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On Gujarat becoming a separate State. The B
Bombay., 1n pursuance of Article 283 of the Constitul
with etfect from [+ May, 1960 Updating and amendin
the Carridenation of Government for a long time.

PREFACE TO THE FIRST EDITION

ombay Treasury Rules, 1960 farmed by The Governor of
tion were adopted for application in the State of Gujarat,
g these rule in view of various developments have been in

This text is the revised verson incorporating the orders issued subsequent to |+ May, 1960.

These rules deal primarily with the procedure which should be generally followed by the
Treasuries as also by the offices and agencies of The Reserve Bank of India conducting the
cash business of Government and by other Government offices, in dealing with Treasuries

All those who will be ysin

2 these rules are requested to bnng to the notice of the Finance
Department any error,

omission or inaccuracy in these Rules for appropriate comections.

The help and coopcration extended by The Accountant General, Gu

jaral State and vanous
officers of Statc Government are gratefully acknowleged

These rules have been published in the “Government Gazette™ under Government Nonfica-
tion No. (GN 36) TIR-1087-815.Z 487 {2000) dated 9-11 -2000 They embady the orders of
Government issucd upto 30" September, 200X).

(K. V.BIANUJAN),
Additional Chicf Secretary 1 the
Government of Gujarat,
finance Department.

Gandhinagar.
The 9" November, 2000,
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FINANCE DEPARTMENT
Notification
Sachivalaya, Gandhinagar, Dated the 9th November, 2000

No. (GN-}(\) TIR-1097-815-487 (2000)-Z.—In excrcise of the powers conferrcd by clause (2) of Article
283 of the Constitution of India, the Governor of Gujarat is pleased to make the following rules, namely (—

CHAPTER - 1. INTRODUCTORY
Short Title, Extent and Commencement,
L. (1) These rules may be called the Gujarat Treasury Rules, 2000,
(2) They extend to the whole of the State of Gujarat.
(3) These rules shall come in 1o foree from the date of their publication in the Officiat Gazeree.,
(4) If the Government considers it necessary or expendient soto do for avoiding any hardship or Tnoving

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 o impose, dispense with or relax the provision of any of these rules in any
case of class of cascs.
Defiuitions ;

2. Inthese rules, unless the context otherwise requires the following expressions shall have the meaning
hereby assigned to them, that is to sy (—

(1} "Accountant General” means the head of an Oftice of accounts and audit or of accounts, who
keeps the accounts of the Government of Gujarat state and, when used inrelation 1o 4 Treasury, the head
of an office of accounts 1o whom the accounts of the treasury are rendered,

(2)"Audit Officer” means any officer subordinate 1o or under the Superintendence of the Comptroiter
and Auditor General of India. who exercises audit functions,

(3) (@) "The Bank™ means the Reserve Bank of India or any office or agency of the Reserve Bank of
India and includes any branch of the state Bank of India, or its subsidiaries or any other nationalised bank
acting us the agent of the Reserve Bank of Indiu in accordance with the provisions of the Reserve Bank of
India Act, 1934 (No. 1] of 1934), .

(B) "Reserve Bank” means the Reserve Bank of India.

(4) "Bill" means a statement of claims against the government containing specification of the niture
and amount of the clyim cither in gross or by items, and includes such a statement presented in the form of
asimple receipt.

(5) "Collector” means the head of a district and includes any other officer for the time being authorised

to discharge the dutics of a Collector for the puipose of these rules.

Y-2122—)



2

(6) "Comptrolicr and Auditor General” means the Comptroller and Auditor General of India.

(7) “Compctent Authority” means the Government of Gujarat State or any other authority to whom
the relevant powers may be delegated by the Government.

(8) “Constitution" means the Constitution of India, 1950.

(9) “comsolidated Fund of the State” means the Consolidated Fund of the State maintained under the
provisions of anticle 266 (/) and (2) of the constitution.

(10) "Contingent charges or Contingencics” means and includes all incidental and other expenses
which are incurred for the management of an office as an officer or for the technical working of a department
other than those which under prescribed rules of classification of expenditure fall under some other head of
expenditure e.g. "work", “stores”, "tools” and “Plant” etc., ete.

(11) "Contingency Fund" means the Contingency Fund of Gujarat Statc maintained under the
provisions of Article 267(2) of the Constitution of India.

(12) "Dircctor™ means the Director of Accounts and Treasuries, Gujarat state or any other officer
for the time being authorised 1o discharge the duties of or on behalf of the Director.

(13) "District” mcans the arca described as a district under section 7 of the Bombay Land Revenuc
code, 1879.
.
(14) "Disbursing Officer” means the Treasury Officer or Pay and Accounts Officer, Gandhinagar in
the case of payment of the pay and allowances to the Members of Legislative Assembly and the Head of
Offices or any other subordinate Gazetted Officers under such Head of the office in case of gazetted/non-

gazetied Government servant, who is charged with the responsibility of disbursing pay and allowances of
the respeclive government servants.

Notg: Di;buming Officer in case of pensioners will be Treasury Officer or .
i i a h
specifically authorised in this behalf. 2 ny other authority

(15) "Drawing Offices” mcans an officer who is authorised to draw .
cither by bills or cheques or by both. aw money from Government account

(16) "Government™ mcans Government of Gujurat,

(17) "Government Account” means the accou i
nt relating to the Consoli g i 1
Fund or the Public Account of the Government, ¢ Foliated Fund, Cantingency

(18) "Grants-in-aid, contributions” cic. include such classes of
religious, charitable or educational institutions, sti;
and fairs, cxpendi from the discreti
C i elc,and¢

fexpenditure as grants to local bodics,
pends, scholarships, contributions to public exhibitions
Y Brants placed at the disposals of head of departments,
to government servants for accidental losses and subsidics etc.

(19} "Local Fund" denotes:—

i) revenue admini i i
b co,,(,;)o; dg;:dfﬂ:::::(e\:;d lt;y bfx.hcs which by law or rule having the force of law come under
» Whether inregard to the proceedings generally, or to specific matter such

asthe sanctioning of their budgets, sancti
» Sanction to the creati i f .
the encashment of leave, pension or similar rules tion or filling up of particular appointments.
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(i) The revenues of anybody which may be specially notified by Goyernment as such.

(20) “Pay and Accounts Officer” means head of the Pay and Accounts Office, charged with the
responsibility of conducting the audit of centain specified preferced by Government Offices claims against
the State Government] before making the payment thereof, and rendering the compiled accounts thereof to
the Accountant General.

(21) "Public Account” means the account of the Gujarat State, other than the account relating to the
Consolidated Fund of the State and the Contingency Fund of the State into which all transactions relating
to debt (i.c. other than those of the Consolidated Fund) Deposits, and Remiutances are entered.

(22) "Revenue Advances” means and includes Tagavi Advances, Advances under Land Improvement
Acts, and any other Advances which the Revenue Officers are authorised or directed to sanction under the
provisions of any law or under special order of the Government.

(23) "Treasury” means the ireasury established at the headquarters of a district and includes a sub-
ticasury/Pay and Account office unless the context otherwise requires.

(24) "Bank Treasury” means a treasury the cash business of which is conducted by the bank and a
“Non-Bauk treasury means a teeasury other than a bank treasury.

(25) "Treasury Officer” means the officer enwrusted with the treasury functions and includes Sub-
Treasury Officer and Pay and Accounts Officer or any other Ofticer who is specially authorised by
Government to exercise such lunctions.

(26) "Voucher” means a bill or cheque receipted and stamped "Paid’.

(27) Removal of Doubts.—Where a doubt arises as to the interpretation of any provisions of these
rules, the matter shall be referred to the finance department for decision.

CHAFIER - 2 - TREASURY WORKING
LOCATION OF MONEYS STANDING IN THE GOVERNMENT ACCOUNT :

3. Subject o the provisions of Rule 25, moneys standing in the Government Account must cither be held
in atreasury or in the Bank. Moneys deposited in the Bank shall be considered as one general fund on the books
of the bank on behalf of the Government.

The deposit of such moneys in the Bank shall be governed by the terms of the agreement in Appendix - [
made with the Bank under scction 21 of the Reserve Bank of India Act, 1934 (Act 11 of 1934), as amended from
lime to lime.

