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GOVERNMENT OF KERALA
2013

PREFACE

Under Article (283) (2) of the Constitution of India, the custody
of the Consolidated Fund of the State of Kerala, the Contingency
Fund of the State, the payment of moneys into such Funds, the
withdrawal of money therefrom, the custody of public moneys other
than those credited to such Funds received by or on behalf of the
Government of the State of Kerala, their payments into the public
account of the State and the withdrawal of moneys from such account
and all other matters connected with or ancillary to matters aforesaid
shall be regulated by the law made by the Legislature of the State
and, until provision in that behalf is made, shall be regulated by the
Rules made by the Governor. In pursuance of this provision,
immediately on the formation of the State of Kerala, i.e., on Ist
November, 1956, the Governor by notification No. Fin. BG (5) 32727/
56, dated 1st November, 1965 directed that the rules which were in
force on the 31* day of October, 1956 in the territories concerned
in respect of such matters would continue to regulate matter in relation
to moneys received on account of the revenues of the State. Accordingly
the treasury transactions in the Travancore-Cochin and Malabar areas
of the State are being regulated by the rules in the Travancore Treasury
Code and the Travancore Financial and Account Code and the rule
in the Madras Treasury Code and the Madras Account Code
respectively. ‘

2. Since then the question of unifying these rules so as to bringing
in uniformity of procedure in the monetary transactions of Government
has been engaging the attention of Government. Accordingly this
compilation, the Kerala Treasury Code, containing the unified rules,
is being issued. This code, comprises two volumes the first containing
the text of the Code, with its appendices and the forms in the second.




3. The rules in the Code primarily deal with the’procedure which
should be followed in treasuries, including the agencies of t}}c Reserve
bank of India conducting the cash business of the ‘treasurles .and by
Government offices generally, in their dealings with treasurics and
the Bank.As regards receipt, custody and disburscmcml of monc'-:ys
in offices of the various departments, these Rulcfs pnfo.wde for v@:
principles and important safeguards of general app‘lacabmty and spc:c:at
instructions to particular departments. Details of d.cparlment.a
instructions on matters of minor importance or on subjects sp({CIa(:ll
or peculiar to the department concerned have been left to be prescribe
in the departmental manuals.

4. With regard to the procedure to be followcd by Treasury
Officers, etc., in connection with the payment of mtc‘rcst on Govcrl.nn'cnt
securities, repayment of principal of loans, receipt of subsarspuoln
to new loans and allied transactions, the rclevantlr}nlcs contained in
the Government Securities in the Government Securitics Manual should

be followed.

5 The rules contained in this Code supersede all existing orders
andinstructions on matters with which they deal. Any oﬁ’lf:cr WI[N.]
notices any errot or omission in this Code should rfaport it tohl. he
head of his department; if the head of department considers that tb crlc[
is a real error or omission requiring mnendmf:n.t, hcl should su mlt
suitable proposals to the Government in the Admmmu?u ve [:epamlm;ll:é
Important proposals of this kind should be sul.umltled throug 1. <
Accountant General, who will forward them with his con:m}cm?’ :
the Government in the Administrative Department. .Thc Admlmstr.:1 ;z] [
Department will pass on the proposals to the Finance Depart

with its remarks for final disposal.

MAS,
Trivandrum, C THO i
6th April 1963, Finance Secretary.

PREFACE TO THE SECOND EDITION

During the span of ten years after the issue of the first edition
of the Kerala Treasury Code (Volume I) several amendments were
issued to the rules in the Code, Consequent on the change of
administrative control of treasuries from the Revenue Department
to a newly formed Treasury Department under the Director‘of
Treasuries, since August 1963 the rules of procedure in the working
of the treasuries had undergone may changes. So a general review
of the rules was conducted and amendments were issued wherever

necessary. All these amendments have been incorporated in this
new edition,

2. Wherever the Director of Treasuries or any other head of the
Department considers that any existing rule requires modification
in the keeping with the present practice or as a result of changes in
the system rendered necessary in the course of actual working he
may move the Government in the Finance Department through the
Accountant General to amend the rules, furnishing the details of
procedure in vogue and changes proposed with reasons therefor.

P. VELAYUDHAN NAIR,
Finance Secretary.




PREFACE TO THE THIRD EDITION

The present cdition of the Kerala Treasury Code, Volume 1
contains all the amendments issued to the Rules till 19-5-1984.

Whenever the Director of Treasuries or any other Head of
Department considers that any existing rule requires modification
in keeping with the present practice or as a result of changes in the
system rendered necessary in the course of actual working, he may
move the Government in the Finance Department through the
Accountant General to amend the rules, furnishing the details of
procedure in vogue and changes proposed with reasons therefor,

Trivandrum, K. V. RABINDRAN NAIR,
26th April 1963, Commissioner & Secretary,
Finance.




PREFACE TO THE FOURTH EDITION

The third edition of Kerala Treasury Code Volume I was published
Incorporating corrections up to 19-5-1984. Several amendments have
been issued to the Rules during the last 28 years. The rules in the
code primarily deal with the procedure which should be followed in
Treasuries, including the agencies of the Reserve Bank of India
conducting the cash business of the Treasuries and by Government
officers generally, in their dealings with the Treasuries and Bank.

As regards receipts, custody and disbursement of moneys in
offices of various departments, these Rules provide the principles
and important safeguards of general applicability and special
instructions to particular departments. Details of departmental
instructions on matters of minor importance or on subjects special
or peculiar to the department concerned, have been left to be prescribed

in the department manuals.

The rules contained in this code supersede all existing orders
and instructions on matters with which they deal. Any officer who
notices any omission in this Code should report it to the concerned
department head. If the head of the department considers that there
is a real error or omission requiring amendment, he should submit
suitable proposals to the Government in the Administrative Department.
The Administrative Department will pass on the proposals with its
remarks to Finance Department for final disposal.

Thiruvananthapuram, DR. V. P. JOY,
31* December 2012, Principal Finance Secretary.




