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PREFACE 

Under Rule 16 of the Devolution Rules the Governor
General in Council, with the previous sanction of the Secretary 
of State in Council, issued Treasury Orders in the Government 
of India, Finance Department, Resolution No. U6-A dated 
the 9th February 1922 and Appendix A thereto was revised 
by Government of India, Finance Department, Endorsement 
No. D. 5780-F dated the 3rd August 1933. These Treasury 
Orders prescribe the procedure for the payment of moneys 
into, and the withdrawal, transfer and disbursement of moneys 
from the publio account and for the custody of moneys standing 
in the public account. Under the powers vested in the Local 
Governments by some of the Treasury Orders, Subsidiary 
Rules have been framed by this Government, with the approval 
of the Government of India and the Auditor General where 
necessary. The Treasury Orders have been reproduced in 
this Manual for convenience of reference, and the subsidiary 
rules framed by the Government of Bombay have been printed 
below each Treasury Order. These subsidiary rules include 
many of the existing detailed rules in the Civil, Public Works, 
and Forest Account Codes. The explanatory memorandum 
inserted at the end of this volume indicates the particular 
rules or authority on which each subsidiary rule is based. 
Forms and other Schedules relevant to the rules taken from 
the existing codes referred to above have been included 
in a separate "Subsidiary Rules" series for the use of the 
Government officers concerned. 

2. ,The Subsidiary Rules came into force with effect from 
1st August 1926. 

3. This edition embodies the orders of Government issued 
up to 7th August 1934. The Accountant General, the Treasury 
Officers and other Government servants dealing with the 
custody, payment, disbursement and transfer of public money 
are requested to bring to the notice of the Finance Department 
any omissions or inaccuracies in these rules. 

FINANCE DEPARTMEN'I : 

Bombay Castle, 
7th August 1934. 
110-1 Bk R 360-11 

C. G. FREKE, 
Financial Secretary to Government. 
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THE TREASURY ORDERS AND THE SUB
-SIDIARY RULES MADE THEREUNDER. 
N.B.-" T. 0." indicates" Treuory Order" and "Sub. R. " indicates" Subsidiary 

Rule .. framed by ~e local GoftJl"lllDeDt UDder ~e '.l'reaauy Orden. 

"'l'beee -rr-uy Orders, II88ing ~at they are issued ultimately under IleCtion 45·A of 
the Government of India Act. have statutory authority in their application to provincial 
uu-otiOD8 only. In their application to centriIJ. transactions, they abould be regarded 
aa executive orden isaoed by the Governor-General in Council, which can be modified 
by that authority without the previous aanction of the Secretary of State in Council. 

SECTION I.-sHORT TITLE AND DATE OF EFFECT. -T. O. t.-These orders may be called the Treasury Orders and they 
shall come into force with effect from the 1st March 1922. 

SECTION II.-DEnNlTIONS. 

T. O. 2.-In these ordenr-
(a) The Bank means the Imperial Bank of India or any branch 

of the Imperial Bank of India. 
(b) Collector means the chief officer in charge of the revenue admi

nistration of a district. 
(e) Principal Auditor is used in the sense in which it is defined in 

the rules made under section 96-D of the Government of India Act. 
(d) Treasury includes a sub-treasury. 
(e) Treasury Officer means the officer in immediate executive charge 

of a tmasury. 

SECTION m.-LOCATION OF MONEYS STANDING IN 
THE"PUBLIC ACCOUNT. 

T. O. 3.--Mon~ys standing in the public account must be either retained 
in a treasury or deposited in the Bank. The conditions under which 
they are deposited in the Bank are governed by the terms of the 
agreement of the Secretary of State in Council with the Bank." 

SECTION IV.-GENERAL SYSTEM OF TREASURY CONTROL. 

T. O. 4.-Unless in any case the Governor in Council, with the concur
rence of the Auditor General, otherwise direct, there shall be in every 
district a treasury under the charge of a Treasury Officer. If moneys 
standing in the public account are, in. any district, not deposited in the 
Bank, the treasury of that district shall be divided into two departments : 
that of the accounts, under the charge of an Accountant, and that of 
the cash, under the charge of a treasurer, 

T. O. 5.-In any treasury in which a Government servant of the Indian 
Audit Department has not been appointed, u such, to be Treasury 
Officer, the following orders will apply:-

MO-l Bk H 360-1 



2 TREASURY ORDERS 

T. O. 5 (a).-The treasury shall be in the general charge of the Collector, 
who may entrust the immediate.executive control to a TreaSury Officer 
subordinate to him but may not divest himself of administrative control. 
He shall be respo~bl? for the proper observa:nce of these orders ~d.J-' 
the punctual subIDlBBJon of all returns required from the ¥lli: ->.".;t 
the Governor-General in Council. 

Note I.-The NBponsibilitiee of the Collector and the Treasury Officer in respect of the 
business of the treasury are detailed in rules 336 to 338 of the Financial Rules of the 
·Government of Bombay. . 

Note 2.-The Collecto1'8 are authorised. to appoint the Head Accountants at treasuries 
to the immediate control of the treasury during the unavoidable absence of the Treasury 
Officers from their offices. Early intimation of the issue of sue h orde1'8 should be aen~ 
to the audit officer and a copy of the orders together with a specimen signature of the 
Head Accountant 80 authorisedshoold also be sent to the local branch of the IJnperial 
Bank of India if there is a bl1!ollch of the Bank at the District Head Qoart.en. 

In cases where owing to his absence from the Head Quarters, it iJ'not possible for the 
Collector to issue an order in advance, the Treasury Officer may report the circ\llllStances 
to the Collector and entrust the Head Accountant with the control of the treasury 
and send an intimation to the Bank to that effect. The Collector will however confirm 
the Treasury Officer's action later on and send intimation to that effect to the audit office 
and the Imperial Bank. 

Sub. R •. 1.-The responsibility for the proper management and working 
of the district treasuries rests entirely with the local revenue officers 
acting under the orders of the Provincial Government and' no portion 
of this responsibility should be imposed on the Principal Auditor. The 
system of inspection of treasuries by officers of the Accounts Depart
ment has ~een snbstitnted for inspections previously carried out by 
Commissioners or other supervising officers, and is not intended to relieve 
the District Officers of their responsibilities in the matter of management 
and inspection. 

T. O. 5 (b).-The duty of verifying and certifying the monthly cash 
balance, if any, in the treasury, and of submitting monthly accounts in. 
such form or forms and after such verification as the Auditor General 
may prescribe, shall be undertaken by the Collector or by such other 
officer as the Governor in Council may specify. It must be performed by 
the Collector in person at least onoo in every period of six months. 

Sub. R. 2.-The Collector when at headquarters must always verify 
the district treasury balance in perB?n and sign the accounts which are 
to be rendered to the Deputy Controller of the Currency and the Principal 
AuditOr. When he is absent on tour on the 1st of the month the duties 
may be entrusted to the senior gazetted subordinate of the district staft 
present at headquarters, not being the officer in charge of the treasury, 
or to any of his Assistants or District Deputies in permanent charge 
of talukas. The Collector should, however, himself perform the duty 
in person at· least once in every six months. The fact of his absence 
must be distinctly noted in the retums and accounts. 

Sub. R. 3.-H neither the Collector nor any gazetted officer of the 
district staff, other than the Treasury Officer himself, is present at head
quarters when the accounts are ready for signature, the cash balance 
may be verified and the accounts be signed by that Treasury Officer, 
but the absence of all other officers.as above must be certified on the 
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face of the aocount and the cash balance should be verified by another 
officer and reported to the Deputy Controller of the Currency and the 
Principal Auditor as soon as any such other officer returns to head-

.. <,uarters • 
. ...... ----
-li .. V--The responsibility of the Coll'!'Ctor in respect of the verification is also laid 
down in rule 336 (1) of the FiDanciai Rules of the Govermrumt of Bombay. 

N .. i.-The ordinary detailed rules for the procedure of verification of treasury cash 
ba.lances are given in Article 20 of the Resource Manual. 

T. O. Ii (c).-A change of the incumbent of the dffice of Collector shall 
at once be reported to the Principal Auditor concerned by the in-coming 
Collector, who shall certify to the Principal Auditor the amount of the 
cash balance, if any, which he has taken over. The certificate shall be 
submitted. in such form and after such verification as the Auditor General 
may prescribe. 

T. O. 6.-In any treasury in which a Government servant of the Indian 
Audit Department has been appointed, as such, to be Treasury Officer, 
the duties of the C:ollector in relation to the custody of moneys in the 
treasury shall be such as the Governor in Council, with the concurrence 
of the Governor-General in Council, may specify. 

SECTION V.-PAYMENT OF GOVERNMENT MONEYS INTO 
THE PUBLIC ACCOUNT. 

T. o. 7.-Except as provided in order 8, all moneys received by Govern. 
ment servants in their official capacity, other thau moneys withdrawn 
from the public aocount under the provisions of section VIII below. 
shall without undue delay be paid in full into a treasury or into the 
Bank and shall be included in the general balances of Government. 
Departmental receipts shall not be appropriated to lIleet departmental 
expenditure except wi~ the sanction of the Governor-General in 
Council. 

Sub. R. 4.-In the following cases this order has been relaxed by the 
Governor-General in Council :-

(a) Money received in the Civil, Revenue and Criminal Courts may 
be appropriated to meet expenditure on services of summonses, diet 
money of witnesses, eta. 

(b) Government servants appointed Notaries Public, under Act 
XXVI of 1881, are allowed to defray legal expenses incurred by them 
in the discharge of their duties as such out of the fees received by 
them. 

(e) Cash receipts of the Public Works Department, the balance 
only being credited to Government, may be temporarily used (1) for 
current works expenditure and (2) in very exceptional cases, for 
disbursement of pay and travelling allowance where this course 
has been authorised by the Principal Auditor, with a. view to' prevent 
any abnormal delays in payment • 

• 0-1 Bk B 360-1. , . 



TREASURY ORDERS 

(d) Cash receipts of the Forest Department may be used for meeting 
immediate local expenditure. 

(e) The use by the Jail Superintendent, under Departmental regula
tions, of cash found on the persons of priSoners at the time of thJ:.ip..
admission to Jail is permitted for the repayment of similar suK.-
to other prisoners on their release: ( ,oJ. 

T. O. S.-In certain exceptional cases, Government servants may be 
permitted to open a separate account with a bank and to pay into it 
moneys received by them in their official capacity. The conditions 
on which such permission may be ~iven are detailed in Appendix A. 

T. O. 9 (a).-The procedure to be adopted by Government servants 
in paying into treasuries moneys derived from sources. of provincial 
revenue and by treasuri~ in receiving such moneys and granting receipts 
for them shall be such as may be specified by the Governor in Council, 
with the concurrence of the Auditor General .. 

I. Departmental Officers. . . 
Sub. R. 5.-Any person pajing money into a Government treasury 

will present with it a memorandum (chalan), which will show distinctly 
the nature of the payment and the person or Government servant on 
whose account it is made and will thus contain all the information neces
sary for the preparation of the receipt to be given in exchange. Receipts 
for sums less than Rs. 500 do not require the signature of the Treasury 
Officer, but only of the Accountant and the Treasurer except receipts 
for cash and cheques (other than pre-audit cheques issued by the Principal 
Auditor) paid for service stamps, which should always be signed by the 
Treasury Officer. 

NoIe.-The above role, in so far as it relates to the signing of receipts for SQIIl8 of lees 
than &s. 500 by the Aeeountant and the Treasurer, does not apply to sub-treasurie& 

Sub. R. G.-Printed forms of chalan should be supplied by the treasury 
which may with advantage be bi-lingual. They should be presented 
in duplicate; one copy will be reWned to the tenderer duly signed as 
a receipt and the other retained in the treasury for record. The presenta
tion of triplicate chalans is allowed in cases where the triplicate is 
necessari for recording the remittance transactions. 

Sub. R. 'l.-A Public Works Officer, who has frequently to make 
remittances, will keep a book (T. 0, Form No.1) in which he will enter 
all his remittances to the treasury. This book should accompany the 
cash and the chalan to be receipted by the treasury. 

Sub. R. S.-Duplicate chalans are not required, when remittances 
are made to a treasury for obtaining Remittance Transfer Receipts and 
Snb-Treasury Cash Orders; or when such remittances are accom
panied by Remittance and Pass Books in which the Treasury Officer 
is required to acknowledge the receipt of the remittance. 

Sub. R. 9.-A Treasury Officer will receive Forest Revenue 
(1) when paid in by a. Forest Officer; or . 
(2) w;hen the chalan is ·countersigned by a Forest Officer; or 
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(3) when the Treasury Officer is specially authorised by a Forest 
Officer to receive it. In such cases a copy of the chalan will be 
forwarded by the Treasury Officer direct to the Divisional Forest 
Officer in order that the revenue may be brought to account 

- in the books of the latter. • 
HoIe.-Treasory Officers have been specially authorised to accept remittances of 

Forest &.wenue payable to the Madras Government on chalanB countersigned by Madras 
Forest Officers. 

Sub. R. to.-Remittances by Forest O:iIicers may be in cash or partly 
in cash and partly by cbeque, or wholly by a cheque, the amount paid 
in cash and the amount remitted by cheque being shown separately 
in the chalan or remittance note. 

Sub. R. H.-If a Public Works Officer sends a clieque as a remittance 
to the treasury, the cheque should be drawn in ,his own favour and. 
endorsed by himself with the words "Received payment by transfer 
credit to the Public Works Department ". 

HoCe.-This rule doea not apply to receipts rea1ised by short payment on bills or 
other vouchers. 

Sub. R. t2.-Remittances made to local head offices of the Imperial 
Bank of India of cheques paid in as Public Works receipts should be 
entered in the remittance book, but in the place for the treasury receipt 
should be entered" By Bank Cheques" and the book need not be sent 
with the remittance, provided that the cheques are always endorsed as 
prescribett in the preceding rule. 

II. Treasuries. 

Sub. R. 13.-The memorandum with which money is presented to 
be paid in will be handed first to the Accountant (treasury clerlQ who, 
if it is in order in all respects, will sign it. Next, the person making the 
payment will present it with the cash to the Treasurer, who will count 
and t.est the money, ent.er the amount in his own book, and sign the slip, 
whioh will again be taken to the Accountant for entry in his cash book 
and for the preparation of a formal receipt for his own or the Treasury 
Officer's signature. Such a receipt only will be a proper acquittance. 
If the memorandum is in duplicate one copy may be made ~e of for the 
receipt given by the treasury. 

NoIe.-H a cheque on a Bank i8 accepted in payment of Government dues under the 
ruieII, the receip' for the actual cheque ouly should be given, but the formal receipt for 
payment .hould no' be issued until the cheque h .. been cIearecL 

Sub. R. 14.-Receipts .for sums less than Rs. 500 do Dot require ,the 
Treasury Officer's signature. All receipts will, however, be signed by 
the Accountant; and as those for sums received by transfer in account 
will not be signed by the Treasurer, the District Officer will, by an office 
order, designate the person who shall attach the second signature in the. 
case of SUID8 under Ra. 500. 

Sub. R. t5.-The Public \Vorks, and some other Departments, send 
. a remittance book with their payments to the treasury. The treasury 
receipt should be given in it. The usual memorandum (or chalan) 
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is required, In addition to the remittance book, for use in the 
treasury. , 

Sub. R.16.-When 'slips in duplicate are tendered with cash the 
Accountant may initial both, and receiving both back signed from tlJi>.:- ' 
Treasurer may complete his signature on one and return it as a receipt -
to the person who makes the payment first obtaining, in the (lase 
of sums of Rs. 500 and upwards, the signature of the Treasury 
Officer. 

Sub. R.17.-Cash should not be received from officers of Government 
for supplies of service stamps which should be made only under Financial 
Rule 87. Nor should any receipts be granted for such supplies except 
when payment is made therefor by a cheque drawn by an officer of the 
indenting department and not by a pre-audit cheque issued by the 
Principal Auditor. 'See alSo paragraph 11 (b) of Appendix 3 to the 
Financial Rules' of the Government of Bombay. A receipt 'should, 
however, be issued when service stamps are sold for cash to the public 
under Appendix 9, Civil Account Code, Vol. II. Whenever a receipt 
is ,granted it should be ,on a printed form filled in by the clerks of the 
treasurjr'and should always be signed by the Treasury Officer, whatever 
the amount may be. The sale of service stamps to officers of Local 
Funds or to Government officers in capacities connected with such 
funds, is prohibited, vide Civil Account COde, Article 221. , 

Sub. R. 1S.-The Public Works Department has also a special printed 
form of indent for service postage stamps (T. O. Form 2) for use when 
the value of stamps is paid by cheque. This form should be recorded 
in the treasury and not signed' by the Treasury Officer as a 
receipt. 

Sub •. R. 19.-All fees tendered by candidates for examination will 
be received at the treasury. A single receipt only is to be given; 
a duplicate may on no account be issued. 

Sub. R. 20.-Forest revenue collected at outlying stations may be 
remitted to treasuries by means 0," money orders. In such cases no 
duplicate chalan is tendered at the treasury, but, the money received 
from the post office is credited without any chalan. The acknowledg
ment with the coupon of the money order is forwarded by the treasury 
to the Divisional Forest Officer and also an advice of all the remittMces 
received by money ~rder on' each day on whioh such transactioU:s may 
occur. 

T. O. 9 (b).-The procedure to be adopted by Government servants 
in paying into treasur,ies moneys not derived from sources of provincial 
revenue and by treasuries in receiving suoh moneys and granting receipts 
for them shall be such as may be specified by the Governor-General in 
Council. . 

Note.-The rules contained in Volume I of the Civil Account Oode describe primari1y 
the procedure specified by the Governor·General in Oounoil which should be followed ~y 
Government servants paying into treasuries moneys not derived from sources of provinc!M 
revenue and by treasuries in receiving such moneys and granting receipts for them (wide 
btroductory Note 2 to Civil Aooount Code, Volume I, Eighth Edit!on-Reprint). 
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Sub. R. 2O-A.-Receipts should be given in duplicate-the duplicate 
copy being clearly marked as such-when money is paid into a Civil 
Treasury by Indian States in payment of the cost of stores issued by. 
the Axmy. . . 

~-

. 'Jub. R. 2O-B.-Large remittances made into TrellBurie8-by Railways 
on the last working day of a financial year which, o~ some occllBions; 
cannot be brought into the Treasury Accounts for that year: because 
it is found impossible to shroff them before the year closes should, on 
the authority of the Railway chalans, be brought into. the Treasury 
Accounts for the day on which they are received even though they remain 
unshrofied. When, however, they are subsequently shroffed any excesses 
or deficiencies which may come to light between the shroffed amounts 
and the sums previously brought into accounts, should be adjusted 
with the Railway Department in the Treasury ~ccounts for April-the 
deficiency, in the manner prescribed in paragraph 138 (a) of the Resource 
Manual, and the excess, unless refunded to the accompanying potdar, 
by credit in the Treasury ~ccount as an item of Railway receipt. When 
a refund is made to a potdar, the Treasury should send a separate 
intimation of the amount to the· Railway Officer who. made the 
remittance. 

T. O. 9 (c).-The procedure to be adopted by Government servants 
in paying moneys into the Bank and by the Bank in· receiving such 
moneys and granting receipts for them shall be such as . may be specified 
by the Governor-General in Council. 

Nole.-The rules contained in Articles 302 to 308 of Volume II of the CiVil 
Aooount Code, describe primarily the procedure specified by the Governor·Genera.! in 
Council, which should be followed by Government servants in paying moneys into any 
bnmch of the Imperial Bank of India and by the Bank in receiving such moneys and 
grenting receipts for them (vtde Introductory Note 1 to Civil Acoount Code, Volume II, 
Eighth Edition-Reprint). 

[See Sub. R. 20-B under T. O. 9 (b).] 

SECTION VI.-C{JSTODY OF MONEYS STANDING IN 
THE PUllLIC ACCOUNT. 

T. 0.10 (a).-The procedure for the safe custody of moneys in a treasury 
shall be such as the Governor in Council, with the concurrence of the 
Governor-General in Council, may specify. 

Sub. R. 21.-The rules regarding the safe custody of treasure contained 
in chapter 2 of the Resource Manual with the exception of clauses 1 
and 2 of Rule 19 have been adopted by this Government with the 
concurrence of the Government of India and they should be followed in 
this Presidency as they stand from time to time. The powers regarding 
disposal of treasury keys and padlocks which become unserviceable 
or are lost, exercised by the Commissioners under Article 12 of the 
Resource Manual, have been delegated to the Colleotors. 

NoM 1.--ClauBBII 1 &nd 2 of Rule 19 of the Resource Manua.I with the necBBll&1'1 
lDodifications have been i88ued eeparately as Subsidiary Rules under T. 0.11 (b). 

, . 



Note 2.-Under rule 12 (6) of the Resource Manual Government have directed that 
in order to enable theTreasury Officers to know definitely whether or not all the padlocks 
and their keys are forthcoming in Sub-treasnries according to the padlock registers of 
eachtof the Sub-treasuries maintained at the Hozor Treasury, the Sub-treasury officers 

:should in the blonth or April every year, examine their lists of padlocks and keys and 
satisfy themselves that the locks, etc., are in existence and certify accordingly in the 
following form :- ~ 

"Certified that all padlocks and keys bearing Nos. belonging to the Sub-treasury 
have been examined"compared with the register and found to be correct and that they 
are all in good order. . 

Sub-treasury. 
Date. 

(Signature) 

Sub-treasury Officer." 

A copy of the certificate should be sent to the Treasury Office~ for checking the entries 
in his register_ 

T. 0.10 (b).-The Bank is responsible for the safe custody of Govern
ment moneys deposited in the Bank. 

SECTION VII.-TRANSFER OF MONEYS STANDING IN THE 
PUBLIC ACCOUNT. 

T. O. H.-The transfer of Government moneys from one treasury 
to another, and between the currency chest balance and treasury balance 
of a treasury and between a treasury and the Bank shall be governed by 
such instructions as the Controller of the Currency may issue in this 
behalf. It shall not oe subject to the orders in section VIII below. 

Note.-Detailed rules for the transfer of Government moneys (I) from one treasury 
to another, (2) between the currency chests balance and treasury balance of a treasury 
and (3) between a treasury and the Branch of the Imperial Bank of India, are contained 
in "Chapter VI-Retnittance" of the Resource Manual, which should be followed. 

SECTION Vill.-,-WITHDRAWAL OF MONEYS FROM THE 
PUBLIC ACCOUNT. 

Definition. 

'1'. O. 12.-In this section withdrawal means· the withdrawal of funds 
from the public account for expenditure on provincial subjecta. The 
procedure to be adopted by Government .servanta in withdrawing funds 
from the public account for expenditure on central subjects shall be such 
as may be specified by the Governor-General in Council. 

NoIe--The rules to be followed by Government servants in withdrawing funds from 
the public account for expenditure on central subjects onder the administrative control 
of the provincial Government are contained in Volume I of the Civil Account Code 
(fJide Introductory .Notes). 

General Rule. 

T. 0.13.-Unless in any case the Governor in Council, with the 
concurrence of the Auditor General, otherwise direct, moneys may not 
be withdrawn from the public account without the written permission 
of the Treasury Officer or of a Government servant of the Indian Audit 
Departm61lt authorised in this behalf by the Auditor General. 



WlTHDRAWAL OF MONEYS FROM: tHE PuRtte ACCOUNT 9 

Power ~r a Principal Auditor. 

T. O. 14.-A Principal Aucl:itor may, subject to the general control 
of the Auditor General, permit Withdrawal for any purpose. . 

" Instructions '0 Treasury Officers. 

T. O. 15 (a).-A Treasury Officer may permit withdrawal for the 
following purposes :-

(i) To pay sums due by Government to the drawing officer. 
(ii) To place the drawing officer in funds to meet claims 1ikely to 

be presented against Government in the immediate future by-
(1) other Government servants or 
(2) private parties. 

(iii) To enable the drawing officer to supply funds to another 
Government servant from which to meet similar claims. 

(iv) To pay direct from the treasury sums due by Govern
ment to a private party. 

T. O. 15 (b).-Unless in any case it be otherwise expressly ordered by 
a Principal Auditor, a Treasury Officer shall not permitwithdrawa1 
for any purpose not specified in clause (a) of this order. 

Sub. R. 22.-1£ a demand of any kind is presented at a treasUry 
which is not covered by the provisions of these treasury orders, or is 
not covered by a special order received from the .Principal Auditor, 
the duty of the treasury officer is to decline payment for want of authority . 
. He has no authority to act under an order issued by Government sanc
tioning a payment unless it is an express order to him to make the 
payment and even such special orders should, in the absence of urgency, 
be sent through the Prinoipal Auditor. 

Note.-The rule does not authorise the Treasury Officer to refuse payment of bills 
which do not comply with the provisions of certain rules, e,g., that sanction to a certain 
charge &bould be quoted on the bills(vi<h Sub. R.26 under T. O. 16). that the budget 
appropriation with the progreoa of expenditure &bould be DOted on the contingent bills, 
when the omission to comply with these provisions is due to the fact that the necessary 
II&I1Ction haa not been received, or the budget appropriation haa not been communicated. 
The reeponsibiIity for incurring such charges rests with the drawing officer and the 
Tressury Officer is not empowered to refuse the paymen~ of, ,!"ch bills on the ground 
that the nlquirements of the rules have DOt been complied WIth. 

T. O. t6.-Except as provided in orders 23 and 24 below, a Treasury 
Officer ,shall npt ,permit withdrawal for any purpose unless the claim 
for withdrawal is presented by such person and in such form, and has 
been satisfactori1y submitted by the Treasury Officer to such checks, 
a8 the Governor in Council, with the concurrence of the Auditor General. 
may specify. 

I. GOVERNMENT SERVANTS WHO CAN DRAW MONEY BY 
BILLS AND THE PURPOSES FOR WIDCH BILLS 

MAY BE DRAWN. ' 
Sub. R. 23.-The Government servant who can draw money by bills 

and the purpOSC8 for which this can be done are shown in Appendix I. 
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II. GOVERNMENT SERVANTS WJ;JO DRAW MONEY 
BY CHEQUES. 

Sub. R. 24.-Gover)].ment servants of the Public Works' Forest and 
Excise Departments, including Government servants who a;e autho~iseQ.. 
to incur expenditure against the grants of these departments as specified 
in Subsidiary Rules 80, 83 and 84 under T. O. 16, draw money by cheques. 

III. GENERAL RULES. 

Sub. R. 25.-Auy person having a claIm against Government will 
present his voucher duly receipted and stamped, at the treasury. Unless 
specially provided .for no bills may be paid at a treasury without being 
fiistsubmitted to, a)].d payment directed by, the Treasury Officer. 

1. Payments. which have to be made at sub-treasuries may be 
arranged for by obtai)].ing cash orders issued by the district treasury. 
The issue of cash orders between places at which there are offices of the 
Imperial Bank of India has been discontinued as the Imperial· Bank 
issues demand drafts in lieu of cash orders. 

