue to and from the store in the double lock. These entries
should be checked by the Officer incharge at the time when
the stamps are deposited and the comectness of the
arithmetical calculation of additions to balance as weil as of
the values compared, with quantities shall be verified and
initialled by him at the time. The register shall then be placed
with the stamps in the double lock receptacles and shall not
be removed therefrom, nor shall any entries be allowed to be
made therein except in the presence of the Officer-in-charge.

Note: In all cases where stamps registers have to be
checked, the actual check of quantities against vaiues
is very important one; the correctness of the calculation
of value must be tested in detail either by actual
multiplication or by use of correctly prepared tables and
this check should never be omitted. It is not necessary
that a complate checking should be done by the officer
himself. It will be sufficient if the officer personally
checks ten per cent of the entries in each class of
stamps leaving the remaining entries in each class to
be checked by a subordinate under his supervision.

(vi} Sale of Stamps

(a) Exofficio vendot

Rule 308 :
(1)

The Cashier or any other such person as the Treasury Officer
may direct, shall be the ex officio vendor of stamps at each
depot. Except as provided in sub rule (2) below, sales to the
public or to licensed vendors shall not be made direct from
the stores under doubie lock, such sales being made by the
ex officio vendor from the supply entrusted to him for this
purpose, which will be kept by him under single lock, as
prescribed in the rules given below:-

(1) The stock to be kept by the cashier in single lock
should ordinarily be sufficient for the probable demand
of one week. He shall enter this stock and all other
transactions (receipts and issues) relating to this stock
in a register of receipts into, and issues from single
lock in the form as the double lock register.
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(2)

(i) Each and every transaction of sale shall not be entered
in the single lock register separately and in detail. For
this purpose, a subsidiary register shall be maintained
by the ex officio vendor from which the totals of daily
sales of each denomination of stamps shall be carried
to the single lock register.

Where the officer in charge of the branch depot i.e. sub-
treasury has been appointed ex officio vendor, sales to the
public or to the licensed vendors may be made direct from the
double lock, and the register of receipts into and issues from
single lock prescribed in sub clause (i) to sub rule (1) above,
need not be maintained.

(b) Licensed stamp vendor

Rule 309 :

Rule 310 :

Rule 311 :

The stamps shall be sold through the licensed vendors
appointed by the Government at different places on
commission basis in accordance with the directions issued or
rules framed by the Government.

The Commission payable to the licensed stamp vendors shalt
be as may be declared by the Government from time to time.
At present, the commission is payable at the rates given
below :

The rate of discount per hundred for judicial and non judicial
stamps is as follows :-

()  Rs. 1.00 to 400.00 Rs. 2.00
(i)  Rs.401.00 to Rs. 5,000.00 Rs. 0.50
(i)  Rs.5,001.00 to Rs. 10,000.00 Rs. 0.30
(v) Rs.10,001.00 to Rs. 20,000.00 Rs. 0.20

(as per F.D's Notification No.F9{(4)FD/TaxDiv/85 78-54
Dated 9.7.98).

Licensed stamp vendors shall obtain stamps from ex officio
vendors on payment of ready money.

(¢} Issues from double lock

Rule 312 :

lssues from double locks for sale may be made in the
foliowing cases : '

1137



(i) Issues to the cashier or other person appointed as the
ex officic vendor; and

(i) Issues to the public or ficensed vendors made direct
from double lock in case where officer in charge is
himself the ex officic vendor.

(d) Issues to single lock

Rule 313 :
(1)

(2)

(3)

Issues to single lock will ordinarily be made once a week. The
indent will be prepared by the Cashier showing the balance of
stock in hand, the quantity sold during the previous week, and
the amount required. The treasury or sub treasury officer will
check the indent and the single lock register and test the
correctness of the arithmatical calculations made therein. If he
approves the indent, he will issue the stamps from the double
lock. He shali issue the stock with his own hands or shall
count every sheet taken out and scrutinise the value before
making it over to the cashier or other persons appointed as ex
officio vendor,

When issuing the stock to single lock, the treasury and sub
treasury officer shall also see that the total stock in the hands
of the cahsier together ‘vith the amount of cash in his charge,
if any, does not exceed the amount of his security.

At the time of issue, the treasury or sub treasury officer will
check the entries in the double lock register and shall see that
they corrrespond with those in the single lock register. This
check is effected through the indent on the basis of which all
stock is issued. Each entry in the double and single lock
registers should be compared with the indent so that the
entries in the two registers may represent the issue of stamps
correctly. Balances should also be checked. In examining the
balances and other entries of receipts and issues, the actual
check of quantities against values is very important. The
correctness of calculations of the values must be tested in
detail in the manner indicated in rule 307. Having checked the
register in this way and having satisfied himself of the
correctness of the entries made therein,he should initial both
the registers and return the double lock registers into the
double lock store. The same procedure should ordinarily be
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followed when stamps are issued from double lock at any
intermediate date, but wnen it is necessary to make issues
mnre than once in one day, the prescribed checks need only
be applied at each time of issue to the particular description of
stamps given out from double lock.

(e) Sale of stamps

Rule 314 :

Sale will be entered daily by the ex officio vendor in his
registers and the balance of each denomination struck at the
end of the day. He shall pay daily into the treasury or sub
treasury, the cash received by him for stamps sold, the
amount realised on account of stamps being paid separately
for each class of stamps. The account of the daily sales
should be inspected and the correctness of the calculations
shown therein checked every day by the officer in charge of
the depot. :

Notes :1. In order to cause a comparison of actual credits

: in the sub treasury accounts with the value of

the sales of stamps shown in the single lock

register, Officer in charge of the sub depot shall

examine the single lock register daily and see

that the challans exist for all sales shown therein

and also compare the entries in the single lock

register and the challans with the entries in the
supplements and the siaha.

2. An account of sales will also be sent daily to the
headquarter treasury by every sub treasury
officer in the form for "Daily account of sales and
balances of stamps" printed in the form for the
siaha.

N | Salgnfmatetma_:kednapﬂ

Rule 315 :{1) The rules which regulate the supply and custody of stamps

@)

and stamp papers shall apply mutatis mutandis to the supply
and custody of water marked paper.

The paper is suppﬁ'e'd in cases containing 30 reams each.
Indents should, therefore, be prepared for complete cases, the
number of reams indented for being invariably a multiple of 30.
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(vii) Verification

(a)  Bi#nonthly verification

Rule 316 :

The Officer in charge of the depot shall (except when he is
himself ex officio vendor) verify the balance in the hands of
the ex officio vendor bi-monthly, At the time of verification the
quantity and value of stamps should be checked in the
manner laid down in ruie 304. The columns concerned should
be ticked of in token of verification and the word, "Verified"
written against the balances of each class of stamps.

(b)  Monthly verification

Rule 317 :

On the last working day, the treasury or the sub-treasury
officer will count or have counted in his presence the stock
both in the double lock and singte lock and will record the
following certificate at the foot of the cash balance report :

“Certified that | have personally examined and counted or had
counted in my presence, the stamps of all descriptions
including copy stamps and water marked paper in the store
on the .......... and found by actual calculation of numbers and

checked by me personally, that the value of each description
is. as stated in the margin.

