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PREFACE

The Eighth Supplement to the Manual of Instructions (1984 Edition) being issued by
the Depaftment of Finalce Incorporates the Instructions issued from the Ist, April, 1991

to 31st March, 1992. Some of the Instructions of 1991 which were previously ommijtted
in adverteatly have also been included.

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

RAJAN KASHYAP
Dated, Chandigarh

Secretary to the Government of Punjab,
the 30th September, 1993 Department of Finance.
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CHAPTER i
GENERAL FUNCTIONS OF DEPARTMENT
OoF }’INANCE
1.4.—Atisterity in public expenditure during the year 1991-92.

Instructions have been issuc! from time to time for of
€Caomy in public expenditure. Reiteration of thase  fistias ;

ng austerity and
come all the
me necessary hecauce of continning coastraiuts on  Vinancidl resources of the State
Goerrment. It has been decided that imeasures for cbserving uusterity and ccnsomy in
exXpnddture as mentioned below shogld be enfurced duoring the year 1991-92.

(A) Creation of posis/recruitment

(i) There stall be an absolute bua on tie crenticn of new posts (fncluling up-
graddon of posts) on Plaa and usa-Plan side during tae  year 1991-97 except for
specift service institutions, ¢.g. Health Institutions, Schools, cte. Narms  for  providing
staff 3 such service institutions siould be got settfed witsre it s not been done already

. so tha individual »roposals are not required to b seritiniszd with reference to staff
needsyn each :coasion;

§) Posts will generally not b2 saaeri
quarter, of the Dirccioraies or for providiaz
Of Offms .

L]

or streagthening of Hoad-
Wi positivas to the Heads

(1) No appointment should b: mide on ad foc basis anl gonerally rocruitment
should b made ny getting the names fryin employment excrangss spucially for class 111
and Clas 1V posts and not through advertisement in Mewspapors;

(iv Persons who are intended to be employed on whole-t;me basis shouki not be
paid fron contingencies which should only be utilised for payment to part-timz/szasanal
workers. In other words, persons on whole-time bas g shoult only be  appointed agginst

reg&lar psts and on regular basis and should not be appoiniad as coniingent paid
staff;

{(v) Existing restrictions on the recraitmeat of work-charged /daily wages staff
shall contine and the practice of appointing pcrsons in this Mmanner should be resorted
to rarely ad that too by the Department of Fublic Works (B & R), Public Health
and Jrrigatin only but in their cage also, prior concurrence- of the Department of
Finance regrding such appointments should invariably be Obtained. However, it will
be' permissite to engage daily wage workers in PWD (B&R), Public Health and Irri-
gation Deparment for a short Period not exceeding one morth;, o

-

(vi) Tiere shall be g complete ban on the appointment of part-time/daily wages
staff whose vages are to bepaid out of Contingency Fund. In case such appointments
are necessary, the number of persons required on part-timc/daily basis should be

. specified and t should be got cleared from the Department of Finance by giving full
justification b€ore making eny appointment;

- (vi)) Ay appointment made in violation of the instructions  contained in (v)
and (vi) wouldbe the personal responsibility of the Appointing Authorities and the

Y 9‘-

2 e
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whole  amount of pyment made to such appuintees  shall be liable o be recovered
from them; v

(viiiy Al Abministrative Secretarics should review the totality of staft in (h
Directorates under their control, identify duplication/oyerlan  of  functions and th
surplus staff by adopting 1 z2ro-based budgeting approach. All propesals for creatie
of posts must be accompanied by an analysis of the deployment of total staff ind
Department. While sending proposals for any new post, the Administrative Secretay
should also indicate that he is satisfied that there is no scope for redeploymat
of staff as an alternative to the crzation of new posts.