4. The Executive instructions regarding provision of funds at ireasuries and also regarding maintenance of
the currency chest, shall be in Appendix IT 1o these rules.

8. All staie treasurics shall follows the orders and instructions of the Union Government being the authority
concerned in all matters relating 1o coinage and currency s specificd in Appendix 15 to these rules.

6. The instructions specified in Appendix 1V shall be followed with respect to transfer of money standing
in Government Account and other remittances through Governmeant.
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7. The instructions specified in Appendix V shall be foliowed with respect to the safe custody and use of
‘Cypher Code’ and the ‘treasury Agencics' Private check signal book' issued by the Reserve Bank.

8. Orders and instructions relating to the matter with which the Reserve Bankisdirectly concerned will be
amended only in consultation with the Rescrve Bank.

General System of control over District Treasurics.

9- (1) There shall be a treasury in each of the district specified in Appendix VI to these rules. If moneys
standing in the Government account are, in any district so specified, not deposited in the Bank, the treasury of the
district shall be divided into two sections', the Account Section’and the Cash Section.

The Account Section shall be responsible for maintenance of the accounts of the treasury Iransactions in
the manner prescribed by the Government and the Cash section for the custody, receipts, issuc and remittance of
cash and stamps.

Subject as hereinafter provided under this Chapter, the gencral procedure of and the conduct of business in
adistrict treasury shall be regulated by the provisions contained in these rules.

(2) The immediate exccutive control of a treasury shall remain with a Treasury Officer subordinate to the
Dircctor. The Dircctor shall be responsible for the proper observance of the procedure prescribed by or under
these rules and for punctual submission of all returns required from the treasury by the Government, the Comptrollor
and Auditor General, the Accountant General and the Bank.

{3) When a new Treasury ofﬁccr/Suerleasury officer is appointed to 3 district treasury/sub-treasury, he
shall at once report his appointment to the Accountant General and sholl cenify to the Accountant general, the
amount of the cash balance, stamps, stores etc., ifany, which he has taken over. The certificate shall be submitted
inForm G. T.R. ), after the method of verification specificd in rule 55,60and 61 has been applicd. A copy of the
certificate shall be submitted to the Director.

(4) The duty of verifying and cenifying the monthly cash balance, ifany,
monthly accounts of such batance in such form and afier such verification as the
may require shall be undentaken personally by the treasury officer on the first

inthe treasury and of submitting
comptroller and Auditor General
working duy of every morh.

(5) No portion of lhc‘rcsponx‘ibilily for the proper management ang working of treasurics shall devolve
upon the officers of the .lndlan Audit Department, The inspection of treasuries by officers of the Indian Audit
Department shall not refieve the Director of his responsibilities for management and inspection, ’

The daily accounts of reccipts and payments of mone

of the district treasur Y 33 sub-treasury must be included in the accounts

QUIER COLLECTING AND DISHURSING gr (CERS ;

1L The Pay and accounts Officer, may, subject 10 sych condi
fmay think fit 10 impose, performall or any pre
aguinst the Government that may fall due fo
Accountof Government.

.

tions and limitations, ifany, as the g

Locctios ) S, ¥, as the Government

r’ja"'gﬁd Pantof the duties of 3 Treasury Officer in espect of ¢laims
SOursement ung moneys that may pe tendered for credit to the
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INTER-GOVERNMENT TRANSACTIONS :

12. Receipts and disbursements in the State on behalf of the Union Govemment shall be adjusted, as far as
practicable, directly against the balance of the Union Government held by the Bank, but where such transactions
occuring in non-bank treasuries are temporarily taken into account against the balance of the account of
Govemment, the Accountant General, wifl, on receipt of intimation from the treasury, make the requisite adjusments

13. (1) The treasury officer may, subject to any gencral or specific direction of the Government in this
behalf, receive or authorisc the Bank to receive moncys 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 credits
and debits in respect of such receipts and payments against the balance of the State concerned shall be made by
the Accountant General through the Central Accounts Section of Reserve Bank of India, but until such adjustments
are made, the credits and debits shatl be entered in the appropriate section of the State Account,

(2) Moncy paid or received in the office of the Accountant General on behalf of another State and book
entrics made in the office of the Accountant General affecting the accounts of another State shall likewise be
adjusted by the Accountant Gencral through the Central Accounts scction of the Reserve Bank of India against
the balance of State concemed. t : :

14. Moneys received in other countries on account of the revenues of Gujarat State may be paid into and
funds required for disbursements of or on behalf of the State in such countrics may be withdrawn from the
balances of the Union Government in those conturies in accordance with such procedure as may be prescribed by
union Govemment in ltation with the Co, piroller and Auditor General of India. These transactions may be
adjusted from the balances of the Gujarat State in accordance with such directions as may be given in this behalf
by the compiroller and Auditor General of India with approval of the President of India,

/ EMENT ; . !

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

(2) Each treasury, the cash business of which is not conducted by the bank, is divided into two branches,
viz, Accounts Branch and Cash Branch. The former will be under the charge of the Assistant Treasury Officer or
Accountant heiped by Deputy Accountants, Sub-Accountants and Junior Clerks. The later is in charge of Treasurer
assited by shroff clerks, Treasurics, the cash business of which is conducted by the Bank, have no treasurer and
shroff clerks but in all such treasurics the transactions pertaining to stamps and cash boxes and valuables are
entrusted to a Deputy Accountant/Sub-Accountant in charge of stamp section or a stamp clerk,

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

(4) It is desirable to provide counters in both the Branches so that persons coming to the treasury can

conduct their business across such counters. Thus,. bills will be received or delivered of the counters in the
Accounts Branch, and cash will be paid at the counters in the Cash Branch,

Y-2122—2
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) In Sub-Ti ies, it may not be possible to have two scparate branches as in treasurics, because the
number of cleghs is very small, but the distinction shall be observed os far as it is possible in practice.

Notc : A list of sub-treasurics in the diflerent districts is given in Appendix-Vi

16. Instructions rcknrding the organisation of the treasuries and sub-treasurics and control and inspection
thereof shall be as contained in Appendix-VIL.

TBEASURY ACCOUNTS ;

17. The maintenance of initiat accounts and rendering them 1o the audit office shall be in accordance with
exccutive instructions in this behalf as contained in Appendix-VIIT

LER DEEA RIMENTS :

18.No Depurtment shal require that funds periaining to it be kept apart from the General lrchsury balunce
or be received for safe custody and kept out of account or be received at all except under these rules. The cash
chests or any valuable property, jewellery, et shall be lodged in the treasury for safc custody in accordance with
Appendix-IX. Such deposits will be received at the express direction of the Treasury Officer and the factshall be
reported to the Accountunt General as well as to the Director for information” A register shall be kept in the
treasury in which the receipt ond retum of the chest or box should be duly aknowlcdged. The ey or keys shouid

not be hept in the treasury, nor shall the amount of such chests or boxes be brought into the accounts of the
treasury. - . .

The Accountant General may report to Government any case in which the permission appears to have been
given improperly by the Treasury Officer,

feccipts and payments of moncy (in the case of non-bank treasury) and for public business,
issues of chalans and bills,

20. (1) Al treasuries in the State will be keptopen (o the public us follows :

Working Working The 181h and
days except Saturdays, the last working
Saturdays, day of

1. All Banking Ireasurics From 10.45 a.m, From From 10.45
102.00 p.m, 1045 a.m, am. to

1012.30 p.m. 1230p.m.

2, All Non-lhnking From 10.4s a.m,

- From From 1045
Treasurics. 102.30 p.m, 1045 am. | a.‘ml.“lo
10230 p.m, 1230 p.m
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NOTE: On the 18y ol each month or on the previous day if 18th happens to be a holiday, the District
Treasury may be closscd for public business at 12,30 p-m. toenable the first Jist of payments due to the Accountant
General being closed and despatched before evening on the due date. A similar procedure may also be followed
on the last woiking day pﬁlzc month, . o o . -

(2) No particular dates have been prescribed for puyment of pensions. The Dircetor should fix the dates
looking to the convenicnce of the pensioners and the requirements of smooth working of treasurics,

.. (3) Notice boards, specifying the hours for the transactions of business at the teasury and the date on
which the treasuey will be closed on account of public holidays during cach quarter should be pasted up
conspicuously at each district and sub-treasury in local language.. . . . . . .