;(a) Whe)]. a subordinate, whose payor . travelling allowance has 
been billed for in one taluka, is transferred to another taluka before 
receiving payment, the sub-treasury officer should credit the money 
in the taluka daily sheet for being paid at the other taluka after the 
cash order is cashed. In Huzur accounts, the amount should be 
credited to "Personal Deposit" "Cash Orders" in the Personal 
Ledger Account,' and a fresh cash order should be issued for payment 
at the taluka to .which the subordinate has been transferred. 

(b) When a subordinate whose payor travelling allowance has been' 
billed for in a taluka, is transferred to the Huzur (Head) office at the 
district town before receiving payment the ~ount should be entered 
in the revenue ;Deposit Register ~t the district treasury and paid to 
the payee under the tules applicable to such deposits. 

(c) When a subordinate whose payor travelling allowance has been 
. billed for at the Huzur Office, is transferred to a taluka before receiving 
'payment the Treasury Officer should issue a cash order in favour of 

·.the sub~treasury officer for disbursement, in lieu of the cash, received 
on account of the pay or the travelling allowance of the tra)lsferred 
subordinate. 
2. Where sub-treasuries have been permitted to cash certain classes 

of bills without reference to the Treasury Officer, the 'payment of such 
bills should not, except under special arrangements and on particular 
occasio~s, be allowed at the district treasury also (vide exception under. 
Financial Rule 344). -

3. When cheques and bills are presented to the treasury through 
the office cashier, a clerk, a peon. or other messenger the receipt given 
by the Head of the Office on such cheques and bills should name the 
messenger as indicated* below, and such an endorsement will make it 

'*lteceived paYment through (here enter nalIle of cashier. ;clerk, peon or other 
~~er). 
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incumbent on the Treasury Offic-er to satisfy himseH as to the identity 
of the person who might present the cheque or bill for payment. The 
signature of the messenger or his thumb impression, if illiterate, should 
be taken on the voucher as a proof that the messenger actually received 
the money on behaH of the drawing officer. 

4. (i) In the case of bills payable at the treasury or at a treasury 
banking with a Branch of the Imperial Bank of India for the pay and 
allowances of gazetted officers which are paid only upon their personal 
claims and to their personal receipt, the provisions of Article 49 of the 
Civil Account Code, Volume I (Rule 54 of Financial Publication No. I), 
should be strictly followed. . 

(ii) In the cases of bills, other than those referred to in clause (i) above, 
payable at the Branch of the Imperial Bank of India where a treasury 
banks with such a Branch. there is no objection to the drawing officer 
making a bill payable by a specific endorsement to some other person 
but t)iat person is not empowered to endorse the bill to a third· party 
or authorise payment to a third party by a separate letter. Payment 
in such cases may be made only to the person named, upon identification 
and against his receipt on the bill and after verification of the drawing 
officer's signature to the endorsement on the bill. A specimen of the 
payee's signature must be furnished to the Bank for record and for the 
purpose of verifying his signature on bills. 

NoIe.-There is no objection to a contingent bill being te-endorsed by a firm. company 
or a private parson in favour of their or .his bankers as such an endorsement does not pass 
any title or tend to make the bill negotiable and is made for collection only. . 

Sub. R. 25-A.-District Local Boards may make payments at sub
treasuries by means of cash orders or by cheques proVided that in the 
latter case monthly or quarterly intimation is given to the district· 
treasury of probable requirements at sub-treasuries within the district. 
The issue of cash orders at par should be confined to cases in which such 
orders are required for meetil}g bona fide ciaimsagainst District Local 
Boards . 

• Sub. R. 26,-.,.Tlie following general instructions regarding the prepara
tion and form of vouchers should also be observed :-

(a) Printed forms of vouchers in English shoUld be adopted as much 
as poBSible; but when, from any circumstance, a vernacular voucher 
is unavoidably necessary, a bi-lingual form should be used. A speci
men which will serve as a general guide is Civil Account Code Form 27 
for deposit vouchers, and may be obtained from the Principal 
Auditor. 

(b) When the use of a purely vernacular account .or voucher is 
unavoidable. a brief abstract should be endorsed in English under the 
·signature of the preferring officer stating the amount, the name of 
the payee, and the nature of the payment. . 

• BupplelDSntsry instruotions regarding the preparation and oompletion of vouchers 
are given in Rule 26 of the Financial Rule. under Devolution Rule 37 (II). (Financial 
Publication No. I). 
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(c) All vouchers must be filled in and signed in ink. The amount 
of each voucher should, as far as whole rupees are concerned, be written 
in worde--as well as in figures. The amount of annas and pies may 
always, however, be written in figures after the words stating the 
number of rupees, but if there be no annas or pies the word" only"-
should be inserted after the number of whole rupees and care should 
be taken to have no space for interpolation as in the following 
examples-" Rupees twenty-six only", "Rupees twenty-five, 4-11." 
In the case of contingent bills the words" Under Rs. " 

should be written in red ink in a prominent place across the bill, as in 
the case of cheques (vide Sub. R. 29 below). 

(d) (I) The following transactions will be taken to the nearest anna, 
six pies and over being treated as one whole anna and amounts less 
than six pies being omitted; -

Payments to or recoveries from Government servants and 
pensioners, except as specified below :-

(i) In the case of emoluments :fixed by statute, the payment 
may be to the next higher anna. _ 

(ii) In the case of pies occurring in life insurance premia under 
the Postal Life Insurance Scheme, and in subscriptions to 
uncovenanted pension funds such as the Bombay Uncovenanted 
Family Pension Funds, which are deducted from pay bills, the 
total sum for twelve months is bound to be an even sum of 
annas, and every subscriber should be asked to pay to the 
nearest anna eleven months in the year, the necessary adjustment 
being made in the last month; thus, a man who has to pay 
Rs. 3-5-7.per month may pay Rs. 3-6~ per month for eleven 
months and Rs. 3-1-0 in the twelfth month. In the case of the 
General Provident Fund and the Indian Civil Service Pension 
Fund deductions will, however, be made in whole rupees. 

(iii) &. regards recoveries of amountB under objection, when 
all amoUlltB of bills are calculated in annas, there cannot be any 
pies in objection books, e'xcept in the case of recoveries of 
advances in instalmentB. These instalmentB need not be exactly 
equal and the- recoveries should be so :fixed as to be always in 
annas, the last 'instalment being adjusted as necessary; thus, 
a motor car advance of Rs. 5,000 to be repaid in 36 instalments, 
should be recovered as follows :-35 instalmentB of Rs. 138-14~ 
and a last instalment of the balance Rs. 139-6~. 

(2) In the following transactions also pies should be eliminated in 
Government accountB :- /" 

(,) Receipts and charges falling under the head" Miscellaneous 
Cash Remittances ", the main transactions under this head being 
those in connection with the cost price of country liquor. Pies wi~, 
however, be retained in remittance transactions between treasuries 
and departmental officers, as all cash (including pies) is required to 
be remitted by the Departmental officers to the treasury. 

(i-l Recoveries of service payments which are ordered by Depart
mental officers without the cognizance of the Audit' Office. 
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(lit) Accounts rendered from. ,one Governm.ent or Department 
to another. 

Note.-Piee ~ not. be elimin&ted in ezchange IIIlCOUllta between ODe Govemment 
01' Departmen$ and anoth.... if it is no' possible to remove tham from the origiDal 
en-tioDa. 

(if) Amounts converted into Indian Currency from sterling and 
other foreign currencies. 

(3) In cases where transactions involving an odd number of half-pice 
necessitate the adjustment of a fraction of a pie, such fractions should 
be neglected and'the amount booked by all" the parties ooncerned 
should be to the pie next below. 

(e) All corrections and alterations in the total of. a voucher should 
be attested by the dated initials of the person signing the receipt as 
many times as such corrections and alterations are made; any correc
tions and alterations in the orders of payment must be attested in the 
sam.e way by the Treasury Officer. No document bearing an erasw;e 
can be accepted; and payments of such vouchers should be refused by 
the Treasury Officer and a fresh voucher called for. Corrections and 
alteratioDs in orders of payment drawn by treasury officers on the 
Imperial Bank of India and ilB branches should be attested by their 
full signature. 

(f) Charges against two major heads should not be included in one 
voucher, but the Treasury Officer will not take exception to a voucher 
on this ground unless the items require different action from him., 
such as entry in different registers. This order does not apply to the 
allowances of an officer, or of an establishment, as in such cases the 
whole of his allowances even if belonging to two or more major heads 
of acoount, should be drawn on a single bill if they are chargeable 
wholly to Central or Provincial Revenues. 

(g) Unless Government has expressly authorised it in the case of 
any specified office, no payment may be made on a voucher or order 
signed by a clerk instead of by the head of an office, although in the 
absence of the latter the clerk may be in the habit of signing letters 
for him. Nor m.a.y any money be paid OD a voucher or order signed 
with a rubber or fauimik stamp. When the signature on a voucher 
is given by a mark or seal or thum.b impression, it should be attested 
by some known person. Vernacular signatures must always be 
transliterated. 
NoU I.-The heed of an office may authorise ... y gazetted officer serving und... him 

to sign a bill, 9O~her. or order for him, communicating the nama and the specimen 
aignatura of the officer to the t.re&aury. This wiD not, ho ....... er. reli8Y8 the Head of 
the Office in lollY way. of his reeponsibili'Y for the ioouracy of the bill or>for the disposal 
of the IIIOney received in pay~ 

N<* 2.-The Collectors &19 aoth~riaed to aDo ... tha Head Accountante a' treasuries 
to prefer billa during the unavoidable abeence of the Huur Depoty Collectors from their 
ollioee. Early intimation of auch orden should be sent to the Audit Office. In c..
.. b .... owinc to hie abaaace from the He&d1Uarter&, it is not. poaaillle for a OollactcJr to 
u.ne an order in advloIlC8. the Huzur Deputy Collector may report the circUln8tancea 
to the Collector and authorise the Head Aeeountant to prefer bills. - The intimation 
"",uUeci to be given &0 $he Audit Office abould, lao .......... , be sen$ by the Collector. . -
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Note 3;-The\Clerk of ,the Court in each linked Court of a Subordinate Judge is autho. 
rised to sign cheques for withdrawals against deposits of his Court in the absence of the 
Subordinate Judge on duty to the other linked Court. He is also authorised to give 
quittance on cash·orders and bills drawn in favour of the Subordinate Judge during the 
latter's absence on duty to the other linked Court. " 

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

(h) Bills J,'equiring previous countersignature should be returned 
unpaid if presented without such countersignature. 
. (i). When bills are presented on account of charges incurred under 
any special orders, the orders sanctioning the charge should be quoted. 
Copies of sanctions accompanying a bill must be duly certified by 
a responsible officer, not by a clerk. 

(j) The authority under which deductions are made in a bill 
should be quoted. 

(k) Dates of payment should when possible be noted by the payees 
. in their acknowledgments in sub-vouchers, acquittance rolls, etc. 

H for any reason, such as illiteracy or the presentation of receipts in 
anticipation of payment; it is not possible for the dates of payment 
to be noted by the payees, the dates of ac$Ial payment should be noted 
by disbursing Qfficers on the documents under their initials, either 
separately for each payment or by groups as may be found convenient. 

(l) When the drawing officer requires payment to be made through 
SOII1,e other person, he must specifically endorse an order to pay to 
.that specified person. A second or intermediate endorsement on 
a bill is not permissible. 

(m) Incases in which the endorsement on a bill is unauthorised, 
incom.plete, or otherwise irregular, the Treasury Officer should refuse 
payment of the bill and return it to the person who presents it with 
a memorandum explaining why payment is refused. 

(n) A bill payable to a deceased partner may be paid to the 
surviving partner or partners. 

(0) When payment is-' desired wholly or partly in Remittance 
Transfer Receipt, a formal applica"Oion for Remittance Transfer Receipt 
should accompany the bill and the manner in which payment is 
desired should also be indicated in the drawer's receipt on the bill. 
Sub. R. 27.~Er3sures and over-writings in vouchers or bills a.:e absolu-

tely forbidden; if any corrections be necessary, the incorrect entry 
should be cancelled neatly in red ink, and the. correct entry inserted. 
Each such, correction, or any interpolation deemed necessary, should 
be authenticated by' the head of the office who should set his dated 
initials against each. 

IV. CHEQUES. , 
Sub. R. 28.--Cheques should be drawn on forms in cheque books 

supplied by the Treasury Officers to the disbursing officers authorised 
to draw moneys from the treasuries with which they are placed in account. 
_ Before a cheque book is brought into use, all the cheque forms in it 
should be marked by a. distinguishing letter. Cheques drawn bya 
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disbursing officer on any treaSury should be distinguished by a different 
letter from those drawn by himself or other disbursing officers of the 
Nme division on that or any other treasury. 

Sub. R. 29.-All cheques should have written across them in words' 
at right angles to the type, a sum a little in excess of that for which they 
are granted; thus" under thirty rupees" will mean that the cheque 
is for a. sum not less than Rs. 20, but less .than Rs. 30; and similarly 
.. under eight hundred ruPeeso

, will mean that it is for less than Rs. 800, 
but not less than Rs. 700. No abbreviation such as " eleven hundred" 
for "one thousand one hundred" should be used. The amount should 
be written in the manner prescribed for vouchers in Sub. R. 26 under 
T. O. 16. In drawing or cashing a cheque, it should be remembered 
that a common form of fraud consists in altering the word one into four 
by prefixing an f and changing the e into an r, the figure being easily 
altered to correspond. The word twenty if written carelessly, has also 
sometimes been changed into seventy. The drawer of a cheque 'in 
which these words occur should therefore so write as to make the fraud 
impossible and the treasury should examine the words and corresponding 
figures with special care. 

Nole I.-The CroBB entry is not necessary if the amount in words is type·perforated 
by a special cheque writing machine. . 

Nole 2.-AlI cheques should be written in Calcutta Stationery Office Registration ink 
which will be .upplied by the Superintendent, Government Printing and Stationery. 
Bombay.·. . 

Nole 3.-Sub. R. 26 (~) under T. O. 16 applies mutalis mutandis to corrections and 
alterationl in cheques. In the case of cheques drawn on the Imperial Bank of India or 
ita branches alterations in cheques should be verified by the full signature of the drawers. 

Sub. R. 30 (a).-Every cheque in favour of a Governm.ent officer must 
be made payable to order only; but when the payee is not in Govern
ment employ, the drawer may, at his request, make the cheque payable 
to bearer. Treasury Officers will therefore cash cheques payable to 
.. A.B. or bearer", except when A.B. is a Government servant. If 
a cheque payable to a person not in Government employ " or bearer" 
or payable to such person or to such person" or order" is presented, 
the Treasury Officer may decline to pay it, if he is unable to satisfy 
himself of the identity of the person claiming payment, or, in the "case 
of a cheque payable to order, of the completeness of the.chain of endorse
mente if any, by which such person has become the holder of the cheque. 

(b) Ordinarily a. cheque payable to order is not cashed by the Treasury 
Officer unless it is receipted by the payee himself or other person in whose 
favour it IS reguIa.rly endorsed for payment. In special cases, when the 
head of an office is unable himself to receipt cheques payable to his 
order, owing to his being absent on tour or for other causes, and when 
he conside1'8 that strict compliance with the ordinary rule would cause 
inconvenience, he may specially authorise in writing, a subordinate 
Gazetted Officer to endo1'8e for him cheques drawn in his favour by his 
official designation. . 

1. Where sub-treasuries are in charge of Indian officials not 
acquainted with English, bi-lingual cheques should be used, the paying 
officer being responsible for calling attention to this rule. 
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2. When a public officer sends a cheque to a treasury not for ~h 
paymen.t but for cr~dit of its amount in the treasury accounts, he must, 
before endorsing the same, add the words "Received payment by transfer 
credit to ,". Omission to do this facilitates 
'fraudulent appropriation of money. 

V. GAZETTED OFFICERS. 

Sub. R. 31.-For the pay and fiXed allowances of a gazetted officer 
bills in T. O. Form No.3 should be used in which the whole of the fixed 
allowances claimable by an officer in respect of the same post should be 
set forth. An officer who draws an additional allowance for a separate 
office need not present a separate bill for it unless it is chargeable to a 
Local Fund or to sources other than general revenues. 

1. If a Government servant proceeding on transfer does not draw the 
emoluments up to the date of transfer befo-re he proceeds on transfer, 
emoluments for the whole month may be drawn in the new appointment, 
the allocation of the charge to the old and new appointments being 
clearly specified on the bill. 

N oIe.-In the case of gazetted officers whose Ia.st-pay certificates are prepared by 
Treasury Officers, the responsibility for showing the correct allocation in billa rests with 
the officers themselves. . 

Sub. R. 32.-H delays occur in the issue of letters from the Audit 
Office notifying alterations in the rate of pay and allowances, especially 
if the change is made near the end of the month, or if the change takes 
effect from a: date which cannot immediately be ascertained, and cannot 
be fixed by a certificate of transfer of charge appended to the bill, officers 
should either draw their bills at the old rates or send their bills for pre
audit to the Principal Auditor. if they do not first receive his letter of 
authority. . 

Sub. R. 32-A.-In the case of time-scales of pay with efficiency bars 
at certain stages, an Audit Officer will not authorise lllIy Government 
servant to draw pay at a rate above the stage at which an efficiency 
bar is fixed until he has received , declaration from the authority 
empowered to make the promotion that it has satisfied itself that the 
Government servant in question is fit to pass the bar. 

In order to prevent the passing of an efficiency bar becoming a mere 
.. matter of form, it' is imperative that every case should be carefully 
scrutinised by the sanctioning authority before signing the declaration 
prescribed above. 

Sub. R. 33.-The pay of Sub-Assistant Surgeons, Police Inspectors, 
Jailors and Police Prosecutors belonging to establishments liinited and 
fixed with reference to the requirements of the whole province, who are 
not ranked as gazetted officers, but whose pay varies according to grade, 
should be drawn separately, in the form provided for gazetted officers, 
instead of being included in the pay bill of their office establishment. 

Sub. R. 34.-A government servant who is newly appointed to a per
manent post should attach to his first pay bill the health certificate 
leCJuired under Fundamental Rule 10 Of B. C, S. Rule 10, 
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Sub. R. 35.-The form of bill for travelling allowance:of a gazetted 
officer depends upon the rules under which it is due. For mileage, 
halting allowance, or daily rate T. O. Form No.4, should be used as 
setting forth in a convenient form the necessary details. When a 
circuitous route is taken, the reason for travelling along that route 
should be stated on the bill. When an officer is entitled to draw actual 
expenses they "should, in the absence of orders to the contrary, be set 
forth in detail. 

VI. ESTABLISHMENTS. 
Sub. R. 36.-For the purposes of the preparation of bills, parts of an 

establishment under the same officer, which are charged under different 
major heads, are to be regarded as distinct establishments. 

Sub. R. 37.-Establishment pay bills should be divided into such 
convenient sections as are fixed by the Principal Auditor to suit his 
audit requirements. A list of these:sections will be found in the Audit 
Office Manual. 

Sub. R. 38.-Pay bills should be prepared separately for permanent 
and temporary establishments and also for those classes of Govern
ment servants for whom no establishment returns are substituted and 
no service books are maintained. Against each post should be shown 
(except in cases referred to in sub-rule 2 below) the names of both the 
substantive and officiating incumbents and against each temporary 
post should be noted the sanction thereto. When pay is drawn for 
a portion of a month only, the rate at which it is drawn and the number 
of days for which it is claimed, should be stated clearly in the bill. The 
total of each section should be shown separately in red ink. 

No£e.-U for any reason the leave salary claimed by a Government servant on 
leave is not known (as, for example, when the kind of leave to be granted to him has 
not been finally decided by the sanctioning authority) the amount of pay to which he 
would have been entitled had he remained on duty should be entered. the amount 
being left undisbursed pending the fixation of the amount of his leave salary. 

" (a) In the case of establishments not revised on a time-scale of 
pay T. O. Form No.5 should be used. In the first money column 
should be shown the full amount of pay and officiating pay claimed 
and in the second money column the full amount of leave salary claimed 
whether drawn or not. In the third money column should be entered 
aU compensatory allowances. In the fourth money column should 
be noted the amount claimed but held over for future payment. The 
sixth column will be used to show the amount actually drawn for 
each section. 

(b) In the case of establishments revised on a time-scale of pay 
T. O. Form No.6 should be used. The money columns are self explana
tory. The amounts withheld for future payment should be shown 
in red ink against the item concerned in columns 3, 4, 5, 6 or 7 as the 
case may be but ignored in" totalling. In the "Remarks" column 
against the item concerned should be entered remarks showing how 
payments charges have been affected by death, retirement, resigna
tion, permanent transfers, ~t appointments, etc. The foot-notes 
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and certificates printed at the bottom of the Form should be carefully 
perused. 

When leave'salary on average pay is drawn in a pay bill, 
a statement showing the calculations by which the amounts drawn 
on account of ,leave salary have been deduced should be attached to 
the pay bill in which the leave salary is first drawn, duly signed by 
the drawing dfficer. If the calculation is based on pay drawn outside 
the Government servant's substantive section or office, a reference 
to the vouchers in, or the office from which such pay was drawn should 
be given in the statement. If leave salary is based on actual and not 
on average pay, the drawing officer should attach to the bill a certi
ficate that such pay is the pay of a permanent post held, substantively 
by the absentee at the time of taking leave. This procedure does not 
apply in the case of Government servants in inferior service. 

(c) In an office which contains posts both on time-scale of pay 
. and on graded pay, the pay may be drawn in a single bill in T. o. 
Form No. 6. 
1. The pay of establishments referred to in Financial Rule 84, which 

is treated as a contingent charge, should )lOt be included in pay bills. 
2. The names of all temporary incumbents whose pay is less than 

Rs. 50 per mensem and who do not hold permanent posts under Govern
ment, the names of all servants in inferior service, and the names of all 
head constables and constables may be omitted from pay bills, provided 
that a certificate in the following form is endorsed on the bills:-

Certified that all officers whose names are omitted from, but whose 
pay has been drawn in, this bill have actually been entertained during 
the month. 
The 'provisions of this rule· are with the concurrence of the Principal 

Auditor extended to the following classes of establishments as the entry 
of names in the bills of these establishments is not essential for audit 
purposes:-

Talatis, Shanbhags, Tapedars on pay of Rs. 30 and below, Forest 
Guards, Excise servants on pay; below Rs. 36 per mensem and Jail Guards 
(excepting senior and junior subetiars) and supervisory staff of the 
Borstal School (exceptillg the Chief Supervisors). 

Note.-In the case of those establish~ents for which no establishment returns are 
required by the Principal Auditor, n&Ines need not be shown in establlsh~ent pay 
billa. 
. 3. The claims of Government servantswhose'~names are omitted 
from bills under Bub-rule 2 above should not be lumped together and 
entered as a single item in the bills. The bills in such cases should show 
separately the numbers on different rates of pay, or with different 
designations. 

4. In the case of Public Works Department establishment bills, 
drawing officers are responsible that (1) the name of the circle of superin
tendence, and (2) the major head and other particulars necessary for 
determining the accounts classification are recorded on each bill. 

Note.-The cost of any special e8tablisb~ent for acquisition of land entertained under 
orders of Government by a Civil Officer acting as a Pu bUe Works disburser is chargeablll 
&8 thll coat of thll works concernlld and not as generaillstabllshinent ch~es. 
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5. Sub-rule 1 under Sub. R. 31 above regarding the drawal of emolu
menta in cases of transfer and the allocation of the charge applies also 
to non-gazetted Government servanta. In their case the last-pay certi
ficate should give all the necessary information so that the allocation may 
be correctly noted by the drawing officer in the bill of the new office. 

Sub. R. 39.-The duty of noting the proper deductions to be made 
from pay bills on account of funds, etc., devolves on the drawers of the 
bills, as such deductions are to be recovered by short drawings from the 
treasury. 

NoN I.-In the following C&aM recoveries should be effected by deductions from 
bill.~ . 

Pineo, rente, income-tax, all service funds and other funds, except when recovering 
in cash ie permitted by rules in Chapter 15, Civil Account Code, Volume I, recoveries 
in compliance with retrenchment ordere issued by the Principal A.uditor, and recoveries 
in instaImente of advances made to Government servante. 
NoN !.-The Treasury Officer must, however, check the deductions in the case of 

IDdian Civil and Indian Military Service Family Pension Regulations and the Superior 
Servicee (India) Family Pension Fund Rules .. 

Sub. R. 40 (a).-The monthly bill should ordinarily be supported by 
an absentee statement, if any person in superior service was absent 
during the month, either on deputation or suspension, or with or without 
leave (except on casual leave). 

T. O. Form No.7 should be used for establishment on a time-scale 
of pay and T. O. Form No.8 for those not on a time-scale of pay. 

(b) In the case, however, of provincial or amalgamated establishments; 
a consolidated absentee statement showing the complete chain of arrange
menta should be separately furnished by the controlling authority within 
a period fixed by the Principal Auditor. No separate absentee state
ment need be furnished by Heads of Offices along with th~ monthly 
pay bills, but in the cases in which the power to sanction leave and 
officiating arrangements within the office has been delegated to Heads 
of Offices within prescribed limits, the requisite absentee statement 
should be furnished by them along with the pay bills, and such vacancies 
and arrangements should not be included in the consolidated absentee 
statement to be furnished by the controlling authority. 

NoIe.-In the case of provincial or amalgamated eetabliehmente on time-scale of pay, 
the arrangement made by Heads of Offices should be reported to the controlling authority 
lor inclusion in the consolidated absentee statement. 

Sub. R. 41.-1£ no person in superior service was absent during the 
month, either on deputation or suspension, or with or without leave 
(except on casual leave), the certificate to that effect printed on the 
establishment bill form should be signed by the Head of the Office. 

Sub. R. 42.-When the name of any person appointed whether per
manently or on probation to superior service appears for the first time 
in an establishment bill, either reference must be given to a previous 
post held by him (which should be supported by a last-pay certificate, 
showing dates of making over and receiving charge, advances outstandmg. 
etc.) or if he did not previously hold any post or is re-employed after 
resignation or forfeiture of past service, a health certificate, as req.uired. 
by B. C. S. Rule 10 must accompany the bill. . 

Ko-I Bk H 360-211 . -
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Sub. R. 43.'--To the first bill in which a periodical increment is drawn 
by any Government servant a certificate in T. O. Form 9 should be 
appended. 

The form provides for two alternative certificates. The first alter
native certificate may be used in any case in which the increment is due 
to a Government servant for havirJg been the incumbent of the post 
specified for the prescribed term from the date of last increment or of 
appointment to the post, excluding periods of suspension for misconduct 
and absence on extraordinary leave and, if he has held the post in an 
officiating capacity, all other kinds of leave, which are shown in the tabular 
portion of the certificate. An increment so certified may be drawn in 
the establishment bill without further authority. In all other cases the 
second alternative form is required, and whenever this form is used the 
certificate with the explanatory memorandum (which should show briefly, 
but clearly, the grounds on which the increment is claimed)-should be 
submitted about one month before the increment falls due to the Principal 
Auditor, who will pass and return it after check, and the increment 
may be paid only on a certificate so passed. H the certificate be sub
mitted at the time indicated, the Principal Auditor will ordinarily be 
able to return it so as to allow of the increment being drawn when due 
in the ordinary establishment bill; but if arrears of increment 
have accrued when the certificate is returned they may be drawn on 
a separate bill. 