(c) Plus and Minus Memorandum

Rule 318 :

(1

Alongwith the monthly accounts, treasury and sub treasury
officer will send a statement showing the stamp and water
marked paper balances in the single and double locks. This
statement shall not be signed by the treasury and sub
treasury officer without reference to single and double lock
registers and without verifying the actual stock in the single
and double locks. The statement of balances shall be in the
following form :
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Statement of Balance

Kinds of stamps 1 2 3 4 5 6 7

Opening balance
Receipts, if any
Total

Sales

Closing balance

(2) A certificate should be appended to this statement to the effect
that the closing balances shown in this memorandum agree
with those shown in the various stock registers.

(d) Obsolete. spoilt or surplus stamps

Rule 319
(1)  Whenever surplus or obsolete stamps accumulate in the store,
a report should be submitted to the Inspector General of
Registration and Stamps by the Treasury Officer for their
disposal.

(2)  Simitar report is necessary to be submitted whenever any'
stamps are rendered unfit for use, spoilt or damaged through
any cause whatsoever. A full report is necessary in such cases.

Rule 320 : Treasury Officers should call for separate reports from the sub
treasuries under thier charge periodically. '

ket dedkodeh
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CHAPTER Vil

INSPECTION OF TREASURIES & SUB TREASURIES

Rule 321 :
(1)

(2)

(3)

(4)

Rule 322 :
(1)

The treasuries in a Revenue Division will be inspected by the
Divisional Commissioners concerned; and by the Collector of
the District, once in every year.

The Collector's inspection of the Treasury should be so timed
that a copy of his inspection note is available to the Divisional
Commissioner when he comes to inspect the treasury.

Annexure to this Chapter contains questions for the guidance

-of inspecting officers, as under :

(i} List | contains questions which should be asked by the
Divisional Commissioner;

{it) List [l contains questions which should be asked by the
Collector.

The inspecting officer is at liberty to extend his inspection to
the other points not mentioned in the questionaire.

At his inspection, the Collector may order a senior
subordinate officer who is not in charge of the treasury, to
help him in work other than that related to the verification of
the cash balance of the treasury and the currency chest, and
that of the strong room.

The treasuries and sub treasuries as per details given below
shall be inspected by the Director, Teasuries & Accounts:

(i) Treasuries Once a year
(i) Independent Sub Treasuries Once in two years
(i) Other Sub Treasuries Once in 3 years
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(3

(4)

(5

Rule 323 :

The Director, Treasuries and Accounts may, except the
inspection of "A’' Class treasuries, by a general or special
order, authorise his Joint Director/Deputy Director to conduct
the inspection of Treasuries and sub treasuries on his behalf.

- While making such authorisation, he will, as far as possible,

indicate at the beginning of each year, the Treasuries and sub
Treasuries to be inspected by his respective Joint Directors/
Deputy Directors during the financial year.

The following treasuries have been classified as 'A' Class
treasuries :-

(i) Jaipur (Collectorate)
(it) Jodhpur City

(iif) Kota

(iv) Ajmer

(v) Udaipur

(vi) Bikaner

(vii) Alwar

(viii) Sriganganagar

List lll of Annexure to this Chapter contains set of instructions
for the inspection by the Director, Treasuries and Accounts.
The questions are not exhaustive and merely indicate the
subjects which ordinarily call for enquiry. The form in which
the Direclor, Treasuries and Accounts should record the
result of his inspection is left to his discretion. it is not
desirable that the inspection should be confined to the said
questions only. He should also ensure that the timely
compliance of the objections raised in the inspection reports
by the Divisional Commissioner, Collector and the Accountant
General, is made by the Treasury/Sub Treasury Officers.

Copies of inspection note of the Director, Treasuries &
Accounts shall be forwarded to the concerned treasuries/sub
treasuries, Collector and the Finance Department. The
inspection note of sub treasuries need not be sent to the
Finance Department.

Copies of the inspection notes with a memorandum showing
the action taken on them should be forwarded to the
Government, Accountant General and Director, Treasuries
and Accounts. The compliance of the inspection notes of sub
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Rule 324 :

Rule 325 :

Rule 326 :

treasuries shall be submitted to the inspecting officer through
the Treasury Officer, (in triplicate) who will forward one copy
to Director, Treasuries and Accounts also.

Each sub treasury in his district shall be inspected by the
Collector, once in a year. If owing to special circumstances,
the Collector is unable to inspect a sub Treasury, he may
authorise the Additional Collector, to inspect the sub treasury
on his behalf. Such an inspecting officer shall submit a copy
of his inspection note to the Collector for such orders as may
be necessary. Copies of the inspection note shall also be sent
to the Sub Treasury Officer and the concerned Treasury
Officer. List IV of the Annexure contains questions for the
guidance of the Inspecting Officer.

Treasury Officer should, every year, carry out at least two
inspections of each sub treasury in his jurisdiction. One of the
two inspections should be a detailed inspection to be made
after giving due notice to the sub treasury concerned. The
other inspection should be a surprise one. The regular
inspection may be carried out on a holiday or a working day
but the surprise inspection must be made on a working day.
The Treasury Officer should submit his inspection note to the
Collector, Director Treasuries and Accounts and Accountant
General and forward a copy to the Sub Treasury Officer for
compliance.

A set of instructions in the form of questions is appended in
List V of the annexure for the guidance of the inspecting
officers. (The questions are not exhaustive and they merely
indicate the subjects which ordinarily call for inquiry). The
form in which the officers should record the result of their
inspection, is left to their discretion but it is not desirable that it
should take the form of answers to the set questions only.

v v o
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Instructions regarding inspection of
Treasuries by the Divisional
Commissioner.

{See rule 321(1))

Treasury inspection
Note by Divisional
Commissioner.

1.

Each Commissioner has under the rules to
make a systematic inspection of the
working of each district treasury in his
jurisdiction once a year with the object of
ensuring that the procedure actually
observed at the treasury is in accordance
with the rules and orders in all respects
and that the accounts and other records
are properly maintained.

Points which should be attended to, have
been detailed in the form of Questionnaire.
These are not exhaustive and the
inspecting officer has fuli discretion to add
other items according to the local needs
and which in his opinion, require his
personal scrutiny. The points, commented
on adversely in the Inspection Notes of the
district Collector and the Audit Officer
which may be called for, should receive
special attention.

Neither the specification of the points nor
the inspection carried out by the Audit
Department does, in any way, diminish the
commissioner's  responsibility for the
efficient working: of the Treasuries.

The Treasury Officer should be asked in
adbance of the inspection to have records
and other papers specially required ready
at the time of inspection

The inspection Note should be promptly
drawn and issued and its return, within the
prescribed period, watched.

Copies of the Inspection Note with a
memorandum showing the action taken
should be forwarde to the Government
DTA and the Accountant General for
information.
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Name of treasury
inspected
Name of Division

Name of Commissioner

Dates of Inspenction

Forwarded (in duplicate)
to the Coilector

for necessary explanation
and return within a month.

Commissioner



LIST - |

Rule 321 (3) (i) -

Annexu h r Vil

ions _whi h be__answered
Divisional Commissioner  while ___condycting

inspection of Treasury

Points to be examined

1.  General

When was the Treasury last inspected by

(a)
(b)
(c)

(b)

()

(b)

an Audit Officer, of A.G. office,
the Commissioner,
the Collector ?

Call for the Inspection Notes, copies of which are kept in
the treasury.

Name the Collector incharge of the district.
Did he, when he took charge of district, verify the
baiances in the treasury

(1)  of Cash,
(2)  of Stamps ?

Call for the charge transfer report.

