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of selection grade-amendmrnt of the service rules

erence on the subject cited above and to say that in pUrsuanse of the
tions of the Second PUnjab Pay Commi~8ion, necessary instructions regarding

Jectlon gi ade in various cadres of the State Government were issued vide
tter No. 8/30170- FR(5)! J 845, dated the 3rd March, 1980 and the instructions

time to time in this regard were SUbsequently consolidated vide circular
7/25/84-5FRjI1l60, dated the 291h October, 1984. In these instructions,

vlded (besides other conditions) that selection grade ~ilJ not be admissible
r un less he has completed 15 yea r'S service. The service should either be

Ic scale where appointment to the basic scale is from 'he point of fresh
service Or as ·the gum total of the employees- service in the basic scale and
scale next below. Although these instructions Were issued as long back as

1980, yet it has b ien seen that the D~plrtmental Service Rules have not so
amended so as to confirm to these instrucrio-, s. It is directed to request
timate whether there exists <! n.ovision in any of the service rules Under
nnent where Under an officer having less than J 5 years service may become
the grant of selection grade. A copy of the relevant rules co.itaininp such
may also be supplied to this Department.

S. Maximum ceiling of Pay plus Special Pay prescribed in sub-rule (2) of
the Punjab Civil Services (Revised Scales of Pay (Rules, 1979

. I/S2j87.4FPIjI3,424 dat,d,. Chandigarh the 9th December, 1987)

erence 0.1 the subject ciJed above and to say that clarification has been
various Departments as to whether or not the ceiling of p.lY prescribed in

2) rule 7 of the PUnjab Civil Servi ces (Revised Scale s of Pay) Rules, 1979
of the special pay.

been co isidered at le.igth aid the President of India. is
clarifv that the ceiling of POlY of R~. 2,750 pescrib id in the rule ibid is

of the element of the special PlY, wherever a-imi isib le.

This is in supersession of all the clariftc'irlons/advice earlier ( given by the
t of Finance in the matter.

dated 7th March, 1988)



CHAPT€R 15

TRAVELLING ALLOWANCE

15.62. Mileage Allowance for journeys On foot and b.cycle.

Reference On the su'iject noted atove and to State that il has been dcci
Government that the existing rr.t e of roads mileage .tor journey on ordinary
tioned in paragraph 9 of the i.ist-uciions contained in this Department's circ
No. 31/36/79 (7)-FR/204, dated the 8th January, 1980 shaH also be adm
journey On foot.

2. You are requested to bring these ins.ructions (0 the notice of all rI
mcru officers/oft icia ls under your control for ffi':licl\lous compliance.

3. Necessary amendment of the rule's will be made in due course·

(No. 3 (lV)/10/87-2FP IV/ dated, Chaud.garh the 30lh November, 1987)
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CHAPTER 17

llEM.TfAl CE TO AND WITHDRAWAL FROM TREASURy

FraudlJl~nt wrdhdrawals from fie Treas.ir ei/B -nk .-Supply of l.st of Bills
pa cd by the Asstt , Treasury Off iern, 10 the Bank,

ee Punjab Gov.::rnment Department of Finance endt. No. 25914-TA (AT-
19063-75, dated 15-11-1985 and No. 25914-TA (AI-Misc.-478)!86!J31-2J6
., 1986 on the above noted subject.

ystem of payments by cheques has been introduced in [he sub-ucasur.es
here whole nm ; Assistant Treasury Of:icers have been posted wih effect
1987. The sub-treasuries, where th:: Cheque System has been introduced, are

lIow ibe p ..eccd urc prescribed Under the Cheque System. Accordingly the
.contained in this Departme n t c ir cula rs dated 15-]]-1985 10 2-1-1986,

Ye, may be treated to have been withdrawn from the date of introduction
System in the sub-treasuries concerned i.e. the concerned Assn. Treasury

nO mOre- be required. to se.,d Ijsts of bills passed to the bank (s)
>,.:r,ll1elt cash business.

regards the sub-treasuries where cheque system has not been introduced
tim: Assrt, Treasury Officers have not yet been posted, the insuuctions

5 and 2-I-J986 above referred to will remain opzrarive tbere ur and will
Iollowed as heretofore.

dated, Chandigarh the 22no Feb, 88)

Bank (s) Concerned may please be informed accordingly and compliance
by you.



18.24. Arrear s claims sanction to the investigation and adhoc paymcn' O'

barred claims.
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CHAPTER 18

hRREARS CLAiMS

Reference on the subject noted above, It is '0 clarify that the instr
contained in this Department's circular No. 22-9-82-4FR/9556, dated ibe 31H
1983 \Vere/ar~ in supersr ssion of those contained in this Department's circular
No. 4097-5FR-70/l5802, dated the 1st August, 1970. Thus, the instr
contained in circular letter No. 4097-5FR-70/15802, dated the Ist August, 1970
be deemed to have been withdrawn w i'h effect from the 31st October, 1983.

(NO. 11 (45)86-IFP. IV/36t.1 dated, Chandigai h the 21st May, 1987)

18.25. Payment of arrears on account of grant of dearness allowance
relief-regarding

A referenee is invitfd to the subject cited above and to say that according
provisions contained in this Department circular letter No. 4/24/87~3FPI/13243,
the 3rd December, 1987 (vide which the instalment of dearness allowance with efre
the l st July, ]987 on wards was sanctioned) and Notification No. 4/20-87-3FP
dated the 24th September, 1987, (vide which the interim relief was granted with
from the 1st January, 1986), it was, inter-alia, provided that in the case of (
who were no' ligiblc to subscrib~ to the general provident fund, the amount of
shall be invested in the purchase of National Sayings C;rtifica'es from the post
in the State of Punjab.

2. The matter ha!'! been considered fu rt her and Ihe President of India h
pleased to decide that in the case of employees of the Universities and the
managed rccoganize.j aided colleges and schools and in case of those Go
employees who are not eligible to contributl! '0 the General Provident
amount of arrears on account of grant of dearness allowance and interim re
be invested either in the purchase 0; National Savings Certificates from 'he Post
in the State o" Punjab or invested in the National Savings Scheme in the
Punjab at the option of the employees concerned.

This decision shall also be applicable to the payment of arrears on a
revision of SCales of pay of the teaching personnel of the Universities and
already notified vide Department of Education Notification No. 10/14/87-5
dated th~ 12th Ja.nuary, J 988.

(No. 4/24/87- 3FPI/3259 dated Chandigarh, me 24th March, 1988



125
CHAPTER 19

ECONOMY

O. Austerity measures in rhe context o~ the drought situation in the State.

the context of Ihe current drought situation ~he Government has decided to
ut econemy in expenditure '0 make funds available to meet the expenditure
relief. For this pUlPOS~, th~ folio .vin~ economy measures may be adopted

o expenditure should be incurred in the current year on new plan or non-
plan schemes which have not physically commenced by the 15th October, 1987
except where they are rela red to drought relief. The implementation 0'-

the~e schemes should be deferred to the next year.

A time bound action programme may be drawn up for reviewing all prog-ra
mmes and activities with a view to prioritising expenditure, So that expenditure,
on in essential and low priority items are reduced or eliminated. This review
may be conducted for programmes and activities to be completed over a period
of three years. The Departments may identify one-third of the budget which
can be covered in the current year. The review Should be completed by the
31st October, 1987, So that the result thereof could be reflected in the Budget
Estimates, 1988-89. There should be no reluctance to give up a scheme or
activity incase it is establish-d to b~ w i st e f'ul and incapable of being effectively
administered or managed.

may be ensured that the exisnng personnel, Who become surplus as a result
thereof arc deployed on new activities and schemes instead of making recruit-
ment of staff for new activities and schemes.

The expenditure on dinners, lunches - and receptions may be drastically
reduced. The practice of requiring public sector undertakings and other
bodies to meet expenditure on such entertainments should be discontinued

forthwith.

All festivals, fairs exhibitions for which firm commitments have not been
made by the 15th October, J 987, should be postponed till the end of the
current financial year. Even where firm commitments have been made, the
proposed expenditure should be carefully scrutinised and all inessential and
oStentatious items Should be CFt out.

The training programmes during the remaining part of the current financial
year should be scrutinised and deferred to the next financial year. If for
reasons of policy, any training programme cannot be def(rred, prior con-
currence of the D.;!partm .nt of Personnel and Administrative Reforms may
be obtained before undertaking it.
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(6) Only such publicity or publication should be undertaken which relates
drought or d:{;\Jpm:atl\ w rk of Gov.rn m int with due regard to consid
at ions of cost effectiveness and t;l~ir r~l:vance to the current situation.

(7) There s;1J'Jld b~ no p rrchas : of n cw fixtures/furnishings soldy b.cause

a change in incum'r-nrs of the of -ce s,

(8) Ten per cent ec momy cut alr:a-:iy im1)y;,"!d by the Department of Financ•
. vide circular l etter Nl. 2/5/37-F3I13425, dated the 31st March, 1987. sh

be strictly adhered to on travelling and pu rchase /hiring/running of staff
SJ as to achieve physically ten per c in t reduction in fuel consumption.

(No. 5/30/87-FBl/ [1303 dated 13-10-1987)

During the year
including up gradation

1981-88 a complete
of posts on Plan

ban on the creat.on of
and Nor. -Plan sides, was

the new
imposed

19. I I. Austerity measures in the context of the droughl situatioa in the Slat.

In a~dition to toe various austerity measures imposed in the context of
drought situation in th : State-vi je circular letter No. 5/30/87-FBI/J 103, dared
13th October. 1Q87 issu ~d hy the D p -rrrn .nt of Fin a nce, it has been decider] by
Governrmnr tiat v~ry rcstrictc i cxpn I tu re Should be incurred from Government fu
on printing and distributio i of ClI .ndirs, diaries, greeti ng cards, personal letter h
and other expensive items in connection with the new year and other festivals.

No. 5/30!87-pBI/13955 dated, Chandigarh the 23rd December, 1987)

19.12. Economy in Exp::nditure during ihe year 1988-89.

In view of the continuing constraint 0:1 financial resources, it is con id
necessary that utrn ysr ~ecJ'1omy siould y! o')s:rved in the State Fxpendirure.
Government has, therefore, d ecid ed that th : me asucs adopted during the y ar 1987
Should be continued with effect from the 1sr Ap 'i1, 1988, for effecting economy
expenditure during the year lQ88-89 as ;oJlOW3 : -

A. 10 Economy cut on the Non-Plan Expendlture-r-

To achieve the afore-mentioned objectiv, it has been decided to impose
minimum cut of JO% on the non-committed portion of the Non-Plan expenditure du
the year 1988-89 Accordingly, the Non-Plan exp .nditure to be incurred by the vari
Departments (excluding the liahilitis 0'1 accou nt of interest payments, p;nsio

.• benefits: salary, stipends, rmintenancc exoendi turf anti Commercial Wing of the P
Roadways) Should be reduced by ten per cent as per Appendix. The expendi
during the period from the 1st April. 1988: to the 30th September, 1
is not to exceed fifty per cent of the amount shown in column 8 (except in
case of the entry at serial No. 411 of t;le Statement),

B. Ban on creation of posts-
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2/5/87-5FBI/342S dar xl tile 31st March, 1987. It has been decided that :-

(i) the complete ban placed during the Year 1987-88 on the creation of new
Po IS including up g "a'i1tion of posts 0:1 Plan and non-Plan Sides except
in exc ptional circu msrnnc :s, shall continue during ih : year 1988-89 as

w-Il, a-id

an exercise should be under taken to locate surplus staff in different
Dep.?rtm~nts and divert them to 'he areas where they are required for
the execution of the pIa:! Programmes 1988-89.

iction on the use of telephones

has been decided that the Subscribers Trunk Dialling facility both a: office
nee should be restricted to t+e Admlnistrat ive Secret arles, the Join t Secretaries

Heads of Departments HS heretofore. In case of couples in service, where both
and wife are entitled to telcpho.ies at residence, only one telephone should
. However, their entitlements for local calls may remain intact.

outside the State

be taken outside the State. They may be used for
tour to Delhi! Shimla only by the Administrauve Secretaries the Jolnt

to the Government and the Heads of Departments.

In case it is essential for an office below the rank of Joint Secretary/
Department to go on tour to Delhi, he should use the mode of travel to which
Itd. He would, however, be reimbursed taxi charges from the Bus Stand/Railway
'CPortto th~ Punjab Bhawan and back and also for attt nding official meetings.

) It hes be in o'rs erv ed that the various Departments of the Government do
tely uSe the office of t hc Resident Commis iinncr at Delhi for sorting out
with the Government of Indi?.· In future, it should be ensured t nat the

Commissioner or the Deputy Secretary it! his orrice is associated with 'he
meetings in the Govern men t of India a-id fol\ow ..up action after the meeting
CI'.II} be left iO the office of the Residen t Commissioner. This would obviate

'ty of officers of the Slate Government going ~on tour to Delhi for follow-up
for sorting out routine matters.

purchase of Motor Vehicles by the Department of tht.' Government

complete ban on the purchase or motor vehicles by all the Departments of
Onernment except those required for the use of Slate Police Force imposed,-
Jar letter No. 91/84-B&C (1)/4444, dated the 23rd May, 1984, shall continue

1988-89. This ban will not, however, apply to the vehicles r::quired for
the Governor, the Clief Secretary, the Additional Chief Secretny, the



(i) Additional allotment of funds will not be made
for office expenses. The exp:: ndi ture should be restricted to the Budget pr
available during the year and no Iiability on this account should be carried fo
to the next year. To ensure this all the Controlling Officers should monitor
expenditure regularly.
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Financial Commissioners the Administrative Secretaries to the Government, the Co
oners, of Divisions, the Deputy Commissioners and the Sub-Divisional Magi t

General

(ii) The expenditure :on travelling should b-:: cut to the required extent
laying down norms of touring by various functionaries in the Department and en
that no liability of pending Travelling Allowance BiJls in respect of journeys durin
year is allowed to accumulate for payment during the next year.

(iii) A time-bound action programme may be drawn up for reviewing all
rammes and activities with a vie w to prioritising expenditure, so that expendits
inessential and low priority items are reduced or eliminated. There should
reluctance to give up a scheme or activity in case it is established to be w
and incapable of being effectiv ely administered or managed. It may] be
that the existing personnel, who become su rplus as a result thereof are deploy
new activities and schem~ instead of making r cruitment of staff for new act
and schemes.

(iv) The expenditure on dinners, lunches and receptions should be frugal.
Public Under-takings and other bodies should not be required to meet expendit
such entertainments.

(V) Prior concnrrence of the Department of Personnel and
Reform~ may be obtained in r~,;p~ct of eaci training Pt'ogramm~ before

(vi) Th~re should be no purchase of new fixtures/Furnishings
change in incumbent of the office.

(vii) Very restrict ed expend irure should be incurred from the Government
on printing and d istrihu tio n of calendars, diaries, greeting cards, personal letter
and other expensive items in connection with the new year and other festivals.

2. It is re q nested that ne cessar y steps may be taken immediately to ensur
the instruc.ions con'ain~d in the preceding paragraphs are implem~nted strictly.

No. 5/6/88-5FBI/339I Dated Chandigarh , the 30lh March, 1988.
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APPE~~DIX

Un thousands of Rupees)

•... ~, __ .:P""C'W!".s. .•.. - . .~z= c.; ~"- '" -_77'''- "1';" 7G-'ze-::rr---- ___ ~_QM2!£

serial Demand! Major Head of Budget Salary/ Balance 10% cut Balance

No. Appropriation Account Estimates committed on Col. 6 provision
~988-89 portion of available
(Non-Plan) 001.4 to the

Department
(including
Salar ies)

[Col. 4(-)7(

2 3 4 5 6 7 8

Rs .. Rs. Rt. Rs. Rs.
1. l-Agriculure and , 240 I-Crop Husbandry

Forests 7,49,13- 6,59,79 89,34 8,93 7,40,20 -w0
2. 2402- Soil and Water

Conservation 3,36,03 3,08,48 27,55 2,76 3,33,27

3. - 2406-Forestry and Wild
Life 3,91,05 2,80,79 1,10,26 11,03 3,80,02

4. 2415 = Agriculura! Research
and Education 14,23,97 12,32,97 1,91,00 19,10 14,04,87

5. 2415 +Agricultural 'Research
and Education
(Forest) 16 16 )5

6. 2435-0ther Agricultural

, -

12.

13.

2403- Animal HUSbandry 13,51,52 11,31,19

5,00

2,20,33

50

22,03

4,50

13,29,49

11. 2-Animal
HUsbandry anI!
Fisheries

224S-Relief on account of
Natural Calamities

5,00



4. 2
14,23,97 12,32,97 1,91,00 1-9,10 14,04,87

5. 2415 =Agrlcultural Research
and Education
(Forest) 16 16 1 15

6. 2435-0ther Agricultural
Programmes 23,72 21,42 2,10 23 23,49

11. 2-Animal 2245-Relicf on account of
25,00,00 2,50,00 22,50,00

Husbandry ant! Natural Calamities
Fisheries

12.
5,00 4,50

2403- Animal Husbandry 5,00 50
13,51,52 I

13. 2404-Dairy Dcvelopme.t 11,31,19 2,20,33 22,03 13,29,49

14.
54,67 ~4;14

2405~Fisheries 49,42 5,25 53,

1~.
61,57 60,84

2415~AgricuJtural 54,28 7,29 73
Research and
Education

1,48,39
16. 3-Co-operation 1,45,12

2425, --Co-operation 1,15,66 32,73 3,27

17; 4425-Capital Outlay on
6,76,34 6,71,93 -6,32,20 44,14 4,41 w

Co-operation
:2.5,00

18. 642~ -Loans for Co-operation 2;,00 2,50 22,50

19. 4-Def'ence Services 2235- Socia I Security and
<2,UO,oo 19,80,0022,UO,00 2,20,00

Welfare Welfare

20.
81,61 77,49

3604- Compensation and 40,36 41,25 4,12

Assignments to
Local Bodies and
Panchayat] Raj
Instil ut ions ')

21. 5,-- Education
...•00,00

1,80;002058~Stationery and 2,00,00 20,00

Printing
5,03,10

22.
23.