Sub. R. 43-A.-When an· increment claimed operates to carry 
a Government servant over an efficiency bar, it should be supported by 
a declaration from the authority empowered to allow the increment 
that it has satisfied itself that the Government servant in question is 
fit to pass "the bar. 

In order to prevent the passing of an efficiency bar becoming a mere. 
matter of form, it is imperative that every case should be carefully 
scrutinised by the sanctioning authority before signing the declaration 
prescribed above . 

. Sub. R. 44.-Arrear pay should 1:w drawn, not in the ordinary monthly 
bill, but in a separate bill, the amount claimed for each month being 
entered separately with quotation of the bill from which the charge 
was omitted or witliheld, or on which it was refunded by deduction, 
or of any special order of competent authority granting special payor 
a new allowance. Such bills can be presented at any time, subject to 
the conditions laid down by Government in Financial Rule 30, and 
may include as many items as are necessary. 

Sub. R. 45.~Travelling allowances of establishments, other than 
permanent or fixed allowances, should be charged in a .separate bill, 
T. O. Form No. 10. When actual expenses are drawn on account of 
the carriage of horses or conveyances, details of the horses or conveyances 
transported should be furnished in the travelling allowance bill. For 
the purpose of drawing the allowanoe on account of family, a certificate 
must be furnished by the officer, of the number and relationship of the 
members of hiS family for whom the allowance is claimed. No other 
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detaiJa in these or other cases need be furnished, but every claim for the 
cost of carriage of personal efiects, horses and conveyances should be 
supported by a certificate that the actual expense incurred was not less 
than the sum claimed. The Audit officer is at liberty to call for details or 
for evidence of expenditure in any cas6'in which the expenditure appears 
to be unusually large. At convenient intervals during an officer's tour, 
and as a general rule, immediately on any return to the headquarters 
stations, a bill should be prepared for the travelling allowance of the clerks 
and others who have attended him; this bill may be cashed at the 
treasury on the receipt of the head of the office, and the amounts distri
buted as in the case of the establishment bill. 

Sub. R. 46.-A Bill in the same form, setting forth the details of the 
several bills drawn on account of the same month (if more than one), 
and explaining any divergence from the recognised route, should be 
drawn up at the end of the month, submitted for review and counter
signature of the Controlling Officer, if any, and forwarded to the Principal 
Auditor, under the rules applicable to contingent expenditure. This 
bill must bear a certificate as follows:-

Certified that I am satisfied that the amounts shown in the bill 
have been distributed to the officers named, and their receipts taken 
in the acquittance roll. 
lo'ote.-The countersigning officer may, if he prefers it, retain the bill for check of future 

billa, and merely send to the Audit Office a notice that he bad passed the establishment 
travelling allowance bill of for the mouth of for Ra. . as follows:-

No. of billa paid at treunry Amount. 
Amount dia&llowed. Reasona. 

The bill contaws the required certificate of the distribution of the 
amounts. 

Sub. R. 47.-1n the Public Works Department travelling allowance 
bills can be presented for payment only after the claims have been passed 
by the Controlling Officer. The subordinates should prepare their travel
ling allowance journals in T. O. Form No. 11 arid after these are duly 
countersigned by the proper authority, an abstract showing the totals 
under each head of claim for each person should be prepared in T. O. Form 
No. 12 by the Executive Engineer for presentation at the treasury. 
The original journals which have to be submitted for audit should 
either be submitted to the Principal Auditor direct or attached to the 
abstract bill. 

N ... -The travelling allowance jonmala of office establishm.ent and lower snbordinatell 
and memben of the petty and irrigation reveuue establishment need not be forwarded 
to the Principal Auditor for audit .. they will be snbject to a periodical test audit by 
that officer. 

Sub. R. 48.-'\"hen the travelling allowance bill is paid after counter
signature by the Controlling Officer, it will bear a certificate in the 
f~ing terms :-

"Certified that I have satisfied myself that the amounts included 
I month 

in bills drawn 2 months previous to this date with the exception of 
3 ~nth. 

those detailed below (of which the total amount has been refunded 
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by deduction from tms' bill) have been disbursed to the officers therein 
named and their receipts taken in the acquittance roll." 
A similar certificate should be given on bills payable without counter

signature. 

Sub. R. 48-A.-'-(l) In the c~e of bills which are not preaudiW it 
is not sufficient that the component items of an establishment bill should 
be checked. The total shown in the bill should also be checked by adding 
up the items. This should be done by a responsible officer of the staff of 
each office, other than the person preparing the bills. 

(2) When a drawing officer checks an acquittance roll he should either 
.Jrimself total the items of it, check the total of the corresponding establish
ment bill and the money received from the treasury, and see that any 
difference between the totals is properly accounted for, or cause this to 
be done either by a gazetted officer or by another responsible member 
of the staff as may be found convenient. 

(3) When an officer signs an absentee statement accompanying an 
establishment bill, he should see that a diagonal line is drawn across 
the blank space, if any. Similarly, if the statement is blank, he should 
see that a diagonal line is drawn across it with the word "blank" in 
br3Ckets in the middle of the line. 

(4) In offices where cashiers who have given security are not employed 
the duty of disbursing the money drawn should be entrusted to a clerk 
other than the clerk who prepares the bills and is responsible for 
the cash. 

Sub. R. 48-B.-In order to avoid double claims in respect of pay bills 
drawn on supplementary bills a subsidiary register should be maintained 
. by the drawing officer in the following form:-

, .. The month 
Name of ,- Period for of the original Signature establish- Name of Nature of which pay bill in Remarks. of the h mentaod incumbent. claim. claim is which the of office. 

post. 
, made. claim remain-

edundrawn. 

i I 2 I 3 4 li 6 7 

-----

ead 

~ 

i 

The entries in the subsidiary register should be attested by the head 
of the office' or by a responsible officer who is authorised to sign the pay 
bills. In respect of supplementary bills on account of (1) withheld 
amounts, (ii) undisbursed pay refunded, ard (iii) refu:rd of fines, 
it is not. necessary to enter the items in the subsidiary register, 
but necessary notes should be made in the appropriate places in the 
original bill. 
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VII. CONTINGENT CHARGES. 

Sub. R. 49.-Charges under two major heads may not be included 
in one bill. But charges on account of joint establishments the cost 
of which is debitable to two or more major heads i;o some fixed proportion 
may be included in one bill. 

Sub. R. 50 (a).-When it is necessary to draw money for contingent 
expenses from the treasury, as for example, when the permanent advance 
begins to run short, and in any case at the end of each month or when 
a transfer of office takes place, the cashier will rule a red ink line across 
the page of the contingent register or registers, add up the several columns 
and post the several totals in a separate bill for each class of co;otingent 
expenditure. He will then lay the bill with the sub-vouchers and registers 
before the head of the office who will carefully scrutinise the entries, 
initialling the entries in the contingent register if this has not already 
been done by him and sign the bill which the cashier will then date 
and number and present for payment at the treasury. 

(ti) The heads of contingent expenditure are generally printed in 
the forms used and it will be sufficient if the totals from the contingent 
register are posted against the printed heads. If the heads are not printed 
they will be entered in manuscript and the totals posted against them. 
In the case, however, of expenditure requiring explanation, full details 
of the charges should be entered in the bills except when they are given 
in the sub-vouchers sent to the Audit Office. 

Note.-When the permanent advance i. running .hort, a demand may be presented in 
e".-_ of the balance; thi8 item too should be charged in the register and included in 
the bill, the number given being that which the sub-voucher will hear when payment has 
'-"made. 

Sub. R. 51.-Government servants whose· contingent bills require 
no countersignature, and who do not embody in their bills charges of 
any officer dealing separately with the treasury, should draw money 
from the treasury by bills in T. O. Form No. 13 showing full details 
of the charges. 

Note I.-The following illustration explains the second condition. A, whose billB do 
not require countersignature, haa subordinates, who hold part of hi. permanent advance 
and replace thelllB8!veB in funds by sending paid voucher. to A, and obtaining from A 
the amount of their actual expenditure; A need not submit monthly billB. The bill~ 
of B do not require countersignature, but his 8ubordinates are allowed to deal direct with 
80me treasury. presenting billB for encashment, which are to be adjusted by B's monthly 
billB; B must submit monthly billB in adjustment of the billB cashed by himself and his 
su bordinatea. 

Note 2.-In the Public Works Department, contingent bills may be drawn only by the 
Divisional Officer. or sueh other officer as may have been specially authorised by 
Government. 

Note 3.-The limit of Re. 25 referred to in T. O. Form No. 13 above which vouchers 
are to be submitted to the Audit Officer is subject to alteration by the Auditor General. 

Charges Regulated by Scales and Special Contingencies. 

Sub. R. 52.-Charges regulated by scales and special contingencies 
which require the previous sanction of superior authority before they 
can be incurred should be drawn in the abstract bill form with a full 
deb~ription of the charges and accompanied by sub-vouchers. In the 
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case of special contingencies, the orders of the sanctioning authority 
should be quoted; and when expenditure, for which a lump sum is 
granted under a single special sanction, is continued over more than 
one month, the second and subsequent months' bills should bear a note 
of how much has been spent up to date under the sanction. 

Sub. R. 53.-In the case of countersigned contingencies details of 
the number of the sub-vouchers pertaining to each entry must be given 
in the abstract bill (see T. 0; Form No. 16) the amount being given 
only in those cases where a sub-voucher is for more than Rs.25 (vide 
also Note 3 under Sub. R. 51.) . 

Sub. R. 54.-In the case of charges for work done by a Government 
factory (such as a jail, mint, workshop) or other authorised transfers, 
the officer served will attach to his contingent bill for the current month 
a copy of the invoice received from the supplying officer noting the 
amount at the foot of the statement of account in order to work out the 
available balance of his grant, but not including it as a disbursement 
among the charges of his bill. 

Note I.-The officer served cannot cAarge the amount in his contingent bill. as no 
cash payment is made but only a book adjustment in the Account Office; but the amount 
available for contingent expenditure is reduced, and 80, to work out the available balance. 
note is made in the register of contingent expenditure, and in the statement of 
account. . 

Note 2.-In the case of bills in respect of stores etc., purchased through the Indian 
Stores Department unless there are instructions to the contrary. the consignee should 
retain only one copy of the bill for record in his office. The particulars and amount of 
the bill should l:e noted in the memorandum of eXleI!<Citme in his contingent lill, 
which need not be supported by a copy of the bill as is required in the case of other 
work bills mentioned in Suh-R. M. 

VIn. LO~S .un ADV ANtES. 
Sub. It. 5S.-The vouchers on which a loan or an advance is drawn 

must quote the authority sanctioning such loan or advance, but no part 
of such loan or advance can be d~ursed from the treasury except 
under the orders of ther.Pri.Dcipal Auditor. 

Sub. R. 56.-In repaying a loan or advance, the memorandum presented 
at the treasury must'state the original date and amount of the loan or 
advance, or otherwise give sufficient particulars for ita identification. 
If the amount repaid includes interest as well as principal, the interest 
must be separately specified; and if the repayment is a fixed periodical 
amount, including both interest and principal, the orders fixing the 
amount should be quoted. ' 

Sub. R. 57.-The following special procedure is prescribed for the draw
ing and accounting of revenue advances which include takavi advances, 
advances under the Land Improvement Acts, and any other advances 
which Revenue Officers are allowed to make in connection with Land 
Revenue, Agriculture, or Famine, under any Act of the Legislature. 
or under any order of Government. . 

Sub. R. 58.-:Revenue advances will be issued from the treasury upon 
orders signed or countersigned by the Collector of the district or other 
duly authorised officer. 
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N .... -Takari advaaces may be made in lump BUllIS on abatrad bilJa to officers 
cliabaraiDg ...... 

The following aaf~ ehoald be adopted ~ 
(I) No oIIieer diaboning Ia.boA ahoald be allowro to draw a SEeond abstract bill with

ou' producing a de&aiIed bill to act'ount for the amounts already disblUSf'd from the 
Jast adnace taken, any balance left being at the same time rE'funded into the Govern
meni treaaary_ In no raM ahoald the BUbmission of the detailed bill be delayed 
beyond the end of the month following that in whicb the advance was drawn 
from the treaaary_ 

The disbursing officers ahould be directed to take the receipts of the pay""" on the 
apo$ .. BOOn .. th. advaacee have been made, and to certify at the foot of the detailed . 
hill tha, the advances were duly sanctaoned by them and paid in their preaence_ 

Payeee' receipts need no& be &eDt with the detailed bill and their names need not be 
abo_iniL 

(2) Collectors ahoald prescribe a money-limit for the amount which "an be drawn on 
abetnc' bilJa by each om..,.. with due ~ to the circumstances of eacb USP_ 

vm-A. MISCELLANEOUS ADV ANeES-FORMS OF 
DRAWING AND REPAYING. 

Suit. R. 59.-The vouchers ou which advances are drawn must quote 
the authority sanctioning them and payment will be made by the treasury 
on the authority of such sanction, except in regard to advances urder 
Financial Rules 294 to 298 which can. be disbursed only on the authority 
of the Principal Auditor_ 

Eueplton_-The authority of the Principal Auditor is not necessary 
in the case of advances to non-gazetted G<lvernment servants under 
Financial Rule 298. In such cases the sanctioning authority should 
communicate a copy of the sanctioning orders to the Treasury or 
Disbursing Officer concerned with a specific order to him to make pay
ment of the advance on a proper voucher (t>ide Sub. R 22)_ 

Suit. R. 60.-A personal advance to a public officer may be repaid, 
either in cash or by deduction in his payor travelling allowance bill, as 
the case may be. 

Sub. R. 6t.-1n repaying an' advance, the memorandum presented 
at the treasury or the pay bill, as the case may be, must state the original 
date and amount of the advance, or otherwise give sufficient particulars 
for ita identification. Remittance of the amount to the particular 
treasury where the advance was made is not necessary. 

IX. LOCAL FUNDS. 

Sub. B. 62.--':The account of a local fund at the treasury is ordinarily 
a pure banking account, money beiJlg paid in and drawn out without 
specification of the nature of receipt or expenditure. The Treasury 
Officer need only see that the voucher for payment is in proper form 
and signecl by the proper officer and that the amount does not exceed 
the amount at credit of the banking account. 

J\· ..... -Thi. rule doee not apply, if the cbargoe of any local fund are, under any special 
orden, drawn from the tnla&urJ on detailecl billa, in ... hi..-h ~aee the groM amount will be 
"h.wgt!d by the Treuury Officer in the &CCOIlnt.a, the ded""tioDB on _nt of incoDl~ 
au, fdlll< aubecripaou. e&e .. beiDg credited by &ranafar in distinct entriee. 
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X~ LAND ACQUISITION OFFICERS. 

Sub. R. 63.-0fficers who are specially employed for this work, being 
invested with the power of a Collector under the Act and placed at the 
disposal of the Public W orksDepartment, are regarded as Public Works 
disbursers, and are supplied with funds in the manner prescribed for the 
works outlay of Public Works 'Officers, vide Rules below. 

Sub. R. 64.-Any person appointed as a Land Acquisition Officer 
may make payments by cheques on a treasury provided no inconvenience 
is caused to the payee in consequence of the property being situated at 
a distance from the treasury. 

Sub. R. 65.-When the land is taken up by the Collector or other 
Civil Officer, not specially employed for the work, such Collector or Civil 
Officer is not a Public Works disburser, but draws money for payment 
due under his award from the Civil Treasury. 

Sub. R. 66.-In making the payments due under the award, the 
Collector shall take from each person to whom payment is made a receipt 
in Form C printed in Appendix 5 to Financial Rules, containing a reference 
to the particular entry in the award showing the amount due to the payee. 
In the case of payment to a number of persons 'under a single award an 
acquittance roll in Form CC printed in Appendix 5 to Financial Rules 
may be substituted for separate receipts in Form C. The receipts will 
be the Treasury Officer's vouchers for the payments. 

Sub. R. 67.-The Treasury Officer has no concern with the award or 
with the award statement.; he makes the payments on the authority 
of the Collector, or other officer assessing compensation. The Collector 
may either draw the amount to be disbursed to each payee separately 
in which case he should cquntersign the receipt in Form C, and make 
it payable at the treasury to the payee, altering the words "Paid 

in my presence b in ;,aSh " to "Pay"; or he may draw the total y c eque _ 

amount to be disbursed" by 'him under the award on his own receipt as 
an advance, and after making the payment, forward the receipts of ,the 
payees to the Treasury Officer in adjustment of the advance. In the 
former case, an advice list of the forms passed for payment should be 
sent to the Treasury Officer, who in turn should send weekly an advice 
of orders paid. 

XI. PENSION PAYMENTS. 

Sub. R. 68.-Payments of pensions are made only upon Pen.sion Pay~ 
ment Orders issued by the Principal Auditor, the Treasury Officer's 
halves of which will be pasted in 'serial order in separate files, one for 
each class of pensions, such as Service, Political, Assignments and Com
pensations, Colonial Governments, Indian States. These files must be 
kept in the personal custody of the Treasury Officer. 

Sub. R. 69.-The register of Pension Payment Orders (C.A.C. Form 40) 
which the Treasury Officer has to keep will serv~ as an index to the fil~s 
of orders referred to in Sub. R. 68. After seemg that a new order IS 

Qorrectly entered in this register, he will put his initials in the column 
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for" Name of pensioner ", and rule a red ink line across the page below 
the entry. The oolumn of remarks will be blank as long as the order of 
payment is in force; but when both portions of the order are returned 
on accoun~ of. death of the pensioner, or application for transfer, which 
causes strike It permanently off the treasury list, the date and cause 
of return should be entered in black ink under the Treasury Officer's 
initials. If the original only be returned on account of non-appearance 
of a service pensioner, the date will be entered in red ink and on recla
mation this date will simply be struck out. 

Nole.-The Pension Pay'ment Orders will ordinarily be filed in one series for the wbole 
district, but the Principal Auditor lI1ay allow filing by sub-treasury series when this 
course is found more convenient. 

Sub. R. 70.-Pensioners' receipts may be taken either on separate 
bills (which bills may be attached to a schedule for each kind of pension 
or, if few in number, may support separate entries in the cash book 
and list of payments), or on a single bill, T. O. Form No. 14, for all on 
account of each class of pensions. In the latter case the receipt of each 
pensioner appe~ring personally will be taken in the column provided 
for that purpose, while separate receipts will be appended in support of 
the charges .on account of those paid at subordinate treasuries. If pay
ment is made to another person' authorised to receive it, the name of 
the payee should be entered in the separate receipt. 

1. A life certificate must accompany every pe~sion bill which is not 
personally presented except in the case of pensioners not resident in 
India specified in Article 949, Civil Service Regulations. When payment 
is made on a life certificate it should be made only for months completed 
on or before the date of the certificate. 

Any pensioner, who produces a life certificate signed by some person 
exercising the powers of a Magistrate under the Criminal Procedure 
Code, or by a Registrar or Sub-Registrar under the Registration Act, 
or by any pensioned officer who before retirement exercised the powers 
of a Magistrate, or by a Chaplain or any gazetted officer of Government, 
or by any person holding a Government title, is exempted from personal 
appearance. In places where no postal facilities exist for payment of 
pensions by postal money orders, village officers are authorized to sign 
life certificates of all pensioners who draw pensions of Rs. 20 per mensem 
or less, subjeot to the condition that the disbursing officer should be in 
posseBBion of the specimen signatures of the village officers issuing such 
life certificates. 

2. Where the determination of a pension cannot be fixed for a precise 
date, thll pensioner's receipt must be accompanied by a certificate that 
the event (whetever it is) which determines the pension has not 
happened. 

3. A declaration in the following form should be obtained half-yearly, 
frotu- female pensioners whose pension is terminable by their marriage, 
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and should be attached to the bills for pension paid for December and 
June:-

" I hereby declare that I am not married, and that I have not been 
married during the past half-year. 

" ............ Widow } 
" D hte of the late •............. .... .... .... aug r 

"We certify to the b~t of our knowledge and belief that the 
above declaration is correct." 

(To be signed by two responsible officers or well krwwn persons.) 

4. A certificate of non-employment is printed in English and Verna
cular in T. O. Form No. 14 and should be signed by all pensioners except 
ex-inferior servants, and ex-policemen who are in receipt of a pension 
of not more than Rs. 10 a month. If a pensioner who is required. to 
sign the certificate is re-employed either permanently or temporarily 
in' a Government establishment, or in an establishment paid from a Local 
Fund, during the period for which pension is claimed, he should furnish 
the necessary particulars therein and the disbursing officer should 
ascertain and report whether the rules regarding such re-employment 
have been duly observed. • 

Sub". R. 71.-Every payment is to be entered on the .reverse of both 
portions of the order and attested by the signature of the disbursing 
officer; in the case of pensions paid at a sub-treasury where will be found 
only a copy of the order in English or vernacular with the District Officer's 
order thereon, the sub-treasury officer will make the entry on the counter
part and on his copy, while the Treasury Officer at the head-q~s 
treasury will, from the receipt, make the necessary note on his original 
of the order. 

Sub. R. 71-A.-The payment of pensions not exceeding Rs. 50 a month 
may be made by postal mopey omer, at the option of the pensioner. 
When this mode of payme~t is adopted, the following rules shall be 
observed :-

1. A pensioner who elects to have his pension paid by money 
order should presept in person to the Treasury Officer a declaratiop 
to that effect with- his copy of the Pension Payment Order. The 
Treasury Officer should then identify the pensioner as laid down in 
Article 328, Civil Account Code, Volume II. After this has been 
done, he should paste the declaration and both halves of the Pension 
Payment Order in a separate file headed '·Pensions payable by money 
order '. On a date not later than the 10th of each month, a Treasury 
Office clerk deputed for the purpose should make out s' money order 
form for each pension recorded in the file mentioned above, less mopey 
order commission, and make corresponding payment entries in the 
table at the back of the Pension Payment Orders. The Treasury 
Offic~r should sign the money order form and initial the entries op 
the back of the Pension Payment Orders after carefully comparing 
the three documents. . 
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2. In order to minimise the. risk of fraud, the Treasury Officer 
should compare the signature on the money order receipt every month 
with the pensioner's signature on the Pension Payment Ord.er. The 
Treasury Officer should also satisfy himself once every six months 
in s1l:ch manner as he thinks desirable that the pensioner is actually 
alive. In token of having done 80, he should endorse on the schedules 
of payments for the months of April and October each year a certificate 
to the effect that he has satisfied himself that the pensioners were 
actually alive on the dates on which the pensions were remitted to 
them. 

3. Some village official or other suitable subordinate agency, such 
as the Police, should be made responsible for reporting promptly to 
the Treasury Officer the death of any pensioner whose pension is paid 
by money order. 

4. It will not be necessary to prepare separate pension bills for 
8uch payments. The payments should be shown in a separate schedule 
whioh will serve as voucher. A certificate in the following form in 
the handwriting of the Treasury Officer should be endorsed on the 
schedule :-

"Certified that I have obtained from each pensioner a declaration 
that he has not received any remuneration for serving in any capacity 
either under Government or under a Local Fund during the past 
six months and that I have satisfied myself that a.ll payments noted 
iii. the schedule have actua.lly been remitted by money order." 

5. The amount to be remitted should not be paid to the Post Office 
in cash but by transfer to the credit of the Post Office. The money 

- order forms should be sent to the Post Office ~th a certificate by the 
Treasury pfficer that the amounts of the money orders and the fees 
thereon have heen credited to the Post Office in the Treasury Account 
by transfer. 

6. The Treasury Officer will watch Jor the money order receipts 
for a.ll remittances shown in the special file and will also compare 
the signatures in these receipts with the specimen signatures on the 
Collector's halves of the Pension Payment Orders. 

7. In the next month's schedule, the Treasury Officer will furnish 
the following certificate :-

" Certified that I have satisfied myself that all pensions included 
in the schedule for the previous month have been paid to the proper 
persons and that I have obtained all money order receipts in support 
of these payments and filed them in my office." 
Sub. R. 71-B. (a).-Pensions not drawn for three years in the case of 

those adjustable under" 45---Superannuation Allowances and PensioDs " 
cease to be payable at the treasury without the prior sanction of the 
Principal Auditor. Arrears of pension due in the case of a deceased 
pensioner al1!o cease to be payable by the Treasury Officer, if they are 
not claimed WIthin one year of the pensioner's death. The Treasury 
Ofticc-: should sort out such cases by examining the files of Civil Pension 
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Payment Orders fl-very month and return his halves of the Pension 
Payment Orders to the Principal Auditor along with the stat~ment 
mentioned in clause (b) below. 

(b) The Treasury Officer should submit to the Principal Auditor, 
every six months, a sta.tement of cases of failure'to draw pensions. The 
statement should be prepared in two parts, one part showing the' names 
of all pensioners who have not drawn their pensions for threp years and 
the other part showing the names of pensioners other than those included 
in the former part who have not drawn their pensions for more than one 
year. The reason for the non-drawal, if known, should be stated agawst 
each name. 

XII. MISCELLANEOUS. 

(i) Refunds of Revenue. 

Sub. R. 72.-The Government servant who originally received the 
amount should fill in columns 1 to 5 of T. O. Form No. 15 and sign the 
certificate at the foot of it, while the Treasury Officer or Sub-Treasury 
Officer should verify the credit by means of the particulars in columns 
4 and 5, and a:ffi.X his signature in column 6 in token of his having 
done so. 

(ii) Refund of Examination Fees. 

Sub. R. 73.-1£ the amount of examination fees or any part of it is 
to be refunded, a certificate will be endorsed upon the original receipt 
by the Secretary to the Board of Examiners specifying the amount 
to be refunded; and the amount so authorised will be paid on presenta
tion of the original receipt so endorsed at the Treasury whence it was . 
issued-the recipient giving his receipt below the endorsement. 

Sub. R. 74.-If the original amolUlt was paid into a' Presidency Bank 
the refund will be made (in '~ccordance with the above procedure) by 
the Principal Auditor. 

(iii) Discount on Stamps. 

Sub. R. 75.~Discount on stamps is allowed to certain classes of vendors 
under fixed rules, and is given by deduction from the purchase money. 
The total amount of discount due and paid to a stamp vendor on 
individual bills should be round,ed up to the nearest pie. 

When General and Court-fee Stamps are sold and discount allowed, 
receipts should be obtained in the form specially provided forthe purpose. 
A consolidated monthly bill for all discount and commission on these 
stamps should be sent to the Superintendent of Stamps together with 
these receipts. The Superintendent of Stamps will forward the consoli
dated bill duly countersigned to the Principal Auditor, cancelling the 
receipts. 
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(iv) Commission to Registrars. 

