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* Criferia for the grant of selection grade-amendment of the service rules

i6e on the subject cited above and to say that in pursuanse of the
as of the Second Punjab Pay Commi: ssion, necessary instructions regarding
glade in various cadres of the State Government were issued vide
‘No. 8/30/73-FR(5)/1845, dated the 3rd March, 1980 and the instructions
to time in this regard were subsequently consolidated vide circula;
84-5FR/11160, dated the 29h Octobzr, 1984. In these instructions,
led (besides other conditions) that selertion grade will not be admissible
Unless he has completed 15 year’s service. The service should either be
Scale where appointment 1o the basic scale is from fhe point of fresh
C¢ or as the sum total of the empleyees’ service in the basic scale and
e next below. Although thzse instructions were issued as long back as
805 yet it has boen seen that the Departmental  Service Rules have not so
S0 a2s to confirm to these instrucrions. It s directed to request
€ whether thore exists a p-ovision in any of the service rules under
Where under an officer having less than 15 years service may become
e grant of selection grade. A copy of the relevant rules coataining such
ay also be supplicd to this Department.

,/87-4FPI/13 424 dated, Chandigarh the 9th December, 1987)

‘Maximum ceiling of Pay plus Special Pay prescribed in sub-rule (2) of
n]ab Civil Services (Revised Scales of Pay (Rules, 1979

01 the subject cited above and to say that <larification has been
'us Departments as t0  whether or not the ceiling of pay prescribed in
67 of the Punjab Civil Services (Revised Scales of Pay) Rules, 1979
 the special pay.

matter has been coasidzred at Izagth aid the Presidzat of Indis is

ifv that the ceiling of pay of Rs. 2,750 p-escrib:d in the rule ibid is
,element of the special piy, wharever admissib Je.

IS in supersession of all the clarificitions/advice earlier given by the
' Finance in the matter.

1/86-1FPI/2501 dated 7th March, 1988)

R
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CHAPTER 15

TRAVELLING ALLOWANCE
Mileage Allowance for journcys on foot and bicycle.

Reference on the suject noted above and to State that it has been deci
Government that the existing rate of roads mileage for journey on ordinary
tioned in paragraph 9 of the iastructions contained in this Depariment’s Cire
No. 31/36/79 (7)-FR/204, dated the 8th January, 1980 shall also be adm

journey on foot. -

2. You are requested to bring these insiructioas to the notfice of all th
m:nf officers/ofticials under vour control for meoticulous compliance.

3. Necessary amendment of the rules will be made in due course.

(No. 3 (1V)/10/87-2FP 1y/ dated, Chandigarh the 30ibh November, 1987)
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CHAPTER 17

’,TTANCE TO AND WITHDRAWAL FROM TREASURY

k. : ! “ ) i
udal>nt widhdrawals from the Treasares/B nks-Supply of list of Bills
gd by the Asstt. Treasury Officers (o the Baiks

"y,njab-Govcrnment Dcpartment of Finance endt. No. 25914-TA (Al-
63-75, dated 15-11-1985 and No. 25914-TA (AI-Misc.-478)/86/131-216
1986 on the above noted subject.

Stem of payments by cheques has been introduced in the sub-trcasuries
e whole tim> Assistant Treasury Officers have been posted wi'h effect

The sub-(reasuries, where the Cheque System has been introduced, are
'the p:ecad ure prescribed under the Cheque Sysiem. Accordingly the
ained in this Department circulars dated 15-11-1985 1o 2-1-1986,
‘may be freated to have been withdrawn from the date of introduction
Stem in the sub-treasuries coacerned i.e. the concerned Asstt. Treasury
& more be  required to se.d lists of bills passed to the bank (s)
pmzat cash business.

[ds the sub-treasuries where cheque system has not been introduced
m2 Asstt. Tieasury Officers have not yet been posted, the instiuciions
and 2-1-1986 above referred to will remain opzrative there at and will
[lowed as heretofore.

K(S) concerned may please be informed accordingly and compliance
B A

AI) T&A/4911 dated, Chandigarh the 22nd Feb, 88)
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CHAPTER 18
sRREARS CLAIMS

18.24. Arreais claims sanction to the investigation and adhoc payment
barred claims.

Reference on the subject noted above, It is to clarify that the inst
con'ained in this Dzpartment’s circular No. 22-9-82—4FR/9556, dated the 31st€
1983 were/are in supersession of those contained in this Department’s circula
No. 4097-5FR-70/15802, dated the Ist August, 1970. Thus, the inStr
contained in circular letter No. 4097-5FR-70/15802, dated the 1ist August, 197
be deemed to have been withdrawn with effect from the 31st October, 1983.

(No. 11 (45)86—IFP. IV/36¢  dated, Chandigath the 2Ist May, 1987)

f

18.25. Payment of arrcars on zccount of grant of dearncss allowance and
relief-regarding

A referenes is ipyited to the subject cited above and to say that according
provisions contained in this Dzpartment circular letter No. 4/24/87—3FP1/13243
the 3rd December, 1987 (vide which the instalm:nt of dearness allowance with eff
the Ist July, 1987 on wards was sanctioncd) and Notification No. 4/20-87—3H
dated the 24th September, 1987, (vide which the interim rclief was granted it
from the Ist January, 1986), it was, inter-alia, provided thatin the case of 3
who were not cligible to subscribz to the general provident fund, ths amount of
shall be invested in the purchase of National Sayings C:rtificates from the pos
inthe State of Punjab.

2. The matter has been considered further and the President of India B
plkas>d to decide that in the case of employzes of the Universitics and the |
managed rccoganized aided colleges and schools and in case of those Gg
employ-es who are not eligible to contribut> t, the Gencral Provident
amount of arrears on account of grant of dearness allowance and interim
be invested either in the purchase of National Savings Certificates from ‘he Po
in the State o” Punjab or invested in the National Savings Scheme in the
Punjab at the option of the employces concerned.

This decision shall also be applicable to the payment of arrcars on @
revision of scales of pay of the teaching personnel of th: Universities and
already notified vide Department of Education Notification No. 10/14/87—51
dated th: 12th January, 1988. '

(No. 4/24/87—3FPI/3259 dated Chandigarh, tne 24th March, 1988
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CHAPTER 19
ECONOMY

ilsterity measurss in the context of the droughr situation in the State.

context of the currint drought situation :he Government has decided to
econemy in cxpenditure ‘o make funds available to me2t the expsnditure
Slisf. Por this pu:spos:, the following economy measures may be  adopted
0 expenditure should be incurred in the current year on new plan or non-
schemes which have not physically commenced by the 15th Octeber, 1987
t where they are related to drought relief. The implementation of
schemes should be deferred to the next year.

me bound action programme may be drawn up for reviewing all prog-ra
es and activities with a view to prioritising expenditure, so that expenditure,
\in essential and low priority items are reduced or eliminated. This review
1ay be conducted for programmes and activitics to be completed over a period
f three years. The Dcpartments may identify one-third of the budget which
1 be covered in the current year. The review should be completed by the
Ist October, 1987, so that the result thereof could be reflected in the Budget
Stimates, 1988-89. There should bz no reluctance to give up & scheme of
ty incase it is establish~d to b> wastzful and incapable of being effectively
dministered or managed.

}‘be ensured that the existing personnel, who become surplus as a result
ercof are deployed on new activities and schemes instead of making recruit-
gent of staff for new activities and schemss.

he expenditure on dinners, lunches - and receptions mey bt drastically
ced. The practice of requiring public sector undertakings and other
es to meet expenditure on such entertainments should be  discontinued
orthwith.

\|| festivals, fairs exhibitions for which firm commitments have not been
e by the 15th October, 1987, should be postponed till the end of the
ot financial year. Even where firm commitments have been made, the
sed expenditure should be carefully scrutinised and all inessential and
Stentatious items should be cut out.

be training programm-s during the remaining part of the current financial
should be scrutinised and deferred to the next financial year. If for
jasons  of policy, any training programme cannot be defcrred, prior con-
urrence of the Departm:nt of Personnel and  Administrative Reforms may
% obtained before undertaking it.
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(6) - Oaly such publicity or publication should be undertaken which relage
drought ot d:v:lopm:atal wyrk of Gyviram:nt with due regard to cons
ations of cost effectiveness and tazir rclevance to the current situation.

(7) There should b2 ng parchas: of new [lixtures/furnishings solely becatls
a change in incumbonts of the ofi:ces.

(8) Ten perceat economy cut already imnosed by the D:partment of Fina
-vide circular lztter N». 2/5/37-F31/3425, dated the 31st March, 1987,
be strictly adbcred to on travelling and purchase/hiring/running of staff’
Sy as to achieve physically ton p2t c:nt reduction in fuel consumpiipn.

(No. 5/30/87—FBI1/11303 dated 13-10-1987)
19.11. Austerity measures in the confext of the drought Situatioa in the Stal

In addition fo the varipus austerity mcasurcs imposed in the context
drought situation in th: State—viie circular letter No. 5/30/87-FBI/1103, dated
13th October. 1987 issuxd hy the D prtm:nt of Finance, it has been decided by
Government that very rastrict2d expnd tu re Should be incurred from Governmentf
on printing and distribution of cal:ndars, diarics, greeting cards, persgnal letfer
and other exp2nsive items in connection with the new year and other festivals.

No. 5/30/87-FBI/13955 deted, Chandigarh the 23rd December, 1987)

19.12. Economy in Expsnditure during the year 1988-89.

In view of the continuing constraint on financial resources, it iS conSi
necessary tnat utmopst 3economy siould bz obs:rved in the State Fxpenditure,
Government hes, therefore, decided that th> measu-2s adopted during the year 198

should be continued with effect from the I1st Ap-il, 1988, for cffecting economy
expenditure during the year 1988-89 as lollows : — ]

A. 10 Economy cut on the Non-Plan Expendjture—

To achieve the afore-mentioned objective, it has been decided to impos
minimum cut of 109, on the non-committed portion of the Non-Plan expenditure di
the year 1988-89 Accordingly, the Non-Plan exp:nditure to be incurred by the vat

" Decpartments (excluding the liabiliti:s on  account of intercst payments, p2nsio

N benefits, salary, stipends, miintenanc? exoenditure and Commercial Wing of the P
Roadways) snculd be r2ducsd by ten per cent as per Appendix. The expen_
during the period from the 1Ist April. 1988 "to the 30th Scptember,
iS not to exceed fifty psr cent of the amount shown in column 8 (except if
case of the entry at serial No. 46 of tae Statement).

B. Ban on creation of posts—

During the ycar 1987-88 a complete ban on the creation of the new |
including up gradation of posts on Plan and Nor-Plan sides, was imposed:
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2[5/87-5FB1/3425 dat>d the 3Ist March, 1987. It has been decided that :—
Bthe complete ban placed during the year 1987-88 on the creation of  new
S posts including up gradation of posts oa Plan znd non-Plan  sides. except
jn exc:ptional circumsianc:s, shall continuz during th: yzar 1988-89 as

-‘W.Pll, and

@n exercise should be undeitakep to locate surplus staff in different
Departments and divert them to *hs areas whers they are required for
the execution of the Plan Programmes 1988-89.

tion on the uce of telephones

‘been decided that the Subscribzars Trunk Dialling facility both at office
€ should be restricted fo the Administrative Secretaries, the Joint Secretaries
ads of Departments as heretofore. In case of couples in service, where both
bwife are cntitled to telephoaes at residenc:, only one telcphone  should
However, their entitlements for local calls may remain intact.

utside the State

Staff cars are nottc be taken ouiside the State. They may be used for
our to Delhi/ Shimla oaly by the Administrative Secretaries the Joint
‘the Government and the Heads of Departmen's.

L cas: it is essential for an office below the rank of Joint Secretary/
ment to go on tour to Delhi, he should use the mode of travel to which
He would, however, be reimburssd taxi chargss from the Bus Stand/Railway
it to th® Punjab Bhawan and back and also for attcnding official meetings.

t hes been obsarvad that the various Departments of the Government do
y Use the office of the Resident Commissioner at Delhi for sorting out
h the Government of India. In future, it should be ensured tpat the
amissioner or the Deputy Secrefary in his office is associated with ‘he
etings in the Government of India and follow-up action after the meeting
be left 0 the office of the Resident Commissioner. This would obviate
officers of the State Government going on tour to Delhi for follow-up
orting out routine matters.

hase of Motor Vehicles by the Department of the Government

plete ban on the purchase of motor vehicles by all the Departinents of
erament cxcept those required for the use of Siate Police Force imposed,—
etter No. 91/84-B&C (I)/4444, dated the 23trd May, 1984, shall continue

088-80. This ban will not, bowever, apply to the venicles required for
- Governor, the Chief Secretary, the additional Chief Secretery, the
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Financial Commissioners the Administrative Secretaries to the Government, the Q"
oners, of Divisions, the Deputy Commissioners and the Sub-Divisional Magi

General

(i) Additional allotment of funds will not be made in the Revised
for office expenses. The expznditure Should be restricted to the Budget
available during th2 yzar and no liability on this account should be carfied |
to the next year. To ensure this all the Controlling Officers should monit
expenditure regularly.

(ii) The expenditure jon travelling should bs cut to the required ext
laying down norms of touring by various functionaries in the Dzpartment and ¢
that no liability of pending Travelling Allowance Bills in resf)ect of journeys du
vear is allowed to accumulate for payment during the next year.

(iii) A time-bound action programme may be drawn up for reviewing al
ramm:s and activities with a view fo prioritiSing exp:nditure, so that expendi
iness2ntial and low priority items are reduced or eliminated. There should
reluctancc to give up a schem? or activity in case it is established to bey
and incapable of being effectivily administered or managed. It may] be
that the existing personneél, who become surplus as a result thercof are deple
new activities and schemss instead of making recruitment of staff for new
and schemes.

(iv) The expenditure on dinners, lunches and rec:pticns should be frug
Public Under-takings and other bodies should not be required to meet expends
such entertainments.

(v) Prior concyrrenc: of the Department of Personnel and  Admini
Reforms may be obtainzd in rzspect of caca training programms before underta

(vi) There should be no purchase of new fixtures/furnishings : solely becal
change in incumbznt of the office.

(vii) Very restrict>d expenditure should be incurred from the Governmeni
on printing and distribuation of calendars, diaries, greeting cards, personal  letf
and other expensive items in connection with the new year and other festiyals.

2. It is requested that necessary steps may be taken immediately to eng
the instruc ions con‘ain:d in the preceding paragraphs are implemented strictly,

No. 5/6/88-5FBI/3391 Datcd Chandigarh, the 30th March, 1988.



APPENDIX

129




APPENDIX
(In thousands of Rupees)
serial Demand/ Major Head of Budget Salary/ Balance 109 cut Bajance
No. Appropriation Account Estimates committed on Col. 6 provision
1988-89 portion of ayailaple
(Non-Plan) Col. 4 to the
Department
(including
Salaries)
[Col. 4—)7[
1 2 3 4 5 6 7 8
Rs. Rs. Rt. Rs, Rs,
1. 1—Agriculure and " 2401—Crop Husbandry y :
Forests - r 7,49,13 6,59,79 89,34 8,93 7,40,20 g
2, 2402—Soil and Water
Conservation o 3,36,03 3,08,48 27,55 2,76 3,33,27
3. 2406—Forestry and Wild ; E i
Life oo 3,91,05 2,80,79 1'10,26 11,03 3,80,02
4. 2415 —Agriculural Research
: and Educatioq v e 14,2397 12,32,97 1,91,00 19,10 14,04,87
S8 2415 —Agricultural Restarch
and Education
| | (Forest) o 16 = 16 1 15 \

12,2033 zz'.o% 132949



4. — 2415 —Agriculural Research =

and Education 814,2397 12,32,97 1,91,00 19,10 14,04,87
n >
5. 4 2415 —Agricultural Research

and Education - N o ; 3

p' i (Forest) i

23,49

o

- 25,00,00 2,50,00 22,50,00

i

Fisheries

: R0 — 5,00 50 430
12 2403— Animal Hushandry 13 < )
>3 29,49
: ! : ; B2 11,31,19 220133 22,03 1
13. 2404 —Dairy Deyelopment Sh67 s S
isheri : ' 49,42 5;25 53 g
14, 2405—Fisheries % 61,57 ’ o
3 3 ’ .
18. 2415—Agricultural 54,28 7,29 7
Research and
Educatjon
1,483 45,12
i . : 1,15,66 32,78 3,27 L
16.  3—Co-operation 2425.—-Co-operation . €76 " »135, e 3
e 4,41 g =
17. 4425—Capital Outlay on 6,32,20 44,14 ; =
: Co-operation 2
5,0
0 s 25.00 2,50 22,50
18. 6428 _Loans for Co-operation .. 35 0o -
: : g - 22,00,00 2,20,00 19,80,
19. 4—Defence Services 2235—Social Security and ;
Welfare Welfare 81,61 o
i ,25 4,12 »
20. 3604— Compensation and 40,36 41,2
Assignments to
Local Bodies and
Panchayati Raj
Institutions 5 /
~,00
i A0 2,00,00 20,00 1,80,00
21.° 5-—Education 2058 —Stationery and = S
Printing 5.0 i
» 3,1
y 1.80.75 3,22,35 32,24 4,70,86
22; 2202 —General Education 3,15 oLs - »0U, ¥
231 2204—Sports and Youth Fros 3,06,36,86 5,64,66 56,47 Bl v
Services 3.8 . -
L 6n4l o 03
2,62,65 1,23,76 12,38 3