2202~General Education 3,1:2,01 ' 1,80,75 3,22,35 32,24 4,70,86

2204-Spo;ts and Youth ' ,52 3,11,45,05
Services 3.06,36,86 5,64,66 56,47

3,86,41
2,62,65 1,23,76 12,38 ~,74,03



(In.rnousands of Rupees
c::s.,'. '.,.. . ( ..... - .... -- D~-b'" ~,

p-'--'& .- 'A •.• -:.'.:::;' 7zp = - ~- -- ..--at'

Serial Demand/ Major Head of :Budget Salary/ Balance 10% Cut :Balapce
No. Appropriation Account Estimates Cornit te d OP ,provision

1988-89 portion ,Col. 6 available
\ (Non- Plan) of, Col. 4 .to the De-

parrmenr
, (including)

salaries)
[COl. 4
,(,)7 [

2 3 4 5 ,,6 7 .8

.24. 220;-Art and Culture ;36,31 '28,58 7,7.3 77 35,54

25. 4058-,-capital Outlay on EStationery and
Printing 8,40 8.~0 84 7.?6

26. 6202- Loans for Bducattous,
Sports, Art and
Culture 70 70 7 63

27. .6-Electiops 2015-Electio s 1,30,30 60,45 69,85 ,6,98 1.233

28. 2075-MisceJlaneous,
General Services 35,17 11,43 23,74 2,37 32,8,0

29. 7-Excise and 2039-State Excise
Taxation 2,27.77 1.97,56 30.21 3.02 ,2.24.75



47,73 40,03 7,70
35. .2054 ~Treasury and Account 77 4696

" ,
Ad!Din istrat ion 4,03,69 3,87,84 15,85

36. 2070-0ther Administrative 1,59 4,02,10
Services 2,27,53,,69 2.23,74!36 3,79'~3

37. 2051- Pension and Other 37~93 2,27.15,!6
Retirement Benefits 78,00,00 78,O~,OO

.48. 2071-M isceellaneous 78,00,00
, \ .,

General Services 4,69-00 4~69,OO

39. 2235---::-Social Security and
46.,90

4.22,10

Welfare 3.50,00 3,50,00
,40. 3451 -Secretariat Economic

,35.00 .3,15.00
Services 9!91 7,~

....•
,2.45 VJ

25 W
41. 6003-,.!nternal Debt of 9,66

I ,

the State Govern-
ment 11,13.15,,63 11,13, 15~63

.42. 6004-Loans and Advances ' l1,t3,15!63
from the Central
Government 2.11.,27,62 2.11.27.62

43. 76jO·-Loans to Government 2,11,27,62
Servants etc. 2,41.«> 2,41.60

44. 7615-Miseellaneous Loans 20.00 ,20,00 --- 2.41.60
45. 9-Food and 3456-Civil .Supplies 20,90,

Supplies 3,ll.31 2.85,28 .~6,O3
~6. 4408-Capital Outlay on 2,60 3.08,71

Food, Storage and

~<o
Warehousing 5.15.46,06 5,15,08,32 37,74DfJW ...l-. --~- nr _.,.

C' ';'.l- e ••••j) £ll' 'i - 0 •....'
G

~~, 5,15.42,29
..••..;-~ ".-!--:-:s..'- .



"



62. 2014-Arlministration of
Justice 21,78 20,23 1,55 15 21,63

63. 2014-Administration of
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-JaiJs 6,97,54 4,17,64 2,79,90 27,99 6,69,55
68. 2070-0ther Administrative -Services 8,30,88 7,78,08 52,80 5,28 8,25,60 VJv..
69. 2075-Miscellaneous General

Services 20 20 2 IS
70. 2235-SociaJ Security and

Welfare 11,90 10,30 1,60 16 11,7471. 2239-Social Security and
Welfare 67 67 7 60

72. 2252-0ther Social Services 3,23 2,80 43 4 3,19
73. I3-Industries 2057 -Supplies and

,
Disposals 20.77 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 ...•. #-- ........--
Industries 5,14,45 4,35,10 79,35 7,94 5,06,51zA ..•• --._ ~. w•••• ... -



(l~ thousa:nd~cor C Rupee) .

.....-:::r= -~, =0= e - -
2 3 4 5 6 7 8

Rs. Rs. Rs. Rs, Rs.

76. 2852~Industries 6;00 5,42~ 58 6' 5;94 '

77. 2851-Non-ferrous Mining
and Metalogical

2',85Industries 26.73 17,94 8,79 88

78. 3475 -Other General
Economic Services 30.54 27.80 2.74 27 30,27

79. 14 -Information and 2220-Information and
Public Relations Publicity 2.08,85

'I I
47.51 4.75 2.04,101.61.34

80. 15-Irrigat'ionand P? wer 2045 - Other Taxes and
Duties on ComIiIodities

" ~;

and Services 26.08 20.89 5.19 52' 25.56 w
0\

81. 2070-0ther Administrative
Services 3.22 2~98 24 2 3;20

82. 270 I-Major and Medium
Irrigation (Canal, ,

'I
portion) 57.44,27 55.40.97 2;03,30 20.33 57,23,94

83. 2701-Major and Medium
Irrigation (BBMB
Portion) 5.44.52 5,44,52 5,44,52*

2~02-Minor Irri~ation
I : I \ . . ,

84. 39,04.37 8,91,87 30,12,50 3,01,25 36,03,12

85. 2711-Flood Control 6,81,01 6,61,87 19,14 1,91 6.79,10
86. 6402-Loans for soil and

water Conservation 38.84.33 38.84.33 38.84.33



89. 17 -Local Government 2216 ·Housing 27,47 25,95 J .52 15 27,32Housin~ and Urban
Development

90. 2217·- Urhlln Development '.00,34 2,71,05 29,29 2,92 2,97,42
91. 3475-0ther General

Economic Services 13, 13 12.2\ 92 9 13,04
92. 5475 -Capital Outlay on

other Genera I
Economic Services 7,00 7,00 7,00

93. 18-Personncl and 20SI-Puhlic service
Administrative

34,85 10,-"2 1,05 44,32
•....•Commission 45,37 wReform> -..}

94. 19-p!annin~ 3451--Secretariat ECono-
rnics Services 28,73 24,76 3,97 40 28,33

95 3454 - Census Survey and
S Wtistics 1,64,21 1,52,63 11,58 1,16 1,63,05

9[; 21' .. Public Works 2059 -PUblic Works 45,19,63 42,94,35 2,25,28 22,53 4 ,97,10
97. 2202- General EdUCation 14,80 14.80 1,48 13,32
98. 2203-Technical EdLlcat'o:1 4,83 4,83 48 4,3599. 2210,- Medical and PI",Jic

Health 20.41 20,41 2.04 J 8,37100. 2215---Water supply ar.<1
Sanitation ~. - ? 24,39.33 39,06 1,91 24,74,48_. "

J 01. 22 J6-- Hous, ng 8.44 8,44 84 7,60.~"_"J..~""""n· ""-- -- ~-.-.----~ .... ..,.."." ~.-'.'-- ••• ~."" -_ T-~ .~ ..:z... ~ __ 'l'It'"~_._ •• __ ---.s



--_._------- ----- ------------- --- ---_. ._---
:2 3 4 5 6 7 X

----- -- ------ ---- --.-------------- ----- --_ .. _-----

Rs. Rs. Rs. Rs. Rs

]02. 2401~CroPs Husj-andr- 1,85 1,85 18 1,67

]03. 2403-Animal HUSbandry 1,30 1,30 13 1,17

104. 3054-Roads and Bridges 30,25,26 29,90,00 35,26 3,53 30,21,73

]05. 5054--Capital Our lay on
Roads and Bri dges 39,60,00 39,60,00 39,60,00

106. 22-·Revenue an d 2029-·Land Revenue 11,49,39 ]0,52,72 96,67 9,67 11,39,72
Rehabilitation

107. 2030· -Stamps and Regis-
trat iou 50,60 5,15 45,45 4,54 46,06

108. 2052 -Secretariat General •.....
Services 1,76,32 1.53,83 22,49 2,25 1,74,07 w

00

109, 2053-District Admi nis-
tration 8,16,42 7,13,59 1,02,83 10,28 8,06,14

110. 2070~Other Administrative '-
Services 7,92 6,68 1,24 12 780

111. 2235-Social Security and
Welfare 3,51,13 96 3,50,17 35,02 3,16, 1I

112. 2245~Relief on account of
Natur il Calamities 6,00,00 3,15 5,96,85 59,09 5,40,11

113. 2251 = Sccretar ia t SoCial
Services 18,41 16,00 2.41 24 18,17



6.13 1.48 15 7.46
118.

251S~O!her Rural Develop-
ment Programme' 8,73,15 7,45,78 1.27.37 )2,74 8,60,41

) 19.
3604- -Cornpensat ion and

Assignments to
Local Bodies and
Panchaya!i ltaj
Ins! itut inns 10,79,26 9,92 10,69,34 1,06,93 9,72,33

120. 25 -SOcial and 2225- Welfare of SCheduled
Women's Welfare Castes Scheduledand Welfare of Tribes and Backward
SCh"duled Cas:es Classes 10,69,30 1,19,35 9,49,95 94,99 9,74,31

and BaCkw.lrd •......•
Classes W

\0

121.
2235- Social Securdy ana

Welfare 13,71.24 4,20,68 9,50,56 95.06 ]2,76,]8
122. 26- Technical Edu- 2203 .. Tecj n ica l Eell.cat·on 3,08,7] 89,12 2,19.59 21.96 2.86,75cation and

fncustrial
Tra'!ling

123.
2225 -Wclfare of SCheduled

Castes, SCheJu~ed
Trib"S and Backward
C'asses '2; 12 13,03 19,09 1.<)1 30.21

124
2230 -Lahour and Emp'oy-

rnent 8,,18115 7,2769 1,20,96 12,10 8,36,55
12'.

4250 - Capital Outlay on
other Social Services 30,34 30,34 30,34u___

• """E. it~"""~1 ;..::::-.~:Z ... ... ~~.:a::e;i(k . ;::Ja...



(In Thousand of Rupees)

- - -- -- ---

2 3 4 5 6 7 8

------ --------

Rs. R>. R_,. Rs. Rs.

126. 27-Tourism and 2205-Arts and Culture 51,68 41,03 10,65 1,07 50,61
Cultural Affairs

127. 3452- Tourism 15,63 9,75 5,llll 59 1),04

128. 28 - Transport 2013-CounCjl of Ministcrs 33,79 7,21 26,511 2,6f 31,13

129. 2041-Taxes on Vehicles 66,30 )1,61 14,69 1.47 64,83 -~
3053 -Civil Aviatlon 56,38 16,24 '+0,14 4,01 52,37

0
}30.

131. 3055-Road Transport 87,09,84 87,09,84 87,09,84

132. 29-Vigilanct' 2070-0ther Administrative
services 1,42,40 1,30,92 11,48 1,15 1,41,25

M __ .•••~ ...>.-~ -n,;_ .-~- ---~. ~ ----~~.- _ .•.....- --
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CHAPTER 20

MISCELLANEOUS

of Plan Schemes-financial clearance by the Departme'nt of

ttent.on is invited to the demi-cfr.c,al letter .t-,c. Ij44/tC-]l'EJj19458 dated tl.e
ler, E86 f,om t iie Chief Secretary addressed tu all u.e Fir.arcial CUI:miSSlOners
istre.ive Secretaries \.wJth.a CUP) 10 the Heads of the Departments, the

ioners of DIVIsions and the Deputy Commissioners in the SI£-.tt) ieireraimg the
s contained in paragraph 14.9 of Ihe Punjab Bt.d get Mani.al which, inte, alia,

Once the Technicclly New Schemes ( in Plan Budget], which are continuing
Schemes, have been admitted by the Department of Planning and funds are
allocated, no det?iled scrutiny is required m the Department (> \ Finance espe-
.cirlly when in the initial stages sucl: scl.e mcs art> examined ai.o scn tinised lin
detail in the Department of Finance, being new schemes.

Delegation to the Administ rati ve Departments regal dir g Jeq:.PH prat ic n of
funds within a plan Scheme or from one Plan Scheme to another and within a
grant from one Major Head, Minor Head er Sutordina'e Head IC; f.r.01 j- er. A
copy of para 14.9 of Punjab Budget Manual is attached as A.nnexure-A.

I is regretted that t hese provisions are not being complied wit h and cases for
cial clearance of the Technica.lly New Scheme, in Plan Budget contmi etlO te
to the Department of Finance.

It is thereore, req nested to comply with the provisions qu oleda.to"e and to
t the DepJrtment of Finance is not moved for the f'mancral clearanc e cf' t ne

Iy New SclJeIDes and such clearance is obtained from the Admin istrative Depart-
cerned Sl rject 10 the condiiions'[that :-

the Plan Scheme is continuing for the last One year,

the scheme has been included in tl-t~ A i iual Pl vi byltl-t~ Dep irtrn : It or pi \ i ii-ig
and appears in the Plan Budget 3.S such, and

there is no change in t he norm" con'ents!amount and objective of the scheme.

Dated: 4th June, 1987
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ANNEXURE' A'

14.9. Subject to the restrictions mentioned in paragraph 14.5 and 14.6 abo
Finance Department has delegated the power of re-appropria.ion with a grant
heads subordinate to a major head in respect of both "Voted" arid "Charged" exp
to the extent noted below :-

(i) To the Administraii ve Department which will have
appropriation within a major head proviccd that :-

(a) This Pcwer shall be restricted '0 sub-major head if the Major Head is con
by two Adminis rstive Departrnen ts ,

(b) Saving from "Salaries" snall not t e tespprcpriated '0 other standard
of expenditure, bUI sav mgs frc m otl er siarcs.id o bjeci s of exper.diu re.j

reappropriated to stan da[d 01 jeer s of expenditure" S<Jluries". However,
frem "S:daries" under a sc.l (me can ce diverted 10 meet tile exces

Standard object of Expe.idirure "Salaries" of another . scheme.
(~) No reaPP-op'iJ'i< will be m id- from s.ivings due to full Cl partial a

ment or postp)'1ement.r f ,1 schemt:Jwhich finds a place in the .E~timate
ihrough the schedule ot new expenditure of the supplemenfary e,llmateS.

(d) No reappropriaIon wi 11 le made 10 increase the provision on 'he ~'1

object of "Expe'1di'ure" "Off'.ce Ex perres".

(e\ No re'lpo-opriaiion shall re mil.Oe from Plan
versa. D'vers ic n of fr i c', fir m en "Su h-Head " of developrne it to a
can be made o'lly with the prc r r.r proval of f~e Finance Department.

(ii) The Heads of Department mentio"ed in Appendix 'D'''w;I1 'hwe l'Ie 'PJWe
re-appropriation with the Sub-He c , ds/srl ordir are '0 P. M'r or Head subject 10 the fol
further restrictions in addition to those sated in (1) above :-

(a) Saving from "Sd('.ries" shall not re re-r.ppropr iaed to another standard
of Expenditure. Re-appropriation shall not be made 10 incre?~e
any standard objec' of excpendirure other than "Salaries".

b) Re-appropriations between n:e sub-head "Buildings" ur.der
relaing to 0;:::' Departmen' subo.dinate t. ihe functio i it In ,j->:
in the demand of Buildings and Roads can re sane ioned by the
P.W.D. B. & R. BLf} C:I.

(c) Re-appropria'ions between t he sub-heads srl ordinae to a minor he vi,
sn.iC'ioned by Chief Engineer. P.W.D. B. & R. Bianc n ir respec· oftt:~fo
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Minor Heads

(i~ Maintenance and Repair

(Ii) Machine ry and Equipmen.

iii) Suspense

All Miror Head except

(I) Direction and Administraion

(ii) Planning and Research and

(iii) Other Expenditure

'OD of Budget Returns

la d down in the Punjab Budget Manual the proposals
me are required to be sent to the Finance Depart-

yeae and FmanceDepartmentj is required to issue advice
u t, Such schemes, which are included in the current "ear's
inued in the next year. In fact,' Technically H:W Schemes are

ppear tboth in Plan and non-Plan Budget. Plan Schemes ~.~
1•••Aj ministrauve D~pa.rtm~,lts with the Planning Departm",nt
tted by the Planning Department and funds ale allocated, no
Pinance Department is required, esj ec is.lly \\1 en in t le initial

e examining r.~ld scrutinised in detail in the Finance Department,
It had, therefore, been decided that in fu.ure proposals for

chnically New SchemeS need not be submitted to Finance Department
ovided there is no change in the norms, coitents/arnounr objectives
• However, it should be ensured by the Administrative Departments
and Memora-idas (m duplicate) in respect of such schemes are supplied
p~.rtment by lh~ scheduled date. It i~ fur ther clarified tnat even if

c'l,\1ge in the norms, C,).111!1lU, a-id oojectives of ?'1~ scheme, Prior
lance D.'partment would be necessary.



Your attention is invit 'd to this D partment-s Circular latter No. ]064·SI
16504 dated the 23rd August, 1972, (copy enclosed) on the su~j.ct not~d abov:
say that it has been laid down inter-alia that tile ov..!r-all rcsp.msi aility for t;,.: im
tation of tee reports of th : Start Insp cci ion Unit is that of Administrative 0
ano the Department of Finance. The rcpot, according to instructions -containe
circular cited above, is to b : imp l irn-nred within onc month from the dat, of
the report and in cas: of diff..:renc:.! of opinion l>~tw~en the Administ rative D.
and t n~ Staff Inspectio-i U nit, Cl ~ C.)1C;[1;j D partm ent may process th,
accord mc : with th : p~oc.;dur~ laid down in t;IC circular under refercnc .
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(ii) New Schemes

At present proposals for new schemes for inclusion in the Plan and Non PIal B
are required to be eTlrnit.: d in detail by the Finance Dzpar tment to ascertain [he n
of the Scheme, .h"ifhI1 io 1 for the Staff asked for, the reasonableness of the p

01 funds far contingent expenditure, and whether the strength the posts/seal
accordance with the no-m .' ixed by the D~partm::nt. Scrutiny of such schemes in
tely necessary and their subm issio i to the Pinance Department cannot be dispens
MOl eover, in o-der to e rsure early clearance such proposals should be submitted
Finance Department in acco-da-i ce with the time schedule prescribe from lime 10 t
that suc't Sc'l~m'!s are S-:luti-used finall) and clearance thereof is given in time. PIi

sJbmJted after th : 110 if'icd l rtc tho ug.i admitted provisionally by the Finance Depa
shall nave to be 'got finally cleared before incurring a'1Y expenditure.

