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22.33. The Punjab Government Employees Group Insurance Scheme,
1982—Instructions regarding promotion of an employee from one
group to another.

Attention is invited to the provisions of clause 5(2) of the Schedule

appended to the Punjab Civil Services (Group Insurance) Rules, 1982
which provides as under : —

“5(2) In the event of regular promotion of an employee from one
group to another, his subscription shall be raised, from the
next anniversary of the ‘Scheme’ to the level appropriate to
the Group to which he is promoted under intimation to him
in Form No. 2. Until the date of next anniversary of
‘Scheme’ he shall continue to be covered for Insurance fou

the same amount to which he was/is eligible before such
promotion.”

2. It has come to the notice of this Department that the above
aid provisions are not being strictly complied with and some times the
deduction is not made at the rates applicable to higher groups consequent
udon promotion of the concerned official, as appheable according to the
Rules. The legal heirs of such employees, in the event of untimely

death, face great hardship in receiving the amount admissible under
the ‘Scheme

3. iYou are therefore, requested that these instructions may
please be brought to the notice of all the heads of Offices/Drawing and
Disbursing Officers working under your control immediately for necessary

compliance. They may be directed to review all such cases immediately
and rectify lapses, if any.

(No. 5(26)-85-3 FP-II1/1676 Dated, the 13th September, 1985.)

22.34. Accounting Procedure regarding Punjab Government Employees
Group Insurance Scheme 1982—Prescription of pro forma for

issuing statement instead of supplying of a copy of Ledger
Account to the subscriber.

Refer to subject noted above.

2. The President of India is pleased to decide, in consultation
with the Accountant-General, Punjab, that an annual statement of
account be furnished by the 31st December each year, inthe pro-forma
enclosed to the members of the Punjab Government Employees Group
Insurance Scheme, 1982 under item (V) (¢) of the Accounting Procedure
added to the Scheme instead of a copy of the Ledger Acccunt.
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3. It is, therefore, requested to issue necessary instructions fi

the Heads of Offices/Drawing and Disbursing Officers under your co
to supply the annual account StatementS to the Subscribers

scheme in the prescribed pro forma by the 31st December each
positively. '

3. Necessary amendment to para (V) (c) of the Acco
Procedure appended to the Scheme will be made in due course.

(No. 1 (8)-84-3 FP 1III/1733, Dated Chandigarh, the
September, 1985.)




ANNUAL STATEMENT OF GROUP INSURANCE SCHEME ACCOUNT
Department/Office

B

For the Scheme year ending the 30th September, 19—— Rate of Imterest

Name of subscriber Account No. Opening balance Amount credited Interest allowed Total amount
to the savings during the year (Col. Nos. 3,
Fund during the (on amount 4 and 5)
year mentjoned in
€ol. Nos. 3 and 4)
1 2 3 4 S 6
Signature
Name :
BDegignation :
Date !
Notes .-

(1) File nomination, if not already done.
@)
@A)

In the case of any discrepancy/Missing credits, concerned Drawing and Disbursing Officer may be consulted

The yearly premium credited to the Insurance: Fund at the rate of Rs. 37.50 out of Rs. 120 (each year) of subseriber/member

and insurance amount of employees other than members subscrtbe to the Insurance Fund at the rate of Rs. 3 per mensem as
premium for every Rs. 10,0C0 of the Insurance Cover is not payable to the subscriber.

Sl
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22.35.—The Punjab Goverament Employees Group Insurance Schem
1982-—Submiss‘on of consolidated” Annual Statement of Cred
Debit balances under item XVII (2) (ii) and (iii) of the Acct

unting Procedur: of the scheme by the Heads of Department to
Department of Finance.