S — S = P e— e —— —
(In. thousands of Rupees
exri R s = . oo F oS C i —SUPERRET. —a e = N —
Serial Demand/ Major Head of Budget Salary/ Balance 10% cut Balance
No. Appropriation Account Estimates Comitted on provision
1988-89 portion Col. 6 ayailaple
(Non-Plan) of Col. 4 to the De-
partment
_(including)
salaries)
[Col. 4
(=1
1 2 3 4 S 6 7 8
24, 2205—Art and. Culture Gio 36,31 28,58 7503 77 35,54
25. 4058—Capital Outlay on 7
. (3]
Stationery and .
Printing 55 8,40 — 8,40 84 7,56
26. 6202—Loans for Educations, .
Sports, Art and
Culture 70 — 70 7/ 63
27. 6—Elections 2015—Electio s 50 1,30,30 60,45 69,85 6,98 1,233
28. 2075—Miscellaneous,
General Seryices 5 38517 11,43 23,74 2337 32,80
29. 7—Excise and 2039 —State Excise

Taxation 2.27.97 1,97,56 30,21 3,02 12,24,75

~




- ‘ ..
u-u; ul([ [rlmn

2054 ~Trea51u'y and Aceount

Administration 4,03,69 3,87,84 15,85
1,
36. 2070—Other Adntinistrative 39
‘ Services 2,27,53,69 2,23,74,36 3,79,33 3
; 493
37. 2051~ Pension and Other ,
' Retirement Benefits 78,00,00 78,00,00 —
.38. 2071—Misceellaneous
‘ ' General Services 4,69¢00 - 4,69,00 46
‘ ik ,90
392 2235—Social Security and
' Welfare 3,50,00 = 3,50,00 35
. \ IOO
40, 3451 —Secretariat Economic ‘
Seryices 9,91 7,46 2,45
' 25
41. 6003—Internal Dept of :
the State Govern-
ment 11;13;15,63 11,13,15,63 =
42, 6004 —Loans and Advances
from the Central ]
Government 2,11,27,62 22762 .
43, 7610 —Loans to Government , N
Servants etc, 2,41,60 2,41.60 —
44, 7615—Miscellaneous Loans 20,00 20,00 - L%
45. 9—Food and 3456—Ciyil Supplies e
S upplies 3,11,31 2,85,28 26,03
46. 4408—Capita] Outlay on S
Food, Storage and
ak Warehousing 5,15,46,06 5,15,08,32 37,74

< 3

4,02,10

2,27,15.76
Zs,qo,qo
4,22,10
3,15,00

9,66

iy

11,13,15,63

2,11,27,62

2,41,60
20,00

3,08,71

5,15,42,29

s

-€El



47. 10—&eneral
Administration

48.
49.

50.

51.

530

54,

553

56.

57. 11-—Health agd
Family Welfare

o o R

" (In thousands of Rupees)

2011—State Legislatures

2012— Governor
2013— CounCil of Ministers

2052 —Secretariat General
Services

2053—District Adminis-
tration

2070—Other Administrative
Services

2075—Miscellaneous Genetal
Services

2235—Social Security and
Welfare

2251~ Secretariat Social
Services

3451—Secretariat Economic
Services

2210 —Medical and Puplic
Health

Rs,

1,92,15
45,25
82,73

5,97,14

1,70

97,02

9,11

1,50.96

1,39,43

54,65

89,42,23

5 6 7 8
Rs. Rs. Rs. Rs,
97,01 95,14 9,51 1,82,64
25,01 20,24 2,02 43,23
9,20 73,53 7,35 75,3
4,22,16 1,74,98 17,50 579,64
1,50 20 2 1,68
35,74 61,28 6,13 90,89
- 9,11 91 8.20
1,50,00 96 10 L5 8
1,22,18 17,25 1,72 1,37,71
45,33 9.32 93 53,72
67,83,14 21,59,09 2,15,90 87.2¢,33

B B0

,08

97

-

L;a




Jusil

21,78

g T

20,23

q

1,55 21,63

63. 2014 — Administration of 3

Justice 33,65 23,70 9,95 99 32,66
64. 2014— Administration of

Justice 1,57,84 1,52,60 5,24 52 1,57,32
65. 2053—District Administration .. 1,25,82 1,25,82 1,25,82
66. 2055 —Police 85,76,87 71,05,10 14,71,77 1,47,18 84,29.69
67. 2056—Jails 6,97,54 4,17,64 2,79,90 27,99 6,69,55
68. 2070—Other Administratjye ’

Services 8,30,88 7,78,08 52,80 5,28 8,25,60
69. 2075—Miscellaneous General

Seryices 20 20 2 18
70. 2235—Social Security and ‘

Welfare 11,90 10,30 1,60 16 11,74
71. 223g—Social Security and

Welfare 67 o 67 7 60
7 2252—Other Social Services 3,23 2,80 43 4 319
73. 13 —Industries 2057 —Supplies and -

Disposals 20777 17,73 3,04 30 20,47
74. 2230 —Labour and

Employment 2,12 1,82 30 3 2,09
75. 2851—Village and Small . v

Industries 5,14,45 4,35,10 79,35 7,94 5,06,51

- - - -

oel -




(In thousands of Rupee)’

1 2 3 4 5 6 7 8
Rs. Rs. Rs. Rs. Rs.
76, 2852 Industries o 6,00 5,42° 58" 6 594
77. 2853—Non-ferrous Mining
and Metalogical . » ‘
Industries . 26,73 17,94 8,79 88 23,85
78, 3475—Other General : .
EconomiC Seryices o 30.54 27,80 2,74 27 30,27
79. 14 —Information and 2220—Information and _ : , _ : ‘
Public Relations Publicity - 2,08,85 1,61,34 47,51 4,75 2,04,10
80. 15—Irrigation and PO wer  2045—Other Taxes and
Duties on Commodities . . ‘ ) . -
and Services ; 26,08 20,89 5,19 52 25,56 =
81, 2070 —Other Administratiye = \ .
Services - 3,22 2,98 24 2 3,20
82. 2701—Major and Medium
Irrigation (Canal
Portion) o 57,44, 27 55,40,97 2,03,30 20,33 57,23,94
83. 2701—Major and Medium
Irrigation (BBMB ‘ :
s Portion) .. 5,44,52 5,44,52 — — 5,44,52*
84. 2702—Minor Irrigation - 39,0437 891,87 30,250 301,25 36,0312
85. 2711—Flood Control " 6.81,01 661,87 19,14 1,01 6.79.10

86. 6402—Loans for soil and . - T




93.

94.

95

100.

101.

~ e o~

" Housing and
Development

18—~Personnel and
Administratiye
Reforms

19 —Plannin~

21—Public Works

v e Y -

» v

2217--Urhan Development

3475—0ther General
Economic Services

5475 —Capital Outlay on
other General
Economic Services

2051-—Public Seryice
Commission

3451-—Secretariat Econo-
mics Services

3454 — Census Survey and
Statistics

2059 —Public Works

2202—General Education

2203 —Technical Eduacation

2210-- Medical and Pinlic
Health

2215~-Water supply and
Sanitation

2216~ Housing

- WY - arwe— e

~.
ﬁﬂ’
|4
1

7,00

45,37

1,64,21
45,19,63
14,80

4,83

20.41

oA
0.4

257105 29,29
12,21 92
7.00 —
34,85 10,52
24,76 3,97
1,52,63 11,58
42,94,35 2,25,28
= 14,80
- 4,83
- 20,41
24,3933 39,06
8,44

2,92

9

1,05

40

1,16
20553
1,48
48

2,04

3,91

84

o FTTR e T T e B W TG

2,97,42

13,04

7,00

44,32

28,33

1,63,05
4 ,97,10
13,32

4,35

18,37

24,74,48

7,60

LEL




106.

107.

108.

109.

110.

113.

22—Revenue and
Rehapilitation

2401—Crops Huspandry
2403—Animal Husbandry
3054—Roads and Bridges

5054-—Capital Ourlay on
Roads gnd Bridges

2029—Land Revenue

2030--Stamps and Regis-
tration

2052 —Secretariat General
Seryices

2053 —District Adminijs-
tration

2070—Other Administrative
Services

2235—Social Security and
Welfare

2245~—Relief on account of
Natural Calamities

2251 —Secretariat Social
ervices

30,25,26

39,60,00

11,49,39

50,60

576,32

8,16,42

92

3551513

6,00,00

18,41

29,20,00

39,60,00

10,52,72

5,15

1,53,83

7,18559

6,68

96

3,15

16,00

6

96,67

45,45

22,49

1,02,83

1,24

3,50,17

5,96,85

2,41

13
3,53

9,67

4,54

2125

10,28

12

35,02

59,09

30,21,73

39,60,00

11,39,72

8,06,14
780

3,16,11

5,40,31
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1225

25 —Social and
Women’s Wefare
and ‘welfare of
Scheduled Cag:eg
and Backwarg
Classes

26 —Technical Edy,.-
cation and
Industrial

Training

ural D
ment Programmes
3604--Compensation and
Assignments to
Local Bodies and
Panchayati Ra;j
Institutions

2225 - Welfare of Scheduled
Castes Scheduled
Tribes and Backward
Ciasses

2235~ Social Security ana
Welfare
2203--Technical Education

e

2225 —welfare of SCheduled
Castes, Scheduled
Tribes and Backward
Classes

2230 —Lapour and Emp'oy-

ment

4250 — Capital Qutlay on
other SoCial Services

8,73,15 7,45,78 1,27.37 12,74 8,60,41
10,79,26 9,92 10,69,34 1,06,93 9,72,33
10,69,30 1,19,35 9,49,95 94,99 9,74,31

=

(F'%)

\O
13,71,24 4,20,68 9,50,56 95,06 12,76,18
3,08,71 89,12 2,19.59 21,96 2.86,75
32,12 13,03 19,09 1,91 30,21
8,48 65 7,27.69 1,20,96 12,10 8,36,55
30,34 30,34 30,34




—
[39)
~

=
™~
[~}

2 3 4
RS.
27—Tourism and 2205—Arts and Culture 51,68
Cultural Affairs
3452—Tourism 15,63
28 —Transport 2013—Counctil of Ministers 33,79
2041 —Taxes on Vehicles 66,30
3053 —Civil Aviation 56,38
3055—Road Transport 87,09,84
29 —Vigilance 2070—Other Administrative
Seryices 1,42,40

wm

Rs.

41,03

9,75

G20

51,61

(In Thousand of Rupees?

T 8

Rs. Rs.
1,07 50,61
59 15,04
2,66 S5
1,47 64,83
4,01 52737
87,09,84
1,15 1,41 25

Ovl
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CHAPTER 20

MISCELLANEOUS

\ementation of Plan Schemes fipancial cjearance by the Department of

jlion is inviied to the demi-ofi.cial letter Ne. 1/44/¢€-1Y'E1/194¢8 dated iLe
er, 1486 fom 1he Chief Secretary addressed to all 1le Firaicral Ccmmissioners
Sllaive Secretarnes (with ,a cupy 10 the Heads of the Depariments, the
jers of Divisions and the Deputy Commyssioners in the Sizie) leiierating the
gontaincd in paragraph 14.9 of 1he Punjeb Budget Mantzl which, inte. alia,

Once the Technicelly New Schemes (in Plan Budget), which are continuing
iChemes, have been admitted by the Department of Planning and funds are
lecated, no detailed scrutiny is required in the Departient ¢ 1 Finance espe-
sielly when in the initial stages suck sctemes are exemined ar.0 scritinised Jin
;"ail in the Depariment of Finance, being new schemes.

legation to the Adminisivative Departments regaidirg 1€&pPicpr aticn of
inds within a plan Scheme or from one Plan Scheme to ¢nother and within a
ani from one Major Head, Minor Head cr Sutordinale Head tc{eroiler. A
of para 14.9 of Punjab Budget Manual is attached as Annexure-A.

88 regretted that ( hese provisions are not being complied with and cases for
b Clearance of the Technically New Schemes in Plan Budge! continiejo te
he Deperiment of Finance.

s there‘ore, requested to comply with the provisions qucfedatove and 1o
e Department of Finance is not movad for tae financial clearanc e ¢f tne
ew Schemes and such slearance is obtained from the Admin istrative Depart-
ned sitiect to the conditionsgthat @ —

Plan Scheme is continuing for the last one year,

e schems has been included in the Arqual Plan byJths Deparim:at of Phiviing
appears in the Plan Budget as such, and

efe is no change in the normg, con'enfs/amount and objective of the scheme.

=P Dated : 4th June, 1987

[
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ANNEXURE ‘A’

14.9. Subject to the restrictions mentioned in paragraph 14.5 and 14.6 al
Finance Depar‘ment has delegated the power of re-appropria.ion with a graat
heads suboidinate to 2 major head in respect of both “Voted” and “Charged’” exf
to the exteat noted below :— '

(i) To the Administrative Department which will have complete Pow
appropriaticn within @ major hezd proviecd that : —

(a) This Pcwer shell be restricted "o sub-major head if the Mzjor Head is @
by two Adminis rative Departments.

Saving from <‘Salaries’ snall not te 1eepprepriaied ‘o other standare
of expenditure, but savings ficm oiler siarceard objects of expendilute,
reappropriated to standard ol jects of expesnditure ““Salaries”. Howeyel
from ‘Salarjes”’ under‘a scleme can te diverled to meet the
tandard objec: of Expeaditure ““Salacies” of another scheme. A
No reapp-op-ia'ic  will be m»d~ from savings due to full c1 partial &
ment or postpdinement ~f a schemc7which finds a place in the Estimaf
through the schedule of new expenditure of the supplementary es‘imates.

No- reappropria‘ion will be made fo increase the provision on thes
object of “Expendi‘ure” “Office Experces’.

No reapo-opriation shall be made from Plan side 10 non-Plan side
versa.  Diversicn of firde ficm cre “Sub-Head” of developmsaf g
can be made only with the pricr erproval of the Finance Department.

(ii) The Heads of Dzpartment mentioned in Appendix ‘D ~will "have the Pai
re-zpproprietion with the Sub-Heuds/svlordirete ‘o 2 Mror Head subject to thef
further restrictions in addition to those s'ated in (I) above :—

3

(2) Saving from “Szlaries” shall not t¢ re-cppropria‘ed to another standard
of Expeaditure. Re-appropriation shall not be made to increace the proy
any standard obiec* of excpendi'ure other than “Salaries’.

Re-appropriations befween the sub-head “Buildings” vrder the miy
rele’ing to one Deparimen’ subo.dinate t. the functio1] m:jo: head

in the demand of Buildings and Roads can te sancioned by the Chaief
P.W.D. B. & R. Brunch. !

Re-appropria‘ions between the sub-heads subordina‘e to a minor herd,
s2actioned by Chief Engineer. P.W.D. B. & R. Bizncn ir respect of {helf
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Minor Heads

(i) Maintenance and Repair
LAl

nery and Equipmen.

- All Miror Head except

Direction and Administra‘ion

Planning and Research and

) Other Expenditure

in the Punjab Budget Manual the proposals
ired o be seat 1o the Finance Depart-
nce_Department is required to issve advice
mes, whicn are included in the current vear’s
Xt year. In fact, Technically rew Schemes are
Plan and non-Plan Budget. Plan Schemes are
Dgpartmzats with the Planning Department
lanning  Department and funds ate allocated, no
ment is required, especially wien in tle initial
nwéa serutinised in detail in the Finance Department,
refore, been decided that in {uwure proposals for
Schemes need not be submitted to Finance Department
change in the norms, coatents/amount objectives
hould be ensured by the Administrative Departments
5 (in duplicate) in respect of such schemes are supplied
‘the scheduled date. It is fuither clarified tnat even if
‘the norms, coaicats and objectives of any  scheme, prior
atfment would be necessary.




(ii) New Schemes

At preseat provosals for new schemes for inclusion in the Plan and Noa Plaa
are rtequired to be examin:d in detail by the Finance D:partment to ascertain thel
ot the Sshemsz, justificatior for the Staff asked for, the reasonableness of fhe®

ot funds for coantingent expenditurc, and whether the sireagth  the posts/sé
accordance with ths no-m>’ ixed by the D:zpartment. Scrutiny of such schemesH
tely necessary and their submissio1 to the Finance D:partment cannot be diSpel
Moreover, in order to eisure early clearance such proposals should be submitt
Finance D:partmeat in accodance with the time schedule prescribe from {imefl
that such sciemss are saiutiaised finally and clearance thereof is given in times
submitted after th: no ifizd late thougiu admitted provisionally by the Finance D8
shall have to be 'got finally clearzd before incurring any cxpenditurc. '

20.6l. A. Proc:dure and tim:-Im't for the ‘mpicmentation of the recomm:ing
the Staff Iaspzction Unit.

Your attention isinvit'd to this D pariment’s Circular latter No. 10648
16504 dated the 23rd August, 1972, (copy cncloscd) on the sutjict notcd abo
say that it has bzen laid down inter-alia that the over-all responsivility for the i
tation of the reports of th: Staft Insp:ciion Unit is that of Administrative
ana the Deparim:nt of Financ:. Taz rcport, according to instructions - conta
circular cited abovs, is to b2 impl:m nted within onc month from the datel
the report and in  cas: of difference of opinion between the Adminisirative
and ths Staff laspzaction Uait, th> coac:razd D partment may process the
accordinc: with th® procedure laid down in ‘tin cirzular under reference. 3

2. If has b>2a yhserved that the concerned Departments do not follow
tions laid down in tie Circular under reference with 1he result that the exerel
t>d by thz Staff Iasp:ction Uait becomes iaiructuous.

