EXPLANATION,

The numbers prefixed to the paragraphs are those of
the Articles of the Civil Account Code, fifth edition.” But.
when S. 0. is prefixed the number is that of the Standing
Order in the Compilation of 1890 (corrected to September
1895). ' '
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SECTION 1.

Treasury Procedure.

Payments into Treasuries.

3. Any person paying 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 officer on whose account it is made, and will
thus contain all the information necessary for the preparation of the receipt
to be given in exchange, ' ‘

1. Printed forms should be supplied by the treasury, which may, with advantage, be
bi-lingual. They should be presented in duplicate ; one copy will be returned to the
tenderer, duly signed as a receipt, a.nd the other retained in the treasury for record. :

510. Money paid into a sub-treasury (tehsil or tdluk) by a postmaster
or sub-postmaster will be accompanied by receipts in duplicate, The Sub-
Treasury Officer will return the original duly signed. -

543. 'Whenever money is sent to the sub-treasury office, the Telegraph
Officer who sends it must forward with each remittance a pass-book, on
which the Sub-Treasury Officer will note his initials as a receipt, and a
“chalan,” or memorandum of particulars of payment, which will be retained
at the sub-treasury and forwarded with its accounts to the district treasury.
The Sub-Treasury Officer will furnish the telegraph officer with a separate
receipt as his voucher for the payment. The pass-book will be a simple
memorandum book with date, particulars, and amount of remittance, and
place for initials of the Treasury Officer. '

Authority for receiving Forest Revenue.

S. 0. 101, Para. 7. Unless some previous general or special authority
has leen given by the Forest Officer, revenue will always be accompanied -
by the prescribed chalan ¢n duplicate, these should not be accepted unless
presented by or countersigned by. a Forest Officer or Civil Officer authorised
to collect forest revenue. As a rule Forest Officers will not receive forest
revenue, but will countersign a chalan in duplicate and send it to the
treasury by the person who has to pay the revenue; to this person the
treasury receipt (duplicate chalan) will be given, and he will be left to
take it back to the Forest Officer, who will then deal with it in accordance
with paragraph 156 of the Forest Code (third edition).

S.  The above arrangement does not justify a Treasury Officer in refusing
to receive a remittance in cash from a Forest Officer or in interfering in a
matter which relates entirely to the work of the Forest Department,

B 350=-1
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S. 0. 49, Para. 1. Collecting officers of the Salt and Customs Depart-
ment will ordinarily pay the whole of the moneys which pass through their
hands into the most convenient Revenue treasury or sub-treasury, the only
exception being that the cheque of an officer baving a letter of credit on the
treasury may be received instead of cash. )

2. A chalanin duplicate in the following form must be sent with

each remittance. Oane copy wiil be signed and returned as a receipt in the
usual manner. .

.+

.. .CHALAX,
From ——_— - - . e
(Name of Salt or Customs Office) o » ’ Treasury.
- !
Please receive— ,
Customs Revenue .., ese v
" Salt Revenue e
Excise Revenue ~ ..,
.Land Revenue . . .
Miscellaneous Revenue Seee
Debt or Deposit
Total
Signature of Remitting Officer. .
Received—
In cash ... ese oo .
In cheques against letter of credit .
’ ) . Total
and credited in accounts for - (month).
.. - Signature-of Treasury Officer.

3. The amounts received should be recorded in a register in Civil
Account Code Form 28, with columns arranged according to the details
~ given in the above chalan form. o

The original chalans received at sub-treasuries must accompany the
daily sheets. =~ .

Editor's Nole.—C. A, C. Form 23 is Tiluka Form 3.

. 6. When a cheque is sent instead of cash the cheque must be “ paid
by transfer > and the full amount entered in the chalan must be credited.

Fractions 6f a Pie.

317. Fractions of a pie are not to be credited in the Treasury
accounts, and they should neither be received nor paid. -

- Payment of Money.
' 309. The bill or other voucher presented as a claim for money will
be received and examined by the accountant, and then laid before the
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Treasury Officer, who, if the claim be admissible, the authority good{
signature’ true and in order, and receipt a legal quittance, will sign the
order for payment at foot of the voucher. 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.
Lidt'or’s Note,—For ¢ Accountant ” Mimledars should read * Treasury Kdrkun,” -
4. The Treasury Qfficer should take special care to see that receipt
stamps are so defaced that they cannot be used again, and offer no tempta-
tion to the abstraction of vouchers for the sake of the stamps upon them,
Scveral cases of the loss of vouchers have occurred owing to the neglect of
this precaution. : : T ;
5. No payment is to be made without the orders of the Accoun’gant-
General to an officer transferred from another province. ST

6. Any person having a claim against Government will present hig -
voucher duly receipted, and, if necessary, bearing a stamp,- ..

7. Receipts for all sums exceding Rs. 20 must be stamped ; but the
following are exempt :— '

(@) Receipts given by, or on behalf of, Government,

() »  on cheques sufficiently stamped or exempt from stamp d_ﬁty .
) i granted by a Railway, Company for freight and fares. o
» for pay and allowances of non-commissioned officers and sol- -

dicrs of Her Majesty’s or the Indian Army when serving in
such capacity, or for their pensions. : ‘ ‘
Cheques drawn by Government officers on Government account, for
example, Public Works or Commissariat cheques, and Remittance Transfer
Receipts and Supply Bills are exempt from stamp duty. = )

(See also the list of exemptions in schedule 2 of the Stamp: Act.)

8. The following documents do not come under any of the exemptions
mentioved above, but are chargeable with stamp dufy under the. general
rule®:— . _ . _ o

(2) Cheques or receipts drawn by a Railway Company, incl;lcl_iqg a company-

to which a State Railway has been leased, or by a Municipality. 3

(V) Cheques or receipts signed by a Government officer as Chairman of &

Municipality. A R
(¢) Cheques or receipts drawn on account of Cantonment and other Excluded
Local Funds. o : L o

(d) Cheygues or receipts drawn on account of Inc'orpora;téd. Tocal Funds and
District or Local Boards established under the scheme of Local Self-

L

Government. _ o
(¢) Receipts for advances taken by Government officers.
) for refund or repaymenit of deposits.

(J) Reccipts on Acquittance Rolls of Establishments.

(1) & 0, 93, Para. 5. Receipts of payees for sums paid on telegraphic orders issued in Ty

of a eapply bill should be stamped, whether the receipt be taken on the back of the telegram
or a scparate receipt be given, o

9. The following general instructions regarding the prepération and
form of vouchers should also be observed : —

(a) Printed forms of vouchers in English should be adopted as much as pos-
sible ; but when, from any circumstance, a vernacular voucher is
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- unavoidably necessary, a bi-lingual form should be nused. A specimen
which will serve as a general guide is given as Form 31 for deposit
" vouchers, and may_be obtained from the local Accountant General

() When the use of a purely vernacular voucher is unavoidable, a brief
abstract should be endorsed in English, stating the amount, the
name of the payee, and the nature of the payment.

(¢) The amount of each voucher should be entered in words as well as figures,
and care must be taken not to leave space for frandulent alterations
before or after either entry., The form for stating an amount in
words should be * Rupees only ” or “ Rupees annas
&c.,” the written amount filling the twhole space between * Rapees,”
and “only ” or “annas.”

(d) All corrections and alterations in vouchers should be attested by the
initials of the person signing the receipt; any in the orders of pay-
ment must be attested in the same way by the Treasury Officer. No
document bearing an erasure can be accepted. .

(¢) Cbarges against two major heads should not be included in onme 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 allow-
ances 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
account, should be drawn on a single bill

(f) Unless the Local 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 the bead of an office, although in the
absence of the latter the clerk be in the habit of signing letters for
him. Nor may any moneys be paid on a voucher or order signed with
a stamp. When the signature on a voucher is given by a mark or
seal, it should be attested by some known person.

(g) Bills requiring previous countersignatare should be returned unpaid, if
presented without such countersignatore.
- 10. A Treasury Officer must not honour a claim which on the face of

it is disputable; he will request the claimant to refer the question to the
Accountant General, o

Nor may he undertake correspondence for an officer making a claim
to any special allowance, but will request him to address the Accountant
General either direct or through his own official superior. -

. Oﬂi Ed;w'lo"a Note.~For *f Accountant General” Mimledirs should read ¢ Huzur Treasury

Cer. °

11 It must be remembered that the Treasury Officer has to satisfy .
not only himself, but also the Account Department, that the claim is valid;
and has further to prove that the payee has actually received the sum
charged. Caréful attention must therefore be given to the rules regarding
the completion of vouchers referred to in Article 9. 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.

2. Treasury Officers, when cashing bills for Survey Officers and others at a distance
from the treasury, should furnish a note explaining the amount of cash and transfer
receipts (if any) issued and any deductions or alterations that may be made in the bill
presen The note shonld be in bi-lingual form, as it is important that the guard or
messenger who receives the money should ascertain that the amount stated agrees with
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the actual cash or drafts delivered to him ; and, when that ﬁerson is unable to read, the
Treasury Officer should himself explain to him the amount entered on the' note.

3. Any deductions made by the Treasury Officer reducing the net amount claimed
on a bill should be explained in a memorandum signed by the Treasury Officer to be
given to the presenter. :

Issue of Duplicates or Copies of Documents.

12. No Government officer may issue duplicates or copies of receipts
granted for money received, or duplicates or copies of bills or other documents
for the payment of money which has already been paid, on the allegation that
the originals have been lost. If any necessity arises for such a document, a
certificate may be given that on a specified day a certain sum, on a certain
account, was received from or paid to a certain person. This prohibition
cxtends only to the issue of duplicates on the allegation that the originals
have been lost, and does not- apply to cases in which, by existing rules,
duplicates are preparcd and tendered with the originals. In the case of a bill
passed for payment at a treasury but lost before being cashed, or in the case
of a deposit repayment voucher lost before payment, the officer who drew
the original bill or voucher should ascertain from the treasury that payment
has not been' made on the original, before he issues a duplicate, which -
should bear distinctly on its face the word * duplicate >’ in red ink,

Responsibility for Overcharges. »
13. The responsibility of drawers and payers: of bills is thus stated in
the Resolution introducing the present system of account (F.D. No. 2189,
dated 20th April 1865, paragraph 34):— o

The privilege of drawing pay abstracts or bills for salary, allowances, or contingent
expenses, will be restricted to responsible officers, and the drawer of the bill will be held
answerable for any overcharge. The responsibility of the' countersigning officer will be
that which attaches to all controlling officers, and which brings them under a liability to
make good any loss arising from their culpable negligence. The Treasury Officer who
makes payments without pre-audit will be responsible for checking any palpable errors,
and (in the case of change of office, or of rate of salary of gazetted officers), for passing the
new rate with reference to the orders directing the change. In short, the responsibility
for an over-charge will rest primarily with the drawer of the bill, and (failing recovery from
him) the overcharge will be recovered from tbe Treasury Officer or the countersigning”
officer, only in the event of culpable negligence in either of them,

Audit Objections.

14. When the Accountant General disallows a payment or an allowance
as unauthorized, the Treasury Officer is, bound nof only to recover the amount
disallowed without listening to any objection or protest, but to refuse to pay
it in future till the Accountant General authorises the payment to be resum-
_ cd; that no warning slip has been received by the officer retrenched, or

that, being received, it has been answered, are facts with which the Treasury
Oflicer bas no concern. : -

L. If an officer, from whom a recovery is ordered, has meantime been transferred to

another district, the Treasury Officer should, without delay, pass on the order of recovery
to the other treasury. i

2. A Treasury Officer must not, when a retrenchment is ordered, enter into- any
correspondence with either the Accountant General or the officer placed under retrench-

ment; it is his duty simply and promptly to carry out the orders he has received, and to
leave the person aggrieved to his remedy in ordinary course,
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3. Recoverics are not ordinarily made at a rate excecding one-third of salary, unless
the officer affected has, in receiving or taking the excess, acted contrary to orders or
without due justification. .

Payments at Sub-Treasuries direct without the Bills being
" endorsed by the District Treasury Officer.

8.0.92])

No bill may be paid at a sub-treasary without being first sabmitted to,
and payment directed by, the District Treasury Officer, save in cases of
“certain local exceptions.

2. These local exceptions have not hitherto been clearly and authorita-
tively defined in this Presidency. The following classes of payments shall,
therefore, be the only local exceptions referred to by the Code, all other
bills being endorsed by the District Treasury Officer before they can be paid
at a sub-treasury :—

- I.—The pay and fized allowances (including permanent travelling allow-
ance) of Mimledirs and their establishments.

. IL—Pay and fized allowances of Assistant Collectors, Deputy Commis-
sioners, District Superintendents of Police, Civil Surgeons, Assistant Political
Agents, Kdthidwdr, and District Deputy Collectors, only when their permanent
head-quarters arc  established at the head-quarters of a tiluka (e. g.at
Mélegaon). .

Nore to Nos. I and II,—Bills for travelling allowance, other than Permanent Travel-

ling allowance, must be submitted to the District.Treasury Officer before they are presented
at a gub-treasury. . :

&.D.—Panch Mahéls being without a District Treasury, the officers stationed at Godlra
may have their hills cashed at the sub-treasury there without endorsement by
the Treasury Officer, Kaira.

ITI.—Discount on the sale of stamps. -

IV.—Cash allowances to district and village officers, allowances o
temples and mosques, varshdsans, compensations, Indms, and all cash allow-
ances recorded in sub-treasury registers, except establishment charges in
Sind. : .
S V.—Remuneration -to pound-keepers, except establishment charges in

ind.
. VI.—Rcfunds of revenue when the Mimledir has the power to order
the refund. '

VIL~—Pensions including Political, in cases in which the permanent pay
orders or descriptive rolls have been transferred by the Collector for payment
at the sub-treasury. 7

VIIL—Deposits which have been received at the sub-treasury under the
orders of the Mimledar, and for which a register is kept at the sub-treasury,
provided that such deposits are not payable also at the Huziir Treasury.

The Treasury Officer will be responsible for seeing that these conditions
are fulfilled, i

IX.—Compensation for lands paid on receipts in Form prescribed when
the compensation is awarded by the Collector or other special officer.

X.—Payments to the following Departments :—

Forest, Public Works, Post Office, Telegraph, Customs and Salt,
Survey. :

XI1.—Cheques of Taluka Local Boards and Municipalities banking at

Tiluka Treasuries.
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XIT.—Cheques drawn by a Pension Paymaster against a fized amount,
to be coamunicated by the District Treasury Officer to the Sub-Treasury
Officer. , . : : :

XIIL.—Salary, Travelling allowance, and Contingent Bills ‘of Establish-
ments of Commissioners, N. D., C. D., and 8. D. ) . .

XV.—The pay of peons of the District and Travellers’ Bungalows.

Sub-Jail and Toll and Ferry Establishments (if permanent).

4. When a bill is paid direct from a sub-treasury, the order for pay-
ment must be filled in there, and signed by the officer in charge of the sub- .
treasury, whose designation, with the name of the sub-treasury, should be .
entered below his signature. - The bill should also be stamped ¢ paid* at the
sub-treasary. : ,

Note—(1) Head Kirkins of tilukds may sign pay-bills in the absence of Mdmleddrs

(Government Resolution, Financial Department, No. 2589, dated 26th Awugust
1886.) - : ’ )

S.0.93. Para. 2. As some instances have occurred in which Treasury
Officers have made paymcnts from the treasury, under the assumption of a
general authority to deal with demands presented at the treasury, it seems
necessary to explain that the authority of a Treasury Officer to make payments
is strictly limited to the rules in the Account Code ; and that if a demand of
any kind is presented at the treasury, which is not provided for by the rales
in the Code, or is not covered by a special order received from the Account
Office, the duty of the Treasury Officer is to decline payment for want of
authority. : : ' ) ’

3. A Treasury Officer has no authority to act under an order of Gov-
crnment sanctioning ‘a payment, unless it is an express order fo Aim to make
the payment. DBut all such special orders should, in the absence of urgency,
be sent through the Accountant General. :

S.0.82. Para.1 (2) (Extract.) Payments by transfer at a sub (té,lukai
treasury should be confined to transfers from deposits to Revenue.