Sir,

. Attenticn is invitedto this Department circular letter No. 1(1)-2G1/83/2
dated the 30th May, 1983, No. 3(7)83-3GI/1036 dated the 22nd Mz
1985 on the subject noted above and to state that according to t
provision of item No. XVII(2) (i) and (iii) of the Accounting Proc
dure appended to -the Punjab Government Emvoloyees Group Insuran
Scheme, 1982, all the Heads of Departments are required to send t
quarterly/Annual statements regarding credit/debit balances of accou
of the scheme inrespect of all the offices under their control. In orc
to streamline and simplify the procedure for the submission of su
statements, Government have decided that all the Heads of Departmer
will, now, send only one consolidated annual statement relating tot
receipt during the year in the enclosed proforma ‘A’. Another separ:
statement, may also be seat to the Government at the end of April (ea

year), relating to payments made during prcforma ‘B’ which also
enclosed.

o

2. Itis, therefore to issue necessary instructions to all Heads
offices working under your control for sending the requisite informati
i the revised proforma through their respective Heads of Departments’

- onwards transmission of the requisite information in a consolidated fo

in the pr escribcd pro-formae to Government in the Department of Fina
by the end of April (eac: year). ’

3. Necessary am2ndment to paras XVII(2) (i) and (iii) of |
Accounting Procedure appended to the scheme will be made in ¢
course.

FNo. 2(93)84-3EPIII/2099, Dated Chandigarh, the 22nd November, 198



ANNEXURE A
(Receipts)
Consolidated annual statement showing month-wise/group wise total number of subscribers and total amount of
subscriptions recovered under the Group Insurance Scheme during the year ending 31st March,————
and credited the Saving Fund/Insurance Fund.

» Department/Office ——

Part I —Numbper of subscribers

o e v R e 2 N

Month Number of mémbers subscribing to Savings Number of employees Subscribing to Insurance Fund
Fund and Insurance Fund only (being not members of the Scheme)
(Group-wise) (Group-wise)

A B C D Total A B (& D Total

1 2 3

-
L11

June

July
August
September
2 ctober
November
December

January

February ,

March

e - =2 L R a EE e R =




Part II—Amount recovered and credited to sub-heads under major head 811—Insurance and Pension Fund—
Pb. State Government Employees group Insurance Scheme

Month Amount of subscription Interest recovered Amount of Subscription Amount Amount Remarks
recoverd in respect of if any, for late Tecovered in respect of eredited te  orcdited to
members under Col. subscription employees not yet Saving insurance

(@) of Part 1 members Under Col. 3 Fund Fund
of Part I imcluding (ia Rs.)
inferest
(= Rs.)
Saving Fund Tasurance Faud
A B CHD Total A B (- B Tetgl
4 S 6 7 s 9 10
April
May
June
July
August
September
October
November
December
January
February
March

—

- m—— =

Any amount of interest recover in respect of over due subscription may b: credited to ‘Sub-head-Saving Fund’ under Major head
8]1—Insurance and Pension Fund—Minor Head—Punjab Government Employees Group Insurance Scheme in State receipts and it is

not to be credited in the Savings Fund Account of the members,

t 181




ANNEXURE B
(Payments)
Consolidated annual statement showing month-wise/group-wise total number - of members/payees and total amount of
payments made (as debited t © savings/ Insurance Fund) during the year ending 31st March,. ............
Name of the Head of Department/Office..... Ao T i
Part Y Number of employees Payees

Month Number of members {0 whom payments have been made Number of employees not yet members to whom payment have

. been made
(Group-wise) (Group-wise)

A B C D Total A B (6] D Total

1 2
April

L)

May

June

July
August
September
October
November
December
January
February

March

Total

611



Part Ii Amount paid and debited to Sub-heads under Major head 811-Insurance

State Government Employees Group Insurance Scheme

and Pension Fund-Punjab

Month Amount of Principal paid

Amount of interest

Amount of payment Amount debited to

) : Amoun debited Remarks
to the members showp in on Saving Fund made to members Sayings Fund inclu- to Insurace Fund
Col. 2 out of Savings paid to members and non-members ding interest
Fund (excludirg interest) shown in Col. 2 and
3 of Part 1 out of
imsurance Fund
(Group- wise) (Group-wise)
A B C D Total A B C D Total
4 5 7 8 9 10
April
May
June =
%)
July =2
August
September
October
November
December
January
Feb ruary
March
Total

Note :—In remarks, Column, reasons for payment made i.c. demise, retirement,

risignation etc. may be mentioned.
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22.34. The Punjab Government Employees Group Insurance Scheme,
1982-Implementation of clause 4 (1) ot the scheme here of.