Did he check the totals shown in the cash and Stock
Books at the time of the verification of the balances ?

To answer this question, a few of the totals of the day on
which the balances were verified should be re-checked.

Name the Treasury Officer now in permanent charge of
the treasury.

Please examine points Nos. 2(b) and (c) in respect of the
Treasury Officer also.
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What security has the Cashier and other officials handling
cash stamps & valuables given ? Where is the bond kept ?
When was it last checked/renewed ?

The Treasury Officer should be asked in advance of the
~ inspection : to have the papers ready at the time of
inspection.

Cash and Valuables

(@) Is there any money or valuables placed in the
treasury for safe custody by the other departments?

(b) Has permission been granted in such cases 7 Are
such boxes or packets properly sealed ?

(c) 's a register maintained for such valuables ?

All valuables kept in the treasury should be checked with the
register maintained for the purpose with a view to see
whether any articles are unnecessarily kept in the treasury.

Stamp

Is the store account of stamps kept regutarly up-to-date ?

When was the stock last taken ? By whom ? Was it found to
agree with the balances in the registers ? Is there a
tendency to keep too large a stock of any denominations?

In order to ensure tallying of actual balance with book
balance, the inspecting officer may test check stamps of
some denominations, and mention them in inspection note.

Deposits

'(é) Whether the Collector's examination of the Extract
Register of Receipts of Deposits (Form Ty 50),
conducted by himself or by a Subordinate Gazetted

Officer deputed by the Collector for the purpose, is
such as will secure that no moneys are placed
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10.

11.

12.

unnecessarily in deposit or allowed to remain there
without good cause?

(b) Whether the certificate to the effect that the Coliector
has personally examined the register and that the
entries have been made with utmost care and
regularity is furnished to the Accountant General with
the Extract Register in form Ty 34 (IST 34) .

(i Whether the procedure, defined in Art. 103 of the
‘Accounting Rules for Treasuries, 1992 is actually
followed in preparing the list of lapsed deposits and
that in reviewing that list, the Collector strikes out
such items as should not, in his opinion be treated as
'Lapsed' and that full reasons, why an item should not
lapse, are given in a covering memorandum.

(ii) It should also be seen whether the list of lapsed
deposits in form Ty 40 (IST 40) is submitted without
delay immediately after the 31st March every year
and signed by the Collector.

Whether a certificate from the administrator of every
personal ledger account is obtained ? The cases in which
the certificate was not obtained should be detailed in this
inspection note.

Sub- treasury balances

Whether the Sub-Treasury officer sends the monthly
certificates of personal verification of Sub-Treasury
balances? Verify the balances shown in some of these
certificates with the balances in the treasury accounts. Also
see ‘whether such a check is exercised by the Treasury
officer ?
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13.

14.

15.

16.

Gov 'S it

Whether all the registers prescribed for keeping record of the
Government Securities and payment of interest thereon is
maintained and kept up-to-date ?

Whether the rules and orders relating to the Securities are
properly understood and followed 7

Any other point which he may like to mention.

General observation on the working of the Treasury.
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Instructions regarding inspection of
Treasuries by the Collector
(See Treasury Rules 321(2) & 321(4))

Every Collector has under the rules, to make
systematic inspection of the working of the
treasury in his district once a year with the
object of ensuring that the procedure actully
observed at the treasury is in accordance
with the rules and orders in all respects and
that the accounts and other records are
properly maintained.

Points, which should be attended to, have
been detailed in the form of questionnaire.
They are not exhaustive and the inspecting
officer has full discretion to add other items
according to local needs and which in his
opinion require his personal scrutiny. The
points, commented on adversely in the
Inspection Notes of the District Collector and
the Audit Officer should receive special
attention.

Neither the specification of the points nor the
action carried out by the Audit Department in
any way, diminish the Collector's personal
responsibility for the efficient working of the
treasury.

The Collector's inspection of the treasury
should be so timed that a copy of his
inspection note is available to the
Commissioner when he comes to inspect the
treasury.

At his inspection, the Collector may depute a
subordinate officer, who is not incharge of
treasury, to help him in work other than that
related to the verification of the cash balance
of treasury and the check of valuables
placed in treasury for safe custody.

The inspection note should be drawn and

issued promptly and its return with
explanation  within  prescribed  period
wétched.

Treasury Inspection
Note by District
Collector

Name of treasury
inspected

Name of District
Name of Collector

Date of inspection

No.  Dated

Forwarded (in
duplicate} to  the
Treasury Officer

Treasury for necessary
replies and return
within the period of a
month.

Collector

No. Dated

Return to the Collector

Treasury Officer

No.  Dated

1. Copy (in duplicate)
submitted to the
Commissioner

Division, for information.
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Annexure to Chapter Vi

LIST -1
Rule 321 (3) (i) - Questions which should be answer d the
Collector while conducting inspection of Treasury

Strong Room

1. Are copies of the Executive Engineer's or District Engineer's
certificate that the storng room is secure and fit for use and the
Police Superintendent's order prescribing the position of the
sentries hung up in a conspicuos place within the strong-room ?
Examine the certificate available at the treasury.

2, Are the boxes and safes in good order ? Are there two locks to
each box or safe as well as on the outher door? Who Keeps the
keys ?

3. Are the rules prescribed for the safe custody of the duplicate
keys of the locks used in the Treasury duly observed ?

4, Whethe the locks in use are the authorised one ? Is any cheep
country made lock in use ?

5. is a register of padlocks/authorised locks and keys kept in the
strong- room and is it properly mainained 7

6. Are there any spare Padlocks/authorised locks? what is their -
condition?

7. Are cash safes of other departments embedded on the floor
ouside the strong-room within the view of the Sentry (Guard)?

8. Whether fire fighting arrangements are adequate and in proper

order ?
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10.

11.

12

13.

14.

15.

16.

Security Bonds

Whether adequate and valid security has been obtained
from the Cashier and other officials handling cash, stamps &
valuables? when was it last checked/renewed.

Cash & Valuables

See that the Treasury Officer when making over charge of
office recorded a note in the charge certificate showing the
number of copies of the cypher code he has handed over to
his successor.

Is there any bag or store of coin kept apart from the general
balance ?

(@) Is there any money or valuable placed in the treasury
for safe custody by persons or other departments ?

(b) Has permission been granted in such cases? Are
such boxes or packets seated or unsealed ?

{c) Is a register maintained for such valuables?

Compilation of accounts
Examine whether the totals of the Cash Books have been

verified by the officer and the Cash Books initialled as
correct?

See if the entries in all the schedules to be submitted with
the monthly accounts are written up daily and also if the paid
vouchers pertaining to each schedule numbered
consecutively in a monthly series and arranged in their
numerical order. How are the vouchers stored between the

dates of payment and transmission to the Accountant

General ?

Whether proper arangement exist for custody of paid
vouchers, receipted challans and other documents to be

submitted to the Accountant General propery maintained ?

Examine the different subsidiary registers to see whether
they are properly maintained ?
{152}



17.

18.

19.

20.

21.

22.

23.

Whether the cash account and list of payments are
despatched to the Accountant General and other concerned
Officers on due date ? Examine if there has been any delay
in any month.

Stamps

Is the Stock Account of Stamps kept regularly and up-to-
date ?

When was the Stock last actually taken ? By whom ? Was it
found to agree with the balances in the registers 7 s there a
tendency to keep too large a stock of any denomination ?