(B) Restrictions on the use of Telephones

{) The 3upscribers Trunk Dialling facility both at the office and residence shuld
be restricted ¢y ths alninistrative Sccreturics, SpeCial  Secretaries, Heads of Deart-
ments, Commissioners of Divisions, Deputy ¢ ommissioners, Ingpectors-General of Plice,
Deputy Tnspectors-Gencral of Police, <enior-Supcrintendents of Police. In  the cze of
Public Ssctor iJndertakings, Subscribers Truak Dialling  facility both at offic and
restdence should be restricted to the  Minaging Directors and  Additional Masging
Directors; )

(i1} The instructions issucd by the Departineat of Printing and  Stationery—vide
circular No. 4/27/86-3 P&S/2008, dated 6th March, (986 regarding majntenac® of
registers of Truak/STD calls should be meticulously complied with;

(1) In case of couples in service, where both husband and wife are entled te
telephone at residence, only one telephone should be allowed. However, their entjements
for local calls will remain intact;

(iv) In cases where STD facility has been extended in relaxation ofiinance
Department’s instegctions on “Economy in fxpenditure™, this facility stands wiidrawn,
if not in consonance with B(j) above. Cases for relaxation where necessary, sould be
moved afresh to Finance Department.

(v) The limit of calls prescribad for various categorics of offices by the
Department of Printing and Stationery,—vide its U.O. No. 4/50/84-3PS/1571, ated 29th
December, 1987, and 1.D. No. 4/80/8$4-3 P & S, dated 4th November, 1988:hould be
strictly adhered to. At p esent the Heads of Departments and “other entitlecOfficers”
in the field such as District Magistrates and Senior Superintendents of Police re entitled
to 1500 free calls per two months; and :

(vi) Despitz the instructions t> limit the STD facility to specified,officers, it
has been noticed that STD facil'ty continue t> b2 enjoyed by non-catitled oficers, may.
be due to the fact that the Department of Posts anl Telecommunication 10 not have
instryments available for !isconnecting th: STD facility with the result tht telephone
bills in excess of the eatitlement for free local calls continuye t» be paidat the State
expense. It has, therefore, been decided that :—

(@) Bills for paymeat of tilephirae chirg:s on account of reatals an calls should
be prepared separately and be not combined with other bills of jontingency;

(b) the non-entitled offlcers whose bills are in excess of the prescibed free calls
(of course, without taking into account trunk calls which are sbwn sepsrately)
would be required to deposit the amount persenally for the exess calls before
the bill is paid, such telephone bilis should not be presentd to treaury for
payment and, if presented, will not be passed by Treasurv Offcers;
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(c) Tn cagse of enatjiled »ficers enjoying ST fucitity Treasury Officers a2 hean
instructed that wiile the first Bill presemted for payment in o financicl year
may be accepted f{or payment, the subsequeat bills will not be accepted
passed for paymenr unltss it s certificd by the concernied D ;
Disbyrsing Officer that the excess calls made in the previous bill
been regularise! or e am-uat for the saMe aas besa de

. concerncy officer; ane

(@) for quick disposal of cuses of regularisati
that excess caijs of euntided officer other thad tiosc
(e.g- Dputy Commissichers aod Semier  Superistes

ised by conctrazd L ommissiciiers

rssioners of Divisions aad
AN

Paisce

(C) Ban oa tie purchase of yelucies

S {1 The cuw
ol th State Gover
—Vid. circular lsiter
the yap 98950,
us€ cithe Gover
Secretries to G vernment,

ub-Dvisicnai Magistrates;

bin Lo otag nu

axcaol th

_ L) Pwch of new
subjectto the uvail:bility of £
referre< to the Finance Department

Tz

(i) Al propusals fur the purchise of
economis of purchase of new velicles/ere ;
taxis etc. for outstation duties, The specific meake of vehicl
be carefly deciced keeping in view the nature of cuti
types of whiciee now ia fae mazket, catryizg cu