Sub. R. 76.-Commission to Registrars is drawn under departmental 
rules upon vouchers which exhibit the fees upon which the commission 
is claimed, in such a form as to be capable of verification by comparison 
with the treasury accounts. In cases in which commission is calculated 
on the number of documents registered the bill is passed on a certificate 
of the District Registrsr or other Controlling Officer. 

(v) Departmental Payments. 

Sub. R. 77.-Payments, such as purchase of stores in the Public Works 
Department, are made under some general or special sanction. If not 
provided for by departmental rules they should be made upon separate 
bills accompanied by vouchers and a certificate that they have been 
entered in the proper store accounts; the authority (unless it is a general 
one), under which the purchase is made, should'also be quoted. 

N oU.-In the certificate referred to in this rule it should also be certified that the 
q uantitiee noted in the vouchers are COl'l'llCt, the quality is good, the rates paid are not 
in 8_8 of the accepted and the market rates and that suitable notes of payments have 
been recorded against the indents and invoices concerned. 

(vi) Payments '0 Persons no' in Goverumen' Service. 

Sub. R. 78.-When a person not in Government service claims payment 
for work done, service rendered or articles supplied, the Treasury Officer 
should require-

(a) The submission of the claim by the head of the department, or 
other responsible Government officer under whose immediate order 
the service was done or the equivalent was given for which payment 
is demanded. 

(b) Failing the above, in cases when it may be necessary to pay the 
amount of a bill drawn by a person not in Government service, and 
also when the authority of the head of the department or responsible 
officer is insufficient, an order from the Audit Officer should be sought, 
by furnishing that officer with any necessary particulars for obtaining 
the sanction of Government should such be needed. 

(e) And in any event, if a bill be drawn by a person not in Govern
ment service, the Treasury Officer should use special precautions for 
eatisfying himself of the identity of the applicant for payment. 

(d) In respect of payment of abstract contingent bills to persons 
not on the establishment of the officer who prefers the bill, when 
large payments are involved in excess of the office permanent advance, 
the abstract bill may be endorsed in favour of the contractor, after 
it ia checked and passed for payment by the head of the office. It 
should then be made over to the contractor to be presented at the 
treasury for payment, and to guard against the payment of fraudulent 
bills an advice giving all particulan of the bill should be simultaneously 
~u~ to the Treasury Officer making the payment. The Treasury 
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Officer should 'Check the bill, when presented by the party, with the 
advice and after satisfying himself of the identity of the person make 
the payment., 

In the Departments under the control of' the marginally noted 

Surgeon-General with· 
the Government of. 
Bombay. 

Superi n ten d en t, 

officers, the system of making payments on account 
of supplies and services and contingencies by 
endorsing the contingent bills to parties other 
than the drawing office (as specified in the above 
paragraph), may be adopted in cases where it 
can be worked advantageously. It should not 
be adopted as regards payments to be actually 

Government Printing 
and Stationery. 

Director of Agricul. 
ture. 

Inspector-General 
Prisons. 

of made in a district other than the one to which 
of the amount is chargeable. In such cases money Commissioner 

Police, Bombay. should be drawn on an abstract bill and remitted 
by a remittance transfer receipt. As the above 

said procedure will apply to abstract bills, the controlling officer's 
check will not be interfered with, since detailed bills with vouchers 
can be submitted to him as usual. 

(e) In all dou.btful cases, the Treasury Officer should take the orders 
of the Collector, who must be expected to assume the responsibility 
of his position; and he would doubtless be supported by the Govern
ment, if he can show that he has exercised a proper amount of care 
and discretion in the matter. When the necessity occurs, however, 
he should immediately report the fact to the Audit Officer. 

Note I.-The Treasury Officer should, at the time of making payments to non-officials 
either on behalf of Government or any local authority on account of fees, commission, 
bonus, remuneration or reward of any kind, 'communicate the fact with the addresses 
of the payees to the Income Tax Officer concerned, if the amount of each payment is 
not less than Rs. 250. 

Note 2.-Payments due to contractors may be made to financing Banks instead of 
direct t.o contractors provided that the Department concerned obtains (1) an authorisation' 
from the contractor in the form of a legally valid document like the power-of-attorney or 
transfer deed conferring authority on the B!Ihk to receive payment, and (2) the contractor's 
own acceptance of the c().rrectness bf the account made out as being due to him by Govern
ment or his signature on the bill or other claim preferred against Government in his behalf, 
before settlement of the account or claim by payment to the Bank. While the receipt 
given by the Bank holding a power-of-attorney or transfer deed from the contractor 
constitutes a full and sufficient discharge for the payment, contractors should, wherever 
possible, be induced to present their bills duly receipted and discharged through their 
Bankers. 

Sub. R. 78-A.-Payment of an income-tax refund voucher may be 
made to the refundee himself or to a person duly authorised by him to 
receive payment' provided that the receipt at the foot of the refund 
voucher is signed by the refundee himself. The precautions prescribed 
for payments to persons not in Government service should be observed 
in this case with special care. 

xm. FOREST DEPARTMENT PAYMENTS. 
Sub. R. 79.-Funds required. by Divisional Forest Officers for 

expenditure will be drawn from the treasury by means of cheques, the 
Divisional Forest Officers being' responsible for seeing that the budget 
grants are not exceeded. . 
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In exceptional cases if the amount of a cheque is large and funds are 
required on a deficit treasury to meet expenditure on special forest. 
works, the officer concerned should inform the Deputy Controller of the 
Currency, Bombay, in advance to enable him to place the necessary 
funds at the disposal of the treasury or sub-treasury. 

Transfers of divisional charges should be reported by the relieved 
officer to the Treasury Officers concerned. 

Sub. R. SO.-When officers of other Civil Departments are authorised 
to incur charges on account of the Forest Department they will do so 
as Forest disbursers. They can, therefore, obtain funds from the treasury 
for such expenditure only under t)le rules applicable to the officers pf 
the Forest Department. 

Sub. R. S1.-The Treasury Officer will cash against the drawing account 
of a Divisional Officer, a cheque drawn by an officer holding charge 
of a Forest Sub-division or Range provided that he has received from the 
Conservator instructions to that effect in writing. Such instructions 
must empower the officer personally and may specify the extent to which 
he may draw. That officer must not use the same cheque book as the 
Divisional Officer. . 

Sub. R. S2.-Ca.sh may, if required, be obtained by officers of the 
Forest Department by cheques drawn on the sub-treasuries subordinate 
to the district treasuries with which they are placed in account. The 
departmental officer should, in such cases, advise the District rrreasury 
Officer, from time to time, of the probable amount of his drawings 
on each sub-treasury in order that funds may, . if possible, be duly 
provided. . 

XIV. PUBLIC WORKS DEPARTMENT. 
NoIe.-The rules in thi. I8ction apply primarily to officera of the Publio Works 

Department. They are equally applicable to Special Land Acquisition Officers and other 
officers not belonging to the Public Works Department. who may be authorised to incur 
expenditure against the grant for Publio Works. They do not apply to charges for 
con8truction (petty) and repaira executed by oivil officera whioh are not treated &B 

expenditure of the Publio Works Department. 

Sub. R. S3.-Treasury Officers are prohibited from issuing any money 
for disbursement by such officers except in accordance with the rules 
in this section. 

Sub. R. S4.-When an officer of another Civil Department is authorised 
to incur charges on account of the Public Works Department against 
the grant for "Public Works" he will do so as a Public Works 
disburser. 

Sub. R. 85.-Fu~ds are. supplied 'to offiCers of the Public .works 
Df!partment in two ways ~ viz., (1) directly by pay, travelling allowance 
and contingent bills, and (2) by means of cheques. The two classes 
of payments will be registered separately in the treasury. 

Sub. R. 8G.-Expenditure on account of pay. travelling allowance 
and c(';;.1tingencies in the Public Works Department is incurred in the 
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same way as in the other Civil Departments, but the following rules are 
special to the Public Works Department :-

(a) Treasury Officers will cash such bills of Public Works Officers 
only if the latter have been placed in account with them specifically 
for these purposes by a written authority from the Principal 
Auditor. 

(b) Non-gazetted officers' bills and contingent bills presented for 
encashment may, at the option of the drawing officer, be paid wholly 
in cash or partly ~ cash and partly by (a) cash orders on sub-treasuries 
or (b) remittance transfer receipts on other districts. These bills 
should be accompanied by a memorandum signed by the drawing 
officer and specifying separately the amounts required in the several 
forms referred to in this rule .. 
Sub. R. 87. (a).-Divisional Officers and other Public Works Officers 

who may be so authorised by the Principal Auditor, may draw cheques 
on specified treasuries and thus obtain the funds required by them for 
departmental disbursements not covered by the bills cashed directly 
at treasuries. No letters of credit will, however, be issued specifying 
the limit up to which cheques may be drawn during the month. 

'(b) Without making previous arrangements through the Principal 
Auditor, no officer is authorised to draw cheques on a treasury situated 
outside the limits of the province, even though his own jurisdiction may 
extend beyond those limits. 

Sub. R. 88.-A Divisional Officer authorised under Sub. R. 87 (a) 
to draw cheques on the treasury may empower any of his Sub-divisional 
Officers to draw against his own account. Separate accounts for sub
divisional officers should not be opened either at the head or at a sub
treasury; the Divisional Officer gives a letter of authority only and the' 
.cheques drawn and paid under his authority will be Charged off in the 
same way as if drawn by himseli.. If a Divisional Officer considers it 
necessary for the maiittenance of efficient control over the disburse
ments of his division to set a monthly limit on the drawings of any of 
his Sub-divisional Officers, he may do so, fixing either a standing limit 
or a fresh limit either every month or whenever necessary. All such 
limits may be raised,.,or lowered subsequently. Intimation of every 
limit when fixed or changed should be sent both to the Sub-divisional 
Officer and the Treasury Officers concerned. If a Divisional Officer 
has intimated any limitation on the drawings of a Sub-divisional Officer 
for any month, the cheques drawn by the latter during that month should 
be noted, irrespective of the date of payment, on the reverse of the letter 
advising the limitation. The entry in the register of cheques paid should, 
however, appear under the date ot actual payment. 

1. The limit when fixed should be for the account month of the 
sub-division and the dates of the commencement and termination of 
the month must be specified in the intimation to the Treasury Officer. 
Any undrawn balance is not available for drawings in subsequent· 
IQ,onths; 
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2. At the option of the Divisional Officer, the limitations may not be 
intimated to the Treasury Officer, if the check exercised by the Divisional 
Accountant Qver the Sub-divisional cash accounts, after the expiry 
of the month, is considered IlUfficient for the purposes of the Divisional 
Officer. 

Sub. R. 89.-When the funds are required for a Sub-divisional Officer 
at a different treaSlUy from that with which the Divisional Officer himself 
banks, the latter shonld get himself placed in account with that treasury, 
[t1ide Sub. R. 87 (an, and then empower his subordinate to draw against 
his account. Funds should not be made available for such a purpose 
by means of remittance transfer receipts. 

Payment at Sub-Treasuries. 

Sub. R.90.-Funds may also be obtained by the Divisional Officer 
or his Sub-divisional Officers, from sub-treasuries by means of cheques. 

XV. EXCISE DEPARTMENT (IN THE PRESIDENCY 
ONLY, i.e. EXCLUDING SIND). 

Sub. R. 9t.-Funds are supplied to the Excise Department by means 
of annual letters of credit issued by the Deputy Controller of the Currency 
in favour of the Commissioner of Excise. . 

Sub. R. 92. -The Treasury Officer will cash cheques drawn by the 
Superintendents of Excise and the Superintendent, Government Central 
Distillery, Kasik Road, authorised by the Commissioner of Excise to 
draw against the letter of credit, and no charges of the Excise Department 
will be paid otherwise than on chequea 80 drawn. 

N.u.-The Divisional Fol'llllt Officer, West Naaik, haa been specially authorised to 
draw cheq.- on the Peint Sub-Treasury against the letter uf credit.. 

(1) Chequt'8 drawn on or before 31st March of a year and presented 
for payment after that dste in the next financial yesr are debited against 
the letter of credit for the month in which the cheques are issued. 

(2) Superintendents of Excise and the Superintendent, Government 
Central Distillery, Nasik Road, should send to the Commissioner of 
Excise so as to reach him by the 15th of March each year, an estimate 
of requirements of funds from the treasury or 8ub-tressury during the 
ensuing yesr. The CoDlllli8sioner shonld frame from them an applica
tion for the requirements of the Presidency proper and submit it to the 
Deputy Controller of the Currency in time for the advice of the letter 
of credit which will be issued by that officer to resch the officer for 
whose use it is intended before the commencement of the new financial 
y~. 

Sub. R. 93.-Cheques may also be drawn on su~-treasuries under 
the orders of the Commissioner of Excise who should advise the District 
Treasury Officer from time to time of the probable amount of drawings 
on each sub-treasury, in order that funds may, if possible, be duly 
provided. 
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Sub.R. 94.-When Government servants of other Civil Departments 
are authorised to incur charges on· account of the Excise Department 
t~ey will do so as· Excise disbursers. They can therefore obtain funds 
from the treasury for such expenditure only, under the rules applicable 
to the Excise Department. ' 

XVI. PROCEDURE TO BE FOLLOWED IN THE TREASURY. 
, . 

Sub. R. 95.-The bill or other voucher presented as a claim for money 
will be' received and examined .by the Accountant, and then laid before 
the Treasury Officer who, if the claim be admissible, the authority good, 
the signature true and in order, and the receipt a legal quittance, will 
sign the order for payment at foot of the voucher, taking, care to adopt 
the precautions prescribed in Sub. R. 26. Care should be taken that 
all bills and vouchers passed for payment are paid on the same day, 
and that no payment is made except under the written order of the 
Treasury Officer. 

Note.-The Audit Officer will supply all 'Xreasury Officers within his audit area with 
a copy of the specimen signature of all gazetted officers serving under him who are 
authorised to sign payment orders on bills and vouchers or to issue letters of authority 
for payments to be made at treasuries. Before a Treasury Officer pays a bill on the 
authority ofan order purporting to have been issued from the Audit Office he should verify . 
the signature on the order by comparison with the specimen signatures of the signing 
officer. 

Sub. R. 96.-The Treasury Officer has to satisfy not· only himself· 
but also the Account Department, that the claim is valid; and has 
fur~her to prove that the payee has actually received the sum charged. 
Careful attention must therefore be given to the rules regarding the 
completion of vouchers referred to in Sub. R. 26. The Treasury Officer 
must have sufficient information as to the nature of every payment he 
is making, and is without excuse if he accepts a voucher which does not 
formally record that information. 

Sub. R. 97.-A register should b~ept in each 'treasury showing the 
names of all gazetted officers fuawing their pay from that treasury, and 
as each' pay-slip is received fro~ the Principal Auditor, the amount 
of pay and allowances which it sanctions should be entered against 
the name of the officer concerned. As each pay bill is presented for 
payment reference to this register should be made to see that the sanc
tioned rate is not excee~ed: 

Sub. R. 98.-The Treasury Officer should take special care to see thai; 
receipt stamps'are so defaced that they cannot be used again, and offer 
no temptation to the abstraction of vouchers for the sake of the stamps 
upon them. Several cases of the loss of vouchers have occurred owing 
to the neglect of this precaution. ' 

Sub. R. 99.-After the voucher has been completely entered in'the 
accounts, and the order to pay signed by the Treasury Officer, it should 
be passedon,together with-the payee, to the Treasurer's Depa.rtment, 
when the Treasurer will make the payment, punch the stamp, stamp the 
voucher" Paid ", and retain it for delivery to the Account Department 
when the books are compared. 
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Sub. R.tOO.-The procedure in regard to the receipt, custody, and 
payment of money at district treasuries, is generally applicable to 
sub-treasuries also. 

Sub. R.tOt.-Officers of certain departments are authorised to obtain 
funds from sub-treasuries by means of cheques. Any extension of the 
system will require th~ sanction of the District Officer, which sanction 
will be subject to the veto of the Deputy Controller of the Currency if that 
officer is of opinion that it will cause extra expense, direct or indirect, by 
the locking up of funds in sub-treasuries, or any radical change in the 
character of these offices, which are collecting depots and not disbursing 
treasuries. 

Sub. R. t02.-(a) When a cheque is presented, care should be taken 
to ascertain, by examination of its printed number, that it really was 
taken from the book notified as in use by the officer who is said to have 
signed it. The instructions given in Sub. Rul~ 28 to 30 should be 
especially borne in mind. 

(b) Cheques cro8ged in accordance with the proviEions of Chapter XIV 
of the Negotiable Instruments Act should be honoured when presented 
at the treasury. 

1. If the payee is unknown at the treasury. the Treasury Officer 
should make any enquiries he tbinks necessary and should specially 
consider the date, serial No. and amount of the cheque as well as the 
hand-writing and, if suspicion arise, he may defer payment until he hI'S 
referred to the drawer. 

2. Pa89 books sent to the treasury to be written up should ordinarily 
be returned to the drawing officer the same day. 

Sub. R.t03.-Treasury Officers. when cashing bills for officers at 
a distance from the treasury. should furnish a note explaining the amount 
of cash and transfer receipts (if any) iBSued, and any deductions or altera
tions that may be made in the bill presented. The note should be in 
bi-lingual form. as it is important that the guard or me8genger who 
receives the money should ascertain that the amount stated agrees with 
the actual cash or drafts delivered to him; and. when that person 
is unsble to read. the Treasury Officer should himself explain to him 
the amount entered on the note. 

The following form is recommended ;
Bills presented for pay. etc. .. 
Bills presented for contingencies 
Bills presented for sundries .• 

000 
000 
o 0 () 

Total 0 0 0 
tDeductions (if any) 

t(Explanation) 
Siguature of Messenger 

Treasury Ollicer. 



38 

T. O. l7.-A TreasUi'y Officer shall not honour a claim which he 
considers to be disputable. He shall require the claimant to refer it to 
the Principal Auditor responsible for the audit of the payment. 

T. O. lS.-Except under the general or special orders of the Governor 
in Council, a payment shall be made in the district in which the claim 
arises. 

(i) Place of payment. 

Sub. R. 104.-Pay bills are ordinarily payable only at the treasury 
of the district in which the claim arises, but gazetted Government servants 
may, at their option, if there is no branch of the Imperial Bank of India 
at their head-quarters, draw their pay partly at the head-quarters of the 
district in which they may be serving and partly at Bombay and in 
the case of Officers in Sind, at Bombay or Karachi, but not at both 
subject to the following conditions:-

(1) The concession shall be admissible only to gazetted Government 
servants whose pay is subject to personal audit and is not less than 
Rs. 500 a month. 

(2) Not less than Rs. 100 in anyone month shall be drawn outside 
the district head-quarters treasury and all sums drawn in Bombay 
or Karachi must be in multiples of Rs. 100. 

(3) The amount required to be drawn at Bombay or Karachi except' 
when supply bills are used shall not be altered at intervals of less 
than three months, 
Note I.-The following concessions (if not allowable under the above rule) are allowed 

to continue in respect of all individual officers who already enjoy them :-
(a) Officers serving in Baluchistan and Central India are allowed to draw a part of 

their pay at Bombay by means of supply bills i88ued at par. 
(b) Officers serving in the Central Provinces are allowed to draw their pay partly 

at their District Head-quarters and }>¥tIy at either (1) Nagpur or (2) Bombay. 
The amounts required to be paid at Bombay should be drawn by means of supply 
bills iBBued at par. 
Not/!' 2.-Gazetted officers serving in Persia and the Arabian shore of the Persian 

Gulf have been allowed at their option to draw a part of their pay in India, subject to 
the following conditions :-

(1) The concession shall be admissible to gazetted officers whose pay is subject to 
personal audit and is not less than Re. 500 a month. 

(2) Not less than Rs. 100 in anyone month shall be drawn in India and all surna 
drawn must be in multiples of Re. 100. 

(3) The amounts required to be drawn in India shall not be altered at intervals 
of less than three months. .. 

(4) The amoUnts drawn in India will be payable only at Bombay and shall be drawn 
by means of supply bills iBBued at par. 
Note 3.--OfIicers serving in the Hyderabad State may, at thcir option, draw their pay 

partly at the Hyderabad Residency Treasury and partly at Bombay, subject to the 
following conditions:-

. (1) The concessions shall be admissible only to gazetted officers whose pay is subject 
to individual audit and is not less than Re. 500 per menscm. 

(2) Not lesa than Re. 100 in anyone month shall be drawn outsids the District 
Head-quarters Treasury and all surna drawn in Bombay must be in multiples 
ofRs.100. 
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(3) The &mOunt required to be paid at Bombay shall not be altered at intervals of 
Icss than three months and shall be drawn by means of supply bills issued at par. 
N rU '.-The issue of supply bills under the above note is not subject to the restriction 

laid down in Chapter VII of the Resource Manual for supply bills which are intended 
for the remittance of funds made by the publio through Government. 

Sub. R.l04.A.-Every endeavour should be made to pay all personal 
claims for pay and allowances, including travelling allowance, up to 
date to Government servants on transfer as provided for in Financial 
Rule 51 (b) before issuing a last-pay certificate. Such claims may, how
ever, be paid after taking charge of the new appointment provided that 
reasons for not having complied with Treasury Order 18 are recorded 
on the bills preferred for such claims. 

Sub. R.l04-B.-The Commandant and Adjutant of His Excellency 
the Governor's Body Guard are permitted to draw their pay and allow
ances through their Bankers in Bombay during the periods for ~hich 
the head-quarters of Government are at Poona or Mahableshwar. 

Sub. R. 104-C.-Payments to contractors should, as far as conveiliently 
practicable, be made by cheque on the nearest treasury and a stipulation
to the effect that payments will be 80 made should be inserted in the 
contract agreement when necessary. 

The nearest treasury would ordinarily be one within- the district, 
but in specific cases where the nearest treasury happens to be out.side the 
district, payments may be made by the disbursing officer by cheque on 
Buch a treasury. 

Sub. R.l05.-Gazetted Government servants of the Public Works 
Department, in addition to the concession in Sub. R. 104, may present 
their pay and travelling allowance bills at the treasury or sub-treasury 
nearest to their head-quarters or at any treasury or sub-treasury within 
their jurisdiction. After the place of payment has been selected, it may 
be changed only with the consent of the Principal Auditor, or, if both the_ 
old and new places of payment are within his jurisdiction, of the 
Treasury Officer. 

Sub. R. 106.-Bills for pay and allowances of the establishments of 
the Public Works Department are payable at the nearest district treasury 
with which they will be placed in account by the Princi~l Auditor. 

Exception.-The following Government servants ~y present the bills 
of their establishments direct at the nearest sub-treasury but they cannot 
draw on more than one treasury or Bub-treasury:-

All Superintending Engineers, Executive Engineers, Assistant 
Executive Engineers and Assistant Engineers, the Electrical Engineer 
to Government, the Executive Engineer, Electrical -Division, and 
Electrical Inspector, Bombay, the Assistant Engineer, Electrical Division, 
and Assistant Electrical Inspector, Bombay, the Assistant Engineer, 
Poona Electric Sub-division, and Assistant Electrical Inspector, Poona. 
and the Assistant Engineer, Sind Electric Sub-division, and Assistant 
Electrical Inspector in Sind. 
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Sub. R. 106-A.-Payments to the Bandra Municipality on account 
of Government grants and advances may be made by cheques drawn 
on the Imperial Bank of India, Bombay, provided that all bills are 
presented at the office of the Accountant General, Bombay, for preaudit 
and payment. 

(ii) Inspecting Officers. 

Sub. R.107.-A Government servant whose duty requires him to 
travel on inspection should ordinarily take with him a last-pay certificate, 
,,:hich will enable.him to draw from the nearest treasury within his 
clIde of jurisdiction such portion of his pay as may be entered in it at 
his request, the balance, if any, being drawn at his head-quarters. 
Should he pass from one Principal Auditor's jurisdiction to another's, 
the·last pay certificate should be countersigned by both. In such a case, 
of course,. no ailmance is made, and. no recovery or adjustment becomes 
necessary. Similarly,' he may draw his travelling allowance on the 
prescribed bill form with nec~sary certificates, countersigned by the 
controlling authority, if aJ;l.y, but he cannot take advances on account 
of travelling allowances. 

Note.-In the Public Works Department, a Superintending Engineer may admit to the 
benefit of this rule any Divisional Officer who is obliged to be continuously absent from 
his head-quarters for more than a month at a time. 

(iii) Inspecting Officer's Establishment. 

Sub. R. 108.-When part of his esta. blishment moves with an inspecting 
officer, the head of the office may grant a last-pay certificate for that 
portion in order to enable him to draw from another treasury such po.rtion 
of the pay for it as may be desired, the balance, if any, being drawn at 
had-quarters. 

T. O. 19.---.,The leave-salary of a gazetted Government servant, who 
draws' his leave~-salary in India, ~y be paid in any district in India. 
The leave-salary of a non-gazetted Government servant may be paid 
in tha~ district only in which his pay could be drawn if he were on dtlty. 

T. O. 20.-PeIisions payable in India IIiay be paid ~ any district in 
IJ;l.d,ia . 
. T. O. 21.-No withdrawal shall be permitted in order to meet the pay, 

leave-salary or allowances of a gazetted Government servant, or a reward. 
or honorarium payable't~ a gazetted Government servant, or any pension 
payable from the general revenues,until an au(Ht officer has intimated 
the rate at which payment should be made; provided that the Governor
General in Council may, for special reasons and with the concurrence 
of the Auditor General, relax the provisions of this Order. 

Sub. R.109.-A newly appointed gazetted Government servant 
drawing pay for the first time from any treasury 'should present w!-th 

. his bill an order from the Principal Auditor intimating the rate at whICh 
the payment should, be made. 
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Sub. R. UO.-A gazetted Government servant should draw an 
increased or a changed rate of pay, leave-salary or fixed allowances on 
presentation of a bill either pre-audited by the Principal Auditor, or 
accompanied by a letter of the Principal Auditor, authorising the amount 
to be drawn. 

Sub. R. tU.-No payment is to be made without the orders of the 
Principal Auditor to a gazetted Government servant transferred from 
another province or from another Department or on return from leave 
out of India. 

T. O. 22.-No withdrawal shall be permitted in order to meet the 
first of·any series of payments in a district of payor allowances to a 
Government servant, other than a person newly appointed to Government 
service, unless the claim be supported by a last-pay certificate in such 
form as may be preseribed by the Auditor General. 

Sub. R.U2.-Forms of last-pay certificates to be given by the 
Treasury Officer in the case of gazetted Government servants and by heads 
of offices or the gazetted Government servant authorised to sign" for" 
the head of the office, in the case of non-gazetted Government servants, 
provide for details of the fund deductions. Although the Government 
servant preparing the bills is responsible for the correctness of such 
deductions, the Treasury Officer is responsible not only for entering in the 
certificates all demands against the departing Government servant. 
including any made under an order of attachment of his pay by a Court 
of Law, of which he may have received notice before granting the certj.fi
cate, but also for passing any, of which he may afterwards receive notice, 
to the treasury from which the Government servant will in future draw 
pay. . 

