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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, 1983 also some ins‘ructions of 1980,85,86 and 1987 previously
- ommitted inadverently.

- Suggestions for making corrections and improvements may kindly be forwarded
. to the Department of Finance.

R. N. GUPTA,
Dated, Chandigarh Secretary to the Government of Punjab
the 24 August 1988 ‘ Department of Finance.
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CHAPTER—I
GENERAL FUNCTIONS OF THE DZPARTMENI OF FINANCE

129. Submission of returns to the Department of Finance in

connection With
the preparation of the Bidzet Estimates for the year 1986-87.

A reference is invi‘ed to Pb. Govt. letter No. 1/15/3-B&C-84/7409, dated the 75th
August, 1984 in which the instiuc‘ions for the preparation of Budget Estigmates
1985-86 were circulited. Ths same iastructions arc reiterated with suitable modifications

as follows for the p-eparation of fhe Budget Estimates, 1986-8
EXPENDITURE BUDGET (ORDINARY)

2. ‘The instructions for thz ‘preparation and submission  cf the departmental
estimates to th: D:partment ot Finance ar: contained in Chapters 3,4 and 5 of the
Punjab Budget Manual. the Departmental of Firance is required to supply form
BM-2 to the D:partm>ats and th: Dzpa~tm>ats a-e. in tura, required to  return the
forms/to the Departm:at of Financs dily comp'sted in all respect as per programme
drawn for the year. 7It has been observzd that the Department have not bzen obsorving
the guidelines contajned in the Punjab Budget M enual and the instructions issucd by
the Department of Finance from time to time in rcgard to the

preparation of the
Bid::t., Tas salizat points are, therefore, exp'a‘ned in thc saccidiag pa- azraph s.

3. According to paragraph 3.1 of the Puniab Budget Manual the followijne
columns appzar every in the Budgot Estimates to facilitate the preparation of th; h
Revised Estimates for the curreat financial year and the Budget Estimates for the next
financial ycar :—

(a) actuals of the previous financial year;

(b) Original cstimates of the current year;

(c) revised estimates of the current year; and

(d) budget estimates proposed for the coming ycar.

Along with these columns in Form BM-2 the following additional columns are
IS0 provided: —

(i) actuvals for the last six months of the last financial year,
(ii) actuals for the first six months of ths current financial year; and

(iii) budget estimates for the new year.

The figures in the columns mentioned at (i) aad (i) above provide the basjs .
proposal for the next financial year. It has been observed that the Departmems
rally do not give the figures of the accounts relating to the previous years askeq

!
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for specially at (a). (i) and (ii) mentioned above. If for any reasons the figures for
the first six months of the current year afe not available at least the figures for the
first five months, which should normally be available, should be incorporated in the
respective column, prescribed in the extended portion of the Form BM-2. In case the
figures for the first five months of the current year are indicated then the actuals for
months of the last f.nancial year may be incorporated so as to give a complete picture
for twelve months. It is emphasiscd here once ¢gain that the above data are
specifically neeced zrd maost be sipplicd. Al efforts could b: mad: to collect the
information and it should be cnsuicd that the forms are rot sent incen:pleted. The
Department of Finance will b= constrained to return incomplete. Budget proposals
received from the Departmcmts and for this the responsibility shall devolve on the
Departments. Complete Budget proposals are necessary to enable the [department of
Finance to ari.ve at accurate estimalcs.

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

5. In paragraph 5 of this Department letter No. 3408-B&C-73/25/23, dated the 23rd
October, 1973, the significanc: of these digit code numbers, allptment of guide letters
and guide numbers was explained in detail. The guide letters ‘and guide numbezrs to
major heads, sub-major heads, minor hcads, sub-heads' and standard oObjects
classification, had bzen briefly explained with illustrations. The use of guide letters
is significant  in th: preparation of the Budget as well as the appropriation accounts
tor a particular year. The guide letters alrcady prescribad may bz followed without any
change in the prepiration of new budgct. Where a De:partment Cconsiders it mecessary
to opsn  a new sub-head, the prior appreval of the Dcpartment of Finang:
is mecessary. In paragraph 5 (iv) of the letter cited above, standard objects of expend
iture were communicated which were to te adoptcd and followed in the State Budget
No new standard obicct of expenditure may be introduced unless prior approval o
the Department of Finance has bzen obtained.