(A)  In order to ensure that the physical balance in the
strong room ftallies with the book balance, the
Collector may test check as many denomination of
stamps as he may like and mention them in his
inspection note.

Compare the balance of Stamps shown in the Sub- treasury
accounts of one or two months selected at random with the
balance certified by the Sub- treasury Officer concerned in
the monthly balance sheet. Is this check exercised by the
treasury every month ?

Is a comparison of the balance of stamps under double
locks and in sub- treasuries ever made with the balance
shown in Plus and Minus Memorandum sent to the
Accountant General ?

Does the Treasury officer inspect the single lock accounts
and other registers maintained and verify the balances of
stamps and cash in the single lock atleast once a month ?

Pengi = Civil
Is the register of Pension Payment Orders maintained in

appropriate form 7 Are separate pages allotted for each kind
of pension ?

{153}



24,

25.
26.

27.

28.

29.
30.
31.

32.

33.

34.

Are the files of the Pension Payment Orders complete
according to these  registers ? Are they accessible to
strangers or to any one butthe Treasury Officer ?

Are the orders in good condition ? Are all payments noted
on them 7

Is the Treasury Officer in possession of finger impressions of
pensioner required to be identified by such impressions ?

In the case of pensioners permanently exempted from
personal attendance, is proof independent of that furnished
by the life certificate upon which the pension is ordinarily
obtained every year of their continued existence ?

ls a proper watch kept over the receipt of postal
acknowledgments in respect of pension paid by Money
Orders ?

Pensi Milit

What record is kept of payments made to Military
pensioners?

Are payments noted in the prescribed registers ? Does the
Treasury Officer initial entries in the registers ?

Are the office copies of the pension schedules written up
daily ?

is the Check Register of pensions paid by Money Orders
properly kept ?

Deposits

Are new receipt registers opened every year with separate
series.of numbers for each class of deposits ?

Does the Treasury Officer inital each entry .in the deposit
register ?
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35.

36.

37.

38.

39.

40.

41,

42,

43.

Are the entries in the column "Nature of deposits” sufficient
to exptain why the amount has been accepted as a deposit ?

Examine a sufficient number of items to see whether the
Treasury Officer satisfies himself of the admissibility of each
item as a deposit.

Examine the list of lapsed deposits and see if the orders of
the Collector have been obtained.

Are payments of iapsed deposits noted in the receipt
register of deposits against the items concerned ?

See if the register of repayments is properly maintained.

See whether authority for each of the personal ledger
account maintained in the Treasury is available ?

Whether a certificate from the administrator of every
personal ledger account is obtained. The cases in which the
certificate was not obtained should be detailed in the
inspection note. '

Long Term Advances

Whether entries of payments of long term advances are
regularly made and the Treasury Officer initials them in the
registers ?

Sub Treasury Accounts

Examine some of the daily sheets (Siaha) of the various
sub-treasuries taken at random. See if there is any delay on
the part of the sub-treasuries to send these statements.

Do Officers- in-charge of sub-treasuries send a monthly
certificate of personal verification of their balances ? Verify
the balances shown in some of these certificates with the
balances worked out in the head quarters treasury accounts
and with the balances shown in the daily sheets concerned.

'See if this check is exercised in the treasury.
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45,

46.

47.

48.

" 49,

50.

51.

52.

Are balances of the sub-treasuries verified during the tours
of district inspecting officers and whether results of such
verifications at once submitted to the Treasury Officer ? Are
the verification certificates of sub-treasury balances on
record and do they bear the signatures of both the sub-
treasury Officer and the cashier ?

Do the balance sheets of sub-treasuries placed before the
district or inspecting officers for verification bear the
signatures of both the Sub-treasury Officer and the Cashier?

Record of Specimen Signatures
See that a record is kept of specimen signatures of officers
drawing bilis on the treasury and such guard files are kept in

the personal custody of the Treasury Officer and the
Accountant,

G t Securiti

Are all the registers, prescribed for keeping record of the
Government Securities and the payment of interest thereon,
maintained and kept upto-date ?

Whether the rules and orders relating to the Securities are
properly understood and followed ?

Inspection of Sub Treasuries

Whether the Treasury Officer has conducted inspection of
sub-Treasuries as is required by rule 325 of Treasury Rules.

General
Are there any prescribed hours for receiving bilis ?

Is there any fixed hour at which the treasury is closed
against new comers 7

Other points which may be examined.

General observations of the inspecting officers about the
overall functioning of the Treasury.
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Instructions regarding inspection of
Treasuries by the D.T.A.
(See Treasury Rules 322)

Treasury Inspection
Note by D.T.A.

The Director, Treasurnes and Accounts has
under the rules to make systematic
inspection of the working of treasuries once
a year with the object of ensuring that the
procedure actually at the treasury is in
accordance with the rules and orders in all
respects and that the accounts and other
records are properly maintained.

Points which should be attended to, have
been detailed in the form of questionnaire.
These are not exhaustive and the
inspecting officer has full discretion to add
other items according to local needs and
which in his opinion require his personal

scrutiny. The pcints commented on
adversely in the last inspection note of
Audit officer should receive special
attention.

The Director, Treasuries and Accounts
may, except the inspection of 'A’ class
Treasuries, by a general or special order,
authorise his Joint Director to conduct
inspection of treasuries and sub-treasuries
on his behalf.

The Director, Treasuries and Accounts
should ensure that the timely compliance of
the objections raised in the inspection
reports by the Divisional Commissioner,
Coliector and the Accountant General is
made by Treasury Officer.

The inspection note should be promptly
drawn and forwarded to the Gowvt. in
Finance Department, Collector & Treasury
Officer.

The compliance to objections raised in the
report should be ensured within the
prescribed period and to be intimated to
Finance Department.
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Name of Treasury
tnspected

Date of
inspection

Director, Treasuries
and Accounts

Forwarded (in
duplicate} to the
Treasury Officer for
necessary reply &
return within a month.

Copy to the -
(i) Finance Department
{ii) Collector

Director, Treasuries
and Accounts



LIST - il

Rule 322 :

Annexure fo Chapter-Vili

which i r
inspection of Treasury

Strong Room

Whether the certificate from the Executive Engineer that the
Strong Room is fit and secure for use has been obtained in
time and hung in a conspicuous place ?

Whether Certificate of the Superintendent of Police
prescribing position of Sentries has been hung on a
conspicuous place in the strong room ?

Whether fire fighting arrangments are adequate and in
proper order ?

Whether registers of pad locks and duplicate keys are
maintained as required under Rule 115 of the Rajasthan
Treasury Rules and whether treasury numbers have been
engraved on the padlocks and keys ?

Whether all duplicate keys except those belonging to the
locks of strong room have been in the treasury strong room
under double tock ?

Whether the duplicate keys of strong room have been
deposited in the Collector's court and called for examination
every year and already returned ?

Whether the Register of valuables is properly kept in the
prescribed form as required under Rule 122 of the
Rajasthan Treasury rules and whether valuables are kept
under sealed/unsealed packets in proper form ? Examine
whether any articles are unnecessarily kept in the treasury ?
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10.

11.

12.

13.

14.

15.

16.

Whether the strong room is adequately commodious for
various articles and stamps and also whether almirahs and
safes etc. are adeguate in number and whether the articles
are properly and neatly arranged to admit easy verification
and identification ?

Whether any Departmental Chests have been deposited in
the treasury and if so, whether these have been embedded
in the floor ? Whether -orders of the Collector have been
obtained for their deposit ?

