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PREFACE
The Fourth Supplement, 1988 to the Manual of Instructions (1984 edition) issued

by the Department of Finance incorporates all instructions issued from 1st April, 1987
to 31st March, 1988 also some ins'ruction.:> of )980,85,86 and 1987 previously

ornmitted inadver·ent1y.
Suggestions for making corrections and improvements may kindly be forwarded

to the Department of Finance.

Dated, Cnandigarh
the 24 August ]988

R. N. GUPTA,
Secretary to the Government of Punjab

. Department of Finance.
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The f'igures in the columns mentioned at (i) a-id (ii) ab ove provide
the proposal for the next financial year. It h:1S been observed. that the
generally do not give the figures of the accounts relating to the previous

the basis for
Departments
years asked

CHAPTER-I

GENERAL FU"l"CTJ.)~) OF THS D3P.-\RTMENf OF FINANCE

1.29. Submission of returns to the Department of Finance in connection with
the pieparat;on of the Bldset Estimates for the year 1986-87.

A reference is ir.vicd to Pb. GOVt. letter No. 1/15/3-B&C-S4/7409, dated the 25th
August, 1984 in whic'r the inst. ucio n s for the preparation of Budget EstiJi1ates
1985-86 were circul jted. The sa.ne instruct ions arc reiterated with suitable ll)difications
as follows for the p~'eparation of the Budget Estimates, 1986-87 ..

~XPENDITURE BUDGET (ORDL~ARY)

2. The instructions for tb e 'p rep aratio.i and sub.niss.on cf the depa rtmentn]
estimltc; to th z Dopa r rmen t of Finance arc contained in Chapters 3,4 and 5 of the
Punjab Budget ·Manual. the Departnental of Finance is required to supply form
BM-2 to the Dcpartrn rrts a-id th : Dcpa ttm i.t ts a-c , in rur.i, req u.rcd to return the
forms/to the Dep3.rtm~n.t of Finance d rly crrnp' ;td in all respect a, per pr;)gramme
drawn for the year, It has been ooserv,~d i hat the Department ha vc not been obsorving
the guidelines cnn tairied in the Punjab Budget M rnuaI and the in stru ctions issued by
the Department of Finance from time to time in rr gard to the prepar a+ion of the
Bld~~t. The salie n t po.nts a-e, t:1e:·efo:e. e'<;J'a:'led in tile sicc icd 19 pa-asraph s.

3. According to paragraph 3.J of the Pun;ab Budget Manual the following
c.)lumns appear every in the B;Jcl.g~t Estimates to facilitate the preparation Of the
Revised Estimates for the cu rrc.it finlne:al year and the B:J0get Estimates for the next
financial year :-

(a) aetuals of the previous financial year;

(b) Original estimates of the current year;

(c) revised estimateS of the current year; and

(d) bud~et estimates proposed for the coming year.

Along with these COlumns in Form BM-2 the following additional columns are
also provided: -

(i) actuals for the last six mon ths of the last financi al year;

(ii) actuals for the first SIX months of the current finan cia I year; and

(iii) budget esnrnates for the new year.
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for specially at (a). (i) and (i i) mentioned above. If for any reasons the figures for
the first six months of the current. year are not available at least the figures for the
first five months, which should normally be available, should be incorporated in the
respective column, pres cribed in the extended portion of the FormBM-2. In CaS:: the
figures for the first five months of the Current year are indicated then the actuals for
months of the la it f.nancial year may be incorporated so as to give i.'i complete picture
for twelve months. It is emphasised here Once r gain thar the above data are
specifically needed ar-d must be si j-plicd. All efforts could b:: mad; to collect the
information and it should bp. • nsu.ec d',at the f'c rms ai c not sent inccn.pleted- The
Depa: tment of Finance will b-:- consjraincd to return incomplete. Budget proposals
received from the Departments and for (his the responsibility shall devolve on the

Departments. Complete Budget proposals arc necessary to enable the Depar ttucnt of
Finance to an.ve at accurate estimates.

4. It has further been observed in the past that the figures for the accounts
relating to the previous year ar0 generally not filled in. This wastes considerable time
in the Department of Finance. The figure of the reconciled accounts for 1984-85 may
invariably be f'illed in Form BM-2.