3. It has, therefore, bien d@cid:d ¢ in the absencz « of rcspons
D-partmznt concernod in  accordanc. with the proczdure laid down and ®the
scribzd in the cifcular und:r reference, the Departm:nt of Finance will inifi
for t1> im»l:m:atation of the report of tbe staff Inspaction Unit involving
posts by a directiv: t0 Dirsctorat> of Treasuries and Accounts to c-as: futuce pi
salary against posts recomm:nd:d to be abolished. ‘

No. 1'2/85—CA—SIU (1)-86, Dated 8-5-87

It has been decided thet the Stalf Inspection Unit organiscd in  this St
lines of a sim'lar Uhit fuactioning in the Ministry of Finance, Government g
functioning for the achisvement of the following objectives :—

(1) To secure economy in staff. consistent with adminisirative efficiency.s

(i) To evolve performance standards and work-norms.
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g for framing forecastc of staff rcquirem:nts by establishing norms

ure that staff sznctioned for the particular purpose is utilised for that

sure that redundant ana fruitless activitics are eliminated.

sure that the work is scrutiniscd so as to effest eccnomy in staff without
g cfficicncy.

'-j?j*- t of giving adcquatc number of posts/p:rsoan:l in G overnmant depart-
d due priority and so there must U< really effective proccdure for
® findings of the staff Inspzc.don Unit. Th2 Staff Insp3ction Unit of thz
‘India has evolved a procedure for fixing primary responsibility, over-
] and ths time-limjt for the implem ntation of the recommz=ndations

ing the sanction for staff as also for budget allocations.

g the cadre strength taking accoun! of cons:quintial effect of leave
ining reserves, if any.

yof persons against cadre reduction.

g8 of the Staff Inspection Unit, whire agreed to by the organisation con-
nted within one month of the agreed dscision. Where there is difference
the organisation and thz Staff Insp:ciioa Uait, th® organisation coac2in2
lity either to implam>nt th: rxcomm:adation of th> Staff Iasp:ctioat
‘the council of Ministers within three months of th: decision of the Unit

°nt, Punjab. Aftcr due consideration at th2 Cabin~t 13vzl, th> follo 4-
fime- limit in respect of the implementation of findings of th> Staff
Finance D-partment Punjab, have ~been prescribed. Normally there
owing stages/time limit for th® implementation of the findings of Staff

1t

ing the sanction for staff as also for budget allocations.

Primary-Head of D:partme:nt cdac>rnzd risposivility.
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(it) Over-seeing  Finance Department in the case of Administrative §2
responsiti- including their officcs and Administrative Secretafly €
lity. in the case of Head of Dcpartment. The over-seeing @

5 should have power to enferce reduction in strengt
th: primary authority fails to take action. This Sh
done by the over-secing authority, addressing th
Officer with copy to theé concerncd department, me
the date from which the existing sanctioned strengll
bz trzat>d as reduced to the new level.

(i) Time-limit.  Within one month of decision.

(b) Am>nding the cadre Strength taking account of cons:quential effect
i and training reserves, if any.

Primary responSibility and over-seeing responsibility, as well as ﬁ%
should be the sale as for (a) above. j

(¢) Name of persons against cadre reduction.

(i) Primary H:ad of Department ccncerned.
responsibility.

(i) Ov:r-sceing  Finance Department in  the case of Administratif

" responsi- taries Offices and Administrative Secretaries congs
¥ bility. Heads of Department.

{ (iil) Tim2-limjt. Within one month of dccision.

Bt (d) Where there is differanc: of opinion between the departm>nt andi
| of the Staff Inspsction Unit, the departmant concerned would
g d.cision of thz Council of Ministers within thre> months.

y

{ 4. It is to requzsted that ths cont:ats of this l:tter may b2 noted®
'ﬁ‘ cownpliance.

) No. 1064-STU-11-72/1650 Dai>d 23rd Au
" A1 Ee ™|

i 20.62, Issue of Re-appropriation Orders.

P Attention is invited to : —

(i) Circular letter issued by the Department of Financ: vide No
a dated ths 19th March, 1985, anl

(ii) Circular letter issued by the D:partment of Finance vide No. 1/3/8
dated the 29th Dac:mber, 1985, inter-alia, indicating that Scruiiny ol
for rs-appropriation reszived in  the Department of Finance
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led that : —

ey wer: not in the format picscribed in the Apnaxure to Chaprer 13 of
¢ Punjab Budgct Manual, and

1€ check l.st was not correstly filled, and re-iterating that proposals for
Ap'ropriation forwarded to the D:partment of Finance should be free
om the said defects and forwarded in S:xtuplicate. Vide circular No.
85-FBI/1111, dated th:> 29th Januaiy, 1987, it Was inter-alia, spcified
 before forwarding proposals fur  re-2ppropriation to  ‘h> Department
financ?, it Le cnsured that s:ch proposals ate  accompinicd by the
heck list circulated vide N». 1/3/83-FB1/24306, dated the 29th D :cember,
986, corrcetly filled in. In the instructions quoted above attention was
ed to Paragraph 14.9 of Bidg:t Manual, which provides for the
gation of powers to th: Hzads of Dcpirtmen*s a1d Aim'nistrative
artments to iscue Re-appropria.ion Ocd.rs.

f; ountant G:ngral, Punjab, vide his [:tizc N)>. Adpa/B 1dg:t/D D 3/85/87
2lst May, 1987 (copy eniclosed) has, inter-alia, pointed out that : —

ons for savings and exc:sses have not been incorporated in Re-appropri-
- Orders, and

amount undcr “Surrend.r<-and Withdrawals™ has not be.n specifically
sted in the re-appropriation o:-ders.

Accountant Gzncral, (Acco 'nts and Entitlem>nt), Punjab, vide letter No.
-88/745, da‘cd th: 8th D:cember, 1987, has also intimited that hz
riaticn O~d:rs issued by th® Heads of Dcpartm:nts/Adm nistrative
ing the ycar 1926-87, becaus: the D:partm:nts of Government made
’beyorid their competence and in excess of pow:rs delegated to them.
Re-appropriatior O:drs is added at Annexure. It appears that while
ropriatior O-dors th: Govoram:at D partmeats did not carefully take
the inStructioas issued by th: D partm:nt of Finance as m:ntjpied
this circular particularly the check list. This laps: oa th: part of the
S invited audit objections and rejiction of certain R :-appropriation

I, 01 the scrutiny of proposals sent t0 the D:partment of Finance by
f Government during the year 1936-87, it has been found that maay
from s:veral defects. Those did not appear to have been checked

iccountant General (Accounts and  Entitlem:nt) Punjab has d.manded
of the Re-appropriation OQrdets.

b
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6. Keeping in view the position explained above it is requested trat *—

i) In futire the picrosals for Re-appropriation as mentioned in paraged
of Budgct Manual be sent to"the Department of Finance with S
copies, {rce from any defects.

(i) Re-appropriation ordcrs in future bz issued by the Competent Auathorit
d:legation mcde and [complete in all respects, duly checked withZt
list.

(ili) These orders should be free from defects. Tbe defects pointed out
Accountan® General, Punjab, in relafion to the re-appropriation ord:
during tho year 1586-87 need be kept in view at the time of issui
thereafter

No. 3/1/87-3 FBI/10484 Da'ed : 16th Septe
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;ACCOUNTANT GENERAL (A & E) PUNJAB, CHANDIGARH-46C017

ﬁDOC/86-87/285 Da‘ed the 21st May, 1987

»tary to Govt. Punjab,
 Depertment,

ice of Re-appropriation order by th: Administrative Departments.

state that the Re-appiopriation o:ders issted Ly the Administrative
g_19£6:87 are mostly defective. Even the totals of ‘From’ ard ‘To’
'-,:;.- tallied. Amount of only one side has becen shown in certain
orcers. Even the saving of ‘salaries’ has been r1czppropriatiated to other
ropriatior his besn made to S.O.E. ‘Office Expenses’. Restrictions
14.9 of Punjab Budge: Manual haye besn violated at many places.

r withdrawals within the grant” is a solitary hezd in a grant and not
‘major head. The Administrative Departments have [operated upon
1 are requested to intimaie the circumstances under which the Admi-
tments are making re-appropriation ‘From’ and ‘To’ the heaa “Surrenders
vithin the grant.”

Yours faiihfully,
Sd/-
Accounts Officer

—— e




ANNEXURE

= =
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Sr. Grant No. Re-appropriation Issued by Rejected due!
No. order No.
1 2 3 4 5
1. 16-Edcation 2/152/87,2FEIL | Finance ‘Charged’ -,‘_;
4254, dated Department was re-appropriale
31-3-87 ‘Vited’ side.
2. —do— 18/30/87-6 Ed. Educa‘ion Re-app:opriation
3/4739 da‘ed Departmen's to new services. .
31-3-87
3. 29-Animal 1/55/87/AH. Animal Administrative Dy
Husbandary 7/5193 dated Husbandary ment made re-appr
31-3-87 ation  beyond
jurisdiction in ¢
of powers delegal
them. ;
4. —do— 1/55/87/AH-8/ —do— —do—
5196 da‘ed
31-3-87
5. 23-Social Security  SWA-5/3417 Welfare of —do—
and Welfare dated 31-3-87 Sched aled Castes
and Backward
Classes Department
6. —do— 7/14/87/USW / Social Welfare —do—
3423-25, dat:d D.:partment
31-3-87
7. —do— 7/14/USW —do— —do—1u
3420-22 dated
31-3-87

— < - T Y
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ciliatim_ of Departmental figures of experditure with the office of the

pollntant Gencral, Punjab for thz yzar 1987-88.

b

tion is invited to subject noted above and to intimate that para 12.19 of the
get Manual vests in the Heads of D:partments the primary responsitility
;f sonziliztior of expenditure figures with the office of the Accountant
the Heads of Decpartments and Account General will be jointly
reconciling  differcnce and correcting misclassifications.  Further any
tion will be communicated to the Head of Department by the Accuntant
| the formzr will pass them on through the controlling offices to the disbursing
'th: nz2ssary orders for correction.

ara 12.20 d:picts the importanc: of reconciliation. The reconciliation of
figures with th: figurcs booked in the office of the Accountant General has

to cnsure that the departmental accounts are sufficiently accurate to secure
flicieat departm:ntal financial control; and

0'S2cuce ta> accuracy of the accoyuats maintained in  th: Accounts Office
M wica the final published accounts are compiled.

p'ite,pro_vjsions of Puniab Budget Manual as well as instructions issued
tim: and noted in the margin the Accountant General, Punjab still has
jhat  the reconciliation of departmental figures of expenditure is not being
Wby th> Departmzats. He has further pointadJout that the reconciliation work
jn ‘arreats. It is, therefore, very mnecessary that the reconciliation of
I figures with those booked in the office of the Accountant General, is
Speriodically 01 a regular basis. Thae H:ad of Department should depute
fouataat General's office a responsible official/officer every month for the
gonciling discrepancies by personal daiscussion and werification. The person
iold take with him the requisite records and statements and  with tne help
Suntant | Gerneral’s office compare the departmental figures with those
Accoun‘ant Generals books. A statemant of - discrepancies should#then
liplicate. The original statemznt will be kept in the Accountant General’s
gsecond cHpy made over (e the departm:ntel official/officer deputed and the
Sént by post ‘to tne Head of the depaitmant concerned with an endorsement
_bfficar of the Accountant Genera’ls office. On the authority of this statement
s ' D:partment will correct his statemants and register and also direct the
cers coacerned to make such corrections as are necessary in their accounts
d' to send coafirmation there to the Controlling _Officer.
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requested to follow the above instructions and Proce
for the mdatbs of April, May and June, I
A Statement indig!

.

4. You are,’there fors,
aad gzt th: utstaadiag racociliation work
whica was dae by 20th of June, July and August, 1987 respectively-
the D>partm:nts wio hav: not yat reconziled d>partm>atal  figures with the fi
of th? Aucyrotaat G-eneral, Piijab for tae year 1987-83 is app>nded. at APppe
You are requested to gt the ou‘standing reconclliation work “completed, at the
under intimation to the Administraive Dparum:nt coacarnzd and thelAscountaat
Puajab to wiom “the copies of this letter are ‘being endorsed as also the Departmen

Finance.

No. 5/28/87-4 FBI/13329 Dited, Chandigarh the 24th,25th September, 1

20.64. Issue of Re-appropPriation Orders. ;.

e ) st

Attention is invited to the circular letters issuedyby the Department of i

vide' . —
(i) No. 1/3/85-FB1/4516, dated the 19th Maich, §1986;
(i) No. 1/3/85-FBI/24306, dated the 29tk Dacember, 1986, and

(ili)y No. 1/3/85-3 FBI/L111, dated the 29th January, 1987, comm 1nicatin;
procedure to be adopted for issuing R :-approp.iatioa O:d:rs“
state that the Accountant General (Accounts and Entilemznt), Punjab bs
it to the notice of tne Governm.nt that not with standing the instr Ic
contained ia those circ 1lars R=-appiopriation O:ders issued by the Heal

D:partm:nt/th: Admi Jistrativ: D>partmsats during the y2ar 1986-87

found to be defective in saveral particulars.  The D-partment of Fil

ibercfore, had to issue a further citcular vide No. 8/1/87-3 FBI/ll
dated the 16th S:ptember, 1987, bringing to your notice the relevant!
provisions and the instructions issued by this Dzpartment from

to time.

5. Your attention is agaia invited to tae four circulars the particulars of}
have been given in th2 foregoing paragraph as also to the order dated
10th Fsbruary, 1988 endorsed vide No. 5(6)-4FCD-87/1847 dated rthe
February, 1988 am:ading paragraph 13.7 of, and adding paragraph
to, th: Pinjab Budget Maual empowering the Administrative Dzpat
to issue order of Re-appropriation  of funds within the \
Appropriation in accordance with the Revised Estimates Jfin
by the Depariment of Finance and communicated to the Hea
D:partments jand  the Administrative Dzpartments. It may kind

ensured that the Re-appropriation order to
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g the year 1987-88 are free fiom dcfects, proposals forwarded to the
dpartment concern>d or through th*m ‘o the Department of F:nance.
.,'opria‘ion ord:rs by the Government should be accompanied by the

p2adix. This check lists may be used while issning Re-appropriation
the powers vested in you.

,ints t0 be kept in view are as follows :—

als for Re-appropriation as mentioned in paragraph 13.7 of the Punjab
t Menual io the Deparfment of Finance be Sent with s°ven

Spare
, free from def cts and ascompanicd by the chock list,

oPria‘icn orders complcte ip all tespcets be issuid by the Comp~-
thority as per delegation made and duly check d wih the check

ing the R>-appropriation o1d'rs it b cnsur>d that,

in resp:ct of ‘Frcm’’ and “To tally,

j"30115 for savings and exc:ss aje incorporated in the oid-rs,
:end;rs and with drawals are duly depicted,

‘?appropriaton is mot mad: from th: charged s>ction to the voted seCtion
vice versa,
\e-2ppropriation is not made from the Capitz! section to the

Revenuse
Clion of vice versa,

‘-jes of th> R:-appropriation orders are e Ve s
I (Account and Eatitlem nt),
| (Audit) Punjab.

Accountant
Puajab and one copy to the Accouqtan:

y of the Re-appropriation ordsrs is forwrd :d to tha D:partm:at of
$in the Expenditure Branch concerned, and

n made vide paragraph 14.9B of th- Punjab, Budget Manual is
Xercised.

‘;No- 8/2/87-3FBI/1928 Datrd Chandigarh  the 18th February, 1988.

| 49

i
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APPENDIX
CHECK LIST

For urc while jscuirg Re-approp-iation orders by the Head of
Cepor(ment/Adwirictr at've Department/The Department of Finance.

Yes/No

[s the re-appropriation order in the format given in the
Annexures 'o chapter 13 of the Budget Manual ?

Do-=s it contain necessary details pertaining to Majoi ..
Head/Sub-Major Head/Miner  Head/Sub-Head/Detailed
Heed (Standacd olject of Expenditure) in both™ the columns

te lating to ““Savings” and ‘“ExcesSes’” ?

Is the order in conformity with the Revised Estimates,
as shown in the Demands for Gran's relating to the

subsequent year ?

Has/Have the &amount (s) been Correc'ly classified as
Charged/Voted ai.d Revenue/Capital ?

Do the totals tally with each other (from Savings to
Excesses) ?

Does the re-zppropriation order relate to new scheme/
new Service/mew Sub-Head If so, has the sanction of
the appropria‘e au‘horj'y teen obtained ?

(quote number ard date of sanc'ion)

Have the details of Centrally Sponsored Schemes/
State plan Schemes been correctly reflec'ed ? oo

Does the ojder contain specific reasons for savings/
excesses ?