Security Bonds

Whether adequate & valid security has been obtained from
the Cashier & other officials handiing cash, stamps &
valuabies.

Whether security bonds held under the custody of the
Treasury Officer are kept properly and in prescribed
register?

Stamps & Cash

Whether the indents for the replenishment of stock is sent
once in four months in time and whether these are prepared
with due regard to the requirment of the Treasury ?

Whether the stock of stamps of any denomination is in
excess of the actual requirement based on past
consumption ? If so, what action has been taken regarding’
its disposai ?

Whether the directions contained under rule 304 to 306 &
312 of Rajasthan Treasury Rules are rigidly folliowed at the
time of receipt and issue of stamps from double locks.

Whether physical verification of stock is done regularly as
prescribed under the Ruies or whether plus minus memos
are sent regularly and in time to the quarters concerned 7

Whether the Registers are maintained in the prescribed
form?
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17.

18.

19.

20.

Whether there are any obsolete stamps; if so, what action

has be

en taken for their disposal ?

Whether balance of stamps with the cashier in the single

lock is

kept within the limits of his security ?

Whether Collector has verified :-

(i)

(ii)

Note :

(1)

(2)

(3)

Note :

that the actual stock of cash, stamps and securities is
kept under joint lock and key and corresponds with
the book balance.

that the cashier does not hold a sum larger than is
necessary for the convenient transaction of the Gout.
business and that this sum, together with the value of
stamps, if any, in his sole custody is not larger than
security given by him ?

A test check of some of the transactions appearing in
the above register will be carried out with a view to
ascertain whether these registers are kept properly
and in the prescribed form.

Whether bills received in the Treasury are fully
entered in form Ty 45 and token issued for each and
every bill ?

Whether time for receiving bills has been prescribed
and exhibited ?

-Whether the bills have been disposed of within the

scheduled period.
In order to ascertain whether there is tendency of

delay in disposal of the bills or not, a test check
should be carried out.
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21.

22.

23.

24,

25.

26.

27.

28.

29.

Guard Files of Specimen Signatures

Whether guard files of specimen signatures are maintained
properly and in accordance with the prescribed procedure
and instructions ?

Whether the prescribed registers for Govt. Securities are
maintained and whether the rules prescribed for payment of
interest are properly understood and observed?

Pension

Whether adequate arrangements for sitting of Pensioners
exist and no inconvenience is caused to them ? Whether
the pensioners are paid pension regularly and there is no
complaint for delay or inconvenience in obtaining pension?

Whether the Pension Payment Order & G.P.Os. are in safe
custody and are beyond the access of outsiders ?

Whether various registers prescribed under the rules are
maintained for both Civil and military pensioners ?

Whether payments made at the sub-treasury are entered
into the Pension Payment Orders maintained in the
Treasury.

Note : A few cases may be examined as test check.

Whether yearly statement of not drawing pension for six
years in case of political pensioners and three years for
other pensioners is sent to the Director Pension ?

Whether the halves of the pension payment orders in cases
of pensions not having been drawn for three years and
deceased pensioners in whose cases arrears not claimed for
one year have been returned to the Director Pension ?

Whether the objections received from the Controller of
Defence Accounts, Allahabad promptly attended to and
objections cleared.

{161}



30.

31.

32.

33.

Whether separate registers as prescribed under rules are
maintained for various kinds of deposits and whether the
deposit registers have been reviewed by the Collector, as
required under rule 47 of Rajasthan Tresury Rules.

Whether acceptances of the balances in P.D. Accounts are
obtained in April from the Administrators of thses accounts
and sent to the Accountant General and if not what steps
have been taken in this regard ?

Whether the lapsed deposit statement as on 31st March
each year is submitted to the Accountant General Rajasthan
as required under rule 285 of Rajasthan Treasury Rules.

Cash Account and List of Payments

(1)  Whether the Account from the Bank is received daily
and whether the account for the 10th and last day of
the month is received on the same day ?

(2)  Whether Account in the Treasury is prepared daily
and cash book of receipt and expenditure is signed
by the Treasury Officer on the same day?

(3) Whether accounts received from the Sub-treasuries
are posted on the same day and are not held back for
being in-corporated on the subsequent date 7

(4) How are the vouchers stored between the dates of
payment and transmission to the Accountant General,
Rajasthan?

(5)  Whether Officers in charge of the Sub-treasuries send
a monthly certificate of personat verification of their
balances and whether Treasury officer exercises any
check overit ?

(6) Whether accounts from the Sub-treasuries are
received daily ? In case of defaulting sub-treasuries
what action is taken ?
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34.

35.

36.

(7)  Whether cash account and list of payments are sent
on prescribed dates and whether instructions issued
for preparation of packet are properly observed ?

(8) Whether corrospondence regarding mission of
vouchers, defects and objections pointed out by the
Accountant General are promptly attended to and
objections reconciled ?

Note : The Director Treasuries & Accounts will investigate
reasons whether this is due to non-observance of
rules and instructions and will suggest remedial
measures.

Calendar of Returns

(1)  Whether calendar of periodical returns is maintained
in the prescribed form and each return is entered into
the calendar ?

(2) Whether dates are duly entered against each item
and whether the Treasury Officer reviews it ?

Inspection Over Records

Whether the Treasury Officer inspects methodicaily and
whether sufficient gap is allowed between his regular and
surprise inspections of the Sub-Treasuries ?

Whether the inspection reports of the Divisional
Commissioner, Coliector and Accountant General are
promptly attended to and defects pointed out are removed
without delay. _

Note : The inspecting officer will particularly note the
objections which have been repeated from year to
year. The Director, Treasuries & Accounts will
scrutinise these cases and suggest remedial
measures in respect of any outstanding para. He will
also see whether defects pointed out in the inspection
reports and observed by him indicate laxity of control
on the part of Treasury Officer or this is due to
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37.

38.

39.
40.

41.

42.

43.

44.

45.

46.

47.

adoption of wrong procedure and non observance of
rules and instructions issued from time to time.

General

(1)  Whether the Treasury Officer keeps his reference
books complete and whether effective system is
followed in pasting the correction slips in books.

(2) Whether the circulars received from Gowvt.,
Accountant General and the Director Treasuries &
Account are propenry filed and instructions noted by
all concerned ?

Whether stock register of furniture is properly maintained

and the articles physically verified once a year as required

under rules ?

Whether the record room is maintained properly ?
Whether the accommodation of treasury is adequate ?

Whether service books of employees are complete and
shown annually to the individuals ?

Whether the staff maintains diary of the receipt of papers
and bills received by them and whether the same is
submitted to the Treasury Officer showing the receipt and
their disposal at regular intervals ?

Whether existing staff is adequate and work is evenly
distributed ?

Whether register is maintained for tokens and a monthly
census is made of the stock ? '

Whether Treasury Officer carries out inspection of the
Treasury Office ?

Any other item

General observation over working of the Treasury.
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Instructions regarding inspection of
Sub Treasuries by the Collector

(See Treasury Rule 324)

Sub Treasury
Inspection Note by
Collector

Every Collector has under the rules, to
make systematic inspection of the Sub
Treasuries in his district once in a year
with the object of ensuring that the
procedure actuailly observed at the Sub
Treasury is in accordance with the rules &
order records are properly maintained.

Points which should be attended to, have
been detailed in the form of
questionnaire. The inspecting officer is at
liberty to extend his inspection to other
poinst which in his opinion require his
personal Scrutiny.