20.61. A. Procedure ani tim »lmt for the imptr mentation of the
the Staff Inspection Unit.

2. It h rs r:~Ol .)·);erv~j t'nt the concerned Departments do not follow
tions laid down in the Circular under reference with rhc resi.lt that tile exercise
td by t're Staff Jnsp xtio i U'rit becomes i.n ructuou s.

3. It has, th~r~f0r', b ien dcid id . in the at.senc of respons.
;o:;partm~nt concerned in accordance with the procedure laid down and ~t11e t
scribed in the circular u nd er reference, the: Departm'nt of Finance will initiat
for n~~im,1:m ~ntltio' of the report of r l-c staff Inspection Unit involving ahO
posts by a directiv ~ to Directorate of Treasuries and Accounts to c 'as; future pi,

salary against pJ,ts rec.jm:u .nd cd to be abolished.

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

It has been decided rhr t the Staff Inspection Unit organisc d in this SI)1
lines or a s.rn'Iar U lit ru nctio ring in the Ministry of Finance, Gov Trim nt of
functioning tor the achievement of the following objectives :-

(i) To secure economy in staff. consistcnt with administrative efficiency.

(ii) 10 evolve performance standards and work-norms.
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review the staffing of Governm~nt establishment, with a view to determine
trengtb and position of staff req iir.ed and to provide a basis for future
mg for framing forecaste of staff requirements by establishing norms
for,

ensure that staff sanctioned for the particular purpose is utilised for that
purpose,

ano fruilless activities are eliminated,

ensure that the work is scrutinised So as to effset economy in staff without
iticing efficiency.

object of giving adequate number of Posts/p~rso:ln~l in.Governm::nt depart-
~ded due priority and So there must be really effective prnccdure for
the findings of the staff Insp zc.ion Unit. The Staff Inspection Unit of th~
of India has evolved a pmcedure for fixing primary responsibility, over-
'bility and the time-limit for tbe irnplem .ntatinn of the recommendations
different stag ss. The stages involved in this impl em rntation are:-

also for budget allocations.

ding the cadre strength taking accoun t of cons ~qu ~ntial effect of leave
training reserves, if any.

iag of persons against cadre reduction,

. gs of the Staff Inspection Unit, wh~re agreed to by the: organisation con-
lemented within One month of the agreed decision. Where there is difference

en the organisation and the Staff Insp ic.io i Unit, th : organisation coic n ne
ibility either to implern int th :" r;c,)ll:n:ndltio:1 Of th : Staff Insp ictio-tt
to tit~ council of Ministers within three months of th : decision of the Unit

Point has also been under the consideration of the State Government; .1

!partmont, punjab, After due consideration 1t th) Ca')in~t l ivcl , th : fol\o,v-
and time- limit in respect of the implementation of findings of th : Staff

,Finance Department Punjab, have - been prescribed. N0rmlUy there
llowing stages/time limit for the implementation of the f;ndings of Staff

llding the sanction for staff 85 also for \:Judge! allocations,

Primary-Head of D;partm-;nt concerned r~sp;)1)i')ility,



Finance Department in the cas~ of Administrative Se:
including ihc ir offices and Administraiive S cretary c
in the case of Head of Department. The over-seeing a
should have power to enforce reduction in strengt
the primary authority fails to take action. This sh
done by the over-seeing authority, addressing th
Officer with copy to the concerned department, me
the date from which the existing sanctioned strengt
be tr .:at)j as reduced to the new level.

(i ii) Time-limit.. Within one month of deciSion.

(ii) Over-seeing
responsibi-
lity.
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(b) Amending the cadre strength taking account of consequential effect
and training reserves, if any.

Primary responsibility and over=seeing responsibility, as well as ti
should be the Sale as for (a) above.

( i)

(c) Name of persons against cadre reduction.

Head of Department Ccncerne.].

(ii)

Primary
responsioitiiy.

Ov .r-sceing
responsi-
bility.

(iii) Tim~-limit.

Finance Department in the case of Administrati
taries Offices and Administrative secretaries cone!
Heads of Department.

Within one month of d~cision.

(d) Where there is diff.:r~'l~~ 0' opinion between the departm int ana the
of the Staff Inspection Unit, the de parr rnent concerned would 0

d cision of th~ Council ofvtinistus within thre~ months

4. It i,; to requested that rh e cont cnts 0[' this l ittcr 1111Y 1.: noted
compliance.

No. 1064-SrU-II-72/1650 Da l:d 23rJ Aug

20.62, hsue of Re-appropriation Orders.

Attention is invited to :-

(i) Circular letter issued by the D'!Partment of Finance vide No. I
dated the 19th March, 1985, ani

(ii) Circular letter issued by the Department of Finance vide No. 1/3/85·
dated the 29th Decem icr, 1985. inter-alia, indicating that scrul inj of
for rc-appropria tion rcce iv.d in the Department of Fmance .
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They wer : not in the Iorrmt pi csc.ibed in the Annexure to Chapter 13 of

the Punjab Budgct Manual, and

The check l.st was not correctly filled, and re-iterating that proposals for

re-appropriation forwarded to the Department of Finance should be free

from the said defects and forwarded in scxtuplicare. Vide circular No.

1/3/85-FBIjllll, dated th i 29th January, 1987, it Wa'l inter-alia, specified
that before forwarding prop.isa ls for re-appropriation to "h : Dep irtmen t

o~ Financ:, it le ensured that srch propo-als ale accomp micd by the

check l.st circulated vide N). lj3j85-FBT/24306, dated the 29th Dccem'ie-,

1986, correctly filled in. In the instructions quoted above attention was
invited to Paragraph 14.9 of B idg;t Manual, which provides for the

delegatioi 0: powers to th . Heads of D -p inrn ;nts a 1j A +m nistratlve

Departments to is' ue Re-appropria: ion Ord ;TS.

e kc\) intant G zncral, P .mja'», vide his ];t;.:r N J. Anp ljB dg;t/D) ]/86 187
the 21st May, 1987 (copy enclosed) has, inter-alia, pointed out that :-

and exc .sses have not been incorporated in Re-appropn-

amount undcr r 'Surrend.rs -and Wiihdraw.ils" has Dot be ,n specifically
p:cted in the rc-appropr ixtion orders.

~ Accountant General, (Acco -nts and Entitlement), Punjab, vide letter No.

C;87·88j745, dated the 8th D;cem')er, 1987, has also inrim itcd that he

ppropriaticn o-o .rs issued by rh ~ Heads 0 f Dcpartm ~D1S/Adm.nistrative
during the y'::ar 19~6-87, bec.ius : the Dcpart m mts of Government made

:)0 beyond 'heir competence and in excess of powers delegated to them.
h R,!·apprvpriatio I Ord .rs is added at Annexure. It appears that while

Rc-appropr;atio1 Ord irs th : Govornm e.it Departments did Dot carefully take

tio i, the instruct.o.is issued by th i Dcpartm mt of Pinance as m;ntiOleJ

1 of this circular pa-ticula-ly the check list. This laps : 0:1 th s P3Tt of the

has invited audit objectio-is and rejccno-, of certain R ~-:lppropriatio;}

her, 0:1 tne scrutiny of proposals Sent to the Department of Finance by

ts of Government during the year 1986-87, it has been found that many

cr"d from s~veral defects. Those did not appear to have been checked
list,

Accorntant General (Accounts a-id Entitlern int) Punjab has d.rnanded
h of the Re-appropriation Order s.



No. 8/1/87-3 FBI/10484 Dated
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6. Keeping in view the position explained above it is requested that r-«

i) In f1. 11. re the proposals for Re-appropriation as mentioned in paragrap
of Budget Manual be sent to'"lthe Department of Finance with s,
copies, free from any defects.

(ii) Re-appropriation orders in future be issued by the Competent Authority
d elegat.on mr.de and [complete in all respects, duly checked wjlh)he
list,

(iii) These orders should be free from defects. Tile defects pointed out
Acco r ntan' General, Punjab, in relation ito the re-appropriation orders
during tho year 1>86-87 need be kept in view at the time of issuing
thereafter
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THE ACCOUNTANT GENERAL CA & E) PUNJAB, CHANDIGARH-46C017

Da'ed the 21st May, 1987

Punjab,

uance of Re-appropriation order by the Administrative Departments.

Re-appi oprlaton o.ders i!>H ed ly the Administrative
r di rir g 19f6:87 are mostly defective. Eve n the totals of 'From' ar.d 'To'

!lOtbeen tallied. Amount of only one side has bren shown' in certain
tion orders. Even the saving of 'salaries' has been If 2{.propriatiated 10 olhe'f'
appropriatio 1 his be~t1· made to S.a.E. 'Office Expenses'. Restrictions

in para 14.9 of Punjab Budget Manual have been violated at many places.

ders or withdrawals within the grant" is a solitary head in a grant and not
to any major head. The Administrative Departments rbave roperated upon

\. - :""iI"c.~

10. You art' requested to intimate the circumstances under which the A(Jmi-
ments are making re-appropriation 'prom' and 'To' the heac "Surrenders

s within the grant."

Yours faithfully,

SdI-

Accounts Officer
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ANNEXURE

.L ...-:..--= ..•. ~ .r _:c ... ~-

Sr. Grant No. Re-appropriation Issued by

No. order No.

-----

2 3 4 5

1. 16-EdJcation 2/152/87i 2FEU / Finance 'Charged' prov
4254, dated Dep.irunenr was re-appropriated
31-3-87 'Vited' side.

2. -do- 18/30/87-6 Ed. Educa'io:1 Re-app. opriation
3/4739 daed Departmen's to new services.

31-3-87

3. 29-Animal 1/55/87/AH. Animal Administrative De
Husb:lnduy 7/5 J 93 dated Husband iry ment made re-ap

31-3-87 ation beyon<1
• juri sdiction in

of powers de1ega
them-

4. -do- 1/55/87/AH-8/ -do- -do-

5196 dolled
31-3-87

5. 23-Social security SWA-5/3417 Welfare of -do-

and WeI~are dated 31-3-87 Sched .iled Cas tes
and Backward

Classes Department

6. ~d)- 7/14/87/USW / Social Welfare -do-
3423-25, dated Dcpartme nt

31-3-87

7. -do- I /14/USW / -do- -do-
3420-22 dated
31-3-87

••••••. T- -...~
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econciliatio i of Department?.! figures of expendlture with tile office of the

ccounta-it General, Punjab for the year 1987-88.

tentlon is invited to subject noted above and to intimate that para 12.19 of the
dgrt Manual vests in the Heads of Departments the primal') responsibility

gitg reconcili ~ti-> 1 of expenditure figures with the office of the Accountant
Also the Heads of Departments and Account General will be jointly

tor reconciling difference and' correcting misclassificafions. Further any
IClltlon will be communicated 10 the Head of Department by the Accuntant
and the former will pass them on through the controlling offices to the disbursing
ith th: n!~:nary orders for correction.

Para 12.2J depicts the impnr t ancc of reconciliation. The reconciliation of
tal figures with the figures booked in the office of the Accountant General has
ts viz :-

) to ensure that the dcpartmen tal accoun rs are su fficiently accurate to secure
efrlcie.it dcp ir tm.ntal financial control; and

to S!C'E,! t.i : CLC;Ur.1CY of tll" acc rrnts maintained in th e Accounts Offlce
from w'lic~l tie final published accounts are compiled.

Despite provisions of PL niab Budget Manual as well as instructions issued
to time and noted in the margin the Accountant General, Punjab stlll has
t that the reconciliation of departmental figures of expenditure is not being
larIy by th. Departm iits. He has f.irrhcr pJintedJout that the reconciliation work
iug in arrears. It is, therefore, ver) necessary that the reconciliation of
tal figures with those booked in the office of the Accountant General, is
Ut p.rio fic rlly 01 a regular b isis. The He.id of Department s'iould depute

~oulta It General's office a responsible off'icial/offrcer every month for the
OfrC01Cili'lg discrep incies by personal ciscu ssio.i and verification. The person

s:lo'1I0 take with him the requisite records ani statement and with tne help
Accountant Gernerals office compare the departmental figures with those
In the Accourr'ant Generals books. A statement of - discrepancies should!then

in triplicate. The oi iginal statement will be kept in the Accountant General's
the secoid .;)py m ide over £0 th,e departments I official/officer deputed and the
y sent by post -to tne Head of tbe depa; tment concerned with an endorsement
an officer of the Accountant Genera'ls office. On the authority of this statement
of t.ie Dep irtm-nt will correct his statements and register and also direct the

O~flcers eo icerned to make such corrections as are necessary in their accounts
rs and to send cO_lfirma tion there to the Controlling •.Officer.
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4. You are, ~thei.'e fvr~, requested to follow the above instructions and proced

a-id get the ut.,t'l,1hs r.!c.)Cili;ttion work for the mntbs of April, May and June, 1
whic.i was d.ie by 2)th of June, July and August, 1987 respectively. A Statement indicr
the Dcpaitm mts W~lO have not yet rec;)n~iled d:plrtm~:1tal figures with the fi
of th! Aec rrotaat G:n ~ral, P .1 .ijab for toe year IQ87-83 is app~nded. at Ap
Yor are requested to g et the oU':standing reconcllia'Ion work ~completed, at the e
under intimatio'1 to the Adminlstradve D!plrtm~nt c;)1.brn::d a-id the~A-:;c;)'lntaut G.
Punjab to W:JOm 'the copies of this letter are ~being endorsed as also the Departmnt

Pinance.

NJ. 5/28/87-1 pBt/lJ329 Dlted, Chandigarh

20.64. I3sue of Re-app,'oP dation Orders.

Attention is invited to the circular letters . issued~~by the Department of Fin

vide
(i) No. 1/3/85-FBl!4516, dated the 19th Malcil, ,1986,'

(ii) No. 1/3/85-FBl/24306, d:lted the 29th D~cem'Jer, 1986,' and
c

(ill) No. 1/3/85-3 FBI/I,lll, dated the 29th Ja-iuary, ,1987; c.immmicating
procedure to be adopted for issuing R !-apP:vp:iltioa a-::l~r, . land
state that tne Accountant General (Accounts and Entilem~nt), PJnjab bro

it to the notice of tne GovJrnm,nt that not with sta-iding the instruc'
contained i.1 those clrcrlars R '!-::l1)?topriati<>I a:ders issued by the Heads
D~p.lrtm!nt/th~ A:lmilistrativ~ D~p:utm~ats during the year 1986·87
found to be defective in s~v~ral particulars. The D~partment of Fin

tberefore, had to issue a further circular vide No. 8/1/87-3 FBI/IO,
dated the 16th S;ptember, 1987, bringing to yorr notice the relevant
provisions and the instructions issued by' this D~partm,,:nt from

to tim<'.

2. Your attention is again invited to t.ie four circulars the particulars of
have been given in. the foreguing paragraph as also to the order d)ted
10th F:!bruary, 1988 endorsed vide No. 5(6)-4FCD-S7/1847 dated (the
February, 1988 arnjnding paragraph 13.1 Of, and adding paragraph I
to, th : P .mjab Budget Mviuul emPow;!ring the Administrative Depar
to issue order of Re-appropriation of funds within the Grant
A ppropria tion if! accordance wi th the Revised Estimat~S Ji
by the Department of Fin~"nce and communicated to the Head
D~partments ~and the Adrnin tstrative D3partments. It may kindly

ensured that the Re-appropriation ordel to
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dUring the year 1987-88 are free from defects, proposers forwarded to tile
e D:partment concern-d or through ti1:m '0 t.ie Department of Finance.

R.'!-a~Pr0p•.ia'ioi ord e-s by ihe Government should be accompanied by the
App~lldix. This check lists m?y be used while jssuing Re-appropriation
ing the powers vested in you.

kept in view are as follows :_

posals for Re-appropriatio:l as mentioned in paragraph 13.7
dger Manual to the Department of Finance be Sent with
pies, free from def'.cts and a-:;c,)mpaQjcd by the cncck hst ,

of the Punjab
sven spare

e-appropria 'ion orders' complct C in <,.11 I espccrs
t Authority as per dtlega t ion m,dc .".nd du ly
I.

be issu:d by the Comp"-
check d wi h the check

the R >appropriation oi dr s it be cnsur-d .h It,

total in respect of 'From" and "To" tally,

n'?sonS for swings and excess are incorporated III the OId'crs,

Surr2nd .rs aid with drawals are duly depicted,

Re-appropriaton is not made from th- charged section to the voted section
or vice versa,

Re-?·Pp:·opriation is not made from the Capita! section to +he Rt'venue
Sec'ion or vice versa,

wo copi~s of th ~ R :-appropri?t ion orders arc forwai d d to t ne Accounranr

n ral (Account and Entirlem -nr), Ptlnj·'.b and one COP) to 'h~ ACCol!11?n'
neral (AUdit) Punjab.

e copy of the Re-appropriation o rd-rs is fo-w ird id to th~ Dcp trtm mt of
the Expenditure Branch concerned, and

vide paragraph 14.9B of the Pu nja n Budget Manual is

I. D. No. 8j2!87-:'PBlj1928 Da(rd Cl1aldig"rh the l Sr h February, [988.



Head of the Depar ment/Adrnini
Department/Department of Fin

I5!')