Attention to the Punjab Civil Services (Group in surance) Rules,
1982 and necessary guidelines, in this behalf, issued from ftime to time
on the subject noted above and to state that this scheme is compulsory
for all those employees entering Punjab Government Services after the 15th
August, 1982 as per clause 4(1) of the schedule to the rules ibid. But,
it has come to the notice of this Department that in somec cases, the
appropriate subscription towards the Group in surance scheme is not
started from the date of appointment. Sometfimes, it so happens that
the new entrant dies without making any subscription. The legal heirs
of the deceased are deprived of the admissible amount payable to them
because of the non-compliance of clause < (1) of the schedule to the
rules ibid by the Heads of offices/L'rawing and Disbursing officers.

2. 1t is therefore, requested to please bring these instructions to the notice of
all the Heads of offices/Drawing and Disbursing Officers working under
yonr control for meticulous compliance, of the provision of clause 4(1)
of the Schedule to the rules, ibid. In the case any infringement of the
rules/instructions of the Government against the officer/officials at fault
the responsibillity for such lapse may be fixed under intimation to this

Depatment.
(No. 1/27/85 =31FPIV 25, dated 9th January 86)

22.37 The Punjab Government Employees ‘Group Insurance Scheme,
1982 Clarification in respect of refund of amount erroneously
deducted from the salary of a Government employee.

Refer to Subject noted above and to state that it hasbeen decided by the
Government that in the event of an amoun; erroneously deducted from the
salary of an employce, who is not a member of the Group Insurance Sch-
eme or who is not eligible to become such a member, shall be defunded
to him by the coinicerned Drawing and disbursing officer in accordance
with the rules. '

2. It is therefore, req‘uested to bring these instructicns to the notice
of all the Heads of offices/Drawing and Disbursing officers under your
control for meticulous compliance.

3. Necessary amendment to clause 12 of the schedule tc the Punjab
Civil services (Group Insurance) Rules, 1982, will be made in due course.
No. 1 (30) 85-3 FPIV/32 datea 13-1-1986
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CHAPTER 23

STANDING ORLDER FOR REGULATING THE CONDUCT
TRANSACTIONS A. "HE S A E REASURIES/SUB T§
SURIES 1

23.4. Standing Order for regulatiug the conduct of transactions
the State ‘ireasuries/Sub-Treasuries.

A reference is invited to this Department letter No. 102554
(AI- isc-452)-84/7069, dated the 25th April, 1984 and subsequent am
ment letters issued by this Department from time to time, on the subj
cited above and to enclose a complete and upto-dated copy of the Sta
ing Order relating to thc conduct of transactions as the State Treasu
Sub-Treasuries for their information. guidance and strict compliance.

No. 10255-TA(AI-Misc-452)-85/14264, dated the 22th August, 198

Circulated vide Department of Finance. Letter No 10255 TA (&
MISC 452) 84/7069 dated the 25 the April 1984. '

1. Working hours of State Treausries

1.1. The Treasuries should observe banking hours for transd
ions of Government cash business from 9.00 A.M.
1.00 P.M. on all working days except on the 10th a
the last working day of each month when the cash tr
sactions hourswould be from 900 A.M. to 11.00 A,

1.2. The sale of stamps to the members of the public a
stamp vendors should be effected at the counter of Tn
suries between 9.00 A.M. to 3.00 P.M. on all worki
days.

1.3. The entry of unauthorised persons in the Treasuries du
he working hours should be prohibited. The visit0
should meet the ‘reasury/Assistant Jreasury Officer f
the business they have to transact instead of making
direct approach to the d-aling Assisants. :he Treasul
Assistant Treasury Officer should pay surprise Visits
various branches of his office to enforce the requireme
aforesaid.