() ITany law requires that the treasury be hept open till a nanied hour on any day, the account cannot of
course be closed till after that time, but should then be closed and agreed in the usual manner before the office is
closed for the day. S .

(5) In the event of an emergency or an occasion entailing nobilization, the Collector upon receipt of an
intimation; from a Station Commander of the Indian Acmy, for arranging any treasury/sub-treasury to be hept
open on specified dates, shall cause such treasury/sub-treasury 10 be kept open upto a periad of four consccutive
days for transacting military official business only, irrespective of holidays, or where the teeasury work is done
by the bank, 10 request the Agent to keep the Branch open for transacting military official business, In cither case,
he willinform the Secretary in Finance Department and the Accountant General of the action taken. A copy of his
writien request to the Collector toheepany treasury/sub-treasury open, shall also be forwarded to the Goverminen(
in the Finance Department by the Station Commander, . '

2L (1) Asfaras possible, the working in the district treasury shall be in accordance with the ‘Scheme of
Model Treasury specified in Appendix X, !

2) The working of the sub-treasury shail be on the same lines as the district treasury. The sub-treasury
officer shall follow instructions specified in Appendix X 1o these rules in case of minor departure.

MISCELLANEQUS ; '

22. A Colicetor, may, in circumstances of urgency, by an order in writing, authorise and require a Treasury
Officer to make a payment, not being a payment of pension, without complying with the provisions of these rules.
In any such case, the Collector shall at once forward a copy of his order and a statement of the circumstances
requiring it 1o the Government in Finance Department and to the Director and the Treasury Officer will ar once
report the payment to the Accountant General,

NOTE : The need for excrcising the special power under this rule, should not arise at all in normat
conditions. The power should be used only in genuine cascs of urgency e.g. floods, carthquake and the like and
withdrawals of money under this rule shoutd, exclude all personal claims of Government servants.

23, Nothing in thesc rules shalf have ctfect so as 1o impede or prejudice the exercise by Compirolier and
Auditor General of Indin of the power vested in him by the Constitution to make aules or 10 give dircctions
regulating the submission 10 the Indian Audit Department of Accounts kept in treasurics or in departmental
offices accompinied by such vouchers for their support as the Comptroller and Auditor General may require for
purpase of audit or for the purpose of heeping the accounts of which he js responsible,

24. Nothing contained in or in the application of these rules shall have efect SO A5 0 impose upon the Bank
in connection with the business of Governntent any responsibility not imm).\cd_upun the Bank by the terms of jis
agreement referred to in rule 3.
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CHAPTER-}

RECEIPT OF GOVERNMENT MONEYS AND PAYMENT OF SUCH MONEYS INTO GOVERN-
MENTACCOUNT

PAYMENT OF REVENUES OF GUJARAT STATE INTO GOVERNMENT ACCOUNT

25. (1) All moneys reccived by or tendered to Government Officers on account of the revenue of the
Gujarat State, as far as possible, shall be paid in full within two next working days into Treasury or Bank and
shall be included in the Treasury Accounts. Moneys received as aforesaid shall not save as otherwise provided
in these rules, be appropriated to meet departmental expenditure, nor otherwise kept apart from the Government
Account. No depantment of Government may require that any moneys received by iton accountof the revenues
of the State be kept out of the Government Account.

Note : Heads of Departments may, by specific orders extend the time limit for crediting the moneys into
treasury or into Bank up to seven working days of receipt of such moneys, if circumstances in which moneys
received by the officials under them in their official capacity are such that it is not practical to observe the time
limit of two working days.

Exception : The provisions relating 1o time limit in this rule shail not apply to semittances by Talatics
which will continue to be govemed by the directions in the Revenue Accounts Mannual,

(2) Notwithstanding anything contained in sub-rule (1) direct appropriation of departmental receipts for
departmental expenditure is authorised in the following cases, namely :-

(i) in the case of moneys received on account of the service of summons, diet money of witnesses
and similar purposes, in Civil, Revenue and Criminal cases;

(i1) in cases of deposits received at a Civil Court and utilised by the Court to meet claims for the
refund of such deposits;

(iii) in the'case of fces received by Government servants appointed as Notaries Public Under Act

XXVIof 1881, and uiilised 1o defray legal expenses incurred by them in the discharge of their duties as
such Notaries Public;

(v) in the case of cash found on the person of prisoners at the tim

used for the re-payment by Jail Superintendents under departmental re,
other prisioners on their release;

¢ of their admission 1o Jail, and
gulations of similar sums dye to

(vi) in cases of cash receipts of Forest Department used for meeting immediate focal expenditure;

(vii) in the casc of mone:

ys received by the commissioner of Workmen's C i
Ahmedabad ; : ompetsaton

Gujarat

Provided that the authority hereby given to a
expenditure shall not be construed as authority to kee
therefrom outside the account of the payments into a

ppropriate departmentat receipts for departmenta)
P the depantmental receipts and expenses defdrayed
nd the withdrawals from the Government accounts,

26. Moneys reccived by a Government Officer wheth
relate 10 of form part of the revenues of the Governm
State and a Government Officer is not required to pay
The safe custody of such moneys and accounting of th

er in an official or other capacily which do not
cat, shall not be included in the consolidated fund of the
into the consolidated fund of the stale any such moneys.
¢ transactions pertaining thereto shall be regulated in the
CHCL-CPMSQI2NEX V-1 p6S Date : 7-1.02
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manner prescribed in the Gujarat Financial Rules, 1971, or orders of Government in that behalf, If any question
arises whether moneys are, or, are not moneys relating to or forming part of the revenues of the State, the
question will be referred to Government for decision.

27. A person may tender money in payment of dues 1o Government either-

() to the concerned Departmental officer~

(i) by cheque or drafts drawn on any local branch of a Scheduted Bank, postal order or
money order or in such other forms as may be prescribed by Government; or

(ii} in cash upto an amount not exceeding Rs. 1000/~ in cach case or such higher amounts
as the Departmental Officer is authorised to reccive; or,

(b) atthe treasury or the Bank™.

28. The following rules shall be observed by Departmental Officers who are required to reccive and

handle cash;

Y-2122-3

(i) Every officer receiving money on behalf of the Government should maintain a cash
book in Form G.T.R.2.

(11} All monetary transictions should be entered in the cash book as soon as they oceur and
atiested by the head of the oftice in token of check.

Note = Tn Motor vehicles Department where the “Registerex cash Register” maching is
being used, the third print of receipt i.c. Audit Roll shoutd be pasted in the Cashicr’s Cash book at
the end of the day and the same should be signed by responsible officer. However, an entry regard-
ing the days” recipts should be mide in the cash book and attested on the basis of the collection
indicated in the audit roll, indicating the numbers of the rolls. The procedure of tallying the “Sum-
mary Register” totals with the entrics in the Cash Book should also be followed.

(i) The cash book should be closed regularly and completely checked. The head of the
office should verify the totalling of cash book or have this done by some responsible subordinate
other than the writer of the cash book, and initial it as correct.

{iv) At the end of each moath, the head of the office should verily the cash balance in the
cash book and record a signed and dated certificate to that effect mentioning therein the balance
both in words and figures. In the case of outstations, he or any other Gazetted Officer name by him
will count the cash balance whenever he may visit them and record the aforesaid certificate in the
cash book. The centificate should ulso be recorded on the monthly cash account, primary absteact
or uccount current, where such account abstract or account current is required to be submitted to
the Accountant General. Such certificate must be signed by the head of the office who shoukl
invariably date the signature. The counting should be made on the last working day of each month |
immediately after closing the cash account of the month, but where this is not possible, the cash’
bitance may be counted on the first working day of the following month before any disbursement
is made on that date. !