Para. 2. (Extract.) When vouchers are paid in cash at a sub-treasury
the “paid” stamp should be used at the sub-treasury at the time of pay-
ment. When by transfer, no stamp should be used at the sub-treasury."

Treasury Staff forbidden to present Bills.

. G A C17.
S.0.83.] e

Treasury clerks are forbidden to undertake the encashment of bills
or vouchers on behalf of payees.

2. Treasurers are forbidden to make payments through Treasary
clerks or office servants sent to them by the clerks., -

3. When a bill is presented for payment by a person who is not the
actual payee, he should be required to produce a letter aunthorizing him to
take paywent. o

4. A copy of these rules should be hung up in a conspicuous place in

thilt-feaslxry, in order that they may be known as widely as possible to the
publie, i
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Transfer of Office.

19. When an officer, whether gazetted or non-gazetted, who usually
draws or countersigns bills payable at a treasury or sub-treasury makes over
charge of his office to another, he should send a fac simile of the relieving
officer’s signature to the Treasury Officer or Sub-Treasury Officer,in order
;,Jhat the latter may satisfy himself as to the validity of the bills presented by

im,

Defalcations.

20. Whenever any defalcation or loss of public money, stamps, or
opium  is discovered in a Government treasury, or other office or department
which is under the audit of the Accountant General, the fact should be
immediately reported to the Accountanbt General; and, when the matter has
been fully inquired into, a further and complete report should be submitted of
the nature and extent of the loss, showing the errors, or neglect of rules, by
which such loss was rendered possible, and the prospects of effecting a
recovery. The submission of such report does not debar the local authori-
ties from taking any further action which may be deemed necessary.

Erasures.

21. Erasures in any account, register, schedale, or cash-book, are
absolutely forbidden; if any correction be necessary, the incorrect entry
should be cancelled neatly in red ink, and the correct entry interlined : the
head of the office should -set his initials to each of such corrections in
authentication. Special care should be taken by the Treasury Officer as
regards all vouchers and accounts showing signs of a.lteratigg ; and if such
documents be frequently received from any office, the attention of the head
of the office should be formally drawr to the irregularity.

Notices.

337. Notice should be painted up conspicuously in the office of the
hour at which the treasury closes for receipt and payment of money, which
should be at least an hour before the end of the day’s work, in order to give
time for closing and agreeing the accounts. "

388, Treasary Officers should themselves see that the nobices which
they are required to exhibit regarding the encashment of currency notes,
the supply of small coin and copper, and the like (Art. 569, note 1 and
Art. 609), are really exhibited conspicuously in places which the public
enters freely, and that no favouritism is shown in the conveniences which

the treasury can offer.

Supply of Funds.

637. (Extract) it is the duty of the district officer, while leaving at his
sub-treasuries the smallest sum necessary for their current expenditure, to
see that each has a sufficient supply of copper and small silver to answer all

demands for change.
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Custody of Treasure and Verification of Balances.

Rules for the guidance of Sub-Treasury Officers.
Adapted from the Civil Aocount Code. b

1, The Mdmleddr or, in his absence, the Head Kérkun should see,
before ho leaves the office, that the door of the treasury is properly locked
and sealed in the preseace of the Polico Officer in charge of the guard.

2. There shall be two locks to the door of the treasury, the key of
one of which shall be kept by the Mimledér and of the other by the Shroff
Kérkun. In the absence of the Mawmleddr from the Tdluka station, his
key of the treasury door shall be kept by the Head Kérkun, the other key
being always kept by the Shroff Kérkun, .-

3. * The MAmled4r shall be responsible for the security of the recepta-
cles for treasure and other treasury furniture. ‘

- 4, The M4mleddr should have the security of the treasury-room
certified to every year by the Executive Engineer, who shall prescribe any
necessary conditions as to the manner of storing ths coin, e. g., that no bags
or boxes should be placed within a prescribed distance from the wall. The
position of the sentries and other matters relating to the Police guard at the
treasury shouald be prescribed by the Superintendent of Police.. The copy
of the Exccative Engineer’s certificate and the order of the Superintendent
of Police with a vernacular translation of the latter if the original is not in
vernacular shall be hung up in a conspicuous part of the treasury, and the
Mamled4r shall see that the conditions prescribed in these documents are
carried out. R

5. The doors and windows, if any, of the treasury-room must remain
always closed .and locked or bolted except when it is necessary to remove
coin or other valuables into or out of the treasury. The Mémled4r or, in
his absence from the office, his Head Kérkun must be present in person
during the whole time between the opening and closing of the room. Tho
room must be locked if in the meantime he is called away on any duty.

6. The bulk of the treasure should be kept under double locks in the -
receptacles provided for the purpose. The key of one of each set of
double locks shall be kept in the personal possession of the Mimled4r and
the-other in that of the Shroff Kdérkun. Daring the absence of the M4amled4r
from the head-quarters of the tdluka or when, owing to some important
and pressing work in the head-quarter town itself, he is unable to attend
office, his key should be made over to the Head Kdrkan, who should retain
possession of it only so long as the Mémled4r is absent from head-quarters
or is 1mable to attend office. ' '

7. After the close of the day’s business, the Shroff Karkiin should not
be allowed to hold in his separate custody a sum larger than is necessary for
the convenient transaction of the Government business or larger than the
sccurity given by him. The sum so held shall be locked up every evening
in the Treasury-room. : : °.

8. Asregards specie, money received should be kept separate from
money issued for payments, The money issued should be that which has -
8 3502
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been longest in the Treasury. The M4mleddr should record orders cons
sistent with these rules, specifying the precisc arrangements to be observed,
so that all coin may pass out of the Treasury in due turn, A copy of such
orders shall be kept hung up in the Treasury-room.

9. Before being placed under double locks in the receptacle for treasure
as provided in Rule 6, money under receipt should be made up by the Shroff
Kérkin in bags of uniform size in accordance with the following instructions.
Broken amounts other than those permitted by this rule should not be
" placed in the receptacle for treasure:

(1) Rupees should be made up in bags of Rs. 2,000 each (where
Rs. 1,000 is the customary size this should be adhered to). If there are
rupees remaining over which cannot be left in the Shroff Karkin’s
custody under Rule 7, 2 bag containing any multiple of Rs, 250 less
than Rs. 2,000 should be made up as a temporary measure, to be
converted into a bag of Rs. 2,000 as soon as possible.

(2) Half-rupees should be made up in bags of Rs. 25 each. A
supplementary bag of any multiple of Rs. 5 should be made up, if
necessary, as provided in the preceding sub-rule. The bags should be
put together into a larger bag of Rs. 1,000 or less.

-~ (8) Quarter-rupees should be made up in bags of Rs. 25 each. The
supplementary bag should be of any multiple of Rs. 5. The bagsshould
be put together into a larger bag.

(4) Two-anna pieces should be made ui)- in bags of Rs. 25 each,
The supplementary bag should be of any multiple of Rs. 5. The bags
should be put together into a larger bag.

(5) Half-annas should be made up in bags of Rs. 50 with a supple.
mentary bag of any multiple of Rs. 5.

(6) The preceding sub-rule applies also to quarter-ar;nas.

(7) Piesshonld be made up in bags of Rs. 10 with a supplementary
bag of Rs. 5, if necessary. Half-pices should be treated the same way.
‘I'he bags should be put together into a larger bag.

Mutatis mutandis the above provisions apply to the return to double
locks at the close of the day’s transactions of bags containing money
under issue, the main points to be observed being that no bag shall be
placed under double locks that does not contain, in the case of rupees,
a multiple of Rs. 250 and, in the case of other coir, a multiple of

Rs. 5; aund that, in the case of coin of any description, only two bags,
i. e., one bag on the receipt and one on the issue side, may be allowed

to contain amounts less than the maximum amounts prescribed by
this rule. Yo

: 10. Each bag prepared by the Shroff Kdrkin under the last rule
should be examined by the Mémled4r or, in his absence, by the Ilead
Ki4rkan. He should personally cause the contents of each bag to be
emptied into the scales, weighed and poured into another bag. If the
contents of a bag cannot be accurately determined by weighing, they should
be counted. A memorandum should then be placed in each bag showing its
contents under the initials of the Shroff Kdrkin and the Mdmledsir or, in
his absence, the Head Kdrkun, Each bag should then be tied up and sealed
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in the presence of the Mdmledir or Head Kérkun. Lastly the bags should
be placed in the receptacle for treasure. T

11 Notes intended for custody under double locks should be made
up in bundles according to denominations in the order of receipt, the num-
ber in each bundle being stated upon the outside. They should be counted
over by the Mdmleddr in person or, during his absence, by the Head
Kédrkun before being placed under double locks, When required to be
issued from under double locks, they should be counted in detail with the

same care. -

. 12, A memorandum under the initials of the Shroff Karkun and the
M4mlatd4r or, in his absence, the Head Kdérkun should be kept in the re-

ceptacle for treasure (or one in each receptacle if there are more receptacles’

than one) showing its contents. .

13. Every amount, when received under double locks or issued there.
from, should be registered in the Shroft K4rkun’s balance-sheet (which shall
be kept in the Civil Account Code Form 38) at tke time by the Mimled4r
with his own hand or, during his absence, by the Head Kérkun, :

The certificate at the foot of Civil Account Code Form 38 should be
altered for this purpose as follows: . B

“The balance in the hands of the Shroff Kérkun has been inépéct-
ed and found correct. The total closing balance agrees with the
closing balance shown in the Day-book this day.” '

14. Before signing the day-book and the "Shroff Kérkan’s balance-
sheet, the Mdmledir or, in his absence, the Head Kirkun should satisfy
himself— -

(1) that no uncurrent coins are leftin charge of the Shroff

- kérkun ; ‘ :

- (1) that no more small silver or copper coin is so left than is
actually required for current yse ;

(urr) that the whole balance in charge of the Shroff Kirkun does
not exceed his current requirements or the amount of his .
security. '

15. Silver coin may be issued from under double locks by counting
the number of bags only. If issued in broken amounts, Rupees must be
issued in multiples of Rs. 250 and other coin in multiples of Rs, 5, no
whole bag being opened while another remains undepleted.

16. The monthly verification of the cash balance should be made on
the 25th of each month by the M4mledsr in person or by the Head Karkun
when the Mdmledir is unable to perform the duty on the ground of illness
or when he is specially exempted from the daty by the Collector or Assist-
ant Collector on the ground of emergent duty, in accordance with the
following instructions. But the Mamledir should verify the balance imme-
diately ou his return to the head-quarters of the t4luka :— -

(a) Sdver Coin.—The coin being in bags, each containing a certain £
an}mt, any bag should be taken at random, :md Rs. 50 or R§ 100 countedxeig
detail and used as a weight in a small scale against which other similar sums
should be weighed, until the whole contents of the bag are exhansted. Care
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should be taken that the requisite number of tallics of Rs. 100 or 50 is made up.
The whole amount thus tested should then be taken as a verified weight of Rs. 1,000
or Rs. 2,000 as the case may be and be placed in one pan of a large pair of scales,
The whole number of bags should now be counted, and one in every twenty
-taken at random, opened and its contents poured into the scales and weighed
against the verified Rs. 1,000 or Rs. 2,000. Droken amounts may be verified by
weighment in smaller quantities of Rs. 50 or Rs. 100 or Rs. 200, It may be
noted that the maximum difference in weight between new coin and coin in
current use is about 3 in 1,000 for whole rupees, up to about 16 in 1,000 for two-
anna pieces, and & difference in gross weight to thisextent need not impugn the
verification. = If a larger difference is found, the bag should be tested by weigh-
ment in sums of Rs. 100 (or less for small coin) which, if carefully done, should

always be precise.

If scales of sufficient size are not available, the necessary number of bags
must all be examined in the manner preseribed for the first bag.

(b) Copper coin—There is norule. The Mamledir may adopt any method of
verification which he thinks satisfactory and, provided he is personally responsible
for the correctness of the balance he'states, is not required even to count the bags
every month; but he should do it occasionally and should also examine their
contents occasionally.

(¢) Notes—All notes of Rs. 100 and over should be counted with the Mém-
ledir's own hand. For smaller notes the following plan is sufficient :

‘ The notes being in bundles of a certain-marked number,a few at the top
may be folded back, and the rest counted by karkung, &c. The Mimledir
should then sce, in the case of each bundle, whether the addition of the folded
back notes to the number already counted and marked makes up the whole

, »alleged number of the bundle. The kirkuns, &c., should not be persons who

: .are responsible for the correciness of the bundle, and the Maimledir should
satisfy himself that the notes in the bundle are all of the alleged value, 7.e. for
example, that a ten-rupee note is not counted as one of a 50-rupee bundle.

.. = 17, A copy of these rules shall be kept hung up in the Treasury
room. ' )
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C. A. C, FORM 38.

Treasurer’s Daily Balance Sheet.

Dare 189

13

Bnlnnce. brought forward from 18 .. o' e ..
Received this day as per Trensurer’s Cash Book ... " - e o

Expended this day as per Treasurer's Cash Book ... ae e e we

Total Rs, ... ...

Balance RS, .. .

Particulars of Balance.

URDER JOINT KnvS OF TREASURY

‘OFFICER AND TREASURSR, Closing | -
[ Placed hin :ihe( o
PHCIFICATICN, L N 8 Ce ands of OTAL,
‘ Opening| Taken | under { €losing| the .
balauce.] out. joint | balance.{ Trea-
locks. : surer.
. ’
r@ Rs, 10,000 e e, .
" 1,000 aee . . o .
. | W 500 e e r
Government Cuarreney {» 100 .. e
Notes, Home Circle. » 50 .. e e
| " 20 . oo . -
: o 50w e e
L e .
Total Ree ...
Government Currency Notes of other Circles .. .. 4 I
Bank Post Bills o o o - e .
Sivex, -
RUpees ... we s o e e aee e
Half-Rupees e o o . !
Quarter-Rupees e we e e e " ,
Two-anna pieces . . . we e
Total Rs. v -
~ ? ~ ] e
Correxr, .
Double Pice . . “ - .
Ringle ,, e e em e e e e ]
Halt - !
Pie pieces o ase e . e w
Total Bs. . s
UNCURRENY. -~
(The detail of kind, tale, and}” i .
| value must be given on the| M
. reverse— :
Gold, Bilver, Copper...{ (1) every day for the amounts! i
received that day ; hd
(2) on the last working day
L of each month,
Total Rs. ... 1
|-

GRAND TOTAL RS, '

Grand Total (in words) ...

hands of the Treasurer inspected,

~

greed with the Accountant's daily balance sheot, and balancein the

* Treasurer, . .
Date of Signaturs Officer in charge of Treaswry,
1. Nouncurrent coins to he left in charge of Treasurer, ' o
2. No more am

all silver and copper to be g0 left than is required for current nse, -~

3. The whole balance in sole charye of Treasurer is never $0 exceed his immediate mnt ire!
¢. This balance sheet is to be signed on the evening of the dey itself to which is refers, Toquireinants,
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SECTION I1.

Income Tax.

Income Tax Deductions.

32, All salaries, anuuities, pensions, bonuses, and gratuicies falling
due on and after the first April 1886 are liable to Income Tax.
1. The salaries of officers scrving outside of British India whose services haye
been lent to, and whose salaries are paid by, Native States, are not liable to Income Tax.

2. A capital sum paid in commutation of the whole or a portion of & pension is
exempt from Income Tax.

The tax is also leviable upon interest on Government securities,

33. "For Income Tax purpose, salary includes allowances, fees, commis-
sion, and perquisites or profits reccived in licu of or in addition to a fixed
salary, in respect of an office or employment of profit. It does not include
the following :—+ », -

= : 1. Travelling allowance.
2. Tentage .
3. Horse - »
5. Any allowance granted to meet specific expenditure, such as house.
rent, compensation for dearness of provistons.
~  Nore—Local and ¢xchange compensation allowances are, as a rule, subject t> the tax, and
10 part of a egusolidated pay is exempt.