If owing to special circumsiances the
Collector is unable to inspect a Sub
Treasury, he may authorise the Additional
Collector, to inspect the Sub Treasury
Such inspecting officer shall submit a
copy of his inspection report to the
Collector for such orders as may be
necessary.

The inspection note may be drawn -

promptly and issued and its return with
explanation within prescribed period
watched.

Copies of inspection note shall be sent to

the Sub Treasury Officer and the
concerned Treasury Officer. '
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LIST-IV

Rule 324 ;

When was the Sub Treasury.la.st;ih‘spected by the

(a)  District Collector

{b)  Director, Treasuries & Accounts

{c) Treasury Officer ?

Did the Sub Treasury Officer when he took. over charge of
Sub Treasury verify the balances of cash, Stamps &
Valuables.?

Security Bond

Whether the Cashier has furnished proper and adequate
security?

Strong Room

Whether copies of the Executive Engineer's /Assistant
Engineer's certificate of the fitness of Strong room and the
Police Superintendent's order prescribing the position of
sentries hung up in a conspicuous place within the Strong
room ?

(a}  Whether the boxes, safes and authorised locks/ Pad
locks are in good order ?

(b)  Whether country made locks are in use ?
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10.

1.

(¢) Whether register of authorised locks/ Pad locks and

- keys properly maintained and kept in the strong room

and are there any spare locks ? The Inspecting
Officer should record the certificate in the Register.

(d)  Are the keys of double locks in the personal custody
of Sub Treasury officer & the Cashier ?

Please verify the balance by actual count and see if it
agrees:with the balance shown in the cash book on the date
of inspection.

Whether notices regarding hours of business exhibited at
conspicuous place ?

Stamps

Are the s{amps kept in tin boxes or in receptacies designed
to protect them from the damp and ants etc. ?

Are the double lock registers kept in the receptacle in which
the stamps are kept under Joint locks and they written up to

- date ? -

Veerify the stock in the single lock and double lock registers.
Whether the value of each kind added together agrees with
the total value as recorded ? Please rqcord the result in the
registers. “ '

E. -- 3 -.l. . " I I .I_

Please call for the recofds maintained in the Tehsil and see

(1) - :Whether the list of civil and military pensioners
residing in the Tehsil kept up ? Does the Tehsildar
satisfy himself of its correctness from time to time?
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12.

13.

14.

(2) I8 the death of every pensioner duly reported by the

Patwari as required under the Rules and does the
Tehsil verify such reports ?

(3) What steps are taken to ascertain that Patwari does

his duty in this respect ?

(4) What is the age of oldest pensioner on the list and
how long has he been in receipt of pension? When
was he last seen personally 7

Sufim of i Troas

Ascertain whether daily Sihas are sent on due date and time
alongwith vouchers and Challans.  Examine whether
balances of Cash & Stamps shown in Sihas agree with the
balances in the cash book & registers.

Guard files of Specimen Signature
Whether guard files of Specimen signatures are properly

maintained ‘and kept in the personal custody of Sub-
Treasury officer and the Accountant ?

If it is independent sub treasury whether necessary checks
are applied to ensure that every claim presented for

‘payment and passed is complete in all respects.

15.

16.

17.

Whether register of deposits are properly maintained and
entries therein initialled by the Sab-Treasury Officer after

~ the entries of receipts and payments are made.

Any other item

‘General observations over the working of the Treasury.

{168 }



Instructions for Inspection of Sub
Treasruries by the Treasury Officer
( See Treasury Rules 325 & 326)

Sub Treasury
Inspection Note

Treasury officer should every year cary out
atleast two inspections of each sub treasury
in his jurisdiction. One of the two inspection
should be a detailed inspection to be made
after giving due notice to the sub Treasury
officer concerned . The other inspection
should be surprise one. The

or a working day but the surprise inspection
"~ must be made on a working day.

Points which should be attended to, have
been detailed inthe form of questionnaire.
These are not exhaustive and the inspecting
officer has full discretion to add other items
according to the local needs and which in
- his opinion require his personal $crutiny.

The inspection note should be drawn
promptly and submitted to the Collector,

Director Treasuries & Accounts and the

Accountant General and forwarding a copy

to the Sub Treasury officer for oompluance

within the prescrlbed period.
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inspection may be carried out on a holiday

Name of Sub
Treasury

Name & designation of
Inspecting Officer

Date of
Inspection

Forwarded ( in
duplicate) to the Sub-
treasury Officer for
necessary compliance

and return with in the
period of one month.

Treasury Officer
"} N



Ruie 325 & 326 :  Questions to be asked by the Treasury Officers,

 whil ucting | tion of Sub T

When was the sub-treasury last inspected by the
- (a) District Collector,

(b)  Director, Treasuries & Accounts,
(c)  Treasury Officer.

{a) - Did the officer-incharge of the Sub treasury when he
took over charge of the Sub-treasury, verify the
balances in the sub-treasury

() = ofcash,
(i)  of Stamps ?

(b)__ . Did he check the totals shown in the Cash and Stock

books at the time of the verification of the balances ?
(c)  Whether the Cashier has furnished adequate &
proper security ?

Are copies of the Executive Engineers or Assistant
Engineer's certificate that the strong-room is secured and fit
for use and the Police Superintendent's order prescribing
the position of Sentries, hung up in a conspicuous place
within the strong-room ?

Are the boxes and safes in good order ? Are there two locks
to each box or safe as well as on the outer door ? who
keeps the keys 7

Whether the valuables and cash chest deposited for safe

custody in the sub-treasury are properly secured and the
Register properly maintained ?
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10.

1.

12.

Cash Chest

‘Examine the serveral chests to see whether different kinds

of coin are kept separately, whether each kind is kept in
bags of uniform size.

" Is a memo of the contents of cash chest kept inside the

chest ? Is every transaction recorded in it signed by the
sub-treasury officer & the cashier ?

If the bags of money are kept on trestles, is the strong room
so closed as to prevent the insertion of any rod or instrument
within the room ?

Verification of Casl

Please verify the balance by actual count and see if it
agrees with the balance shown in the chest book on the date

of inspection.

Does the amount of cash balance in the sub-treasury agree
with that shown in the Cashier's cash book and the Daily
Siaha ? Verfy the cash by actual count. Are the sub-
treasury balances verified every month by the Sub-treasury
officer ? Does he keep any note of verification ?

Are all the Authorised locks/pad locks, or any cheap country

- made locks in use ? Is a Register of all Padlocks and keys
‘kept in the strong-room and is it properly maintained ? Verify

the locks with register of Padlocks in-the Sub-Treasury. Are
there any spare locks or duplicate keys in Sub-treasury 7
Are the keys of the double locks in the personal custody of
the Sub-treasury officer and the Cashier respectively.

-The Inspecting Officer shoutd record the certificate on the

Register of Padlocks.:

ﬂo_tiss '

~3.,-<Whether fnotaces regardmg hours of busmess exhibited at

conspicuous place 7.
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13.

14.

15.

16.

17.

Stamps

Are the Stamps kept in tin boxes or in other receptacles
designed to protect them from the damp and ants etc ?

Are the double lock registers kept in the receptacle inwhich
the Stamps are kept under joint jocks ? Are they written up
to date ?

Verify the stock in the single and double lock registers. Do
the actual balances of stock tally with those shown in the
registers ? Whether the value of each kind added together
agrees with the total value as recorded ?