Sub. R.U3.~In all cases of transfer, the last-pay certificate, where 
such certificate is necessary. should specify the date up to which a 
Government servant is paid his claims for pay a.nd allowances as provided 
for in Financial Rule 51 (b). 

Sub. R.U4.-A Treasury Officer mnst be careful not to pay an 
allowance to a gazetted Government servant· to whom he has granted 
a last-pay certificate unless the certificate is first surrendered. 

NoIe.-Rulea regulating the preparation of Iast·pay oertificate& in cases of transfer on 
duty or return from leave as laid down by the Auditor General are given in Appendix 
No.2 to the Subeidiary Rules. 

T. O.23.-In case of urgent necessity, a Collector may require a 
Treasury Officer to make a payment in contravention of orders 16, 17, 18, 
19, 21 or 22 above; provided that the Collector records an order in 
writing and immediately sends a copy of the order, together with an 
explanation of the circumstances which rendered it necessary, to the 
Principal Auditor who will audit the payment. The Treasury Officer 
also shall intimate the payment to the Principal Auditor. 
. T. O. M.-A Treasury Officer may correct an arithmetical inaccuracy 
or an obvio1l8 mistake in any bill presented to him for payment, provided 
that he intimates to the drawing officer the correction which he makes. 
.:"> .. • r 
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Sub. R.115.-When bills presented for payment contain obvious 
arithmetical mistakes or trifling mistakes, which can be corrected, a 
Treasury or a Sub-Treasury Officer should not return such bills, but 
should correct them and pay the corrected amount of the bill. 

Sub. R. 116.-Similarly when bills contain doubtful iteIllB which can 
be easily eliminated, the Treasury or the Sub-Treasury Officer should 
disallow the doubtful iteIllB and pay the remainder of the bill. 

Sub. R.117.-In the cases referred to in Sub. Rs. 115 and 116 the 
corrections made and the reasons therefor should be inti.J:nAted to the 
presenter of the bill and, if necessary, to the Principal Auditor (or to the 
Treasury Officer in the case of payments made at a Sub-Treasury). 

Instructions to Drawing Officers. 

T. O. 25.-A Government servant who is authorised to withdraw 
moneys by means of cheques shall notify to the Treasury Officer or to 
the local officials of the Bank, as the case may be, the numbers of the 
cheque books, which from time to time he proposes to use and of the 
cheques which they contain. 

Sub. R. 11S.-In the case of sub-treasuries the advice of the number 
of the cheque book to be used should ordinarily b~ sent through the 
distrid treasUIY, but in cases of urgency it may be sent direct to the 
sub-treasury, a copy being forwalded simultaneously to the district· 
treasury. .~ 

T. O.26.-When a Government servant who is authorised to draw 
or countersign cheques or bills payable at a treasury or the Bank makes 
over charge of his office to another, he must send a specimen of the 
relieving Government servant's signature to the treasury officer or the 
local officials of the Bank, as the case may be. 

SECTION IX.-RESPONSmILITy FOR MONEYS WITHDRAWN •. 

T. O. 27 (a}.~A Government servant supplied with funds for 
expenditure shall be respolll!ible for such funds until an account of them 
has been rendered to the satisfaction of the Principal Auditor concerned. 
In cases in which the acquittances of the actual payees are not sent for 
audit the Government servant supplied with funds shall be held 
personally responsible for seeing that payments are made to the persons 
entitled to receive them. 

T. O. 27 (b}.-If any doubt arises as to the identity of the Government 
servant by whom an account .of such funds shall be rendered, it shall 
be decided by the Governor in Council. 

Note.-For rules regarding the responsibility for over· charges Rule 32 of the Financial 
Rules of the Govemment of Bombay may be referred to. . 

T. O. 2S.-A Treasury Officer, receiving an intimation from an audit 
officer that moneys have been incorrectly withdrawn and that a certain 
sum should be recovered from a chawing officer must effect the recovery 



without delay and without regard to any correspondence undertaken 
or contemplated with Teference to the retrenchment order; and the 
drawing officer must without delay repay the sum by such method as the 
Audit Officer may prescribe. 

Note.-See in this connection Rule 338- (2) of the Finanoial Rules of the Government 
of Bombay. -

SECTION X.-GENERAL EXCEPTION. 

T. O.29.-A Governor in Council may not, without the sanction 
of the Governor-General in Council, so exercise any power conferred 
upon him by these orders as to impose upon the Bank in connection 
with Government business any responsibility which the Bank is not 
liable to undertake at the time when these orders come into force. 
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APPENDIXA. 

I. The public account is the account maintained of moneys which 
have pa88ed into the custody of Government. It does not cover moneys 
paid to a Government servant in an official or any other capacity, unles~ 
such' moneys have been paid by liuch Go.vernment servant into the 
Government account at a Treasury or the Bank. 

II. Ca) Except as provided in clause (b) of tbis rule, every Govern
ment servant shall, without undue delay, pay into tlle public account 
all moneys received by him as dues of Government or for deposit in 
the custody of Government; and no ,Government servant shall deposit 
in a. bank moneys withdrawn from tlle public account. 

(b) (i) Accounts with a bank may be opened witllOut restriction by 
the following Cla88es of Government servant:-

An Administrator General. 
An Official Trustee, Assignee or Receiver. 
A Sheriff. 
The Soli('-ito1'8 to the' Government of India and the Government of 

Madras. 
An Accountant General of a High Court or the Account Officer of 

a High Court on the Original Side. 
(ii) To avoid risk of loss from Military treasure-chests, officers. 

commanding Units and others concerned with the administration of 
public funds in the Military Department may open accounts with a bank 
in their official capacity. 

(iii) A GovernoI or a Lieutenant Governor may perInit his Private or 
Military Secretary to open an account for the deposit of funds under 
the personal control of the Governor or Lieutenant Governor. 

III. All accounts opened under these rules must be opened with the 
Bank, where it exists. If the Bank be not available, an account may 
be opened in a Post Office Savings bank or with the approval of the 
local Government with any other bank. 
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APPENDIX No.1. 

(See Sub. R. No. 23 under T. O. 16.) 

No. Class of Officers. Class of bills drawn. 

I Gazetted Officers •. (i) Pay and Travelling Allowance 
bills of self and bills for 
examination fees provided 
they are countersigned by the 
Secretary of the Examination 
Committee. 

I 

I 

I Non-gazetted 
treated as 
Offices. 

Officers 
Heads of 

(ii) Establishment, Travelling 
Allowance, contingent and 
other* bills of the offices of 
which they are Heads. 

(i) Pay and Travelling Allow- J. 
&Dce bills of self. 

(it) Establishment, Travelling 
Allowance, contingent and 
other* bills of their offices. 

Remarks. 

Vide State-
mentsA,- B 
and C 
appended. 

* This class includes bills for scholarships, grants-in-aid, contributions, donations, 
refunds, loans, advances. 



STATEMENT A 

STATEMENT A. 

List of Non-Gazetted O.JlWers authorised to drOllJ) pay, travelling 
allowance, contingent and other* bills. 

Serial 
No. Class of Government Servants. 

Revenue Department. 

1. Overseers in charge of Agricaltural Farms. 
2. Superintendents of Agricultural Farms and Gardens. 
3. Managers in charge of Farms and Research Station •. 
4. Tobacco Breedor. 
5. Rioe Breeders. 
6. Rice Specialist. 
7. Horticulturist in Sind. 
8. Head Masters of Vernacular Agricultural Schools. 
9. Inspectors of Agriculture. 

10. Agricultural Overseers in charge of Farms. 
·11. District Agricultural Officers in charge of Farms. 
12. Cotton Assistants. 
13. Superintendent, Patonda Farm. 
14. Cotton Supervisor, Indus Left Bank. 
16. Cotton Supervisor, Indus Right Bank. 
16. District Supervisor, Cotton Production Cost Enquiry, Hydcraba.d (Sind). 
17. Entomological Assistants. 
18. Buno;ling Officers. 
19. Inspectors of Registration. 
20. Head Karkuna and Head Munshis.t 
21. Hoad Acconntants.f 
22. Maha.lkaris.1 
23. Assistant Agricultural Engineer in Sind. 
24. Office Superintendent in the Office of the Registrar of ('.o.operative Societies. 

Gl!7Ulf'al, etc., Departmmla. 
25. Assistant Deputy Educational Inspectors. 
26. Heads of Government Training Schools. 
27. Head Mastelll of Government Middle Schools. 
28. Head Mistresses, Government Anglo. Vernacular Schools for Girls. 

Home Department. 
29. The Chief Translator an4 Interpreter, High Court. 

47 

30. Managers, Criminal Tribes Settlements, who are in receipt of pay of Rs. 85 per 
mensem and more. 

31. Office Superintendent, Criminal Tribes Settlement Officer. 
32. Deputy Sheriff of Bombay. 

• This olass inoludes bills for scholarships, grants.in.aid, contributions, donation., 
refnnds,loans, advances. 

t In the absence of Mam1atdars and Mukhtiarkars. 
: In the ahoenoe of Huzur I>Pputy Collectors. 
f Authorised to draw travolling allowance and bills on account of bhatta and road 

Dlon .. y ~ witn_. charges for the construction of chawdis and sub-jail contingencies 
011 .abstract bills. Their pay is drawn on general estaWiahment bill. 
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STATEMENT B. 

List showing Non-Gazetted Officers authorised to Maw pay and travelling 
allowa'(tce bills of their own and their establishments. 

Serio.l. 
No. Class of Government Servants. 

Revenue Department. 

1. Officer in charge of Cotton Finance Enquiry Scheme. 
2. Mango Investigator. 
3. Inspectors of Agriculture for Cattle Breeding. * 
4. Auditors, Co-operative Societies. 
5. Industrial and Agriculturo.l. Organisers, Co-operative Societies. 
6. Weaving Inspector, Co-operative Societies. 
7. Sub-Registrars on Rs. 120 and above.t 
8. Inspectors of Warehouses.~ 
9 •. Excise Inspectors, Assistant Inspectors and Sub-Inspectors (in the PresidenllY

proper).~ 

10. District Agriculturo.l. Overseers holding indepeI!dent charges away from the offices 
of their immediate superiors. 

11. Special Mamlatdar, Co-operative Societies, Dohad. 

Home Department. 

'12. Deputy Registrar, Court of Small Causes, Bombay. 

Serial 
No. 

STATEMENT C. 

Listshowing Non-Gazetted Qlficers authorised to draw pay bills 
of their own and their establishment. 

CI~s of 'Government Servants. 

Revenue Department. 

1. Survey Mamlatdars. 
2. City Enquiry Officers. 
a. Inspectors and Assistant Inspectors of the Combined Salt and Excise Departm Itt 

in Sind. 

GeneraZ Department. 

4. The Medico.l. Officer in Charge, Infectious Diseases HospitoJ.. Poona • 

• Authorised to draW' only their pay and travelling oJ.loW'ance. 
t Authorised to draW' travellingoJ.lowance of their establishments. Their pay and 

travelling allowance is drawn on general establishment bills. 
~ Authorised to draw their own and their establishments' travelling allowance. Their 

pay is drawn on general establishment bill. . 
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APPENDIX No.2. 

(See Note under Sub. R. 114 under T. O. 22.) 
Rulc$ regulating the preparation of last-pay certificates in cases oJ 

transfel's on duty, or of return from leave. 
1. Transfers on duty may be of two kinds:-

(1) A Government servant may proceed on duty from One province 
or circle of audit to another. 

(2) A Government servant may proceed on duty from one place to 
another in the seme province or circle of audit. 
2. In the former case the Government servant should obtain a certi 

ficato in the form attached to these rules. . 
3. If he is employed at the station of the Accountant General or 

Comptroller of his province, the certificate should be given by that 
officer. 

4. If he has to pasa through that station on his ~ay to his new 
province, the certificate should be given by t'he officer in charge of the 
treasury from which he last "drew pay and countersigned by the 
Accountant Gerieral or Comptroller. 

5. If he is not employed 'at, and has not to pass through the 
Accountant General's station, the certificate should be given by the 
officer in charge of the treasury and a duplicate of it should be forwarded 
by the Treasury Officer tolthe Accountant General for countersignature 
and transmission to the Accountant General of the transferred Govern
ment servant's new province. 

Exception.-Aa an exception to Rules 3, 4 and 5 above, the last-pay 
certificate of non-gazetted Government servants transferred from . one 
province or circle of audit to another, may be given by the head of 
the office and need not be countersigned by the Audit Officer concerned, 
but in the case of transfers out of India, the last-p"y certificate should 
be signed by the Audit Officer. 

6. In the second case of transfer,' the Government servant should 
obtain a last-pay certificate in the same form from the officer in charge of 
the treasury from which he last drew payor if he is a. non-gazetted 
Government servant, from the head of the office under whom he was 
last employed. 

7. A Government serv.ant who has drawn his leave salary in India 
should, before roturning to duty, obtain a last-pay certificate in the 
same form from the Audit Officer by whom or within whose jurisdiction 
his leave salary was last paid. 

Last-pay Certificate. 
Last-pay certificate of Mr. 

ofthe-------------------- ----------------------------proceedingon ________ . ________________________________ __ 

to----------------------------~----~~-----
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2. He has been paid up to ______________ _ 
at the following rate!! :-

Particulars. 
Pay 
Additional pay for officiating 
Exchange Compensation Allowance. 

Deductions. 

Rate. 

3. He made over charge of the office of _____ -----

on the -----nQon of-----------
4. Recoveries are to be made from the pay of the Government 

servant as detailed on the reverse. 
5. He has been paid leave salary as detailed below. Deductions 

have been made as noted on the reverse. 

Period. Rate. Amouut. 

From to _____ ..aat Rs.~---___ a month. 

From to at Rs. --a month. 
From :to at Rs. a lIlonth. 
Dated at 

______ 19 Accountant General. 

(Reverse.) 
Details of recoveries. 

Nature of recovery-_________________ _ 

_ Amount Rs. __ ~--:---~----~-----:------
To be recovered jn ___ instalments. 

Deductions mai1efrom leave salary. 

From ____ to ____ on account of Rs.-----
From to on account o,Lf ____ Rs.-----

From to on account of - Rs. -----
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APPENDIX No.3. 

A Meroorandutn explanatory of each Subsidiary Rule under 
the TrfXl8ury Orders. 
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Sub. R.1.-This rule reproduces the rule in Article 294 of the Civil 
Account Code. 

Sub. R. 2.-This rule is based on paragraph (1) of Article 19 of the 
Resource Manual regarding the treasury balances. 

Sub. R. 3.-This rule is based on paragraph (2) of Article 19 of the 
Resource Manual. 

Sub. R. 4.-The existing cases in which the rule is relaxed under the 
authority of the. Government of India have been reproduced from 
Article 1, Civil Account Code, Article 34, Forest Account Code, and 
paragraph 511 (b), Public Works Account Code. Clause (e) of this rule is 
based on Government of India, Home Department, letter No. F.68/31. 
Jails, dated 7th May 1931. 

Sub. R. 5.-This rule is based on the rules iii Article 5, Civil Aecount 
Code, Article 32, Forest Account Code, and paragraph 146, Public Works 
Account Code. 

Sub. R. 6.-This rule is based on the rules in Article 5, Rule 1 of the 
Civil Account Code, Article 32, Forest Account Code, and Article 141 
of the Bombay Forest Manual. The last sentence of this rule is based 
on Government Resolution No. 5179, dated 16th February 1928. 

Sub. R. 7.-This rule is based on the rule in paragraph 155 of the 
Public Works Account Code. 

Sub. R. S.-This rule reproduces the rule in Article 5 (2) of the Civil 
Account Code. 

Sub. R. 9.-This rule reproduces the rule in Article 410 of the Civil 
Account Code. The Note to this Rule is based on Government Resolu
tion, Revenue Department, No. 2554/28, dated 19th June 1930. 

Sub. R.10.-This rule is based on the rule in Article 34 of Forest 
Account Code, Article 127 of Bombay Forest Manual and Article 411 
of the Civil Account Code. 

Sub. R.11.-This rule is based on paragraph 147 of the Public Works 
Account Code. . 

Sub. R.12.-This rule reproduces the rule in paragraph 155 (1) of 
the Public Works Account Cod\). 

Sub. R. 13 and the .. Dota" theraunder.-This rule reproduces the 
rule in Article 266 of the Civil Account Code; the .. note" is based 
upon the rule in Article 6 of the said Code. 

Sub. RI. 14,15, 16 and 17.-These rules are based on the rules in 
Articles 266 (1), 266 (2), 266 (3), 266 (4) respectively of the Civil Account 
Code. 

Jlo.w.Bk K 36()-.Y 
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Sub. R. i8.--:This rule is based on paragraph 523 (1) of the Public 
Works Acc.ount Code. 

Sub. R. i9.-This rule reprodu,ces Article 399 of the Civil Account 
Code. 

Sub. R. 20.-This rule is based on the rules in Note 1 to Article 409, 
Civil Account Code, Article 33, Forest Account Code and Article 142 of 
the Bombay Forest Manual, Volume I. 

Sub. R. 20-A.-This rule is based on Government Resolution No. 8278, 
dated 10th July 1930. 

Sub. R. 20-B.-This rule is based on Government Resolution No. 8218, 
dated 24th J:une1930. 

Sub. R. 21.-The last sentence of this rule is based on Government 
Resolution No. 4293, dated 13th October 1925. The Note 2 under this 
rule is based on Government Resolution No. 6187, dated 28th January 
1929. 

Sub. R. 22.-This rule is based on the rule in Article 8, Civil Account 
Code. . 

Sub. R. 23.-This rule is based on the ru,les in Articles 47 and 48 of the 
Civil Account Code and paragraph 502 of the Public Works Account 
Code; the statement contained in Appendix 1 is based on the 
existing orders. 

Sub. R. 25."""'-:This rule is based on the rule in Article 9 of the Civil 
Account Code. . 

Sub. R. 25-A.-This rule is based on rule 15 (4) of the Bombay Local 
Boards Account Code, 1928. 

Sub. R. 26.-This rule is based on the ru,les for preparation and form 
of vouchers as given in Article 13 of the Civil Account Code, paragraphs 
151 to 154, Public Works Account Code, and Article 143 of the Bombay 
Forest Manual. Clause (d) of this rule is based on Government Resolu
tions No. 893, dated 26th November 1921, 5th September 1924, 8th 
December 1925, 23rd February nl28 and 12th October 1928 as modified 
by. corrections Nos. l79, dated 1st. September 1928 and 231, -dated 1st 
.May 1929 to the Civil Account Code, Volume,!' Note 1 to clau,se (g) 
reproduces the rule contained in correction No. 108 to Article 13 (j) 
of the Civil Account Code, Volu,me I, Note 2 is based on Government 
Resolution No. 5857, dated 1st August 19~9 and Note 3 on Government 
.Resolution, Home Department, No. 8132/2, dated 21st .August 1931. 
Clause (l) is based on correction N~. 426, dated 1st March 1932 to the 
CIvil Account Code, Volume I and clause (n) on Government Resolution 
No. 3958, dated24th July 1925 . 
. Sub. R. 27.-This rule is based on the rule in Article 30 of the Civil 

Account Code. 
Sub. R. 28.-This rule is based on the. rules contained in paragraphs 

138 and 139· of the Publio Works Account Code, and p~rt of Article 
150 of the Bombay Forest Manual. 
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Suh. R. 29.-This rule is based on Article 23 of the Civil Account 
Code, paragraph 138 of the Public Works Account Code, and part of 
Article 150 of the Bom"bay Forest Manual. 

Suh. R. 30.-This rule is based on Article 26 of the Civil Account 
Code and paragraph 138 of the Public Works Account Code. 

Suh. R.3t.-This rule reproduces Article -i7 of the Civil Account 
Code and clause 1 is based on paragraph 505 of the Public Works 
Ac~unt Code. 

Suh. R. 32.-This rule is based on Article 51 of the Civil Account Code. 
Suh. R. 32-A.-This rule reproduces Article 51-A of the Civil Account 

CoJe, Volume I, introduced by correction No.3, dated 1st April 1926. 
Suh. R. 33.-This rule is based on Article 48 of the Civil Account 

Code. 
Suh. R. M.-This rule is based on Article 50 of the Civil Account 

Code. 
Suh. R.35.-This rule is based on Article 54 of the CivilA~ount Code. 
Suh. R. 36.-This rule is based on Article 60 of the Civil Account Code. 
Sub. R. 38.-This rule is based on revised Article 64 of the Civil 

Account Code, Volume I, as introduced by' correction No. 187, dated 
1st October 1928 and further amended by corrections No. 227, dated 
2nd April 1929 and Nos. 269 and 282, dated 2nd December 1929. Sub
rules 4: and 5 are based on paragraphs 504 and 505 of the Public Works 
Account Code. 

Sub. R. 39.-This rule is based on Article 43 of the Civil Account Code. 
The revised Note 2 under this rule is based On the Note to this Article 
aa introduced by correction No. 297, dated 1st March 1930. 

Sub. R. 40.-The special form of the absentee statement prescribed 
by the Auditor General is reproduced. Suitable forms for establish
menta revised on a time-scale of pay and those not so revised are also 
reproduced. The note under clause (b) reproduces the note to Article 
66, Civil Account Code, introduced by correction slip No. 254, dated 1st 
July 1923. 

Sub. lis. 4t and 42.-These rules reproduce the rules in Articles 67 
and 68, Civil Account Code, respectively. 

Suh. R. 43.-This rule reproduces Article 69 of the Civil Account Code. 
The second sentence in the sub-paragraph of this rule has becn revised 
in view of Government Resolution No. 3653, dated 12th June 1933. 

Sub. R. 43-A.-This rule reproduces Article 69-A of the Civil Account 
Code as introduced by correction No.4, dated 1st April 1926. 

Sub. lis. 44, 45 and 46.-These rules reproduce the rules in Articles 
72, 75 and 76, Civil Account Code, respectively. . 

Sub. R. 47.-This rule is based on the rules in Article 77, Civil Account 
Code, and paragraph 503 of the Public Works Account Code. The 
.. now" to this rule is in accordance with the actual practice in this 
Presidency. 
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Sub. R. 48.-This rule reproduces Article 78 of the Civil Account Code. 
Sub. R. 48-A.-This rule is based on Governmel}.t Resolution No. 6550, 

dated 20th Janliaryl930. 
Sub. R. 48-B.-This rule is based on Government Resolution No. 8971, 

dated 27th October 1931. 
Sub. R.49.-This rule is based on the rule in Article 89 of the Civil 

Accou,nt Code. 
Sub. R. 50.-This rule reproduces Article 97, Civil Account 90de. 
Sub. R. 51.-This rule is based on the rule in Article 101, Civil Account 

Code; Note 2 is based on paragraph 524 (b) of the Public Works Account 
Code and Note 3 reproduces the note to Article 101, Civil Account 
Code. . 

Sub. R. S2.-This rule reproduces Article 102, Civil Account C.ode. 
Sub. R. S3.-This rule is based on Article 103, Civil Account Code. 
Sub. R. 54.-This rule is based on the rule contained in Article HI, 

Civil Accou,nt Code. 
Sub. Rs •. 55, 56, 57 and 58.-These ~les reproduce the rules in Articles 

142, 143, 147 and part of the rule in Article 148 of the Civil Account 
Code, respectively. 

Sub. Rs. 59, 60 and 61.-These rules reproduce the rules in Articles 
161, 162 and 163 of the Civil Account Code, respectively. The exception 
to Sub. R. 59 is based on Government Resolution No. 685/33, dated 
18th January 1934. 

Sub. R. 62.-This rule is based on Article 220, Civil Account Code, 
Volume I, and Article 524, Civil Account Code, Volume II. 

Sub. Rs. 63, 64,65,66 and 67.-These rules reproduce parts of the 
rules in paragraphs 2, 10, 12, 13 and 14 of Appendix 7 of the Civil 
Account Code, respectively. 

Sub. Rs. 68, 69, 70 and 71.-These rules are based on Articles 326,327, 
330 and 331 of the Civil Account Code, respectively. The sub-paragraph 
of rule 1 of Sub. R. 70 is based on Government Resolution No. 8657, 
dated 16th April 1931. 

Sub. R. 71-A.-This rule is based on Article 331-B of the Civil Account 
Code. Volume II. introduced by correction No. 18, dated 1st March 1927. 

Sub. R. 71-B.-This rule is based on Article 331-A of the Civil Account 
Code, Volume II, introduced by correction No. 204, dated 2nd October 
1933. 

Sub. R. 72.-This rule is based on the rulein Article 113, Civil Account 
Code. -

Sub. Rs •. 73 and 74.-These rules reproduce Articles 400 and 401, Civil 
Account Code, respectively. 

Suh. R. 75.-This rule reproduces part of Article H9. Civil Account 
Code. An addition based on rule 37 of the Bombay Treasury Manual 
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and Government Resolution, Revenue Department, No.700/33, dated 
17th Aug WIt 1933 has also been made. 

Sub. R. 76.-This rule reproduces Article 120 of the Civil Account 
Code. 

Sub. R. 77.-This rule is based on Article 121 of the Civil Account 
Code. 

Sub. R. 78.-This rule reproduces the rule in Articles 10 and 272 of 
the Civil Account Code. Clause (d) of this rule is based on Government 
Resolution, General De~artment, No. 1598, dated 25th March 1909, 
and Government ~esolutlOn No. 4020, dated 8th December 1911. 

Sub. R. 78-A.-This rule is based on Article 272-A of the Civil Account 
Code, Volume II, introduced by correction No. 198, dated 1st July 1933. 

Sub. R. 79.-The letter of credit system having been abolished in 
the Forest Department in this Presidency, the procedure now followed 
as laid down in Article 148 of the Bombay Forest Manual, Volume I, is 
prescribed in this rule. 

Sub. R. 80.-This rule reproduces the rule in Article 31 of the Civil 
Account Code. 

Sub. R. 81.-This rule is based on the rule in Article 414 of the Civil 
Account Code. 

Sub. R. 82.-This rule is based on Article 415, Civil Account Code, and 
Article 7 of the Forest Account Code. 

Sub. R. 83;-This rule is based on paragraph 437 of the Civil Account 
Code. 

Sub. R. 84.-This rule reproduces part of Article 32 of the Civil Account 
Code. 

Sub. R.8S.-This rule reproduces Article 440 of the Civil Account 
Code. 

Sub. R.86.-This rule embodies certa.in special rules regarding pay, 
travelling allowance and contingencies of the Public Works Department 
as laid down in paragraphs 129, 501, 502, 506 and. 516 of the Public 
Works Account Code. 

Sub. R.87.-The rule in (a) reproduces Article 443, Civil Account 
Code, and that in (b), paragraph 133 of the Public Works Account Code. 

Sub. R. 88.-This rule reproduces the rules in Article 445, Civil Account 
Code, and paragraph 136 of the Public Works Account Code. 

Sub. Rs. 89 and 90.-These rules reproduce the rules contained in 
Articles 446 and 447 of the Civil Account Code, respectively. 