Lo

relatiye
ring ol

3 2acity
imvolved ad the mileage per litre of netrol/dies 1 ete,

(Y 2
\A‘./; #y

and deprecgtg

i being su, Secretdry, Transport is  bei
a system O ofiering specific rates for hiring of velicles so
Becessary, ould hire the wvehicles from the approved sotrces

mmstead of ading vy the fleet of Government vehicles. -

(D) Restridons on Travel

(i) Te expenditure on POL should be restricted o the level of expenditure
during the yar 1990-91. No additional provision will be mude fur this purpese  dug ing
the current yar and the Departments will have to manage within their existitg Budget
allocations fo the year 1991-92. The provisions under this ead would nct be augmented
by diversion € funds from other Heads of Accounts on the ground of increzse in petrol
prices;

(i) Catrolling Officers should ascertain”und enter consumpticn  of  petrol  per
litte in the logbook of the lvehicle and ensure that the avtual consumipticn conforms to
the prescribed aorms;




(iii) Except for Admivistrative Secretaries, Special Secretaries and Heads of
Departments, no other officer would be permitted te take a staff car t¢ Delhi and
Shimla (as excellent and efficient bus Services 2re now available to such places) and to
any other placc outside the S'ate beyond 100 Kms from the Headquarters. For
moveMent of the staff cars to other places outside the State (i.e. beyond 100 Kms fr.ia
Headquarters), the present policy of getting approval of the Administrative Secrétary will
continue. [n cas: of other officers (i.e. except those mentioned in this sub-para) going
on £y to Dalhi, the officers should use the mode of travel” to which they are enttled.
Taey would, however. b2 reimbuarsed the taxi charges from  bus-stand/railway station/
airport to the Punjab Bhawan and back aad als» for attending official meetings; and

(iv) 1t has been observed that varjous Departments of ‘he Govenment do not

adequately use the office of the R:sitant Commissioner at Delhi for Sor'ting out pro-
blems with the Government of India. It should be ensured that the Resident Comui-

~= ssjoner/Deputy Secretary/Liaison Officer is associated with the important meetings 0

the Goveriment of Indiaand follow up action after the meetings should gcnera}ly be
left to the office of Res dent Commissioner. This would obviate the necessity of officers
of the State Goverament going od  toer to Delhi for follow up action and for sorting
out urzent matters. The telephone facility including STD available to entitled officers
iR offices on which there is no restriction could be used instead of officers going for
minor Matters to Delhi.

(E) Foreiga Travel

Trave! abroal by t1e Governmzi  Officers and Officers of Public Sector Uader-
takings at ths State expease. should be minimised. [1 the vase of the Goveérnment
Officers instrustions al'erdy provide ©r th consultation with the Finance Department.
As rezicls  Officers of the Public 3Sector Undertakings all such proposals, before
undertaking the j>urnzy, should be approved Hy:

(i) th: coacerned Board of Directors ;

(i) Govermor, Puajab throuzn Administrative Secretary. Finance Secretafy and
Chief Secratary on singie file system.

(F) Grant-iz-aid

Substantial amount of money i bzing given as grant-in-aid  to private institutions
far virivas natoosas incluling  those for which Government also  nake digect investment.
Such grant-in-aid should be carefully scrutinized to assess the effectiveness. Tokenism
in such arras should  be avoided is ‘nadequate grants only ©dd to wastage.

{G) General

(i) N> ~1iitional nrovision »f fuals will b2 made uring the current year for
office exnenses ond the Departments will have to manage within their existing Budget
allocations for the year, 1691-92. Nb liability on this account should be carried forward
to the mnext year. 'T» emsurc tajs, Ul the Coatrolling Officers should monitor the
expenditure regularly;

. (i) Tae expeniiture on trayalling should be cut to the required extent by laying
down norms of touring by various functionaries in the Department and ensuring that
no liuhlity of panding Travelling Allowances Bills in respect of journeys during this
year is llowed to accummulate ‘or payment during the next year ;