2. Receipts of claims at the Treasuries

2.1. All kinds of claims for payment authorisation at the Tt
suries should first be presented to the ~“oken Clerk thro
the authorised messenger only. No departmental
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which is presented by a person other than the authorised
messenger would be entertained except under t' e written

- orders of the Treasury Officer/Assistant Treasury Officer who
should indicate the reasons/urgency for adoption of the
‘said course. For this purpose the Drawingand Disburing
Officers should send specimen signatures of the authorised
messenger(s) under proper attestation to the i reasuries with
which they are in account. These specimen signatures

. should be kept on record in a guard-file with the (oken
Clerk for reference.

(RS]
(3o

No bill/claim received from the Drawing and Disbursing
Officers should be processed for payment by the dealing
officials in the Treasuries unless it bears a token number
alloted to it by the Token Clerk. The authorised messen-
ger should be given a token in lieu of receipt of the
claim(s) which the 1ecipient should surrender while taking
back delivery of the concerned bill or cheque in lieu
thereof.

b

3. All the bills received at the Treasuries should be entered
in the Token Register (Annexure A) in the order of receipt
and should for further disposal be passed on by the Token
Clerk to the dealing Assistants in lots strictly in the same
order against dated initials of the official concerned. The
passed/objected bills should be sent back by the dealing
Assistants to the Token Clerk against his dated acknow-
ledgement for delivery to the authorised me sengers. The
Treasury/Assistant Treasury Officer should review the
maivtenance of this register in a syste ratic manner to
ensure that the instructions on the subject are followed
strictly and there are no chances for the loss of bills or
the delivery of the bills to persons other than the autho-
rised messengers.

2.4. Bills on account of arrears, Travelling Allowance, Medical
Reimbursement, withdrawals from Provident Fund, House
building and conveyance advances should be preferred/re-

~ceived at the Treasuries between the 5th and the 24th of
each month for payment authorisation so as to enable the
Treasury staff to processes the regular monthly salary
bills of the employees and the pension claims on the re-
maining days.

*Note :—The bills other than those mentioned in paragraph 3.11
of the Orders will, however, be continued to be received
at the State Treasuries during the month of March up to
the last working day.

*Added vide Department of Finance letter No. 10255-TA{AI-Misc-452)-85/9379, dated
the 7th May, 1985. :
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The monthly salary bills should be entertained at the Tre-

asuries from the 25th of each month. The Drawingand
Disbursing Officers should ensure the submission of mon-
thly salary bills in the State Treasuries well in advance
of the closing day of each month to enable the latter to:
authorise payments there against by the first of the succee-
dine month. The salary bills not received within three}
days of the last working day of each month would bs
liable for payment authorisation after the first of the
succeeding month.

2.6. Except with respect of salary bills (including arrears) bill§
forms prescribed in the codal rules for withdrawal of
moneys from the State Treasuries to meet various knds of
departmental expenditure contain a column for recording
therein the budgctary allocation for the current financial
year under the concerned object of expenditure, amounts
withdrawn there against to date and the balance of unspent!
allocation. ihe Drawing and Disbursing Offricer should
personally satisfy himself about the correctness of the entries
of allotment recorded in the bill, before he signs the bill
for transmission to the Treasury. ‘ihe Treasury Officer/
Assistant ‘ireasury Officer should while processing the bills
for payment authorisation, watch compliance of the pres-
cribed requirement should not permit withdrawals over
and above the allotment.

3. Disposal of cliims at the Treasuries

3.1. Before a bill is processed for payment under the relevant
provisions contained in the Treasury/financiai rules, the
dealing Assistant should check wup that it bears the Token
No. allotted to it by the Token Clerk, unless that re-
- guirement has been waived 1n a particular case by the
Treasury/Assistant Treasury Officer vide paragraph 2.1
supra.