Are the balances of stock verified at the time of charge and
a note of verification kept in Stock Registers ?

Eenalcm'

The Treasury officer may call for the records from Tehsil and
see that - :

(1) Are the list's of civil and military pensioners residing in
the Tehsil kept up ? :

(2) Does the official-in-charge of the list maintain it
properly 7 Does the Sub-Treasury Officer satisfy
himseif of its correctness from time to time ?

(3) Is the death of every pensioner duly reported by the
: Patwari required under rules, and does the tehsildar
verify such reports ?

(4) What steps are taken to ascertain that the Patwari
..~ does his duty in this respect ?

(5) How often does the official-in-charge of the list
enquire from Patwaries regarding the pensioners in
their circles ?

(6) Do the Tehsildar and Naib-tehsilda:r, when on tour,
~~ . make a point of seeing any of the pensioners and of
personally ascertaining that they are alive ?
1172}



18.

19.

20.

21.

22.

23.

(7) What is the age of the oldest pensioner on the list
and how long has he been in receipt of pension?
When was he last seen personally by the Tehsildar or
Naib-tehsildar ?

(8) s the continued existence of pensioners above
seventy years of age verified every year 7

Treasury officer 10 examine Pension Payment Orders to
ascertain whether correct payment is made ?

Government Securities

Ascertain whether proper arrangements exist for dealing
with the Government Securities and the payment of interest
there on ?

Find out if the registers prescribed are maintained properly.

Submission of daily Siaha to Treasury :- Ascertan
whether daily siaha are sent on due date & time alongwith
vouchers and challans ?

Examine whether balances of cash and stamps shown in
siahas agree with the balance shown in the cash book &
stmaps Registers.

Additional points to be examined inthe case of independent
sub treasury :-

(1)  Whether guard files of specimen signatures is

properly maintained and kept inthe personal custody
of the sub Treasury officer and the Accountant ?
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24.

25.

(2)  Whether necessary checks are applied to ensure that
every claim presented for payment and passed is
complete in all respects. ?

(3)  Whether the passed claims are properly entered in
the warrant Registers & date of encashment marked
after payment ?

(4) Whether the registers of deposits are properly
maintained and entries therein initialled by the Sub-
Treasury officer after the entries of receipts and
payments are made ?

Any other item

General observations about the functioning of the sub-
Treasury.
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CHAPTER IX

ARRANGEMENTS WIiTH THE BANK FOR CONDUCT OF

Rule 327 :

Rule 328 .

(1

Conduct of business in the

TRE Y

Agreement with The Reserve Bank of India :

The deposit of Government money in the Banks and conduct of
treasuy business by them shall be governed by the terms of the
agreement made with the Reserve Bank of india under the RBI
Act, 1934 (2 of 1934).
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ing'apagitaion of a manager of a branch of
India or its subsidiaries:
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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 hecoming suddenly incapacitated for duty and it being
not possible for the State Bank, or its subsidiary to make

-immediate arrangements for the transactions of business at the

Branch, the Government official named hereafter should,
provided the concerned Bank has by prior arrangement
requested that he should do so, at once -

(i) visit the Bank in person, take over the keys of the strong
room and other receptacles of treasure, notes or books
and ensure that the strong room is properly secured and
direct the guard to report to him;

(i1) telegraph information of the occurrence to the Local
Head Office/Head Office of the concerned Bank; and

(iiy arrange for the due transaction of Urgent treasury
business at the Branch.

The responsibility for performing the functions herein stipulated
should, in the first instance, be primarily that of :-
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4

(5)

(i) the Collector or the District Officers at the district
headquarters,

(i) the Sub Divisional Officers or Tehsildars/Sub Treasury
Officers at the Sub Divisional Headquarters or Tehsil/
independent Sub Treasury Headquarters, as the case
may be.

The concerned Government official should on no account take
any action in regard to the Bank's private business which
together with such treasury business which is not of any urgent
nature may remain in abeyance till a responsible official of the
concerned Bank takes charge of the Branch.

When it is impossible for the concerned Government official to
take the action mentioned above in person, e.g. on account of
absence in camp, he may delegate, his functions in this
connection to any other Government official not below the rank
of a Tehsildar/ or Sub Treasury Officer of an independent sub
treasury, who is within the easy reach of the branch; he should
nominate such Government official for this purpose specially on
each occasion when the necessity arises.

Neither the Government nor any Government servant will incur
any respansibility either to the State Bank of India or to its
subsidiaries or to any third party by reason of anything done
bona fide under these provisions. The Government official
concerned would, however, be responsibie for the safe keeping,
as a bailee, of the keys of the strong room taken over by him
and the accounting for the cash and other contents which he
takes out from the strong room.

*hkkktk
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Rule 329:

?[Rule 330:

......................

CHAPTER X
WEEDING OF TREASURY RECORDS

The minimum period for which records connected with the
maintenance of accounts including correspondence may be retained
in treasuries is given in Annexure to this chapter. On the expiry of
the prescribed period stated in that Annexure, a list of records that
are proposed to be destroyed may be furnished by the Treasury
Officer to the Director, treasuries & Accounts, Rajasthan, in the
month of April each year for his concurrence to their destruction.
The Treasury Officer shall record the following certificates on such
a list:

"Certified that —

(i) the period prescribed in Annexure I to Chapter X of
Subsidiary Rules of Rajasthan Treasury Rules for retention in
respect of the records (incorporated in the list proposed for
destruction '[deleted], has expired; and

(i) no audit objection, draft para, enquiry, or any other legal
requirement or any reference from the Accountant General,
Commissioner, Collector, Director Treasuries & Accounts or
any other higher authority is pending which may
require/necessitate the availability of the record contained in
this list.”

On receipt of the concurrence of the Director, Treasuries and
Accounts, the records in question may be destroyed by burning to
ashes or by tearing it into small pieces as may be decided by a
Committee to be constituted for the purpose by the Collector. The
records to be destroyed by tearing shall be auctioned. The purchaser
will tear the record into small pieces and make out pulp (LUGDI) in
the presence of the committee on his own expenses before lifting it
from the treasury. The concerned committee will be responsible for
any misuse of the record. Full details of all the records destroyed
from time to time, may however, be maintained permanently in the
treasury.]

...................

1. Deleted words "by bumning to ashes" vide Cir. No. 6/2003 dated 21/5/2003.

2 Substituted vide Cir. No, 6/2003 dated 21/5/2003 for " On receipt of the concurrence of the Director,
Treasuries and Accounts, the records in question may be destroyed by burning to ashes in the
presence of the committee to be constituted for the purpose by the Cellector. Full details of all the
records destroyed from time to time, may however, be maintain ed permanently in the treasury.”
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- Annexure to Chapter X - Records

(Rule 329)
Period ntion r
S. Description of Records Period of
No. ' preservation
1. | Register of Promissory Notes on which Permanently
interest is payabie from treasury,
2. | Register of Power of Attorney. . Permanently
3. | Register of Padlocks. Permanently
4. | Cash Books both for receipt and payment. 35 ysars
5. | Register of Salt Revenue Receipt. 12 years
6. | Register of Law and Justice. - 12 years
7. | Register of Civil Court Deposits. 20 years
8. | Register of Revenue Deposits | Permanently
9. | Register of Daily Receipts and Repayment of | 12 years
deposits.
10. | Register of receipts and deposits of loans. 12 years
11. | Register of Court fees stamps (schedules). 12 years
12. | Register of receipts on account of Postal 12 years
Department.
13. | Register of Public Works Receipts. 12 years
14. | Register of deposits and re-payment of 3% 12 years
loans.
15. | Register of Pensions and Gratuities. 25 years
16. | Register of Territorial and Political Pensions. | 25 years
17. | Register of repayment of criminal court deposits. | 20 years
18. | Register of repayment of revenue deposits. Permanently
19. | Register of local bills paid. 12 years
20. | Other subsidiary registers of receipts. 12 years
21. | Register of payments on account of Postal 12 years
Department against letters of credits.
22. | Register of refunds and drawbacks. 12 years
23. | Register of salary and traveling allowance of | 15 years
gazetted officers.
24 | Register of payments of interest on 12 years

promissory notes.
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S. Description of Records Period of

No. ' preservation

25. | Register of payment on account of Military 12 years
cheques and remittance transfer (receipt).