GOVERNMENT OF KERALA

Finance Department
NOTIFICATION

No.54282/CR/59/Fin. Dated, Trivandrum, 6th April 1963.

In cxercise of the powers conferred by Article 283(2) of the
Constitution of India and in supersession of Notification
No. Fin. (BG) 5-327-7/56, dated 1st November 1956, the Governor
of Kerala hereby makes the following rules:—

-

By order of the Governor,

C. THOMAS,

Finance Secretary.
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THE KERALA TREASURY CODE
VOLUMEI
MAINRULES
PARTI
GENERAL PRINCIPLES AND RULES
SECTION I

Short Title and Commencement

1. These rules may be called the “Kerala Treasury Rules” and they
shall come into force on the 1st July, 1963.

SECTION II
Definitions

2. In these rules, unless the context otherwise requires, the
follov'ving expressions have the meaning hereby assigned to them, that
is to say :—

(a) “The Accountant General” means the Head of the Office
of Audit and Accounts subordinate to the Comptroller apd Audl'tor Gen_gral
of India, who keeps the accounts of the State and exercise audit functl_ons
in relati,on to those accounts on behalf of the Comptroller and Auditor
General of India.

“The Bank” means any office or branch of the Banking
Departm(ebr{t of the Reserve Bank of India, any branch of the State Bank‘?}f
India, acting as the agent of the Reserve Bank of India in accordar;ze wi ;
the provisions of the Reserve Bank of India Act,19§4 (Act IT of 193 )],3ank
any branch of a Subsidiary Bank as defined in section 2 of tht? State 'and
of India (Subsidiary Banks) Act, 1959 (Act 38 of 1959), which is authqnse
to transact Government business as agent of the State Bgnk of India, or
any other agency appointed by the Reserve Bank of India.

(c) “Cheque” means a written order (not expressed tcz‘ be paye:-,ble
otherwise than on demand) addressed by a person called .the drawer 1o
a bank or a treasury (o pay a specified sum of money to himself or a third
party known as the “payee” and includes a demand draft dr_awn on any
specified bank or banker (including the Reserve Bank of India).




Acco
N INDEX unts
Destructi = '
(N.B.—This index deals only with the rules in the several chapters of this on of - records . Part VII[
i |' ' Volume and does not cover the appendices or the forms. It has been Chapter v,
! . Ins
' ”’ compiled solely for the purpose of assisting references and no Closing for the day - s 1
' . " 75
I ||'| expression used in it should be considered as in any way interpreting Acquittance roll-
1 o
the rules.) quittance may be taken on bil| i :
Converient on bill itself, if 432(a)
Rules _ Advances-
Absentee statements-
Consolidated B 173 Bills for
201
No leave certificate to be furnished in lieu of -, .. 173 Survey
if there are no absentees Ways and meang 202
Should accompany establishment pay bill . 173 Part VIIT
Account- Chapter V,
Advice lists- Instrn. X1
See “Government Account”
Of drafis
Accountant- Of Tel . 303
elegraphic tra i
See “Head Accountant” graphic transfer

Account’s Department Agents-

Accoun.tant i For drawing pay, allowance and leave salaries 1
Definition of . 2(a) For drawing pensions 67
Audit objections of-should be promptly replied .. 425 Alterations- 278
to

. In bills and oth
To furnish Treasury Officers with specimen s 2102)(») er vouchers w ! 163(d) and

signatures of audit officers authorizing payment Toychng s 2102)¢)
Powers of - in respect of withdrawal 3 12 ; . 241
1 rates of pay, allowances, leg
of Gazetted Officers > Jeave salary, etc. . 165(d) i

i
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custody in the treasury
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for recovery

Audit objections-

Of Accountant General to be replied to punctually

Responsibility in clearing of
Of Treasury Officer-
See “Pre-audit at treasury”

356

114

114,118 and
127

114

114(c) and
117

114(d)

114(e) and
119

114(a),115
and 128

210)(f)

163(j) and
211(a)

163() and
21Ha)

426
428
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Bank
Definition of
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District Treasury Officer of the District
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Bank drafts
Advice of-drawn and encashed
Cancellation and refund of

Duplicates of

155

3, Note
230and 231
233

268 and 269

237

126

124
67

128

393 and 402
41310415
410412




Encashment of
Exchange of

Form of

Issue of

Lapse-of

Supply of forms of
Unpaid

Bills

Abstract-for contingencies
Amount payable in cash and amount pay:'ible
by transfer should be separately entered in

payment order
Arithmetical computation should be checked

by the Treasury Officer
Arrear-Procedure for dealing with

Coloured-"not payable at the treasury” §hould
be forwarded to departmental officers with

certificates of payment

Copies of orders regarding promotions, ¢tc.
should not be attached to-sent to the

Accountant General
Detailed-for contingencies
Doubtful
Duplicates of

Endorsement of

Form and preparation of-for-Advances for
replacing missing boundary marks

397-401
416and 417
387-389
390-392
419
420
41

187(d)
221(d)

92 and 210(2)(4)

2102
22

163(m)

187(d)
16
163

163(g) and
210(2)@)

203

Advance to cultivators
Claims of Government servants who may draw-
Contingencies countersigned before payment
Contingencies countersigned after payment
Miscellaneous expenditure

Payments to contractors for demarcation and
for other charges recoverable from ryots

Refunds of revenue
Repayment of deposits
Works assigned to%ﬂ’bepartments

Of department to be included in the Treasury
Bill Book

Payable at Sub Treasuries not to be paid at
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Payment of-at Sub Treasuries

Payment of-at Sub Treasury without pre-audit
at the District Treasury not permissible

Payment of-partly at the District Treasury and
partly at Sub Treasuries

Payment of - Wholly or partly in drafts

Payment of-at the Bank, the Bank’s
responsibility

Payment of-passed, should be made the
same day

Procedure for Payment of-presented by
persons not in Government service

Procedure for payment of-sent by post

359

201
164-170
187(c)
187(d)

163()
202

200
204
190
223235

228

227 and 228
227

21(e)

232
231(c) and (d)

210(1)

214

163 (p)and 217




Procedure for payment of -in the Public
Works Department

Procedure for payment of-of Survey Officers
ot other officers ata distance from the

Treasury

Recoveries adjusted to be shown clearly at
foot, quoting the number and date of
objection statement, etc.,

Register of-received for pre-audit
Rules regarding-completion of
Stamping of-"Paid” by Treasurer

Treasury objection to be separately
communicated and not written on

Allocation of charges in-relating to service in
more than one post

Bond
Agents who have executed indemnity-for
drawing leave salary, etc.