3.2. The bills should be disposed of strictly in the order ofre
ceipt on first-come-first served basis. Any disturbance o
the seriatum would amount to a misconduct for purposes
of initiating disciplinary action against the defaulting
official. :

3.3. The Treasury Officers/Assistant Treasury Officers should
carry out a random check of paid bills received from the
bank vis-a-vis the Token Register/Bill Paymen: Register
once a month to ensure compliance of paragraph 32
above and keep a record of the check so conducted in
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register (Annexure B) which would be reviewed by the
Inspection party of the Department of Finance at the time
~of Treasury inspection.

34. The Assistants dealing with the bills should maintain a register
of pay orders (Annexure C) separately for each Drawing
and Disbursing Officer. All bills after check should be
put up to the Treasury Officer/Assistant Treasury Officer
duly entered in that register. The specimen signatures of
the Drawing and Disbursing Officers should be pasted
prominently on the first page of the register to facilitate
comparison of the signatures appended to the bills. The
bills/cheques on receipt from the bank after payment should
then be discharged against the relevant entries thereof ap-
pering in the register of Pay Orders.

3.5. Subject to the provisions - of paragraph 5.1 of these orders,
no bill should be retained without action in the Treasury/
sub-ireasury beyond a period of three days of its re_
ceipt except with the approval of the Treasury Officer
/Assistant | reasury Officer, who should note down the
rcason thercfor in the register of pay orders against the
entry of that bill. The pay orders register should be re-
viewed by the ireasury Officer/Assistant Treasury Officer
at least once a month to ensure compliance of the require-
ment referred to above.

3.6. FEach dealing Assistant in the Treasury should maintain a
register of objected bills (Annexure D) in which full de-
tails of the objections raised on a particular bill should
be noted. Separate pages should be set apart for each
Lrawing and Disbursing Officer. This register should be
reviewed by the Treasury Officer every month so as to
ensure that the objections raised were Within the frame-
work of the rules and not frivolous, uncalled for, or avoid-
able. He should also record his remarks, if, any and append
his signatures after the last entry of the month, appearing
i that register, in token of hishaving exercised the re-
quisite check. '

3.7. A bill on which objzction has been raised earlier, when received
back, should notbe returned again with objections unless the
objections previously raised have not been removed and that
too under the signatures of Treasury Officer/Assistant 'I'tea-
sury Officer. The latter while signing the return endorsement
should satisfy himself that the fresh objections are not
such as could have been raised in the first instance and
have been occasion in the light of the replies sent in
response to the original objections. In any case, the ob-
Jections should not be raised in piecemeal. ~Any violation
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of this requirement coming to notice will be viewed
seriously.

The Treasury Officer should maintain a separate register
(referred to in paragarph 3.6 supra) to keep a record of
the bills which have to be returned again with fresh obje-
ctions after the objections initially raised have been
complied with by the Drawing and Disbursing Officer
concerned. The Treasury Officer should specify the details
of the objections raised on the second or a subsequent
occassion on the same bill in that register. This register
should be reviewed by the Inspecting Officers of the
Department of Finance whenever they visit the 7rea-
sury.

Normally there should be no occassion for raising objections
on bills which are preferred by the departmental officers
where the powers of the Drawing and Disbursing Officers
have been vested in the Accounts Officers and Senior Acc-
ounts Officers who are qualified accounts personnel. In
such cases, raising of objections means that either the
Drawing and Disbursing Officers failed to scrutinise the
bill according to the rules on the subject before its sub-
mission to the Treasury or the objections raised by the
Treasury are uncalled for. In either case, responsibility
needs to be fixed eith:r on the Drawing and Disbursing
Officer or the Treasuty Officer/Assistant Treasury Officer
as the case may be, for negligent performance of duty
Treasury Officer/Assistant Treasury Officers should main-
tain a register (Annexure E) indicating the names of office
which habitually submit incomplete bills. An extract from
the register should be sent quarterly to the Department
of Finance (Treasuries and Accounts Branch) for initiating
appropriate action against the officer responsible for per-
sistent lapses in the preparation/Scrutiny of bills.