While preparing the appropriation orders, have the
provisions of paragraph 14.5 of the Budget Manual
(re-appropriation where not admijssible) been kept in
view ?
Head of the Depar ment/Admi
Department/Department of Fi
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geonc.l:ation of d:parimzntal figures cf expsad jure with the office ot
1G:zaeral (Ac>>untts and Eaiditlemani). Puijab, 1987-88

€N is invited to the circulars issued by the D:partm:at of F,atnce oa the
ve, particulars of which are noted in ihe margin, the latesi having
e circular No. 5/28/87-4FB-1/751, dated the 20th January, 1987 and fo
e Accountant General (Aceounts and Entitlement), Punjap has again
tc Government to impieSs upon the departmental officers fo attend to
the recdnciliation work regularly every month and to prapare requitition
5, if any, each month so that only the adjustments required s a result of
f transations during the month of March, are carricd out in March (Supplemen-
He has also pointed out that the balated preseatation of compiled accounts
antly their ussfulnes as an esseatial input for conirol aid planni ng.

dingly, the Accountant General (Accounts and Eniitlement), Punjab
“March, 1988 accounts in two stages, instead of in thrie stages as at
therefore, fixed the time schedule for closing March, 1958 as

BPiclimincry). .. ... .. 15th May.
ich (Supplementary)

R -

orporating all adjustments)..........31st July.

d, thus, b> no March (final) ac:ounts, and rcdiction of one stag: would

he Departments complete the reconciliation of expenditure figures and
pfor corgections etc., well bofore the 15th May, 1988.

inted out by the Accountant General (Accounts and Entitlement),
2 of the provisions contain:d in th: Punjab B:dg ¢ Manual and instru-

om time to time, th: reconciliation of desartmental figures of cxpend.ture
ne regularly by the D partm:nts and ‘ke reconciliaiion work is heavily
this regard, a statement is encloszd as Appendix.

_‘hereforc, directed to requcst you to follow these ins‘rictions and
the outstanding reconciliation work complcted immedizely under
the Administrative D _parimen: coacerned. the  Accountant General
Entitlemeat), Punjib and the D2parim nt of Finaice ond ensure *hat
geonciliation work is doae rogularly every moath w.thin the prescri-

/3

87—4-FB-1/2093. Datea 22/23-2-88




Stat2ment showing

Sr.No, Major Head of Account
1 2
1. 2011-State Legislature

20(3-Council of Ministers

2051-Public Seryice Commission

2052-Secretariat General Service

3451-Secretdarit Economic Service

- Government

APPENDI

Adm nistratiye Secretary

Chief Secretary to the
Government of Punjab

—do—

Chiz:f Secretary to the
Government of Punjab
Department of General
Administration and Admini-
strative Reforms.

Cheif Secretary to the

Punjab.

X

the Departments who have not yet reconciled departmental figures, with the figures
General, Punjab as on the 20th January, 1988 for the year 1987-88

Head of Departments

Secretary to Government

of the Accountant

Month uptg which

reconciliatien done

of Punjab, Legislative Assembly

(1) Princij-al
Minister
Development Commissioners,
Punjab

(ii)

(1) Chairman, Punjab Public Servic:

Commission

(1) Secretary, S.S.S. Board.

Chief Secretary to the Government

of Punjab.

~—do—

Sccretary o Chief

Not done
9/87

Not done

7/87

11/87

9¢T1




2056-Jail

2074-Other  Acministrative
Services

4235-Capital Outlay on Social
Security and Wejfare

2070-Other  Administratiye
Seryice,

2406-Forestry and wild Life
2425-Cooperatjye

2575-Other Social Arears Progra-
mmes,

4425-Capital Outlay on Cooperation,

(R0 L R

2. Legal Renaemberahcer, Punjab;

3. Director Prosecution and Litigation,
Puniab,

Advocate General, Punjab and
5. Administrator General, and Officjal
Trustee, Punjab;
Director General of Pris ons Punjab;
Director, Civil Defence, Punjab, and
Commangdent Home Guards
Director Prosecution and Litigation,
Punjab,

Finan cial Commissioner (Developm ent)

Financial Commissioner (Deyelopment)
-
Chief Conseryator of Forest, Punjab

(i) Registrar, Cooperative  Societies,

Punjab.
(ii) Chief Auditor, Cooperative Societies,
Punjab.
—do— Financial Commissioner (Development)
Punjap.
—do— () Registrar, Cooperative Socicties Punjab,

(ii) Chief Auditor, Cooperative Socijeties,
Punjab.

Not done
—do—

—do—

—do—
Not done

11/87

Not done

Not done

Not done

Not done

Nil Account

Not done

LST



1 2 3 4 5

6. 2404-Dairy Develorment —do— Milk Commissioner, Punjab 11/87
7. 2415-Agriculture, Research and —do— Director, Agriculture, Punjab. 9/87
education.
8. 4435-Capital Outlay on —~do— —do— Nill/A C
Agriculture Programmes
9. 4402-Capital Outlay on Soil =do= Chief Conservator of Soils, Nil A/C
and Water Conseryation Punjab,
10. 4406-Capital Oytlay on Forestry - -do~ Chief Conservator of Forests, Punjab Not done
and Wild Life .
11. 24l16-Agricultyral Financial Institution —do— Director, Agriculture, Purjab Nil A/C
12. 4415-Capital Outlay on Agricul- —do— —do - —do—
tural Research and Education. —
wn
13. 4404-Capital Outlay on Dairy —do — Milk Commissioner, Punjab —do— o0
Development.,
4. Financial Commission er Taxation Excise and Taxation
1. 2039-State Excise Taxation —do— Excise and Taxation Commijssioner, Not done
Punjab, Punjab.
2. 2040-Sales Tax — do - —-do~- Not done
3. 2035-Collection of Other Rural Firancial Commissioner Excise Financial Commissioner, Excise and Nill A/C
Development Programmes and Taxation, Punjap Taxation, Punjab,
4. 2045-Other Taxas and Duties on —do — Excise and Taxation Commissioner —do~—
Commodadi‘ies Seryices. Punjab.




8. 2252-Other Social Services

¥

9. 4235-Capital OQutlay on Social
Security aud Walfare

10. 2070-Other Administratiye Services
Secretary to the Government of
1. 2408-Food storage and warehousing

2. 4408-Capital outlay on Food Storage
and Warerhousing

3. 2455-Civil Supplies

4. 4236-Capital Outlay on Social
Security and Welfare

4236-Capital Outlay of Nutrition

W

Secretary to the Government of Punjab,

1. 2075-Miscellancous General
Services.

2. 2701-Major and Medium Irrigation
3. 2702-Minor Irrigation

4. 2701-Flood Control

5. 2801-Power

6. 4701-Capital Outlay on Major and
Medium Irrigation,

~do—-

—do —

—do—

—do—

—do—

—do—

—do—

—do—

—do—

—doi— V 7/87

—do - Not done
Gaz Statistical 10/87
Department of Food and Supplies, Punjab
Director, Food and Supplies ; do—
~—~do— —do—
— il —do—
—do— —do—
do— —do—
Department of [rrigation and power
Financial Commissioner, R :yenue Punjab, Not done
Chief Engineer Irrigation Works Punjab. Not done
S 9/87
—do— 9/87
Secretary Punjab State Electricity Board ,pPatiala 9/87
Chief Engineer, Irrigation Works, Puujab. 9/87

651
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4711-Capital Outlay on Flood
Control, Projects

4702-Capital Out lay on Minor
Irrigation

4801-Capital Out lay on Power
Projects

2215-Water Supply and Saniation

2405—Fisherf>s

2505 —Rural Employment

2515 —Other Ru-al Development
Programmes.
4405—Capital Outlay on Fisheries

4575—Capital Qutlay on other
Special Area’s Programmes
2217—Urban Development
4217——Capita} ~ Outlay on” Urban

P ., TmTe——T

Secretary to the Government of
Punjab, Department of irriga-
tion and power.

S do——

il

—do—

Secretdry to  the Government of
Punjab, Department of Rural
Deyelopment  and Panchayats,
Fisheries and Animal Husbancry

—do —

~—do—

—do—

—do—

Chief Engineer, Irrigation works,
Punjab.

Chief Engincer (Minor irrigation
and Managing Director, Punjap
State  Tubewell Corporation.

Chiefl Engineer (Irrigation)

Chief Engineer P. W. D.. Tublic
Health, ‘Punjab.

Director and warden of Risheries
Punjah.

Secretary to the Government of
Punjab Department of Rural
Deyelopment  and Panchayats,
' unjab,

Director and Warden of Fisheries
Punjab.
Secretary, Rural Development and
Panchayats.
Chief Town Planner, Punjap,
-_g\fv ——

Nil A/C

—do —

Not done

6/87

9/87
Nil A/C
Not done

9/87

IN RaYAYE

091



FABITI B

1. 3604—Compensation and
Assignments to Local Bodies
and Panchayati Raj Institution

10.

1. 2058—Printing and Stationery

2 2049—Interest Payments
3. 4058—Capital Outlay on
Printing and Stationery

11,

1. 3425—Other Sclentific Research

2. 5425 —Capital Out lav on
Sclentific Research.

4. 3435—Ecology and Enyironment

—do

Secretary to the Government of
Punjap, Départment of Printing
and Stationery, " Punjab.

—do—

=0 —
—do=—

Secretary to the Government of
Punjab, Department of Sclence

‘Techonology and Environments,

Punjab.

—do—

—hy—

Secietary to the Government of
Pu’njab Department of Scjence
Technology, Electronics and
Environmen:.

o

Punjab, Sports wing of Education.

{ . . R
""“?\‘” ¥ o )

1. Director of Panchayats, Punjab
and

2. Director of Local Bodies.
Punjab.

Controller, Printing and Stationery
Punjab.

—do—

—do —

Secretary to the Government
of Punjab, Department of Science
Technologv and Environments,
Punjab.

—do—

Secretary to the Government of
Punjab Department of Scence

Technology, ElectronicS and

Envirorments.

Not done

8187

Not done
Nil A/C

9;87

9/37

Not done

191
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1 2 2 4 5
1122 Secretary to the Government of
Punjab, Department of Labour and
Employment. I
1. 2230 —Lapbour and Employment . —do— Labour Commissioner, Punjap. Not done
I3. Secretary to the Government of

__ Punjab, Department of Education,
1. 2202—General Education. —do— 1. Director Puplic Instruction 6/87

Punjap (C) and (P)

2. Director Sports. Punjab. —do—

3. Director Youths Welfare, Punjab —do—

4, Director Languages, Punjab. and —do—

5. Director Technical Education —do—
Punjab.

2203—Technical Educatlon —do— Director Technical Education, 7/87
Punjab.

91

3. 2204—Sports and Youths Services —do— 1. Director of Sport Punjab Not done
2. Director Youth Seryices Pb.

4, 2205—Art and Culture —do— 1. Director Tourism and Cultural 10/87
Affairs, Archacology and MuSeums

1. Seccretary Education,

3. Director Public Inspectjons,
Punjab.

5. 4235—Capltal Outlay on Social ~do— Director Public Instructions Not done
Security and Welfare. v Punjab.

6. 4202—Capital Outlay on —do— 1. Director Tourism and Cultural Nil A/C
Education Art an(d Culture I3 ' Affairs, Archacology and "




; ‘ i’ai),
(B&R)
1. 2059-Public Works —do— Chief Engineer, P. W. D. (B&R) 7187
2. 4859-Capital outlay on Public —do— —do— 9/87
Works
3. 2054-Roads and Bridges 2do— e o Nil/A/C
4. 5054-Capital out lay on Roads —do — —do — Not done
and Bridges.
—do— —do— —do=—

5. 2415-Agricultural Res2arch and

Eduncation
Chief Engineer/Public Works (B&R) Not done

6. 4070-Capital out lay on other —do—
Administrative Services
—
7. 4215-Capital out lay on Water —do — Chi:f Enginees Public Health rotidone 8
Supply and Sanitation
—do — Chief Engineer Public works Nil A/C

8. 4210-Capital out lay on Medi-

cal and Public Health (B&R) Punjab.

Secretary to Government of

{ 16.
i Punjab Department of Trans-
port.

1. 2041-Taxes on Vehicles —do— State Transport Commissione:r Pb. 8/87

2. 3053-Civil Aviation, ' =do= Advisor, Civil Aviation, Punjab. 10/87

3. 2055-Road Transport —do— Director, Transport, Punjab. Not done
I 4. 3075-Other Transport Services —do— —do— NIL/A/C
' 5. 5055-Capital out lay on Road Edo= —-do— 3/87

Transport.
6. 2049-Interest payments ~do— i Not done
7. 5053-Capital out lay on —do— Adyisor civil Aviation. Punjab. NIL/A/C

civil Aviation

i
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! 2 3 4 5
17. Secretary to Government Punjab
Department of Industries.
I. 2057-Supplies and Disposa Is —do— Director of Industries, Punjab, 8/87
2. 2853-Non Ferrous Mining and —do— —do— 10/87
metal Surgical Industries
3. 2851-Village and Small Industries = do— do= Not done
4. 2852-Industries —do— —do — 11/87
5. 4851-Capital out lay on village —do— —do— 11/87
and small Industries
6. 4875-Capital out lay on Industries —do— —do— 10/87
7. 4859-Capital out lay on Telecommuni- —do— —do— 10/87
cation Electronics Industries
8. 4853-Carpital out lay on Non Ferrous —do— —do— NIL/A/C
Mining and Metal urgical
Industries
18. Secretary to Government Puanjab
Department of Industries.
1. 4885-Capital out lay on Industries —do— Director of Indusiries, Punjab. 11/87
and Minerals
ek Secretary to Government, Punjab
Departm3nt of Planning.
1. 3454-Cansus, Surveys and Statistics —do— Secretary to Government, Punjab Not done
Department of Planning.
2. 3475-Other General Economic —do— —do~— —do—

20,

Services

Secretary to Government Punjab

Tour

o1
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4. 4416-Investment in Agricultural Financial
Institutions
5. 4435-Capitel outlay on other Agricultural —do—
Programmes
22, Secretary to Government, Punjab,
Department of Animal Husbandry.
1. 2403-Animal Husbandry —do— Director, Animal Husbandry, 10/87
Punjap.
2. 4403-Capital Outley on Animal Husbandry —do— —do— NIL/A/C
23, Secretary to Government Punjab
Deparment of Housing. ’
1. 2210-Housing —do— Chief Engineer, P. W. D. Not done
(B&R) Pb.
2, 2217-Urban Development —do— 1. Director, Urpan Deyvelopment 9,87
2. Director, Local Government 9/87
3. Municipal Election. 11/87
3. 5475-Capital outlay on other General —do— Director Housing and Urbpan NIL/A/C
Economic Seryices Deyelopment, Punjab.
4. 4216-Capital outlay on Housing —do— —do— Not done
24, Secretary to ‘Government, Punjab
Department of Information and
Public Relations Punjabp.
1. 2220-Information and Publicity —do— Director, Information and 5/87
7 Puplic Relations, Punjab.
2. 4220—Capital Out lay on Information Secretary to Government Punjah Director, Information and Nil A/C
and Pupilcity Department of Information and Public Relations, Punjab.
Public Relations, Punjab.
P W ~- b Uy

g9l
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25. 4220— Secretary to  Government Punjab

1. 2236—Nutrition

2. 2225—Welfare or Scheduled Castes!
Scheduled Tribes/Backward Classes

3. 2235—Social Security and Welfare

4, 4225—Capital Out lay on Scheduled
Castes/Scheculed Tribes and Backword
Classes

5. 4235—Capital Out lay on Socinl

Security and Welfare
26.

1. 2210-—Medical and Public Health

[38]

2211—Famil_ Welfare
3, 4210—Capltal Out lay on Family

Welfare
4. 4211—Capital Out lay on Family

Welfare

1. 42.50—Capital Out Jlay on  Other

Social Welfare and Women’s | Welfare
and Welfare of Scheduled Castes
and Backward Classes, Puniab.

~.do—= Director, Social and Women’s Not done
Welfare and Weifare of
Scheduled Castes.
—do— —do— —do—
—do — —do— = dore
—do— —do— and Backward Nil A,C
Classes.
= do— —do— —do—
Secretary to Government, Punjab
Department of Health and Family
Welfare, o
2 _do — 1. Director, Health and Not done
Pamily Welfare,
2. Director Research and
Medical Education.
__do_ —do— —do—
= Director, Health and Family Nil A!C
Welfare.
do— -—dO—- —do——

Secretary to  Government, Punjab
Department of Technical Education
and Industrial Training.

—do — g Directors Industrial Tralning 7/87
doa e i Pe TRy TR jb'

991
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intznance of accounts of figures of Expenditure under
n and Centrally Sponsored Schemes Seperately.

L i8 invited to the subject cited above and to state that thovgh the Bud=
espect of plan Schemes and Centrally Sponspored Schemes are prepared
ately each yzar and forwarded to you along With the other Budget
. notictcd that cxp:nditure on the State Plan Schemes, the Cent-
emeS (shared Lotween  the Government of India and the State
€ Central Schem~s (fully met by ths Government of India) is not
ause the bills prescnted at <h: Treasurics do ngt distinetly show the
S State Plan Schemes’ ‘Centrally Sponsored - Scheme ‘and Central’

'fo took expcnditure separately in respsct of the ‘State Plan Scheme’
red Scheme (shared)’ and ‘the Central Scheme (full expcndnure“‘m?t"
it of Indiz) each bill should be marked on the top in red ink-Non- plan
an Schems’ ‘Centrally Sponsored Scheme’ (shared)” or ‘Central Scheme’

‘and  that in the casc of each bill relating to th® Centrally Spons

d), th: following details may also be given ; —
Share;

Share; and

instructions shall be opcrative with efféct frem the Ist April, 1988.