Security of treasury officials

Cash (Departmental)-
Custody of

Verification of-balance-
General
By Forest Officers
By Public Works Officers

162 and 194

24

425(d)

225
210Q)(@)
210(1)
210(2)(e)

183

167

80-81

130

46,131
133
134

%
Cash (Treasury) =
Bag of coin or bundle of notes to contain slip
Methods of storage of-i¥ irong-room
Normal-balance

Verification of-balance by Collector or other
Government servant-Procedure

Verification of -balance in the Sub Treasury-
Procedure

Cash Balance Report-
Monthly-Form and preparation

To be submitted to the Accountant General
on change of Treasury Officer

Daily-Form and preparation
Cash Book-

Departmental

Treasurer’s
Cash orders-

Custody and use of forms

Duplicates, issue of
General procedure
Lapse of

Not to be issued for remittance of moneys of
private parties

Not to be issued by Sub Treasuries
Payment of lapsed-procedure
Chalans-

Forest revenue remitted by Forest Officers
into the treasury, signing of-by Head Clerk
for Officers absent from head quarters

Form and preparation of-

139¢4)
138
309
144

144 and 148

311
4(4)and 147

310

92
69,106 and 107

213(a)(iii) and
@)
213(a)(viii)
213
213(a)(vii)
213(aii)

213()
213(a)(vii)

1032)

- -




[

For payments made into the Treasury
For payments made into the Bank-
By Government servants

By private persons

Not required for forest revenue remitted to the
Treasury by money order

Numbering of
Office copy to be initialled only
Presentation in duplicate
Presentation in triplicate
Procedure for the checking of-in-District
Treasuries
Sub Treasuries

Public Works Deposits, pérticulars to be
shown in

Register of-Issued to the Bank

Repayment of loans and advances,
particulars to be shown in

Village Remittances-
Payments into the treasury
Payments into the Bank

Charitable Endowments-

Interest, etc.- Payment into and withdrawal
from the Government Account

Cheques-

Acceptance of-in payment of Government dues
Acceptance of on private banks, conditions for
Cancelled

Crossed

362

102

126
124
103(1)

112

120(%) Note 1
102(e)

102(e) and (g)
106

107
104

124 para 3, Note
2

102(#), Note 3

113 and 115
128

93(d) Note

95

89and 99
251

240 and 242

Drawal on Sub Treasuries
Lost

Minimum amount for which-may be issued

P
dyments to unknown persons, precautions

to be taken

Intimation by drawi
Bonk 1o Y drawing officer of Cheque

Procedure for payment of-
Forest Department
Public Works Department

Quarterly statement of -supplied
Register of-received

Supply of-to drawing officers
Time-expired

Chief Treasurer-Responsibilities of

Remittance of-in adjustment of departmental -

Teceipts appropriated for depart
il I departmental

Collector-
Definition of

Examination of all locks and keys in the
tree_lsury and certifying in the register on
taking charge
Yeﬂﬁcation of monthly cash balance and
signing of monthly accounts to be made by
when at headquarters
Commutation-
Of Revenue pensions
Of Service pensions
Contingencies-
Abstract bills for-

239
250
245
240

264

258,259,267
Note and 268

260-262,267
Note and 269

265
106(5) and 124
25

249

51

100

2(d)
137(g)

305(2)
305(a)

187(b)




Bills for-Instructions for the preparation of
Bills for-paid by post, rules of procedure
Cancellation of sub-vouchers for
Certificates to be furnished in certain specific
cases or classes of cases of
Countersigned before and after payment
Detailed bill for
Non-countersigned-form of bills and record
of expenditure
Pay and allowances not to be drawn on
contingent bill except in specified cases
Permanent advance
Petty bills for-not to be cashed by Treasury
Officers except in certain cases
Recovery of-overdrawn to be made from the
next contingent bill
«Currency Chest(s)
At branches of the State Bank of India
At treasuries
Custody of

Exchange between treasury balance and
Notes held in-not in. circulation

Report of-transactions of
Safe custody of balances in

Transfer of funds through
Verification of-balance
.Currency chest balance-
Nature of

187-188

163(p) and 217
435

188(iv) and (x)
and 191

187(c) and (d)
187(d) and (€)
187(d) and (e)

188(vi)

188(vii)
210Q)()

425(a)

149 Note 1
150
135(b), Note 1,
141 and 150
313,314and 318-
321
135(b), Notel
and 314
318-321
135(b),Notes 1
and 2 and
149Note 1 and
150
318-321

153

321

Currency remittances-
Nature of

Proving of-Currency Chest Book
Custody-

Of currency chest balance-

Of cash chest, valuables, etc.

Of duplicate keys of strong-room, chests, etc.