(v) When Governiment money in the custody of Government Officer is paid into the Trea-
sury or the Bank, the head of the office, making such payments should compure the Treasury
Officer's or the Bank's receipt on the chalan or his pass-bouk with the entry in such cash book
before auesting it and satisfy himself that the amounts have been actually credited into the trea-
sury or the Bank when the number of payments made in a month is more than ten and the total
amount involved therein exceeds Rs. 1,000 he should, ss soon as possible after the end of the
maonth, obtein from the treasury a consolidated receipt for all remittances made during the month,
which should be compared with the posting in the cash book.
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(vi) An crasure or overwriting of an entry once made in the cash book is slric:lly prohibited.
Il a mistake is discovered, it should be corrected by drawing the pen through the incorrect entry
and inserting the correct one in red ink between the lines. The head of the office should initia)
every correction and inveriably date his initials. )

(vii) A Government Officer who handles Government money should not, cxccgl with the
special sanction of the head of the office, be allowed to handle also in his official capacity moncy
which does not belong to the Government. Where under any special sanction, a Government Of-
ficer deals with both Government and Non-Government money in his official capacity, the Gov-
ermment money should be kept in a cash box, separate from the non Government moncy and
transactions relating 10 the latter should be accounted for in a separate set of books and kept en-
tirely out of the consolidated Fund of the State.

(viii) (1) Public Moncy in the custody of the department should be kept in strong reasure
chests and secured by two locks of different patterns. In the abseace of any precise orders from
Government, the officer in charge of the chest should make such arrangement for the custady of
the key and the proper disbursement of alf moneys as he considers requisite. All the keys af the
same lock must, except where the procedure prescribed in the note of this rule is adopted, be kept
in the same person’s custody, and as a gencral rule, the keys of the one lock should be kept apart
from the keys of the other lock, and in a different person’s custody when praciicable. The chest
should never be opened without both custodians being present. The noncommissioncd Officer or
dluffadar of the guard should always be present when a treasure chest isopened and until it is again
locked. Wheaever a cashicr is attached to an office, the keys of one of the locks of the treasure
chesy will necessarily remain in his possession.

(2) If considered desiruble, the duplicate keys of cash chest may be placed under the se
the officer incharge, in the custody of the Treasury Officer. In the event of this practice being
adopted, a duplicate key register should be maintained and once a year, in the month of April, the
keys, should be sent for, examined and returned under fresh scal, a nate being made in the register
that they have been found correct.

al of

{ix) The work of encashment of bills or erediting any money into u treasury or i Bunk should
be entrusied to a clerk or cashier and only in exceptional cases 1o a trust-worthy peon with a
sufficient length of service, If necessary, he may be sent to accompany a clerk or Cashicr. Ordi-
nanily, one penon may carry an amount upto Rs. 200/- when such amount exceeds R, 2X)/-, two
persons should be seat. When the amount excecds Rs. 5,000/ onc of the persons must invariably
be a cleck or a cashicr. These limits are applicable in a)l cases unless lower limits, in specific
instances have becn 1id down in other rules or orders of Government,

Note-1. Notwithstanding the provisions of this clause,
discretion ubtaia a consolidated Lreasury receipt irespective of y
month and the total amount involved therein,

the head of an office may at his
he sumber of payments made in a

Note-2. Where more than one officers ar
depanment shall nominate one of the officers in
with treasury accounts.

Note-3, The duties im
be entrusied 1o a subordinat

¢ concerned with the same head of account, the
the district to reconcile the departmental receipts

posed by clauses (ii) 10 (iv) of this rule on the head of the office

! may
¢ gazetted officer nominated by the head of the office for the pur,

pose.

Note-5. “Cash and other valuabl
departmental officer or drawing an disbursing officer shoutd be
chest or almirah (where fnecessary, even embeded in the wall.} T
the purpose may be decided on the basis of the amoun of ¢

es held in safe custody, on behalf of the Government bya

keptinan adequately strong cash
he type of cash chest 10 be used for
ash and other valuables generally
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required to be kept therein in safe custody and other relevant circumstances, such as general State
of Security of the premises of the office, the area in which it is located, etc. The cash chest/almirah
should be sccured by two locks of different patterns so that the keys of such locks should be kept
indifferent patterns persons’ custody where practicable; and in any case, should be kept apurt from
that of the other lock so, that the chest will not be accessible to unauthorised persons. The chest
should not be opencd unless both the custodians of the two locks ate present for the purposc.

Duplicitc keys thereof should be placed in separate sealed covers and todged with the strong room
of district Trcasury or Sub-Treasury, as the case may be.

A duplicate keys register should be maintained indicating the authorities with whom they are
lodged. Once a year, in Aptil, key must be sent for examination and returned under fresh sealed covers to
the respective Tresury or Sub-Treasury with whom they are meant to be lodged and u note kept in the
register that they have been inspected and found intact and genuine and sent back 10 the nominated
authoritics. Similarty enrtics should be made in the rezister injegnd to any occassion when the duplicate
keys had to be obtained for opening the chest and the dae ol'tesealing and Indging with the nominazed authoritics.

Subject as provided in the preceding pavas of tus note. the detailed procedure to be observed with
regard 1o the custody of Government money in the possession of the depannental officer may be laid
down by depanmental regulations.

RECEIPT OF COIN,NOTE, CTC.
29. Govemment dues or othur moneys receivable on Government accounts may ordinarily be realiscd

in legal tender coin or notes only. The conditions of legal tender and the currency of the various denominations
of coin and nutes are governed by the instructions embodied in Appendia-Hi.

CHEQUES TENDERED IN PAYMENT OF GOVERNMENT DUE

30. (1) Atplaces where the business of the Treasury is conducted by the Bauk, cheques or drafts on local
banks with a clearing account may be accepted in licu of cash, in settlement of dues to Government provided the
cheques have been crossed by the drawer and made payable 1o the Bank so that it can mike necessary adjustment
in its books on clearances. A chatan for the remittance of the amount into the bank must; however, accompany
as usual in the casc of cash and should be first presented 1o the t casury or depactinental officers far enficement.
The copy of4he receipted chalan will be made available to the tenderer by the Bank only when the cheque is
cleared and the amount adjusted 10 the credit of Government. [Uis for the tenderer to make his own wrrangement
to receive the copy from the Bank.

Note : The terin local bank as used in this rule means banks {including the Reserve Bank and the State
Bank of India) located in the station in which the bank treasury is situated.

(2) A provisional receipt for the cheque may b issucd by the Bank/Departmental ofticer in Form No.
GTR-3 with additianal words “subject to realisation”.

Note-1. The collection charges should not enter Government Accounts.

Note-2. The Bank reserves 1o itsclf the right to refuse to aceept cheques the collection of which in its
opinion cannot reasonably be undertaken and which it may not accept on behalf of its own constituents.

(3) Inthe event of the cheque being dishonouted by the Bank on presentation, the fact shall be reported
at once to the tenderer with a demand for payment in cash; but the Government cannot accept any liability for
loss or damage which may possibly occur as a result of delay in intimating that the cheque has been dishonoured.

31 When cheque or demand draft tendered In payment of Government dues, is accepted under the
provisions of yule 30 and is honoured on presentation, payment shall be deemed to have been made.
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(i) If the cheque is handed over to the Govemment's bankers or to a Government officer authonised
to receive money on behalf of the Government on the date on which it is so handed over; or

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

Provided that where a cheque is marked as not payable before a certain date, the payment shall not be
deemed 1o have been made ntil the date on which it becomes payable.

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

32. When Government dues which are payable by certain fixed dates are paid by a chague. the person
desiring to make such payment in this manncr without risk must take suitable precaution to ensure that his
cheque reaches the receiving office at the latest on the working day preceding the date on which the payment is
10 be made. Chagues received on the last day of payment of Government dues may be refuscd at the discretion
of the officer 10 whom they are tendered and those received later will not be accepted.

33. (1) Depanimental officer receiving Cheques/Demand Drafts or Postal Ordt;rs shall enter them in the
cash Book in Form No. G.T.R. 2 and send them to the Bank/Treasury for collection on the same day.

Note : I alarge number of Bank Drafts/Cheques and Postal Orders are received by any depan-
mental office, receipt thereof and, remittance into Bank necd not be entered individual itemwise in the
cash Book. It would be sufficient if the totat of the daily entries pertaining to the same classification from
the register of valuable (Form G.T.R. 4) maintained for the purpose is carried to the Cash Book giving
cross reference in the latter to the serial numbers thereof in the former.