(i) Thaz practic: of laying fourlation stone and inauguration of Government
buaildings, "o.ls etc. by Goveramsat JFizers should b2 disnzased with aad be confned
only to the major projacts/in lustries and that too wita the prior approval of the Chief
Secretary ; e

(iv) Tae expzaliture > dimasrs. laachss an! rec.ption should be restrocted 5

f
g (
1
3 I
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(V) The prosrammes »f holding fairs, festivals anl exhib'tions sheuld be reviewed
and only ¢hse of high prorities should be continued. The propssed expenditure should
be carcfully scitin'sed and Il inssseatial and ostentatious items sh-uld be cut down 3

(vi) Prior ¢hacuarreace of the Departineny of Persannel and Administrative Reforms
may b2 optained "a respect of cich Training Programme before officers are :leput€d to
undergo 1t ;

{(vii) Tt has been nored that waeaever theres is a change  of officers, furnishing
of the roum is got chunged thus costing exira expendture.  Henceforth, furnishing/
furniture may be purchasd only in replacement of sld furniture ond all such proposals
must be cleired ‘ntie case of Directorate by the Administiative Secr3tury and in the
case of Secratirint and linancial T ommissioners’ Secretariat by the :“inance Depargment.
Furniture o b2 parchused should be simple, cost effective and durable ;

(viif) No expenditure shouli be ‘meurred from the Governrmient funds on printing
ard  d stribution ot calenldars, liaries, grecting cards cnd other expeilsive items in
conmection with the new year and other fesgivals except with prior approval of Chef
Sccretary ;

*(ix) No display alvertisement should be given in the newspapers by any Depart-
ment or Public Sector Un tareakings witout shecific approval of the concerned Adminis-
tragive Secragavy.  [hc ajvertisement should  be  relessed  through the Deparginent of
Public Relations only.

2. Appiication of instructions to Public Sector Undertakings

These instructions would mutatis mutandis also apply to the Public Secter Under-
takings. Administragive Sscretary coanceraed with the Public Sector Undertakings
would be c.mpelen to give reldxation of these instructions except in regard to credtion
of posts/foreign travel wacre the matter should be rferred on single file through
Admiaistrative Secretary to Finnce Secretary for prior concurfence. All such proposals
myst be supporte! by the nzoessiry jastification for seeking relaxation. Release of
various graats. cqiity, graat-in-aid to Public Sector Undertaking and autonomous
bydies «clulin?coneruive institutions woald be depeadeny on compliance of these
instractions. Director, Institutional Finance anl Ex-Officio  Secretary of Bureau of
Public Baterprisss is bziag regdested 0 isiue supplenengary iastructi ons  for magters not
coyered in the proseat iastractions.

_3. [t smill be the reopoasibility of Hyils  of Departments to ensure that the
austerity and ecConomy measures enumetated above are strictly observed in letter and
Spirit.

4. Tasse instructions are bzing issued with the approval of Goveraor, Punjab.

No.47/6/91--5 FBI/3350 Dited Chandigarh, the 18th April, 1991

1.45 —Austerity in Pablic expeaditure during the year 1991-9).

It .is dirzcted tJ refer to thus  Dzpartment’s No.  7/6/91-5 FFBI/3350, dated the
- 18th /\.pnl', 193] 01 tae subjsct nyted abdvs aad to say that in view of the dzcision
taken in th> m>:ting 5> the Stags Telephone BRoard held on Sth May, 1991 the
aasterity inSttuctions ar> ammended as unler :—

(i) Puara (iii) of S>ction B rezarding rostrictTons on the use of teledhones oy

coudle in service stands deleted.

(i) 1If an officzr holls charge of more than one department but whose office is
i ~ located at only ons placz, thon the ‘acility of only one telephone will be
all).wtd- Th: otficer would nzel to submit 4 certificats in this regard.

2. 7/6/91-5FBI/5005 ' D:ted, Chandigarh, the 24th Jute, 1991

.
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