Of banderols at treasuries

Of opium at District Treasury and Sub Treasury ‘
Of stamps at District Treasury and Sub Treasury

Of treasure in District Treasury and Sub
Treasury

D
Death Certificate-
To accompany claim for arrears due to
deceased pensioners
Debt

Permanent and temporary loans

Floating-Treasury Bills and ways and
means advances j
Definition(s)-
Cheque
Collector

Government Account

317
152

135(b)
Notel,149 Note
1 and 150

157-160
137(H)
155
156
154

130-149

300()

Part VIII, Chapter
IV B, Instructions
V-VI

Part VIII, Chapter
IV B, Instructions
VI-XT

2(c)
2(d)
2g)




Government servant
Indian Audit Department
The Accountant General
The Bank

The Constitution

The Government

The Governor

The State

Treasury

Departmental payments-

At the Bank

Deposits (Civil and Criminal)

Repayment of-Ata non-Banking Treasury
Repayment of-At a banking treasury

Repayment order to be presented at the
treasury within three months of issue or
before close of financial year

Deposits (Personal)-

Withdrawal by administrators to be made
only on cheques

Opening of-Account

Deposits (Revenue)-

Form of voucher for repayment

20)
()
2(a)
2(b)
2e)
2(h)
2(h)
2(h)
2(k)

162,258-262,268
and 269

206(a),219

205(b) and 237
207

93(b)

; -.’-.,‘!:_ '

Payment by transfer
Refund of lapsed
Repayment at a treasury
Repayment at the Bank

Repayment to be made only on the order

of the authority who origi
ginally ordered th
acceptance of the deposit "

Director-
Responsibilities of

Not relieved of because of i
( of inspection
Indian Audit Department pectionby

Disallowances-
Recovery of

Disbursers-

Procedure for obtainin i
g funds re
Forest and Public Works e

Discount- N

On stamps

Disputable claims-

Not to be honoured by Treasury Officer

Drawing Officers-
Government servants who are
Instructions to -In using cheques

Specimen signatures of
Drafts

367

205(c)

204 and 210(2)(q)
204-205

237(3)

2102)(p)

30,39(a)
45)

424

162(d)

193

16 and 306(b)

164 and 169
24,239-266
pa)
385400




Duplicates-
Of Bank Drafts
Of cash orders

Of receipts granted or bills and other
documents paid for, issue of-Prohibited

E

Endorsement-

Pay order or other endorsement not to
be made on coloured bill “Not payable at

treasury”

Erasures-
Bills, documents, registers, etc.-prohibited

Escort-

Escort accompanying remittances by railway ..

Escort officers accompanying remittances-
Duties of
Establishment-
Absentee statement
Arrear bills of-Claims
Distribution of pay of
Pay bill for-Form and preparation of

Pay billtobe accompanied by increment
certificate, if increment is drawn

Payment of pay and allowances to non-
pensionable contingent employees

Travelling allowance bills of
Travelling allowance bills of Public Works

Undisbursed pay, etc., of
368

410412
213(a)(viii)

94 Notel to
120(k), and 163()

72,163(d) and
210(2)cy

363-364

335-338

113
176
432
169-177
175

188 (vi)

178
180
432

Examination (Government)-

Fees for-Procedure for issue of receipts
Fees for procedure for refund
F
Fees

Payment of overtime

Refund of college examination, etc.

Refund of poundage and process service
Fines

Payment of compensation

Payment of grants in lieu of
Forest payments

By Forest Officer or a government servant

of some other department acting as a Forest )

disburser
Procedure for obtaining funds for

Forest receipts-

At outlaying stations may be remitted to
treasury by money order

Chalans for-Remitted t i

0 treasury, signin
by H?ad Clerks of Divisional Fores tgn =
certain cases

Consolidated receipts for-To be sent
monthly by the treasury

Sums credited as revenue deposits to be

assigned numbers in the i
: conso
i lidated

369

CPM. 4/563/2016—24

120(d)
200, Note 6

181
200, Note 6

200, Note 3

19
196

258

162

103(1)

10322)

12

12




Fund deductions-

Responsibility of Treasury Officer to check
the correctness of

G

Gazetted Officers-

Alterations in pay of
Pay of-Absent from India

Claims of-To be paid only under the
authorily of the Accountalft General as to
{he rate at which payment is to be made

Form of pay bill for

Form of travelling allowance bill

Pay of-To be disbursed on personal receipts ..

Payment of leave salaries, etc. of-Through
banks or other authorised agents

Place of payment of pay bill of

Government Account-

Definition of

Inclusion in-Of quasi-public moneys
handled by Government servants in
official capacity

Location of moneys standing in
Payment of revenues of the State into the
Transfer of moneys in

Withdrawal of moneys from

370

21002)(d)

165(d)
168(b)
18

164(a)
164(c)
165(a)
167

17 and 168

2g)

Grants-in-aid-

Adjustment of-Towards dues to
Government by a local body

Educational-To private institutions,
procedure for drawal

To local bodies, private institutions, etc.
to be disbursed on bills countersigned by
Departmental Officers/copies of Government

sanction

Gratuities-

Payable only on order communicated by

the Accountant General

Payable only to gratuitant or other le gal

recipient

Payment order to be returned to the
Accountant General if undrawn for

more than three months

H

Health Certificates-

To be attached to first pay bills on
permanent appointment or appointment
on probation, etc.

. Increment Certificates-

Rules regarding submission with pay bills

Indemnity bond-

See “Bond”

Inspections-

GPM. 4/563/201 6—24A

198
197(a)

306(a)(2)

303(a)
303(b)

303(c)

164(d) and 174

175




By the Inspection Wing of the Finance
Department :

Of District Treasuries-
By the Director ' '
Bz an Officer of the Indian Audit

Department

Of Sub Treasuries- _
By a Deputy Director once in 2 years

Treasury Officer once in a year .
gz an Ofﬂg’.r of the Indian Audit Department ..

Interest-

On public debt, procedure for drawal of

Inter-Government Transactions-

Procedure of accounting-Under directions
of Comprotler and Auditor Genesal

Adjustment by the Accountant General

Receipts and disbursements on behalf
of Union Governinent

Receipts and-disbursements in the
United Kingdom

L

Lapse-

Of deposits, cash orders, cheques,
drafts, etc.-See the relevant separate

headings
Last Pay Certificate-

Form and preparation of

372

23

29()

19 and 182

To be presentés with pay biil when pay is
drawn for the first time, from a treasury

Letters of credit

Life Certificate-

Of pensioner-See “Pensioner”

Loans and advances-
Bills for- Should quote the sanction

Advances, etc., requiring the sanction of
the Government to be disbursed only afler
the bill is countersigned by the authority
specified in the sanction and attaching a
¢opy of sanction

Repayment chalan to show particulars to
enable identification

Local Funds-

Definition of

Adjustments in the banking accounts of-

Communication by the treasury to the bank ..