915 «iFvurther, in respect of the provision to be made, for grants-in-aid ander variot
major hsads of account it was explained in paragraph 4 of 'h: letter, dated the 23r
Octobzr, 1973, that a separate proforma as at Annexure ‘A’ thzreto shoald be annexe
to the particular head of account in which the provision for thz grant-in-aijd has bee
made. The instructions have not been followed by some D:partments in the past year
It may bz ensured that th: proforma duly filled is invariably attach:d to the Budg
fo_‘ro{hg‘aubvisions for ths grant-in-a‘d.

230‘3“5‘."'%’@‘, paraSraph 5.6 of the Punjab Budget Manual, guidelires have been givi
fObf%fQ§Je§timatec for sanctioned cstablishment, 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 b2 provided for and that so prov'sions could be mal
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Lfor the posts h:1d to be held in abeyance. This estimate should, in fact, represent the

minimum of the actual amount to pe paid to the Government employees whether on
;d"t}' 0r on leaye. If it appaars aft:r providing for ihe entir: establishment that some
2of the expenditure will not be incurred, an entry to the effect, ‘“deduct-probale
Savings” may be provided for. This should be donc afier comparison of p:evious budget
and the past and progresSive actuals. 1he estimates for ths pay of the officers and
non-gazetted estaplishment on time scale should, accerding to the said prevision, b2
accompanied by a nominzl rell in Form BM-10 showing ths pay to bz drawn by cach
officer during the year for which the esfimate is made. The noninal rolls aie rcquired
to be prepered separatcly for the gazettcd and th: non-gazeited officers and submitted
in duplicate. It is requested that the pudget estimates for ‘Salaries and Wages® should
pe prepared accordingly A copy of Form BM-10 is app:nded as Annexure-B.

7. Paragraph 3.6 read wi'h paragraphs 5.7 and 5.9 of the Budget Manual pres-
cribes an abstract statcment in Form BM-3 which shoul ! accompany the Budget Estimates
~ of a Department. This form, as it stands, indicates that the p-ovision should pe shown
by primary units ¢f appropriation like pay of officers, pay of establishment dand
. contingencies. Since the  primary units of apprepridtion  have heen replaced by the
standard object of classification the Form BM-3 should be prepared according to the
new objec's of classifications. A copy of the Form BM-3 to be used by the Depart-
ments for the preparatin of the Budget Est'mates 1986-87  is appsended as Annexure
‘C’. In the past some of the Department did not prepare the absiract in Form BM-3
which is required to accompany the Budg:t documents. It is requested that when
preparing the budget estimates, Fcrm BM-3 should be p-epared first and the figures
carried over to Form BM-2 thereafter.

8. In accordancc with clause (3) (e) of Article 202 of the Constitution of Indja,
any expenditure required to satisfy any judgement, decree or award of any Court or
Arbitrial Tribunal is tc be charged va the Coasolidated Fand of the State. W'th a view
to ayoiding advances from the State Contingency Fund to the extent possible a charged
. provision should be made in all the Demands (under respective sub-head/Minor heads)
for statisfying such decretal charges. The Provision will haye to be made under the
Standard object of Expenditure “Decretal Amount” subordinate to respective sub-heads/ -
minor head, with adequate caution and reasonable pasis of estimate to avoid unnecessary
“provision and lapse of funds at the close of the year.