APPENDIX

CHFCK LIST

Fo r u re ~ hile isruir. g Re-approp- iation orders by the Head of
L (r:.r(rrcli i] A drr irj~ r at.ve Depai (ment/The Department of Finance.

I. Is the re-appropr iation order in tl e format given In the
Annexures '0 cl-apt-r 13 of the Budget l\:Ianual ?

2. DOGS it contain necessary details pertaining to Major
Head/Sub-Major Hi:·nd/Miner Head/Suc-He?d/Detailed
Head (Sta-ida.d object of Expenditure ) in ot h the columns
re lating to "Savings" and "Exce~ses"?

3. Is the order in conformity with the Revised Estim3tes,
as sPown in tbe Demands for Gran's relating to the
subsequent year?

4. Has/Have the amount (s) been correc'Iy classified as
Charged/Voted aid Revenue/Capital ?

5. Do 1 he totals tally with each other (from Savings to
Exces~es) ?

6. Does' he re-e p propriatron order relate to new scheme/
new service/new Sub-Head If S0, has 'he sanction of
'he appropriae auhorr'y teen obtained?
(quote number ar.d date of sanction)

7. Have the detail» of Centrally Sponsored Schemes/
State plan Schemes been correctly feflec' ed ?

8. Does the order contain sPecific reasons for savings/
excesses ?

9. While preparing the approprianon orders, have the
provisions of paragraph 14.5 of the Budget Manual
(re-appropriation where not adrn.sstble) been kept in
view?
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Reconc.l.anon of depar trnent al fjgures er expand lure w.t h the off ice or
tau General (A~·;).l:1tts a -id Ent itleman.). Pu ijab , 1987-88

mk n is invited to the circular'> issued by tht Department of Furtuce on the
d above, particulars of which are noted in the margin. the latest having
vide circular No. 5/28/87-4FB-l/751, dated;he 20th January, 1987 and 10

the Accountant General (Aceoun is and Entitlement), Punjab has again
he State Government to imp' eSs upon the depai trn-nral officers to attend to
le, the reconciliation work regularly evej y month and 10 prapare requivi t icn
lions, if any, each month so that only the adjustrnen is required r.s a result of
on of'jransations during the month of March, are carried out in March (Supplemen-
nts. He has also pointed out that the balated presentation of cornpilec accounts

lficantly their uscfulnes as an essential input for c m trol a Id plnnn i ng.

ecordngly, the Accountant General (Accounts and Entitlement), Punja b
!' March, 1988 accounts in two stages, instead of in thr< e stages as at
has, therefore, fixed the time schedule for closing March, Eb8 a.'

arch, [Prehminr.ry) , 15th May.

[incorporating all adjustments}. , .. 3lst July.
would, thus, b) no March (final) ac .ounts, and red .ict ion of one stag,~ would

t the Departments complete the reconciliation of expenditure figures and
kion for co-jecnons etc., well b 'fore the 15th May, 1988.

painted out by the Accountan t G ene •.at (Ac ))Unts and En t itlerne nt),
pite of the provisions co nta.n ed in t h e Punjab B Idg t Manual and mst-u-

from time to time, rh: reconciliation of de;:mftmen t al frg ures of cxpcn.j. ture
g done regularly by the Dcpa rtrn-nts and '!:e reco ncitia t ion work is heavily
In this regard, a statement is enclosed as Appendix.

is, therefore, directed to request you to follow these insrt ctions and
d get the outstanding reconci liatinn work cornp lct ed immediae ly under
o the Administrative: Dcp.n rmen: coicer.ie J. .he Accountant General
d Entitleme.ir), Punjab and tne Dcpartrn-nt of Fina ice r.nd ensure that

e reconcilratio.i work j s dO.1C r.gularly every m0.11h w, thin the prescn-

28'87-4-FB-l/2093. Dalec; 22/23-2-88



APPENDTX

Statement sll)wiR6 the Departments who have not yet reconciled departmental figures, with tile figures of the Accountant
General, Punjab as on the 20th January. 1988 for the year 1987-88

---- - ---- - ----------

Sr. No. Major Head of Account Adrnnistrative Secretary Heaa of Departments Month uPto which
reconciliation done

2 3 4 5

--------- -- ---
1. 20 n-sra te Legisla rure Chief Secretary to the

Government of Punjab
Secretary to Government
of Punjab. Legislative Assembly

10/87

2. 2013-Council of Ministers -do- (i) Princi}.al Secretary \0 Chief
Minister

(ii) Development Commissioners.
Punjab

Not done

9/87

3. 205 I-PublIc Service Commission Chi-f Secretary to the
Government of Punjab
Department of General
Administration and Admini-
strative Reforms.

(i) Chairman. Punia b Pubhc Service
Commission

(ii) se.,;retary. S.S.S. Board.

Not done

4. 2052-Secret~riat General service Chief Secretary to the Government
of Punjab.

7/87

5. 3451-Secretcil it Economic Service Che if Secretary to the
Government of Punjab.

-do- 11/87



Rea' trar PUnjab and HaryaD~ H'ab
Courr:

2. Legal Rememberancer. Punjab;

3. Director proseclltion and Litigation,
Punjab.

4. Advocate General, PUnjab and

5. AdminiSlrator General, and Official
Trustee, PUnjab;

Director General of Pris ons Punjab;
3. 2056-Ja il

4. 207v-Other Acm inistra tive
Services Director, Civil De fen'ce, Punjab, and

Cornrnanjjen t Home Guards
5. 4235-Capital Outlay on Social

Security and werrare Director Prosecution and Litigation,
Penjab.

Finan cial Commissioner (Development)
1. 2070-0ther Administrative

Service. Financial Commissioner (Developmenrj

2. 2406-Forestry and wild Life

3. 2425-Coopera ti ye Chief Conservator of Foreu, Punjab
(i) Registrar,

Punjab.

(ii) Chief Auditor, Cooperative Societies,
Punjab.

Cooperative Societies,

4. 2575-0ther Soc;al Arears Progra-
mmes. -do-

Financial Commissioner (Development)
Punjab·

:.. 4425-Capital Outlay on Cooperation. -do- (i) Registrar, Cooperative Societies Punjab,

(Ii) Chief Auditor, Cooperative Societies,
Punjab.

Not done
-do-

-do-

-do-
Not done

11/'(.7

Not done

Not done

Not done

Not done

Nil Account

Not done



-do~

8. 4435-Capital Outlay on
Agriculture Programmes

-do- -<10-

5

11/87

9/87

NiU/A C

Nil A/C

Not done

Nil A/C

-do-

Vl
-do- 00

3 4

6· 2404-Dairy Develonment -do- Milk Commissioner, Punjab

7. 2415-Agriculture, Research and
education.

-do- Director, Agriculture, Punjab.

9. 4402-Capital Outlay on SOl I
and Water Conservation

·-do- Chief Conservator of Soils,
Punjab.

10. 4406-Capital Outlay on Forestry
and Wild Life

. -do~ Chief Con,ervator of Porests, PUnja b

1]. 2416-Agricultural Financial Institution -do-

-.. do-

Director. Agriculture, Punjab

12. 4415-Capital Outlay on Agr ic ul-
rural Research and Edi.cau on.

=-do -

D. 4404-Capital Outl'ly on Dairy
Developmenl.

-do- Milk Commissioner. Punjab

4. Financial Commissio'l er Taxation Excise and Taxation

I. 2039-State EXCise Taxatio"l
Punjab.

-do- Excise and Taxation Commissioner ,

Punjab.
Not done

7. 2040-Sales Ta, -<'0- -do~ Not done

3. 2J35-Collec\ion of Other Rural
Developmen t Progr arnmes

4. 2045-0ther Taxas and Duties on
Comrnodad ij es Ser v ices ,

Firancial Commissioner EXCise
and Taxation, Punjao

-do-

Financial Commissioner, Excise and
Taxation, Pu nja b.

Excise and Taxation Commissioner
Punjab.

Nill AlC

S. Financial



-do-

9. 4235-Capital Outlay on Social
Security aud wairare

10. 2070-0ther Administratiye Services

-do-

-do-

Secretary to the Government of Punjab

I. 2408-Food storage and warehousing -do-

2. 440R-Capilal outlay on Food Storage -do-
and Warerhousing

3. 3455-Civil Suppl ies -do---

4. 4236-Capital Our lay on Social -do-
Security and Welfare

5. 4236-Capi t al Outlay of Nutrition -do-

-do-

·do-

Gaz Statistica I

Department of Fond and Supplies, Punjab

Director, Food and Suppl ies

--do-

-do-

-·do-

- do-

J. 2075-Miscellan~ous General
Services.

-do -

Secretary to the Government of Punjab, Department of Irrlgatlcn and power

Financial Commissioner, Revenue Punjab.

2. 2701-Major and Medium Irrigation +do-«

3. 2702-Minor Irrigat ion -do-

4. 2701-Flood Control =-do-«

5. 2801-Power -do-

6. 470}-Capital Outlay on Major and -do-
Medium Irrigation.

"5nY77s=:rv 7M ••. '- ..,. - szs=rrry= -- -ift(""f"=y'

Chief Engineer Irrigation Works Punjab.

-do·

-do-

7187

Not done

10/87

I do-

-do-

-do-
•....
VI
\0

-do-

-do-

Not done

Not done

9/87

9/87

Secretary Punjab State Electricity Board, Patiala 9/87

Chief Engineer, Irrigation Works, Puujab. 9/87
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7. 4711-Capital Outlay on Flood
Control, Projects

8. 4702-Capital Out lay on Minor
rtrigation

9. 4801-Capltal Out lay on Power
Projects

10. 2215- Water Supply and San iration

8.

1. 2405-Fisher'ls

2. 2505-Rural Employment

3. 2515 =Other Ru-al Deve loprnent
Progra mm es.

4, 4405-Capital Outlay on Fisheries

5. 4575-capital Outlay on other
Special Area's Programmes

6. 2217-Urban Development
7. 4217-Capital Outlay on Urban

Development

Secretary to. the Government of
Punjab, Department of irriga-

tion and power.

-do-

-do-

-00-

Secretary to the Government of
Punjab. Department of Rural
Development and Panchayats,
Fisheries and Animal Hushancry

-do-

~do-

-do-

-do-

-do-

-do-
-do-

4
...,..,...,......,----.-:,.."'--=-----.- ~-"..--...,..,..,.--

5

10/87

Nil Ale

-do-

-do-

Not done

6/87

9/87

Nil AIC

Not done

9/87
Nil Ale

Chief Engineer. Irrigation works,
Punjab.

Chief Engineer (Minor irrigation
and Managing Director, Punjab
State Tube we11 Corporation.

Chief Engineer (Irrigation)

Chief Engineer P. W. D.. Fublic
Health, Punjab.

Director and warden of Fisheries
Punjab.

Secretary to the Government of
Punjab Department of Rural
Developrn en t and Pancjia ya ts,
, unjab.

-do-

Director and Warden of Fisheries
Punjab.

Secretary, Rural Development a no
Panchayats.
Chief Town Planner. Punjab.
Director, Urban Development
Punjab_



1. :J604-CompensatiolJ and
ASsignments to Local Bodies
and Pancbavarr Raj Institution

Government. Urban Development
and Secretary to Government
Punjab. Sports wing of Education.

-do-

10. secretary to the Government of
Punjab. Department of printing
and Stationery, - Punjab.

-do-1. 2058-Printing and Stationery

2 2049- Interest Payments
3. 4058-Capital Outlay on

Printing and Stationery

--:10-
-do-

11. Secretary to the Government of
Punjab. Department of Science
Techonology and Environments.
Punjab.

1. 3425-0ther Scientific Research -do-

Z. 5425-Capital Out lav on
Scientific Research.

4. 3435-Ecology and Environment

-do-

Secretary to the Government of
P~jab Department of Science
Technology, Electronics and
Bnvironmenr,

I. Director of Panchavats, Punjab
and

2. Director of Local Bodies.
Punjab.

Controller, Printing and Stationerv
Punjab.

-do-
-do-

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

-do-

Secretary to the Government of
Punjab Department of Scer.ce
Technology, Blectronlcs and
EnvirormentS.

Not done

8;87

Not done
Nil AIC

L)/37

Not done

"·fW;C~O&9"F"'''''~''~'":''''''''''''.* __ '''- ~'"--'-.-"""""--.-"'-""''''-'''''"''-'''''''~_'' '"''-'••L,.... •..•__ •••••= .•..a"'._•••..•.'"""••••~ •••..-.
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12.

1. 2230 -L:lbour and Employment

13.

1. 2.202-general Educ.uion.

2. 2203-Technical Education

3. 2204-Sports and Youths Services

4. 2205-Art and Culture

4235-Capltal Outlay on Social
Security and Welfare.