Investment of moneys

Payment into the treasury of deposits of

Withdrawal on cheques

Monthly Accounts and Returns

Closing of

19

2102)(), 2574,
267A

201
210 (2)(m)

102, Note (3)

Part VIII, Chapter
V, Instructions 1
and 2

238

Part VIII, Chapter
V, Instructions 3

102(#), Note (4)
248, Notes 1-3
78,79

76,77




M
Transfer of- PR
Mo of-Standin
neys- Account g in the Government 26,308 :
All-Received on Government Account to 61)
lt)?er;iﬁ;rno?t];;” tlatalxlltl)cut undue deeymio® lgindf_:;ld not to pass through the 88
a
collect ental Officer not authorised to
Custody of-In the treasury ()
Custody of-In the bank 20%2) N
Held in Anamath, rules of procedure 114 and 127 Normal balances-
Investment of-Withdrawn from the Fixation of-At treasuries a '
nd i
Government Account 7 Notes- sub treasuries .. 309
Location of-Standing in the Government 3 Altered-Treatm
Account - [reatment of
« Part VIIL, Chapter
Procedure for payment of-Into the treasury 8 Denominations of IIL, Instruction 16
Procedure for payment of-Into the bank . 8 « Part VIIL, Chapter
I i
Quasi-public-Inclusion in Government % 3 Instructions 1 -
focount Discount on, report regarding Instru
. » Instruction 8
Receipt of-Into and issue of-From double . 139 Exchange of, for coin and vice versq
locks - ,5,- Instructions
Forged- 7 :
Received after the treasury has closed for .. 117 :
transactions, to be entered 1 the ;eglster Precautions regardin |
of valuables ’ g ., Instruction '
: 14()
Responsibility for-Withdrawn from the . 2728 Received from bank I |
Government Account = 4(C)nsuucuon ‘
Special rules regar.ding receipt o.f-By 9697 Treasury -Procedure on presentation of |
officers of the Judicial and Public Works 1 Instruction |
Departments : 4(a)
Half-notes-Treatment of |
» Instruction [
0 Issue of-From double locks I 6
: <, Instructions 12
and'139
375
|




Instruction 17 Of Treasury and Sub Treasury o 210(2)e)
. d-Procedure for recovery »
Lost or destroye Objection statement-
of value of . , 3
Instruction 16 Accountant General s-Copytobekeptin . 426
Mismatched-Treatment of e o 6 Treasury
- ” ns c
Mutilated-Treatment of l;rr)f{:dure in Trglsmy tl)n receiptof-From . 424426
the Accountant Genera
Receipt of-Into double locks “ 139
. .. Opium-
ittance of-See “Remittance
Remittan 138 Receipt, custody and issue of, at Distrit s 156
“In strong-room :
Storage of-In strong-roon Treasury and Sub Treasury
Supply of- ’
. Part VIII, Chapter P
To branches of the bank 111, Instruction 20
i Pass Baok-
ing treasury business- Of departmental officers to be written up . 255
e ,, Instruction 19 by Treasury and returned the same day
To treasuries . ) ]
_ ,» Instruction 10 Of Public Works Department Officers . 286
Withdrawal of soiled or worn 1
Pay, allowances, etc.- ‘
Notices- R hoie 50,58 and 120(g) Bill for-Of Gazetted Officers . 164167
oo, of
Exhibition mf:frrea:l:;rgmpeteﬂt (o sign Bill for-Of Non-Gazetted Officers - 169-178
of closing, officer . .
. . Bill for-Public Works establishments, - 180
receipts, eftc. special rules
et Bill for-Over-time fees = 181
Number book- . .
. 106 (a) Bill for - To be accompanied by . 175
Form and use of . increment certificates
Illﬁ
O Bill for-Te be accompanied by absentee = 173
statement
Objections- _
Of the Accountant General-Duties e Classes of Government servants whose . 171
of Treasury Officer with regard to namies may be omitted from bill for |
377
376 |




Deductions from bills on account of
attachments by courts
Distribution of-Of establishments

Efficiency bar, declaration of crossing to
be attached to bills for

Fund deductions from bills for

First payment of

Last payment of-To Government servants
to be made after obtaining certificates
f rom the Head of Department or satisfying

that no amount is due to the Government

Of deceased Government servants
Not to be paid to an officer to whom last
pay certificate has been granted

Of officers to be passed after reference to
 register of recoveries
Place of payment of bills for
Record and check of undisbursed
Recoveries of overdrawn
To officers out of India
Undisbursed of establishments

Payments-

Arithmetical errors, etc., in bills for

At Treasury, not to be made except
under orders of Treasury Officer
At Sub Treasury without pre-audit at
District Treasury

378

163()and 211

432
175

210(2)(d)
19,164(p) and 174

212 and 432(e)

212A
18

427

17,18 and 168
432(c)

425

168(0)

432(0)

2
210

227

At the Bank
Authority of Treasury Officer to make
By transfer bill to be stamped “pai
fi ped “paid b
transfer” by the Accountant F ¢
By transfer-Form of pay order
By postal money order

Certificate of-Of original bill to be given

on duplicate coloured bill ¢
ol ed bill “Not payable at

Deposit repayments-See “Deposits”
Doubtful claims for

Emergency

Final-To officers quitting service

First-Of Pay, allowances, etc., to
Government servants

For works

General procedure at Treasuries
General procedure at Sub Treasuries

Nature of-To be recorded formally in
every voucher

Of arrear claims

Of cheques

of grants-il_l-aid, contributions, etc., to be
made on bills countersigned by the
departmental officer with copies of

sanction of Government

Of pensions-See ‘Pension Payment’