’

34. The tax isleviable upon the gross salary, subject, however, to
deduction of such portion of the salary as—
.(1) is deducted under the authority or with the permission of Govern-
. ment for the purpose of sccuring a deferred annunity for the officer
himself, or a provision for his wife or children after his death ;

(2) is paid by the officer to an Insurance Company, Service Fund, Matual

.." Benefit Fund, Friendly Society, or other legally established Associa-
tion in respect of an insurance or deferred annuity on his own life
or on the lifc of his wife; .

(3) is paid into any Provident Fund established under the authority or
with the permission of Government, and is not repayable to the officer
at his option so long as he remains in the service;

(5) is deducted as fine inflicted by the head of an office or depariment, or

* by Government.

Note—A portion of salary withheld underan order of a Court is not a sum compulsorily
atopped from salary within the meauing of this clause.

* Provided that—
(a) the total amounts deducted under (1), (2), and (3) do not exceed
) one-sixth of the salary for the year; .

(b) the claim to exemption on account of premium paid to an Ihsur-
ance Company, &c., i3 made within six months from the last day of
the financial year during which the premium was paid.

The above deductions with the exception .of thosp n_nder (5) are not
taken into account in determining whether the income is liable to the tax,
or in determining the vate at which the tax shall be levied.
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Nore 2.—The amount of premium paid to a Life Insurance Company should be deducted
in one sum frem the salary bill to which the receipt for the premium is attached, before the
calculation for the Income Tax is made, : .

8, Income Tax isnot to be deducted from advances of pay made under Article 137,
page 29, clauses (a) and (3) of this Code and under Article 81 of the Ciril Fervice Regula.
tions, the deductions being made from the gross amount of the salary bilis from which the
advances are recovered by instalments. .. . L

4, Advances made to officers proceeding on leave or duty out of British India are liable
to Income Tax, which should be deducted in each case when the advance is made. ‘

35. A deduction made from the amount of salary, pension, or annuity
liable to nssessment on account of a payment made to a Life Insurance
Company or to a Family Pension Fund if the payment is made otherwise
than by deduction from salary must be supported either— '

(1) by the original receipt of the Insarance Company; or - ,

(2) (in the case of a deduction claimed by a servant of the Government
or of a local authority) by a copy of the same, presented along with
the original to the officer who pays the salary, and attested by that
officer, who should after such attestation return-the original with a
note endorsed upon it that it has been produced and allowed for, the
copy being attached to the bill sent with the list of payments ; or

(3; by a duplicate receipt or certificate of payment given by the_Insurance
Oompany.

In cases (1) and (3) the receipt or certificate shou]ld be forwarded with
the bill to the Account Office, whence it will be returned as soon as the
fact of payment is admitted in due course of audit. T

36, If the salary, annuity, or pension amounts to Rs. 166-10-8 per
mensem, the amount recoverable is five pies in the rupee, or, if less than
the above but not less thun Rs. 41-10-8 per mensem, the rate is four pies
in the rupee. The amount due on a fraction of a rupee should be’neglected.,_
Thus the tax to be realized on a monthly salary of Rs. 166-10-8 is Rs. 4-5-2
only. ' The tax is calculated in accordance with the Table printed as
Appendix (page 17). : ‘ ‘

37. If the salary drawn in any month is less than Rs. 41-10-8, deduc-
tion need not be made on account of tle tax on the ground that the salary
of other months has been or will be such as to bring the salary of the year
up to Rs. 500. The tax on salary should be deducted with reference to the
salary of each mouth separately. :

Income Tax deducted from the salary of an officer whose total income
during the year is found to be less than Rs. 500 may be refunded at the
end of the year, but the refund should be made by the officer through
whom the tax was originally collected on the certificate of the Collector to

t1)1e gﬂ'ect that the total income of the officer for the year did not amount to
8. 800, : .

38. The tax should be levied on a gratuity with reference to the total
of the gratuity and salary drawn by the gratuitant in the. year of pay-~
ment,—t. e, the gratuity should be exempt, taxable at four pies, or taxable
at five pies in the rupee, according as the above total is less than Rs. 500,
Rs. 500 or more but less than Rs. 2,000, or Rs. 2,000 or more respectively.
This rule, however, will not modify the previous application of Art. 37
above to any salary already drawn during the year. :

39. The head of an office when paying a salary or gratuity should not
question the recipient-as to his other income. - He should deduct the tax
solely with reference to the month’s salary, or the total of salary and
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gratuity paid during the year, as the case may be, unlesss the Collector brines
- to his notice that the recipient has other income, °

(S. 0. 10. Fara. 2 (7) (¢).] Allowances to Chiefs under Treaties in
respect of, or 1n compensation for, payments which would have accrued to
theat in their Native States had not these Treaties been made, are ordinaril y
exempt.

) N.B.~—Sahotra Amal to the Pant Sachiv of Bhor and other similar allowances are
liable to income tax as they are shares of revenues of lands subject to British laws. The
general rule does not apply to these. (G. B.(Pol. D.) No, 6779, dated 9th October 1889)

3. (1) A salary of less than Rs. 500 per annum is taxable under Part I.
Aif the total income of the recipient of the salary exceed Rs. 500 ; but income
under Part IV. is not taxable unless it exceed Rs. 500, irrespective of any
salary or income comprised in Parts I. IT. or III. payable to the recipient.—
Adv. Genl’s opinion published with Bom. Govt., 787, dated 19th March 1886 ;
and G. I, F. D., 810, dated 20tk May 1886. :

Tllustrations—

(a) A. draws a salary of Rs. 400 per annum and derives an income of Rs. 300 under
Part I1L from Government securities. He should be taxed at 4 pies on his salary and
at 4 pies on his interest.

. (%) B.draws the same salary as A.,and derives an income of Rs. 300 under Part
IV. He should be taxed ai 4 pies on his salary, but his income under Part 1V.
would be exempt. '

{c) C. draws anannual salary of Rs. 200, and derives an income of Rs. 500 under
Part IV. He should be taxed at 4 pies on the former and should pay Rs. 10 on the
latter.—Bo. Govt. F. D., 1238, dated 3rd May 1886,
(2) It follows that salary of less than Rs. 2,000 per annum, if so
supplemented by income under any other part as to raise it to Rs. 2,000 or
upwards, should be taxed at the higher rate.

(3) A salary of less than Rs. 500 per annum drawn by & member of a
Hindu undivided family is taxable under Part L. if the Collector brings to
notice that his proportionate share of the income of the undivided family,
of which he is a member raises his yearly income to-Rs. 500 or more.—
Bom. Govt. F. D., 1846, dated 26tk June 1886 ; 2175, dated 24th June 1886 ;
2352, dated 6th August 1886. .

Note.—¢Hindu ’ may here be interpreted in its wider sense, and may be taken to include
Jains and even Sikhs,—Bom. Govt,, 2854, dated 20th September 1886. .
(a) if the salary drawn for the month does not amount to Rs. 413rds it is
nof taxable; ' - : .
~(b) if it amounts to Rs, 412rds and is below Rs. 1663rds, the tax should
be levied at 4 pies; or
(c) if it amounts to Rs. 166rds or upwards, the tax should be levied at

5 pies.

The officer making the deduction should be guided solely with refer-
ence to the month’s ealary, unless the Collector brings to his notice that
the recipient has other income.—@. L., F. D., No. 810, dated 20tk May 1856.
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ing table may be found useful for_.

The follow

[S. 0. 10. Para. 10.]
calculating the tax under Act II. of 1886
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SECTION Il1I.

Fines, Refunds, Deposits, Cheques, and
~ Letters of Credit.

Fines and Conflscations.

[S. 0. 6. Para, 1] All fines and confiscations imposed and realised by
Courts of Justice should be credited in full to Law and Justice. Fines and
Confiscations imposed Tor the breach of any°Fiscal Law, such as the Land
Revenue Code, and the Opium, Salt, Stamp, Excise, Custows, and Forest
Acts, should, wher realised by Courts of Jus.ice, be credited in full to Law

~ond Justice, but those imposed by Departmental Officers, as also those"
imposed by Courts of Justice and realised by Departmental Officers, should
be credited to the Revenne Head to which they relate.

Rewards.

2. All rewards sanctioned under Fiscal Law, whether by Judicial or
Departmental Officers, should form a charge of the Department in whose.
interests and on whose account the prosecution was undertaken, and will be
paid by the Departmental Officers. In those cases, however, in which the
fines have’ been credited to Law and Justice, the Treasury Officer will
certify on the reward bill that the fine out of which the reward is to be paid
has been credited to Government; and to prevent the reward being paid
twice over, he will make a note as in the case of refunds of fines.

Editor's Note,~No fine should be placed in deposit on the ground that a veward is to be
paid out of it,

Refunds of Revenue.

4 99. No useful check can be exercised over refunds of revenue in the
account office éxcept in cases where full details of the collections of such
revenue are received in that office, either in the Treasury Accounts or other
documents, e.g. Fine Statements. 1t is therefore essential that every refund
should be noted against the original credit in the Departmental Accounts,
where all sums are entered in detail. The voucher for refunds (Form 13)
provides fo- a certificat . of such note having been made. The officer who
received the .amount should fill in columns 1 ta § of the form and sign the
certificate in column 10, while the I'reasury Officer or the -Sub-Treasary
Officer should verify the credit ‘by means of the particulars in columns 1
and 5, and affix Lis signature in colums 6 in token of his having done so.

100. The sanction necessary for refunds-of revenue is regulated by
the orders of the Local Governments. This sanction may either be given
on the voucher itself or quoted in it, a certified copy being attached when’

. such orders are not separately communicated to the Audit Office,



C. A. C. FORM 13.
.

DIsTAKT OF

" REFUND OF FINES.

e e Yoticker No. . of

i 3,~REEUNDS AND DRAWBACKS, ) ., List of poyments

":w:rq:a:,:"woe stcn:.mnnswn RarunDe—Law AND JUSTICE. .
geasie. Othor Fecs and Fines. Sor 159 .
. . Date (t)h which
remitted to . -
Namca of Offenders, Am‘:_‘;""i::dﬂ"“ Treasury and Name of Payec. A’:L‘;z:&:g bg . Authority for refund,
4 shown in the A .
Fine Statement, *
- R As perannexed copy* of
order of
Total Re, (words) Court.”
Claimant’s
—_ ® i.e. copy of tho order, not of the
. . renscne, ’
The 1589 Slamp, if Passed for payment, This order of refund has been registered and
H " vequsred. ' previous order for refund of the same suyy has not been issued,
——— ]
; ‘ . . |
Signature, Magistrate or vther officer,
Pay Rupess ( ) oily,
+
The , 189 ‘

Liwamined. Accountasd, Officer in ckarge of Treasury,

['x1axaaav
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Deposits.

[8.0. 77. Para, 4.] Costs awarded by M4mledars under section 17,
clause 3, of Bombay Act IIT. of 1876, should be credited to Revcnue
Deposits, pending appearance of parties interested.

5. Besides the limitations elsewhere prescribed, the following items
should be carefully excluded from the Deposit Registers :—

. Receipts,
(1) Sale-proceeds of occupancy rights.
(2) Auction sale (25 per cent.)-deposit money.
(4) Fines out of which rewards arc payable.
- (5) Rewards to informers. . ' :
(6) Advances made by landholders to pny the surveyors cngaged in
the partition of their estates. '

16.  Receipts on'account of lands in dispute, of which the Collector is
receiver, should be credited to Personal Deposits, . :

- 17, Surplus revenue of attached villages should be credited to Gov-
ernment at the end of the year (vide section 162 of the L. R. C.) by debit
to Personal Deposits.” '

21.  Civil Courts Deposits or repayments should nut be received or
made without the presentation of the pass-book prescribed. The pass-book
should be returned after each transaction. It should be balanced monthly,
and the balance written in words as well as figures.

Form of Voucher.

251. In order to avoid the inconyenience and risk which accompany
the payment of money upon proceedings recorded in the vernacular lan-
guages, and to ensure cantion in the issue of such orders, the Government
has directed that every order issued by a court or office for the payment of
money from a.Government treasury shall be in English, unless the presiding
officer is unacquainted with that language. If the disbursing officer does
not understand English, and the officer ordering the payment does, the
order for payment shall be both in the vernacular and in English,

. l|(.l Form 31 has been prescribed for the repayment order and voucher for deposits
repaid, - ‘ . A . :

[S. 0. 77. Para, 24.] In the case of Earnest Money Deposits the return
of the original receipt should be insisted on. The refund of such deposits
should be made only on the authority of an order by theofficer who directed
the acceptance of the deposit, which should be endorsed on the original
receipts pasged by the Treasury Officer. No part repayment of earnest
money should ever .be made, except when a revenue demand has to be
recovered from such deposit; in which case the amount should at once be

_credited to Government, leaving the balance, if any, to be re-paid to the
depositor, from whom, however, the original receipt should be obtained.
In cases in which a person deposits money on account of several contracts,
separate receipts for. deposits for each contract should -be passed by the
Treasury Officer, in order to enable the contractor to surrender the original
receipt when he receives the refund of money in respect to each contract.



C.A.C. FORM 31.

Treasury, montk of 139 .
+ IEAD OF BERVICE } . DErosiTs Voucuer No. OF List oF
CAARGEADLE, " . : PaymenTs
v ' . '
Original Date of Name of } . Amount origin- } .
Number. Deposit. f = - Depositor. | ally deposited. .
. Rupées ° - .
’ . Received this day of _ 189
1In this space a translation Bf the receipt form into the current :
vernacular should be given. the sum of Rupees ' -
) Annas . _Pies

Examined and emtered.
y o

Aeccountant,
Treasury,
1 .

Pay Rugees .,

" Treasury Offscer.
. i L

! being the amount payable

on account of the deposit described above. .

Claimant’s .

¢ : ! signaturé.} - S
- Stamp if required.
Passed for payment.

Rs. ‘ R .

\

Judge, Magistrate; or Collector,
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Notes to C. A. C, Art. 2.

'No department may require that funds pértaining to it be kept apart
from the General Treasury balance, &c. : -
) . (Vide Manual, page 164, para, 13.)

Note 1.—If for special reasons (iuvernment dircct the eash chest of another depart- -
ment to be lodged in the treasury for safe custcdy, the fact ehiu’d be nyorted for the information
of the Accountant General, and a register kept in the treasury, in which the receijt ard return
of the chests should be duly acknowledged ; the key or kiyswof the chest must not be kept by
the treasury. In case also of money arriving from a distanee 100 late in the day fur examination,
it may be kept in_sealed bags in the vault, but only until the followirg day, the fact being .
recorded in the register mentioned above,

. 2. Bullion, jewellery, aud pthc;r valuabies coming into the handsof a Government officer in
his official capacity ma$ be received for safe custcdy at the discretion of the District Officer,

Cheques drawn on Treasuries.

17. Cheque forms intended for the usc of officers who are authorized
todraw on treasuries by cheques should be bound in books with counterfoils.
Each book should bear a number which should be repeated npon each
cheque contained in it, together with a consecutive number of the cheque
form, and the drawing officer should notify to the treasury upon which he
draws the nomber of the cheque book which he from time to time brings

_into use. - Qutside the book there should be an order to keep it under lock
and key in the personal custody of-the drawing officer, who when relieved
should take a receipt for the correct number of cheques made "over to the
relieving*officer, a specimen of whose signature shonld be forwarded to the
treasary concerned by the relieved officer.

CheQues and Letters of Credit.

814. When a cheque is-presented, care should bLe 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. Lvery
cheque in favour of a Government officer.-must be made payable to order
ounly ; but when the payee is not in Government employ, the drawer may, at
his request, make the cheque payable to besrer: Treasury Officers will
therefore cash cheques payable to “ A. B. or bearer,” except when A. B. is
a Governmentservant, 1f a cheque payable to a person not in Government
employ, or payable to such a person “ or order,” is presented, the Ireasury
Officer may decline to pay it, if he is unable to satisfy himself of the
identity of the payee.