4202- Capital Outlay on
Education Art and Culture

Secretary to the Government of
Punjab, Department of Labour and

~~~()yment. _

-do-

Secretary to the Government of
Punjab, Department of Education,

-do~

-do-

-do-

-do-

-do-

-do-

.;c

4
• 3

----- -~--------

Labour Commissioner, Punjag ,

1. Director Public Instruction
Punjab (C) ana (P)

2. Director Sports. punja b.

3. Director Youths Welfare, Punjab

4. Director Languages, Punjab. and

5. Director Technical Education
Punjab.

Director Technical Education,
Punjab.

1. Director of Sport Punjab

2. Director Youth Services Pb .

.1. Director Tourism and Cultural
Affairs, Archaeology and MuseumS

1. Secretary Education,

3. Director Public Inspections,
Punjab.

Director Public Instructions
Punjab.

1. Director Tourism and Cultural
Affairs, .Archaeology and
MuseUIllS.

Not done

6187

-do-

-do-

-do-

-do-

7/87

Not done

10/87

Not done

Nil AIC



Secrotary to thO OOvernn"m"e,.nitt'or>r----------~~-~-~~----~----------
Punjab,Departmentof'P. W. D.
(B&R)

1S.

-do-

-do-

Chief Engineer, P. W. D. (B&R)

-do-
1. 2059-Public Wolks

2. 4859-Capita1 outlay on Public
Works

3. 3054-Roads and Bridges

4. 5054-Capital out lay on Roads
and Bridges.

5. 2415-Agricultural Res~arch and
Edllcation

6. 4070-Capital out lay on other
Administrative services

-do-

-do-

-do-

-do-

-do- -do-

-do- Chief Engineer/public Works (B&R)

-do- Chi if Enginees Publi c Health7. 4215-Capital out lay on Water
Supply and Sanitation

8. 4210-Capita1 out lay on Medi-
cal and Public Health

-do- ('hief Engineer Public works
(B&R) Punjab.

16. Se cretaty to Government of
Punjab Department of 'rrans-
port.

State Transport Commtsstonei r Pb.

Advisor, Civil Aviation, Punjab.

Di rector, Transport, Punjab.

-do-

-do-

-do-

-do-

-do-

1. 2041-Taxes on Vehicles

2. 3053-Civil Aviation,

3. ?055-Road Transpo rt

4. 3075-0ther Transport Services

5. 5055-Capital out lay on Road
Transport.

6. 2049-Interest payments

7. 5053-Capital out lay on
eivil Aviation

-d.o-
--do-

-do-

-do-

-do-

Advisor civil Aviation. Punjab.

7/87

9/87

Nil/A/C

Not done

-do-

Not done

'Not done

NilA/C

8/87

10/87

Not done

NIL/A/C

8/87

Not done

NIL/A/C
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17. Secretary to Government Punjab

Department of Industries

-do-

-do~

I. 2057-Supplies and Disposa Is

2. 2853-Non Ferrous Mining and
metal Surgical Industries

3. 2851-Vi\lage and Small Industries

4. 2s52-Industries

5. 4851-Capital out lay on village
and small Industries

6. 4875-Capital out lay on Industries

7. 4859-Capital out lay on Telecommuni-
cation Electronics Indu stries

-do-

-do~

-do-

-do~

-do-

8. 485J-Capital out lay on Non Ferrous
Mining and Metal urgical
Industries

-do-

18. Secretary to Government Punjab
Department of Industries.

1. 4885-Capital out lay on Industries
and Minerals

-do-

19. Secretary to Gover nment , Punja h
Department of Planning.

-do--1. 3454-Cansus, Surveys and Statistics

2. 347:,-Other General Economic
Se!vi~cs

-do-

20.

Director of Industries, Punjab, 8/87

-do- 10/87

-do- Not done

-do- 11/87

-do-- 11/87

-do- 10/87

-do- 10/87

-do- NIL/A/C
.....•
0'1..;::.

Director of Industries, Punjab, 11/87

Secretary to Government, Punjab
Department of Planning.

-do-

Not done

-do-



-QO- 9/87

NIL/Ale

roarammos

3. 44'Jl-C.lpital o ut lny on Cro,> H r sb l"dry

4 4416· Inve strncnr in Agricultural Fi nancia I

Institutions

5. 4435-Capit?1 outlay on other Agricultural
Programmes

22.

I. 2403-Animal Husbandry

2. 4403-Capital Outlay on Animal Husbandry

23.

I. 2210·H()using

2, 2217-Urban Development

3. 5475-Capital outlay on other General
Economic Servi ces

4. 4216-Capital outlay on Housing

24.

I. 2220-Information and Publicity

2. 4220-Capital Out lay on Information

and PUbilcity

secretary to Government Punjab

Department of Information and
Public Relations, Punjab.

~-"''''''''''''''--'''' -'~''''''''''''''~1IIIfPII ,4h....-.-....~. e:;U! O;:&ibE::CCU. $.C -.r' •••__ """' •••••'"""'""'''" '''&....,~..••,,='''.•__ DGQj-= ••••' ••_~ ••••••• --:.~_--. •••• w -. ..•••••"".

-do-
-do~

-do-

Secretary to Government, Punjab,
Department of Animal Husbandry.

-do-

-do-

Secretary to Government Punjab
Deparrnent of Housing.

-do-

-do-

-do-

-do-

Secretary to Government, Punjab
Department of Information and
Public Relations Punjab.

-do-

,

-do~

-do-

Director, Animal Husbandry, 10/87
Punjab.

-do~ NIL/AlC

..-
0\

Chief Engineer, P. W. D. Not done VI

(B&R) Pb.
1. Director, Urban Development 9,87
2. Director, Local Government 9/87

3. Municipal Election. 11/87

Director HouSing and Urban NIL/A/C
Development, Punjab.

_do- Not done

Director, Information and 5/87
PubliC Relations, Punjab.

DIrector, Information and Nil AIC

Public Relations, Punjab.
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25. 4220-

1. 2236-Nutrition

2. 2225-Welfdre or Scheduled C4ste;!
SCheduled Trihes/Backward Classes

3. 2235-Social Security and Welfare

4. 4225-Capital Out lay on SCheduled
Castes.Scheouled Tribes and Backword
Classes

5. 4235-C4pital Out lay on Soci il
Security and Welfare

ze.

1. 2210~Mejical and Public Health

2. 2211-Famil Welfare
3. 4210_Cdpltal Out lay on Family

Welfare
4. 421l-Capital Out lay on Family

Welfare
27.

1. lay on Other

3

Secretary to Government punjab
Social Welfare and Women's :welfare
and Welfare of SCheduled Castes
and Backward Classes, Punjab.

-do-

-do-

-uo-
-do-

-do-

Secretary to Government, Punjab
Department of Health and Family
Welfare.

-do-

-do-
-do-

-do-

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

-do-

4

Director, Social and Women's
Welfare and Welfare of
SCheduled Castes.

-00-

-do-

-do- and Backward
Classes.

-do-

1. Director, Health and
Family Welfare.

2. Director Research and
Medical Education.

-do-
Director, Health and Family
Welfare.

-do-

Industrial TraIning

Not done

-do-

-do-

Nil A,C

-do-

Not done

-do-
Nil A!C

-do-

7/87
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.66 Maintenance of accounts of figures of Expenditure under
Plan and (lentrally Sponsored Schemes seperjrely.

nee is invited to the subject cited above and to state that thorgh the Bud-
in respect of plan Schemes and Centrally Sponsored Schemes are prepared

d s~parately each year and furwarded to you along with the other Budget
has been noticed that cxp inditu re on th: State Plan Schemes, the C.ont-
d Schemes (shared b~tw~en the G,,)V~rnm;nt of India and the State
and the Centrgl Sch~m~s (fully met by the Government of India) is not

.tely because the bills presented at -h: TreJ,surics do not distinctly show the
d 1'.5 State 'Plan Schemes: 'Centrally Spnnsored Scheme 'and Central'

JIBs, therefore, been decided that to enable the Accountant General (Accounts
nt) 10 took expcnditure separately in reSp~ct of the 'State Plan Scheme'-~~,
SPonsored Scheme (shared)' and 'the Central Scheme (full expenditure met-.,.,.~

nt of India)' each bill should be marked on the top in red ink-Non-plan
Plan Scheme' 'Centrally SPonsored Sch~me' (Shared)" or 'Central Scheme'

be and that. in the case of each bill relating to the .centrally Spons
(Shared), th : following details may also be given:-

and

instructions shall be operative with effect fr..m the Ist April, 1988.

219187-FBl!2192- dated Chandigarh, the 24th February, 1988)

~ f' .•
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CHAPTER 22

GROUP INSURANCE SCHEME

22.46. The Punjab Government Employees Group Insurance Scheme. 1982-0
of Major Head 80] I-msurance and Pension FUnds:-

Attention is invited to this Department's circular No. 4/12/82-FBII/17434,
the 18th September, 1986, where by, the existing structure of classification of
actions in Government Accounts has been revised w.r h effect from the Isr Apri~
The revised Head of Account in respect of the Punjab State Government Emp
Group Insurance SCn,e;n~ will be as under

801 l-Insurance and P ..msion Funds-Minor Head-IOz-Punjab State
ment Employees Group Insurance Scbeme-Sub-Heads-Insuranes
-Oz-Savings Fund.

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

(i) Head of Accounts

The total amount of recoveries made in a salary bill by a
and Disbursing Officer on account of subscriptions of the mem
the Insurance/ Savings Fund shall be credited to the following
Account (Fund-wise) in the Treasury .accounts ;-

"8011-Insurance and P.!nsion Funds-M inor Head-107-Punjab
Government Employaes Group Insurance Scheme."

Sub-Heads:

OI -Insurance fund
02-Savlngs Fund.

(ii) Preparation of Insurance Claims

In the montb of October or as may be specified by the Govern
year every Drawing and Disbursing Officer will prepare a cl .
contingent bilI form for drawal of an aPPropriate amount r~
Savings FUnd for credit to the Insurance Pund in respect of the
who have been members of the Scheme during the preceding
bill shall be classified under head "80Il-Insurance and Pension
Minor Head-107-Punjab State Government Employees Group
Scheme.
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Sub-Head-02-S1vlngs Fund

The yearly premium creditable to the bSlIranc.; Fund at present, as
fixed by the Government, virlc G lause 8(2) of the Schem ~ js R.,. 37.50
for every Rs. 120 subscribed to the Savings Fund by a member of the
Scheme during a year. The bill will be aGcompJ!li;!d by a Treasury
Challan classified under Head :-

"SOIl-Insurance and PensioJ Funds-Minor Heads-J07-punjab State Gov.::rn-
me.)t Employees Group insurance Sch~me.

ub-Head-Ol-lnsurance Fun d

The bill sh ill b~ endorsed as Received payment by transfer credit to the
bead".

, SOII-I'lsurance a-id Pension Funds " .
••.•............ .. .•. . Ol-Insurance Fund".

The amount yearly credited to the Insurance FJnd will be recorded in
the Service-wise ledger maintained in Form No. 13 by each Drawing and
D'sbursing Officer.

of Insurance paid Shall be classified under the Head of

"SOIl-Insurance and Pen ion FUnd-;vtinor H;ad-107-Pdnjab S:ate Govern
ment Employess Group Insurance Scheme."

Sub-Head-n-Insurance Fund

and that paid from savings Fund h2.11 be classified under The Head of
Accounts : - ,

'SOII-I)sura'1ce and Pensio) Pu ids-Mrno" Hnrj-~07- PUlja1J Slate
Government Emp~oy_es Group Insurance Sch~m~."

The payment made out of I ha I.1sura'1:;e F j n Is/S1 vi .ig s F ..id S!1 ,·11 I J~ n i cd
in the respective ledgers also agains~ the individuals account under the
dated initials 01 the bead of Office.

The ex.sting Form No. 10. in respect Of sch idil , OC R ":Y/~rics h1' b~e,)
revised. Th: revised form to be adopted with effect form ht April, 1987.
J at Appendix.
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(v) Date of Effect : ~
These instructions will be effective with effect from the 1 t

1987.

3· You are, therefore, requested to bring 'hese instructions to the noti
the Heads of OfficesjDrLwing and Disbursing Officers under ;your control for

compliance.

eCOvelIes crcdiJ
urancs and Pen.

losura'lce ScaenH

4, Necessary amendment of paras (viii), (ix) and (xii)4 and Form No. 10
Accounting Procedure appended lo the scheme will be made in due course.

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

--------

Group of
Servlc;

A

B

C

D

--.

lion Is invUed to '
Ocrobel, 1986 0;
ion of accounts e
oi the Savings Fur
htme. 1982, is 10 t

"2049- In terest

03-Interest On
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APPENDIX

FOR\{ NO.IO

Schedule of Recoveries

erles creditable to Saving Fund/Insurance Fund under Head of Acconn"
and Pension Funds-Minor H~ad-I07-PJniab State Government Employees

ance Scheme SUb-Heads OI-Insurance Fund-02 Savings Fund.

- .---------------

--- -- --- -----
Name of
subscriber

Amount of
Subscription

Remarks

B

C;
D

Total~----'--•..---.-----.---.--,--.-.,...,.- ~-~-----

Drawing and DisbUrsing Officer.
Punjab Government employees Group Insurance Scheme.

nso]:dation of Accounts and calculatroj, of intlr.s1 t1.,r(of.

Is invited to your Memorandum No. X VIIT(2GIS) JAO(R) 86/7799, dated
bel, 1986 on the subject cited above and to state that unde. the new

of accounts effective from the Ist April, 1987, the interest paid on the
Savings Fund relarrng to the Punjab GovernmefJ1 Employees Group Insu-
1982, is 10 be classified as unde-;-

"2049-Interest Payments,

03·Interest on small Saving, Provident FUnds erc,



Ol-Interest on the pUIlJCb Government Employees Group Insur
Scheme."
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I08-In:erest on Insurance and Pension Fund,

2 In pursuance of the above classification, the accoun+s of Interest'
the balances of the Savings Fund should be maintained as per guideline

below:-

(i) Consolidation of accounts and calculation of Interest.

The Controller, Internal Audit (Revenue), Department of Finance wl
out the interest pvid 01 S wings Fund :>.fter taking into account the
nt s made during the preceding financial year, with the help of ready
ner already cir culaed to <,.11the Dep?.r1ment or the periodical state
payments received by him from the Drawing ai.d Disburslng Offl
suiy Officers. As per extent practice, all tile Drawing and Dlsbu
cers in the State are debiting the payment of Savings Fund al
interest accrued there on to the Head of Account "811-Insur
pension Funds'.' corresponding to the new Head of Account "8011-
and Pension Funds' But as per classi.icatlon given above the a
interest paid from the said Head of Accounts shall be debited
Head of Accounts" 2049-lnterest Payments-Os-Interest on Small
Provident Funds etc; 108 Interest on Insurance and pension Fun
rest on the Punjab Government Employees Group in urance Seh
credited to the Head of Account '.'80II-Insurnace and Pension
corresponding to the old Head of Account" Bl l-Insurance and Pens
out of which the interest had already been paid to the Member
Scheme, who either retired from Government Service or ceased to
member of the Scheme or died while in service etc. The nee
nsfer entry in this regard shall be got done by the Controller,
Audit (Revenue) in the accounts of the Accountant General,
the end of each financial year.

(11) Submission of Budget Estimates

(a) Tne Controller, Internal Audit (Revenue) shall work out the
payable on the s~vings Fund balances payable to the
the Scheme and forward the return to the Department of
the Finance Budgat-H Branch) in the prescribed proforma for

paraticn of Budget Esrima'es/Revised under Sub-Head-via
Punjab Government Employees Group Insurance" under
Interest payments," every year.
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(b) Similarly, Internal Audit Organisation (Revenue) shall forward the
consolidated figures of receipt and payment in respect of Group In-
surance Scheme under Major Head "8011-Insumnce and pension Funds"
corresponding to old Head of Account "SI l-Insurance and Pension
Funds," duly reconciled with the Treasury Officers/Accountant General
Punjab to the Financ: Expenditure Branch concerned, for the pre-
p iraioi of B rdge! Estim'\'es '1t the appropriate time, every year.

(iii) Da' e of effect

These instruction will CJm~ into fo CC with effect from the Ist April,
1987.

No .6/3/85/3-FP-IV/439, 22nd June. 1987 .

• The Punjab Government Employees Group Insurance Scheme', 1982-Imple- -(1)'

mentation thereof.

Attention is invited to the subject cited obove and to . state that the following
al hregularitles in the maintenance of accounts under the Scheme cited in subject
t, have come to the notice of Governrnent t c-

(I) Tne Register of Members (Form No. 9), Ledger Accounts (Form No. 11)
and the Broadsheet (Form No. 12) are not being maitalned
properly ill the offices of the Drawing and Disbursing Officers.

(Ii) The figures of receipt and payment are not being regularly reconciled
by the Drtwi ig and Disbursing Officers with tneir 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-
from time to time has given rise to the following . complications which are

to arise in future :-

( I) As per para ( v) of the Accounting Procedure, each Drawing 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 the 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 .?!ld Disbursing Officer to certify that the subcription
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of the member is being / has been recovered regularly. Further,
Broadsheet is 10 Le prepared ur, .er para (vi) of -he Accounting Pro
and is required to ce tallied with each individual account of the me
maintained in Ledger Account (Form No. l l }. The hcomp
Ledger Accounts can create Problem to the Drawing and
bursing Officers for the preparation of Broadsheet. At the
of final "payment, to, the member on his retirrnent, or, in
event of hj~ devth, a cerrif'icaie is required to be furiished
the Head 0" o'f ice r Drawing and Di;)!;'.;i1]: O'i:~f ;;)I~.!'l)l J

effect that t'le entire amoun t has been recovered from the member from
date of his becoming a member of the Scheme to the date of
cessation from membership. The non-maintenance of Ledger Aceo
will lead to delay the payment under the Scheme. The Acco
arc reconciled L: th; Drawing and Disbursing Officers with the Treas
Officers and the Treasury Officers arc req..i.ed to record a certifl
On the Broadsheet maintained by the Drawing and Dlsbu
Officers. If the Broadsheet is iJ complete, then, 1 he Treasury 0
C.!:J refuse to record the requisite certificate. .Further, in the ease
a member t1ansfering from one office 10 another his detailed acco
are to Legiven by 'he Drawing and Disbursing Officer or the
Last Pay Ceril'icatcs. If the Ledger Accounts are in complete.
Drawing and Disbursing Officer can-not given the correct de
of accounts In respect of such a member on his Last
Certificate.

(ii) As p r para (xiii) of rhe Accounting Procedure, t:lC

Dis bui sing Officers are j eq uircd to reco.icile their figures under
Group Ir.surar.ce Scheme wi ti. their Treasury O[ficers concerned, at
end of each quarter. The regular reconciliation becomes easy, if reg
posting is made in the accounts maintained in the offices of Dra

.and Disbursing Officers as well as the Treasury Officers concerned.
credit of the :2mounl recovered Under the Scheme to the correct head
account will also facilitate the payments/made under this Se
debiting the same to the actual head of accounts. The tre
Officer will, thus, furnish the correct monthly account to the Accoun
Ge ie.al, Punja.», Furthtr, the Bucget provision of receipts and pay
which are estimated for the ensuing financial year are also \\0

out on the basi s o" actuals of the receipts and payments of t~e pre
financial year. Tn c accuracy of accou..rs in ihe office 0: the Dra
and Disbursing Officers/ Treasury Officers/ Accountant General
is of utmc .t import?1 ce for the preparation of the Budget Esti
The maintenance of .egular accounts Under the Scheme is very
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,
each D awing and Disbursing Offlcer is required to transfer the amount
of insurance pu rid from the total accomu lations In the Savings Fund of
the preceding year. in the month of October (each year). The total
receipt Is kept under two su'i heads i. e. Insurance Fund and Savings