(2) Deparntmental officer receiving remittance by postal Moncy Orders shall record
Book as the amount is received. If, however, a number of moncy orders received ji
recorded in a separate register in Form No. G.T.R. 4. The daily total of receipt wil
Cash Book at the end of the day.

the receipt in cash
s large. the receipt may be
I'be transferved to the muin

GRANT OF RECEIPT TO THE PAYER.
34. (1) A Government Officer receiving money on behalf of the Gover

receipt. The receipt shall be signed by the duly authoriscd of icer who shall satisfy
the receipt and initialing its counterfoil that the amount has been properly entere

nment must give the payer a
himscelf at the time of signing
d in the Cash Book,

Note : In Motor Vehicles Depantment where the “Regisler cash Register” machine is being used
the cashier recciving the money shall put his signature above his fame stamp on the fist print i.e., receipt
preparcd on the Registerex cash Register machine and shall issue the same 1o the persons tendering the
moncy.

(2) Where money is realised not i

particulars of the deduction, a recei
recovery having been made by dedu

n cash but by recovery from a payment made
pt may be granted only if specially desired by
clion from the bill being clearly recorded o th

of the bill scuting forih fyll
the payer, the facts of the
c receipt.

(3) Allreceipts shall be written in figures and in words, in the ori
in FormG.TR.6 spccuﬁcd‘in rule 41, as are required 1 be given1o the tenderer of moncys, and shall be signed
in full over lhc stamp hca.nng the words “Cash received/received payment”. Other copics of the chatans may,
however, be initialled against the amount already indicated therein over the stamp bearing with the words "Cn\l;
received/reccived payment™, ) '

ginal and in such other copies of chalans

FORM AND CUSTODY OF RECELPT BOOKS :

35. Receipt bouks in machine numbcered Form G TR § may be obtaincd fr .

) P ] rom the Dircctor, Government
Printing and Stationery. This standard form shall be used by all Government officers receiving muoney on behall



13

Note : In writing reccipt of double sided carbons should be used in order to avoid any chance of misap-
propriation or any interpolations in the receipt.

36. (1) The reccipt books must be kept under lock and key in the personal custody of the officer,
authorised to sign the receipt on behalf of the Government.

(2) Before areceipt book is brought into use, the namber of foring contained therein shall be counted and
the result recorded in a conspicuous place in the book over the signature of the Government Officee-in-charge of
the book. Counterfoils of used receipts books shall be kept in his personal custody.

ISSUE OF DUPLICATES OR COPIES OF RECEIPTS ;

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

PROCEDURE FOR PAYING MONEYS INTO THE GOVERNMENT ACCOUNT :
PAYMENT OF MONLEY :

38. Payments of moncy into the treasury or the bank may ordinarily be made only in cash, but cheques,
bank pay orders and bank credit chalans accepted under the provisions of Rule 30 and 33 will be received for
credit in the Government account.

Note : The conditions under which small coin and coin which is not legal tender, including foreign coins

and coins of other than Indian Mintage, may be received at the treasury are regulated by the orders embodicd in
Appendix-II1.

39. Whenever under the provisions of sub rule (2) of rule 25, moneys received on account of the rev-
cnues of the State, instead of being paid into the treasury or the bank, are utilised to meet departmental pay-
ments, the gross receipts and payments made therefrom shall be entered as receipts and expenditure in any
record that may be kept of the payments into and withdrawals from Government account and accounted for to
the Accountant General. If the rcccip}s are in cxcess of payments made, the excess shall be remitted to the
Treasury or the Bank, as the casc may be, and save where it is otherwisc provided in these rules, the officer
making such remittance shall note on the memorandum or chalan presented under rule 41 the full amount of
cashactually received by him, and per conua, the expenses disbursed therefrom, and not merely the net reccipts.

When a Departmental officer remits a ¢heque 1o the treasury or the bank in adjustment of departmental
receipts temporarily appropriated for departimental payment, the particulars of the cheques shall be noted on the
chalan or remittance note. '

40. An officer remitting a cheque to the treasury or the bank for transfer credit to Government account
must endorse the words “received payment by transfer credit 10 .
B € RO " on the document. The officer who cndorses a cheque in blank shall be held
primarily responsible for the loss if by any chance such a cheque is paid in cash.
(b) The head of account 1o which the amount of cheque is creditable should be inserted here™,

MEMORANDUM OR CHALAN ;

41, Subjectas otherwise provided in these rules, or unless particular class of transactions direct otherwise,
ainy person paying money into a Treasury or the Bank on Government nccount shall present with ita memorandumn
(orchalan) in Form G.T'R. 6 showing distinctly the nature of the payment, the person or Government officer on

Y-2122.4
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whose account it is made and all the inforimation 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 bcl'wccn
Goverament and departments concemed. As far as possible separate chalans shall be used for money creditable
to diffcrent heads of accouns. Receipt on the chalan shall be signed by the Treasury Officer or Assistant Treasury
Officer/Accountant/Deputy Accountant, who are entrusted with this function.

Note-1. Ta case of Revenue collected at the outlying stations, it should be remitted to the departmental
Officer who should take further steps 10 ensure that money is credited to Government account expeditiously.

Note-2. The above rule in so far it relates 1o the signing of receipts by the Assistant Treasury Officer/
AccountanUDeputy Accountant does not apply to the sub-treasuries. The sub-treasury officer shall sign all
receipts in the sub. ies except sub-treasuries where the post of Additional Treasury Officer is in vogue. Al
these sub-treasurics, the receipts shall be signed by the Additional Treasury Officer o the Deputy Accountant
(as muy be convenicnt).

Note-3. Where under rule 349 or under any special rules or order, revenue collected at outlying stations
is permitted to be remitted to treasuries by means of money order, no chalans shall be required, but the amount
of the money order, may be adjusted by book transfer on a reccipt signed by the Post Master in accordance with
the procedure prescribed in rule 522 of Central Treasury Rules.

Note-4. Where under the provision of rule 370, the subscription towards State Provident Fund (General
Provident Fund Etc.} is to be paid in cash or by transfer credit, a memorandum (or chalan) in Form G.T.R. 7
shall be used.

(S

Note-5. In the case of contribution towards Insurance Fund and the Saving Fund under the State
Govemment Employees Group Insurance Scheme 1981, where it is to be paid in cash or by transfer credit, a
memorandum (or chalan) in Form G.T R. 8 shall be used.

42. (1) Challan shall be presented in duplicate by the departmental officer intending to pay the money
into Government account.

(2) Chalan shall be presented in triplicate by the private
Government account except in cases which are creditable 10 de|
should be in duplicate. When moncy is paid by a private person into a Treasy

book (3) No duplicate copics will be necessary where the chalan is accompanicd by remittance book or pass-
00K,

Note-1. An additional copy of the chalag ma
requires a copy to be sent 10 him along with the receipt
and record. In case of receipts under the following hea
Accountant General by the Treasury Officer, alongwi

y be presented in case where the Accountant General
schedule of the treasury for the purpose of classification
ds, the copies of the chalans are required to be sent 1o the
th the respective receipts schedule,

(i) Capital Major Heads;
(i) State Provident Fund (General Provident Fund etc.);

(iii) Suspense Accounts (Pay and Accounts Officer Rehabilitation, and other Pay and Accounts
Officers);
(iv) Loans and advances;

(v) Remittances :
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(2) Departmental remittance (viz. P.W.R. Excise, Forest, etc.);

(b) Inter-State suspense Accounts;

(c) Exchange Accounts.

(vi) Unclassified items under all Heads (viz. Refunds of overdrawal of pay, Dearness Allowance,
Travelling Allowance, Unspent batances of contingent amounts drawn on abstract bills. Recoverices on
account of advances of Travelling Allowance and pay on transfer, recoverics of conveyance advances,
House Building Advances, etc. ‘

Note-2. A copy of chalan under the following hcads is required to be sent to the Conuoll'ing Officer by
the Drawing Officer for reconciliation purposc and as such one more copy of the chalan under the following
heads should be accepred;

(1) 8336 Civil Deposits other Deposits Provident Fund Deposits of District Panchayats.
(2) 8336 Civil Deposits other Deposits Provident Fund Deposits of District Education Officer.
(3) 8336 Civil Deposits other Deposits Provident Fund Deposits of Director of Education.

Nate-3. A special form of chalan has been prescribed for the payment of Sales Tax, Profession Tax,
Motorvehicle Tax, carriage of Goods tax, and State prohibition and exccise reccipts in to Lreasurics.

Note—d. In every case of recovery of over-payment made in cash, a chalan shall be presented in
triplicate, containing full particulars of the number and date of encashment of the voucher and also the head of
account under which the amount was originally drawn. One copy of the chalan shall be forwarded by the
Treasury to the Accountant General in support of the credit incorporated in the monthly schedule of receipts of
the department concerned.