Sub. Rs. 91 '094.-These subsidiary rules refer to payments to the 
de-amalgamated Excise Department in the Presidency proper which 
draws money on cheques against the permanent letters of credit for an 
official ,ear issued by the Deputy Controller of the Currency. Sub. 
R. 92 has been revised on the basis of Government Resolution. 
No. 9532, dated 27th May 1932. 
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Sub. R. 95 • ...:..-This rule reproduces Article 267, Civil Account Code. 
The Note under this rule is based on Goverriment Resolution, 
~o. 4935, dated5bh August 1926. 

Sub. R. 96.-This rule reproduces the rule in Articles 15 and 268 
of the Civil Account Code. 

Sub. Rs. 97 and 98.-These rules reproduce the rules in Articles 267 (3) 
and 267 (4) of the Civil Account Code, respectively. 

-Sub. Rs. 99, 100, 101 and 102.-These rules reproduce the rules in 
Articles 269,270,271 and 274, Civil Account Code, respectively. 

Sub:n.103.-This rule is based on Article 15 (2) of theCi~il Account 
Code. . 

Sub. R. 104.-This rule is based on the rules contained in Article 56 
of the Civil Ac~ount Code and the" notes" thereunder ~re based on the 
relevant notes to that Article. It has been revised on the basis of Govern
ment Resolution No. 335/33, dated 20th September 1933. 

Sub. R.104-A.-This rule is based on Government Resolution 
No. 5367, dated 1st May 1928. 

Sub. R.104-B.-This rule is based on Government Memorandum 
No. 8378-C, dated 16th August 1930. 

Sub. R. 104-C.-This rule is based on Government Resolution No. 3881, 
dated 28th June 1934. 

Sub. R. 105.-This rule reproduces Article 57 of the Civil Account 
Code. - . 

Sub. R. 10G.-This rule is based On paragraph 506 of the Public W.orks 
Account Code. 

Sub. R. 106-A.-This rule is based on Government Memorandum 
No. 9154-A, dated 8th October 1931. 

Sub. Rs. 107 and 108.-These subsidiary rules rep:roduce Articles 58 
and 79 of the Civil Account Code, ·resp~ctively. -Sub. Rs. 109 and 110.-nese rules are based on Articles 50 and 51, 
Civil Account Code, respectively. 

Sub. R.111.-This rule is ·bailed on Article 267 (5); Civil Account 
Code. . 

Sub. Rs. 112, 113 and 114.-These rules are based on the rules 
regarding forms- of last-pay certificates contained in Article 41 of the 

- Civil Account Code and notes 1 anq, 2 to that Article. Sub. R. 113 
has been revised on the basis of Government Resolution No. 5367, 
dated 1st May 1928. 

Sub. Rs.115, 116 and 117.-These rules are based on Articles 15 (3) 
and 268 (3) of the Civil Account Code. 

Sub. R.118.-This ruie reproduces the rule in paragraph 140 of the 
Public Works Account Code. 



Date of 
I'PDU&tance. 

---

FORMS 

T. O. FORM No. I. 
P. W. A. FORM No. ,. 

[See Sub. R. 7 under T. O. 9 (a).] 

__________ Division. 

Treasury Remittance Book. 

57 

Amoan& In word •. Amount in I!gmes. 
Accountant ry Omecr --~~-. , and Treasurer for Buma Dot 

Bopeea. Annas. Plea. Bop""s. Annas.!PIee. 
for BUms under lesB than 

Rs. 500. RB. 500. 
--,---

I I 
! i 

I 
I I i 
I : 
I ! 
I 

i' 
! 

, 
I 

-

I 

, 

I I 
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T. O. FORM No.2. 
P. W. A. FORM No. 87. 

[See Sub. R. 18 under T. O. 9 (a).] 
(To be used only in cases in which value of stamps is paid by cheque.) 

Indentfor Service Postage Stamps. 

No.---__ _ Office of the D~visional Officer, 

_________ Division. 

To 

THE TREASURY OFFICER, 

Num· 
ber. 

Description. 

Service Post Cards 
1 Anna Service Postage Stamps 
t . 
t " 

1 ~ ." " 11 " 
2 Annas 
21 
4, " 
6 
8 

12 " 
1 Rupee .. 
2 Rupees 
Ii .. 

10 

". 

Cheque No. • dated 

DaWd ____ the~~ __ 19 . 

Value. 

Re. 

Total •• 

Cash Book Voucher No. • dated 

DivisioJial AooountaDto Divisional Officer. 
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T. O. FORM No.2. 
P. W. A. FORM No. 87. 

[See Sub. R. 18 under T. O. 9 (a).] 

(To be used only in C8Ile8 in which value of stamps is paid by cheque.) 

Indent for Service Postage Stamps. 

No. Office of the Divisional Officer, 

Division. 

Dated_--the---19 . 

To 
THE TREASURY OFFICER, 

Please supply this office with Service Postage Stamps, etc., of the 
value of Rs. () as detailed below ;-

Num
ber. Description. 

Service Post Card. 
1 Anna Service Postage Stamps 
I 

It 
11 .. 
2 AnnaB 
21 
4 
6 
8 

12 .. 
I Rupee 

.. 

2 Rupeee .. 
6 

10 

Value. 

Re. 

Total ::1-" ---~ 
A receipt for the amount sent herewith by cheq ue NOI~. ----- .da~. 

_____________ '-llIia requested. 

Divisional Accountant. Divisional Officer. 
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T. O. FORM No.3. 
C. A. C. FORM No. 1. 

[See Sub. R. 31 under T. O. 16.] . 
(On a quarter sheet of demy lengthways) 

(Note.-Government accepts no responsibility for any fraud or misappropriation in 
respect of money on cheques or bills made over to a messenger.) 

Pay Bill of Gazetted Government Servants. 
Audit No. 

District of 'Head of Service. 
Voucher No. of 

liBt oj paymemB 
for 19 

Monthly rate. Amount. 

Received for (month or other period)- Rs. a. p. Rs. j a. 

\ 

p. 
My substantive pay as · . 
Additional pay for officiating · . 
Special pay · . 
Personal ,pay · . 
Overseas pay · . 
Technical pay · .1 
Compensatory allowance · ·1 Fixed travelling allowance as · . I 

Total claim · . 
Add-For Exchange Compensation 

L 

allowance a.t p. c. · . -1---
TOTAL · . 

ess-Fu,nd deductions as detailed Rs.a.p. 
on reverse .. .. 0 0 0 

Rs.a.p. 
Income tax on Rs. . . 0 0 0 

L ess-Abatement on Rs; paid 
for insurance . . .. 0 0 0 --- 0 ,0 0 

0 0 0 - -------

Net amount payable .. 
Rupees 

Dated at _____ {Signature and Official 
the 19 -. designation.) 

Stamp. 

Pay Rupees 
Dated T1'easury O.ificer. 

The names of the funds, and a money column should be printed on the reverse; also a 
note that the period for which the subscription was due should be specified when it differs 
from the period for which pay is drawn. The total of fund deductions should be signed. 

Note also that the fund deductions of aCovena.nted Civil Servant are taken upon his 
allowance before deductions on account of Civil Service Provident Fund. 

Trea.sury a.nd Audit Officers should see that a.ll compulsory deductions including those 
fot India.n Civil Service Provident Fund are duly made and noted on the reverse and that 
schedules regarding Genera.l Provident Fund and Indian Civil Service Provident Fund 
where such schedules are prepa.red by the officers themselves are attached to the pay bills. 



T. O. FORM No. 4:. 
C. A..C. FORlI No.2. 
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District of 

Head-quarters. 

DATE AND HOUR 

Departnre. Arrival. 

I 
1 2 

! 

I 

J 
the 

Pay Rupee' 
Dated 
-

, 
I 

r 
I I 

TREASURY ORDERS 

Name---
Deoignatioo--_ 
Pay ___ 

Head of Bervlce chargeable. 

PLAf'E. 
, 

From Til 

s 4 

-

T. O. FORM 
C.A.C. FORM 

[See Sub. R. 35 

(On foolscap size, 

Travelling 

DIstance (In 
"",",ofrOBd or 
toot journey.). 

6 

I 

I 
I 

I 



No .... 
No.2. 

under T. O. 16 ] 

both aides,. 

Allowance Bill. 

--
Voucher No. 

payments for 

FORMS 

Montbof 

of list of 

19 

CHARGES. 

I 

Hallway f ..... at Iflleafor 
DaU" allowance I If Act I Steamer which mileage 

Double II charged. 
(or Journeys or. ua 

Single cia ... 
balte. .xpen .... 

8 7 8 9 
------

\ 

: . 

63 

Date of Purpose of eacII 
.... t visit. journey or bait 

and Remarks. 

10 11 

-------

... 
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T.O.FORM 
C.A.C.FORM 

Columns continued to the end of the 1st page. The form 

space for printing any certillcates 

'Railway and steamer fares (oolnmn 8) 
Rs. a. p. 

___ miles by road at annas per mile (oolnmn 7) 

.:.....- days for which daily allowance Is claimed (column 8) at 

Act1l81 expenses (coJnmn 9) 

single 
lHiIvd double. P. T. A. for ( ) days under B. C. S. Rule 

DMvt:l rent due to Government under B.'C. S., Rule for 

per day 

Total 

days at 

N6tclalm 

!. I 

1- -!~ 
"1 I 

Rupees (in lIgure and words)>----------------------

Dale' ________ 19 

Pay Rupees (in llgure and words), ... _________________ . ___ _ 

Dale------------~19 • 

instructions for preparing travelling aUo_ bUIs :-
I. Journeys of dUlerent kinds and journeys and halts sbould not be entered on the same line. 
2 •.. Nnmber of miles traveUed sbonld be entered In an cases of journeye by road or by boat. 
S. Permanent travelling, conveyance and horae aDowancea sbooJd be drawn "long with the pay Of 
•• FractiOns Of a mile in the totsl or a bill for any one journey sbould not be charged for. 
6. When the 1st Item of travelling aDowanee to any Government aervant Is • halt the date of 
8. A eertItlcate of attendanCe given by the conn or authority sbould be attached to the bill If 
7. Wben tra\'eillllg allowanee is claimed in respect 01 a journey to or from a hID station, It sbould be 



FORMS 

No.4. 
:\0. 2--<101ldd. 

continued on the other side of the page as follows ;-

reQuired to entitle to allowance. 

ContAmt. received. 

81gD&tme EI 01 Government servant who travelled. 

alike. 
D~d~e _______ ~ __________ 19 • 

Homo. 

B.s. a. p. 

Appropriation lor 19 19 ., 

EspendJture, Includlng this bill . .. 

Balance .. 

CtmlrolJing Ojficlr. 

the GO\'8I1lJIIent _t and ~ III InveDlng aIJowance blDa. 

eommeBcement of the halt Ihould be steted In the H B.smarb U eolumn. 

&ravelling .Uowa .... f. drawn mufer B. C. S. Bule 536. 

Passed (date). 

Diltrict O,6iar. 

Countersigned (dat .. ) • 

lDenU ... ed 111 the .. Rsmarb .. oolumn whether or not the halt baa uceeded ten days. 

65, 

Gokhale Institute of Politics 
and Economics, POODl\ 4. 

JlO·" Bk R 360-5 



T. O. FORM No.5. 
C. A. C. FORM No.7. 

[See S~b. R.38 (a) under T. O. 16.] 

(To be printed on foolscap.) 

FORM OF PAY BILL FOR ESTABLISHMENTS NOT REVISED ON TIME SCALE OF PAY, 

Detailed Pay Bill oj Perma,nent Establishment of the 

District 
--------~---------------

AdmItted Rs. 
t 

for the moruh ·of 

Pay Rupees ( 
Objected Its. • Bead of ServIce chargeab!e 

-Auditor 

Renlor Accountant CheljueNo, 

Nameo! 
Pay and actIng Leave Pay, actlnl! i allowance claimed .alary Net 

"<lction Nameot (.eparately) for claImed ' Compen- allowaDce or leave charge tor 
ando! post. Government laeparately) oatory .slary held over FInes. each G.P.F~ 

Incumbent. B8l'Vants present for allowances. for future pay- .eetlon. 
on duty. alo.entees. ment •• 

11 
----

• I 
I 
I 

- ---
I 

The total of each .ect.Jon should be entered In red Ink. 

19 

)---

Auditor G.O. 

Other • 
ll'und8and Income mlse.lla- Tal<. 

DeOIlS 
recoverles.-

I Voucher No. of 

list of payments for 

19 • 

Net Re- Aa-
amount marks. quit-
payable. tance. 

. - ---

·In casee 01 recoveries made under ordcrolsBued from &11 Audit Office, the number and date of the Prln,clpal Auditor'. letter should be quoted In the bill. 

C!) 
C!) , 

~

~ 
~ 
~ 
~ 



T~ O. FORM No. 5-contd. 

! 
::; Xameot 
to SoctIOII 
wand of 
~ IDoom bent. 

Name ot 
poet. 

t

' Pay and actlDII X-.. 
aIlowaDOO eIalmed oaIary 

( .. """,teI)'l for eIalmed I rompon· 
....'!:~ ("P~teJ:r) aU'::''='" 

-1'IIy: aetlblt 'j all"""""" or .... 
ea\ary bold....... . FIll ... for future pay.; 

Net I: l' Fu~~~":nd I I Net B ..... cbal'1lfl for G.P. Fnnd, m10<el1a. In~:.. amount markl, 
"l'b neou. payabl ... 

eaction. reco"erteA.. 

A .. 
qUIt,. 
tanoo. 

i 

;;TDtal . .. 

DO duty. aboeD_ 

----

j\ 

,. I I 

• __ I~ 
.111 I 

menta. 
, ___ , ____ , ___ 1 ___ , ____ , __ 

I I . 
I 

. II '1_' 

~. 

I I 

_._I.·li II~I-
I I 1-' H II· '/1 i I / 

Dlduc!-Uncllsburaed pay refunded, ... detailed below • , I 
Net lum required lor payment (In wordo and f1gurel1) • , -',1 

'In _ ot l'IlCIO\od .. made UDder orden l .. ued ftoIII an Aucllt om .. , the n1lJnbar and date 01 the PrinciPal Auditor'. letter should be quoteclln tho .bllL [P,'J.'.o. 

I ~ E 

0> 
~ 



. ,,', ,. ,,' lmontb 
_ •. .1. _ Baaalva4 ~."' aIia-wlall,tl>at.l ~1IK1aW _MIl ~~ "'~ _Dl_u.hIoludod , .. bill. d •• _ II """,tho prevkm. to till. date-with the exception lJf thOle detaUed 

• 8 month. t • 
below (01 which the total hal boon refunded by deduotlon lorm till. bm), have been dllburaed to the proper personl, and that their aoqulttance. have been takou Rnd filed In my omce, 
with reoelpt atamp dull' canceUed lor every payment In exoe .. 01 RI. 20. 

.. tOne Hno to be uaed and tile other. to be acored out, 

,.. CertlOad t1",t no person In luperlor aervlce haa been abaent either on deputation or In.ponllon or with or without leave (exoept on calualleavel durlnll the month. 
8. Oertilled tllAt a1l omoera whoae namel are omitted Irom, but who.e pay hal boen draWD In this bm have aotually been entartalned during the month. 
4. Oertlflad that no leave bas beon lri'anted untll bY rele.onoo to appllcanta' ae.vloe book. and leRve account. nnd to the leavo rule., appllcnble to them, I hnd .atlofted my •• 11 

that It was admlo.lblo, and that aUlIl'anta 01 leave and doparture. on, and retumo from leave and al\ porlod. 01 .u.penllon and deputation and other eventl whloh are required 
under the rulea to be .0 recorded have been recorded In tile .orvlce booka and leave aocounta under my Initial.. . ., 

&. CertIOed that an appolntmentl and permanont promot.lonl and .uoh 01 tlle ~otlnR promotlona aa haw to be entered In tlle aervlce book. a. per tIle columualn the .tandard 
D. O. S. JI. Form No.1 have been entered In the .ervlce booka 01 the peuOUl ooncerned under my Initial.. , 

O. Oertlfled that durlnR t.ho period lor which houl. rent hal b~.n claimed no rent-Ire. Government quarton "ere allotted to or were ocoupled by nny person for whom bOllle 
rent allowance hna been drawn In tbls bill. .. 

BtaUora 

DIJI. 10 • 

l!ectlon of 
Eatabllshment. 

I 

Nnm,. Porlod. Amount. 

-------'--1--.-

DIIITAIL PAY Olr .t.B9BI'ITIIIE~ RIII'VNDRD 

lIeotian 01 I 
E8~bl~h~_. 

Name. 

SignalUff and d~f1nlJlioll 0, B,tId qf O!fl'd. 

----- -.~ 

I Period. I Amollnt. 

--..:..--- -.~-. ----

Pay Rupeel ( )---,,---

llxamrnod and entered. 

'l'roa.ury Aocouutant. 

Tr8llllury Officer. 

D.t,,1 10 

0) 
00 

I 
= 
I 



T. O. FORM No.6. 
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ol .. 
IX< IX< 
." 

~ .8 ... il 
.~ .. :s 
oeiI 0 . 

SerIal flection of 

~EASURY ORDERS' 

T. O. FORM 

[See Sub. R. 38 (b) 

Detailed pay bill of the permanent establishment (Time-

.For use ill 

~ 
i 
.~ 
,~, 

.. 
Po 

~ , .' 

al 

I '8 
~ 

::s 

1 'i ~ 

'.: ~ 0 1 ~ "'" ~ 'i Po< -; .., 
.;j lIt 

... 
• ~ A ci ~ : 

(personal payor' 
Olllclat- Compen.1 

Substantive pay I 
FIxed 

number . estab\lsbment specla~y. If any. Leave estory 
contino should 0 be·shown salary. Ing aliow· Total. 

of and name of 
posts. Incumbents. !lenclea. in this column as a . pay. anee. 

separate entry below I 
1 2 .-8 

SUbstan:ve pay). 

5 6 7 II 

--- ---.- ------

... 

I \. 

. 
I 

I GmndTotal .. I I' I I --I-I- --1-1 
• To be entered hy Drawing Olllcers and checked In Andlt Office. 

N.B.-l.· Held.over amounte should be entered In the appropriate colnmns S, 4, 6, 6 or 7, as the case 
2. in the remarks column should be recorded all unusual permanent evente such as death,. 
8. The total pay of an omcer ofllclatlng In a certeIn scale should be drawn for the period only 

to which he draws pay for the period. . ' 
4. Each scsle should be divided off by a red line drawn right across the sheet and /I total of 
6. The names of the men holding permanent posts should be entered In order of seniority and 



No.6 .. 

under T. O. 16.] 

Scale) of the 

Audit Office. 

." 

~ 
~ " ~ III .. .. <> s 

~ . : ] : 

Foro,. General 

.; .. .. 
1 ., 
~ 
~ 

Postal 
Fromta 

IoIId ot.her 
In Audit Provident lund deduc-
om ... Fund. tlone 

('"","If 
fuodi. ' 

II 10 11 

FORMS 

f<YI the munth 0/ 19 

Voucher No. of list for 
19 

j i 
0 j j 0 

i i ... 
~ ~ 

MiscellaneoW! Net after 
deducting recoveries 

fund Income (On .. Net Be· Acquit-
8ubscrlptlnns, Tax. and achanees, payable. marks. tHnce. 

etc. bouse-rent.J' 
ot •• ). 

12 13 14 15 16 17 
.---- --- ------

I 

may be, In nd Inlland Ignored In tmallng. 
retirement.. permanont _fer, 8rat appointment. which 8nd DO place In tbe Increment certlOcate. 
Uut.t he oOldatea In Uut.t lIOCtloo. An oOlcer dortng tranatt should dr.'" hi. pay In thet leale ,according 

columna 3,'. 5. e and 7 for the acaIe IIhou1d be put In coIuma 81n nd Ink. 
hoi.", thooe win be ohown the pooto left weant and the meD oOlclatlnl! ID the perm&II8Dt fteIInclett •.. 



72 TREASURY. ORDERS 

_(~._~ ..'1--
DedUct-Undisbursed pay as detailed 

below- . 

General Provident Fund 
(column 10).· 

Postal Premia and other fu~d 
deductions (column 11). 

Income Ta.x (column 13) 

In adjustment of 
advances recoverable 
as detailed In 
statement (attached). ..., ... ... 

~ 
Recoveries on account ~ 

of house-rent, etc., 
as detailed In 
statement (attached). 

iI----------

Total deductions 

-Net amount require" for payment 
(In words) Rupees. 

Pay to mo _______ _ 

lis. a. 

.. 

1. Received contenta and certified that 
lhavesatisfledmyselfthatallemolnments 

1 month. 
included in bills drawn 2 months previona 

• 3 months 
to this date, with the exception of those 
detailed below (of which the total has 
been refunded by deductions from this 
bill), have been disbursed to the proper 
perBODB and that their acquittances 
have been taken and filed in my office 
with receipt stamp duly cancelled 
for every payment In excess of lis. 20. 

·Ono line to be used and the others scored 
out. . 

2. Certified· that no person in superior 
service has been absent either on depu
tation or suspension with or without 
leave (except on casual leave), during 
the month of 

Note.-Wheu an absentee statement accom
pauies the bill this certificate should be 
struck out. 

S. Certified that no leave haS been granted 
until by reference to the applicant's 
Service Book, leave accounte and to the 
leave rules applicable to him, I had 

. sat.lsfled myself that it was admissible, 
and that all grants of leave and depar
tures OD, a.nd returns from, and all 
periods Of suspension and deputation and 
other events which are required under 
the rules to be so recorded have been 
recorded in the Service Books and leave 
accounta under my init.lals. 