)Ig7- FBI12192- dated Chandigarh, the 24th February, 1988)

efore, been decided that to enable the Accountant General (Accounts

gy i
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CHAPTER 22

GROUP INSURANCE SCHEME

22.46. The Punjab Government Employees Group Insurance Scheme, 19820
of Major Head 80ll-insurance * and Pension Funds : —

Attention is invited to this Department’s circular No. 4/12/82-FBIII174
the 18th September, 1986, where by, the existing structure of classification of
actions in Governmant Accounts has bzen revised with effect from the Ist Apri
The revised Head of Account in respect of the Punjab State Government Em
Group Insurance Schem: will be as ynder ' — i '

[
8011-Insurance and P-nsion Funds-Minot Head-107-Punjab State
ment Employees Group Insurance Scheme-Sub-Heads-Insturang
-02-Savings Fund.

2. While operating this :evised Heads of Account and maintaining 4
under the Scheme, the following guidelines may be kept in view : —

(i) Head of Accounts

The total amount of recoveries made in a salary bilt by a |
and Disbursing Officer on account of subscriptions of the mel
the Insurance/ Savings Fund shall be credited to the following
Account (Fund-wise) in the Treasury ‘accounts :—

“8011-Insurance and Pension Funds-Minor Head-107-Pun-'
Government Employces Group Insurance Scheme.”

Sub-Heads :

Ol-Insurance fund
02-Savings Fund.

(ii) Preparation of Insurance Claims

In the month of October or as may be specified by the Governn
year every Drawing and Disbursing Officer will prepare a cla
contingent bill form for drawal of an appropriate amount
Savings Fund for credit to the Insurance Fund in respect of the
Who have been members of the Scheme during the preceding y
bill shall be classified under head “8011-Insurance and Pension
Minor Head-107-Punjab State Government Employees Group
Scheme, :
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Head-02-Savings Fund

he yoarly premium cieditable to the Iasurance Fund at pressnt, as
by the Government, vide Glause 8(2) of the Schem: js Rs. 37.50
pevery Rs. 120 subscribed to the Savings Fund by a member of the
heme during a year. The bill will be accompanicd by a Treasury
allan classified under Head @ —

Ol1-Insurance and PenSion FundS. ..o e e
.. ....... ...01-Insurance Fund.

1€ ameunt yearly crediied to the Insurance Fund will be recorded in
1's_ervice-wise ledger maintained in Form No. 13 by each D.awing and
rsing Officer.

nting of the Payments

A

g amount of Insurance paid shall be classified under the Head of

Jl=Insurance and Pension Fuad-Minor H:ad-107-Punjab S:ate Govern
t Employess Group Insurance Scheme."’

-Head-9 1-Insyrance Fund

@that paid from savings Fuand shall be classified under the Head of
counts :—

Il-Isurance  and Pensior  Fuads-Minot H:1d-107- Puajab  State
yernment Emp'oy-es Group Insurance Schom:.”

B

Head-02-Savings Funds

g payment made out of th: Lisurance Fuanls/Saviags Fad shall bz no 2d
e respeciive ledgers also agains! the individuals account under the

Bex sting Form No. 10. in respaci of sch>dil: of Rcoveries his beea
€de - Th> revised form to be adopied with effect form 1st April. 1987.
it Appendix.
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(v) Date of Effect : — _ 4
These instructions will be effective with effect from the
1987.

3. You are, therefore, requested to bring ‘these instructions to the
the Hcads of Offices/Drawing ard Disbursing Officers under your control fof
compliance.

4. Necessary amendmeni of paras (viii), (ix) and (xii)4 and Form No«
Accounting Proc:dure appended to the scheme will be made in due course. |

No. 6(2)86-3FPIV/306 Dated Chandigarh, the 28'h April, 1987.)

njab Gov
dation of
s -invited to :
1986 o;
Unts €

[ -aV‘ngS Fur

049-Interest

:'Ih terest onp
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APPENDIX

FORM NO.10

Schedule of Recoveries

f; Creditable to  Savipg Fund/Insurance Fund under
and Pension Funds-Minor H:ad-107-Paniab S
 Seheme Sub-Heads 0]-Insurance Fund-02 S

Head of Acconnt*
tate Government Employees
avings Fund.

ffice: —

P of Name of Amount of Remarks
ce Subscriber Subscription
A fem, N Eale ,

Stegnature

Drawing and Disbursing Officer.

ljab Government €mplgyees Group Insurance Scheme .

idation of Accounts and caleulation  of intcrest thicreof.,

ted to your Memorandum No. X VIII(2GIS) JAO(R) 86/7799. dated
1986 on the subjeci cited above and to state that
ie0Un’s effective from the Ist April, 1987, the
Savings Fund relating to the Punjab Gov
‘2, i$ (0 be classified as under;-

unde. the new
interest paid op the
crnment Emvloyees Group Insu-

149-Interest Payments,
tlnterest on small Savings, Provident Fupds etc,

i
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108-In‘erest on Insurance and Penslon Fund,

01-Tnterest on the Punjeb Government Employces Group Insur?
Scheme.”’

2 In pursuance of the above classification, the accoun’s of interests
; the balarces of the Savings Fund should bz mainfained as per guidell

below :-
(i) Consolidation of accounts and calculation of interest.

The Controller, Internal Audit (Revenue), Department of Finance
Mt out the interest paid o1 Sivings Fund after taking into account th
‘ nts reade during the preceding financial year, with the help of rea
& ner already citcula‘ed to all the Depar‘ment or the periodical staf
payments reccived by him from the Drawing ard Dicbursing Offl
suty Officers. As per ex'ent practice, all the Drawing and Disbue
cers in the State are debiting the payment of Savings Fund @
in:erest accrued there on to the Head of Account <811-Insu
pr Pension Funds’.’ corresponding to the new Head of Account 8011

and Pension Funds’ But as per classification given above the s
| interest paid from the szid Head of Accounts shall be debitec
Head of Accoun’s” 2049-Inferest Payments-03-Interest on Small
Provident Funds etc; 108 Interest on Insurance and pension Fil
rest on the Punjab Government Employees Group insurance :
cradited to the Head of Account <8011-Insurnace and Pensi
corresponding to the old Head of Account’ 811-Insurance and Pens
out of which the inferest had already been paid to the Membi
Scheme, who either retired from Government Service or ceased!
memper of the Scheme or died while In seryice etc. The nece
nsfer entry in this regard shall be got done by thc Controllefy
Audit (Revenue) in the accounts of the Accounfant General, |
the end of cach financial year. ‘

(i) Submission of Budget Estimates

(a) Tne Controller, Internal Audit (Revenue) shall work out f
payable on the Savings Fund balances payable to the m
the Scheme and forward the return to the Department of
the Finance Budgat-IIL Branch) in the prescribed proforma ft

paraticn of Budget Estima'es/Revised under Sub-Head-
Punjab Government Employees Group Insurance’” under M
Interest paymen’s,”” every year.
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(b) Similarly, Internal Audit Organisation (Revenue) shall forward the
consolidated figures of receipi and payment in respect of Group In-
surance Scheme under Major Head ¢8011-Insurance and Pension Funds”’
correspoading to old Head of Account «811-Insurance and Pension
Punds,”” duly reconciled with the Treasury Officers/Accountant Ceneral
Punjab to the Financ: Expenditure Branch concerned, for the pre-

1 pira‘ion of Bidge' Estima'es at the appropriate time, every year.

(iii) Da‘e of effect

b These instructioas will come into o ce with effect from the Ist April,
) 1937.
B
No .6/3/85/3—FP-1y/439, 22nd June. 1987.

¢ Punjiab Government Employees Group Insulana Scheme, 1¢82—Imple- —(1)
tation thereof.

tentlon is invited to the subject cited obove and to state that the following
ltregularities in the maintenance of accounts under the Scheme cited in subject
have come to the notice of Government *—

1) Tne Register of Members ( Form No. 9 ), Ledger Accounts (Form No. 11)
" and the Broadsheet (Form No. 12) are not being maitained
properly in the offices of the Drawing and Disbursing Officers. '

The figures of receipt and payment are not being tegularly reconciled
by the D.iwiag and Disbursing Officers with their Treasury Officer
concerned, after the end of each quarter of the year.

The Insurance Fund from the accomulations in the Savings Funds is not
being transferred at the end of each Scheme year.

The non-compliance of the rules and the instructions issued by the Govern- _
m time to time has given rise to the following complications which are i
tise in future ; —

) As per para (v) of the Accounting Procedure, each Djawing and
Disbursing Officer is requrred to the maintain Ledger Account of the
members in Form No. 11.  The posting is required to be made in
the Ledger Book from :he Schedule of Recoveries ( Form No. 10),
attached with the salary bill of the employees

If the Ledger Accounts are incomplete, it will be difficult
for the Drawing and Disbursing Officer to certify that the subcriptioa
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of the member is being / has been recovered regularly.  Further,
Broadsheet is to te preparcd under para (vi) of *he Accounting Proe
and is required to te tallied with each individual account of the m
maintained in Ledger Account (Form No. 11). The iacom
Ledger Accounts can create problem to the Drowing ands
bursing Officers for the preparation of Broadsheet. At the:
of final payment, to, the member on his retirment, or, i
event of his de-th, a certificate is required to be furlishet
the Head o ofice / Drawing and Dii» 15112 O izzr coicerind 38
effect that the entire amount has been recovered from the mamber frof
date of his becoming a member of the Scheme to the date
cessation from membership. The non-maintenance of Ledger Acg
will lead to delay the payment under the Scheme. The At
arc reconciled b: the Diawing and Disbursing Officers with the Tig
Officers and thc Treasury Officers arc requiied to record a cerf
on the Broadshcet maintained by the Drawing and Dish
Officers. If the Broadsheet is incomplete, then, the Treasury
cen refuse to record the requisite certificate.  Further, in the €3
a member transfering from one office to another his detailed act
are to begiven by ‘he Drawing and Disbursing Officer on the
Last Pay C.uilicates. If the Ledger Accounts are in compleé
Diawing and  Disbursing Oificer can-not given the correct
of accouats in respect of such a member on his Last
Certificate.

As per para (xiii) of the Accounting Procedure, the Drawing
Disbursing Officers are required to recoucile their figures unde
Group Insurance Scheme witi. their Treasury QiTicers concerned,
end of each quarter. The 1egular reconciliation becomes easy, if
posting * is made in the accounts maintained in the offices of Dg

and Disbursing Officers as well as the Treasury Officers concerned?

ciedit, of the remount recovered under the Scheme (o the corréct he
account will also facilitate the payments made under this
debiting the same to the ectual head of accounts. The
Officer will, thus, furnish the correct monthly account to the Actol
G:ae:al, Punjas. Further, the Budget provision of receipts and pay
which are estimated for the ensuing financial year are also
out on the basis of actuals of the receipts and paymeats of tﬁe pr
financial year. The accuracy of accourts in the offices of the B
and Disbursing Officers/ Treasury Officers/ Accountant Generall
is of utmo;t importarce for the preparation of the Budget Esti
The maintenance of .segular accounts under the Scheme is vely
necessary so as to avoid complications, in this regard. in future.
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Under para (ix) of the Accounting Procedure appended to the Scheme,
teach Drawing and Dishursing Officer is required to transfer the amount
b of Insurance Fund from the total accomulations in the Savings Fund of
S the preceding year. in the month of October ( each year ). The total
4 receipt is kept wunder two sub heads i. e. lnsurance Fund and Savings
B Fund, so as to ensure tne total receipt of these funds from all the
S members of the Schems. Similarly, “the accounts of the payments are
-[-’kept into separate Sub-Heads, to assess at a glance the extent of the
exact amount paid from Savings Fund as well as the Insurance Fund.
& These figures are also helpful to furtter assess the real position whether
" the Scheme, is still, a self-financing or the self-supporting. In case of
- financial loss the State Goverument can teview it.

e Drawing and Disbursing Officers working under you: control may be
‘1 ctly comply with the rules and the instructions issued by the the Govern-
time to time. Any infringement of the rules and the instructrons should
in to seriously and a responsibility tixed against the defaulting officers (s)/
‘under intimation to this Department. They may also be directed to extend
tatlon to the Audit Parties, as and when, they visit the offices
and Disbursing Officers for zuditing of the accounts the Group Insurance

(1S, therefore, requested ihat the contents of this letter may kindly be
the notice of all the Hxads of Offices/Drawing and Disbursing Officers under
for meticulous compliance.

‘113/87——3FPIV/802 Dated Chandigaih, the 10th Novemter, 1987)

Punjab Government Employees Group Insurancs Scheme, 1982—Promotion
reirospective effeci—Clarification regarding.

jon is invited ‘o the subject cited above and to stafe that a clarification has
whe'her the Governmen’ employees who are promoted with retrospective
b given the benefits under 'he Punjab Government Employees Group Insu-
g, 1982, from the da‘e ofissue of orders or from the date with effect from
n has peen given. It i, clarified that the Groups arc changed from the date of
the Punjab Government Employees Group insurancce Scheme following the
¢ of orders of regular promotion and not from the earlier date fiom which the
nay take effect.

ou ar> requested to bring these instructions fo the notice of all the Heads
IDrawing and D’sbursing Officers under your confrol for m:2'iculous

(V) 12/87—3 FPIV/1000 Daced 16-12-1987
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CHAPTER 23

- STANDING ORDERS FOR REGULATING OF TRANSACTIONS AT THE
STATE TREASURIES/SUB TREASURIES !

23.9. Introduction of Cheque Sys‘em for making payment to the Drawing and Disbi
Officers in the Sub-Treasurics in the State (where full ime Assis'ant Tig
Officers have been pos‘eq)

1. A reference is inviled to the subject noted above and to inform Yyou th

. system of payment t o the Disbursing Officers in 1he District Treasuries in the Stz

Cheqgue Sys‘em has already b een introduced.

~. According o the provisions contained in the Punjab Treagury Rules, Volus
all payments arc authorised by the Assis'ant Treasury Officers on - the bills/docus
presented at the Sub-Treasury (Exception 2 below Rule 152 ibid) by affixing 2 payi
validily for which is for 10 days as provided in Rule 436 ibid. ;

3. Wih a view to simplifying the procedurc and ensufing spccdy hapdlig
Government business by the banks transacting such business, peridining fo the
Treasur.es having whole-time Assistant Treasury Officers, tke  Stzte Goverrmen
be2n for somz2lim3 coasidzriag the question of introd.ciig the system of making pay
by cheques agains' b.lls/vouchers presented a“ the Sub-‘rcasuries by the Drawing & Bi
sing Oificers. After careful consideration, it has now been decided (o introd
system of payment by cheques at the sub-treasuries where whole-time Assistan! Tre
Officers have been posted, against the bills preseated by the DisburSing Officers. '

4. 1t has further been decided that the following kinds of payments

been posied: by the Disbursing Officers will continue to be mace as per exi

procedure [ —

[

(i) Pension Payments.

(i) Payment agains' Refund Vouchers.

(ii1) Payment égainst Deposit Repayrdent O:ders.

(iv) Interest 0a Government Securities/G. P Notes, to etc.

(v) Payment of Remittances Transfer Receipts, cash orders (where applicabll

(vi) Cheques drawn against Personal Deposit/Per sonal Ledger Accounts.

(vii) T. S. D. Certificates eiC. etc.
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ot of the releyant paragraph of the procedure prescribed unde; th: Cheque
for refereac: and making the sam: avuladl: to the Disbursing Officers
gr You and operating on th:  Sub-ireasuries, where whole time Asstt.
cers sfand posted for their guideance & necessarv ac'ion at their

regards the Sub.treasuries waich are uade; th: charge of Tehsildar/Naib-
sredwhole time Assistant Treasury Officers have not beea pos'cd) the exis'ing
payments will coatinue till th2s: are coaverted into regular Ssub-treasuries

fge of the Assistaat Trzasury Oificers a~d the full coatingent of s‘aff is

om 1st November, 1987. It is accordingly requested that all the Disbursing
r  D:partment operating oa the sub-treasuries (where whole time Assis-

BI85 (Al) T & A'12533—D*el 23-9-87

paragrapas 1, 2, 3, 5,8 (vi), (viii), (ix), (x) (xi), 9 15 and 16 of the
paymzats by c1eques.

froduction of the sysiem o paiym:it by caeques at a District Treasury calls
ydification to the proc:dare followed in the 1eceipt and disposal of claims
Following paragraphs indicate the procedure to be observed for reccipt of
fnter, drawal of cheques and their delivery aad accounting etc.

‘Bills at the Counter

Ilbills shall be received at the coun'er througn tne Bill Transit Register and
weaived . token willJbe issued by the - Token Clerk. Simultaneously, the
S will enter the number asiwell as the date of issve of token prominently
ithe bill. For this purpose suitekle rubber stemps will be provided. If
§ts more than ore bill he should b> given a“token for each bill fendered.

Parafe depariment wise rogisters in Form S.P.C.—I will be opened fer
Bfficers bills and (i) Noi-Gezetited Officers  bills and other tills. There

€8 forreacn® page, the duplicate and tripliczte copies | teing on perforatcd

B making nccessary cntries in the registers the Token Clerk will forward
enieat batches to the bill clerk/Assistant in  the Bill Sectioa, who will
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recelve the bills ~loagwith the duplicate and triplica‘e perforated copies an
signaturcs oa the original copy thercof,  Lefore  reiuriing  the register 10
Clerk.

(iv) Urgent bills presentcd by the Officers themselves should take |
over current work and be deali with immediately on receipt. The Token
primarily responsible for indexing the bills to the correct Bill Clerk(s)/A
without delay. ‘

(v) The Assistant Treesury Officer should ensure that the bills are
by the bill clerk(s)/Assistant(s) promptly.