3.10. Refund bills issued by the competent authority, pension

payment orders, Gratuity otders, final repayment order of
General Provident Fund, issued by the Accountant-General
Punjab, are in the nature of cheques encashable on presen-
tation. There should, therefore, be no reason for causing
delays in payment of such claims at the treasuries on
presentation by the claimants. Tne Treasury Officer should
maintain the Index Registers separately for pznsion pay-
ment order, Gratuity payment orders and final Provident
Fund paymeent orders in Annexure F’ and for disposa
of refund vouchers in Annexure ‘G’ and shouid review
these registers monthly to ensure that no undue d:lay
has bee n used inclearing the claims. Thess register:
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should be checked by the Inspection Party to verify com-
pli nce of cxtant orders on the subj ct.

The payment of personal claims of Government employees
on account of Travelling Allowance, arrears of pay and
medica! reimburserwent should not be authorised at the
Treasuries during the month of March, The liability on
this account should be carried forward to the next finan-
cial year, ’

Arrears of P-nsions, ex—gratia grants, pensions, gratuitics,
Provident Fund withdrawals refunds issued under the
orders of the ChHurts shoul? be continued to be authori—
sed throughout the year at the Treasuries,

4  Disposal of Contingent Bills :

The ex-enditure on Contingencies during each month of
the financial year should be restricted to one twelfth of the
total provision frthe year, The Treasury Officer should
indicate, separately for each standard object of expenditure
yearly provision under contingencies in the register of
pay orders (Annexure C) Drawing and Disbursing Officer-
wise so as to ensure that not more than one-twelfth of
the total indicited provision is allowed to be withdrawn
through contingent bills during each month,

Obligat ry expenses on account of water, electricity angi
telephone charges should be the first charge on the conti-
ngent provision,

In cases in which the entire expenditure on major items
like furniture, office equipment, liveries etc,, etc, cannot
be met out of the one-twelfth contingent provision for a parti-
cular month, a roportionate saving from each month
should be effect d and carr ed over from month to month
till sufficient savings accumulate to meet the total liability
in lump sum in a subsequent month,

The contingent bill;, besides indicating the total budgetary
provisions, expenditure up to the previous bills, expendi—
ture including thecurrent bill and balance available should
Contain a certificate under the signatures of Drawing and
Disbursing Officers to the effect that upto date obliga—
tory expenses on account of water, telephone and electri-
city charges have either been paid or necessary amount
to meet expenditure thereon has b en kept reserved in
the grant made available by the Department of Finance
for the year.
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Before incurring expenditure on any contingent item in
April, the Drawing and Disbursing Officer should record a
certificate on the first contingent bill that all outstanding
obligatory payments relating to the previous year(s) have
been made. For meeting the outstanding liabilities of the
previous year the restriction of limiting expenditure to one-
twelfth of the budgetary provision will not apply in the
month of April,

Bulk orders for the purchase of furniture, equipment, machin=

ery and other articles of stores should not be placed during
the period from January to 3l1st March: The 1ireasury
Officers/Assistant Treasury Officers should not authoris
payments against the supply orders placed in contravention
of these orders except in thosecases in which the Depart-
ment concerned has obtained the prior concurrence of the
Department of Finance through the Administrative De-
partment.