379

230-234
13and 15
221(a)

221(b) and (d)
216(3),217
222

306(2)
pz)
212and 432(e)
19

190

210214

227 and 228
163(a) 1 and
210(2)(a)
210Q))

239-251,258-
262,267 and 269(a)

306(a)2)




Of pay and allowances to non-
pensionable contingent employees
On account of the Forest Department
On account of Local Funds
' On account of Public Works Department
To non-officials-Intimation to income tax
authorities
Place of-Of Government servant’s claims-
Preparation and presentation of claims for
Rules for-At the Bank
Rules for-To persons not in Government
service
Pay office-See Treasury Pay Office
Pay order-
Form of-On bill payable partly at District
Treasury an partly at Sub Treasury
For interest on public debt
On bills, to be given by Treasury Officer

On bills, not to be endorsed on duplicate
coloured bills “Not payable at the
Treasury”

On cheques and bills, to be paid by tr;msfer =
Period of currency-For payment at the Bank ..

Register of-On the Bank

188 (vi)

258-259
248
260-266
226

163209
230-231
214

221

231(@)
231(a)

AT

N\

To show amount payable in cash and
amount payable by transfer separately

Pension-

Can be dra@n for day of death
Commutation, both halVes of Pension
Payment Order should be returned to

Audit Office after payment
Commutation of Revenue or Political-
Some special rules

Lapse of
Payable by money order-Procedure
Payable in India may be paid in any
Treasury in India

Payment of arrears of - Due to deceased
pensioner

Transfers in India

Undrawn for more than one year ceases
to be payable

Pensioners-

Death of-To be promptly reported to the
Accountant General
Deceased-Procedure for drawal of arrears

Drawing first pension, to produce copy of
order sanctioning pension

Exempted from personal appearance to give ..

proof'to Treasury Officer annually of their
continued existence

381

21(d)

215,270,298

272(d)
305(5) and (c)
294-297
286,286A
289
299-300

200

294

301

298-300
274(a)

280(a)




Exemption from personal appearance to be ..

noted on the Pension Payment Order

Identification-
General Rules
Special Rules
European ladies
Ex-Gazetted Officer
Illiterate persons
Indian Princes

Title-holders

‘Women not accustomed to appear in public ..

Life certificate of-Exempted from personal
appearance

Political-Transfer of place of payment may
be arranged for by Collectors

Pension Payment-

At Sub Treasuries, both halves to be sent
] to Sub Treasury Officer

Bills and receipts, procedure rules

By postal money order
J Certificates and declaration of pensioner
Lapsed orders
Made only on Pension Payment Orders
issued by the Accountant General
Manner of-
r| On life eertificate, precautions

“ 382

280(c)

274 and 287

287(a)
287(a)
297(b)
287(a)
287(a)
275,287(b)
276

290()

273(c)

281 and 282
286,286A
283 and 284
294297
272(a) and (c)

277 and 280

Qn life certificate, to be made for months
completed on or before date of certificate-

On non-employmen¢ certificate .

On certificate of events not taken place
Place of-In India and transfer

To agents, procedure

To an insane person

To leper pensioners
To womf:n who do not appear in public
precautions to obviate risk of fraud

Transfers within district may be arranged
by Treasury Officer

Pension Payment Orders-

Both halves should pe retumed to Audit
Office on payment of commutation

Entry of payments in

Must be produced for every payment of
pension

Pensions paid only on-Issued by

Accountant General

Registers of
Renewal of -

For first time on production of Last Pay

Certificate

Treasury Officer’s halves should be

past‘ in files in his personal custody

383

274

283
284

289297

278 and 288(b)
186A, 285

279

280(a)

292

272(d)

281(%)
272(9)

272

2n
293

272




Pensioners halves to be surrendered to

the Treasury Officer in cases of payments
by postal money order

Personal deposits-See “Deposits”
Political pensions-

Change of place of payment of

Commutation of, some special rules
Postage stamps-

Procedure for obtaining service

Pre-audit at Treasury-

Amount disallowed to be intimated to
drawing officer

Arithmetical computations in bills to be
checked

Objections to be recorded in the
prescribed book and then communicated to

drawing officer

Objections not to be written on bills
' Of Gazetted Officer’s claim
Public Debt-
* Interest on-Payment order
Public Works Department-

Bills for pay and allowances, encashment of ..

Bills for contingencies, encashment of

Cheques- _
Drawn on Treasuries specified by the
Accountant General

Letters of credit not necessary
384

286A

290(b)
305(c)

192 and 221

210Q)@

22 and 2102)(d)

210(2)e)

210(2)(e)
2102)d)

233

258
258

260

265

Cheque Books

Returns of books supplied

Pass Books-Form and upkeep
Payments-

At Sub Treasuries

By cheques

Methods of drawing money from treasury
On bills “

Receipts

General procedure
Monthlgverification

Subordll‘te Officers-

Funds not to be supplied by Drafts
Limitation on the drawing of

May be empowered to draw against

Divisional Officer’s Account
Transactions with the Bank

Anamath

R
Receipt(s)
To be given

Depattmental-Not to be i ‘
departmental ex pendimrgpproprlated i

Departmental-Authori
rised for
departmental expendiire

Deposit-See “Deposits”
Receipt(s)-(concld.)
Duplicate-Issue of

0. 4/563/201 6—25

260

255 and 266

260(5)
260
162
162

97,104 and
123

261(d)

105

261(b) and (c)

261

269
114

90(a)
62)

63)

94 and 120¢%)
Note 1




For moneys by Civil Courts
For moneys by Criminal Courts
For moneys paid into the Treasury
For payments for service postage stamps
For swns paid by transfer
Grant of temporary and final
Of cash chests and valuables in
the Treasury
Special procedure for-
Ofthe Forest Department
Local Funds
Public Works and Commercial Services
Stamping of-For sums exceeding 320

Records-
Destruction of accounts

Recoveries-
Of contingent charges overdrawn to be
made from next contingent bill
Of amounts attached by Courls
Of pay and travelling allowance,
procedure to obviate delays

Ordered by the Accountant General,
Treasury Officer’s duty

Procedure for-Of overdrawals or other
sums under objection

Rate of-From Government servants
Register of

Refunds-
Bills for

386

96(a)

96(b)

120

120(h) Note (3)
do. Note (2)
92(b) and 97
157-160

103 and 122
102(#) Note (4)
97,104-105and 123

163(s)

Part VIII, Chapter 'V,
Instruction 15

425(a)
195
424 and 425(b) and
(c)
424426

do.