3. Checking and Pass'ng of Bills

The bill Clerk/Assistant should on receipt of the bills, scrutinise th‘el“'
proper treastry checks. The bills which cannot be passed for one reason Of
will each be attached with an “objection Memo™  stating the ground on ¥
returned. and after noting the fact in ‘Register of bill rcceipt, etc.,”’ they
sent to the Assistant Treasury officer for  signatures. The un-passed ‘
accompanied by an objection memo, approved by the Assistani  Officer §
returned to tic counter through the Register in Form SPC—I (duplicate

delivery to the authorised Messenger of D. D. O. concerned.

(i) Tre Token/Counter Clerk siould acknowledge receipt of such b
duplicate copy to the bill clerk /Assistant and rewrn the bill after roceiving)
and noiing il in the register in Form SPC—2 (Register of bills returned tnpg

(i) In case where the bills have been accepted after -Scrutiny (he t
Assis'ant shall enface the pay order 01 the bill. The bill should alsoM
“State” and name of the party in whose favour the cheque is requireds
bz indicated Wheiher checks should be crossed or  open. In case,
bill is pevable only in the following month a  stamp “Not
before the Ist proximo should be ffix:d next to the pay order. All the bill
by fhe Gill Clerk/Assistant for payment should be sibmiticd to the Assistaf
Officer. The Assisiant Treastury Officer shall carry out such scru.ny as
of him and will sign the pay ordr an¢ r:turn them to the Bill Gle
concerred- At the end of each week, the Bill Section will prepare a list of@
bill from the various bill registers aid submit them to the Assistant Treasury

With a view to ensure thit the tokens ac rot lying un-redeemed fOry
period intimations about passing of bills may b= s2at to th2 parties in Form §
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irrangement at the Sub-Treasury : Payment of Bills by Cheques

paymeats against the bills poes>nted by the Drawing and Disbursing
Pt pension payment/payments of interest on  Governments promissory
§ against Rxfund Vouchers/payments against D:posit Re-payment Orders
y the Courts or otner authorities etc. etc.) will be made by cheques drawn
her: the sub-treasury is situated) traasacting Government of Punjab’s

respect Of bills on account of pension paymeats aad payments of intrecst
it promissory Notes, T.S.D. Certi‘icates, payments of refund Voucher D.R. s
will be paid by the Bank transacting Government business at the Sub.
Poa paym:nt order issued by the Assistant Treasury Oificer 48 herctofore.

Chequ2s
&

q les are issued oaly whe1 the original cheque is repor-ed to have been lost
ad is proved to have not becn cashed by reference to the Bank aad the payment
Cheqle 01 subsequent pressntation bas beea stopped. They are issued under
fthe original cheque but with the date of issue of the duplicaie, afier the
of the duplicate has beey noted in the ““Register of chsques Delivered
the entry of the original cheqies. Theissue of duplicate cheque is not
Bither in the © Register of Cheqies drawa (SPC—I10)", Or in the “Register
livered-SPC-11.

‘ancellation of cheque

g will be caiczlled oaly under the specific instructions of the Assistant
Iii the case of cheques alre:dy delivered. the Assistant Treasury officer
pa & writtea request from the drawer of bill. The AssiStant Tieasury
~p the foil and counterfoil of th: chequ: and the pay order on the
§ “Cheque Cancelled”. The cheque, shall thereiorc be enfered in the
Cheque d:livered SPC—iI with the cheque number and ihe word “Cheque
ed against it aad the bill  returned  to the party
‘the token, Then an Occasion arises for the cancellation of a
eque writtea shall bring the documents at oice to the Assistant Treasury
ary action without waiting for the closing o the day’s business. The
sancelled cheques should be entered choronologically in a Register and
h gues should te sent by the Astistast Treasury Officer to the Treasury
Sizha coacerned and by the latter periodically to the Accountint General,

remaining un-delivered for a tim: exceeding 3 months, ofter the month
ate Sigied by the Assistaat Treasiry Office, shall not be delivered. Taus

9
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a cheque signed in June shall be delivered any time upto 30'h Sepfember. On |
working day of each month such un-delivered chbeqies as well as the pay @
the bills pertaining to these chcques shall be cancelled and the payees info
writing to collect the bills from the stb-Treasury after surrendering thel
tokens. :

A note rega:ding the cancellation of these cheques and the pay order on
shall be kept in the r:levaat register by the bill section. Those cancalled |
shall also be entered in a register and sent by the Assistant Treasury office
Treasury Officer and by the later periodically to the A.G. Punjab.

(ix) In the case of cheques which are cancelled after delivery to f
concerned, a fresh cheque bearing different number may be issued if asksd
otherwise in order. The amount of the cheque sO issued need not be taken i
“Register o Chcques Drawn-SPC-10" or “Register of cheques Delivered SPC:
the space of the amount in those rogisters should be written. ““Issued
of cheques No. — > An eatry fo that effect should be s'
counterfile of the cheque cancelled and tiae number of the fresh cheque issued

théreoa.

(X) Issue of Cheques in lieu of time expired cheques

Cheques shall be encashable at any time within three months, after’
of isssue. Thus a chcque tearing date any timz in Jaauary is pajable at @
upto 30th April. Should the currency of a chcque expirc owing to its nl
presented to the Bi1k within the period specified above, it may bc caacellel
fresh cheque issued in lieu thereof in  accordance  with  the
prescribed in para 8 (ix) ibid. The cneque so cancelled will be dealt with accon
the procedure, lzid down in para 8 (ix) ibid.

(xi) Renewal of time-expired cheques :

Cheques shall te encashable at any time within t}ree months after the
issue. Thus a cheque bearing date any time in June is payable af any time up
September. After the period of curreacy oi the cheque is over it should be fre
cancelled ard the expenditure should be written back by furnishing a statemenl
following proforma :—

Statement of lapsed treasury cheques for tlie month—————— :

el PR S s R B e ea I &

Sr. Name of  Cheque No. Amount of Vr. No. Head of

No. Drawing and dace Cheque account
Officer

1 2 3 4 5 6
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..

lat procedure should be followed for cancellad cheque also where in the
requlred to be written back. The adjustment in these cases will be
]‘ 0ae audit office, when amount of cancelled/time-barred cheque is to De
quently the claim may be prepared as usual, in the prescribed form
', sams with necessary details wherevar possible and not on simple receipt
fo facilitate audit in the audit office. The date of cancellation of such
d be noted against the original entry in the ‘Register of Cheques

1 Cheques

The passed bills alongwith the cheques drawn and the Register In form
SPC—10, in duplicate, shall be sent to the Token/counter Clerk for
delivery of the Cheques. The Token/counter Clerk should also sign on the
original copy of the “Register of cheque drawn’’ and return it, and retain
the duplicate copy for record.

Before delivering a cheque the Token/counter Clerk shall take back the
token and ‘also collect a receipt in form SPC—I2 signed by the payee as
as by the messenger who has be:n sent for the cheque. Before
delivering the cheque he shall meke an entry in the ‘““Register of cheques
Delivered’” in form SPC—11 in duplicate. He shall then put the date
stamp on the ch=que and in cases where the cheque is not encashable
before the 1<t proximo of the following montn, ke shall affix the stamp.
He shall write ““CD>’ on the bill with his dated initials to indicate that
the cheque has bzen dclivered. The bill will be stamped as “Paid” after
:a cheque is delivered. (S-e paragraph 11 for transmission of paid voucher
0 the Account Section through tne cheque Section).

AYMENT AGAINST CLAIMS OTHER THAN BILLS OF D.DOs.
ICLUDING PENSION, INTEREST ON GOVERNMENT SECURITIES
LLS, REFUND VOUCHERS, D.R.Os/Etc. Etc.

gisting practice of making these paymzats will coatinue as here-to-fore.

AYMENT OF REMITTANCE TRANSFER RECEIPTS, CASH ORDERS
" AND CHEQUES DRAWN ON SUB-TREASURIES Etc.

ing prosedure of issuing a simple pay Order ‘Pay’ enfaced on the
Il be continu-d.
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23.10. Introduction of Cheque System for making payment to the Drewing
Disbursing Officers in the Sul-trecsuries in the State (where fullS
Assistant Treasury Officers have been posted). k

]

The system of making payments by cheques to the Disbursing Officers

bills under tne Cheque System has already been introduced in all the District :.?
in the State.

2. For sometime past the State Government had under considetation the q
of extensioa of the above system to the sub-treasuries where whole time Assl
Treasury Officers have been posted. Afier careful consideration of the matter, it
been decided to introduce the system of payments by cheques in the sub-tre:
with effect fiom Ist November, 1987 (where whole time Assistant Treasury Off
have been posted). to the Disbursing Officers, against the bills presented by them
the Sub-treasuries concerned. In other sub-treasuries the existing system of paymenf
affixing pay order would continue as here to fore. ‘ ‘

3. A copy of the procedure to Le followed in the sub-treasuries under
Cheque System is cnclosed. You may please go through the same and fake approp

steps for the proper implementation thereof and to complete all the forma
before hand.

4. For the present it has been decided that no staff, oa the introductiog
Cheque System in the Sub-trcasurles, is to be provided. The work under the Ch
System is to be taken from the staff already posted in the Sub-treasuries concel
It may be kept in view that th> official who prepares the cheque is other than the
who had passed the bill in dealing with passing of bills. ’

5. The Treasury Officers should see that required quantity of Cheque Books
Forms/Registers, prescribed under the Chcque System, are madc available fg
Assistant Treasury Officers well in time for the smooth implementation of the syste

6. Necessaly instructions have also been issued to all the Heads of Deparfl
Commijssioners of Divisions/Deputy Commissioners/Stb-Divisional Officer(s) ete. i
State vide this Department No. I(M)—273/86(AI) T & A and A/12533—38 dated
September, 1987 with a copy to you also.

7. The Banks transacting Govycernment business, in  respect of the sub-trea
concarned may also be apprised about the switchover to the Cheque System with |

from 1-11-1987.

(No 1/M/273/86(Al) T & A—12532—dated 25th September, 1987) 8

I v
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EDURE FOR THE GUIDANCE OF ASSISTANT TREASURY OFFICER
THE INTRODUCTION OF THE SYSTEM OF PAYMENT BY CHEQUES

AHOALTHON S} Tt SYTRM S Dayment by Ohegres 21 SHivdeeaeny W
e Assistant Treasury Officer has been posted) calls for certain Modifications to
dure followed in the receipt and disposal of claims for payments presented by
ing and Disbursing Officers thei€at. Following paragraphs indicate the
10 be obscrved for receipt of hills (in  respect of the Drawing nad Disbursing
I account with the Sub-treasury at the counter, drawal of cheques, their
‘Ji' accy 1atiag oie.

pt of bills at the Counter—

All bills shall be received at the counter through the Bill Transit Register
and for cach bill received a tokea will be issued by the Token Clerk.
simultaneously, the Token Clerk will enter the number as well as the date
. of issue of token prominently at the top of the bill. For this purpose
suityble rubber stamps will be provided. If a party presents more than
& one bill he should be given a token for each bill tendered.

Separate department-wise registers in Form S.PC—I will be opened for (i)
Gazetted Officers bills and (ii) Nona-Gazetted Officers bills and other bills.
There will bs 3 leaves for each page, the duplicate =and triplicate copies
" being 0. perforated sheets. :

) After making necessaly entries in the registers the Token Clerk will forward
the bills in convenient batches to the bill Clerk/Assistant in the Bill Section,
who will receive the bills alongwith the duplicate and triplicate perforated
" copies and put his signatures on the original copy thereof, before returning
the register to the Token Clerk.

Urgent bills presented by the Officers themseclves should take precedence
over current work and be dealt with immediately o1 receipt. The Token
Clerk is primarily responsible for indexing tne bills to the correct Bill
Clerk(s)/Assistant(s) without delay.

¥) The Assistant Treasury Officer should ensure that the bills are received by
* the bill Clerk(s)/e ssistant(s) promptly.

i) Bills must be handed over to the bill section at least twice daily at
11.00 A.M. and 2.30 P.M. on all working days. During March and other
timss when 2 large numbter of bills are received, bills should be sent to bill

" Szction of tener, which will return passed bill to the cneque section in
2 three, four or five batches during the day.
Urgent bills shoald be sent to the Dill sectioa imm:diately oa reczipt.
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3. Checking and Passing of Bills

(i) The bill Clerk/Assistant should on receipt of the bills, scrutinise
exercising proper treasury cnecks. The bills which cannot be passé
one reason or the other will each be attached with an “objection
stating the ground on which it is returned and after noting the fs
“Register of Bills receipt, ctc.” they shall be sent to the Assistant
Officer for signatures. The un-passed bills, duly accompanied &
objection memo, appioved by the Assistant Treasury Officer shol
returned to the counter through the Register in Form SPC—I (du;

copy) for delivery to the authorised Messenger of D.D.O. concerned.

The Token/Counter clerk should acknowledge receipt of such bills on tne duj
copy to the bill clerk/Assistant and return the bill after receiving the token and i
it in the register in Form SPC—2 (Register of bills returned un-passed). i

(i) In case where the bills have been accepted after scrutiny the bill
Assistant shall enface the pay order on the bill. The bill should
marked, “State’” and name of the party in whose favour the ches
required should also be indicated, whether cheques should be cios
open. In case, where the bill is payable only in the tollowing mo
stamp ‘“Not paya ble befoie the Ist proximo™” should be affixed next
pay order. All the bills acceptedgby the bill Clerk/Assistant far pa
should bz submitted to the Assistant Treasury Officer. The A
Treasury Officer shall carry out such scruitiny as is required of hin
will sign the pay order and return them to the Bill Clerk/Assistant co
At the end of each week, the Bill {Section will prepare a list o
standing bills from theTvarious bill registers and submit them
Assistant Treasury Officer.

With a view fo ensure that the tokens are not lying un-redeemed for undul
period intimations about passing of bills may'be sent ‘o the parties in Form SPC=
4. Transmission of Passed Bills to the cheque section - '

All passed bills shall be transmitted to the checque section in locked boxes
a day (or more frequently as may ; ke nccestary, cspecially duiirg the  last week
month) together with the duplicate and, triplicate copics, of the perforated sheets
“Register of bills etc.’> The duplicate copy of the seme will be returned to
section with initials of the Clerk/Assistant of the, Cheque section while | the #f
copy of tne preforated sheet will be retained in the cheque section for record,
any, subsequently passed, will be entered by the Bill section in ‘the duplicate cop
sent to the cheque Section. The cheque Section while givirg iriticls on# the di
copy of the receipt of bills, will ssmiltencotsly complcte e tiiplicate copy pié
retained in 'he cheque Sectioa.
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It arrangement at the Sub-Treasury Payment: of Bills by cheques

ANl paym:nt against the bills presented by the Drawing and Disbuising
. Officers (except pension payments/payments of intercst on Government
‘promissory  Notes/payme=nts agains' Refund Vouchers/payments against
. Deposit Re-payment orders eitner issued by the Courts or other authorities
etc. etc.) will be made by cheques drawn on the Bank (where the sub-
treasury is situated) transacting Government of Punjab’s business.

'!In tespect of bills on account of pension payments and payments of interest
" on Governmant Promissory Notes. T.S.D. Certificates, payments of refund
‘Voucaer/D.R.Os etc., the samz will te paid by the Bank transacting
“Goveram:at business at the sub-Treasury level upon payment order issued
" by the Assistant Treasury Officer as heretofore.

“Forms and thejr custedy

'Cheque forms are printed with counter foils and are machine-numbered
serially. A Dbook number is also printed at the top left hand corner. No
!date is printed on the forms., tais being noted at the time of the dclivery of
“cheque as prescribed in paragraph 8 below.

' Cheque Books are stored in the District Treasury and the Treasury Officer
will errange supply of th: ch:que Books required for use in the Sub-
treasuy, against a requisSition/indent placed by the later on the former by
following the provisions prescribed in the codal rules. proper acknowiedge-
ments will be obtained and kept on record by the Treasury Officer against
';JCheque Books supplied to the Assistant Treasury Officer concerned.

I the first week of November every year, the Assistant Treasury Officer will
send an Indent for the Cheque Books required for use in the Sub-Treasury
to the Treasury Officer concerned i.e. showing stock on 1Ist day of
“November and Cheque Books required during next year plus 4 months
Cfeserve. After obtaining Indents from all the Assistant Treasury Officers,
‘under him, who will be making payments by cheques under the cheque
system, in the first week of December every year a consolidated [ndent i.c.
jincluding the demand of the District Treasury and Sub-Treasuries will be
prepared by tae Treasury Ofiicer and sent to the Department of Finance,
‘Punjab (Treasuries and Accounts Branch) for such action as already provided
lin para 6 ii) of the “procedure of paym:nt by cheques at the Dustrict
‘Treasury” i.e. the Indent should b= bassd on the average consunption as
actally shown in the ‘‘Register of cheque Forms SPC-5 maintained in
the cheque section. The forms would be generally supplied to the Treasury
Officers in the month of June/July, However, the indent for supply of




(iv)

)

(vi)

7. Work in Cheque Section

()

(ii)

_ Cheque Books/Forms should be sent by the Assistant Treasury’

~used i.e. Cheque written out and actually signed by the Assistant |
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. :
Treasury OfTicer on due-dates. i

Custody o: Cireque Forms/Books on receipt of the supply of the.
Books from the Treasury Officer, these saall be verified
the Assistant Treasury Officer to see that the number

reccived, it contains th: number of cheque as

by count
asked for
indicated on the
Books, thac th: book number is printed on each form and that the
number are cons>cuiiv®. When found in order, :i> rcceipt of *=.i‘
Books shall be acknowledged by the Assistant Treasury Officer,
keep thesc cheque Books in safe custody. From this

stock a
number of chique Books, béing the estimated daily

consumption,
b> with-drawa for carreat usz, after following the procedure. The:
into and issue from the Assistant Treasury Officers Stock arc accol

in lump in a register S.P.C.—4 to be maintained by the Assistant |
Officsr for the purpose.