1. Where sub-treasuries are in charge of native officiuls not acjuainted with English,
bi-lingual cheques should be used ; and if these cheques are not used, the paying cflicer is
responsible for calling attention to this rale, -

" 2, When a public officer sends a cheque to a treasnry not for cash payment, but for
credit of its amount in the ireasury acco.nts, he must, betore he signs 1he receipt, add to

~the words * Received psyment ” the further words % by trapsfer credit tu———.” Omis-
sion to do this 1acilitates fraudulent appropriation of the money.

4. If the payee-is unknown at the treasury, the Treasury Officer shonld make any
enguiries he thinks necessary and should especially consider the date, serial number, and
amount of the cheque as well as handwriting, and if suspicion arise he may defer payment
until he has referved to the drawer.
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5. Pass-books sent tc; the treasury to be written up should ordinarily be returned to
the drawing officer the same day, : . T

315. Every payment wade on the authority of any letter of credit
must, - without fail, be noted against it at the time of passing it under. the
Treasary Officer’s initials . ... . A note must be made and a balance
struck each time a cheque is paid. o

The Treasury Officer must bear in mind that the letter of eredit shows "
the waximum amount he has authority to pay, or the officer credited has
authority to ask for, and any further payment is made-at the Treasury Officer’s
risk: he should therefore be careful so to record the progressive total of his
payments that there Tnay be no risk of over-payment.

316. Letters of credit lapse at the close of the financial “year in’
which they were issued, save in the cases mentioped in -the table below.
When a letter of credit lapses at the close of the financial year a cheque”
drawn before, but paid after, the end of the year, will be taken against the
letter of credit of the year in'which it was drawn. -

Department. . Date of lapso of Letter of Credit.

Public Works Department ... If not operated upon in the meantime,
- six months after expiry of finaucial year
T . in which issued. . .
Post Office Department ...| At-close of month for which issued.
Survey Department ... ...| After one month frem date of issue.

~

Forest Department.

446. Tunds may, if required, be obtained by Forest Officers from the
sub-treasuries or tchsils subordinate to the district treasuries on which they
hold letters of credit, by means of cheques, which should be distingunished by
ditferent numbers and letters from those drawn against the district treasury.
The Forest Officer will, in such cases, advise the District Treasury Officer
from time to time of the probable amouut of his drawings, in order that
funds may be duly provided, and will communicate to the Sub-Treasury
Officer, through the District Treasury Officer, the number of the cheque
book to be used. ' , . -

445, Notr ?.~—Cheques drawn on or before the 31st of March, and presented for payment at the
treasury on or before the 30th of April, will be taken by the Treasury Officer against theletter of
crediu of the offirial year in whizh the cheques were drawn. If presented for payment after the
30th of Avril, theic amouut will be taken against the letter of credit of the year succeeding that
in which they were drawn, . T -

447. . An officer who is allowed credit on a Civil. ‘Treasury is also .
supplied with numbered cheque books, and before bringiyg one into use
will advise the Treasury Officer of its number and of the serial numbers of
the cheques it contains. No advice of the isene of any cheque need be-sent
to the tressury; no cheque will be issued for a sum less than Rs. 10, and
none will hold good for more than three months from the date of issue;
cheques presented at a later date, or not bearing the distingunishing numbers
adrised as in use,-should be refused payment, ) .

« 2. All cheques must be in the handwriting of the officers drawing them, and should

‘have written across them in words, at right angles to thetype, a sum a little in excess of

-
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that for which they are granted : thus, under thirty rupees " will mean that the cheque
isfor a sum not less.than Rs. 20, but less than Rs. 30, and similarly,* under eight
hundred rupees ** will mean that it is for less than Rs. 800, but not less than Rs. 700.

3. Cheques will bear printed serial numbers in each book, and the Conservator will
supply cheque books in such forms and under such rules as the Comptroller-General may
from time to time direct. All cheque books must be kept under lock and key.

.. 4. Cheques drawn on sub-treasuries or tehsils will be written both in English and
in the vernacular used in the Courts of the province in which they are situated.

Public Works Department.

454, -Funds may be obtained by an Eszecutive Engineer, or his
sub-divisional officers, from tehsils or sub-treasuries, by means of cheqnes,
which must be distinguished from those drawn on the head treasury by
the use of different nnmbers and letters. Advice of the number of the
cheque book to be used will be communicated to the Sub-Treasury Officer
through the Treasury Officer. Toavoid inconvenience, it has been arranged
that the Executive Engineer shall send the necessary notice of the number
of a new cheque book before the old.*one is exhaubted; but in case of
necessity he may notify the number of the nev book to the Treasary
Officer, and directly to the officer in charge of the sub-treasury simultane-
ously. - .

1. It has been ordered that the Public Works Department shall use bi-lingual

",cheques in drawing upon any sub-treasury or tebsil, the Treasury Officer in charge of
which is ignorant of the English language. -

_ 2 The 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. 70, but less than Rs. 30,
and similarly,  under eight hundred rupees ” will mean that it is for less than Rs, £00,
but not less than Rs. 700. T .

449, Note 1. The balance of a letter of credit does not lapse at the
end of the official year ; but if such balante is not operated on in the mean
time, it will lapse six months after the expiration of “the financial year in
which the letter of credit was issued. -~

451. (Extract) No advice of the issue of a cheque need be sent to the
treasury ; none will be issued for a less sum than Rs. 10 and noene will hold
good for more than three months from the date of issue; any presented at a
later date, or not bearing the distinguishing number of the book advised as
in use, should be refused payment. :

Post Office.

517. When money is placed in a sub-treasury (tehsil or tdlnk) ab
credit of a postmaster, the amount required will be drawn on presentation of -
receipts prepared in duplicate. The Sub-Treasury Officer will return the
duplicate with a note of payment written across it.
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Telegraph Department.

542, A sub-divisional officer may obtain funds, when necessary, from
sub-treasuries by means of cheques, which should be distinguished by differ-
ent nimbers and letters from those drawn against the treasury: -In such
case the sub-divisional officer should give notice to the Treasury Officer,
from time to time, of the probable amount of his drawings on.such
sub-treasuries, in order that funds may be doly provided. The cheques
drawn against sub-treasurics willbe entered by the Treasury Officer against
the letter of credit of the sub-divisional officer, just as if they had been
drawn directly against the treasury. Bills of sub-divisions and offices may
also be paid on presentation at sub-treasuries, by previous arrangement
with the District Treasury Officers. : ‘

538. Each letter of credit, when granted, will remain available until
the end of the official year in or for which it is issued, with the exception
that undrawn balances will lapse at the expiration of six months-from" the
date of the last payment made against the credit. The money will be drawn
from treasuries by cheques which will be cashed as low as Rs. 10 each.

The officer drawing the cheques will use a separate cheque book for each
treasury, and, before commencing toissue chequesfrom any cheque book
will advise the Treasury Officer of the number of it and how many cheques
it contains.

539. Cheques are current for three months only.

S. 0. 49.] Salt or Customs Department. .

Para, 10. Payment to officers of the Salt or Customs Department will -
be made entirely on cheques drawn by them against letters of credit: issued
by the Accountant General in faveur of the Commissioner of Customs under
the rules printed in paragraph 12, who will notify to the Treasury concerned
ﬂl\e nantes and designations of the particular officers who will draw against
them, . U

11, Treasury officers will make the whole or any portion of such
letter of credit available at such sub-tressury as the officer receiving the
credit may desire on his giving suflicient notice. -

NoTe.—As in the transactions with the Salt Department the receipts at the treasury will
generally exceed the payments, it is not probable that there will ever be difficulty in providing

zmds witen required, but if difficulty is found, the case must be reported to the Accountant
icneral. .

12. Theissue of letters of credit are regulated by the following rules: —
L—Letters of credit will be issued monthly by the Accountant General on

treasuries to meet the cash requirements of officers of the Salt and. Customs
Department,

IL—All letters of credit will be issued in the name of the Commissioner of
Customs, Salt, Opium, and Abkéri. :

VIIT.—The letters of credit will be cnrrent for the month in which they are
issued, and the undrawn balance, if any, will lapse at the close of the month,

B 380—4
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Pay and Allowances of Bombay Survey Parties.
§. 0. 50.) _ g
The following detailed instructions for payment of the salary and
- allowances of Survey Parties of the Bombay Revenue Survey are based on
lGovzemment Resolution, Revenue Department, No. 1777, dated 15th March
882." ' : :

- 2. On receipt of an application from the Superintendent, Revenue
Survey, of each division, a letter of credit will be issued monthly by this
office on such treasuries as he may mention, in favour of the oficer named
by him. - _ -

3. The pay and allowances of the officer and of the establishment
employed under him, including travelling allowances and contingencies,
should be disbursed to the extent of the amount of the letter of credit, on
submission of a receipt according to the form prescribed.

4, This receipt should be for the net amount required for disburse-
- ment, but on the reverse all Fund deductions should be detailed and
Income Tax deductions shownin a lump sum, so that there may be no
delay in carrying out the adjustments to be made in this office.

5. On receipt of information from a Superintendent of the sums he
will require from sub-treasuries, the Treasury Officer will at once instruct
the sub-treasury to disburse those sums, so long as the aggregate amount
does not exceed the amount of the letters of credit issued in the Superin-
tendent’s favour by this office. The instructions to the sub-treasuries
should be issued promptly, so that there may be no delay in making the
required payments.

. 6. These payments should be noted on the reverse of the letter of

credit ; and should be entered in the Cash Book direct, the receipt granted
being forwarded as a voucher in support of the debits made in the treasury
list of payments. No advances or remittance transfer receipts will, under
the new arrangements, be necessary in respect of pay and allowances; and
none should therefore be granted.
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SECTION 1V.
Establishment.

53. For the purposes of this chapter, parts of an establishment under the
same officer, which are charged under different major heads, are to be rega}'ded'
as distinct establishments—e. g., a District Officer’s excise establishment is to
be treated as distinct and separate from his land revenue establishment.

Service Books.,

67. Special attention is drawn to the rules regarding service books eon~
tained in Articles 876 to $83 of the Civil Service Regulations. The serviee
book is a contemporary record in minute detail of a person’s official career, and
every entry is attested at tire time by the head of the office whose orders have -
caused it. It should be possible to prepare the pay bill by checking the last
pay bill with the service books. !

The service books should be kept in the custody of the head of the offica
(Art. 831, Civil Service Regulations). When an employé is transferred to -
another office, his service book should be sent to the head of the office to
which he is transferred, and not made over to him, nor should it be given to
bim when proceeding on leave. : . e

1. TInservice books of the old form which have no separate column for leave, the
description and term of the leave granted may be written across columns 2 and 3, the

dates of commencement and end of leave in columus 6 and 10 ; it may ba convenient to
make these entries in yed ink. -

S0 26] Personal Salaries of Non-Gazetted Officers.

. The salaries of the following officers will be drawn from the treasury on
their personal claims in the annexed form which is similar to that used by
Gazetted Officers, which can be obtained on indent from the Central Press,
viz.: Mamleddrs and Mukhtydrkdrs. :
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. . 8alary Bill of Non-Gaztled Officers vhose Salaries are pereonal.
Name ' : Audit No.

L _— Voucher No. of
Distriet of Head of Fervice, List of Payments for 189 ..

* No. dated - Monthly Rate, Amount.
. . . v Rs. [alpd BRs ?a.p-
Received for the month of 189 ...

My Pay as T
Acting Allowance as L e

1 do. &g . ee e .
Personal do. as

Total

Less Fund and other deductions as
detailed on reverse

Net amount of Salary claimed ...,
Add—TFixed Travelling Allowance ... i

"ouse'rent'

Total amount payable (in words)

B Rupees -

Certified that - - ' was not absent with =
or -without leave or under sbspension or on deputation during the fta
month of . , and that all appointments and mp-

promotions have been recorded in his Service-Book under my initials.
The ~ i 183 .
Pay Rupees

Dated PN
Treasury Ofticer.

# Here put the No, and date of order sanctioning the appointment,
“(The space marked thus t is for the signature and official designation of Head of Office,)

Reverse,

Deductions ¢ i B, "alp,
U. S.l F, Pension Fund subscription for 189 e e . :
Income Tax at pies in a Kupee on Bs. e ene . 1

Total . l
‘ Char . C.A.C.%~2
S.0.22.] ge Report [Cir No. 8, dated 991567,

.~ In_sle case of appointments held by Gazetted Officers and the officers
all to in Standing Order No. 20, reports of delivering over and receiving
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charge should be furnished on the day the charge is delivered over and received
in the subjoined printed form, copies of which will be supplied on application -
to the Superintendent, Government Central Press:— :

: Charge Report.

Certified that charge of the
was made over by (name)
to (name)
on the (datc)*
Dated Relieving Officer.
The } Relieved Officer.

® Also state whether before noon or after noon, The reverse of this form should in all
cascs be filled up as far as practicable by thg Relieving Officer. ) - :
) . - " [Reverse.] ) .
* Particulars connccted with change of appointments. N

1. Number and date of authority under which the relieving officer has
been transferred. ' © :

2. Designation of appointment from which transferred or relieved. -

3. Designation of appointment to which transferred. :

4. Dates (in this month) from and to which the relieving officer held

] the appointment from which transferred or relieved. T

5. Date up to which he has received salary &c., and rate of salary &c. -

8.0.3)] Payment of Arrear Claims.

" No bill for any allowance not claimed twithin siz months of its becom-
ing due can be paid without the sanction of the Accountant General, In
the case of bills which have remained unpaid for more than two years, special
sanction of Government will be necessary if this office considers that very
good reasons for delay have not been given.

2. Iu all other cases wheve no special orders exist, it will be  left to

the discretion of the Treasury Offic.r when he feels no doubt to make arrear
payments without pre-audit; it need hardly be remarked that all claims in -
arrear require special care in examination, and it is always open to the
Treasury Officer to send the bill to this office for pre-audit if he sees occas
sion to do so. :

3. In cases of claims which are more than three months old, the pre-
paring officer should be n !.cd to state in the bill the reason for the delay.

* The six months should be reckoned in the case of travelling allowance bills from
the date of return to head-quarters, or from the 1st of the month, if the tour continues
over that date ; and in the case of acting allowances, from the date of receipt of the order
sanctioning the promotions, if the allowauce is due for a past completed month or months,
otherwise from pext pay day.” ’ '

Editor’s Note,~These rules do not apply to allowances of Service Watand4rs,

Advances.

6G. Advances of pay to non-gazetted officers whose pay is less than
Rs. 200 a month going on privilege leave (under Civil Service Regulations,
article 207), are made, not as a matter of course, but on the authority of a
scparate order in cach caso signed by the head of the office; this order
should be presented at the treasury in support of a separate bill, in the form
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of an establishment bill for the single itew, and will accompany that bill to
- the Account Office. No subsequent adjustment is required either by refund

in cash or by dedustion from bills, as the advance is treated as a final pay-
ment.

115. (2) A personal advanco to a public officer may be repaid, either

by deductions in his salary bill, or in cash ; but in all cases the amount and

. date of the advance must be quoted. Remittance of the amount to the
particular treasury where the advance was made is not necessary.

Miscellaneous Advances.
137. Advances may be made under the rules specified below :—

(2) Under special orders of a Local Government, snbject to adjustment
- by the officers receiving them.

(t) To an officer under orders of transfer, to an amount not exceeding
one month’s pay, and also not exceeding the amount of expenditure which he
ig likely to incur by reason of hig transfer, or to an amount not exceeding the
travelling allowance to which he may be entitled under the rules in conse-
quence of the transfer, when this exceeds one month’s pay. Such advances
may be sanctioned by any officer who is not lower in rank thau the principal
District Officer in the department concerncd; and the advance should be
recorded on the officer’s last-pay certificate, and recovered from the salary of

. the officer in three equal ingtalments.

Deductions how charged in Accdt_mts.

~41, Amounts deducted from bills, &e., are not to Le credited in the cash
book, as the net amounts will be charged, but the deductions must be clear-
ly recorded on the vouchers on which payment is made.

Travelling Allowance of Officers summoned to give Evidence.