Fund, so as to ensure tne total receipt of these funds from all the
rnernbei s of the Scheme. Simi larly, ;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 3S well as the Insurance Fund.
Tl'ese figures are also helpful to furtl er assess the real position whether
the Scheme, is still, a self-financing or the self-supporting. In case of
financial 10% the State Government can review It.

The Draw.' g. and Disbursing Officers working under You, control may be
to strictly comply with j he rules and the instru ctinns issued by the the Govern-
m time to time, Any infringement of the rules and the instructrons should
ed in to seriously and a responslbili ty t ixed against the defaulting officers (s)/
() under intimation to this Department. They may also be directed to extend
peratlon to the Audit Parties, as and when, they visit the offices
g and Disbursing Officers for auditing of the accounts the Group Insurance

It is. therefore, requested that the Contents of this letter may kindly be
to the notice of all the Heads of Offices/Drawing and Disbursing Officers Under
01 for meticulous compliC'.!1ce.

DC'.ted Chandigai h, the 10th Novemter, 1987)

he Punjab Governrnen t Employees Group Insurance Scheme, 1982-Promotion
lth reirosoecuve effect-Clarification rega rding.

ention is inv.red :0 the subject cited above and [0 state tha: a clarification has
hi whe'her tbe Governmeu' employees who are promoted with retrospective
10 be given the benefits under' he Punjab Government Employees Group Insu-

heme. 1982, from the date of issue of orders or from the date with effect from
otion has been given. It j" clarified that the Groups are changed from rhe date of

IY of 'he Punjab Government Employees Group insurance Scheme following the
ue of orders of regular promotion and not from the earlier date from which the

n may take effect.

You arc requested to bring these iusttuctions to the notice of all the Heads
and D'sbursing Officers under YOUI' control for m~'iculolls

(I(V) 12/87-3 FPIVj1 000 Dated 16-12-1987



176

CHAPTER 23

STANDING ORDERS FOR REGUL-\TlNG OF TRANSACTIONS AT THE
STATE TREASURIES/SUB TREASURIES

23.9. Introduction of Cheque Sys'em for making payment to the
Officers in the SUb-Treasuries in the State (where full
Officers have been posec)

1. A reference is invited to the subject noted above and to inform you that
. system of payment to the Disbursing Officers in the District Treasuries in the S'ate
Cheque SY5'em has already been introduced.

•... According to the provisions contained in the PUnjab Trea~ry Rules, Volume
all payments are authorised by the Assisant Treasury Officers On the bi]Js/documeu
presented at the SUb-Treasury (Exceptio.i 2 below Rule 152 ibid) by affixing a p3Yor
validity for which is for 10 days as prov ided in Rule 436 ibid.

3. Wih a view to simplifying the procedure and ensuril'g speedy handling
Government bu;iness by the banks transacting such business, pertaining to the S
'Ireasur.es having whole-time Assistant TreasurY Offire i s, t l:e Str te Goverr ment

been for so.netimc co.rsideri.ig 'he questio.i of introd.iciig the system of making paym
by cheques agains' b.llsjvouchers presented a' the Sub-:rcasuries by the Drawing & Dis
SIng Orf'ice.s. After careful consideration, it has nOW been decided to introduce
system of payment by cheques at the sub-treasuries \\here whole-time Assistant Treas
Officers have been posted, against the bills presented by the DisburSing OfficerS,

4. It has further been decided that the following kinds of payments except
bills presented at the suh-ti easuj ies (where whole time Assistant Treasury Off'icrrs ha
been posted : by the Disbursing Officers w.ll continue to be mace as per exist

procedure

(i) Pension Payments.

(ii) Payment agains' Refund Vouchers.

(iii) Payment against Deposit Repayment Oi der s ,

(iv) InteleSt 0.1 Government Securities/G, P. Notes, to etc.

(v) Payment of Remittances TranSfer Receipts, cash oiders (where applicable).

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

(vii) T. S. D. Certificates efC. etc.
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tract of the relevant pa-agraph of the procedure prescribed under the Cheque
I03~dfor refere.ice and m rking rhe S11U! av nlabl , to the Disbursing Offic::rs

der you and operating on the Sub<rea~!.lries, where whole time Asstt.
icers stand posted for their guideance & necessarv acion at t heir

regards the Sub.treasuries wcic'i are u.ider Ih! Chlfge of Tehsildar/Naih-
here~whole time Assistant Treasury Officers have not been pos'cd) the existing

of payments will co.itinue till th esc are co.iverted into regular sub-treasuries
arge of the Assistant Treasury Officers a -d the full cOntingent of saff is

& A'[2533-D ~+ei 2)·,)-87

The revised system of payments by cheques, as above, will come into for ce
from Ist November, 1987. It is accordingly requested that all the Disbursing
your Department operating 0.1 rhe su b-treasuries (where whole time Assis-
ry Officers have been posted) IDlY please be informed ?ccording1y.

of paragraphs 1, 2, 3, 5,8 (vi), (viii), (ix), (x) (xi), 9 15 and 16 of the
ror payment- by cieques.

introduetioi o~ the sys:em o:plym: It by cie quc s at a District Treasury calls
modificatio.i to the proczd rre followed in the receipt and disposal of claims
t. Following paragraphs indicate the procedure to be observed for receipt 0;
eo-inter, drawal of cheques a-id their del ivej-y a id accounting etc.

of Bills at the Counter

All bills si1?'1Ibe received at the co i-r'e r througn tile Bill Transit Register and
11received ~ token \'til1]be issued by the Token Clerk. Simulta ieously, the
k will 'enter the ] number as ~well as the dale- of issue of token prominently

of the bill. For this purpose suitable rubber st amps wiJl be provided. If
e nts more than one bi lJ he shou 1d b ~ given? •token for each bi II tendered.

Separate depa-iment wise r.::gisters in Form S.P.C.-I will be opened for
Cfficers bills and (ii) [o.i-Gazetrted Officers bills and other r ills. There

Ieave~for~eacil:'page, the duplicate and tr iplicz te copies ! l eing On perforated

fter;making necessary entries In the registers
co-ivenie.it batcnes 10 the bill clerk/As sistent

the Token Clerk will forward
In the Bill Section, who will
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receive the bills r.lo.rgwith the duplic?te and triplicate perforated copies
signatures 0<1 the original copy thereof', Lctor c returning the register to t

Clerk.

(iv) Urgent bills presented by the Officers themselves should take p
over current work and be dealt with irnmediately On receipt. The Token
primarily responsible for i-idcxing the bills to the correct Bill Clerk(s)jAs

without delay.

(v) The Assis tant Treasury Officer should ensure
by the bin c1erk(s)/Assist?.'1t(s) prornpt ly.

3. CheCking and Pass:ng of Bills

The bill Clerk/Assistant should on receipt of the bills, scrutinise them
proper trea smy checks. The bills which cannot be passed for one reason or t

will each be gttached with an "objection Memo" stating the ground on wb
returned. and after noting the fact in 'Register of bil] receipt, etc.," they
sent to the Assistant Treasury officer for signatures. The un-passcd l·i1
accompanied by an objection memo; approved by the Assistant Officer s
returned to tuc counter through the Register III form SPC-I (duplicate

delivery (0 the authorised Messenger of D. D, O. concerned.

(i) Tl-c Token/Counter Clerk sho cld acknowledge receipt
duplicate copy to the bill clerk /Assist?nt and return the f;ill after receiving I

and noting it in the register in Form SPC-2 (Register of bills returnt~d i np.s

(ii) In case where the bills have been accepted after scrutiny the bi
Assisr.u: shall enface tile pay order 0,1 the bill. The bill should also
"Stale" and name of the party in whose favour the cheque is
be indicated Whether checks should be crossed or open. In case,
bill is payable only in the following month c. str.mp "Not
before the Ist proximo should be ?.ffix~d next to the pay order. AI! the bills
by the bill Clerk/A~sistan' for p?ymenl should be s, bmiU(d to the Assistant
Officer. The Assistant Treasvry Officer shall carry O'Jt such scru.iny as i
of hi m and will sign the pay o rdr anc r itu rn them to the Bill Clerk
concerr ed- At the end of each week, the Bill Section will prepare a list ofOt
bill from the various bill registers a.id submit them to the Assistant Treasury

With a view to ensure th it the tokens a-c r-o t lying un-redeemed for u
period intimations about passing of bills may 0~ S~.lt to th> parties i 1 Form S
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at the Sub-Treasury : Payment of BiJIs by Cheques

11payments against the bills p.e onted by the Drawing and _Disbursing
eepr pension payment/payments of interest on Governments promissory
:It against Refund Vouc.iers/payments against Deposit Re-payment Orders
by the Courts or otner aurhorities etc. etc.) will be made by cheques drawn

(wher: the sub-treasury is situated) tra.isacting Government of Punja b's

In respect of bills on account of pension payments ald payments of intrecst
nt promissory Notes, T.S.D. Certi'"icates. payments of refund Voucher D.R. s
e will' e paid b) the Bank transacting GOvernment business at the Sub.
1upo 1 payrn mt order iss-Jed by the: Assistant Treasury Offcer <is heretofore.

ch~q res are issued o.ily whe 1 the original cheque is reporerl to have been lost
ard is proved to have not been cashed by reference to the Bank a-id the payment

Qatc'ieque 0.1 subs equent presentation bas been stopped. T'iey are issued udder
r of the original c'ieque but with the d-ite of issue of the duplicat e , after the
e of the duplicate h<'.S bce i noted in the "Register of cheques Delivered
st the entry of the orig inal cieq les· The iS5UC of duplicate cheque is not

ed either in the' Register of Cheq JtS drawn (SPC-IO)"', Or in the "Register
Detivered-SPC- II".

Cancellation of cheque

ue will 'ie Ca lc~lled olly Under the specific instructions of the Assistant
ice:'. Id the case of C:leques alre .dy delivered. the Assistant Treasury officer

1, 0.1 ;'. written reque st from the drawer of bill. The Assistant Treasury
ll stamp the foil al1d counterfoil of t h : cheque and the pay order On the

wO'ds "C'ieque Cancelled". The cheq ue, shall therefore be en rered in the
("Cheque delivered SPC~II with the cheque number and the word "Cheqr s

nO'e:1 against it aid the bill returned to the part)
of the token, Then an Occasion at ises for the cancellation of a

Cheque writ tei shall bring the documents at 0 ice to the Assistant Treasury
neces ary action without waiting fOI the closing 0" the day's business- The

the cancelled cheques should be entered choronologically in a Register and
old cheques should l-e sent by the Assista-it Treasury Officer to the Treasury

the Siaha concerned and by the latter periodically to the Account int General,

ueS remaimng un-delivered for a tiro' exceeding 3 months, ofler the month
) are sig ied by he Assista rt Treas iry Office, siall not be delivere J. T1US
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a cheque signed in June shall be delivered any time upto 301 h September. On the
working day of each month such un-delivered cheq: es as well as the pay or
the bills pertaining to these chr ques shall be cancelled and the payees info
writing to collect the- bills from the s t b-Treasuty after surrendering the r
tokens.

A note rega.ding the cancellation of these cheques and the pay order on
shall be kept in the r elcvaat register by the bill sectio.i, Those cancelled c
shall also be entered in a r egistcr and sent by rh; Assistant Treasury office to
Treasury Officer and by the later periodically to the A.G. PUnjab.

(ix) In the case of cheques which are cancelled after delivery to the
concerned, a fresn cheque bearing dtfferent number may be issued if asked for
otherwise in order. The amount of the cheque sO issued need not be taken in
"Register 07 Cheques Drawn,SPC-lO" or "Register of cheques Delivered SPC·lI
the space of the amount in tho ie registers should be written. "Issued in
of cheques No.-~-·--~-~-" An entry 10 that effect should be made
eounterf'ils of the cheque cancelled and tile nurn'ier of the fresh cheque issued
thereo.i.

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

Cheques shall be encasha blc at any time within tiree months, after the
of isssue. ThUS a cheque tearing date ally time in January is payable at MY
upto 30th April. Should the currency of a cheque expire owing: to its not
presented to the Bvik within the period specified above, it may be cancelled.
fresh cheque issued in lieu thereof in accordance with the pr
prescribed in para 8 (ix) ibid. The cneque so cancelled will be dealt with accord'
the procedure, 1?.id down in para 8 (ix) i bid.
(xi) Renewal of time-expired cheques:

Cheques shall be encashable at any time within tl ree months after the IDOn

issue. Thus a cheque bearing date any time in June is payable Rt My time upe
September. After the Period of currency o; the cheque is over it should be trea
cancelled ar d the expenditure should be wri tten back by furnishing a statement'
following proforma :--

Statement of la.psed treasurycheques for .tlie mon1h------ .
•••.•••••••=-.- -=----====-= mn' , c.a"•••__ -=•.•""·'cw·•.••' -.c' .•"... oa·. ··o.:;I,•.•••••' ''''''''''''' ••••'. __ m=•••••••. =..: ~..-.. __ =:=;.._

2 3 4 5 6

Sr,
No.

Name of
Drawing

Officer

Cheque No.
and dale

Amount of
Cheque

VI. No. Head of
account

-----------------------------------------------------------
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milar procedur- sbou ld b~ followed for cancelled cheque also where in the
is required to be written back. The adjustment in these cases will be

:Jt by 0.1e audit office, when amount of cancelled/time-barred cheque is to be
-sequently the claim may be prepared as usual, in the prescribed form
the same with necessary details wherever possible and not on simple receipt

as to facilitate audit in the audit office. The date of cancellation of such
euld be noted against the original entry in the "Register of Cheques

of Cheques

The passed bills alongwith the cheques drawn and the Register In form
SPC-lO, in duplicate, shall be sent to H~e 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
t~le 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-12 signed by the payee as
well as by the messenger who has been sent for the cheque. Before
delivering the cheque he shall make an entry in the "Register of cheques
Delivered " in form SPC-Il in duplicate. He shall then put the date
stamp on the eh-que and in cases where the cheque is not encashable
before the 1<>1 proximo of the following month, re shall affix the stamp.
He shall write "CD" on the bill with his dared initials to indicate that
the cheque has been del ivered. The bi II will be stamped as "Paid" after
the cheque is delivered. (See paragraph ] 1 for transmission of paid voucher
to the Account Section through tne cheque Section).

PAYMENT AGAINST CLAIMS OTHER THAN BILLS OF D.D Os.
INCLUDING PENSION, INTEREST ON GOVERNMENT SECURITIES
BILLS, REFUND VOUCHERS, D.R.Os/Etc. Etc.

existing practice of ffi'.king these paymsnrs will co.itinue as here-fa-fore.

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

existing procedure of issuing a simple pay Order 'Pay' enfaced on the
will be continued.
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23.10. Introduction of Cheque System for making payment to the Drawing
Disbursing Officers in the Sul.-rrer suries in the State (where ,full
Assistant Treasury Officers have been posted).

The system of making payments by cheques to the Disbursing Officers ag
bills under the Cheque System has already been introduced in all the District Treasu
in the State.

2. For sometime past the State Government had under consideration the que
of extension of the above system to the sub-treasuries where whole time Assis
Treasury Officers have been posted. Afrer careful consideration of the matter, it
been decided to' introduce the system of payments by cheques in the su b-treasu
with effect fi om 1st Nove.mber , 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 payments
affixing pay order would continue as here to fore.

3. A copy of the procedure to
Cheque System is enclosed. YOJ may
steps for the proper implementation
before hand.

Le followed in
please go through
thereof and to

C1e sub-treasuries under
the same and rake approp
complete all the fornlaJi

4. For the present it has been decided that nO staff, On the introduction
Cheque SY3tem in the Sub-treasuries, is to be provided. The work under the Cb
System is to be taken from the staff already posted in the Sub-treasuries conce
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 Cheque System, are made available to
Assistant Treasury Officers well in time for the smooth implementation of the syst

6. Necessary instructions have also been issued to all the Head" of Depart
Commissioners of Divisions/Deputy Commissioners/Sub-Divisional Officer(s) etc. in
Stale 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 transactlng Government business, in respect of tbe sub-treas
concerned may also be apprised about the switchover to the Cheque System with e
from 1-11-1987.

--



183

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

\\\\'~~\\I:.\\~\\ ~\ ~~ .,,~,,\.~'\\\.1;.)\ ~~'j'\\\.~'\\\~~ ~"\\~~\\'t.."~~~. ~~.!\.\''t.'C.~'~ ~~~~

time Assistant 'I'rcasury Officer has been posted) calls for certain Modifications to
edure followed in the receipt and disposal of claims for payments presented by

.!wing and Disbursing Officers thereat. Following p?ragraphS, indicate the
le to be observed for receipt of bills (in respect of the Drawing nad Disbursing
in account with the Sub-treasury at the counter, drawal of cheques, their
J Id ICC) l.lti.1g '.:,c. .

(i) All bills shall be received at the counter through the Bill Transit Register
and for each bill received a token will be issued by 1he 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
s!.Iit,')le rubber stamps will be provided. If a party presents more than
One bill he should be gi ven a token for each bill tendered.
Separate department-wise registers in Form S.PC-I will be opened for (i)
Gazetted Officers Lills a-id (ii) No-i-Gazetted Office\s bills and other bills.
There will be 3 leaves for each page, the duplicate and triplicate copies
being 0.1 perforated sheets.
After making: necessary entries in the registers the Token Clerk! wiII forward
the bills in con venient batches to the bill Clerk/Assistant in the Bill Section,
who will receive the bills alongwith the duplicate and triplicate perforated
copies and P:.Jt his signatures on the original copy thereof, before returning
t'ie register to the Token Clerk.

(iv) Urgent bills presented by the Officers themselves should take precedence
over current work and be dealt with [mmediately 0:1 receipt. The Token
Clerk is primarily responsible for indexing the bills to the correct Bill
C[erk(s)j!\ssistant(s) without delay.