The receipt of the Cheque Book(s)/Forms from tnc stock maintaingg
Register in Form SPC—4 shall be entered in  the <‘Register of
Books/Borms SPC—5"" to be maintained by the Assistant Treasury
which should also be shown undcr cach date, the number of Chegy

Officer, the number of forms cancell>d (with scrial number of the @

forms speccified) th® number of forms in  hand with the daily
Cheque Number.

At the opening of business of c¢ach day, the Assistant Treasury Off
make over to the Cleik/Assistant Cheque Section, such number of
Books as he considers sufficient for the day’s requirements. Thi
b2 cntered by the Assistant Treasury Officer in ““Note Book—SPC
be kept in safe  custody under lock and cach entry should be sig
the Assistant Treasury Officer.

The cheque sectlon will be under the sapzrvisory contrcl of the
Treasury Officer.

Imm:diatcly on receipt of passed bills from the Bill Section, the
Writer will enter the No. of Bills reccived from cack bill clerk/ASS
a register in form SPC—7. The Assistant Treasuty Officer will
tne bills with rcference to ia€ following points and if in any bill
is noticed in regard to any of thess points he shall return it to
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tlon concerned for rectification (See Rules 159-162 Punjab, Treasury

es Vol. I).

BThat the pay order has been signed by the Assistant Treasury Officer aad
88 genuine and that the amount is given both in words and figures and
"the two cntrics agree.

!That when the amount for which the bill has been passed for payment is
Sless than the amount claimed, the bill is accompanied by a rétrenchmcnt
slip in form SPC—-8 stating the amounts claimed and amounts passed for
' payinent.

fhat waen the bill besars any endst. the endst. is made under a szparat
‘Signatures of the drawer of the bill and is in order For the purpose o
icceiving pay and allowances other than vacation pay and leave, endst.
n bill in favour of any Bank which has a clearing a/c with thc Bank can
[;be accepted.

i

Uhether the Cheque to be iSsued shall B op:p or cross:d.

S Whetner more tnan onc cheque has been asked for in a. bill and if s
SWhether the request in made under a seéparate signature of the drawer or
’the bill and particulars for such charges are given on the bill.

—An irregular cndst. on a bill cannot be ignored and the
cannot b> written out in favour of the drawer,

cheque

* _An endst. is irregular when a bill endors2d in favour of an
bank h »S bsen re-sndorsed by the later.

ageént or

3L When a requsst for issue of more than onc cheéque in favour

ot the
drawer of the bill itself is made no- s>parate endst. is necessary.

:;' Assistant Treasury Office will preparc the cheque for two or more pjjls
fen tney are payable to the same person. In preparing the cheque mem os
te should be taken to record the full name and designation of th> p ayee.
The retrenchment slip, if any, should be pinned to the memp. In the case i
payment o° bills endorsed to bankers it should be scen that as far as po ssible
gt more than one cheque is written for-caca’scroll on each day for each
pk. When the pay of Gazetted Officer/cmployz e has been attached under the
fdér of the Court and payment has got to bz made to the court direct
'the Sub-Treasury, separatc cheques are to b: written for the amount
payable to the party and the court as indicatzd in the pay order given

in




(i)

(iii)

(iv)

™)

(@)

(b)

©

(d
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Tne Assistant Treasury Officer will, with the assistante of Cheque
under him, write out and review the cheque forms. They shall alsp
the checque numbers against the pay orders on the bills, enter the g
in the “Register of Cheques Drawn’ (form SPC. 10) to be maintain
duplicatie on a perforated shcet. If a chcqu:z has to be ““Cancelled”
any rcason its number should also be cntored in  the register  with
remarks ““Cancelled”” against it. The cheque writer shall then submit
chcques with the passed bills to  the Assistant Treasury  OfficeR
Assistant Treesury Officer shall check the eatries on the bill, sign a ¢l
cancel the pay order on the bill stamping it “Ghcque  drawn”, initial
counterfoils, and Sign the entry on the “Registcr of Chequs drawn™

The Assistant Treasury Officer will ensmie that he has received
account of the Cheque Books/forms made over to yhis subordinates.

Tie fssistant Treasury Officor may maintain a register showing the
of cheques signed by him on each occasion in order that at the en
the day. he may have ready means of checking up the total of ch
signed by him as prepared by the Cheque writer from the “Regist
Cheques drawn” and shown in the reconciliation Statement. '

In writing out a cheque the following instructions shall be observel

(See rules 165, 166, 175 to 177, 179, 180 of Punjab™Treasury Rules

The name of the paity in whose favour the cheque is to be drawn
be ascertained correctly fiom instructions and particulars gives
the bills and entered ficst on the counter foils, care being
to ensure that the initiels and names are correctly spelt, that distine
army and other ranks are properly filled in, that when the perSon do®
have any other title the word Shri/Shrimati/Kumari/Sarvshri/etc. is al
and in the case of banks, cheque is drawn in favour of the Mar
Agent or Secretary as the case may be. :

The amount passed for payment shall be entered in figures in the u.’
foils direct from the pay order. '

When several bills are consolidated in the one cheque the amount of
bill shall be entered in detail on the counter-foil and then totalled.

The token numbers borne on the bill/bills shall be correctly enteted ¢
counterfoils and the reverse of the cheque foils. ’
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e) The cheque foil shall be filled in from the counterfoil, and in the case of
bills of gaz:tted officers or other parties endorsed in favour of Bank, the
name of the officer or the other party shall be given on the counter foil
but on the foil entiies will be in the following form :—

“Pay to — —— (Name of the Bank)in account
of——— —— ———— (Name/Names of the Payee)”.

The cheque shall not be dated cxcept when it is required to be despatched
by post.

) The cheque shall be crossed when it is to be despatched, by post or when
it is payable to a Bank, private petson, body oc firm, if an open cheque
has not been specifically asked for by the drawer of the bill. All cheques
for pay and allowances of non-gazetted staff and contingencies encashable
by the Drawing Officer shall be open cheques.

The number of the cheque shall be enteied on the bill in respect of which
it i drawn near the pay order and.

The foil and counterfoil shall bear the initials of the person who has
actually written out the cneque.

Cheques.—

) Duplicate cheques are issued only when the original cheque is reported to
have been lost or destorved and is proved to have not been cashed by
reference to the Bank and the payment of the original cheque on
subsequent presentation, has been stopped. They are issued under the
number of the original cheque but with the date of issue of the duplicate,
. after the facts of issue of the duplicate has been noted in the “Register of
Cheques Delivered-SPC-II” against the entry of the original cheques. The
issue of duplicate cheque is not to be entered either in the “Register of
' ‘cheques drawn (SPC-10)”, or in the Register of cheques Delivered
- SPC-II".

) The Assistant Treasury Officer shall furnish to the Treasury Officer, who
~ shall further furnish to the Accountant General Punjsb, a monthly return
~ showing the number and amount of the duplicate cheque, if any, issued
during the month. If no duplicate cheque has " been issued in any
‘particular month ‘nil’ report should be sent by the Assistant Treasury
- Officer to the Treasury Officer and by the later to the Accountant
'“LGeneral, Punjab.
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Cancellatjon of Cheque—

(viii) A cheque will be cancelled only undir the specific instructions of
Assistant Treasury Officer. In the case’of cheques already deliy
the Assistant Treasury Officcr shall act only on a written rcquest from tn€ draw
bill. The Assistant Te2a:ary Offic:r shall stamp tnc foil and counterfoil of the'el
and the pay order on th® bill with th2 wo:ds “Cr:que  Cancelled”. The ol
shall, therefore be entared in th: “Registzr of Cacqiss  Delivered-SPC-IT” with
cheque number and the word “Cheque cancelled” noted against it and the bill
_to the party on recovery of the tokcn. When an  occasion arises for the.cancellafi
§ 'Eé cheque, the cheque writer/shall bring the documenis at onc: to the Assistant I
LiQf.flicarA fer n2cssary action without waiting fHr the  closing of th= day’s businzsss
%r}_ﬁmb%r of thc cancelled ckeques sheuld be entrcd chorenologically in  a Registip
"xtuﬁléfvcinctl\id carqt’s should be g2nt by the Assistant Treasury OZficcr to the Tr
Officer with the Siaha conc.rned, by th: later periodically
General Punjeb.

to the Accoul

Chequ-s remaining un-dzlivered fo1 a time excecding 3 months, after the m
in which tney are signzd by the Assistant Treasuy Offic:r, shall not be delivered,
a cheque signad in June shall be “d:liver:d. any tim:  upto 30t September. Of
first working diy of each moath sict un-d:livered  eheques as woll as the  paylg
on the bills pertaing to these ch que shall be cancelled and the payees  informeds
writing, to collect tha bills from th> Sib-Trrasury citer surrondoring the rlovant to’

A note yegarding the can ccllation of thes: caicqucs and the pay order gn (i
shall be kept in the relevant register by the bill seetion. Thes® cancll'd  cheques
also be entejed inrcgistére and sent by the Assistant Treasury Officer to the Tr
Officer and by the later periodically to the Accountant General Punjab. 3

(ix) In the case of cheques which are cancelled aftr doliviry to thel
concerned, a fresh cheque beating a different numbr may beissucd if asked .’5
otherwise in order. The amount of the cheque so issued need not be taken in‘
«Registsr of Cheques Drawn-SPG-10” or ‘Register Of cheques Delivered spc.,'
the space of the amount in those registers should be written “Issued in lien of Ch
INO., oo et vatalaieiss » An entry to that effect Should be made on the counterfile 0
cheque cancclled and the number of the fresh cheque issued noted thereon.

(x) Issue of Cheque in lieu of time expired cheques :

Cheques shall be encashable at any timc within three months, after thed
jssue. Thus a cheque bearing date any time in Jaruary is payable at any ting
30th April. Should the curiency of a cheque expire owing to its not being pres
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j
K within the period specified above, it may be cancelled, and fresh cheque
Ul there of in accordance with the procedure prescribe in para 8 (ix) Ibid.
380 cancelled will be dealt with according to the procedure, laid down
ix) /bid.
jal of time-expjred cheques:

_es shall be encashable at any time within three months after the month of
acheque bearing date ary time in Juneis payable at any time upto 30th
. After the period of currency of the cheque is over, it should be treated
dand the expenditure should be written back by furnishing a statement in
g proforma :

of lapsed treasury caeques for the month 19

a - i

)
= e X <3 — el oo RS

‘Name of Drawing Cheque No. Amount of Vr. No. Head of the Remarks
Officer & date Cheque acconnt

=

6 7

W

2 3 4

r procedure should followed for cancelled cheque also where in the

18 roquircd to be writtcn back. The adjustment in these cases will be carried
@udit officc, When amount of cancelled/time bared cheque is to be paid,
/ the claim may be prepared as usual, in the prescribed form supporting
fith necessary d-tails wherever possible and  not on simple reczipt form, so as
udit in the audir office. The date of cancellation of such cheque should
ainst the original entry in the ““Register of Cheques Delivered.”.

of Cheques :

fhe passed bills alongwiti the cheques drawn and the Register in form
duplicate, shall be sent to the Token/counter Clerk for delivery of the Cheques.
ounter Clerk should also sign on the original copy of the ‘‘Register of
',1 and return it, and retain the duplicate copy for rccord.

Before delivering a cheque the Token/counter clerk shall take back the token
ota recpt in form SPC-12 signed by the payee as well as by the
h0 has bsen s:nt for chtque. Before dclivering the cheque he shall make
he ‘Register of Cheques Delivered’ in form SPC-11 in  duplicate. He shall
date stamp on the cheque and in cases where the cheque is not encashable

;
!
|
!
|
:
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|

il before the Ist proximo, of the following month, he shall affix the stamp. He sha
I “CD”’ on the bill with his dated intials toindicate that the cheque has been deliye
Y bill will bz stamp>d as “Paid” a‘ter tie  ch2que/ is delivered.  (See paragraph!

i B transmission of paid voucher to th* Account Section thrcugh the Cheque Section).
| : i
\

10. Daily Closing of Account by the Token Clerk

! !
‘;' At th> end of th> day, Token/counter cletkjshall preparel in form SPC-18 an.

of ch:ques riczived at the beginning of the day cheques :reccived during  the cou
'{ day, cazqus d:livered., and the closing balance of chcques in  hand. He
‘ agree the number of chequss delivered with the_number of tokens reccived by him
J‘ th> coars2 of taz,day and wiith ta: total of cntrizs in the “Register of @
il D:livered. H: shall enter th? total amount of the cheques delivered in fig
l well as in words and submit tae register to the (Assistant Treasury Officer for &

|
% and signatufe.

It .

‘1 11. Trausmission_of voachrs to th: Accoant Scction

(i) All paid vouchers will be handed over by the Token/Counter Clerk
Clerk/Assistant” of Cheque Ssction alongwith the “Register of @
D:ljvered”.  The clerk/Assistant will retain ¥the vouchers alongwil

il duplicate copy of the”“Register of Gheques Delivered” after initiallit

il re‘urning th> oviginal r@gister,  After Recording necessary cntries,

“Register of chequs drawn’’ forjeach chcque: delivered and after secut

cheque account for the day, ths clerk/Assistant Cheque Section shal] i

the copy of th> R=gistzr of checques Delivered together with  the Vol

to the clerk/Assistant Azchunts S-ciion the same following morning. ‘

(ii) All un-delivered cheques, together with the bills shall also be return
the Assistant Treasury officer at the end of the day. The Assistant
Officer will verify the number of cheques in hand with the cheque a

: prepared by him and retain them under double lock till issued again

[ - Token Clerk the next working day.

12. Accounting of Paid Vouchers in the Account Section

(i) On rceipt of the paid vouchers, the Clerk/Assistant Accounts Secti
]1 take such StePs as are necessary in accordance with the existing -pf
Q | for the accounting of the voucpers. It is however, to be noted that D2,
1 represented by casquss delivered only are to be accounted for
i respactive date of delivery of cheques. The account ie. Daily Sia
| be sent by the Assistant Treasury officer daily as provided in» th
l, after incorporating the nicsssary entrics thercin. :
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O recieving the paid cheques from the Bank, the Clerk/Assistant Accounts
flon-should tick off in the ‘Rzgister of caeques D:livered” and from
list of outsanaing cheques should bz prepared and sutmitted to the
rict Treasury, in duplicate, with the Last Siaha of the month. On receipt
he outstancing cheque list alongwith the last Siaia from all the Assistant
aSury  Officors under him, the  Treasury Officer  will pripare a
olidated lis* of the outstanding ch>ques in respeet of the District Treasury
[ the sub-treasuries for submission fo the Accountant _General, Punjab
ithly alongwith a plus and Minus; Memo.

€ accounting procadure in respact of cheques will be as under ; —

amount of the bills for which cheques are issued should be included in
releyan’ daily Siaha, ‘he amounts of the corresponding cheques issued
g simultaneously shown as confra credit in the daily siaha (Receipt side}
the new head “Treasury Chsque” to be opened under Scctor
uspense & Misc-8670-cheques and Bills-104-Treasury cheques™.

entry in the daily siaba may bes supported by a Schedule of Cheques

ed. The Schedule of paid cheques (together with paid cheques) received
n the bank should be transmitted by ths Assistant Treasury Officer to
Treasury Officer (alongwith the Siaha) showing the total debit under
‘new head.

ter of Tokens

le reccipt and issue of the tokens will be recorded in the “Register of
m SPC-15. The clerk-in-charge of the Token. Section shall verify daily
kens in hand after taking in to account the un-redeemed numbers. This
intended as numerical check and the object is to see that for the number
;.» not in hand, equal number of bills exit in the office. A certificate
tion should be recorded in the ‘Register of Tokens’ and the same put
Stant Treasury Officer at the end of the day after reconciling with the
sury Officer the number of tokens received with the number of bills
jues have been delivered.

1' oken/Counter Clerk should ensure daily that for all bills paid during
eques and for bills returned unpaid, the corresponding tokens have
yack. He should record a certificate in form SPC-15 to this effect and
submitted to the Asstt. Treasury Officer.

"-"‘_l- 20th of the each month a detail:d czasus of all tokens in hand
1 by the Assistant Treasury Officer and entries made in a Register in
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form SPC-15 (2) and the result reported to the Asstt. Treasury Officer. F
puirose of this ccnsis crquiy skotld be mace from Cifferent sections about the
tokens outstanding with them.

14. Advice to Bankers :

For the present all cheques will be drawn by ihe Sub-Freasury on the Bank
spccimen signature of the officer(s) avitorised o sign ckcques will be trantmi
the Bark ty the Assistant Treasuiy Officer and he will indicate the date from
the officer will ccmcrce signing the cheques “together with the number off
cheque that will be signcd by him it will nct be necessary to send an a@
cheques @ drawn deily to the Bank). An immediate intimation to the num
the chcque bogks brovght into use will also be sent to the Bank.