424 Note
427

200

By money order
Reﬁmds-(concld,)
Ofcollege fees
Of deposit-See “Deposit”
Of examination fees
Of excess recei pts on
eXc ! account of
advertisement in t} ;
o publicalim}e Gazette and other
Of fines
Of land revenue
Of poundage and process-service fees
Of registration fee
On account of stamps
Preparation of bills for-of revenue
Register- '
Of anamath balances
Of bills received for pre-audit
Of chalans issued for
oney into the Bank Hpetol
Of cheques presented at Treasuries
Oflate Treasury or currency remittances

Oflocks and duplicat
strong room, Cﬁgls’é"“gul:(}?ys of Treasury

Of objections on bills presented at treasury
Of orders for bayment issued on the Bank )
Of pensions payable by money order )
Of powers of attorney

Of recoveries ordered by Accountant
General

Of undisbursed pay, etc.

Of unshroffed remittances

OfReserve Bank of India drafts encashed

387

218

200 Note (6)

200 Note (6)
200 Note (5)

200 Note (7)
200 Note (1)
200 Note (3)
200 Note (4)
200 Note (2)
200

114
225
124 para 3, Note (2)

106(b) and 124
114(d)and 116
137

2102)(e)
231(a)
286,286A
167(a)
427

119
116
406




Advice of-drawn . 393-394
Of village remittance 115and 128 Cance.llation and refund of i 413415
See also “Deposits, Pensions, etc.” Drawings and .encashments . 385-388
Remittance (s) Cash- Dou}:?lful drawings . 403
General 323 Duplicates of a 410-412
Coin - packing of 327-331 Encashment of . 39740
withdrawn from circulation 331 Exchange of - 416471
Currency 317 Form of . . 387389
Escort officer accompanying-duties of 335-338 Form of receipt for payment of . 404
Invoices of-of coin 329 Issue of - 390392
Invoices of- of notes 334 Lapse _Of - A
_ Of policemen-Rules of procedure . 421423
one . . 333 Record of drawings and encashments of . 405409
New.and . 334 Regularity of signature of drawer of . 395-396
Packing o.f 332 Schedule of drawings and encashments . 407409
g:l?ctefz;lzzsrltle 335 gur;ply of forms of telegraphic transfers, . 420
rafts, etc.
Receil)It) ;)(f; o urefEiia Tty G 339352 | Telegraphic transfers-Issues and . 380-3%4
Proced‘ure at a branch of the State Bank . 374 ! Iejr;c;a;:ments s
of India Remittances by postage stamps- .« Part, VILFXVII(1)
Rules.for- Remittance book-
By Railway- . 363364 | Use of-In the Public Works Department . 98 and 105
if)z(c)lritn g 360-361 Resource- ,
Payment of freight charges . 360 Normal balance . 309
Previous notice to Railway authorities s 359 Provision of funds at-
Special rules . 22:'367 Branches of the Bank | . 316
By steamer e - Treasuries and Sub Treasuries . 315
Treasury Officer’s powers regarding . 324(D) Surplus-Transfer of . 314315and318-322
Remittance(s)-Reserve Bank of India- Transfer of funds through currency chest .. 318,319,320-391
Drafts- Treasury Officer’s general responsibility for-
General n 376426 At banking treasuries . 316
389
388
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At non-banking treasuries
Retrenchments-
Representations and protests against-
Ordered by the Accountant General,
procedure

To be made without reference to the

officer concerned

See also “Recoveries”
Report-

Half-yearly-Of non-drawal of pensions
Revenue-

Deposit-See “Deposits”

Refunds of-See “Refunds of Revenue”
Revenue deposits-

Payment by transfer
Revenue pensions-

Commutation of, some special rules

295(c)and 297

S

Scholarships, stipends, etc.-

Bills for-, to be accompanied by duplicate
coloured “Not payable” bills for transmission
to departmental controlling office throu gh
the treasury

Securities-

Interest on Government-See “Public debt”

To be furnished by treasury ofﬁcials,
rules relating to ‘

Section Heads-

Responsibilities of-In the Accounts
Department

Security bonds-
Of treasury official
Service postage stamps-
Cashnot to be received from Government

servants for supply of

Cheques paid in for value of -to be entered
in Treasurer’s Cash Book on both sides

Drawal on contingent bill

Payments for

Procedure to be adopted by Government

officials for obtaining

Will be issued direct from Sub Treasuries
Stamps

Cheques for service, should be entered

on both sides of Treasurer’s Cash Book

Custody, supply and issue

Discount on sale of-procedure for payment

On bill, to be punched by Treasurer

Should not be unnecessarily stocked in
Treasuries

192

109 and 124 para
3, Note (3)

192
228(c) Note

21(a)

154
193
210(1), 220

43(b) Note and
65




Strong rooms-
Double locks and double keys
Duplicate keys of-at treasuries, rules
regarding
Iron safes in-how to be kept
Security of-rules regarding
Storage of coin in
Storage of notes in
Storage of treasure in-of Sub Treasuries

Sub Treasuries-

Custody of money at-procedure

Inspection of-by Deputy Director of
Treasuries, Treasury Officer and by
officers of the Indian Audit Department

List of treasuries

Note to issue cash orders
Payment of moneys at-procedure
Receipt of moneys at-procedure

Rules relating to receipt, custody and
issue of opium and gunja

Rules relating to receipt, custody and
issue of stamps
Strong room and storage of treasury

Technical examination of-By Treasury
Officers
392

136()

136

138(a)
138(b)

138 and 140

140
63,64 and 65

66 Note
213(b)

227 and 228
107

156

154

Verification of cash balance and submission
of monthly account

Sub Treasury Officer-

Definition of

Division of duties between-And his Head
Accountant

Sub Vouchers-

Certificates of cancellation and defacementof .