(v) The Assistant 'Ireasuiy Officer should ensure that the bills are received by
rH; bill Clerk(s)jtc ssist antfs) promptly.

(vi) Bills must be handed over to the bill section at least twice: daily at
1],00 A.M. a-id 2.30 P.M. on all working days. During March and other
nmcs when a large num'cer of bills are received, bills should be sent to bill
Section of ten er, which wil! return passed bill to the cheque section in
three, 'orr 0, five :'atc:1Cs during ti'e day .

.=Urgcnt bills sho ild be sent to the bill scctio.i immediately O;} receipt.
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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 checks. The bills which cannot be passed

one reason or the other will each be attached with an "objection
stating the ground On which it is returned a-id after noting the fact
"Register of Bills receipt, etc." they shall be sent to the Assistant T
Officer for signatures. The un-passed bills, duly accompanied by
objection memo, approved by the Assistant Treasury Officer should
returned to the counter though the Register in Form SPC-I (du
copy) for delivery to the authorised Messenger of D.D.O. conccrnec.

The Token/Counter clerk should acknowledge receipt of such bills on tne du
copy to the bill clerk/Assistant and return the bill after receiving the token and 0

it in the register in Form SPC-2 (Register of bills returned un-passed).

(ii) In case where the bills have been accepted after scrutiny the bill
Assistant shall enface the pay order on the bill. The bill should also
marked, "State" and name of the party in whose favour the cbeq
required should also be indicated, whether cheques should be c;'osscd
open. In case, where the bill is payable only in the following moo
stamp "Not paya ble before the 1st proximo" should be affixed next to
pay order. All the bills acceptedj by the bill Clerk/Assistant far pa
should be submitted to the Assistant Treasury Officer. The A
Treasury Officer shall carry out such scruitiriy as is required of him
will sign the pay order and return them 10 the Bill Clerk/Assistant C01

At the end of each week, the:Bill rSection will prepare a list of
standing bills from the :vario".1s bill registers and submit them 10
Assistant Treasury Officer.

With a view 10 ensure tn at the tokens are not lying' Un-redeemed for unduly

period intimations abort passing of bills maylbe sent 10 the parties in Form SPC-J.
4. Transmission of Pa ssed Bills to the cheque section'

All passed bills shall be transmitted to the cheque section in locked boxes
a day (or more frequently as may I Le nc cessary, especially dui ir g the last week of
month) together with the duplicate and, triplicate ('opi(sL of the perforated sheets of
"Register of bill~ etc." The duplicate copy of the same will be returned to the
section with initials of the Clerk/Assistant of the. Cheque section while lthe hi
copy of the preforated sheet will be retained in the cheque section for record. B'
any, subsequently passed, will be entered by the Bill section in-the duplicate copy
sent to the cheque Section. The cheque Section while givir g iritir.ls on' the du
copy of the receipt of bills, will srrn lu ....nr oi sly compk te t le uij.Iicr.te copy pr
retained in 1 he cheque Sectio.i ,

•
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the Sub-Treasury Payment: of Bills by cheques

All payment against the bills presented by the Drawing and Disbursing
Officers (except pension payments/payments of interest on Government
promissory Notes/payments against Refund Vouchcrs/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 respect of bills On account of pf nsion payments and payrn-nts of interest
on Government Promissory N01es. T.S.D. Certificates, payments of refund
Vouc:ler/D.R.Os etc., the same will Le paid by the Ba-rk transacting
Goveromc.it business at tl~ sub-Treasury level upon payment order issued
by the Assistant Trea~ury Off''cer as heretofore.

IC Forms and their custody

Cheque forms are printed with counter foils and are machine-numbered
serially. A book number is also printed at the toP left hand corner. No
date is printed on the forms., this being noted a t the time of the delivery of
cheque as prescribed in paragraph 8 below.

Cheque Books are stored in the District Treasury and the Treasury Officer
will arrange supply of t:1~ eh-que Books required for use in the Sub-
treasuy, against a requisitinn/Ind-nt placed by the later on the former by
following the provisions prescribed in the codal ru les. proper acknowledge-
ments will be obtained and kept on record by the Treasury Officer against
Cl.eque Books supplied to th-:: Assista n t Trcasury Officer concerned.

In the first week of November every year, the Assistant Treasury Officer will
end an Indent for the Cheque Books required for use in the Sub-Treasury

to the Treasury Officer concerned i.e. showing stock on ] st day of
November and Cheque Books required during next year plus 4 months
reserve. 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 Indent i,c.
including the demand of the District Treasury and Sub-Treasuries will be
prepared by the Treasury O'riccr and sen t to the Department of Finance,
Punjab (Treasuries and Accounts Branch) for such action as already provided
in para 6.ii) of the "proceollre of paym ent by cneq ues at the District
Treasury" i.e. the Indent should be based 0!1 the average cnnsumption as
actually 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



(0 The cheque section will be under the srp ervlsory
Treasll ry Officer.

(ii) Immediately on receipt of passed bills from the Bill Section, the
Writ r will enter tile No. of Bill received from each bill clelk/Assis
a register in form SPC-7. The Assistant Treasury Officer will
the bil ls wi th reference to ne following points and if in any bill a
is noticed In regard to any ~of these points he shall reru rn It to tbe

]86
Cheque Books/Forms should be sent by the Assistant Trea ury
T'reasu ry Of.icer on due-dates.

(iv) Custody 0;' Cneque Forms/Books on receipt of the supply of the
Books from the Treasury Officer, these nall be verified by countln
the AssiStant Treasury Officer to s e that the number asked for ha
received, it contains th~ number of cheque as indicated on the C
Books, tha, rhe book number is printed on each form and that the c
number are consecu riv-. When found in order, ~;l~receipt of the C
Books shall be acknowledged by the Assistant Treasury Officer, wro
he p tl-esc cheque Books in safe custody. From this stock a su
number of cl: .que BookS, being the estimated daily consumption,
be with-drawn for current use, after following the procedure. The

into and issue from the Assistant Treasury Officers stock arc accounted
in lump in a register S.P.C.-4 to be maintained hy the Assistant Tr
Officer for the purpose.

(v) The receipt of the Cheque Book(s)/Forms from tnc stock maintained ia
Register In Form SPC-4 shall be entered in the "Register of 0
Books/Forms SPC-5" to be maintained by the Assistant Treasury
which should also be shown under each date, the number of Cheque
used i.e'. Cheque written out and actually signed by the Assistant Tr
Officer, tl.e number of forms cancelled (with serial number of the c
forms specified) the number of form) in hand with thv daily 0

Cheque Number.

(vi) At the op;;ning of business of each day, the Assistant Treasury Officer
make over to the Clelk/Assistant Oheque Section, such number of C
Books as he considers sufficient fer the day'S requirements. These
b::: entered by the Assistant Treasury Officer in "Note ,Book-SPC
be kept in safe custody under lock and each entry ,should be signed
the Assistant Treasury Officer.

7. Work in Cheque Section



: _W:l:':n a requ-st for issue of more than one cheque in favour ot the
drawer of the bill itself is made no s-parate endst , is necessary

The Assistant Treasury Office wil] prepare: the cheque for two or morc bill s

whpn tney are payable to the Same person. In prepari:1g the cheque memos
care should be taken to record t'ie full name and dcsigiarloi o" th ~ payee.
The retrenchment slip, if any, Should be pinned to the memo. In the cas e of
payment orbills endorsed to oank..rs it should be SC:,11 that as far as Po ssible
not more than one cheque is written for eac i ' scroll on each day ;0 reach
Bank. When the pay of Gaze'ted O:ficr! ~mploy~ e has I-J_'cnattached under the
od'r of the Court and payment Ins got to b: made to the court direct
l:Jy the Sub-Treasury, separate cheques are to b" written for the amount
payal!' to the party and the court as indicated in C~e pay order given in
the hill.
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for rectification (See Rules 159-162 Punjab, Treasury

That the pay order bas been signed by the .A ssistant Treasury Office} a-id
is genuine and that the amount is given both in words and figures and
the two entries agree.

That when the amount for which the bill has been passed for payment is
less than the amount claimed, the bill is accornpan ied l~y a rctrenc'nn ~n t

slip in form SPC--8 stating the amounts claimed and arnnu-its passed for
payment.

'l hat when the bill bears any cndst, the endst, is made under a s~parat
signatures of the drawer of the bill and is in order For the purpose 0

receiving pay and allowances orner than vacation pay and leave, endst.
on bill in favour of any Bank which has a clearing ale with the Bank can
be accepted.

be issued s:nll ); vP;n or cr.sss.d.

Whc.ti1Cr more tnan on.-: cheque has teen asked for in a bill and if s
wh-tiier th.:: request in made under a separa re signature of the drawer or
thr hill and particulars for such charges are given on the bill,

it 1 :-An irregular c ndst , on a bill cannot be ignored and the cheque
cannot b~ wrtten out in fa vour of th e drawer .

. -An cndst. is irregular when a bill endorsed in favour of an agent or
bank h '1:' S been re-endo:-s::d by the later.



(iii) The Assistant Trf2.sury Officer will ensure that he has
account of the Cheque Books/forms made over to ;'his subordinates.
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(ii) The Assistant Treasury Officer will, with the asslstante of Cheque W
under him, write out and review the cheque forms. They shall also
the cheque numbers against the pay orders on the bills, enter the a
in the "Register of Cheques Drnwn" (form SPC. 10) to be maintained
duplicatie on a perforated sheet. If a cheque has to re "Cancelled"
any r ason its number should also be entered in the register with
remarks "Cancelled" against it. The cheque writer shall then submit
cheques with i he passed bills 10 the Assistant Treasury Officer.
Assistant Tre?sury Officer shall check the cntrles on the bill, sign a cheq
cancel the pay order on t:JC bill Stamping it "Cheque drawn", initial
counterfoils, and sign the entry on the "Regist-cr of Cheque drawn".

(iv) Tee P.ssistant Treasury Offic:::r may maintain a register showing the
of cheques signed by him on each occasion in order that at the end
the day. he may have ready means of checking up the total of cheq
signed by him as prepared by the Cheque writer from the "Register
Cheques drawn" and shown in the reconciliation statement.

(v) In writing out a cheque the following instructions shall be

(See rules 165,166, 175 to 177, 179, 180 of Punjah'TreasulY Rules Vol.

(a) The name of the parry in whose favour the cheque is to be drawn
be ascertained correctly from instructions and particulars given
the bills and entered first on the counter foils, care being t
to ensure that the :niti,!.\s and names' are correctly spelt, that distinct'
army and other ranks are properly filled in, that when the person does
have any other title the word Shri/Shrim2tijKumarijSarvshri/etc. is am
and in the case of banks, cheque is drawn in favour of the Mana
Agent or Secretary as the case may be.

(b) The amount Passed for payment shall be entered in figures in
foils direct from the pay order.

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

(d) The token numbers borne on the biII/biIls shall be correctly
counterfoils and the reverse of the cheque foils.
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e) The cheque foil shall he filled in from the counterfoil, and in the case of
bills of gazctted 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 entues will be in tile following form :-

"Pay lo-----------------(Name of the Bank)in account
of----------(NamejNames of the p,lyee)".

{f) The cheque shdll not be dated except 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 person, body Of flan, 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 shalt be open cheques.

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

(i) The foil and counterfoil shall bear the initials of the person who has
actually written out the cneq ue.

Cheques.-

Duplicate cheques are issued only when the original cheque is reported to
have been lost or destoryt'd 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-Sl'Cvlf" 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 111 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 Punjab, 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 th(: Accou ntant
General, Punjab.



Cancellation of Cheque-

(viii) A cheque will be cancelled only undo r the specific instructions of
Assistant Treasury Officer. In the case ·of cheques

the Assistant Treasury OffiCLI shall act only on a written rc qur st from tn dr~w~
bill. The A ssistant Tr ca . ]rj Officer sh rll stanp tne foil and coun terfoi] of t);e cbe
and the PlY ord er on th i bill with rl~w.i.ds "C t~q'je Cancelled". The chcq
shall, therefore be entered h th : "R::g:3t;r of C'l~q I~S Delivered-Sl'Cd l" with
cr-eque number and the word '"Cheque cancelled= noted against it and the bill rcnn
to the party on recovery of the token. When an occasion arises for the cancellatiOll

• -""; cheque, the cheque writer/shall bring the docum-ru s at one; to the Assistant :'r,a
c~Offic~r fc,' nQ0~slary actio i wi('1.)ut w uting f)r tn':! closing of th: day' busin:ss
~;~b; of the cancelled cl.eques should be entrcd chorr nologically in a RegiS!r
lli~~c.lnc~ll!d C.1:Q I'S sl)u1d h:, s~nt by th~ Assistant Tr.:asury O~ficcr to th r..

Officer with the Siaha conc.rnrd , by rh: later pcr iodically to the Accoun
Gen~ral Punj;> J.

Chequ's remainmg un-delivered f01 a time cxc« d ng 3 months. after tho m
in which tney are signed by the Assistant Tre rsn y Off'ic ir, s7iall not be delivered.
a cheque signed in June shall be . d .liv er id. any tirn : upto 30t:. September. On
fir"t working d.1Y of each mo ith S.lC·1 un-d~liv~r,;d eheques as w.Il as the Pay 0

en the bills pertaing to these eh que shall b.::cancelled and the paY';LS informod.
writing, to c011ect tho bills from la~ SJJ-Tr:aslfY ,i't.:r surrcnd.ving th~ r- Ievant token

A note r;;:garding the Can collation of tn,"~ c 1~4u;~ and tl.e p •.•y order on Cl':

shall be kept in til'> r :I evan t' reg ister by the bill section. Thcs" ea-re-Il d chequ s s
also be entered in register.; and sent by the Assisant Treasury Officer to tre Trea
Officel and by the later periodically to the Accountant General Punjab.

(ix) In the cast: of cheques which are cancelled afr-r dcliv:ry
concerned, a fresh Cheque bearing a different n umb"i may l-e issu.d if asked for
otherwise in order. The amount of the cheque SO issued need not be taken into
"Registsr of Cheques Drawu-SPG-lO" or "Register of cheques Ddivered SPC-II,'
the space of the amount in those registers should be written "Issued in lieu of Cbeq
No ..••.....•.. " An entry to that effect Should be made on the counter file of
cheque canc~l1ed and the number of i~e fresh Cheque issued noted thereon,

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

Cheques shall be encashable at any tim.: within three months, after the da
issue. Thus a cheque bearing date any time in January is payable at any time
30th April. Should the currency of a cheque expire owing to its not being press
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ok within the period specified above, it may be cancelled, and fresh cheque
lieu there cf in accordance with the procedure prescribe in para 8 [ix) Ibid.

De so cancelled wBI be dealt with according to the p-ocedure, laid down
(ix) Ibid.

al of time-expjred cheques:

ues shall be encashable at any time within three months after the month of
us a cheque bearing date ar, y time in June is payable at any time upro 30th
. After the period of currency of the cheque is over, it should be treated

led and the expenditure should be written back by furnishing a statement in
iog proforma :

t of lapsed t reasury coeq ues fo r the month 19

2 3 4 5 6 7

___ ••...-=•.•~ ...,.__ .•••..._.~=-~.L ~

.•.,
Cheque No. Amount of Yr. No. Head of the Remarks

& date Cheque acconnt

similar procedure should followed for cancelled cheque also where in the
e is required to be written back. The adjustment in these cases will be carried

l.u(1it office, When amount of cancelled/time bared cheque is to be paid,
tly the claim may be prepared as usual, in the prescribed form supporting
with necessary dera ils wherever possi ble and not on simple -eeeipt form, so as
te audit in the audit office. The date of cancellation of such cheque should
against the original entry In the "Register of Cheques D~liwred.".

of Cheques :

The Passed bills alongwit.i th;: cheques drawn and tl,.c Register in form
ID duplicate, shall be sent to the Token/counter Clerk for delivery of the Cheques.

/counM Clerk should also sign on the original copy of the "Register of
wn" and return it, and retain the duplicate copy for record,

Before delivering a cheque the TOken/counter clerk shall take back the token
I et a reoapt in fo rm SPC-12 signed by the payee as well as by the

who has been s ent ror chcq ue. Before delivering the cheque he shall make
the 'Register of Cheques Delivered' in form SPC-Il in duplicate. He shall
e date stamp on the cheque and in cases wher.:~ the cheque is not encashable



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

prepared by him and retain them under double lock till issued again to
Token Clerk the next working day.

12. Accounting of Paid Vouchers in the Account Section

(i) On rcelpt of the paid vouchers, the Clerk/Assistant
take such steps as are necessary in accordance with the existing pr
for the accounting of the vouchers. It is however, to be noted that pay
represented -by C:1eqU'::S delivered only are to be accounted for on
resp~ctive date of delivery of chequt's. The account i.e, Daily Siaha
be sent by the Assistant Treasury officer daily as provided in the
after incorporat ing the n .cessary entries therein.
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before the Ist proximo, of the following month, he shall affix the stamp. He shall
"OD" on the bill with his dated intials to)ndicate that the cheque has been delivered
bill will be stamped as "Paid." al't;r he ch~que! is delivered. (See paragraph 11

p transmission of paid voicher to th ~ AC';:J"]nt Sectio'1 thrcugh the Cheque section).

10. Daily ClOSing of Account by the Token Clerk

At the end of th . day, Token/counter clerkjshall prepareg in form SPC.18 ana