RECEIPT BUDGET

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

(@) actuals of the previous financial year;
(b) original estimates of the current financial year;

(¢) revised estimates of the current financial year; apd
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(d) Budget cstimates proposed for the coming year. Along with these colu

tha exteaced portion of Form BM-2  provides for the following  additi
columns ;—

(i) actvals for th: last six months of the last financial year,
(ii) actucls for the first six months of the current financial year;
(iii) revised estimates proposed by the He:d of Department,; and
(iv) new budget proposed by the Head of Dep.rtment

If, however, zctuals for the first ¢ix months of the current year ate not avail
then the Department should give, actvals for the current year for many months as
possible, together with actuzls for as many of the p.eccding ycar so that when ¢
together figures are available for one complete year, thatis, for twelve months.
headings of the columns may bz modified to the extent the fgures for the current
and the last year available and are incorporated in the .form

10. In accordance with paragraph of this Departments letter dated the
October, 1973 the Departments concerned woulg forward to the Department of Fi
reassessed Revised Estimates for the current financial year and also for the new b
under the following heads of account, namely : —

030—Stamps and Registration;

039—State Excise

040—Sales Tax;

042—Taxes on Goods and Passengets;
043—Taxes and Duties on Electricity and;

045—Other taxes and Duties on Commodities and Scrvices (Entertainment Ta:
so as to reach the Department of Finance by the 15th Janvary, at the latest.

These estimates are required to be bascd on four months ‘actuals of the last yea
eight months’ actu Is of the current financial year. These estimates have bzen
cribed to enable the D:partment of Finance to prepare the financial position
Sta‘e for the current financial year as accurat.ly as possible. It is, therefore, to r
tha* the revised estimates due on the 15th January, 1986 in respect of the
mentioned above sho:ld be furnished to the D:partment of Financ: as early as po
bu' in any case not later than the 15th January, 1986.

1. According 'o paragraph 3.5 of the Punjab Budget Manual the hes
D:partment is required t> prepare a budget note 01 h2lf margin on one side of the
containing his own proposals with reasons a:rangsd by minor heads, sub-heads, st:
objects of classification efc. in ‘he same order in which the Budget has been consol
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in form BM-2. The standa:d objects of classification in respect of <apenditure and
detailed head of account in respect of Receipt Budget chould be explained adequatcly.
The Budget n:'e should contain an  explanation of differences between the figures
proposed for the next year  end the figurcs  for the jcurrent financial year. 1t is
important to explain the causes of increases under ‘Salaries’ and ‘Wages’. Undzr o'hey
objects of classification, satisfactory explanation should be given to avoid cuts having
to be made by the D:partment of Finance.

The Budget note should also confain a concluding paragizph comparing the curien*
year’s Bodget with the revised estimates and the revised estimates with the new Bydget,
fcr the receipt side and current year’s Budget with the Budget for the next financial
vear on expeénditur: side. The important varijations in each case should be summed up,

as these are required by the Department of Finance for supmission to the State
Legislature/Parliament.

SCHEDULE OF DATES : BUDGET 1986-87

12. Tt will be observed from Annexure ‘D’ 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 Octob:r, 1985 in the case of Expenditure Budget. It is requssted that
dates shuld be strictly adhered  to, a5 the Department of Finance has to work
according to a prescribed programme for preseatation of the Budget proposals to the
State  Legislature/Parliamen.

CONTINUANCE OF POSTS

13. The proposals for the continuance of posts should bz forwarded fo the
Departmen! of Finance through the Administra ive Deparimen’ conceined so as to reach
the Department of Finance by the 31st D:cember, 1985. After clearance [by the Depari-
men' of F.nance san:tions should be issued by th: 28th Fcbruary, 1986 so that the

employpes do not face any difficulty in ‘he ma'er of drawal of salary in  the next
financial year,

SCHEDULE OF NEW EXPENDITURE-TECHNICALLY NEW SCHEMES

14.  Accord.ne ‘o the programme laid down in fhe Punjzb Budget Manuval the
Proposals are required to be sen' 1o he D:par ment of Finance by ‘he 1s' August
each year ard the Departmen! of Finance is 1equired 'o issne adyice, afer examinafion
by 'he 31s' Augus'. This 'ime sched ile tpplies ‘o ‘he technically new Schemes Wwhich
were included in the current years’ Budge' ard which need to bz con'inved nex: year. It
I8 to reques’ you to scid ‘he p-oposils ‘o the Depar'men’ of Finance immedia‘ely
and in any case by th: Ist Augus’, 1985. It should b ensurcd that the Schedules and
Memoranda (in duplicate) in respect of ‘hese Schemes 1s also supplied to thz Depar -
ment of Finance by the 3rd Octcber, 1985.