15. Payments sgainst claims other than Bills of D. D. Os Including Pension I
on Geveri ment Securities Bills Refund Voucher D.R. Os/cct. ctc.

The cxisting practice of making these payments will continue as here-to-forés

16. Payment of Remittance Transfer Recejpts Cash Orders and Cheques Dral
Sub-Treasvries etc.

The existing procedure of issuing a simple pay order ‘Pay’ “enfaced
documents will be continued.

17. Account Retuyrns to Le rencered to the District Treasury

Consequently on the introdiction of the cheque system of payment, thefol
returns should be furnished by the Assistant Treasury Officer to the DistrictT
Officer to alongwith the Siaha (in duplicate) : i

(i) Schedule of cheques issued during the day, (This will be a copy of the Regi
cheques delivered). i
(ii) List of Treasury Cheques paid during the day, supported by paid[cheq_u'

(iii) A monthly schedule”of uncashed cheques?with a plus and Minus Memoi
will also be’ sutmitted by the Assistant Treasury Officer to the District j

Officer alongwith the last Siaha of the month, (in duf
This monthly schedule of uncashed cheques should give the fol
details : —

[
(a) OpeningZbalance.

: !
(b) Cheques issucd during the month (amount to b>_specified).



Sheques paid during the month (amount to be specified).

osing balance (Cetails of closing balance, cheque numbers, date and amount).

The Ireasucy Officer will incorporate the requisite information/cetails in the
) list of undrawn chcques for the District Treasury as well as in respect of
Suries, under him, from the ahove docum:ats. H: will r:taia oaz copy ot
& Schedule of Uncashed Cacques alongwita plus and Minus Memo’® pertaining
i iy and send on: copy the::of to th: Accountaat  General, 1 Punjab

§ consolidated List of undrawn cheques.

[ paramount importance 10 realisz that the reputation’ of a  Subtreasury
" ths promptnsss  of payments. No tiouble should be considered too great
fant Treasury Officer in enforcing prompinzss of payments of bills received.
Should be passzd the Sarii> day ani th: m>c comdlicit>l onzs within 72 days

Caxquzs suld normally b ready for  dilivery within 2 or 3 days
fihe bills in the sub-treasury, if not on the samc day.




FORM NO. SPC-1 A& T 701
[(See Paragraph (2) (ii)]
Register of Bills received
(To be maintained department-wise separately for bills of Gazetted Officersand other bills)
Department—— —— —— — . _Office —— — - —— —
/ I Disposal with date Ifi‘\ﬁf“r'SOOf
Date bills together Net L= Date passed |
! ' Token Sr. No. amount | N L L on to the Cheque No., Initials of
| No. of bill cheque and date x
Passed { Objected Bill clerk/ Section
| Assistant
= 2 5 6 7 8 9 10
D o =MbYy (221 [T O O = "N il MRS o ey o e o
=)
LSt EE T — o < -+ T i
Signatuie of No. of bills No. of bills
Token Clerk receiyed received

Signature of bill
Clerk

Sigaature of Cheque
Section’s Official




A

Sr. No. Token No. Nature of Bill By whom drawn Amount Remarks
o
O
|
I
‘ e 1= =z == o e
¥ - "'ﬁ)-' T = by — ~—r —




SPC-3 Dated.................. 19

(See paragraph 3 (ii)

Office of the Sub-Treasury....................... i e A
Intimation
Your Bill for RS....ooviei i, receivedion the S
hastbeen! pasSed for RS o please send your messenger with your acknowledgment at foot duly
stamped, with Instructions to make it over to paying office after actual receipt of the payment. Token NoO...........

(or this intimation when the bill has been sent by post and no tokcn received) should also be sent as evidence of
identification in addition to the signed acknowledgment.

Signature. . .......c.oieiniae. ..
Asstt.  Treasury Officer.

N .B.—Government accepts no reSponsibility for any fraud or misappropriation in respect of money or cheques made
over to a messenger.

Acknowledgement
Received by cheque Rs...... ], FT NI - TR S I N A SN ‘,
from the. . T in payment of bill No.......................
dated the. . .........c.cveein......19 G A G OTI  s
IO = s s
Pated s i s B Signature

Designation

Name of messenger to whom

861




Dat Opening balance Particulars of recipt | Teceived Total Particulars of jssue No. Isssuec in hand
. = —
e
| |
! -
; f
' |
? !
| ‘
! !
|
|
|
I
|
|
4
!
1
; |
|
1
—————i . — - l

661




SPQC.—S

~ [(See paragraph 6 (iii)]

Register of Cheque Forms Issued to the Cheque Section

A & T 705

| TS W - b e e AR e S pee—
No. of cheque | No. of forms | No. of C.B. Initials
OB Receipt Total Book/Forms | cancelled Sr. No. No. From To of
Date o issued) actua- cancelled ATO
No. From To No. From To| No. FromTo | lly signed
by ATO).
1 2 3 4 6 6 7 8 9
L8 N
@
(=)




£ 2”5 e

Injtials of the
cheque writer

No. of blank
cheques given

No. of cheques
returned

Name of the
Cheque writer

Written
From
From

To To

Unused
From

To

Initials of cheque
writer

Initials of
ATO.

10C



A & T 708.
S.P.C. -8
(See paragraph 7(i) (b)
OFFICE OF SUB TREASURY....
Retrenchment slip dated-- —— —— — .
Rs. Es

Amount of pill
Deduct

Passed for payment

(4V4

Reason for deduction

N.B,

. —It is requested that this memo. may be returned with any répresentation that the Goyernment
on this subject,

Servants may wish to make

Assistant Treasury Officer.............



S.P.C.-9

(See Paragraph 8(i)
Cheque Memo
Memo of sums included in cheque No.-—.. — —— ———Dated— ———— —« — —————19
Drawn by the——— - ~ —— ——— —————— in favour of— — - — —— - —— —~——— ——

Amount

£0C

Particular e s
Rupees paise

4. e i i} - T 3 R L I o L
5.




S P.0.—11

(See Paragrapes 8 (vi)

Register of Cheques delivered. A&T 711
Sub—Treasury o T B - - L .. <R _ Date : X A=
- A l - o . £ = = == s 8, a2 -
| | | |

[ |

No. of | To whom paid | Token Description of j Amount Acknowledgement of Payee
Cheque i No. Charge. l
| . 3\

1 2 3 4 5 6

v0C




Balance of previous day

No. of cheques signed to day (as per Cheque Book) 2

Total __

1114

Number of cheques delivered today (as per register of Cheques delivered)

Balance in hand to be deposited in safe

Total

Token/counter Clerk
Assisttant Treasury Officer.




S.P.C.—15 A&T 715

This forms will be printed with the first column containing numbers 01 to 99 and 00. The digits for hundred and
thousand being left to be entered in manuscript at the top and bottom of the column by the Clerk using it,
TOKEN REGISTER. ;
"~ ™Token No. Tst ond 3rd ~dth = Sth "~ “Upto . 31st

00.\10\

4
10.

90¢

|
- = T o = wr— - v"w - e - e e - S p—
Explanation :—Against the number of the issued enter in the colum, 1 of the Date on which it js issued the nnmber of the

Major head of charge (e.g. ‘2052—Sectt. Genl. SoruiceS’ Against, all tokens, received back enter the letter ‘R’ (i.e. redeemed) in

he column of the’Date’ on which they were redeemed.
Opening Balance

Xl R TRE et v

No. of tokens redeemed

Total

No. of Token Issued

Closing balance in hand - [P Sy
No. of tokens not in hand

fotal No. of Tokens in Stock. - =
Initials of: e _




TOKEN CENSUS REGISTER

Month of ;

26 . 51 76

02 27 52 27
03 28 53 78
04 29 54 79
05 30 55 80
23 50 75 100

s s — = S——

Note: The digit for hundred and thousand should be entered in manuscript at the top and btottom of each coluwn to indicate the

numbers of token above 100 onwards,

LOT



Subject Pare Circular No.
No. N
\
1 2 3 |
Audit Objections/Paras 1
Submission of reply py the 4.38 13/206/79-4 B & C/5255
Deptt, of Accountant Genéral Dated 26th June, 1980.
Punjab.
Guide lines for  Conducting 4.39 OAD/C/HQ/86-87/77
Local Audit. dated 13th March, 1987.
Review of old audit opjections 4.40 RAT/ST/DP-MISC/5734
dated 2nd April, 1987.
Nomination of officers 4.41 13/8/87-FP11/5561
dated 7th May, 1987.
Clearance of outstanding 4.42 13/1/87—FPII—6661
dated 3rd June, 1987.
Expeditious settlement of— 4.43 WHQ/Office Order/’
10-—2/87-88/416, dated 30th
June, 1987.
Guide lines for the expeditious 4.44 OAD/C/HQ/10—2/87-88/89
settlement of — dated 2nd July, 1987.
Guidelines for the expeditious 4.45 CA [9—6/0/S/Paras/87-88/3505 ..
settlement of outstanding audit 30, dated 9th July, 1987.
objections.
Forwarding the copies of fina- 4.46 2(i)8/87—IFP. 1V/807
ncial & AdminiStration sanc- dated 20th October, 1987,
tions to A.G. Punjab. .
Supply of copies of Contract/ 4.46 A 9/34/86—2FCR/7867
Rate contracts. dated 21st May, 1986.
Supply of copies of Contracts/ 4.47 2(i)/18/87—IFP—IV/842
Rate to Accountant General dated 3rd November, 1987.
Punjab.
Advances (L oans)
—to the Punjab Govt. emplo- 7:33

yees,

F.D. Loans—87—S.0.1./13793 ..

dated 12th October, 1987.
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. employees 7.34
Govt. emp'oyces 7.35
¢ barred claim 18.24
count of DA/ 18.25
returns in  con- 1.26
he preparation
v
the year
eturns to the 1.30
ge in connection
tion of the
for the year
owance
f Transfer 10.22
rding)
t. employees 1023
cas,
. employees 10.24
yees posted 10.25

hibzada Ajit

/Ad hoc Dearness Relief

A

employees 9.70
of 2000/

Circular No. Puze
N(i
3 i

F.D. Loans—88—S.0.1./865
dated 27th Janvary, 198%.

F.D. Loans—88—S.0.1./1838
dated 18th Feb., 1988,

No. 11/45/86—TFP1V/364
dated 21st May, 19¢7.

No. 4/24/87—3FPI/3259
dated 24th March, 198R.

1/18/85—B&C/9805
dated 16th July, 1985.

No. 2/1/87—FB1/5461
dated 4th May, 1987.

No. 3/1/86/5FP1/6715
dated 4th June, 1987.

No. 14/9/85—5FPI/12237
dated 9th November, 1987.
No. 14/20/85—5FP1/1304
1st Fep., 1988.
14/11/83—5FP1/2393

dated 1st March, 1988.

15/7/82—3FPI/11296
dated 12th October, 1987.

&0

80--81

1—26

27—58

88




Subject Para Circular
No No.
1 2 3
fo the Tunjab Govt. employs- 2.66 No. 4/14/86—3 FP 1/4649
e dated 10th April, 1987.
To the Punjab Govt. employees 9.67 No. 15/7/82—3 FP 1/69¢0
in the pay ranges of Rs. 2000 dated 11th June, 1987.
an?d above.
. io the Punjab Govt. employes. 9.71 No. 4/24/87—3 FP 1/13243
dated 3rd Detembper, 1987.
To the Punjab Goyt. Pensior- 13.124 No. 16"56‘/84—- FP 111/8181
s, dated 15th July, 1987.
To the Pensioners. ) 13.129 No. 16/66/84— FP I11/366

dated 8th January, 1988

Delegation of Powers

To the Administrative Deptt. 14.52 No. 1/24/87—4 FP 1/6944
for determining 2 number of dated 10th June, 1987.
selection grade posts where the

sclection grade already stands

proyided.

Clarification regarding. 12.42 No. 5/21/87—IFP 1/1401

i dated 4th Fepruary, 1988.
||

Economy in Expeaditure

i
: i
il Austerity measures-drought situ- 19.10 No. 5/30/87—FB 1/11303
i ation in the s‘ate, - dated 13th October, 1987.
i Austerity measuces-drought situ- 19.11 No. 5/30/87—FB 1/13955
I ation in the state. dated 23rd Decemper, 1987.
il During the year 1988-89 19.12 No. 5/6/88—5 FB 1/3391

dated 30th March, 1988

Function of Staff Inspecticn Unit .

Procedure and time limit for 20.61 A No. 1/2/86—CA-S1U/(1) 86
the implementation of 'the recomme- dated 8th May, 1987.
ndations-of th: staff Inspection

Unit.




of office.

of office.

i

fof accornt  of
‘Employees.

isation of residen-
" adjustment  of

8f class TV account.

lbout rvart final
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- power fo the

plls. ot Punjab
g non refund-
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nt Fund for

e Scheme

of Major Head
¢ 2nd Pension

‘of accounts
n of interest

lion thereot.

Circular No Page
No
3 4
No. 6(44)-87 —IFp 1V/1015 75
dated 18th Decemper, 1987
No. 102)-86—IFP 1V/124 74-=75
dated 12th Fepruary, 198¢.
No. 12/35/78—4 FP 111/5458 76
dated 6th May, 1987.
No. 9/1/87—4 FP I1I/7171 i 76—77
dated 18th June, 1987.
No. 9/5/87—4 FP 111/7623 7778
dated 29th Juue, 1987.
No. 9/10/87—4 Fp I11/11575 78
dated 20th Octopber, 1987.
No. 2/8/86—4 Fp 111/13592 79
dated 15th Decembher, 1987
216 /87—4FP. 111/2386 .e 79
dated 1st March, 1988.
6(2) —86—3FPIV/306 168—171
28th April, 1987
6(3)85 —3FPLV/439 1==175
dated 22nd June, 1987
I(V)13/87 —3FP1V/802 173—175

Dated 10th November, 1987

TR . A




Subject Para Circular No.
No.
1 2 3
—Promotion with retrospec- 22.49 1(V)12/87 —3RPIV/1000
tive effect—Clarification dated 16th December, 1987.
regarding,
lnterim Relief
—to the employees of Uni- 9.68 4/20/87--3FPI/ 11111
versities and Institutions _ dated 6th October, 1937.
Clarification regarding 9.69 No. 4/20/87—3FPI/11118
dated 6th QOctober, 1987
—to the Pensioners of the 13.127 1/44/87 ~1FPIII/11362 ..
Govt. of Punjab. Dated Chandigarh the 14th Octoper,
1987.
—-to the Pensioners of the 13:132 1/44!87—-1FP/111/3716
Govt. of Punjap dated 30th March, 1988.
Pension
Implementation of the Judge- 13:1:23 No. 16/39/85—IFP.111/4820
ment of the Suprem€ Court 9th April, 1987.
of Inaia.
Pension payment Order —Pre- 13.125 9/1585—1FP. 1178480
paration of 4 Pension Calcu- dated 23rd July, 1987.
lation Sheet,
—Preparation of a pension 13,126 No. 9!15/85-1FPII]/8727
Calculat’on Shee tregarding. dated 30th July, 1987.
—Discountinuance of thez 13.128 No. 16/76/79—1FPI11/13970
reduction of pension equiva- dated 28th December, 1987.
lent to gratuity from the
pension of pre—10th June,
1951 entrant Pensioners.
—Payment of Provisional Pen- 13.129 No. 9/37/85—1FPIII1/7776
sion/Gratuity A Dated 2nd July, 1987.
—Payment of provisional 13.130 3/56:86 —SFPI11/414
Pension/gratuity dated 11th January, 1988.
Implementation of the Judge- 11351131 No. 1/12/86—2Fr /600
ment of the Supreme Court. dated 14th Jannary, 1988.
fay
Removal of ceiling on the 14.53 No. 9/242/80—FPI/10553

total of pay and non practi-
sing allowance

-

dated 16th September, 1987.
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Para Circular No. Page
No. No.
2 3 g
14.55 No. 6,47/86—IEPII/2501 121
dated 7th March, 1988.
20.61 No. 4/5/87 --6FPC 141—144
4th June, 1987,
20.66 No. 2/9/87—FBI, 2192 167
dated 24th February, 1988.
20.62 No. 8/1,;87 _3FBI/10484 . 146150
dated 16th Septemper,
1987.
20.64 No. 8/2/87 —3FBI/1928 152—154
dated 18th February,
1983.
20.63 No. 5/28/87—3FBI/10829 151—152
dated 25th Septembper,
1987.
20.65 No. 9/28/87 —4FBI/2093 155—166
dated 23rd February, 1988.
14.54 No. 1/52/87 —4FPI/13424 121
dated 9th Decembper, 1987.
14.51 No. 7/93/85- 4FPI/5956 119

dated 18-5-§7
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Subject

Treasury

Introduction  of Cheque
system

Introduction  of Cheque
system

Fraudulent withdrawals

_’!‘@velling Allowance

Mileage Allowance for Journey

on foot and bicycle.

= o — = S e

Para Circular No.

No.

2 3

23.10 I/M/273/86 (AD T & A
12532--29th Septem.ber,
1987.

23.9 [/M/273/86 (AD) T & A/
12532 dated 29 Septemper,
1987.

17.7 I, M/478/85 (AD T & A/
4911 dated 22nd February,
1988.

15.62 3(iv) 10/87~—2FPIV
Dated 30th November,

1937.

714—19-1-86—5,000—Punjab Govt. Press, Patiala.