(4) Save where any other arrangement has been authorised by the Government for supply of
chalan forms printed form of chalans which may with advantage be bialingual will be supplied by the
Treasury (ree of charge.

(5) Atplace where the cash business of the Treasury is conducted by the Bank, the chalan must,
except as otherwise provided in Chapier- 13, be presented to the Treasury Officer who will have it enfaced
with an order (o the bank to reccive the money and to grant a receipt.

PROCEDURE AT TREASURIES IN RECEIVING MONEY AND GRANTING RECEIPTS:
CHECKS TO B APPLIED AT THE TREASURY ¢

43. (1) The memorandum or chalan with which moncy is presented, shall be handed first to the Accountant
(Treasury Clerk), who, if it is in order in all respect, shall initial it. Next, the person making the payment shall
present it with the cash to the Treasurer, who must count and test the money, enter the amount in his own cash
book and sign the chalan which will again be taken to the Treasury Officer or Assistant Treasury Officer/
Accountant/Deputy Accountant, who are entrusted with this function for entry in his cash book and for preparation
of forntal receipt for his signaturc. Such receipt only shall be the proper quittance,

(2) Receipts shall be signed by the Treasury Officer or Assistant Treasury Officer/Accountant /Deputy
Accountant, who are entrusted with this function.
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The receipts for sums received by transfer in account which do not require the signature of treasurer, the
Treasury Officer shall by an office order designate the person nol below the rank of Deputy Accountant who
shull attach the second signature on receipt.

44, If the chalan is in duplicate or triplicate, the chalan marked “original” shall be returned to the
tenderer duly signed as a receipt, provided that where under any authorised rule or procedure the “Original™
chalan is required to be retumed to the deparimental authority or to be otherwise deait with, the treasury receipt
may be given on the duplicate or such other copy as may be specially marked for this purpoae. In cases in which
the chalan is accompanied by a remittance book or a pass book, the treasury receipts may be given on the
remittance book or pass book, as the case may be, the duplicate will be retained in the treasury. The triplicate
shall be forwarded 1o the depantmental officer.

0

EXAMINATION FEES ;

45. Fecs 1endered by Candidales for examinations conducted by the Gujarat Public Service Commis-
sion or any Board of Depantmental Examinations may be received at the treasury or may be remitted to the
Secretary, Gujarat Public Service Commission or the Board as case may be. by means of crossed Indian Postal
Orders. If the fees are deposited in the treasury, a single receipt only is to be given and a duplicate may on no
account be issucd. .

REMITTANCES OF DEPARTMENTAL OFFICERS :

46. The procedure 10 t;c observed by the Treasury Officer with regard 1o remittances made by or any
receipt of the Road and Buildings, Narmada and wates Resources and the Forest Departments shall be regulated
by the provisions contained in Chapter 14.

Note: The provisions of this chapter with regard to the receipt of money at District T,
sub-treasurics also, provided that duplicate copics of chalans shall be retained at the sy
forwarded to the treasury along with daily sheets, but save as o
into a sub-treasury must be signed by the Sub Treasury Officer.

reasuries apply to
b-treasury only and not
therwise provided, al) receipts for money paid

41 The procedure 1o be followed by treasuries, the cash business of which is conducted by the Bank
with regard to moneys tendercd for credit into the Government account, and by the Bank in receiving such
moncys and granting receipts for them, shall be regulated by the rules laid down in Chapter 13,

CERTIFICATE OF CREDIT ;

issue more than one copy of the
cate of credit 1o the tenderer on an application
shall be charged for cach centificate which shall be in respect
amped with a Count fee Stamp of 65 paise. The fee will be
application is made in respectof more than one chalan, unless

receipted chalan to the payce, but may however, issuc a cenif
made by hin for the purpose. A fec of Ten rupees
of one chalan only and the application will be st
charged in respect of cach separate chalan, if one
specially exempted. ’
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CHAPTER-4 ;

'CUSTODY OF MONEY RELATING T0 OR STANDING IN GOVERNMENT ACCOUNT
SURIES ' o s

CASH BALANCES IN TRE

T 49, As reurd envtody of moncy notin charge of u Treasury or Bank instructions taid down 0 rule 1y

shall be followed.

Note : The money held in Trc;lsln'r:y.‘l'\‘lylslli;llly.Jiv\ i’.l’cd Vufl;ﬁ\\o"p:'u.('\’\'iz (if the T:FK“:I,\III):EJI:IIICK.‘ which

forms part of the Govemment acconut and (i) the currency chest balance which consists pantly, of curcency

* notes which are treated s not "in circulation” and partly of coin and oue rupce notes whivh form a portion of

the reserve held agamai the issue of notes in accordance with the piovisions of the Reserve Bank of India Act,
1934, as angended trom time 1o time. S ’

Money held in w small voin depot where such a depot is established at a treasury i kept entirely sepacate
from the treasuty and currency chest h;llnu‘cg. The bakances of these deputs are the property of the Union
d down in Section IV of Part IV of the

Government and the procedure for their custody and verification is I;
Central Gosernment Compilation of Treasury Rules Volum No. 1),

SECURIIY OF STRONG ROOM . . L . . .
50. The security of strong faori shal} be regulated in 'I'nllm\-ihg manners:
(i} Without spevial permission of Government, no place should be used as strong room unless it

is first certified 1o be.secured atd fit for use as such by an Officer of the Road andd Buildtag Department
not below the rank of ;n Executive Engincer. o

In cerufying the ~uitability of the room, the certifying officer mentioned in cliuse (i) nuty presceibe
condions necessary as to the manner of stoving the coins or treasure, such as that 1t shauld not be piled on
trestles but must be kept i boxes or that no bags ur boxes be placed within a prescribed distance of the wail or .
in any particular pirt of the room. The centifying offiver must specially examine the condiion of any of the
enclosing walls which are so sitwated that they ate not, on the outside. muder abeervation of the guard. He
should alvo examine whether the strong room is exposed 10 hazards like fire, Mloud etc.

fify  Existing suong rooms should be mspected annuaily by the Execunive Engincer. or by an
experienced Assintant Engincer, or i subordinate officer holding charge of a sub-di ision deputed by the

Executive K gineer for the purposc,
The centifying officer will gram a certificate of safety and it is the duty of the Treasury Oficer 1o obtain
such a ceruficate annually, . .

(i) The District Superintendent of Police should record an order describing the position of the
sentries and may also require any additional precautions (o be taken in the strengthening of fastemags,
burning of lights cte.. but vesponsibility for the security of the building and its fistures shall renain with
Ahe Eaccutive Engineer, and that for the security of chests and other teeasury furmiture not tormmg pait of
the buildig or fixture, with the Treasury Officer, .

(v} Acopy of the certifying officer's centificat and of the District Superintendent's orders should
be hung in conspicuous places within the strang 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.

(v} The doors and windows of the strong room must remain peummcnll} cloved and tucked,
except during the time necessary for moving coin or other valuable into or out of it. The Treaswy Officer
must peesonally be present during the whole time between the opening and the shutimg of the strong

room.

Y-2122.8
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As an excepuon to this rule, the opening of the shutters may be permitied during office hours, in an
apenture which is atherwise barred, if it is, nécessary for the admission of light or air to any other part of the
bujlding. provided thut coin or valuables remain sceurely packed under lock and key.

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

CUSTODY OF PADLOCKS AND KEYS OF STRONG ROOMS

52. As regard the custody of duplicate keys of treasury, strong rooms and chests. the following instruc:
tion shall be observed.

ti) A register of all padlocks and keys belonging 1o the district treasury and sub-treasuries and
tresure chests should be maintained in G.T.R. Form No. 10 and kept in the strong room of the District
. Treasury.

Separate pages should be assigned to the District treasury and each sub-treasury or treasure chest. Each
sub-treasury should also keep a Jist of its own padiocks and keys in the above form, no entrics should be made
under duplicate keys as no duplicate keys are to be kept at sub-treasuries. The Sub-treasury Officer should in
the month of April every year cxaminc their lists of padlocks and keys and satisfy himseIf that the locks etc.. are
in cxistence good working order and centify accordingly in the following form: ‘

“Certified that all padiocks and keys bearing Nos......c.o........ belonging to the Sub-treasury................
have been compared with the register, and found to be correct and the same have been exaniined that they are
in good working order. . ‘ .