26. | Register of payment on account of Military 25 years
Miscellaneous Services (Pensions).

27. | Register of payment on account of Public 12 years
Works Department. '

28. | Register of Personal Deposits. 12 years

29. | Other subsidiary register of payments. 12 years

30. | Register of Pension payment orders on 35 years
treasuries.

31. | Accounts and Daily Balance Sheet. 12 years

32. | Treasuries Daily Balance Sheet. 6 years

33. | Register of Cash Book of receipts. 6 years

34. | Register of Cash Book of payment. 6 years

35. | Check register of bills payable drawn by the 12 years
Treasury.

36. | Register of orders on sub-treasury issued and | 6 years
adjusted.

37. | Register of bills endorsed for payment at sub- | 6 years
treasuries.

38. | Register of Currency Chest Books. 6 years

39. | Register of Gold Coins below current weights. | 6 years

40. | Register of fraudulently altered and reduced | 6 years
Coins.

41. | Clearance register of deposits. 12 years

42. | Plus and Minus Memorandum. 12 years

43. | Register of retrenchment orders. 8 years

44. | Register of Sitver Coins out but not paid at 12 years
treasury.

45. | Register showing the gazetted officers and 15 years
salaries to be drawn by them.

46. | Register of uncurrent silver coins. 12 years

47. | Despatch book of treasury accounts. 3 years

48. | Book of invoices of cash remittances. 8 years

49. | Challans of cash paid into treasury. 3 years

50. | Annual accounts of personal ledger. 6 years

51. | Counters-foils of sub-treasury cash orders issued . | 6 years

52. | Daily sheets of receipts and disbursements | 3 years

received from sub-treasuries.
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S. Description of Records Period of
No. preservation
53. | Statement of lapsed deposits and bills. Permanently
54. | Retrenchment orders received from 3 years
Accountant General (File Book) CAO, Sr. AO
& AO.

55. | All correspondence with the Accountant 3 years
General the purpose of which has been
answered.

56. | Statement of currency notes received and 1 year
issued from the treasury for the quarter
ending.

57. | Statement of receipt and issue of sovereigns | 8 years -
and half sovereigns, weekly, monthly and Quarterly return
quarterly. (1 year for weekly/

monthiy return.)

58. | Return showing silver coins cut and broken 1 year
during the quarter on account of being reduced
in weight.

59. | Return showing counterfeit coins received 1 year
during the quarter.

60. | Quarterly certificate of revenue deposits. 1 year

61. | Monthly return of postage stamps account. 3 years

62. | Monthly return of court fees stamps account. | 3 years

63. | Estimates of probable receipts and 3 years
disbursements (Monthly).

64. | Abstract Accounts (Monthly). 3 years

65. | Intermediate cash balance report. 1 year

66. | Statement of uncurrent light weight silver 3 years
coins withdrawn from circulation (Monthly).

67. | Statement showing the proportion of several 3 years
issues of Government rupees in actual circulation.

68. | Administrators certificate of personal deposit | 2 years
(Annual).

69. | Certificate of balance of small coins deposits. | 1 year

70. | Annual Mortality returns of pensioners. 5 years

71. | Certificate of annual batance of revenue 1 year
deposits.

72. | Receipts and charges on account of stamps, | 1 year
military etc. Treasury Stamps in three parts.

73. | indent forms i.e. Treasury Stamps Military etc. | 3 years

forms.
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S. Description of Records Period of

No. preservation

74. | indent for postage stamps. 3 years

75. | Copies of objection statement received from | 3 years
the Accountant General.

76. | Certificate of transfer of charge of 1 year
departmental officers.

77. | Invoice of uncurrent coins despatched. 1 year

78. | Circular orders and general letters of Permanently

. Accountant General (File Book).

79. | Stock Book of Court fees stamps. 12 years

80. | Store Book of ordinary and service postage 12 years
stamps.

81. | Rent ruies from executive engineer. 13 years

82. | Sale register of all types of stamps in single 12 years
lock and doubie lock.

83. | Indent book of single lock from taking out stamps | 12 years
from double lock.

84. | Opium Register 12 years

85. | Register of safecustody of sealed packets for | Permanently
safe custody.

86. | Register of safe custody of duplicate keys. 1 year

87. | Receipt book (counter foils). 3 years

88. | Receipt of service postage stamps bills. 3 years

89. | Weekly balance report. 1 year

90. | Cash balance report (Monthly). 3 years

91. | Potdar's Certificate (TR). 3 years

92. | Challan Register. 3 years

93. | Register of passed bilis of service postage 3 years
stamps.

94. | Register of passed indents of stamps 3 years
vendors.

95. | Register of passed bills of Judicial and non- 3 years
judicial stamps.

96. | Bilt receipt register (Transit). 5 years

97. | Issue of re-deeming of token register. 5 years

98. | Token census register. 5 years

99. | Token census correspondence file. 5 years

100. | Miscellaneous file i.e. correspondence 10 years
regarding paid authorities.
101. | Memo register of gazetted and non gazetted. | 5 years
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S. No. Description of Records Period of
preservation
'[102. [ Cheque drawn register 10 years
103. | Counter foils of cheques 5 years
104. | Cheque transit register 5 years
105. Cheque account register 5 years
106. Cheque delivery register 5 years
107. | Account of cheque forms 3 years
108. | Register of date of discharge and noting down the date | 10 years
of delivery of cheques
109, | Paid cheques lists 5 years
110. | Paid cheques lists received from the Bank 5 years
111. | Duplicate cheques delivery list where date of 15 years
endorsement of cheque is noted
112. | Outstanding cheques lists 5 years
113. | Letter of authority to take the payment on behalf of the | 10 years
claimant
(Form GA.59-B)
114. | Accounts register of paid vouchers 12 years
115. | Register of receipted challans in the Treasury 12 years
116. | Receipt book of ND.F. receipts (Counterfoils) 3 years or one
year, after the
date of
completion of
audit whichever
is later.
117. | Bank Scroll 10 years
118. Old pension payment order received back in lieu of 3 years
renewed pension payment orders
119. | Money order receipts and payees acknowledgement 5 years
coupons of pension payment '
120. | Other documents not covered above 3 years
121. | Details of the Treasury record destroyed after approval | Permanently]
of D.T A.
’[122. | TY-4 Register 15 years]

1. SL No. 102 to 121 added vide Circular No. 14/2002 dated 26.8.2002.
2. Added vide Circular No.8/2005 dated 17.5.2005.
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