5. In paragrapj, 5 of this Department letter No. 3408-B&C-73/25123, dated the 23rd
October, I973, the s ignificancc of these digit code numbers, allotment of guide letters
and guide numbers was explained in detail. The guide letters 'and guide numb~rs to
major heads, sub-major heads, minor heads, sub-heads' and standard obje-cts
classification, had been briefly explained with illustrations. The use of guide letters
is significant in the preparation of the Budget as well as the appropriation accounts
tor a particular year. Th e guide letters already prescribed may be followed without any
change in the prcp ira'ion of new hud gc t, Where a Department considers it nec::ssary
to open a new sub-head, the prior approval of the Department of Finance
is necessary. In paragraph 5 (iv) of the letter cited above, standard objects of expend
iture were communicated which were to be adopted and followed in the State Budget
No new standa rd object of expenditure may be introduced unless prior approval 0

the Department of Finance has been obtained.

~1J) rIFvrther, in respect of the provision to be made, for grants-in-aid under variov
m:ljor heads of account it was explained in paragraph 4 of 'h~ Idter, dated the 23r
October, 1973. that a separate proforma as at Annexure 'A' thereto should be annexe
to the particular head of accoun t in which the provision for the: grant-in-aid has bee
made. The instructions have not been followed by SOme Departments in the past Year'
It may be ensured that th~ proforrm duty filled is invar.ab'v attached to the Budgl
for ..th~I~Visions f01 the gran t-in-a 'd.'lot

rn.11CQ.'j\
z1n~ •.Cf. In paragraph 5.6 of the Punjab BJdget Manual, guidelir:es have been giv1

~ 1\1S!)'{ \ . -.
fob~lIng estimate~ for sanctioned establishment, whether permanent or temporary.
is provided that the pay including increments which are likely to be drawn by employe
on duty during the year should b~ provided for a-id that so prov 'sions could be mal
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fo: :he posts held to be held in a beyance. This estimate should, in fact, represent the
mmimum of the actual amount to be pa;d to the Government employees wbetbex on
duty or on lea v.:. If it app~ars eit:r pr0vld:ng for 1he entir: establishment that same

of the expenditure will not be incarred, an entry to the effect, "deduct-probate
savings" may be provided for. This should be done after comparison of p.ev ious budget
and the past and pro grer sive acruals. 'I he estimates for the pay of the officers and
non-gazetted establishment on time scale should, according to the said provision, .b;
accompanied by a nominal roll in Form BM-IQ showing the pay to be drawn by cach
officer during the year f0r which the esrima te is made. The noninat rolls ale required
to be prepered separ-ately for the gazettcd and th : non-gaze ued officers and subm.rted
in duplica te. It is rc'qnested that the budget estima tes for 'Sa Iaries and Wages' should
be prepared accordingly A copy of Form BM-IQ IS appended as Annexure-B.

7. Paragraph 36 read wih paragraphs 5.7 and 5.9 of the Budget Manual pres-
cribes an abstract statement in F0rm BM-3 which shoul t accompany the Budget Estimates
of a Department. This form, as it stands, indicates that the p 'ovis.o n should be shown
by primary un irs er appropriation like pay of officers, pay of establiShment and
contingencies. Since the primary units of appropriation have been replaced by the
standard object of classification tbe Form B1\1-3 should be prepared according to the
new objec's of class ifications. A copy of the Form BM-3 to be used by the Depa-t-
ments for the preparatin of the B'J(lget Est;mates 1986-87 is appended as Annexure
'C'. In the past Some of the ('epartment did not prepare the abstract in Form BM-3
Which is required to accompany the Budg- t documents. It is requested that when
preparing the budget estimates, F<"rm BM-3 should be p.epared first and the figures
carried over to FOrm BM-2 thereafter.

8. In accordance with clause (3) (e) of Article 202 of the Constitution of India,
any expenditure required to satisfy any judgement, decree or award of any Court or
Arbitrial Tribunal is tc be charged .':1 the Consolidated FJnd of the State, W'th a view
to avoiding advances from the State Contingency Fund to the extent possible a charged
provision should be m::tcl.ein all the Demands (under respective sub-head/Minor heads)
for statisfying such decretal charges. The Provision will have to be made under the
Standard object of EJQpenditure "Decretal Amount" subordinate to resPective sub-heads/ •
minorhead, with adequate caution aad reasonable baSis of estimate to avoid unnecessary
provision and lapse of funds at the close of the year.