S. 0. 25. Claims on account of travelling allowance of officers snm-
moned to give evidence must be supported by certificates from the Courts
in the form given below:—

No.
‘ versus
Certified that* .
-appeared before me as a witness on behalf of .
in, the above case for days from_
189  to - . 180 ° and that he has been
paid by me the allowances mention=d below :
Bs. a. p.
Travelling expenses ... - o
Sabsistence allowance or compensation for days
from 180 to 189
Rupees (in words).
P Total
- L, Judge.
.+ dated .} Magistrate.
“Ta ~ Name, designation, and office of employments

4 + Ciril or Criminal,

Note~The smount admissible ander the rules of the Court should be paid : when ng allowances are 3dmisaible
{ho fact should be stated. - - .. . .
(To e filled in by head of office on the reverse of the cortificate, -+
Accompaniment to the 1lr;wlhug allgwance Lill of the Establishmcut of the _, bt for the month
< &9 .
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2. The allowances admissible under the rules of the Uourt must always
be claimed from the Court and the amount must be deducted from the
Travelling Allowance Bill. 1In cases governed by Article 1245, Civil Service
Regulations, subsistence allowance must be repaid to Government before
drawing full pay for the day or days of absence.

Last-pay Certificates.

29. Forms of last-pay certiificates, to Le granted in certain circum-
stances by the Treasury- Officer, are set forth in the Civil Service Regula-.
tions, Appendix No. 2. A Treasury Officer must be carveful not. to pay
salary to an officer to whow ho has granted a last-pay certificate, unless the
certificate is first surrendered.

-~ In all cases of transfer from one district to another, the last-pay certi-
ficate should specify the last. regular or monthly payment; and the entire
salary for the month in which transfer has been made should be paid in the -
new district. ' ' :

8. 0.123, Para. 3. When granting a Last Pay Certificate to an officer occupying ’

Government quarters, a Treasury Officer should invariably certify upon it that the
officer has puid rent up to the date on which he vacated the building.

Leave Statement (C. A. C. Form 7).

60. (1) For an officer absent. on deputation or transfer, columns 1 to 8
‘and 11 to 13 of the leave statement will be filled in, and the word “depu-
tation’” or “transfer” entered in column 5 with a note, in the column of
remarks, of the particular appointment held. If the absentee is appointed
substantively pro fempore to his new office under Article 110 of the Civil
Service Regulations, sub. pro-tem. should be entered in column.5. .

(2) If an officer is suspended, columns 1 to 14 should be filled iri, and
the word “suspended ®’ cutered in column 5; while in the last statement -
in which a suspended officer’s name appears it.should be noted in the
column of remarks whether or not the period of suspension counts for pen-
tion. (Article 459, Civil Service Regulations.) -

- (8) The chain of appointments made consequent on each absence should |
be separated off by a line drawn across the leave statement after the name
of the last acting officer, - . '



FORM 7,
) Leave Statement.
PAY oF A '" ‘
(,“.’. ‘;n :':,:;‘:5. LRAvE GRANTED, LuAvE ALLOWANCE. . .
- - oroa 1 Actnal | ) oo [otal of
yf"ﬂ: { Date of re e Amount for 1)91‘8?;1 :il:'gs:;:y- Do ;olm;ms
. « |Date of . . acting b; ance, (9 and 13
senteo, | Moyt | Mini- Actual, [Kind. 2 | begin- t‘ili';? t(; be |pote per dnys nfac- mnsnﬁ 0{ Ac(t‘ing month’ly for each Ramanxs,
mum. | mum, o § |mingot| Lot n t&m:_nbsence the Adting |"rate. - [absence
uring cur- .
< | Leave. | posurng). ~ [vent month,| Sbsence.
1 : ] 4 5 | e 7 8 9 10 1 12 13 14
: * “Kind,” The entry in column b should be une of the
. following :—
Maedical... ... Article 369 Carry hall pay 4 up
Private affairs... w o 370} t0 certain lwits of

. Furlough e o s 3717 time,
Privilege . e w297 Full salary.d
Without allowances » ,, 872 Nopay,
Subsidiary ... we 3 379 See Part 111,
Fxaminatinm ... o s 317 Bee Pavt I11.

+ Restricted, however, to amount available, if the oMcer's
pay is less than Re. 100 ; that is, column i must not ex-
ceed columin 4. .

*

Certified that no leave hns been granted until by reference to thenpplicant’s Service-bnok and to Part I1I, Civil Rervive Regulations, T had eatistied mysell that it wun admisaible ; and
that all Rmnts.of lenve, and departures on, aud returns from, leave, all perinds of suspension or deputation, and all appointinents, aud promotions, temporary or pprmanent, have been record-
9d in the Bervioe-books of thie persons concerned under my initiale. . .

A, B. (sbsent on Furlough for the first time) has during hie service for ten years immediately preceding the date on which he availed bimeelf of Furlough, been emphyed—
(1) in an office pnid from the General or Provincial Revenue, from tl to the , during which he drew an agyregute salury of Ko, —
(2) in an oftice paid from a Locsl Fund, from the————t0 theeme—, during which he drew an nggregate snlary of Rs,
A. B.'g allowances during the Furlough are to be charged to—
Imperinl or Provincial Revenue.., e Ry, =—=—=2 month ;
the Local Fund i gy — - . ) .
L”»‘{:’- gégullsvntl on dPrivi]cge Leave) hus during a period of duty without interruption (luimedistely preceding the dato on which he availed bimaelf of Leave) eleven times as uug asthe
, beon employed— - . . .
1) in an office paid from the Imperial or Provincial Rovenues from th to th , during which
2) in an oftice puid from a Local Iund, from thee———to the , during which he drew an spgregate sa’ ¢
A. C.’s allowances during the Privilege Leave are to bo charged tne
Imperinl Revenuus .. R 5, e g B1OULN

the Local Fund . o T . . jleado/O{ﬁua.

ated : .
Norss—(1) The duty of signing this cerlificate may be delegated by the bhead of a department or a Secretary to Government to the Chief Assistant ur Registenr of bis afice, .
(2) When no member of an_establishment in Superior Bervioe hus beeu sbsvnt on lenve or deputation or suspsusion duriug the mouth, the tollowing declurution, in

Loave Stat: t, should be appended to the bill ;— X ) -
[** Certified that no person in Superior Service on this establishment hua boen absent, #ither on deputation or suapension, o with or withaut leave (sxcept nu camal loave)

during the month of . " ; und further, that all apy intieuts and prowntions, $elwsporury or pemsaucut, bave been recordwd in the Service-buuks of
the persons eoncerned under my initials," : . . . .
»e : ey "1 Head of Office.
Lo

he drew an sggregate salury of Rfig—om

.o "

Hea of
-

*A1%D3s]

(44

'SING0J0V gaNTATH IO TVANVR
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APPENDIX. ] _ ESTADLISHMENT.

Deta.ilqd‘Statement of Permanent Establishment.
- (C. 5, C. Yorm 2, Manual, page 169.)

-35. {Extract’) The detailed statement should becarefally checked with
“the service books save in the cases excepted in clanse (a), as it will be the
chicf anthority by which hereafter pension claims will be tested. A certifi-
cato of this eomparison should be endorsed on the retarn thus: “ Compared
.with Service Books and found to agree.™

(1) The name, designation, and pay of every gazetted officer, clerk, or menial
 wervant holding a permanent appointment, whether on duty or absent on leave or
* depration, or under suspension, should be distinctly shown, with the exception of

thase exempted from heepiiig service books hy. Article 876 of the Civil Service Regn-
Jstionn, aud any officials on non-pensionable establishments, whe should be shown in
aletail of grades ouly.

{f) A detailed statement in Form 4 sbould be given at foot of the original return
Form 3, showing new names of non-gazetted officers which are not found in the returm
of the previous vear ; and when these new names inclade those of persons who have
+utered Government service for the first time, a reference should be given to the bill
with which their aze aud health certifimtes werc furnished ; and if they include the
uawes of persons tranaferred from other Government appointments, those appoint-
ments should he specified, as well a8 the dates from which the transfers have effect.
Colums sre algo provided in Form 4 for information required in regard to the names
of non-gazetted otficers which appeared in Form 3 of tbe previnus year, but are now
citted ; as also reganding non-gazetted officers who have been on. leave, other than
privilege or casual, or under suspension during the previous year. In the case of
.any who have been under suspension, a note is required stating whether it kas been
expressly deciared that the period of suspension shall count as service qualifying for
pension (Article 459 of the Civil Service Regnlations).

§6. Tho return should be accompanied, first, by an abstract, which will
link togetbér the gross pumbers shown in the budget estimate of each
establishment and the nominal rolls in the book of establishment: and
secondly, by a nominal roll, in triplicate, of European and East Indian
employés exclauding officers of the covenanted civil service and the army,
with the nawmes and salaries of their appointments, and period 6f residence
of each in India while in the service of Government, distinguishing
Europeans from East Indians. ’ :

Forx 4.
_ Detailed Statoment of new Names, Leave, §c.
! | |
: 1 Deseription and
i period of
From what Offce | Numesofmom- { pooo o0 I N a_ ! penss la::’:.
and oa what | date ceasod | Officers who have { and to what date.
New names | date transferred, or | which were in 0 bo borne been on other than | NNore.—In cases of
uf ped-gastted | with w nat bill the { Form 3ot o the privilege or casual . suspension, state
Orhers, heaitt and age ! previous year, 'elablishmaxt,* leave, of under ¢ w bether the
certificate was Hut are now and wh ' ¥ during ! pension pericd
K furnished. omitted., ¥- the year. will count towards
" C.S. R 450.]
al
‘ !
i
!
- ';\;‘B‘;‘-—&:‘l?n- ab-wald cither acempany the detailed Sgatement of the Permanent Establish or be printed

B 330—&
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SECTION V.

Pensions, .

346. 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 (Form 40) for all on acconnt of each kind. On the latter
plan the receipt of each pensioner appearing 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
(Civil Service Regulations 1031), or (in authorized absence) on life-certi-
ficates, note being made in the latter case on the separate receipts of the

"name of the person really receiving the money. On all such documents
should be entered the number of the entry in the bill, and the certificate of
non-employment prescribed for service pensioners [Civil Scerviee Regulations

1035 (a) ] should be printed at foot of Form 40, .
'FORDME 40. ,
Bill for pensions chargeable to (major head) paid at the
Treasury from to 189 .

We do hereby acknowledge to have received the amount set against our respective
names as pensions due for the periods noted, under the order quoted in our respective
pemanent pay ovders.

) . Signature of
Parurxt, :
No. of per- <, . - payee, with
rdP;a"' Name °t._ Monthly le:?g of | Amount paid. s]:ams it pe?‘v‘-
order, i " 1ent exc
Date, ) No. Rs. 20,
.
-2

T

We declare that we have not received any remuneration for serving in any capacity, either
in & Government establishment or an establishment paid from the Incorporated Local Fund,
during the period for which the amonnt of pension claimed in this bill is due,

»

s

S.0.94. Payment is to be made only to the pensioner in person with
the following éxceptions :—

(2) To persons specially exempted by the Local Government. [Article 1027,
- C.S. R.J] o - '

(b) To persons unable to appear on accouut of bodily illness or .inﬁm;ity. ’
| Article 1027, C. S. R.] 4

Payment in both cases (a) and (b) is made on production of a Life Certi-
ficate signed by a respousible officer of Government or other well known
and trustworthy person,

() To females unaccustomed to appear in publie.
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Payment in such cases is made on production of a Life Certificate signed by
-7 two or more persons ef respectability in tke town, village, or pargana,
or by two or more responsible officers of Govercment. [Article 1027,
C.8.R] v :
(&) To any -person sending a Life Certiticate signed by some. person
exercising the powers of 8 Magistrate of any class under the Criminal .
Procedure Code, or by any Registrar or Sab-Registrar wunder the
Registration Act, or by any pensioned officur who before retirement
exercised the powers of a Magistrate. [Article 1028, C. 3. R.] -

. Note 1.—TIn these cases the Disbursing Officer must take precautions to prevant impo- |
sition, and must, before the first payment in each year, require proof not only of the exi-tence -

. of the peusioner bat also, if the pensioner is a male and has not been cxempted from personal
appearance by the Local Government, of his inability to attend in person to receive payment.
[ Article 1029, C. 8. R ) : :

Nute 2~When sauctiont 8 given for the non-appearance of a male peusioner, a note will
Le made on the Permanent Pay Order of this sanction aud of the form in- which proof was
given at the begiuning of the year of the pensioner's coutinued existence: e.g., * Pensioner
visited the Colicctor on 5°* and the initials of the Treasury Officer, or of the officer
verifying the fact, should be put against the note.

*

Nufe 3.-- Payment for a short time only is permitted without the production of & fresh
Lfe certificate ia cases in which a guarantee for refund has been given,

. Note 4. —~Wheu payment is made on a life certificate, it should be made only for months
completed on or before the date of the certificate. .

- Note 5.~A pensioner of rauk may be vrivately identified by the disbursing officer and
ncud net be required to appear at a public Office, [Article 1029 (2) (2), C. S.R.) . .o
Noute 6,—A pensioner drawing pension in India is required to append to his bills a certi
ficate as follows :— )
I declare that I have not received any remuneration for secving in any capacity, eithee
it a Govarnment establishment or an e<tablishment paid from a Local Fund, during the
perind for which the amount of pension cleimed in this bill is due.”
Tu the case of a pensioncr permitted to draw peunsion after re-employwent, this certifieate
should be modified acecrding to the facts. [Article 1035 () C, &. R.]
Note T.—District officers should chquire immediately juto the cause of the non-
appearunce of auy pensioner to draw his pension, [Article 1046, C. & R.] -
Nute 8§—Where the determination of a pension cannot be fixed for a precise date, the
prusioner’s receipt must be accompanied by a certiticate that the event (whatever i is) which
determines the peusion has not happened, L RN
A declaration in the following form should be obtained halfsyearly fromn female pensioners
whose pension is terminable by their marriage, and should be attached to the bills for pension
for Decetnbyr and June :—
. h‘ul hereby declare that I am not married and that I have not been married during the past
N -year. .
Diventer = 1 iLjefthelate.
** We certify to the best of our knowledge and belicf that the abave declaration is eorract”” -
(To be signed by two responsible officers or well knowa persons.}* -
Note 9,—The disbursing officer is personally respousible for any payment wrongly made,
In ease of doabt he shonld consult the Accoantant General. {Article .0 :'9 ) (2 C.8.R.]
Note 10.—In cases in which political pensioners do not appear in person to receive pay-
nient of their pensions, if the Disbarsing Officer entertains any doubt which he has no cons
veoient weans of removing, he should refer the case to Government through his- immediate
superior for orders. Payment of the pension, however, shonid not be suspended pending the

nsult of such reference. ) N " .

_ Note 11.—1f the disbursing officer cutertains any doubt as to the fdentity of & police pen-
sioner, he may require the local Inspector of Police to identify the pensioner, The Inspector
:mé\d l;laen be responaible for the correct identification of the peasioner. [Article 1030

XNote 12.—~When a pension is granted to several persons jointly, it may not be drawn ou
the appearance of one claimant only, and paryment of his reputed share made, the balance
bing placud in deposit,
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Legarding Arreur Payments.
Service Pensions.

"I. A peosion should, under no circamstances, be paid for the first
time in arrcars for more than 6 months, without special orders of the Local
Government. [Article 1025 (3), C. 8. R.]

1I. If a pension remains undrawn for more than 6 months thc
Permanent Pay Order wust be returned to the Accountant Gieneral, and
the pension ceasos to be payable. If the pensioner aftorwards appears, the
disbursing officer may reclaim the Permancnt Pay Order and rcnew his
payments; but the arrears cannot be paid without the orders of the
Accountant General.. [Articles 1038 & 1039 C. S. R.]

III. On the death of a pensioner payment of any arrears actaally due
may be made to hislegal heirs, provided that they apply within 6 months
from his death ; it cannot be paid thereafter without the sauction of the
Local Government, [Article 1041 (a).] -

Political Pensions.

Rules for the payment of Political pensions in arrears will be found at
page 1022 of the Bombay Government Gazette dated 25th December 1879.