Defacement of
See also “Vouchers”
Survey Officers-

At a distance from the Treasury-Bills
of special instructions

Telegram-

Telegraphic transfer
Transfer of-

Government moneys

Of funds between Treasury Balance and
Currency Chest

Travelling allowance-

Bills for certain Public Works
Establishments

60,61 and 62

380-384

308

319320




Bill for establishments
Bill for Gazetted Officers

Payment of bus fares to Police Constables

Treasurer-

Amount held in sole custody of

Cash book of-Clieques in payment of
service stamps should be entered on both
sides

See also ‘Cash Book’
Cash book of-Note to contain any entry of
bills paid by transfer

Duties with regard to receipt with and
payments

Handling over his keys to Treasurer or
Accountant during casual leave
Responsibility of -And his security

Security bond of - Form, preparation and
other rules

Treasury-

Definition of
General system of control over

Inspection of-By the Director

By an officer of the Indian Audit Departiment ..

Irregularity reported by Accountant General .

to be investigated by the Director personally

List of Treasuries and Sub Treasuries

394

178

164(c)
179

135(0)
21(a)

21(a)

106 and 210

138(b) Note

51,80,81 and 85
81-82

2(k)
4
(@)
43(b)
4448

66 Note

Notice regarding hours of work in the, etc
Pre audit at - See ‘Pre audi at Treasury’
Treasury balance-
Amount held in Treasurer’s sole custody
Verification of
Cash balance report-
Monthly
Weekly
Distinguished from currency chest balance
Double lock balance-
Issue of coin from
Issue of notes from
Receipt of coin into
Receipt of notes into
Register of double lock transactions

To be telegraphed (o the Currency Officer
on the first of each month

Nature of
Verification of-Rules regarding
Daily report on amount of

See also “cash”, “cash balanee”

Treasury Officer

Duties in regard (o recoveries ordered
by the Accountant Genera)

135(0)
4752

311
310
135(b) Note

139(d)

139(c)

139(a)

139(5)
139(g) and 140
312

135(b) Note
144
310

424,425




Duties of - With regard to objections and
recoveries
Memorandum to be furnished when cashing

bills of Survey Officers and others at a
distance from the Treasury

Precaution to be observed in payment of
cheques when payee is unknown

Responusibilities and duties of-In paying
claims

Responsibility of-Regarding fund
deductions

Responsibility of-To get sufficient
information regarding nature of every

payment he makes and to record it on
the voucher

To affix his private seal to both locks
of strong room in addition to official seal

To verify the signature of authorising
Audit Officer, if any, before passing
bill for payment

To check arithmetical computations in bills

To check gazetted officer’s claims with
reference to latest orders

To check the receipt, issue and balance of
cheque forms and see that issues to

officers are promptly acknowledged

To intimate to drawing officers amounts
disallowed

To keep disburser’s halves of pension
payment orders in personal custody

396

424426

24
240

16,21

210(2)@)

21 and 210(2)(a)

135(a)

210(2)(®)

22 and 210(2)(d)
210(2)(d)

252

210

272(h

To make recoveries ordered by the
Accountant General without entering into

correspondence with the officers concerned

To observe the rules regarding completion
of vouchers

To obtain orders of Accountant General, if

recoveries are delayed or appear likely to
be delayed

To obtain annually the Public Works
Officer’s Certificate of safety of strong room

To examine all locks and keys of treasury
and certify in the register on taking charge

To see personally that notices regarding
currency conveniences to the public
are hung up conspicuously

To record on Pension Payment Orderof
pensioner’s continued existence, in the
case of pensioners exempted from
personal apperance

To report defalcation or loss of money,
stamps, etc., to the Accountant General
and the Director of Treasuries

To see that moneys (including stamps,
opium and gunja) in sole charge of
Treasurer at any time does not exceed
his security

397

210Q2)(a)

425(c)

136(c)

137(g)

280(e)

45

135(2)




Transfer of-

Relieving Officer’s specimen signature to
be sent to other treasuries by outgoing

officer for the purpose of Reserve Bank
Drafts

See also “custody, payment, receipts,
treasury procedure, etc.”

Treasury procedure-
At places where treasury business is

conducted by the Bank-
In the absence of the agent

Advices and certificates to departmental
officers

Register of chalans issued

Register of orders for payment

U

Uncurrent coin-
Withdrawal from circulation-See “coin”
Undisbursed pay;, etc.-

Of establishients. How treated and
accounied for
\'%

Village remittances-

Accounts procedure at sub treasury and at ..

the Bank

Advices by the Bank and sub treasury
to the Currency Officer

128

128

Entries in Treasurer’s cash book and
examination by Sub Treasury Officer

Procedure for receipt of-in non banking
sub treasuries
Unshroffed

Vouchers-
Cancelling of
Canc_ellation of sub-relating to
contingencies

Certificate of cancellation and
defacement of

Completion of

See also “Bills™

Delegation by head of office to sign
Filing of-Not submitted 10 audit

For repayment of deposits

Payment certificate to be recorded in

absence of

Punching the stamp and stamping ‘Pad’

Rules for the preparation of

To be in prescribed forms

Special rules for drawin g officers of
Forest,PW.D. etc.

W
Wages

To staff borne on contingency establishments

Drawal of

I13and 115

115

435
435

435

163 and 210(2)(a)

163(g)
44

204
430(h)

210220

163,210 and 430
429,430,431
436-440




Withdrawal of moneys
From Government Account-See “Moneys’

Works
Preparation and payment of bill for

|

190

400

Notes

401