of cheques received at the beginning of the day cheques :rcceived during the cours
day, c.requ :s :d;liv~rej, and the closing balance of CilCqUCS in hand. He Shall
agree the number of cheques deliver':d with the .number of tokens received by him d
th~ co rrse or tjl:~d:lY and with t!l~ total of entries in the "Register of C,le
Delivered". H: shall enter th~ total am\}Unt of the cheques delivered in figu
well as in words and submit tile register to the lAssis1ant TreaSury Officsr for seru
and signature.

11. Tran5mlsji!)n~or vOJe1t~t' to th~ Account Section

(i) All paid vouchers wiI I be handed OVer by the Token/Counter Clerk to
Clerk/Assistant:J of Cheque Section alongwith the "Register of Ch
Dcltvered ". The clerk/Assistant will retain :"the vouchers alongwith
duplicate copy of the~"Reglster of Cheques Delivered" after initialling
returning t)-}~ o~igin~l r~gi,t~r. After Recording necessary entries, in
"Re!!ister of cheque drawn" forleach c'1rque, delivered and after securing
Cheque account for the day, trl~ clerk/Assistant Cheque Section Shall Iran
the copy 0' th -: R ~gist-;r of cheques Delivered together with the
to the clerk/Assistant A-;c runts S 'ction the same following morning.
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(\0 recieving the paid cheques from the Bank, the Clerk/Assistant Accounts
loo-should tick off in the "Register of c.iequcs Delivered" and from
a list of oursancing cheques S;1O:.Ilobe: prepared and submitted to the

'strict Treasury, in duplicate, with the Last Siaha of the month. On receipt
tbe outstanoing cheque list alongwith the last Siaia frl)m all the Assistant

sury Officers under him, the Treasury Officer will prepare a
solidated lis+ of the outstanding C;l'~ques in respect of the District Treasury

the sub-treasuries for submission to the Accountant General, Punjab
nthly alongwith a plus and Minus» Memo.

e accounting procedure in respect "of cheques will be as under:-

e amount of the bi]ls for which cheq'ies are issued should be in eluded in
reley:mt daily Siaha, ~he amounts of the corresponding cheques issued

ing simultaneously shown as contra credit in the daily !'iaha (Receipt side)
under the new head "Treasury Cheq ue" to be opened under Sector

-Suspense & Misc-8670-cheques and Bill s-IOd-Trcasury cheques".

The entry in the daily siaha may be supported by a Schedule of Cheques
J sued. The Schedule of paid cheques (together with paid cheques) received

om the bank should be transrnitte I by the Assistant Treasury Officer to
Treasury Officer (alongwith the Siaha) showing the total debit under

the new head.

The receipt and issue of the tokens will be recorded in the "Register of
form SPC-15. The clerk-in-charge of the Token. Section shall verify daily
tokens in hand after taking in to account the un-redeemed numbers. This

is intended as numerical check and the object is to see that for the number
t are not in hand, equal number of bills exit in the office. A certificate

acation should be recorded in the 'Register of Tokens' and the Same put
istant Treasury Officer at the end of the day after reconciling with the

reasury Officer the number of tokens received with the number of bills
ues have been delivered.

The Token/Counter Clerk should ensure daily that for all bills paid during
cbeques and for bills returned unpaid, the corresponding tokens have

back. He should record a certificate in form SPC-15 10 thiS effect and
le submitted to the Asstt. Treasury 0 ff'icer.

On the 20th of the each month a detailed c insus of all tokens in hand
en by the Assistant Treasury O~ficer and entries m:de in a Register in
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form SPC-15 (a) and the resu it reported to the Asstt, Treasury Officer. For
pi : I ose of Il.is cr.nsi s er q vi) y sl.oi ld be male from ~ifferent sections about the

tokens outstanding with them.

14. Ad\'~ce to Bankers :

For the present ail cheques will l::e drawn by the Sub-Treasury on the Bank.
specimen signature of the officert s ) au il oriscd .o sign c}-cqns will be tranrmitt

the Bar k Ly the Assistant Tre asvi y Officer and he wil! indicate the date from
the officer will cc mcr.ce signing the cheques together with the number of the
cheque ihat wi ll be ~igncd by him it wi u net be necessary to send an adv
cheques ' 01 awn dr.ily to -the Bank). /~n immediate intimation to the numbe
the chcqre tooks brorght into LEe will also be sent to the Bank.

'5. Payments against claims other than Bills of D. D. Os Including
on GCV(f1 ment Securit.es Bills Refund Voucher D.R. ·Osjcct. etc.

The existing practice of making these payments will continue as here-to-fore,

16. Payment of Remittance lraDsfer Receipts Cash Orders and Cbeques DraWl
Sub- Treasuries etc.

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

17. Account Returns to Le rendered to the District Treasury

Conseqrently on the inrrodrction of the cheque system of payment, the fol
returns should be furnished by the Assistant Treasury Officer to the District T
Officer to alcngwith the Siaha (in duplicate) :

(i) Schedule of cheques issued during the day, (This will be a copy of the Regi
cheq ues delivered).

(H) List of Treasury Cheques" paid during the day, supported by Paidrcheques.

(iii) A monthly schedule-of uncashed cheques'[with a plus and MInus Memor
will 1'.1sobe: sut mitrr d by the Assistant Treasury Officer to the District T
Officer alongwith the last Siaha of' the month, (in dup
This monthly Schedule of uncashed cheques should give the fol
details :-

(a) Opening'[balance.
(b) Cheques issued during the month (amount to, b~:specified).



) The j'reasuvy Officer will incorporate the requisite information! details in the
ted list (If undrawn cheques for the District Treasury as well, as in respect of
reasuries, under him, from the above documents. H~ will r rtai.i 0.1) copy ot
hly Schedule of Uncashed Cnr ques alongwith plus and Minus Memo' pertaining
b-treasury and send on e copy ther iof td th : A;C)1nL'.'1t General, j Punjab

the consolidated List of undrawn cheques.

195

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

Closing balance (details of closing balance, cheque numbers, date and amount).

IS of paramount importance 10 realise that the reputation', of:a Subtreasury
UPJ:I. th~ prompmess of payments. No tJ"ouble should be considered too great

istanr Tce'l,>ury Officer in enforcing promptness of p?ym-::nls of bills received.
sho'lld be passed the Sai1J) day an::! the m rc CJ'11}liclt~j o'1~S w.tiin '2 days

.lip!. Cn~q'l~s s:t)'ll::l novrmlly b) ready for delivery within 2 or 3 days
t of the biJIs in the sub-treasury, if not on the same day.



FORM NO. SPC-l

[(See paragraph (2) (ii))

Register of BiOs received

A & T 701

(To be maintained department-wise separately for biOs of Gazetted Officers and other bllts)

Na t ure of I
bi lis together

with No.
given bY
D.D.O.

___ -"O'POO':'-- =or .•• _

Department-- -- -- - --Office - __-'-=--- _. .- ""'. T_· ~_

Date
Token

No.

2

Sr. No.

-----'

Signature of
Token Clerk

~'. .~.

3

a
o

__ -:= re
riM ·ft'- -=- - -

I DispoSal with date Jntials of
Net A.T.O.

mount /
fbill

passed Objected Bill clerk/
Assistant

-

4 5 6 7

---- ----

-- .•.... ".- -iia--'-~~. .'.

Date passed
on to the
cheque
Section

Cheque No,
and date

J nitials of
A.T.O.

No. of bills
received

Signature of bill
Clerk

8 9 10

I-----'"--"-"-=C')",- -,.

No. of b'Ils
received

Signature of Cheque
Section's Official

Note: -Col. 7 and 10 unly en.rle. a•••I•••• objected Bill will be initialled by ATO. olber e•••.I••••10 be all ted



Sub Treasury - ---~-

Sr. No. Token No.

Signature of bill
Clerk

Nature of Bill By whom drawn

Sigdaturc of Cheque
Section's Official

....---~.------"'---
Date---- _

Amount

--------- - ------ - ._----- -----

~~- -----.....---------=-~~......,.,..~--.- ..-.",."'"----
I
I
1---·--

Remarks

=nr= X:-;Y'(· ~.



A & T 703

SPC-3 Dated 19

(See paragraph 3 (ii)

Office of the Sub-Treasury .

Intimation

Your Bill for Rs.......... . received on tbe................ . .
has been passsd for Rs 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 No .
(or this intimation when the bill has been sent by post and no token received) should also be sent as evidence of
identification in addition to the signed acknowledgment.

Signature '"
Asstt. Treasury Officer.

N.B.-Go~ernment accepts no responsibility for any fraud or misappropriation in respect of money or cheques made
over to a messeng er.

Acknowledgement

Received by cheque Rs....................... . ( ' ~
from the in payment of bill No, ' .
dated the , ; 19 on account...... . , " .

Station .
Dated . Signature

Designation
Name of messenger to whom
payment is to b.: J11ad.:.•.....•.......•.....•.•...•

.....
-0
00



OPening balance Particulars of recipt
No.
received Total Particula rs of i~Sue No. lSSSUCL

---- ..•.--- .
=

Balance
in band

..

'Z'.



~I
Date

S.P.O.-5

[(See paragraph 6 (ill)]

Register of Cheque Forms Issued to the Cheque Section
_--- __ .."..".."", ~"'"...,•._=:"'..- ' .- -e""_",_•••, _-"',.,..~ .•••....••--- ,......,-'1"""---....-.-"""."""".••_-

OB Receipt Total

No. prom To No. Prom ToNo. From To

4

No. of cheque No. of forms
Book/Polms cancelled

issued) actua•
lIy signed
by ATO).

No. of
Sr. No.
cancelled

A & T 705

.•. ~ ~.-

7

C.B. Initials
No. prom To of

ATO

8

Noo

---1-----------
2 3 6 6 9



Total wo

Note Book Showing tbe D lstrlbntlon of Cheque Forms AmODtlCheque Writers

Name of the
Cheque writer

No. of blank
cheques given

Initials of the
cheque writer

No. of Cheques
returned

Initials of cheque
writer

Initials of
A.T.O.

written
From

From

To To

Spoilt

From

To

Total

Unused

From

To

Total



A & T 708.

S.P.C. -8

(S<.>eparagraph 7(0 (b)

OFFICE OF SUB TREASURy .

Retrenchment slip dated-- - - _- - _

Rs. P.
Amount of brll

Deduct

passed for payment
N

~
---------- ------- ---- ------ -- ---- ._--------- "---

Reason for deduction

---- ----------

N.B. : -H is requested that this memo. may be returned with any representation that the Government Servants may wish to make
on this subject.

AssiStant Treasury Officer _ .



Rupees paise

A & 'T 709.

S.P.C.-9

(See paragra ph 8(i)

Cheque Memo

Memo of Sums included in cheque No.·-- - _- _--Dated- ---- ---- - --- -19

Drawn by the----- - - ------ ------io favour of- - - - -- - ----------

Amount

Particular

- ----------_.- -.--- -- ----------------- -- -- -- ------ --- - - ..--- ---- .. --.--

1.

2.

3.

4.
5.

6.



SP.O.-II

Register of Cheques delivered.
(See Paragrapes 8 (vi)

A&T 711

.,..., ..

No. of
Cheque

To whom paid

Sub-Treasury _____ Date!

3 4

Token
No.

Description of
Charge.

Acknowledgement of PayeeAmount

2 5 6

--- ----------------



. .
• ~ • a ~,\.' _)" ;~ •••4~ • •• •••• ~_ ..• ~ _ •

Date

Balance of previous day

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

Total

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.



This forms will be printed with the first column containing numbers 01 to 99 and 00. The digits
being left to be entered in manuscript at the top and bottom of the column by the Clerk using it.

TOKEN REGISTER.
1st ~~""--:OI-"2~D"df'·-::c.·•...·1Y""""--""=-:frd'-----"-'--.-'::4-th~-~::_. __==_-~5•••th~· "...-

1
I

thousand

Token No.

1.

2.
3.

S.P.C.~15

4.

5.

6.

7.

3.
9.

10.

in Ihe colum, 1 of the Date
Against, all tokens, received

on which it is issued the nnmj-er of the
back enter the letter ~R' (i .e. redeemed) in

No. of tokens redeemed

Total

No. of Token Issueo

Closing balance in hand

No. of tokens not in hand

Explanation: -Against the number of the issued enter
Major head of charge (e.g. '2052-Sectt. Genl, Soru'ces'
he column of the'Dvte ' on which they "ere redeemed.

i'Opening-:salance '>UM"...... .....""' ••••••••••••• __ ••••• .-.

A & T 715
for hundred and

----31 sr

.---~ •••••.•...•• ~'''.-_ •••••• -......, .. •.•• ="""".-.;..•••. ---- ••7=· ••'1-1

------- - .. ---------

Tot,11 No. of Tokens in Stock. . _



(sce Paragraph 13 (13)

TOKEN CENSUS REGISTER

oi
Month of

26 51

27 52

28 53

29 54

30 55

50 75
80
100

02

76

77

7803

04 79

05

••• __ ..••.-i'-•.. c ....•..< ·__ -.z"'_·""'•••••••···'-·--'.'. ~'",,,,",,-- -,.••• ~ -"- ..-.~-
Note: The digit for hundred and thousand should be entered in manuscript at the top and touom of each coluum to indicate the

numbers of token above 100 onwards.
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Subject Pare
No.

Circular No.

1 2 3

Audit Objections/Paras

SUbmission of reply bY the
Deptt. of Accountant Genera I
punjab.

Guide lines for Conducting
Local Audit.

Review of old audit objections

Nomination of officers

Clearance of outstanding

Expeditious settlement of-

Guide lines for the expeditious
settlement of-

Guidelines for the expeditious
settlement of outstanding audit
objections.

Forwarding the copies of fina-
ncial & Administration SanC-
tions to A. G. PUnjab.

Supply of copies of Contract/
Rate contracts.

S:lpply of copies of Contracts/
Rate to Accountant General
Punjab.

Advances (Loans)

-to the Punjab Govt. emplo-
yees.

4.38

4.39

4.40

4.41

4.42

4.43

4.44

4.45

4.46

4.46 A

4.47

7.33

13/206/79-4 B & C/5255
Dated 26th June, 1980.

OAD/C/HQ!86-87/77
dated 13th March, 1987.

RAT/ST/DP-MISC/5734
dated 2nd April, 1987.

13/8/87-FPII/S561
dated 7th May, 1987.

13/1!87-FPII~661
dated 3rd June, 1987.

WHQ/Office Order!'
10--2/87-88/416, dated 30th
June, 1987.

OAD/C/HQ/I0-2/87-88j89
dated 2nd July, 1987.

CA/9-6/0/'S/paras!87-88/3505
30, dated 9th July, 1987.

2(j)8/87-IFP. IV/807
dated 20th October, 1987.

9/34/86---2FCR/7867
dated 21st May, 1986.

2(i)/18/87- IFP-IV/842
dated 3rd November, 1987.

F.D. Loans-87-S.0.J./13793 "
dated 12th October, 1987.

61

6

63



7.34 F.D. Loan~-88-S.0.T./865
dated 27th January, 19811.

80

18.24 No. U/45/86-TFPIV!364 124
dated 21st May, 190.

DAf 18.25 No. 4!24/87-3FPII3259 174
dated 24th Malch, J981l.

o~returns i'1 con- 1.29 I! 18/85-B&C!9805 1-26
the preparation dated lfith July, 1985.

fOT the year

of returns to the 1.30 No. 2/1/87-FBJ.'5461 27-58
nance in connection dated 4th May, 1987.

preparat ion of the
Imates fOT the year

209

Subject Para
No.

Circular No.

1 2 3 4

. h Govt. cmp'oyces 7.35 F.D. Loans-88-S.0.T.!1838
dated 18th Feb., 1988.

80--81

9.70 15/7/82-3FPI/11296
dated 12th October, 1987.

88

10.22 No. 3/1/86/5FPlj67J5 93
dated 4th June. 1987.

10.23 No. 14/9/85-5FPf/J2237 93-94
dated 9th November, 1987.

\0,24 No. 14!20/85-5FPJ/JlO4 94-.°5
j st Feb., 1988.

10.25 14/II/83-5FPI/2393 95-%
dated lst March, 1988.

------_._----- --_.---



1'0 the 1 unjaj, Govt. employe-

'I 0 the Punjab Govt. employees
in the pay ranges of Rs. 2000
an:' above.

io the Punjab Govt. crnp lnye :s.

To the Punj'\b Govt. Pensi,w-
e-s,

To the Pensioners.

Delegation of Powers

To the Administrative Deptt.
for determining a number of
selection grade postS where the
select inn grade alrrady tands
providcd.

Deputation on FOreign Service------

Clarification regarding.

Economy in Expenditure

Austcntv measures-drought situ-
ation in the sate.

Austerity measures-drought situ-
ation in the state.

During the year 1988-89

Function of Staff Inspectlcn Unit.

Procedure and time limit for
the implementation ofthe recomme-
ndations' of th~ staff lnsocction
Unit.

210

para
No.

Circular
No.

Page
o.

2 3
-------------------------

4

().66 No. 4/1486-3 FP 1/4649
dated 10th April, 1987.

9.67 No. 15'7/82-3 FP T/69fO
dated 11th June, 1987.

9.71 No. 4/24187-3 FP [/13243
dated 3rd D~::ember, 1987.

13.! 24 No. 16.'(;6!84- FP TII.'8181
dated 15th .Julv, 1987.

J3.129 No. 1-6/66/84- FP rn/:66
dated 8t h January, 1988

J4.52 No. 1.'2487-4 FP 1/6944
dated IOth June, 1987.

12.42 No. 5/11/87-TFP 1/1401
(:ated 4th F bruary, 1988.

19.10 No. 5/30'87 -FB J/11103
dated 13th October, 1987.

19.11 No. 5130/87-FB T/13955
dated 23rd December, 1987.

J9.12 No. 5/6/88-5 FB I/3391
dated 30th March, 1988

20.61 A o. 1/2/86-CA-SlU/(I) $6
dated 8th May, 1987.

125-

126-1

144-1
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para
No.

Circular No. Page
No.

2 4
,-----_. ----------------------------

4.48 No. 6(44)-87-IFP TV!1015
dated 18th December, 1987.

75

4'47A No. 10(1)-86-IFP IV/124
dated 12th February, 198c.

74-75

of 6.78 No. 12l35/7 -4 FP nr/sass 76
d~ted 6th May, 1987.

6.79 No. 9/1/87-4 FP 1Lf/7171 76-77
dated 18th June, 1987.

6.80 No. 915/87-4 FP lU/7623 77-78
dated 29th juue, 1987.

6.81 No. 9.'10/87-4 FP 111/11575 78
dated zom October, 1987.

6.82 No. 2/8/86-c. FP ILlfl3592 79
dated 15th December, 1987.

6.83 216!87-4FP. m/2386 79
dated 1St March, 1988.

----
22.46 6(2) -86-3FPIV!306 168-171

28th April, 1987

22.47 6(3)85 -3FPIV /439 171-173
dated 22nd June, 1987

22.4R 1(V)13/~7-3FPIV/802 173-175
Dated 10th November, 1987

'" ........ ,..]" . - apc--=- ~. .... ..•..•.. -~ TWT ':-1. -.,..~



Subject Para
No.

Circular No. Pag.:
No.

- Promotion with retrospec-
tive effect-Clarification
regarding.

Interim Relief

-to the employees of Uni-
versities and Ins,titutlons

Clarification regarding

-to the Pensioners of the
Govt. of Punjab.

-to the Pensioners of the
Govt. of Punjab

Pension

Implementation of the Judge-
ment of the Supreme Court
of lnuia.

Pension payment Order -Pre-
paration of d Pension calcu-
lation "heet,

-preparation of a pension
Calculaton Shee tregar ding.

-Discountinuance of the;'
reduction of pension equiva-
lent to gratuity from the
pension of pre-IOth June,
)951 entrant Pensioners.

-Payment of Provisional Pen-
sion/Gratuity

-Payment of provisional
Pension/gratuity

Implementation of the Judge-
ment of the Supreme Court.

Pay

Removal of ceiling on the
total of pay and non practi-
sing allowance

2

22.49 J(V)12/87 -3PPIV/1000
dated 16th December, 1987.

175

9.68

9.69

13.127

13.132

13.123

13.125

13.126

13.128

13.129
A

13.130

13.131

14.53

4/20/87--3FPI, run
dated 6th October, 19117.

NO. 4/20/87-3FPI/11118
dated 6th October, 1987

1/44/87 -IFPIII!11362
Dated Chan digarh the 14th October,
1987.

1/44 !87--JFP/lIT /3716
dated 30th March, 19811.

No. 16'39/85-JFP.IlI/4820
9th April, 1987.

9!D'85-1FP. HI/8480
dated 21rd July, 1987.

No. 9!15/85-IFPlII/8727
dated 30th July, 1987.

No. 16/76/79-1FPIJI!13970
dated 28th December, 1987.

No. 9!37185-JFPlHl7776
Dated 2nd July. 1987.

3/56186 -5FPJII/414
dated 11th January. 1988.

No.1fl2186-2FPI600
dated 14th JanlJary, 1988.

No. 9/242/80-FPI/10553
dated Itith September, 1987.

116-118

120



213

SUbject Para
No.

Circular No. page
No.

2
4i---_. ~ _

14.55 No.6,47/86-IFPII/2501
dated 7th March, 1988.

121



---- --------"------

214

Subject Para
No.

Circular No.

2 3 4

Treasury

Introduction of Cheque
system

23.10

Introduction of Cheque
system

23.9

l!M/273/86 (AI) T & A I

12532·-29th Septerr.her,
1987.

I/M/273186 (An T & AI
12532 dated 29 September,
1987.

r, M/478/85 (AI) T & AI
4911 dated 22nd February,
1988.

Fraudulent withdrawals 17.7

Travelling Allowance

Mileage Allowance for Journey
on foot and bicycle.

15.62 3(iv) 10/87-2FPIV
Dated 30th November,
1987.

714-19-1-89-5,COO-Punjab Govt. Pre5S. Patiala.

~----------------------