The Treasury Officer should be careful to make percentage deductions in
cases where the Rules require them.

« Native Military Pensioners.

503. Payments to native military pensioners, when made through the
Civil Department, are made as follows :— .

-~ '(2) By the Treasury Officer, who is furnished with a descriptive roll and a
parchment certificate for each pensioner, on receipt of which he will enter
the necessary particulars in a check register, and retain the docyments

. till the first payment of the pension is made. After making this first
payment, he will hand over the parchment certificate to the pensioner,
who should be warned to ask for it, and attach the descriptive roll to the
treasury list of payments. These rolls will then be received by the Con-
troller from the Civil Accountant General in support of the debits in the
Civil Exchange Accounts.

Minirary Accovnts DEPARTMENT.
Circular No, 177, dated 19th Moych 1391.

D'isbursemép_t‘_by Civil Treasury Officers of the Stipends
" of Native Military Pensioners.
e Pensigners of the Native Army.

- 4, Native commissioned officers, hospital assistants, non-commissionec
ufticers and soldiers of the Native Army, now on the pension establishment
will be paid their splpends by Treasury Officers as at present, quarterly, or
the parchment certificates (Bombay Form A. 402) now in their possession.

"5. Newly admifted ,i)el—lsiopers will obtain their first pension paymen

in advance from t'he‘ commanding officers of  their regiments, in accordanc
with para. 5 of this office circular No. 29, dated the 20th March ]1884.
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6. Treasury Officers will wako subsequent payments, gnided by the 1a§£
pay certificates signed by commanding officers, and the parchment certi-
ficates which will be forwarded to Treasury Officers by the Pay Examiner
for delivery to the pensioners, and extract from Descriptive Register (Bombay
Form A. 434) which they will also receive from that officer. ‘

Pensioned Regimental Followers, Departmental Servants, and
N Family Penstoners, ‘ _
7. Theso pevsioners will also be paid by Treasury Officers, quarterly,
‘at the rate shown ia the parchment certificate (Bombay Forms A.°402 or
A. 403) in possession of each’ pensioner. . :
» 8 Anewlyadmitted pensioner will receive pension fromthe date follow-
ing that to which he was Jast paid effective pay, upon a last pay certificate
signed by the commanding officer or head of the department or office, as the
case may, be, under whom the pensiouer last served, the parchment certi-
ficate which will be forwarded by the Pay Examiner to the Treasury Officer
concerned for delivery to the pensioner, and extract from Descriptive Register
(Form A.434) to be also sent to him by that officer. . ) .

9. Tach newly adwmitted family pensioner should obtain a certificate
from the commanding officer of the corps, or head of the department, in which
the deccased relative on whose uccount the pension was granted, last served,
identifying the holder of the certificate as the person entitled to the pension.
e or she, as the case'may be, will be paid by the Treasury Officer upon this
certificate, the parchment certificate (Bombay Form A. 403) which will be
furnished by tho Pay Examiner to the Treasury Officer for delivery to the
peusioner, and extract from Descriptive Register (Form A.435) which the
Examiner will also forward to him. : ,

Arrears of Pension,

10.  Avrrears of pension to native army pensioners, family pensioners,
and departmental and regimental enlisted followers, whose pensions are
granted under military roles, will be paid by the Treasury Officerif the
period of the claim is not in excess of twelve months and the delay in apply-
g for pension is satisfactorily accounted for ; otherwise, the claim must be
rcforred to the Pay Examiner for pre-audit, sdpported by the claimant’s
cxplanation of the delay. . o,

11. Dcpartmental servants and regimental followers can obtain from
Treasury Officcrs paywment of arrvears of pension, if the period of the claim
in cach case is not in excess of six months and the delay in making the
claim is satisfactorily explained ; otherwise, the claim must be sent to the
Pay Examiner for pre-audit supported by the claimant’s explanation. -

12. The extracts from Descriptive Registers on Bombay Forms A. 434
:"u% A. 435 show what pensions have been awarded iunder the Civil Pension
odgc. - x e T .

Deirs of Deceased Pensioners,”

13. The rulein para. 11 above regarding the arrear claims that may-
be paid by Treasury Officers without- requiring epecial authority to do so,
upply to siwilar claims by heirs of deceased pensioners mentioned therein. .

CH Asregards the payment of pension due on account of decessed
native military pensioners, Treasury Officers ~will be guided by the rules

given in paras. 28 to 40 iuclusive, of Controller. of Military Accounts’
circular No. 29 of the 20th March 1884 - ST
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15, The name of the heir entitled to receive the amount of pension

due to a native pensioncr on his death will be found noted in the extracts
« from Descriptive Registers, Bombay Forms A. 43} and A. 435, ’

'y ¢ 16, In the case of every native p2nsiouer admitted hereaftor, tho Troa-

sury Officer conceraed will be responsible that the necessary note of the

' heir's name is at once recorded opposite the pensiouer’s name in the

Descriptive Register (Bombay Forms A. 434 and A. 435) kept in his office.

Transfers,
-17. Applications from all native pensioners for transfer of their pen-
. sion for payment at another station, may be sanctioned by the{District) Trea-
sury Officer coucerned, who will intimate the transfer to the Pay Examiner,
on Bombay Form A. 428, stating thereon the date of last payment of pension
and record the same on the reverse of the parchwent certificates,

: ‘ General Rules.

. 19. The Pay Examiner will furnish Treasury Officers with descriptivo
rolls of all pensioners requiring to be paid by them. In any case whero
this is not practicable, Treasury Officers will record the necessary parti-
culars, for purposes of identification, on the first occasion that the pensioner
comes to the Treasury for payment. , '

. 20. Discontinuance of any pension, or increase or decrease in the rate,
.will be duly notified to (District) Treasury Officers by the Pay Examiner.

21. Pensioners are responsible for the safe keeping of their parchment
certificates, and will produce them for inspection wheuever required by the
Treasury Officer. _

22, Al forms referred to in this circular, which arc necessary for the
disbursement or record of pensions, will -be supplied to (District) Treusury
‘Officers direct by the Pay Examiner. :

23, Wheun the space on the reverse of a parchment certificato is filled
up, the dociment should be taken from the pensiouer and veturned by the
(District) Treasury Officer to the Pay Examiner, who will issue a fresh cer-
tificate for delivery to the pensioner. . :

Editor’s Note.~Quarterly payments to pensioners of the Native Army and to pensioned

Regimental followers are recorded in Form M. A, F. 457 and those of Family pensions in Form M,
A, P. 458, printed forms of which are supplied. o . .
,

MivLrraRy Accotm'ré DEPARTMENT.
Cirveular No. 29, dated 20th March 1884.

Pensions—Native Army—and Instructions to Pension
Paymasters.

2. Pensions on account of the Native Army are of four kinds—
(c) Pension or gratuities o combatants.
(b) Pounsions or gratuities to families and beirs of combatants.

(¢) Pensions or gratuities to followers. |
(d) Pensious or gratuities to the families of followers.

-- 5, - On recoipt of & copy of the Controller’s Pension Circular, which for
‘his purpose wﬂf take the place of tho. pension rall hitherto furnished, the
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icer commanding the regiment will pay the pensioner any _pay” e sllow-
:?ces due to him, in acco%dance with the third clause of para. 620, Pay
Code, Volame II., plus three months’ advance of pension, and peusion up .
to the end of the month in which he is struck off effective. strength, includ~
ing any allowance for the Order of Merit, or other Orders, and the brevet
ranks of Subadar and Risaldar Major, at the same time furnishing him with .
a last-pay certificate (Bombay Foran A. 427) showing these payments: he
will farther instruct the pensioner as to where he will receive his pension®

- in future.

General Rules.

20. Al pensioners must appear in person to receive their stipends, un-.
less they reside at a great distance froma disbursing station, and are unable
to attend from severe indisposition, age; or other infirmities. See next para.

21. Upon the production of a certificate from any public European
officer of Governwment, civil or military, stating that a pensioner is alive, as.
appears by -personal examination of ths invalid and of his parchment certie
ficate, but that to the Lest of the officer’'s judgment and belief he is unable, from
serere indisposition, age, or great iifirmity, to proceed lo the paying station
fo recetve his stipead, payment is permitted to be made without the exaction
of personal attendance. The person bringing the certificate to the Pay-
master and aathorized to receive the stipend should be identified by one or
more of the other pensioners, whose names should be recorded on the certi--
ficate. The life-certificate, and the pensioner’s authority to the person sent
to receive the stipend, must be attached to the Paymaster’s schedule of
paywents sent to the Examiner. )

Deceased Pensioners.

28. .On the occurrence of the death of a pensioner a,death report from
the Civil District anthorities will be required, in which the name and serial
nuwmber of the pensioner (taken from his parchment certificate) and name of
his village must be given. . " ’

29. A register will be kept in the Peusion Office ‘showing the serial
pumber, name, village, and date of death of each pensioner, and the-date of
the death being reported te the. Examiner.

30. The disbursing officer should make it known, both‘verbally and
by means of printed notices in Hindastani, Marathi, and Guzerathi, hung
up at some convenient place in or near the office, that the death of a pen-
sioner must be immediately reported and payment of arrears claimed, failing
which, all arrears lapse to the State at the end of six months in the case of

civil pensioners, and of three years in the case of military pensioners, after
the pensioner’s decease. ’ - I

31. Arrears due to deceased pensione;'s may be paid to au administra-
tor appointed by a civil court, or as laid down in the following para.

32. Pensioners being allowed to register the names of their heirs in
the Pension Pay Office or Treasurv office, the arrears of pension due to their
estates should be paid to the heir§ so nominated on theirssurrendering in
each case the deceased pensioner’s parchmeny certificate, which. must be
~ produced by them aloug with the usual declaratiou on Bombay Form A. 426
and proof of the date of casualty ; vide para. 28 ante, . ’
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324. ' Pensioners should be encouraged by disbuarsing officers to make
such registration during their lifetime.. If such registration has not been
made in any case, the . I’¢nsion Paymaster or Treasury Officer will pay the
arrears due to any person who shall produce a certificate from any of the
undermentioned officers of the district in which the deceased pensioner re-
sided, declaring such person to e eatitled to such payment, viz.:—Collector,
Deputy Collector in charge of a division or sub-division, or Assistant Col-
dcctor of at least 8_years’ standing, who will grant the certificate to such
person as ghall, upon enquiry, appear to him to be best eatitled to receive
' payment,.either as sole heir or priucipal representative of all the heirs. For
example, if the pensioner has left a widow and sons, the certificate will he
given.to the eldest son if of full age, or to the widow as guardian of the
- sons if they Are minors, Claims not submitted within the prescribed period
(vide parn, 30) will be considered barred by reason of delay in submission,

, 34. The claimant will be required to prove that he is the person nomi-
nated by the deceased as his heir, and to furnish at least two witnesses that
he is the person he represents himself, to be: These witnesses should bo
either ‘pensioners on the establishment, or some persons in the employ of Govern-
ment, and security should be taken on Bombay Form A. 426,

35. :The Paymaster having satisfied himself that the claimant is entitled
to the arrears due to the estate, will pay the amount, initialling the schedule,
and noting the date of payment in the check register, as in the case of an ordi~-
nary pensioner. The certificate in Bombay Form A. 426 will be attached to
the schedule sent to the Examiner, ’

86. When arrears due to the heirs of deceased pepsioners have to be dis
bursed, the name, number, rank and corps of the deceased, and the amount to
be paid, are to be noted in red ink at the end of the appropriate schedule, aline
being drawn through the name where it appears in the body of the schedule
and the word “deceased ” entered there in the column of remarks, In the
column for remarks at the end of the schedule will be given full particulars
regarding the date of decease, arrears claimed, and to whom paid.

37. On the back of the parchment certificate, which will not be returned
:olthe heir, but he forwarded to the Pay Examiner, will be noted in red ink as
ollows : — .

Died on the_- dayof o e i is

Arrears claimed on the ; day of : 18

sArrears from day of 18 > to the

dayof 18 amounting to Rupees -

paid to his heir in my prescnce (or

remitted tothe _______ for payment to his heir______*
Place and date. Signature of Paymaster.

-38, The vernacular reports from- district and police officers regarding the
deaths of pensioners will be sent to the Pay Examiner in support of payments
made to heirs, and will be destroyed three years after the pensioner’s name has
been struck off the strength of the pension establishment

39. Pecnsioners who may have failed to appear for their stipends for three
consecutive years will be treated as if they have died, and their names will he
struck off the pension office registers. -

40. Casualties among members of the Order of British India on the pen-
gion establishment should be at once reportel by Paymasters to the Controller
of Military Accounts and Adjutant-General. '



APPENDIX.] CONTINGENT EXPENSES. 41

SECTION VI.

Permanent Advance and Contingent Expenditure.

Permanent Advance. -

78.  Each officer who has olitained a permanent advance is required,
on the 15th April in each year, to send to the Accountant-General a short
acknowledgment that the amount is Jdue from, and to be nccounted for by
Limself; if any officer should fail to make such acknowledgment, the
Accountant-General should demand it immediately, In case of transfer
of charge of an office, a similar acknowledgment for the full amount must
Le sent by the relieving officer. '

1+ Carc should be taken not to multiply permanent advances ununecessarily. An
officer having subordinates who require petty sums should rathér spare a small portion
of his own advance for tleir use than apply for separate advances for them, taking ac-
kuowledgments from tliem in the same way as he himself furnishes the Accountant-
General, and retaiuing them in his office. .

- Contingent Expenses.

79. The Government of India “ expecta that every public officer will
esercise the same vigilance in respect to petty contingent expenses that he
would do if spending his own money ', ’

84, All charges incurred must be paid and drawn at once, and under
no circumstances may they be allowed to stand over to be paid from the
grant of another year. If possible, expenditure may be postponed till the
preparation of a new budget has. given opportunity of making provision,
and till the sanction of that budget has supplied means, but on no account
may charges be actually-incurred in one year and thrown on the grant of
another year. Such a course is obviously improper, aud has repeatedly
been strongly condemned by thé Government of India. -

S.0.36} Mdmleddrs and other officers who incur contingent charges -
from the Collcctor’s graunts are ‘more numerous in this Presidency than
elsewhere and (with the concurrence of the Revenue Commissioners) the
following arrangements exist for dealing with them in order to.avoid the
necessity of preparing the numerous bills which were formerly drawn.

2. The Collector should arrange that one officer only (the Huztr -
Deputy or any other officer who may be preferred) be allowed to draw up
Contingent Bills, and that all bills be paid at the District Treasury only.

3. Bach cofficer to whom a portion «f the Collector’s permanent advance
is entrusted should, once a week, scnd to the head-quarters’ office a simple
unclassified list of items paid with vouchers * attached; this will be
exswined, the itews, if approved, will be entered in the Contingent Register

3 350=6
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the head of account concerned, and the total of the list. will be repaid to
him in the manner explained further on.

. N.B.—This arrangement, it will be noticed, does awap with the necessity for the old
% Petty Supply allowances " which merged into the existing contingent contracts,

4. .To work this plan couveniently it should be arranged that each
Msmledir or other officer temporarily or permanently away from head-
quarters should send in his list of contingent expenses on such date as will
ensure it reaching the treasury on a stated day in each week (say every
_Saturday) ;' Officers abt head-quarters such as the head-quarters Mimledar, -
who have portion of the permanent advance should also send in a weekly

list on the day arranged and the recoupment of the several advances will
then be proceeded with. : )

6. If any tiluka or other list is received late, tHe others should not ba
delayed in setilement, but payment of this particular list or any others of
a special nature may conveniently be made by means of a “cash order”

paid for from the permanent advance at head-quarters without preésenting a
bill every time. | : = : e :

7. -Under this system, it will be noticed that the M4dmled4rs will not
in’any circumstances disburse contingent charges from their treasury balance
and all vernacular and otherwise informal vouchers will cease to exist as
vouchers to the lists of payments and will become merely sub-vouchers to.
the contingent®bill, thus saving the treasary establishment much trouble
in incorporating from the téluka daily sheets the numerous entries which
.formerly appeared in them. : ) '

8. In the case of Government stallion charges one moiety of which is
payable fromx the Local Fund, the full charge should be paid in the first
instance from the permanent advance of the revenue officer incurring the

- charge and should be included in the weekly list submitted by M4mleddrs -
"and others in accordance with para. 3. . :

9. If from any unforeseen cause a Mamled4r or other officer should re-
quire to make a payment on account of contingenciés which the balance of
his permanent advance will not cover and the nature of which will not admit
of delay pending reference to head-quarters he may draw the amount as a
* miscellaneous advance”’ to be immediately recouped. In each such case

" an explanation would however be looked for by this office in justification of
the advance. =~ - : ' .