RECEIPT BUDGET

9. As in the case of the Expenditure Budget, the following columns appear
under the Receipt Budget also :-

(a) actuals of the previous financial year;

(b) original estimates of the current finanCial year;

(c) revised estimates of the current financial year; and
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(d) Budget estimates proposed for th c coming year. Along with these colu
th a exte.lced portion of Form BM-2 provides for the following additi
columns :~

(i) actuals for t h ; last s ix months of the last financial year,

(ii) acruaI: for the first six months of the ci.rrent financial year;

(iii) revised estimates proposed by the He.id of Department; and

(iv) new budget proposed by the Head of Dcp.nrment

If, however, zetuals for the first - ix months er the crrrcnt year ale not avail
then the De oartmcnt should give, nctuals for the current year for many months as
possible, together with actuals for as many of the p.eccdrng year so that when t
together figures are available for one complete year, that is, [or twelve months.
headings of the columns may be modified to the extent the fgures [or the current
and the last year available and are incorporated in the .fo-m

10. It! accordance with paragraph of this Departments letter dated the
October, 1973 the Departments concerned would forward to the Department of Fil
reassessedRevised Estimates [or the current fmancial year and also for the new hi

under the following heads of account, namely

030-StampS and Registration;

039-State Excise

042-T?xes on Goods and Passengers ,

043-Taxes and Duties on Electricity and;

045-0ther taxes and Duties on Commodities and Services (Entertainment Ta:
So as to reach the Department of Fin,lDce by the l Sth Jalll:ary, at the latest.

These estimates are required to be based on four month" 'actu.us of the last yea
eight mOnths' aclu ls of the current financial year. These estimates have been
cribed to enable the Department of F:nance to prepare the financial position I

Sta:e for the current financial year as accur"Uy as passible. It is, therefore, to r.
tha' the revised estimates due on the lSlh January, 1986 in respect of the
mentioned above shot.Id be furnished to the Department of Fina;~c~ ~.s early as po
but in any case not later than the l Sth January, 1986.

11. According to paragraph :3.5 of the Punjab Budget Manual the he3

D .par tment is required tJ prepare a budget note 0'1 half margin on one side of the
cO:1taining his own proposals with reaSons cl' ranged by minor heads, s:J.b-heads, sta
objects of classif'icatjon etc. in .he s ime Order in which the B'Jdget has been consol
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in form BM-2. Th •• standa.d objects of classif'icatio.i in respect of expenditure and
detailed head of account in respect of Receipt Budget ehould be explained adequately.
The Budget n ; e should contain an explanation of differences between the figures
proposed for the next year and the figures for the [current financial year. It is
important to expla.in rhe Causes of increases under 'Salaries' and 'Wages'. Under ohej-
objects of classirrcetion, satisfactory explanation should be given to "void cuts having
to be made by the Depa-tment of Finance.

The B.ldget note should also contain a concluding paragltph comparing the curren'
year's Budget with the revised estimates and the-revised estimatp.s with the new Budget,
fer the receipt side and current ye-ar's Brdgct with the Budget for the next financial
year on experiditur ; side. The important variations in each case should be summed up,
as these are required by the Department of Finance for submission to the State
Legislatu rei Parliamen t.

SCHEDULE OF DATES: BUDGET 1986-87

12. It will be observed from Annexure 'Dt this letter that the Receipt Budget
should reach the D.::partment of Finance during the period from the 3rd October, to
the 21st November, 1985 in case of receipts and during the period from the 10 h October,
to the 25th October, 1985 in the case of Expenditure Budget. It is requested that
dates shuld be strictly adhered to, as the Department of Finance has to work
according to a prescribed programme for prese.itatton of the Budget proposals to the

S~ate Legislatu1e/Parliamen!.

CONTINUANCE OF POSTS

13. The proposals for ihe continuance of posts should be forwarded to the
Department of Finance through r he Administrj, ive Department concerned so as to reaes
the Department of Finance by ihe 31s~ December, 1985. After clearance ~bY the Depart-
ment of F,nance ssn » ions should be issued by the 28th Fc:bruary. 1986 so that the
ernploypes do not face any difficulty in .he marer ef drawa l of salary in the next
financial year.

SCHEDULE OF NEW EXPENDITURE-TECHNICALl. Y NEW SCHEMES

14. Accord.nv v o the progr.lmme laid down in the Punjab Budget Manual the
p~oposals are required to be sen' 10 he Depar ment of Finance by 'he Is' August
each year ard the Department of Finance is required 10 issue advice, afer examina' ion
by the 31s' Augus, This lime schedile ..pplies '0 'he technically new SChemes which
were included in the current years' Budge ar.d wh:ch need to be! con inued nex year. It
is to reques: you to sei.d 'he p -opos i ls '0 the Deparrnen' of Finance immediae ly

and in any case by the l st Augus, 1985. It should b~ ensured that ,he Sch,,:dules arid
Memoranda (in duplicate) in respect of :hese Sc'iemes IS also supplied 10 the Dspar >

ment of Finance by the 3rd Oct-.b~r, 1985.