Sanctions to the contingent expenditure on account of
grants-in-aid, subsidies to Private Institutions, local bodies,
Panchayati Raj Bodies, loans and advances (other than
to the Government employees), scholarships, stipends and
maintenance grants should be issued by the 15th of Feb-
ruary and bills there—against should be presented at the
Treasury by the 28th February each year. :

In cases where the issunce of sanctions, referredto in para-
graph 4.6 supra after the 15th February, is considered
imperative  the Heads of Departments/Administrative
Departments should obtain the prior concurrence of the
Department of Finance through the Administrative Depart-
ments indicating the exceptional circumstances for which
the issuance of sanctions at the fag-end of the financial
year is considered essential. Communications for obtain-
ing such sanctions are required to teach the Depart-
ment  of Finance by 15th  March each  year
whereafter no request therefor would be entertained,
The  Treasury Officers/Assistant Treasury  Officers
should not authorise pa ynents against sanctions issued
after the 15th February unless these contain a specific
mention that they have been issued with the prior concu—
rrence of the Department of Finance,

The payments of bills of the following categories should
be authorised at the treasuries right through the year
(including the mohtns of Feburary and March), subject t
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(ii)

(iii)

@iv)

V)

budget provisions :—

Bills, the funds for which have been allocated through ;

(a) re-appropriation orders sanctioned by the Department of
Finance ;

(b) Supplementry grants/Appropriations ; or

(¢) advances from the Contingency Fund of Punjab ; after the
15th January.

Subject to the condit on that reference to the number and
date of t:e advice of the Department of Finance vide
which Funds have been provided is quoted in the sanctions
for expenditure out of the said allocations, issued by the
Departmental authorities and a copy of the sanction is
endorsed to the reasury Officers concerned”,

Petrol, oil, lubricants for transport vehicles including
those engaged in law and order duties, and sparingly for
departmental vehicles and Dietary chaiges of Jail Depart-
ment animal feed etc, subject to paragraph 4.1 of these
orders,

Spare parts for transport vehicles on the certification of
the Drawing and Disbursing Officer that they are required
for use during financial year, subject to paragraph 4.1 of
the orders.

Payments against R. Rs. oi all kinds of stores articles or
which purchase orders have been issued during the period
from the Ist Aprilto the 15th January subject to paragraph
4.1 and 4.2 of these orders.

Payments of decretal amounts and discretionary grants
sanctioned by the Governor, the Chief Minister, the Mini-
sters and the Speaker and the Deputy Speaker of the Pun-
jab Vidhan Sabha.

i(vi) Bills relating to expenditure connected with the Family

Welfare Programme chargeable to the Head “281-Family
Welfare”.

*Substituted vide Department of Finance letter No. 10255-1A

(AI-Misc.-452)-85/9379, dated the 7th May, 1985,

tAdded vide Department of Finance letter No. 10255-TA (AI-Misc.-452)

85/9379, dated the 7th May, 1985.
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(vii) Bills of prize money, payment of professional charge§
purchase of paper for the printihg of tickeis, printing
charges, design of lottery tickets and wages of staff emph
oyed on daily wages, subj:ct to “Budget provision”,

*[No. 10255-TA(AI Misc-452)-85 19444 date d3-12-85.

5.1. The Department of Finance would in respect of each of
Distri tireasury (including Sub-treasuries under its jurisdic
tion) prescribe appropriate limits separately for daily pay
ment authorisations against bills vis-a-vis the total daily
receipt deposited in the Treasury on Government account
so as to maintain adequate cash balance Wwith the Reserve
Bank of India., ".he Treasury Officer should ensure tha
withdrawals of money on Government account beyond thé

- limit so prescribed are not authorised. The bills, the pay-
ment whereof is withheld temporarily bocause of the opers
ation of the aforesaid limit, should be cleared in order of
their receipt in the Treasury. Time limit for clearance o
bills, held up for this reason, would be seven days instea
of three days prescribed in paragraph 3.5 of these ordet
and each pending bill must be cleared on the seventh daj
irrespective of the amount of the Government receipts af
the Treasury on the previous day. Likewise i1 the closin
days (five working days prior to the 31st March, andinclud
ing the31st Aarchif it isa working day) of the financial yeas
the bills received in the State Tressuries till the last work

ing day of the financial year, should be cleared irrespectiv
of the previous day’s receipts.