Sub-Treasury Officer.

A copy of the centificate should be sent 1o the Treasury Officer for checking the entries in his register.

fit) Every padlock should have a number impressed upon it or attached (o it by a metal or other
Tubel und the same number should be impressed on or attached fo cach key belonging to it. No iwo
padlocks in the same district should bear the same number.

Thi> “Number" should be the same as mentioned in column (4) of the Register of pudlocks and keys (in
G.TR. Form-10).

fiii) ¥ a padlock and key becomes unserviceable or useless or if any onc of the keys of such
padloch is lost, the circumstances should be reported to the Dircctor, who will forthwith pass an order
for writing off, of unserviceable padlocks and keys kept in custody and shall dispose, off the same after
following the usual presceibed procedure. Padlock of which a duplicate key 1 Tost. should not be conlin-
ued 10 be used in the same District, No spare padlocks should be kept in Sub-Treasury or except with
the permussion of the Director, at a district treasury.

fiii-a) In case ar;y paid lock or key becomes unserviceable as provided in cliuse (i) zbove, the
Director shall purchase new padlocks or keys. for use in Tr(-a\ury/Suhfrrcamry.

Note : Jn case of loss of keys o padiocks action should be taken in accordunce with rule 92 of
Bombay Contingent Expenditure Rules, 1959,
(iv)No local machinic should ever be allowed to repair a ircasury p

adlock or (o make a new key for
one. '
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(v) All spare padlocks which ace held in the District Treasury with the approval of the Director
and their keys, and all duplicate keys except those belonging to the locks of the district tecasury strong
room door and of the receptacle in which duplicate keys of the padlocks are kept, should be kept in the
district treasury strong room under double locks, the keys of one of the lock should be with the Treasury
Officer and of the other with the Treasurer. The duplicate keys of strong room door and the duplicate
keys of the receptacle in which duplicate keys of othier padlocks are kept, should be secured under the
seal of Treasury Officer and the Treasurer and deposited in the District Court, the Bank or its subsidiar-
ies, of such other place as the Governiment may direct. Once a year, in the month of April, they should be
sent for being examined and retumed o the appointed place under the fresh seal of the treasury officer
and the Treasurer and i note shall be made in the duplicate key register that they have been exanuned and
found correct. ’

(vi) Whenever the charge of a lrea.;ury is transferred, or a treasurer ts changed, all padlocks and
dup]icaic keys helonging to the treasury should be examined and compared with the register, and a
certificate should be signed that they have been found to be correct. ) ’

.83, Atevery inspection of:\TrL.lﬂury under para 29 of Appendix V11, the Inspecting Officer shatl report
whether he has found the padlnnks and all keys (cxcept the duplicate keys of the strong room locks and the
duplicate key of the n.c;pl.lgh. in which duplicate heys of othcr padlocks ar> hept) conect, and deposited in
accordance with para 129 of Appendix VIl He shall also in case of Sub-Treasurics spgcnﬁmll) venfy whether
duplicate keys are in working condition.

Note-1. For the purpose of this sub-rule, the officer inspecting the sub-treasury shall cany lhn sct of the

duplicate heys of the sub-treasures and use and test them in exchange for the set previously in‘use at the sub-
treasury. The set so exchanged, shall be carried back and deposited again in the District Treasury strong room.

Note-2. For exchange of duplicate keys of the District Treasury, the procedure as >llggL:\lcd in Note-1
above, shall be tollowed by the District Treasury Officer.

Note-3. The instructions contained in this rule shall also be applicable to the strong room of the Pay and
Accounis Office, Gujarat, The duplicate hey of its outer daor should however, be kept with the Treasury/State
Bank of Iadia.

STORING OF TREASURE

54 Shall be stored in accordince with the following authorised methods of storing the coms and notes in’
slrong rooms.

(i) Coin ; Coin should be packed up in bags of uniform size cach containing Rs. 100/-, Rs. 500/-,

Rs. 1000/-, or Rs. 2000/-, it~ 15 estimated to be most convenient for local conditions, but one of these

.

sizes must be selected and adhered to. A shp in Form G.T.R. 11 showing the description and tale of the

contents and signed by the person who has connted and examined them should be placed in each boag.

The bags should then be tied up with string.

(i) Nutgs: Notes should be made up in hundln of 100 each for each denomin:tion, any balunce of
less than 100 shall be made up in a separate bundle. Each bundle should then be stitched with a lable in

Form G.T.R. 12 at the top, showing the denomination and number of the notes and signed by the person

by whom they have been counted and examined.

(2) Coin miry be stored in cither of the followurg waysi-

“{i) In bags of uniform contents, placed in strong iron boxes or safes or wooden chests or built
recesses in wells, each of which has two independent locks, both of which must be opened before access
is oblaned 1o the contents. One of the keys should remain in charge of the Treasurer. the other with the
treasury Officer/Sub-Treawuey Officer incharge: or .



20

(ii2 in bugs of uniforn contents Diled ugc  trestles. but this method is not admissitile unless every
door. window, drain, shy-light, ventilator, or other aperture in the walls of the strong room are <o closed
avte prevent the inertion of any rd or instrument within the room.

. {3} Coin may alo be storzd temporatily in buaes prepared for remittance in the mannes presribed in
pasa 17 of Appendix IV,

{4) ‘Al notes shou'd he stored separately from coin in a tin box or vther receptucle designed to protect
them from injury by damp, insets, cle. They should be kept in bundlcs of not more than 100 notes cach, vach
bundle contuining nutes of one denomination only. '

VERIFICATION OF CASH BALANCE
GENERALPROCEDURE

5. In venfying the cash balance of the district treasury the verifying officer as ity be avthorised )
undertake this work shall satisfy himself by personal examination that the actal stock of coin and notes corre-
<ponds with the balance shown in the Tivaserer's balance sheet (Form _(i.'l‘,R. 102).

Note :The vesifying officer shall for his guidance follow the procedure contained in Appendix-X.

CASH BALANCE REPORT

$6. (1) On the fint working day of eacl; month a detailed cash balance report shall by

despatched 1o the
Director by ceary Treasury Officer,

(2) The following instructions should be scruputously observed in preparing the Jer cash balance
report,

(i) The detaited of nutes and coins should be checked properly and on;

¥ vilue of respective hinds
given and nut the preces,

(ii) Columnwise total of 4| sub-treasuries should be given in the grand o1l <olumn,

fiii} Remittances in 1ransit should be clearly stated in detail, giving panticulurs of kinds remitted,
(i) The Reserve Bank Deposit figures and theis nature (viz

net debit or net crediny should be
clearly stated under *Sqage” and "Union” heads,

viA supplementary statement showing Reserve Bank Deposit figures accompying the Cash
Balance Repori should b agrecd with the Bank figunes hefore despatch,
57. The repon shull be prepand in Form G.

TR. 13 which must be signed by Tresury Otfiger with
centificate that he hgs persanally verificd the s,overgt

details of coius and notey held. Whether it
account or by any chance disagrees, the T st stafe the
treasury the balunces of the several sub-Treasuries on the las|
in the accounts of the Divirict Treasury.

agrees with the
literal facts and include Wwith the cash found in the
b dates for which their retures have been included

When the verification of the Cash balunce takes plave on a dute othes than the first of u msath, it should

be reported to the Dircctor, in the usuy) fonn of the Cash balance report,

Note:-For treanurics the cash business of which is conductd by Bink, the epoet may be nodisiced g

shown in Form G.TR. |3, Such repons shoyld show the details of balance ar Non-Bankug Sub-Treasuiey only,
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butaseparate memoranduim should be attached showin
wnr-current coins of each class held by the Bank, the necessary information being abtained from the Bank onthe

¥ the value of small coins of each denamination and

last day of cach month,

S8, The total balance must be sated in words. and its distributions between the district tre.asury und sub-
treasuries shall be exhibited so as to show the amounts held in cash, in notes, in siiver orquanieruiry rupees and
half rupces, in small silver, in nickel and in bronee and copper. The amount of notes of each denomiaation must
be shown separaiely. In the cash of the balance at the District Treasury, the amounnts under double locks and
under Treasurer's single lock shall alvo be npted separately.