.. Egitor's Note.~A bill for a miscellaneous advance on account of expenses incurred in remit-
ting treasure is submitted by 8 Mimleddr on return of the man in charge. A bill for a miscgl-
» laneous advance on accouut of magisterial expenses is submitted at the ead of the week.- -
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SECTION VII.

Loans and Advances.

115, 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 its identification. If the amount -
repaid includes interest as well as principal, the interest must be separately .
specified ; and if the repayment is a fized periodical amount, including both
interest and principal, the orders fixing the amount should be quoted. - '

118. A loan bears interest for the day of advance, but not for the da.'y-.of |
repayment. Interest for any shorter period’ than a complete half-year will
be number of days ~-365 x yearly rate of interest. - ’

Irrecoyerable Advances,

134. (b) It shall be the duty of the Revenue Authorities,.as soon a8 any
advance is ascertained to be irrecoverable, to cause the amount of it to be
written off the accounts of revenue advances, and to advise the Accountant=
General, in order that he may charge off the amount as expenditure and-
direct its being written off the treasury plus and minus memorandum. , . .-

(¢) Irrecoverable advances should nevertheless be registerad by the
Revenue Authorities in a separate account of record, in order that any pos-
sible eventual recovery may be made; but they will not affect the treasury
plus and minus memorandum, and any recoveries will be taken ag revenue.
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| SECTION VIIL
Stamps.

Receipt for Stamps issued from'a Treasury.

: 408, Note 4. Receipts for money paid for service stamps should always be given upon &
printed form entirely filled up by the clerks of the treasury and should always be signed by the
Treasury Officer, whatever the amount may De; but such receipis should not be given to officers

of L.ocal Funds, or to- Government officers in capacities connected with such funds, as the sale of
service stamps to such officers is prohibited, : .

S.0.5).] Government in their Resolution No. 4406, dated 4th July
1888, Revenue Department, have approved of the form of receipt (printed
below) to cover the issue of stamps from the Treasury to Revenue Ufficers for
sale, when on tour, and the Superintendent of the Government Central Press
has been directed to print and keep it in stock to be supplied on indent. ~ All
 issues of stamps from 1st April 1889 for the purpose mentioned above should
‘be supported by receipts in this form for eacli denomination of stamp issued.
Each receipt should be filed with the stock of labels from which the supply.
which it covers has been temporarily withdrawn. 4 :

[Referred to in G, R., R. D, No. 4406, dated 4tk July 1888.) .
S : ST } = [TeEasury Form No. 174.
. Receipt for Stamps 1ssued. ’ :

Raczrvep from the TrEAsURY Orricer the undermen-

tioned supply of stamps as per the terms of Government Resolution, Revenue Department,
No. 6376 of 9th September 1886 : ‘ . -

- Number, Description. Detlomiation. . Value,

Dated . 189 .

Signature and Designation
T s of Receiving Officer,
N.B.—A separate form of this receipt should be filled in and signed for each descrip-
tion or denomination of stamp issued fo a Revenue Officer under the terms of the orders
- quoted above. The receipt on being received in the treasury should be placed among the
stock of stamps from which the supply acknowledged has been withdrawn.

. - Remittance of Stamps, &ec.
S.0. 119.) . s

Note.—The special orders given in the Civil Account Code regarding the remittance of
¢ urrency notes to other treasuries are not interfercd with by this circular.

1. Parcels of value should be securely made up and sealed in the
presence of the officer in charge of the remitting treasury.
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2. ‘They should be packed in waxed cloth cloth; or otherwise as he
may think sufficient.

3. One copy of the invoice should be sealed up in n the parcel and a
duplicate sent by post.

4. Both copies should bear the signature of the Treasury Officer with
a certificate that the parcel has been made up and sealed in his presence and
that he has personally ascertained that its contents correspond with the,
invoice,

) 5. The receipt of the person conveying the parcel and of the receiving
officer should specify that the parcel is in good order and the seals unbroken.

6. The parcel- should be opened and recelpt given for the contents as.

soon as it reaches its desblnatlon
1 Y

. 7. The parcel should be made over to the person conveying it in- as
short a time as possible befora he starts. Meanwhile it should be kept
under double locks., *"*+ -

8. Care should be taken so to time the despatch of & pa.rcel that 1b may
not arrive on a Sunday or other holiday. -
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SECTION IX.

Coin, Currency Notes, and Remittance.

(Civin. Account Coor, Cuarrer 29.)
Kinds of Coin.

566“. Under the Indian Coinage Act (XXIIL. of 1870) the following
coins may be issued :— . ~ . .

(a) Gorn.—Gold Mohur (or ﬁfteeﬁ-rupee piece) weighing 180 grains;
and also ‘a thirty-rupee, a ten-rupee, and a five-rupee piece, of
proportional weights. These pieces are not legal tender,

(b) Birver.—Rupee piece weighing 180 grains, half-rupee (or 8 anmas),

- quarter-rupee (or 4 annas), eighth rupee (or 2 annas).
The rupee and half-rupee pieces are legal tender to any amount; the
- other pieces only for fractions of rupees.

(c). Coprer.—Double pice (or half-anna) aveighing 200 grains ; single pice,
half-pice, and pie (or one-third pice).

* These coins are legal tender only for fractions of a rupee.

Silver and copper coined, the former under XVIIL of. 1835 and later
Acts, the latter under XXI. of 1835 and later -Acts, and declared by those
Acts to be legal tender, are still legal tender under the new Coinage Act,
which no other cvins under former Acts are. They were of the same
denominations as those under the present Act.

567. Sovereigns and half-sovereigns coined at any -authorized Royal
Mints in England and Australia of current weight may be received in all the
treasuries of British India and its dependencies in payment of sums due to

"the Government as the equivalent of fifteen rupees and of seven rupees and
eight’annas respectively. . .
1. The current weight for sovereigns and half-sovereigns are 1225 and 61-125
grains respectively. .
2. Minimum weights for testing sovereigns and half-sovereigns are obtainable from
the Calcutta mint on application to the local Accountant General. (Sth List, 12-7-53.)

568. Copper and small silver ‘coin will be received in payments to
Government to any amount, although they are legal tender only for
fractions of a rupee. . :

| Exchange. of Small Coin.

569, Copper and small silver coin should be issued freely to persons
wishing for either, either in payment of claims against Government, or' in
_exchange for rupees or for currency notes which the treasury may be cash-
ing. Theré should be nd objection to issuing such coins so long as there
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are any in stock, and a further supply should- be asked for as soon as it is
required. ‘ o S
1. Cure is also to be taken to let it be openly known that all small coins are obtainable

both at the district and sub-treasuries without obstacle and without charge for exchange,
and to secure that they reully are so obtainable, ' ) . .

570. The Government of India have also directed the free issue of
silver in exchange for legal-tender copper coin in parcels of the value of not
less than two rupees at every treasury, sub-treasury, and currency office
throughout British India and Berar, and also at the Presidency Banks and

" their branches, : - S e

Wherever large bodies of men are assembled on public works under
construction for purposes-of faiine relief or otherwise, the local authorities
should make special arrangements to supply silver on the spot in exchange
for the legal-tender copper coin which may be collected by the purveyors
or foremen at such assecmblages. : :

571. The object of the orders in the last rule is to prevent legal-tender
copper coin from circulating at a discount ; it is believed that, if they are
carefully obeyed, such a state of things can never occur. If, nevertheless,
legal-tender copper coin does, at any time, or anywhere, circulate at a dis-
count or at a premium, the circumstance should be immediately reported to

“the Local Government, and by the Local Government to the Government of
India, with full explanation of: the supposed causes of it and of the measures
taken to remedy it. S o o -

572. Care must be taken not to receive, whether under these orders
or otherwise, at any treasury, sub-treasury, or currency office, any copper
cpin that is not a legal tend8r under the Indian Coinage Act, 1870, ~.

1. Copper coin bearing the device of 4 pair of scales, or any’ coin which may bave
been ordered to be withdrawn from circulation, may however be received. . ceea s

Uncurrent Silver Coin.
Conditions of Curreucy of Silver Coin.

573. Act XXIII. of 1870 provides that—

(1) The rupee and hal-f-rupee shall be a legal tender in payment or on
account : Provided that the coin has not lost more than two per cent.
in weight; s : : Co

Provided also that it has not been clipped or filed, or defaced or diminished
otherwise than by nse, - ST -

(2) The quarter-rupee and eighth of a rupee shall be legal tender only for
.fractiops of a rupee, subject to the seoond proviso mentioned above,

574. The rules regarding the currency of coin and the treatment of
uncurreut coin apply to all silver coin of the same weight and value ag
British Indian currency, coined under the Native Coinage Act, IX. of 1876,
on behalf of Native States, ‘
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Dersons authorized to cut or break Silver Coin,

575. Section 16 of Act XXIII. of 1870 provides that when any silver-
coin puqiorting to be coined and issued under the authority of the Govern-
ment of India is tenderéd {o any officer authorized by the’ Governor General
in Countil or the Local Government to act under this section, who has
reason to believe it to have lost, by reasonable wearing, more than two per
cent. in weight, or to be counterfeit, or to have been reduced in weight |
otherwisu than by reasonable wearing, or to be called in by any proclama.-
tion, he may, by himself or another (subject to the rules which the Gov-
ernor-General in Council prescribes in this behalf), cut or break such coin.

§76. (Officers authorised to cut or break coin),

577. It has been found that in some treasuries coins are constantly
cut or broken, while in neighbouring treasuries few or none are so dealt
with, and that in some treasuries the cut coins consist solely, or chiefly, of
eight-anna pieces, while in others rupees alone are cut; the attention of
Treasury Officers is therefore called to the importance of that part of their
duties which consists in the.examination of coin presented by the publie,
and its withdrawal from circulation if tampered with or unduly worn.

578. In cutting or breaking any coin, officers should avoid completely
dividing it, as it is often convenient to identify the parts of a particular-
coin. Such identification becomes practically impossible if the pieces are
wholly separated. Care should, however, be taken that the destruction is
complete. . . .

Co‘unterfeil or fraudulently reduced Coin.

579. When any silver coin purporting to pe coined and issued under
the authority of the Government of India is tendered to any officer mentioned
in Art. 576, and the-officer has reason to believe it to be counterfeit, or to
have been reduced in weight otherwise than by reasonable wearing, he
shall cut or break such coin, and, under section 17 of the Act, return the
pieces to the person tendering the coin. . .

§80. Counterfeit coins found in a remittance should be broken and
returned to the remitter, though, in the case of a remittance toa bank
unaccompanied by a potdar, the bank might agree to realise the value of the
metal and credit the remitting treasury,

"'581. Counterfeit coins-should, after being broken, be sent to the Mint
at Calcutta or Bombay, whenever it can be done with the consent of the .
tepderers.  Each coin should be’put in a separate wrapper bearing the
name of the treasury, a mark and date, whereby it may be traced with
certainty in the event of any correspondence. -

Coin called in by Proclamation.

582, When any silver coin purporting to be coined and issued before
1st September 1835, under the authority of the Government of India, is
tendered to any officer mentioned in Art. 576 he shalkcut or break .such
coin, and, at the option of the person tendering the coin, return to him the
pieces, or retain them and give credit for them at the rate of one rupee per

tola (that is 180 grains troy weight). - :
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Coin reduced by reasonable wear.

583. When any rupee or half-rupee, purporting to be coined and
_ssued under the authority of the Government of India on or after the 1st
Scptember 1835 is tendered to any officer mentioned in Art. 576, who has
reason to believe it to have lost by reasonable wearing more than two per
cent. in weight, he shall receive such rupee or half rupee at its full nominal
value, but shall immediately cut or break it. : ‘

584. A quarter-rupee or an eighth of a rupee issued by the Govern.
ment of India should, when tendered to such an officer, be accepted under
section 13 of the Act as legal tender for a fraction of a rupee, even though
it may harve lost, by reasonable wearing, more than two per cent. in weight ;
such a coin should not be withdrawn from circulation, unless, by reason of
the obliteration of the device upon it, or for any other reason, it appears to
be unfit for circulation, in which case it shall not be cut or broken, but shall
be dealt with under Art. 588 or Art. 589 as the case may be.

585. For testing rupees and half-rupees, minimum weights, 1764 and
882 grains, respectively, are obtainable from the Mint on application to the
local Accountant-General. He willin the case of Madras, Central Provinces,
and Berar send it on to the Accountant-General, Bombay. In the case of -
other provinces it will be sent on to the Comptroller-General.

* 1. These weights, being already two per cent. below the standard weight for such
coing, show the exact weight below which the coin bas to be destroyed. As the scales

ordinarily used by native jewellers are sufficient for these tests, scales are not supplied by
the Mint Masters.

Defaced and Shroff-marked Coin.

586.. Silver coin issued by the Government of India which has been
defaced otherwise than by shroff-marks should not be cut. or broken, but
should be returned to the tenderer. Silver coin issued by the Government
of India which has been defaced or diminished only by shroff-marks shoald,
when tendered to an officer mentioned in Art. 576, be received. at its full
nominal value ; it should not be cut or brcken, but should be withdrawn
from bcirculation and disposed of under Art. 58S or Art. 589, as the case
may be. :

Defective Sileer Coin.

587. Good silver coins of full weight are sometimes unfit for circula-
tion by reason of defects in mintage; they may be split, scaled, bear the
mmpress of one die only, or ring badly. Such coins should not be re-issued,
but should be held apart as uncurrent and retarned to the Mint at the first

opportunity. They should not, however, be cut, as credit will be given for
the value by tale. - : '

Disposal of cut or kroken Cotin.

_ 588, Silver coin received by Governifient officers under these rules and
withdrawn from circulation shall, whether or not it has been cut or broken
under these rules, be sent by the first convenient opportunity* to the Maaster
of the Mint at Bombay, or to any principal treasury appointed. o

¢ Editor’s Note,~M4mledirs should read ¢ to the Huzir Treasury.”

B 380—7
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Uncurrent Copper Coin.

592, Officers in charge of Government treasuries and the Presidency
Banks, wherever they act as bankers for the Fovernment, will receive without
objection any copper coin, however greatly worn, which bears any trace of
Government mintage. No copper coin which was coined before Act XXL
of 1835 came into force shall be reissued either by the Presidency Banks or
from any Government treasury, nor shall copper coin be reissued if the
device upon it has become so faint as to make it likely that it will become
obliterated before another opportunity arises for withdrawing it from circu-

-lation. All such coins which come into the ez-officio possession of any Gov-
ernment officer, or of the Presidency Banks, may,-with the previous sanction
of the Accountant General, be returned into store at the nearest depot or
sub-dep6t. The Currency Department issues good copper coin in exchange
both for silver and for worn copper coins. - o

" (Crvir Account Copx, Crarrer 30.)°

Currency Notes.

Receipt. .

606, Payment of Government dues can be made _in Government
currency notes of any issue, irrespective of presidency or circle.
1. The expression “ payment of Government dues” should be noted. The order’

does not extend to deposit and remittance transactions, though objection should not be
made, without reason, to occasional receipts of foreign circle notes in euch transactions.

2. All Postmasters have been forbidden to receive currency notes of foreign circles
as Baviogs Bank deposits ; they may, however, be accepted for issue of money-orders.

To prevent counterfeit notes being substituted for genuine notes during transit, care
should be taken, when currency notes form a portivn of a remittance from a Post Oflice
toany treasury or sub-treasury or to the Banks of Bengal, Madras, or Bombay, to impress
on the back of each note the Dated Stamp of the remitting Post Office.