INote (1):—The monthly salary bills of the Government employ
ees as also the pension bills of the pensioners should b
autnorised for payment at the State ~reasuries on the paj
day (including first three days of each month) irrespectiVi
of the mionetary limit prescribed in paragraph 5.1 supa
" he Tresury Officers, would, however, withhold payment
ov all other claims which are of not emergent nature and
pryment whereof can be conveniently withheld so that ex
cess over receipts resulting from heavv payments on acco
unt of Salaries and Pensions during these three days i
off-set by the in flow of receipts and further payment
are hence onward regulated within the prescribed limits o
expenditure fixed for each Treasury,

tAdded vide Department of Finance letter No, 10255-TA (AI-Mis,
452)-84/15001, dated the 30th August, 1984,
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§Note (2).—Funds at the disposal of Officers of Public Works
Cepartment through Letters of Credits should be notified
by the Treasury Officers to the Banks in suitable instal-
ments and not in lump sum. These intimations should be
sent to the Bank concerned during the period from 7th to
22nd of each month depending upon the inflow of anti-
cipated receipts, The bal nce amount of Letters of Credits
if any, outstanding on the 22nd of the month should,
however, be released in full irrespective of the receipts upto
the previous day,

This restriction would, however, not apply to the payments
which are intended for disbursement of wages of the workcharged estab-
lishment and Labour Funds to cover expenditure on this account would
be released by the Treasury Officers on the certification of Divisional
Officers that the same are needed for payment of wages.

*@) During the month of larch, the Letter of Credit allocat-
tion received in the State Treasuries even after the 22nd.
will continue to be notified to the Banks till the closing
day of the month of March irrespective of the ieceipts of
the previous day,

(b) Inthe State Treasuries which follow the system of pay-
ments by cheques to the Drawing and Disbursing Officers
the cheques issued in lieu of passed bills by the Treasury
Officers from the Ist December to the 31st March, of
each financial year will be superscribed “Not payable after
the 31st March.”

tNote (3).—The paymentsagainst cheques for purchases of food
grains only, issued by the Officers of the Department of
Food and Supplies should be authorised in full at the
State [reasuries during the period from first May to 30th
June and first September to 30th November each year in
relaxation of the limits prescribed in paragraph 35,1
sup a.

§Substituted vide Department of Finance letter No. 465-TA
(Al-Misc.-452)-85/369, dated the 8th January, 1985 and No, 465-TA
(AIjMiSC-452)—85/4729, dated the 6th March, 1985,

*Added vide Department of Finance letter No. 10255-TA(AI-Misc.-452)
-85/9379, dated the 7th May, 1985.

TAdded vide Department of Finance letter No. 10255-TA(AI-Misc.-452)
-84/15001, dated the 30th August, 1984,



132

INote (4).—For authorisation of withdrawals from the Persona
Ledger Account against deposits made by the Food Cor
poration of India the Treasury Officers should keep a sep
arate account of receipts and payments therefrom an
should notify the Bank concerned of the amounts so de
posited to enable the latter to authorise payments withi
the available funds. The deposits received from Foog
Corporation of India as well as payments released ther
against would thus not be included in the computation g
receipts as well as payments for purposes adhering to th
provisions contained in paragraph 5.1 supra.

5.2. Names of the treasury/sub treasury officials should b
displayed on counters/tables in Punjabi for the facility o
the visitors to the ‘ireasury, Name plates should bé pre

pared on oblong wooden blocks showing the names of

two sides, the third side serving as a base to be place
on the table,

5.3. Complaint boxes saould be provided in all the Treasuricj
for use by the members of the public to lodge complaints
suggestions regarding working of the Treasuries. The co
plaint box should be kept at a conspicuous place. The box shoi
uld be opened daily by the Treasury Officer. The complaint
/suggestions should be entered in the complaint registe
(Annexure H) for follow up action, till they are finally dispos
of. A statement of complaints received during each mont
alongwith the action taken there on should be sent
the  Department of Finance (Treasuries and Accoun
Branch) by the 10th of the following month,

tAdded vide Department of Finance letter No, 10255-1A(AI- Vi
452)-85/19644, dated the 3rd December, 1985,