§9. The report prosides alyo for memoranda detailing:-

(it the remittance 1o other district, despatched in the past month, with any of previous months for which
first acknowledgements have not been received, and date of despateh being given in cach ane;
(i) the remittances reccived from other District in the past month with dates of despateh and receipt. and

the despatch of the first and of final acknowledgement.

BALANCE IN SMALL COIN DEPOTS
CUSTODY AND \'F.vRIFI(,',\TI()N

(Depots Tor the cuvudy and issue of small ¢oin have been established at afl Cunvicy Offices. some
treasuries. and certain branches of the State Banh of Indiu and its subsidiaries, A listof the depots is given in the
swries and Sub Treasuries in India”, issued by the Government of India. The bulonces of all amall

coin depots ave balances of the Union Government

The 4
Account Code Vol. i), .

wouaty of the depols are to be maintained in accordanee with the direcnons contained n the

60. The provisions of this Chapter with regard to the storage and custody of coin held in treasury bal-
ances shall apply also o Marage and custody of coin held in small coin depots located it tcasurics, provided
that where a depot is locaied at o treasury, the provedure tor the safe custady of coin held in such u depot may
be such as muy be presciibed by the Govermment afiet consultation with the Accountant General,

The Bank is responsibic for the safe custody of coin in sinall coiiy depots at beasrches of the State Bank of
India andl its subsidiaries.

61 (1) The butances on the 315t March and the 30th Septewber of the depots located at district treasur -
fes shall be verified by the Treasury Officer and the results of the vesification repotied i the cash balance
reports for those months,

and bigs of cach class of coins shall be counted at the time of verification and

(2) The nmumber of boses
it must be seen whether the seals on the boxes or bags are intact, The contents of five percunt of the bags in the
case of silver coiny shall be verified 10 the manner faid down in cluuse-1 of para 18 of Appeadix-X. The

contents of two percent ol the bugs or boxes in the cash of nickel coins and one peicent of the bags or boaes in

the case of bronze and copper coins shall be verified by actual counting.

62. No report of verification need be made to the Accountant General, but a coilificate in such form ay
may be prescribed by the Comptroller and Auditor General of India for verification of the balances in each
stall coin depor will be firrniphed 1o the Aceountant General in April, every year in respect ofthe last verilica-

tion counducted in the prececdg financial year.
Y-2122.6
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CHAPTER.S

WITHDRAWALS FROM GOVERNMENT ACCOUNT
GLNERAL PRINCIPLES &

63. In this chapier "withdrawal” with ity cognate eapression refers to the withdrawal of fund from the
Govemment accounts for disbursements of or on behalf of the Government other than disbursements in other
Countries.

64. Save as expressly provided by or under thewe niles of nless the Government after consuitie, o will
the Accountant General ctherwise directs in any case, moneys may not be withdeawn from the Governmient
Account without the written permission of the Treaswy Officer or of an Officer of the Indiun Audit and
Accouts Department euthorised in this hehalf by the Accountant General,

65. (1) Subjcct as heremafter provided in these rules, the Treasury Olficer may permit withdrawal for all
" orany of the following purposcs, namely.—

(1) 10 pay sum due from the Government 1o the drawing officer;

(i) lo provide the drawing officer with funds to meet claims likely 10 be presented against the
Govermmment in the immediate future by other Govemment servants, or private parties;

(i1} 1o enable the drawing officer to supply funds 1o another Govermment officer from which to

mieet similar claims; ,

(i¥) to puy direct from the treasury or the Bank sums due by the Government to a privale puny.

v inthe case of a Governmet Officer of authority emposvared to make investments of moneys
standing in the Guvernment Accoutt for the purpose of such investinents;

(vit for permancat adviance,

(2) Unless expressly authorised by the Accountant General, a Treasury Officer shall not permit withdrawal .
for any purpose not specified in sub-rule (1) of this rule.

66 Except as provided  rule 22 a Treasury Officer shall not pennit withdrawal for any puipose. unlesy
the claim for withdrawal complies with the provisions contained in theve rules as (o the person by whom and
the foru in which the claim shall be preferred and the checks to which the chiim shall be subntied hy the
Treasury Officer before directing payments thereof,

67. A Treasury Officer has no gencral authority to make payments on demands presemted ot the treasury,
s authority being strictly limited to the making of payments authorised by or under these nukes. 1 a demand of
any kind is presented at o Treasury for a payment which is not uuthorised by or under these iles or is not
covered by u special onder reccived from the Accountant General, the Treasury Officer shall dedline payment
for want of authority. The Treasury Officer has no authority 1o act under an order of the Government sanctioning
apayment. unless the order s an express order 1o hitn 1o make the payment and even such special order should,
in the absence of urgency be sent theough the Accountant General, ’

68, A Treasury Officer shall not honour a claim which he consideres 10 be disputable. e shol} requite
the claimaat to refer it to Government through the concerned District Officer of that Departiment.

Note : Govemment means also the authority to whom powcrs arc delegated under Wis nute,

69. Exceptas otherwise provided i these rules, a payment sh

oW atl only be wnade in the diswict in which the
clsim arises.

. . . . . M .
Exception : The Accountant Geencral may permie withdrawal at uny place within the state.
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70. No withdrawal shall be permited in order to meet puy and allowances of & member of Lugislative
Assembly and any pension untill the pay and accounts Officer, Gandhinagar and Director of Pension and
Provident fund respectively, has intimated to the Treasury  Officer, the rate al which payment shafl be made.
However Government may for special reasons waive the provisions of this rule.

Note-1 2 The auborisation of Accountant General shall be necessary in case of drawal of pension and
temporary increasc in respect of pensioners of other states drawing pension from any of the Treasury/Sub-
Treasuries in Gujurat State. )

Note-11: In case of the payment of finanacial aid to the widows of late Govemment wrvant and payment
of pension to the Panchyat Pensioners, the authority from the Assistant Examiner, Local Fund Accounts of the
concemned District shall be necessary. ’

Exception : 1 Temporary increase in pension within Gojarat State can be paid without the authorisation
from the Director of the Pension and Provident fund. It wit) be within the competence of the Treasury Officer
1o authorise and make payment of lemporary increase in pension to the pensioners as and when Gosernment
ordurs are issued. sancuoning of the revised rates of temporary increase in pension.

Exception : 2 For the pumosc of this rule the requirement of issue of authoritics by the Accountant
General, Gujarat for payment of Deamess Relief in pension within the Gujurat State has been dispensed with,
Tewill be competent to the Treasury Officers to authorise and make payment of the Dearncss Relicf in pension
to the pensioners of all Indian Services as and when Government of India arders are issucd sanctioning the
revised rate of Dearness Relief in pension,

71. No withdiaw! shall be pernuted on a claim for the first of any series of payments in v district of pay
and allowances due to a Government Servant other than person newly appoinied to Government Seevice unless
the claim is supported by a last pay certificate in form G. T. R. 109, . :

72. Unless the Govenment specially directs otherwise in any case. a Treasury Officer shall not make
payment on account of the Goverament's invesment in a company. corporation or similar autonomous organisation
eacept on the authority of the Accountant General. .

73 The Treasury Officer shall be responsible 10 the Accountant General for the vahdity ol a clum
against which he has permitted a withdrawal and for the evidence that the payce has actually received the sum
withdrawal.

74. The Treasury Ofticer shall obtain sufficient information as to the nature of every payment he iy
making and shall not aceept a claim which does not formally perseat that information unless there are valid
reasons, which he shall record in writing for ommiting to require it

75. (1) A Government Ofticer supplicd with funds for expenditure shall be respunsible for such funds
unllan account of thewn has been cendered 1o the satisfaction of the Accountant General’ He shall also be
responsible for seeing that payments are made to peesons entitled 1o receive them. No respamsibifity will lie on
the Treasury Officer for irregulatities commited by the Drawing Officer, after funds are drawn from the Treasury

(2) I any doubtarises to the indentiy of the Govermnment Officer by whom an Account of such funds
shall be rendered it shall be decided by the Government.

76, Save s otherwise specially provided in these rules, money may not be withdrawn from the Govermment
Account except by presentastion of hills or Cheques.

Government servanis who can draw money by bills and purposes for which this can be done an: shown
in Appendix-xi. T . .

Note : See ulso note below Rule 86,