3. In the event of a forged note being presented, the note and the presenter should
be made over to the police, if the Treasury Officer considers it advisable to do so.

Payment.

. 607. Except atan office of issme, notes of the home circle are legal
tender in satisfaction of any claim against Government, tboggh ordinarily
no person should be pressed to take notes in part or full of his demand.

Issue and Exchange.

608. A Treasury Officer may supply to all comers, without enquiry as
to their intentions, such notes as he may have fit for issue. :

609. Although no person, has a legal claim to obtain cash for a note
presonted at a Government treasury, Government desires that this accom-
modation be given when convenient. Accordingly, whenever the Treasury
Officer is satisfied that no inconvenience can be caused to the treasury by
the encashment of any notes likely to be presented, a placard in English
and the vernacular notifying that he is prepared to give cash for notes
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should be exhibited in some conspicuous place.,” Care should be taken that
no corrupt or undue preference be shown to any individual. _

1. At deficit treasuries (of which the ordinary cash receipts are less than the expen-
diture) currency notes ought not to be cashed, except so far as it can be done without
expense or inconvenience, If the Treasury Officer can spare cash for only a limited
amount of notes, he is at liberty to notify that he is prepared to give cash for home notes
only. - : : - .

* 2, Notes, home and foreign, to a limited extent may be cashed for the convenience
of travellers when the treasury is unable to cash them for the general public; visitors to
hill sanitaria, however, cannot be regarded as travellers, s

2 Permission has, in some cases, been given for encashment of notes at sub-
treasuries under the same conditions. )

-~ 4. Cut notes should never be issued to the public without being first joined by. a
narrow strip of paper gumnmed across the whole breadth. . C :

611. Government is not bound to make any special arrangements to
pay its officers in currency notes when it may prove inconvenient to do s0;
but as the supply of notes to meet the wishes of officers who desire
that their salaries should be paid in currency notes is not likely to entail
any considerable loss, there is no objection to the supply of currency notes
to a surplus treasury for this purpose. This in no way affects existing rules
regarding the supply of currency notes for issue to the public.

Custody of Notes.

612. Hcme notes, if in good condition, may be re-issued as convenient,
Those which require registration must be kept in the order of receipt,
Jn bundles according to denomination, each bundle containing not more than
100 ; they must be re-issued to the public, or remitted to another treasury,
in the same order. It follows from this that if any such notes are under
double locks, the treasurer must hand over ali his receipts to be placed
under double locks, and may issue only such notes—namely, those which
have been lopgest in the Treasury Officer’s custody—as are delivered to

him for the purpose.

613. Cut notes should, before receipt, be joined by a narrow strip of
paper gummed across the whole breadth; but if they are received in a
remittance by halves, the Treasury Officer will join them; they are re-
issuable, if not otherwise defective.  Damaged notes should be separated
from the good ones, and should not be re-issued ; and notes seriously muti.
lated, altered, or wrongly joined, should be refused. .

Disposal of Non-issuable Notes.

014, Notes much soiled or yorn should not ordinarily be issued to
the public but sent to the treasury at the head-quarters. '

..615. Nobqs of. other circles will not ordinarily be issued ; if, however,
special application is made for such notes, and those on hand are in good
order, there is no objection to issue.

. 616. When there are in a treasury notes of other circles not fit for
1s8ue, or not likely to be applied for, they should be cut and remitted by
halves (see Aut. 657) to the Treasury Officer at the head-quarters,
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. Stopped Notes.

619. If a note be presented of which notice of stoppage has been
received, the presenter should be asked his name and address, the name
and address of the person from whom he received the note, and the
circumstances uonder which he received it; but, unless his answer give
ground for doubt that he came by it honestly, it should be accepted, thongh
notice should be given to the police, and to the office of issue, that a certaip
lost note has been presented. That office will remove the note from the
list of lost notes, and will place the loser in communication with the police,
but then will leave him to take such action as seems to him good.

. 1. - Treasury Officers are not required to keep the record of any notices of stoppage
save those which they receive from losers ; a file of the original notices will suffice, with
the addition of an index,

620, The following opinion of the Advocate General, Calcutta, is
published for reference : — ,
’ Opinion.—If any Government 'Treasury Officer receives a currency note of the alleged
loss of which he has received notice, he should enquire of the person tendering it in
payment as fo the circumstances under which he got the note. If he gave value for it,
and there is no reason to suppose from his statement that he received it otherwise than
in good faith, it should be accepted by the Government officer as a good legal tender. ~

¥ * % * * % * * *

3. A person-who takes the note in good faith, and for consideration, will have a
title to it, notwithstanding he may have seen it enumerated in the list of lost or stolen
notes. But if be takes the note with knowledge of its Laving been advertised, and does
not make reasonable enquiry,—that is, if he takes it under such circumstances as would
fix on him the suspicion of participation in the frand,—he could not make a good title to
the note. And it follows that, if he takes the note otherwise than in good faith, it is not &
good paywent, and he may, and ought to, refuse it as a legal tender, unless be has reason
to believe that the person tendering it to him has come by it honestly.

Defective Notes.

621, Half, mutilated, mismatched, or altered notes should never be
received in payment of Government dues or cashed. The holder should be
advised to apply to the Currency Office of the Circle to which the notes
belong for instructions regarding the procedure under which the value of
such nofes can in some cases be recovered.

(Crvin. Account Copk, Cuarrer 31.)

Specie Remittances.

642. Immediately on receipt of a remittance order from the
Accountant-General, the police department should be informed of the kind
and amount of the treasure to be remitted, and asked for a sufficient escort,
which it will supply according to the scale laid down by the local Govern-
ment. - Any officers on the line of march from whom assistance may be
required should be advised by the despatching office, which should also
warn the receiving office of the exact date of expected arrival, in_order
that any necessary arrangements may be made, such as provision of carts,
or a guard of sufficient strength for treasure arriving by rail._
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1. Care should be taken to avoid making a remittance at such time that it would be
in transit at the end of the month, or that it would reach its destivation on a Sunday or
otber authorized holiday. i -

»Packi’ng.

643, Treasure should be packed for remittance in stout bags, tied and
sealed after aslip of paper has been placed in each, naming the treasury at
which it was packed, the tale and description of the contents, and the name
of the person who counted the contents; the Treasury Officer must satisfy
himself generally of the contents of the bags, and must see that the proper
number of bags is placed in each Licx. . :

In case of a remittance sent without & potddr the despatching officer
should examine a certain percentage himself and place a private mark upon
the ticket of the bags so examined, and the special attention of the receiv-
ing officer should be drawn to the necessity for protecting the interest. of -
the absent remitting officer. '

652. BExceptin case of remittances despatched by a Bank and of remit- -
tances despatched from a treasury under the control of the Comptroller, India
Treasuries, remittances of whole rupees not exceeding Rs. 50,000 and
remittances of small silver and copper coin should be sent without a potd4r.

644. For journey by road the bags may be packed in treasure
tumbrils, or in large chests placed in carts, at the door of the treasury in
the presence of the Treasury Officer; for journeys by rail or boat, and also
(if convenient) for journeys by road they should be packed in stout boxes
capable of containing Rs. 4,000 to Rs. 6,000 each, nailed down and bound
with iron, without gunny covering or ropes, and the hoops should be
Tiveted or nailed together where they cross; every box should bear the
name of the despatching treasury cut into, or painted on it with a number.

646. To each box designed for river conveyance or to cross any .
unfordable stream by a ferry, should be fastened a buoy, formed most easily
of a piece of unsplit bamboo; the rope of the buoy should be at least ten
yards long, and the police officer in charge is responsible for seeing that .
1t is uever detached from the box, nor, so long as the box is on beard any
boat, knotted or entangled in any way. When treasure is sent:by a
sca-going vessel the despatching officer should remove the buoys after the
boxes are shipped, and the receiving officer is responsible for attaching
buoys when landing the treasure ; if he is not also the Treasury Officer, he
should obtain the buoys from that officer.

-Invoices,

647. Invoices will be prepared in triplicate, and will state the marks’

on every tumbril or chest, the number and contents of each, and the marks,

. gross weight, and contents of every box; one copy should be retained,

another should be .despatched by post on the same day to the receiving
treasury, and the third made over to the escort officer. ¢

649. Remittances intended for the reserve treasury at Madras or Bom-
bay should be despatched to the address of the officer in charge of the
branch reserve treasury, and the Accountant-General, Madras (or Bombay),
shog&l bo advised by the Treasury Officer of the despatch of each
remittance,
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Escort Qfficer’s Duties,

650. The escort officer will count the bags as they are being stowed -
in tumbrils or chests, or will see the boxes weighed. He will sign the
receipt at the foot of each copy of the invoice as respousible for «

_ bags packed in tumbrils, or boxes of marks and weights

detailed above, said to contain coin to the value of Ras, ;77 the
blanks will be filled up in words, and if the escort officer be ignorant of
English, he should be required to write the numbers of the.bags or boxes
which he has received, in the vernacular, on the copy of the invoice to be
retained by the Treasury Officer.

651. When the escort officer is relieved in the course of the journey,
he will obtain a receipt for  tumbrils in good.order said to contain

coin to the value of Rs. in bags,” or for ¢ boxes, iron-
liooped and in good order, said to contain coin to the value of
Rs. ©” When the remittance reaches the addressee, the latter will
" count the bags and weigh the boxes, and give a receipt for “ bags
said to contain coin to the value of Rs, s7 or for « boxes
of marks and weights detailed in the invoice said to contain coin to
the value of Rs. . If any box be short weight, or show signs cf

having been tampered with, it should be opened in the presence of the
escort officer, otherwise ke should be allowed to return at once.

653. . If any chest, tumbril, or wagon, be secured by double locks, one -
* key should be held by the potddr, and the other by the escort officer; if
there be only one lock, the key should be held by the potddr, but the escort
officer is responsible for not allowing the chest or wagon to be opened before
arrival at destination, save in case of a breakdown, when the treasure
mus$ be moved to another chest or wagon in his presence. .

Weight of Coins. :

655, Some notes on the weight of coins may be useful for guidance in
making remittances. ;

(a) A 1skh of full-weight rupees weighs net 31} maunds, and, packed
for remittance, possibly a little less than 35 maunds, When there is a
minimum rate of charge, a calculation on this basis will enable the officer
concerned so to arrange that the full weight for the minimum charge be
made up. .
 (b) Copper coin of the nominal value of Rs. 2-4 weighs one seer; of
coin packed for remittance, one maund is found to contain the value of
Rs. 82, When comparing the cost of remitting copper by sea and by land,
_ pains shonld be taken to ascertain how freight will really be calculated.
One line of steamers charges by the ton of 10 hundredweight, whereas,
another works by the ton of 20 hundredweight (273 maunds).

Remittances of Currency Notes.

TVhole Notes.

656. When it is possible to send whole notes along with a specie
remittance, or when notes not yet cut, to a considerable value, are being
despatched between stations on the line of railway, or along a road on which
means of rapid transit are available, they thould be placed flat between
boards, wrapped in. paper, folded in waxcloth and then carefully sealed.
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This parcel should be placed in a small wooden box, which should be
secarely fastened and sealed, and so secured, should be made over to the
guard furnished by the District Superiutendent of Police under the- regu-
lations of his own department, Whol: notes should never be remitted by
post. - : ' . .
If a packet of this kind De consigned to a treasury merely for despatch, along with
some other remittance, to another treasury, the receiving treasury should give a receipt
for a “sealed packet in good order said to contain Rupees ———— in notes,” and should
take a siwmilar receipt from the escort officer when he forwards it. Meantime, the packet
should remain under joint keys.

Cut Noles.

657. A small remittance, however, or one of notes already cut, may
be sent by post. After completion of the invoices (Art. 659) the notes
should be cut in half, the left-hand halves packed in paper and waxcloth,
sealed, and despatched with the invoice by parcel post. The right-hand
halves should be similarly packed at the same time and kept under double
locks till receipt of acknowledgment of the left halves, when the packet
containing the right-hand halyes should also be despatched by parcel post.

R Packing. )

658. In packing parcels of notes for remittance from one freasury
to another, great care must be taken. Those of each denomination must
be arranged in order of series and number, and, when a large supply of any
denompination is being sent, they should be stitched by one edge into books
of 100. Notes of different circles should be put up in separate bundles.
The bundles should then be bound together in parcels as large as is con-
sistent with the Post Office Regulations {7,000 half-notes can easily go in
one parcel), and a copy of the invoice, omitting the series and number of
the notes, must be packed up with each parcel. (See next rule.)

* 1. If the remittance is made to the reserve treasury in Calcutta, or to the branch

reserve treasuries in Madras and Bombay, the name of the treasury and the date of the
invoice should be stamped on the back of each note. :

o Invoices, .

659. The invoice should set forth the detail of series aid number
under each denomination and circle, and should bear at foot a certificate
from the Treasury Officer that the parcel has been made up and - sealed in
his presence, and that he has personally ascertained that its contents cor-
respond with the invoice. The original invoice should be sent by post to
the Treasury Officer to whom the notes are consigned, a copy being kept
for record. DBoth original and copy should be signed by the police officer
to whose care the parcel is entrusted, when notes are .sent under charge of
a guard ; but the police officer has not Lo count the notes, and his signature
is only a receipt for a packet said to contain certain notes.

1. Another [partial] copy of the invoice is included in the parcel. ‘(See last rule.)

2. Iniuvoicing'the second halves of notes of which the first halves have already
been acknowledged, the detail of number and series need not be filled in; & reference
to the former invoice will be sufficient.

Entry in Cash Book.

660. A remittance, as soon as it is despatched from or paid out of a
treasury, will be charged off in the cash book,—the words “ Local Cash
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Remittances ” or “ Foreign Cash Remittances ’”” being the first words of the
entry.  Similarly, upon receipt, the whole invoiced amount (sco Art. 633)
will be credited in the cash book, the same heading being employel.

_ Notes will be charged'off on dospatch of the second halves, and cre-
dited on receipt of the second halves.

Advice to Accountant-General.

661. Except in the case of surplus notes remitted away under stand-
ing orders (for which see next rale), the Treasary Officer will advise the -
Accoyutant-General of cvery despatch or regceipt of a remittance on the
same day on which he charges it off, or brings it on, Lis cash book.

+ If he is ak or near a telegraph station, he will #elegraph:—

L4

Name of Treasury or “ Dank Y
or “ Currency.” S

@ -
Ff:)clg'n Remittance __Received (amount) {
cal

Despatehed.
(daté in words.)”
(£.g.,“ Foreign Remittance received one likh Benares twenty-seveuth,”)
Otherwise, he will post the information in the following form :—

€« o . Receipt Foreica : Vv from
Undersigned advises 720 of a “7roe® Remittance of (amount) ~57
(name of Treasury,) which he has Tt 4, dor date the ”

—this advice being sent in addition to any required endorsement on tho
renittance order.
1. Telegrams-should only be used where a saving of time will result ; where, there-

fore, a letter can be sent so ds to reach the Accountant-General within twenty-fuur
hours, the rcport should be by post. » .

Surplus Note Remittances.

662. Standing orders for the remitfance of surplus notes must be
complied with in the first week of every month; that is, the first lalves of
the notes must be despatched within the first week, so that the remittance
may be completed and adjusted within the month. If, for any reason, the
despatch is too long delayed, it must be held over till the following month ;
unless, of course, the Accountant-General meantime send a remittance order,
in which case it ceases to be a remittance ‘ under standing orders.”’

In this case the advice to Accountant-General will always be sent by post,
and will give detail of denomination and value. The advice must specify
that the remittance is of “ Surplus notes,” and the receiving treasury must
also be informed, in order that it may similarly advise the reccipt of the
remittance as * surplus notes.”’

Receipt of Remittance.

663. (a) Immediately on the arrival of a remittance of specie, credit
for the invoiced amount should be given in the cash book, and advice (as
prescribed in Art. 661) sent to the Accountant-General, the place whence
the remittance is received being entered in the cash book, with the samne
specification as is pr‘e"_‘sc:jibed for the advice. If the remittance be from a

-