4. Certified that all appointmenta nnd 
permanent promotions and such of the 

~~~~~~lnt. ~h~m~.;."l'ce "'BO~ :: p'; 
columns in the standard B. C. S. R. 
form No: 1 have been entered In the 
Service Books of the persons concerned 
under my initials. 

5. Certilled that all Government servant. 
whose names are omitted from, but for 
whom pay has been drawn in, the bill 
have actually been entertained during 
the month. (Sub. R. 38.) 

6. Certified that no person for whom house 
rent allowance has. been drawn in this 
biU has been in occupation of rent·free 
Government quartera during the period 
for which the allowance has· been drawn. 

7. Ce~tilled that pay has been granted at 
the reduced rates to new entrants into 
Government service in accordance with 
the orders of Government issued from 
t.ime to time. Personal allowances, 
where admiSSible, will be merged into 
increments as Utey aocrue. 

(Signature and Designation of Drawing 
Ollloer.) 

Station 

Date 19 • 
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T. O. FORM No. 6--eonttl. 

{Pay Re. Rupees 

Examined and entered 

Treasury Accountant; 

Dated 

Treasury Officer. 

19 

DETAIL OF PAY OF ABSENTEES REFUNDED 

=_m_E_L_::_' ___ lI'_&_m_e. __ I!, _P_erl_od_·_I_Am_OIDt __ t._ _E_s_ts_S:_f_s~_:_e_nt_._I: __ N_ame __ ·_1 P.riod.! Amount. 

-+~ .. ~. h. a 

I 

I 

Totsl. •.• 

PERIODICAL INCREMENT CERTIFICATB 

('oniOed that the Government """,,nts named below have earned the prescribed periodical Increments 
!rom the datoa cited ts column 6 he~ been tba Incumbents of the appointments specified for not 
leu thau year from to.. date In coInmn 5 after deducting periods of suspension for 
mll<'ODduct and of .boon .. on leave wltbout pay and, In tba caae of those holding the posts In olIIciatlng 
capacity. aU other Idnds of leave _ • 

I 
• Leave with· 

out pay 
and, in the 

Dats of -Suspended case at tboae 
boldlng the 

Wbetber I last Date of Pay forml .. posblln Beel. of 
Preseut I '''':'!:f't 

after conduct. Nome of lubstao- pay of preeont preeont omciatlng 
Incumbent. tlve or par· appoint- In ..... capacity, all 

omelatl",. post. ment. inr.r&- other kinds mentto ment. of leave. pod. 
From To 

Fromi To 

1 2 I •• 6 • 7 8 9 10 Ii 

--- ------r--:----f-

--~r lb. JIa. • JIB. 
a • 

I 
N.-. I.-When the inm!llleDt elalmed I. tha lint to carry. _ent aerftnt over an eJl!eloney 

"'" coiWllDB S to 7 ihould be tlUed up In red Ink. 
Nold.-In ..... In "blcbaoincrementlaallowed otherwi .. than for ......... mentioned above, tha 

IIICODd alterDa&lve cerUtlcat.eprlnted on T •• O. Formll'o. 9 should be used. 
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Name of Actual 
rate of Absentee. pay. 

1 2 

i 
I 

i 
i 

, 
.: 
i 

I 

I j 

.. 

Da.ted ' 19 

TREASURY. ORDERS 

Designation 
and rate !If 

pay of 
vacant post. 

3 

I 
I 

-

Nature of Absence. 

T.O.FORM 
Absentee 

------, I I Rate of absentee 
From To allowance 

Kind. ~er. A.M. A.M. I per month. 
lod. or or-

,.P.M. P.M. I ' 
, I 

I) I 6 7 8 ----1---1
-----, 

j • 

; I " 

I I 

I 
I , 
I 

: I 

I I i 

I 
I 
! 
I 

I 
J 

. 

Note.-l. In column 4 should be stated .. full (half or quarter) average pay", .. without 
to .•.••••••••.•• ", "suspended"o etc., the date for each being specified 
not the period counts for pension. 

2., The statement should be divided oil' into sections corresponding to sectionlf . 
3. When the leave salary noted in column: 8 differs from that based on the rate 

given in ma.nuscript attached to the first bill in ')Vhich the leave salary is 
references to the vouchers in which such sums were drawn should also 

4. All changes in the scales of the permanent establishment due to retirements._ 
scale should be shown. The number of posts left unfilled should be 
tact should be so recorded. 



No.~. 

Statement 
• 

(To be 
filled up 
by Audit 
Office). 

e 

E.C. 8. 

ti 

. 75 

Offici&tiDg Government Servant 
(if any). 

- (To be filled 
up by Audit 

N&Dle. Subetan! Subetan- Officiating Office). 
tive post. tive pay. pay. 

10 '11 12 13 14 

E. C. I s. 

. 
.. 

I 

; 

Signature and designation of Dri.wing Officer. 
pay n. .. depatatiOJt n. "officiating ••••••••.•.••••••••• n. '''in transit ". "transferred 
as W .. poIIIIib1e.incolumna 6 and 7. ·lD _ofauspenaionitahould be noted whether or 

inthebill.only~ammgementaallectingoneMetionbeing.howntogether. 
of pay noted in the last establishment return. particulars of the calculation should be 
dra~ I.f the calcalation invol':e8 pay drawn outaide the officer's substautive section, 
be g1Vtm.· . . 
!.ramen. deaths and ccmsequent new appointments and incieases and d~ of 
noted at the end of each section awl if there is no unfilled post in any month the 

,t" 



I 

De!dgnation 

'T. O. FORM 

[See Sub. R. 40 (a) 

Absentee Statement of the Establishment of 

Nature pf Absence; 
Rate Of 

N[lmeof Act,ualrote and rate Of . absentee 
From To allowance Absentee. of pay. pay Of vacant A.M. A.M. pt'z p<)St. KInd. Period. or or month. 
P.M. P.M 

,t 6 i 7 

----
1 2 ·S " 

.6 8 

---- I -------~ ----
I 

" 

'. 

r 

I 

·1 

... 

. 

NotilJ :-1. In eoIllmn , ehOl1ld be .teted .. fnII (half or quarter) avorage pay." .... Ithoot pay," 
.. deputetlon," .. olliclatlng .................. , "In transit "transferred to ••.•.•.•••.. ,'~ 
.. suspended," ete., the date for each being speclfted as far as possible In column. 6 and 7. 
In case of suspsnalon It shoul4 bs noted .. hether or not the period eouots for panslon. ' 

2. Ststements should be divided 011 Into sections _pondlng to sectioDS In the bUl, only 
those arrangements aIIecting one section being shown together. , 

8. When the leave .alary notsd In column 8 dillers from that based on the rate of pay noted 
In the last establishment return, pertlcuiorB of the calcnlatlon should bs given In manu
script attached to tho first bill in which the leav. 0&10.., Is dra .. n. If the calculation 
Involves pay drawn outside the ollicer's substantive section; references to the vouchers In 
which such BumS wore dra ..... shfJllld also bs given. 

40. The number of completely vacant posts .bonld be noted at the end. Of each sectlOll. 



POBMB 77 

No~ 7. 

under T. O. 16.] 

f01'OI6 month 01 _____ 19 

Acting om ... (If any). 

(To be ODed up (To be ftUed up 

AudI~~IIIce.) 8ub- Sub- by Bemarkl. 
Name. BlaDtive BlaDtive Omciat- • Audit Olllce). 

foot. Pay. Ingl'ay •. 

-
III I • • 10 11 18 14 10' 

B.C. "B. B.C. B. 

! 

I 
I 

I . 

I 
! 

I 
I 

" Head Of Office. 
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IS • 

i~ ill 'lil.., .... 
A'S 

'Cti 
=~ 
~ 

.,.c 
ail .. ~ 

Il4 

1 

. 

I 

TREASURY ORDERS 

.. 
T. O. FORM 
c. A. C. FORM 

[See Sub. R •. 40 (a) 

Absentee 

PAY OF ABSENTEE NATURE OF ABSENCE • . (RATE PER MONTH). 

Ii "'. 
~ 
~ 
--
2 

J ob .,,' 
:!:I 

..,,Q 
"'al ~~ .g ~i Ei i o.c it=...: Ei 

.. --o· 0·0 ~~e oJ. 

~ od ""og 
lJ· od 0 ~~ 

10 ~~~ .,,,, 
'Il .s 'i: ~s -" 

iii ~. e .. ...... 
.< 1=1 0 A A 

=9-4 
1- 1-----

5 6 7 8 9 

I 

I . I 
I 
I 
I 

'"' 

. 
J t 

A.-Each chain of arrangements consequent on each absence sbonld be 

B.-For a Government Senant absent on special tsmporary duty or 
column Ii with a nots in the column of remarks, of the jl&lticnlar 

C.-H a Government servant is SIlSpended, col\1lllIll! 1 to 16 shonld be 
suspended person's name appears, it sbonld be noted in the column 

D.-The entire chain of arrangements m.ade In consequence of each 
appeared. In pther ....... it will be sufllclent to show the name of 
in accordance with these instructions shonld he separated 011 by 

B.-In cotnmns 8 and 9 It ahonld be stated whethei the ~epartnre or 

. 



No.8. 
No.8. 

under T. O. 16.] 

Statement. 

I ACTING INCl'1IllENT. 

'i 

~ t ... 
.!: 

i -= c~ 
~l ! III <II 

10 1l 12 

I , 
1 

i , , 
I : 

'. 
I ! 

: 1 

1 
, I 

I 
! 

I 
I I 

FORMS 

~ 
I!. 
~ 

J 
" CD 

IS 

IOJ)IIrated from otIlen b7 a Ible ruled acro&II !lie statement. 

79 

! J>o ..... 
_II 

'S os 
Ii ji 
'a ... 'a 
.! 03 

:BEMARK8 • I'! i~ , 
h bs~ :c .. :s g'tS 
'U g=~ 
:&i ::iii 

U 15 16 

. 

i 
i 
I 
I 
I 

j 
i 

I_po .. ., tranoIcr. coIumDil to 91U1d 10 to 14 .. m be nUe41D aDd tile .. Old .. tzaDSfer" entered. ID 
apl"'iDtlD8llt.boId.. 

ftll<4 ID and the word • .... pended" entered ID ooiumn 5, wilDe In the last atatement iii· .. h\ClJ a 
01 romarka whether or DDt lb. period of IWlpena!on <OWlt.lor peDaion.·· . . 

._ ... oho'::t.s be enured ID 1M .~tee statement of lbooa bm. only ID .. hlcb tile orI~ vaean., 
U ... ol...,n'" and Ih. penon aplJOloled 10 om.late lor him. EIlIrieo wad. ID tho ....... tee otoumlllt 
.. rod ink llne drawn aaou tho olAtement. 

rot1llll occurred AJ[. ... f'-' CIII tile data ......,U-.L 



80 TREASURY ORDERS 

T. O. FORM No.9. 
/ 

(See Sub. R. 43 under T. 0.16.) 
I ruiremenf, Certificate. 

(1) Certified that the Government servants named below have been 
the incumbents of the appointments indicated, for not less than years 
since the date in column 4, after deducting period of suspension for 
misconduct and absences on leave without allowances, and, in the case 
of those holding the posts in officiating capacity, all other kinds of leave, 
and that they have earned the prescribed periodical increment fx:om the 
dates cited :-

(2) Certified that the Government servants named below have 
earned periodical increments from the dates cited, for reasons stated 

0' in the explanatory memo. attached hereto :-

Name of 
Incumbent. 

f .. 
·0 

!\! 

i 
i 

J 
I 
'0 

~ 
A 

SUBpended for 
misconduct. 

From To 

Leave without 
allowances and. 
in tbe case of 

tbose holding the 
poste in 

olli.iatin!! 
capacity, all other 

kinds of leave. 

From Ta 

1 --2---8- --i- 5 I 6 7 8 --u---;-~ 

.. 

Not~ I.-When the Increment claimed 18 the first to carry an om .. r over an em.leney bar, columns 5, 
o 6 and 7 should be Mod up in red. 

Nok 2.-The figures (1) or (2) "hould be placed against each name according a" tbe reaB.JlIl (1) or (2) 
appliea. The expl&D8Wry JDemo. should be submitted in auy Ca88 in which reason (2) appUer. 

... lIead 01 omoe. 



FORMS . 

T. O. FORM No. 10. 
C. A. C. FORM No. 11. 

(See.Sub. R. 45 under T. 0.16.) 

Oertificates· 

81 . 

l. Certified that I have satisfied myself that the amounts included in 
1 month 

bills drawn 2 montha· previous to this date, with the exception of those 
3 montha . • 

detailed below (of which the total amount has been refunded by deduction 
from this bill) have been disbursed to the Government servants therein 
named and their receipts taken in acquittance rolls filed in my office, with 
receipt stamp duly cancelled for every payment in excess of Rs. 20. 

t 2. Also that the joutneys for which mileage has been claimed. 
under B. C. S. Rule 457 for non-gtLzettedministerial or ·menial Govern
ment servants, were made by public or hired conveyance under my 
orders. 

t 3. Also that it was neceBBary for the Government servants for whom 
halting allowance at headquarters is drawn to keep lip the whole or part 
of their camp equipage during such halt, and that the expense incurred 
on this account was not less than the halting allowance drawn (B. C. S. 
Rule 467). 

4. Certified that the disj;ances between places shown in the bill are 
correct, so far as I have been able to ascertain from District Officer~. 
(G. R. No. 3804, dated 8th November 1905.) . 

5. Certified that the actual cost by road' claimed in the bills for which 
vouchers could not be obtained is correct to the best of my knowledge. 
. DtJaiU 01 PrIJl'dling Allowana relu1Uled. 

Section of 

:~~ 
Section of 

e.tablish. Amount. establish· 
ment. ment. 

I I 
PaaaedJor Ra., ______ _ 
Date, ______ 19 

Pay Rupees ( • . . ) 

N .. me. Period. Amount. 

--. 

I I. '1 
I 

Head of Office 
(Oontrolli1lfJ 0.fJWer). 

: F~mL __________ Sub~Treasury .. 

Examined and entered. Treasury 0.fJWer. 
Accou1lia1lt. 

/)ate, ___ 19 • SulJ-Treasury:.OjJicer. 
Incorporated in the District Accounts on _____ _ 

Accountant. 

• One line to be UIl8d .. nd the othera 1IC0re(f onto 
t CI .. o88 2 sbould be scored out with .. pen when no milea.ge is cl .. imed qnder B. C. S. 

Role "57 .. nd cl .. use 3 when there il no claim under B. C. B. Role 467.' 
t To be iIled. np when paya.bJe frem .. Bob-Trea.aory. . 

Jlo-li Bk R 360-4 
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~ 
"~ 

'g, 
i 
A 

i .. s 
~ 
1 

--

TREASURY ORDERS 

T.O.FORM 
a.A.a.FoRM 

Travelling Allowance Bill of the E8tabli8h~ of 

Particulars of journeys and baits. =aA RaUway f t 
~;~ 

Steamer are. 

Arrlval. Departure. 
<>-a 

~!!1 

fl f~~ j 
~ t !~ 

_l!~ 'a 
6- ~ g 0;: .. t ~ 

." ~ ~ l;l ~ l;l '"11 5 'S g 
'" ~ ::: l§,s <> 1:: ~ 0 ~ 0 :0 e 
~ ..: A ~ '" A ~ ~ 0 :z; ..: 
' 2 3 4, 5 6 7 8 9 10 11 12 13 

-- ------- -- ---'--- -- ----- -----
'. 

' . 

. 

. 
... 

-------1-------- ---- ---
ITotal~~ 

8~Moo ________________ _ 

} 
Dated----:----- 19 • 

• Travelling by road Inoll\des travelling by sea or river In a steam launch or In any vesael other than a 
t In cases where tho steamer company has tWo ratea of fares, one inclusive and on. exclusive 01 diet * If there Is a combfued appropriation for travelllng allowance QI I!"'~tted Mid non-gazetted 
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IOlM4II '" ...... or .... 11)'. Dall)' aIlowu<e. AduaI_. 
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~ oS. 
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! I I ~ J jl ~ ii i := 
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17 18 19 !II 2! 
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.. t 
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I 
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i I 

I I I· I 

I I I 
I 

~ 
I I 

-- I 

-1-1-- r-

I 
--

I 
I 
I 

j-[lT . 
lWoI4-UadIaIJaned ""wIIIDI ~ --.. detalIed ... &lie - •• 1 1I"'_ .... ulNdfoeJlllJ'llll'l' •• •• •• •• 

Cia WIIIda) 
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:i = ... ]lemad,s. 
i! .. 
"a 
;; 
"S 
Eo< , 
l!3 2' --I 

I 
, Appropria-
lion foe 
111 .J.D . 

i 
I 

KIpeoditoIe 

=~Dg 

I -;r 

Head oj Office. 

___ tn~ '" CIIIDAI (&lie ~ kIDd IboaJd be .~). 
the wont - ...... - abooId be held to mB&D - ___ W 01 eliot.-
__ &IIe ...... bIDed appropr\a&lGD _ upaDcII_1IIouId be abowD ID WI cotamD:; 

IIO-U Bk R 36()..-.6G 



TREASURY ORDERS 

T. O. FORM No. 10 condd. 
C. A. C. FORM No. 11 . 

Instructions for preparing travelling allowance billa. I
voucher No. 
of list of 
payments. for 
I 'l9 . 

1. Journeys of difIerent kinds, and journeys and halts should 
not be entered on the same line. Only one kind of allowance 

. should, therefore, be filled in on the same line and its amount 
carrie~ out separately into the last money column. 

2. Permanent travelling conveyance and horse allowances 
should be drawn along with the pay of the Government 
servant and not in travelling allowance bills. 

3. Fractions of a mile in the total of a bill for anyone journey 
for each person should not be charged for. . 

4. When the first item of a travelling ~llowance bill is a halt, 
the date of commencement of that halt should be stated 
in the "Remarks" column. 

5. H daily allowance is claimed in respect of a road journey 
the number of miles travelled should be entered in column 
J4'and the daily allowance in columns 17 to 19. 

6. Journey performed beyond British Territory· shonld be 
. indicated separately and the. distance travelled should be 

stated in each case. 
7. When travelling allowance is claimed in respect of a journey 

to or from a hill station, it should be mentioned in the . 
" Remarks" column whether or not the halt has exceeded 
ten days. 

(Space for pre-audit enfacements in respect of bills submitted 
for pre-audit.) -For use in the Accountant General's Office. . 

Admitted for Rs .......•..• 
Objected to Rs ............ '.' .. . 

Head of service chargeable. Reason of objection :- . 

Senior Accountant. G. O. 



• J!ORMS 

T. O. FORM No. 11. 
C.A. C. FORM.No. 12. 

,(See Sub. R. 47 under T. O. 16.) 

• Certificates. 

85 

(1) Certified that the distances between places shown in the bill are 
correct, 80 far as I have been able to ascertain from the District Officers 
(Government Resolution, Finance Department, No. 3804 dated 8th 
November 1905), 

(2) Certified that the actual cost by road claimed in the bill for which 
vouchers could not b~ obtained is correct to the best of my knowledge. 

Head of Office. 



86 TREASURY ORDERS 

(For Public Works Establishmen:ts-

T.O. FORM 
C.A.C.FORM 

Travelling allowance Journalof _______ .of. ______ _ 

Name and designation ______ ~~ _______ _ 

, Headquarters _____ ~ __ ~ ____ __.: __ 

Acmalpay~ ____ ~ __ ~ _______ ~_ 

o!tlj 
Dates (and bour.. .:. - a ALLOWANCES 

• .r:>~ 

when necessazy) II ~ - .. 
j of journeY" and Route. ! i..;~~ ~ lIilea!!e by road or boot 

halts .. ~"i 
or actual expenses. 

'a 
~oo 'a 

ill 'a"'I1~ II 6 
1 2 0 '" a .r:> 

1 ,,~!~ a 
j;j.r:> .. ~ 

F\'om To From To 
Rate. Amount. 

S 4 5 

----------1-- Ra. a. p. 
, 

I I 
I 

I 
I 

.. 
. 

I Total .. '1 I 
(In 

___ --'--___ ~_=_~19 __ ~ 

. Details of acmal expenses :-
The Head of Office should record, if necesB;ary, the certificates required 



No.l~ormtd 
No. 12 • 

lrORMS 

Not payable at the treasury) 

Division for the month of _____ --19 • 

l'UIDD. 

Dan, .4lIowatIeM. Rallwa, &lid Steamer 
tare •• Total of each 

7 8 
Une, Remarks. 

lio. of \ JIatAI Am01ll1t. CIaaa, single Am01ll1t. da,.. . ordooble. 9 10 
-- - --- . 

R •• a: p. . RB. a. p. 

. ! 
i 
I , 

I 
i 

_1 __ - :- I-'--'i-I-. I 

87 

words) Signature'--_____ _ 

Pa'!86d for Rs. _______ (In words), ___ _ 

Da~~ _________ 19 

(Controlling Officer). 

of him under D. C. S, Rules 449 and 457 or under any ~ther rule. 
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T: O . .FORM. No. ll--concld. 

11UJtr'/J1iions 1M preparing travelling allowance Clai'lM. 
I. Journeys .of d.i1lerent kinds and journeys and halts should not be 

entered on the same line. Only one kind of allowance should, therefore, 
be filled in on the same line and its amount carried separately to thf: 
last money column. . 

2. Hours of journey should be mentioned only-
(I) When for an absence from headquarters of not more than two 

consecutive days, daily allowance is claimed for two days. 
(2) When mileage or actual exPenses in lieu thereof are claimed. 
(3) When both railway or steamer fare and daily allowance are 

claimed ~ respect of a journey by rail or steamer immediately 
preceded or followed by a journey by.road or by a haIt. 
S. Number of miles travelled should be entered in all cases of 

journeys by road or by boat. ' 
4. Permanent travelling, conveyance and horse allowances should 

be drawn along with the pay of the Governmen~ servant and not on 
Travelling Allowance Bills. 

5. Fractions of a mile i~ "the total for ~ny omi journey should not be 
charged for. . 

6. When the first item o~ tra~elling allowance to :i.~y officer is 
a halt, the date of commencement of that halt shQuld be stated in the 
remarks column. . 



T. O. FORM No. 12. 
c. A .C. FORM No. 13. 

(For Public WQrks Establishments.)' 

(SeeSub. R. 47 under T. O. I6.) 

Pay Rupees (iD worda and figures) 

Sub-Treasury. 

Examined and entered. 

Treasury Officer. 

Accountant. 
Sub-Treasury Offioer. 

89 

Incorporated in tJ1e District Accounts 

.on 

Accountant. 

A batract, Travelling Allowance Bill of the Establishment of for 
the month of 19 • 

Items 
1leetI"" of Name Actual Part!· (Totals Total Total 
ootablJoh.. and JlBY of tlIe eulanof for for for V"""her accompa!'ylog. .p~ each each each meot. raoIr. mllDt. cbarge. head 01 persou. clasjo. 

claim). 
, ----- -- -

h. h.a.p. h .•. p. h .•. p. 

I 
• 

Appropriation RB.la·lp, 
for 19 -19 

ExPtlDdlture 
Including this I bID. 

(In words) Total of Bill Balance II 
• To he filled up when payable from a BUb-treaeury. 



!)o 

.2. 

'rREASt1RY ORDERS 

T. O.FORM No. 12-contd. 
Certified that I ha.ve· satisfied myself 

that the amoUnts included in the bills 
1 month· 

I..rawn 2 months previous to this 
3 months 

date, with the exception of those 
detailed below (of which the total 
amount ha.s been refunded by lIeduc
tion from this' bill), ha.ve been 
disbursed to the Government servants 
therein named and their receipts taken 
in the Acquittance Roll; 

Certified that in support of each claim 
for which no voucher accompanies 
this bill, a. duly completed travelling 
allowance journal QOuntersigned by 
the proper authority ha.s been pla.ced 
cn record in my office. . • 

Contents received. 

19 • 

Treasury. 

Voucher No. of List for 

19 ,Re. 

(Classification to be entered by the 
Preferring Officer.) 

Total amount 
of bill •• _ ..•.. Ra. 

Admitted. . ..•.. Ra. 

Objected •..•••.. Ra. 

Auditor_ R.O. 

Executive Engineer. 

Divisional Accountant. 

* v"" lin" t~ be used and the others soored out. 



91 

T. O. FORM No. 13. 
C. A. C. FORM No. 16. 

(See Sub. R: 51 under T. O. 16.) 

BILL No. 

DIsTRICT OJ' DETAILED BILL OF CONTINGENT CHARGES OF 

FOR THE MONTH OF 

HEAD OF SERVICE-

. Detaila of No. Description of charge, and No. and Date of 

of Sub-Voucher. Authority for all charges requiring 
Special Sanction. 

Total Rupees (in words) '.' 

1. 'eertlIJ that tha expenditure cbarged In tbIII 
bID eould oot, with due ......... to tile in_tAl of 
tha /:.bllo ........ ce, be avoided. I certify that to 

Audl&Page-

=-_ t ~ :h7. kn.z~= a.:!.. be3::i~';::'-= 
partl .. ontltled to '_ve them with tbe eueptlona 
neMeI below, which eseeed tile belance 01 tile 
)'ermalUlDt Advanoe, end will be paid on receipt-of 
tile money drawn on W. bID. V ODeh... lor all 
.umo above BI. 25 In amoont are attached to tho 
bID, .. vo!.hoee oeMeI below, which will be lorwarded 

' .. 1000 .. tho .moDotAI have been paid. I hov., .. 
'ar .. )IOOOIb". obtained vonchorll (or otbor au .... 
and am ... Bpooo\ble !.hat !.hey have been dOBtroyed 

:":':::"~..N'w:''l.tI~~..:-'~. eaonot be, 

Vonch.No. 

far 

-

. 

Rs. 

19 

Amount. 

-------

of 

;Al 
~ 

TREA~rrnY, 

• List 

19 

2. Certlfted that I have poroooaIIy chocked tho 
pr~v. total In tho bUi wltIl thot In tha 
Contlol!ODt Beg\stero and loond It to agree. (G.B.., 
P.D.,lIo. 17U, dalAld 23-12-1922.) 

'1Iajm 1Iaad __________ _ 

a CertlIIed that thIe bm dOOB not Include 
• IncIndoe abargea 

cbarJ!oe on aocouut oIl1mlldpol, 

=r=n~w~ t.,... lor hired or Government 
.... d •• t.lal qoart.on which are recoverable ~ ~ 
oeeupantAl. !l'lle amoont .0 _bIe - wUl biI 
ftOOVored by dedoctlou !rOm oooti-' biD lor 

IA. G:. ~.oc .. 1 letter No.7 (B.A. 650)t dalAld 
U-\IoJ9'~6 aod G. L.lIo. II. (T.)L 2~/26791. dated 
~7-1-1933.1 

1I1D(J1'hoad, ____________ _ 

Prlmuyunlt ' ___ ~------

Detailed bead 
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•. 1 certify that the materials and atorea billed 
. (or above bave been brought on the reopecti.ve 
inventories and that all materials and stores are _It duly accounted lor and verUled in the manner 
laid down in sections I and II 01 Chapter 9, FinBn
ciaI Publication No. I. (G. Ro, F. D., liIo. 6043, 
dated 11-5-1~8J 

5. I certily that the coolies engaged on manual 
labour and paid at daUy or monthly rate lor whom 
charges have been Included in thil' biD were actually 
entertained and paid. lItem 10 o( Append!", III to 
Andit Code, Vol. II.) 

6. .J certily that the purchases bUlM for bave 
been received in good order. that their quantities are 
correct and their Iluality J!OOd, that the rates paid 
are not in excess of the accepted and the market 
rates and that suitable notes of ,J&yment have been 
recorded agatnst the orie:inal indents and Invol .... 
concerned to prevent double \>Ayment... (G. R., 
F. D., No. 6043, dated 9-:5-1928.) 

7. C'ertlfled that the conveyance hire ebarged in 
this bill was unavOidable. 

II. Certified that all Bhatts to wInteeees baa been 
paid strictly in aceordance with the scale laid dowB 
by Government. 

E. E. and Received Contents. 
Dated 

III Drawing OJlicer or Head or OJlice. 

Total or Ccmtingent Bill 

Allotment for 19 -19 

Expenditure, Including tbia BiD 

Amount of Work Bills annued 

Paased for Be.. 

Rnpees 

AOOOIIDtant. 

Re. a.p. 

OJliee : 

111 

ti" ....",,) Rnpees 

Treasury O!Jleer. 

TotaIlIIJlOIIDIiofBill .. Be.. 

Admitted 

Objected to 

AwIIW. 

.. HRa."----_ 

_. R .. 

Re'ftnlng 08lc«, 



T. O. FORM No. 14. 
c. A.. C. FORM No. 41. 
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PAYMENT. 

Date. No. 

. 

I 

I 
I 

I 

1 
I 

I 

I 
I 

TREASURY ORDERS 

T.O.FORM 
C.A. C. FORM 

Bill for pensions chargeable to 

(See Sub. R. 70. 

(To be printed on ordinary 

paid at the 

'I 
Signature of pensioner to non.employ-

ment certificate. 

I Nun;tber of We declare that tDfl MfIIl not received 
any remuneration for 8eTflifIIJ in any Name of i pension pay- capacity, either in a Gooernment pe~ioner: I ment order. IlBfabliahment or an IlBfabliabment paid, 

I from a Local Fund, durifIIJ the period 

i for which the amou1&l of pe118ion 
<Claimed in thia biU ia due. 

I . 

I 

I 

I 
I 

I 
I 
I 

i I 
Note I.-The non·employment certificate shDuld also be printed in vernacular. 
Note 2.-In the case of pensioners who furnish particulars of re.employment in th,ll 

whether the rules regarding such re-employment have been dulY,observed, 



No.1" 
No.41. 

r, UDderT.O.16.) 

foolscap lengthwise.} 

Treasu.ry from 

! 
! 

I 

Monthly 
J 

Period of I 
amount. t claim. 

&s. Lip· 

I 
I 

I 
I 

I 
I I 

i i l I I 

j I , . 

FORMS 

to 19 • 

Signature of payee with stamp.if 
payment exceed &s. 20. 

Amount 
We do luwebg au,wviledl.!e 10 IJafJ6 

' reuit>l'1i 1M afllOUrU set tJgai1l8l Ot&r 
paid. rupediw fI/lme8 as penaion8 due for 

I 
1M periotlB fWte4 under the onlefo 
quoted i .. our Fe8ptt;tifJtl Per&Sirm . Paymenl Ortkrs • 

Ba. a • p. 

• 

. 

I 

I 
I 

: 

I 

certificate (au Sub. B. 70-c1a1lM 4). the disbursing officer should asoortain and report 
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DISTRICT OF 

Head oJ 
Service chargeable 

-------
In whose On what 

name accollllt 
credited. received. 

------
1 2 

I 
\ 
I 
I 

I 

TREASURY .ORDERS 

. 

Da.te of pay-
Amo1plt realised. mentinoo 

Treasury. 

3 , 4, 

Rs. a. I p. 

, 

. 

"". 

I 

T.O.FORlrI 
C.A.C.FORM 

(See Sub. R 72 

RE~SOF 

Deduce-Refunds (Name 

AmOllllt in which 
included and head to 

which eredited • .. 

5 

Rs. a. p. 

(I) Certified that this order of refund hae been registered and noted against the original 
of Jihe same sunl has not been issued. . 

(2) Passed for payD1ent under 8a~tion given In. _______ '--_..,.-_ 
(3) Sanctioned and passed for paYment. • 

Note.-(2) or (3) to be struck out as required. 

BeceWed payment. 
Claimant' B Bignaturs. 

Tks:-------19 • 
Examined 
In cases where refunds of fines are permitted to be made direct from Treasuries~r Sub

include the name of the Treasury or Sub-Treasury in whioh amount wa..s ~redited and. 
Treasury. 



S!).16. 
1\0.17. 

under T. O. 16) . 

• --- REVENUE 

cI Revenue Head). 

Treasury Officer'. signature ' 
in tokeD of vori1icatioD of 

T~oredit. 

6 . 

l!'ORMS 97 

N&IIle of P.yee. Amount to be ref.anded. 

7 8 

Re. a. p • 

• 

. 

reoei pt entry iu the DepartDlentalloOOO1lDt UDder my initia1a and previODS order for refUIld 

P,., RuJ*ll _____________ cmty. 

OJJicer ita eAarge 0/ Treasury. 
Treuuri .. other th&D those .t which they were credited, the eutry in column 6 should 
oolumn 6 ehouId be filled up by the Treuury Officer of the:he&d-q1lArt1m1 (not Sub.) 

110·" Bk H 360-7 
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T: O. FORM No. 16. 
(See ·Sub. R. 63 under T. O. 16.) 

(Not to be pa.id at the Treasury after the 10th unless the certificate prescribed in G. R., 
F.'l>., No. 3471, dated 24th September 1915, printed at foot is signed.) 

Government 
of Bombay 

·Headof 
. Service 

ABSTRACT BILL FOR CONTINGENT CHARGES 
OF For the month 

of 19 
Detailed bill will be sent for countersignature 

on 

Nos. of 
vouchers 

Nos ot Abstract of Charges and Date of Authority where 
Sub-vouchers special sanction is necessary. . Amount 

RII. I a. p. 

I 
I 
I 
i 
I 

--r--

Total rupees (in words) .. 

Dated 19 Contents received. 

Pay Rupees ..••.....•..• 
(Head of Office.' 

Dated. 

All detailed bills for the preceding month 
have been submitted to the Controlling 
Officer (except those set forth in t·he. 
attached memorandum which explains 
the reasons for the non.submission)·. 

19. Treasury Officer. 
Payable in cash to (Head of Office.) 

*Tile portion in braokets.is intended to be BOored out in ordinary _. Imd ~hQuld be 
ueed in exceptional circlUllSiances cmIy. 



Re. 

At:DlT PAGE-' 
TREASURY 

VoocberNo. 
for . 

of Li.t 
19 • 

(<.:I_ification to be entered by the Preferring Officer 

(For UBe in the Accountant Gelll!1'al'8 Office.) 
Total amOUBt of the Bill Ra. 
Objected to ••••••.••••. Ra. 
For want of detailed bill 

Auditor. Beviewing Officer. 
Detailed Bill received a~ attached to Voocber. 

Dated 19 •. Auditor. 



INDEX 
ADVANCES-

r nnructions regarding personal -
Personal- how repaid 
Revenue-
Takavi - Limitation to issue of -

ALTERATIONS-
Of pay 

ARREAR ESTABLISHMENT BILLS-
Preparation of -

AUDIT OBJECTIONS-
Procedure regarding communication and 

T.0.16 
T. O. 16 
T.0.16 
T.0.16 

T.0.16 

T. O. 16 

recovery of amounts nnder - T. O. 28 

BANK-
Exceptional cases in which permission 

to open a separate account with a -
can be given and the conditions T. O. 8 and 

Opening of a .eparate acconnt with a -
by any Government servant' for 
deposit of moneys received in his 
officia.l capacity ilrohibited. • . 

Payments to contractors may be made 
to financing - " 

Procedure for payment of monl!' bills 
into the- •• •• " •• 

Responsibility for safe custody of 
Government moneys deposited in - •. 

Term defined 

1lILLS-
An increased or changed rate of pay, eto., 

of gazetted Government servantB Dot 
to be drawn without authority from 
Principal Auditor 

ConUngent-how to be prepared 

-Re.endorsing of -
Encashment of - in P. W. D. 
Form of pay - of gazetted Government 

eervants 
Government servantB authorised. to 

aign- ., .. .. 
Government Bervanta who can draw ~ ; 

the purposea for and conditions onder 
which they may be drawn .• 

Instructions for preparation of pay-
of establishment • • • . 

Omisaion of piea from all- .. 
Pay - should ordinarily be supported by 

an absentee statement • • • • 
Payment of - from Treasury •• 
Preparation and classification of pay - • 
When presented by a person other than 

the drawing officer, procedure 
regarding - • • • • 

Appendix. A 

T.0.8 

T. O. 16 

T. 0.9 (c) 

T. 0.10 (b) 
T.0.2 

T.0.21 
T.0.16 

. T. 0.16 
T. O. 16 

T.0.16 

T.0.16 

T.0.16 

T.0.16 
T. O. 16 

T.0.16 
T.0.16 
T. O. 16 

T.0.16 

Sub. R. 61. 
Sub. R. 60 
Sub. Re. 57, 58. 
Sub. R. 58-Note. 

Sub. R.32. 

Sub .. R.44. 

Sub. R. 78-Note 2. 

Sub. Rs. 109, 110, 11l. 
Sub. Rs. 60 (a) 60 (b), 51 

and notes. 
Sub. R. 26-Note • 
Sub.R.86. 

Sub. Rs. 31 and 33. 

Sub. R. 26(g). 

Sub. R. 23 and Appen-
dix 1. 

Sub.Rs. 38 to 44. 
Sub. R. 26 (d) 

Sub. Re. '40 (a), 41. 
Sub. R. 26. 
Sub. R. 31. , 

Sub. R.26. 
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CHALANS-

Memorandrim (chalan) should accompany 
remittances - . . . • • 

Signing an!i stamping of - .• 

CHEQUES-
District Local Boards may make pay. 

T. 0.9 (a) 
T. O.9(a) 

ments by - or cash orders • • T. O. 16 
Drawing officers to notify the number 

of cheque books to be used • • T. O. 25 
Forest officers will obtaiB funds from 

Treasury by - T. O. 16 
Forms for - supplied by Treasury 

Officer . . T. O. 16 
In the case of P. W.D. -are drawn on 

Treasuries specified by the Principal 
Auditor . . . • .. T. O. 16 

Limit on P.W.D. Sub-Divisional Officers 
drawing on - •. T. O. 16 

Officers authorised to draw money by - T: O. 16 
Payment of - at Sub-treasuries of 

certain departments require the 
sanction of District Officer and the 
Deputy Controller of the Currency .• T. O. 16 

Precaution to be taken in crossing - •• T. O. 16 
Rules relating to - . • T. O. 16 
Sent by a Public Works 'Officer as a 
remi~tance to the Treasury, should be 
drawn in his favour and endorsed T. 0. 9 (a) 

"Transfer of office; Relieving officer's 
signature (facsimile) should be sent 
to the Treasury Officer or local 
officials of the Bank T. 0.26. 

When presented by a person other than 
the drawing office~ procedure 
regarding - .• . T. O. 16 

COLLECTOR-
Administrative charge of Treasury held 

by- •. 
Authorised to appoint the Head Account

ants at treasuries to the immediate 

T.O.5(a) 

controlofthe~ .. T. O. 5 (a) 
- Note 2. 

Duty of - of verifying and certifying 
the monthly cash balance in the 
Treasury T.O.5(b) 

May require Treasury Officer to make 
payments in cases of urgent necessity. T. O. 23 

Must verify himself the cash balance in 
the Treasury at least once in six 
months T. O. 5 (b) 

Term defined - T. O. 2 

COMPENSATION FOR LAND ACQUIRED-
. How funds are supplied to officers 

employed for Land Acquisition 
Paid on authority of the Collector 
Procedure regarding the payment of -

CONTINGENT CHARGES-

T. O. 16 
T.O.16 
T.O.16 

Appertaining to two major heads not to 
be included in the same bill •• T. O. 16 

Bills for - how to be prepared - T. O. 16 

Sub.R.13. 
Sub. R. 13-Note and 

Sub.R..I5. 

Sub. R.25 A. 

Sub.R.79. 

Sub.R.28. 

Sub.R.87. 

Bub.R.SS. 
Sub.R. 24 •. 

Sub.R.IOI. 
Sub.R.I02. 
Sub. &S. 28, 29, 30. 

Snb.R.ll. 

Sub. R.25. 

Sub. Ra. 63 and M. 
Bub. R. 67. 
Sub. Rs. 66 and 67. 

Sub.R.49. 
Sub. Rs. 50 (a) and 51. 



INDEX 

-------------- ----
CONTINGENT CRARGE8-contd. 

For work done by a Government factory 
or other departmente 

In P. W. D. -to be drawn only by 
Divisional Officer 

Preparation of Bills for countersigned -
Procedure for including in - bills for 

stores purchased through Indian 
Stores Department • . • . 

Responsibility of drawing officers for -

Scale and special - require special 
sanction 

CONTRACTORS-

Psymente to - by cheque on the 

T.0.16 

T. O. 16 
T. O. 16 

T.0.16 
T. O. 27 (a) 

and (b) 

T.0.16 

nearest treasury T. 0.18 
-May be made to liwmcing B.&nks T. O. 16 

DEPARTMENTAL PAYMENTS-

Authority and certificate for- T.O.lS 

DISCOUNT-
Onstampa .. T. O. 16 

DISPUTABLE CLAIMS
Not to be entertained .. T.O.17 

ERASURES-
In accounts. regist_.. books and 

schedules prohibited • . T. O. 16 

ESTABLISHMENT-
Cla.ssification of -
Leave salary of -
Preparation of pay bill of -
Preparation of travelling allowance 

bill of - .• .• 
Sections of - •• 

EXAMINATION FEES-
Refunds of - •• 
Proc~ure for reoeipt of - •• 

FOREST DISBURSERS-

T. O. 16 
T. O. 19 
T.{).16 

T.0.16 
T. O. 16 

T. O. 16 
T.0.9(a) 

Term defined and procodure for supply 
offunds for - • • .' • • T. O. 16 

FUNDS, ~PLY OF-
FrODl Sub-Treasuries. Procedure bow 

made-
(i) Forest Disbursers. by cheques 
(Ii) Subordinate Officers. by cheques. 

To the Excise Department 

T. O. 16 
T. O. 16 
T.0.16 
T.0.16 

GAZETTED GOVERNMENT SERV M."TS-
Alteration of pay of - T. O. 16 
An increued or changed rate of pay. 

etc •• of - not to be drawn without 
pre·audit or' without authority from 
Principal Auditor . • . .. T. O. 21 

Forms of pay bills of - T. O. 16 

Sub.R.54. 

Sub. R. 51-Note 2. 
Sub. R. 53. 

Sub. R. 54-Note 2. 

Sub. R. 52. 

Sub. R. 104.C. 
Sub •. R. 7S--Note 2. 

Sub. R. 77. 

Sub. R. 75. 

Sub. R. 27. 

Sub. R. 36. 

Sub. Re •. 3S to «-

103 

Sub. Re.45. 46,47 Mid 48. 
Sub. B.. a7. 

Sub. Rs. 73 and 74. 
Sub. R.19. 

Sub. R. 80. 

Sub.R.82. 
Sub. R. 80. 
Sub. R. 81. 
Sub. Rs. !II to 113. 

Suu. R. 32. 

Sub Rs. 109. 110. 
Sub. Rs. 31 and 33. 
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GAZETTED GQVERNMENT SERVANTS--rontd. 

Last·pay certificate should accompany 
the first pay bill, etc., unless - newly 
appointed . • T. O. 22 

Leave sale.ry' of - may be paid in e.ny 
district in India . . •• T. O. 19 

May draw theit pay partly in district 
head-quarterB where serving and 

. partly at Bombay or Kamchi •• T. O. 18 
Need not present sepamte bill for 

additione.l allowe.nce unless' charge· 
able to local funds or to BOurces other 
the.n genere.l revenues • • T. O. 16 

Pe.y and tmvelling allowance bill of
of the P. W. D. me.y be dre.wn in any 
Tree.sury or Sub·Treasury within 
theit jurisdiction· T. O. 18 

Responsibility for correct allocation in 
~~~- ~~W 

HEALTH CERTIFICATE-

Must accompany first bill on new 
appointment .• T. O. 16 

IMPERIAL BANK-

Power of Governor in Council in 
connection with - T. O. 29 

INCOME TAX-

Pe.yment of - refund voucher •• T.0.16 

INCREMENT-

Arree.rs of -'- how dre.wn T. 0.16 
Certificate requited with first bill in 

whicb -is drawn T. O. 16 
Opemting to carry a Government servant 

over the efficiency bin should be sup· 
ported by a declamtion rege.rding 
fitness to pass the bar T.0:16 

INDENTS-

Form and procedure in the P. W. D. 
regarding - for service· p08te.ge 
ste.mpB T. O. 9 (a) 

INSPEm'ING OFFICERS-

..Drawing of pay bills of - .. •• T. O. 18 
Dre.wing of pay bills of Este.b!ishlnent 

of- T. O. 18 

LAST·PAY CERTIFICATES-

ForDlS of-
Of gazetted Govermnent servants to be 

gmnted by tbe Treasury Officer •• 
Of non-gazetted Government serve.nts to 

be granted by the head of office •. 
Rules rege.rding the prepamtion of - .. 
To be presented with pay bill when pay 

is dre.wn for the first time from any 
Tree.eury unless newly appointed 

T.0.22 

T_ 0.22 

T.0.22 
T.0.22 

T. Os. 16 
e.nd22 

Sob. R. 104 and Notes: 

Sub. R. 31. 

Sub. R.I05. 

Sub. R. 31 (I)-Note. 

Sub. Rs. 34 e.nd 42. 

Sub. R. 7S·A. 

Sub.R.43. 

Sub. R. 43. 

Sub. R. 43·A. 

Sub. R.18. 

Sub. R.I07 • 

Sub. R.I08: 

Sub. Rs. 112 e.nd B-1. 

Sub. R.1l2. 

Sub. R.1l2. 
Appendix 2. 

Sub. R. 42. 



INDEX 

. LETTERS OF CREDIT-
Supply of Funds to the Excise Depart. 

ment by - • • T. O. 16 

LOCAL FUNDS-
The nature of acrount of - '1. O. 16 
The duti... of Treasury Officers 

regarding ,he account of - T. O. 16 

LOA.~S AND ADVANCES-
Procedure for repayment of -
Takavi AdvallCell-Limitation to issue 

of-

1I0~'EYS-

Bank responsible for safe custody of 
Government - deposited in Bank .. 

Caunot be withdrawn from public 
account without the written permission 
of the Treasury Officer 

Duties for tbe custody of - in Treasury 
when a Government servant of Indian 
Audit Department is a Treasury 
Officer 

lIU8t be retained in a Treasury or 
deposited in the Bank 

Principal Auditor may permit with
drawal of - for any purpcse . 

Procedure for the custody of - in a 
Treuury 

Procedure for withdrawal of - for 
expenditure on centra) su bjecta 

Purposee for "hleb Treasury Officer 
may permit withdrawal of -

Responai bility of Drawing Officers for 
withdrawal of - •• 

Rules for the transfer of Government
from one TreB8ury to another 

Term withdrawal defined 

OVER-WRITING-
In accounts, reg;8ters. boob and 

T. O. 16 

T. O. 16 

T. 0.10 (b) 
t 

T. O. 13 

T.0.6 

T.0.3 

T. O. 14 

T. O. 10 (a) 

T.0.12 

T.O.lo(a) 

T. 0.27 (a) 
and (b) 

T.O.ll 
T.0.I2' 

sebed~es, prohibited T. O. 16 

PAY-
Alteration of - of gazetted Government 

servant. T. O. 16 
Arresr-howto be drawn T.0.16 
Authority and certificate for depart-

mental- T. O. 16 
In the caae of time-8ea).,. of - with 

efficiency bars - declaration of fitn_ 
to pasa the bar required from authority 
empowered to promote •• T. O. 16 

PAYlI~"TS-

By Indian States. receipts to be given 
in duplicate - •• •• T. 0.9 (b) 

In C&II&of urgent neceeaity Collector may 
require Treasury Officer to make - •• T. O. 23 

Instructions for-of leave-salary in 
India. T. 0. 19 

Omission of pies andaDDBB in- T. O. 16 
Xo.-II Bk H 360-8 

Sub. Rs. 91 to 93. 

Sub. R. 62. 

Suh. R. 62. 

Sub.R.56. 

Sub. R. 58-Note. 

Sub.R.27. 

Sub. R. 32. 
Sub. R.44., 

Sub.R.77 •. 

Sub. R. 3J!"·X. 

Sub. R. 20-A. 

Sub. R. 26. 
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PAYMENTS-conld. 

Shall be made in the district in . which 
the claim arises . . • • • 

To Bandra Municipa.iity-by cheques
To Contractors by cheque on the 

nearest treasury 
~ May be made to financing Banks .• 
To Forest Department .. 
To persons not in Govfll'D:IDent service •. 

PAniENTS INTO TREASURY-

Entry in the Remittance Book 
OfAilieques on local banks 
Procedure for - .• 
Procedure·for payment into a Bank .. 
Procedure for - of moneys not derived 

from Provincial Revenues •. 

PENSIONS-
'J 

T.0.18 
T.0.18 

T.0.18 
T. O. 16 
T. O. 16 
T. O. 16 

T.0.9(a) 
T.0.9(a) 
T.0.9(a) 
T.0.9(a) 

T.0.9(b) 

Certificate of non.employment T. O. 16 
Date of event determining the - T. O. 16 
Female Pensioners-

Declaration of non·marriage •• T. O. 16 
Life Certificates •• T. O. 16 
May be paid in any District when 

payable in India T. O. 20 
Not drawn for three years not to be 

paid without the sanction of the 
Principal Auditor T. O. 16 

Not exceeding Rs. 50 a month may be 
made by postal money order - rules 
regarding - . . . . T. O. 16 

Not payable without intimation of the 
rate from the Audit Officer T. 0.21 

"Pension payment orders-Entry of 
paymentin- .. T. O. 16 

Register of -; manner of upkeep T. O. 16 

:PBNSION PAYMENT ORDERS

.separate files for different classes of - ; . 
theircu.,tody '.. .. T. O. 16 

Power to transfer - from one Treasury. 
to another .• .. ., T. 0.20 

'Transfer of payment of - within the 
same district T. O. 20 

".rreasury Officer should examine files 
of-everymonth T.0.16 

POSTAGE STAMPS-

Form and procedure in P. W. D. 
regarding indent-for service - T. O. 9(a) 

General procedure for Supply of 
Service....... T. O. 9(a) 

Sale of service - to officers of Local 
Funds prohibited T. 0.9 (a) 

PRINCIPAL AUDITOR-

May permit withdrawal for any 
purpose ... .. 

Not responsible for the general manage· 
ment of District Treasuries 

Term defined 

T. O. 14 

T.0.5(a) 
T.0.2 

Sub. R. 10~·A. 

Sub. R. 104·C. 
Sub. R. 78-Note 2. 
Sub. Rs. 79 to 82. 
Sub. R. 78. 

Sub. R.15. 
Sub. R.13-Note. 
Sub. Re. 9 to 12. 
Sub. R.12. 

Sub. R. 70 (4). 
Sub. R. 70 (2). 

Sub. R. 70 (3). 
Sub. R. 70 (1). 

Sub. R. 71·B (a). 

Sub. R. 7l·A. 

SubR.71.· 
Sub.R.69. 

Sub.R.68. 

Sub. R. n·B (a). 

Sub.R.18. 

Sub. R.17. 

Sub. R.17. 

Sub. R.I. 



INDEX 

PUBLIC WORKS DEPARTMENT

Compensation for land: 
~ Payment. by Special Land Acquiaition 

officers •• •• •• T. O. 16 
Cheques drawn on treasuries specified 

by the Principal Auditor • • T. O. 16 
Payment.-

At Sub-Treasuries T. O. 16 
By cheques T. O. 16 

. Modes of drawing money from 
Treasury T. O. 16 

Petty construction and repairs ; 
. chargee for - T. O. 16 

Subordinate officers-
Funds not to be supplied by Remit-

tance Transfer Receipt. •• T. O. 16 
Limitation on the drawings of - • • 1. O. 16 
May be empowered to dra .... against 

Divisional Officer's account •• T. O. 16 

l'UBLlC WORKS DISBURSERS-

Expression defined. 
Supply of Funds to -

RAILWAYS-

Large remittances made by - on the 

T. O. 16 
T.0.16 

last .... orking day - procedure 
regarding - T. Os. 9 (b) 

and (e) 

.RECEIPTS OF (GOVER~"lIENT) MONEY-

All tranaactions of - must be brougbt 
to account -' 

Appropriations to expenditure 
hib:ted: Exceptions

Examination fees 

pro· 

General procedure in Treasuries •• 
Receipta Jllay be appropriated for 

immediate expenditure (Forest De· 
partment) 

Special procedure lor (Forest De· 
partment) •• •• •• 

Special procedure for - in P. W. D. .. 

T.O.7 

T.0.7 
T. O. 9 (a) 
T.0.9(a) 

T.0.7 

T.0.9(a) 
T.0.9(a) 

RECEIPTS Th"TO THE TREASURY

Cases in .... hicIr receipta should be 
Bigned. by Treasury Officer T. 0.9(a) 

REFUNDS-

Income.tax - voucher. payment of 
Of examination fees 
Procedure for - of Revenue 

BrAMPS-

Diaoount on -
Def ...... ment of -
Punching - on vouchera 

BUB-TREASL'RY PROCEDURE 

T.0.16 
T.0.16 
T. O. 16 

T. O. 16 
T. O. 16 
T. O. 16 

T. O. 16 

Sub. R. 83. 

Sub. R. 87. 

Sub.R.90. 
SubR.87. 

Sub.R.85. 

Sub.R.83. 

Sub. R. 89. 
Sub.R.88. 

Sub.R.88. 

Sub. R. 84. 
Sub. Rs. 84 and 85.' 

Sub. R. 20-B. 

Sub. R.19. 
Sub. R.13. 

Sub.R.4. 

Sub. Rs. 9 and 20.
Sub.R.15. 

Sub.R.5. 

Sub. R. 78·A. 
Sub. Re. 73. 7 •• 
Sub.R.72. 

Sub. R. 98. 
Sub. R.98. 
Sub. R. 99. 
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TRANSFER OF CHARGE- ' 
Form of Report regarding - • . T. O. 5 (e) 
Report of - to be made to the Principal 

Auditor T. O. 5 (e) 

TRAVELLING ALLOWANCES-
Form and preparation of gazetted 

Government servants' bills T. O. 16 
Form and prepanotion of establishment 
~ ~~W 

TREASURY-
Administrative charge of - by Collector. 
Cases in which receipts for sums 

received in - require the signature of 
the - officer 

Cash balance in the - must be verified 
by the Collector in person at 
least once in six months 

Definition of - Officer 
Departments of - i.e., Accountant's De· 

partment and Treasurer's Departn1ent. 
I>!Ities for the custody of moneys in 

the - when a Government servant 
of Indian Audit Department is a -
Officer 

Executive charge of - held by - Officer. 
General Procedure for receipts of 

money in-
Maintenance of a -
Maintenance of a Register in each

of gazetted Government servant 
Payments of bills from - •• 
Payments into-of cheques on local 

banks 
Principal Auditor may permit with· 

drawal for any purpose • • ' :. 
Procedure for the custody of moneys 

ina-
Purposes for which - Officer may per· 

mit withdrawal of Dloneys from - •. 
1/ 

Receipts for sums of less than Rs. 500 
do not require the signature of
Officer .. 

Remittance Book in P. W. D. -
RuIes for the verification c.f the -

cash balance •• 
RuIes for the transfer of Government 

moneys froDl one - to a~other 
Term defined •• 
Treasury Officer's writtbn permission 

for withdrawal of money necessary .•. 

TREASURY PROCEDURE-
Cases in which receipts for sums 

received in Treasury require the signa· 
ture of the Treasury Officer •. 

Defacement of Receipt Stamps 
Departments of Treasury, i.e., Account· 

ant's Department and Treasurer's 
Department 

Disputable claims 
Entry of vouchers in accounts .. 
Executive charge of Treasury held by 

Treasury Officers 

T.0.5(a) 

T. O. 9 (a) 

T. O. 5(b) 
T.O.l 

T.0.4 

T.0.6 
T.0.4 

T.0.9(a) 
,T. O. 9 (a) 

T.0.16 
T.0.16 

T. O. 9(a) 

T.O.14 

T.O.IO(a) 

T. Os. 15 (a) 
and 16 

T. O. 9 (a) 
T.O.9(a) 

T.O.5(b) 

T. O. 11 
T.0.2 

T.0.13 

T.0.9(a) 
T.0.16 

'T.0.4 
T.O.17 
T.0.16 

T.0.4 

Sub.R.3S. 

Sull. Re. ~ to 48. 

Sub.R.5. 

Sub. R.13. 
Sub.R.7. 

Sub. R. 97. 
Sub.R.25. 

Sub. R. 13-Note. 

. Sub.R.14. 
Sub.R.7. 

Sub.R.3. 

Sub.R.5. 
Sub. R.98. 

Sub. R. 99. 



INDEX 

TR EASCRY PROCED'QRE-cottId. 
In _ of mgen~ necessity Collector 

may require Treasury Officer to 
make payments 

Pay and allowances of the P. ·W. D. 
&tablishment are payable. at the 
neareot District Treasury •• 

Payment of cheques at Sub-Treasuries 
of certain del'artments requires the 
sanction of District Officer and' 

T.0.2~ 

T.O.IS 

Deputy Controller ofthe Currency •• T. O. 16 
Payment .hall be made in the District 

in which the claim arieea: Exceptiona. T. O. IS 

Paymentll to officem transferred or 
returning frQm leave out of Jndia •• 

Pensiona not to be paid without' in
timation of the rate from the Audit 
Officer 

Prompt recovery of amounts under 
audit objection • • • • 

Punching stamp!! 
Purp08e8 for which Treuury Officer 

may permit witbdrawal of money 
Responaibility of Collector •• 
Responsi bility of Treasury Officer 
Responsibility ot a Treasury Officer in 

cashing hilIa for officem stationed at 
a distance 

Responaibilities and dutIes of Treasury 
Officer in payin~ claims •• • • 

Stamping" Paid' • • • • 
Tranafer of office - Relieving officer's 

aignature (facsimile) should be sent 
to the Treasury Officer or local 
officials of the Bank 

Treasury Officer's written permission for 
withdrawal of Uloney necessary 

Tre&&ury officer may correct arithmetical 
inaccuracy or obvious Ulistakee in bills. 

Treasurer'. duties with regard to 
receipts and payments of money 

VOUCHERS-
Chargee againet two major heads should 

not be inoluded in one -. • . 
Entry of - in Treasury Aocounta 
Income·tas refund - payment of 
IlI8truetioDS for the preparation and 

formof-
On which advancea are 

quote sanctioning 
exception -

IIG-n Bk H 3~9 

drawn must 
authority-

T. O. 21 

T.0.21 

T.0.28 
T. O. 16 

T. O. 15(0) 
T.0.5(a) 
T. Os. 4 and 28 

T.0.16 

T.0.16 
T.0.16 

T.0.26 

T.0.13 

T.0.24 

T.0.16 

T.0.16 
T.0.16 
T.0.16 

T. O. 16 

T. O. 16 

lQ9 

Cl1,,!> .. 9 
-Ito-.eoa 

Sub.R.I06. 

Sub.R.I01. 

Sub. R. 104 and Notes. 
Sub.R.I05. 

Sub. R • .111. 

Sub. R. 99. 

Note 1 and Sub. R.I. 

Sub. R.I03. 

Sub. Rs. 96, 97 and Of!. 
Sub. R. 99. . 

Sub.R.OO. 

Sub. R. 26 (f). 
Sub.R.90. 
Sub. R. 78-A. 

Sub.R.26. 

-Sub .. R.50. 
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