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Proceedings of the Madras Government, Financial Department,
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page containing the last name of -one initial should be noted the number of leaves
to be left blank after it for future entries. All orders of unexpired force, any leave
unexpired, any transfer ordered but not effected, must be brought forward in the
new register, and should therefore be marked for the copyist’s guidance by the
person correcting the register. The auditor when he passes the last month’s bill
must mark any outstanding objection and see it brought forward in the new regis-
ter. When the new register has been prepared by the copyist, it should be laid
with the old one before a gazetted officer, who should see that the necessary parti-
culars have been correctly transferred, and set his initials against the net claim in
the first column, as authority for, and a guide to, the auditing clerk. Any officer
can only be liable to deduction under one head of each of the three groups, and the
other head should be struck through with a pen.

After the close of each year a red-ink line should be drawn across the space provided for
note of orders, objections, transfers, and remarks, to distinguish them from those affecting
payments of subsequent years.

5. On receipt of every Government Gazette, the gazetted officer in charge
will, with a coloured pencil, set against each notification a mark for each officer
affected thereby, and the auditing clerk, after posting the entry for each name as
briefly as possible, will mark off the pencil line, and, if necessary, fill up a new money
column. In entering the order any convenient abbreviations should be used. The
gazetted officer should re-check the register with the Gazette, and if all necessary
entries have been made, initial any new money column and issue an octavo slip of
warning to the officer whose salary is changed. The slip might run thus—

No.
is informed that under order No. (Gazette p. ) he s

entitled to draw pay at the rate of with effect from until
The details of the calculation are given below.

187 .

Asst to Accountant General.

An order appoints A. B. to act as Judge during the absence of C. D., a single mark only
is wanted as the order affects only A.B. Butif the same order grants leave to C. D. and
appoints A. B. to act for him, it has to be noted against both officers, and so two marks are
necessary. In the case of any but a grade promotion, it should not be necessary in the note
against A. B. to make any mention of C. D. whom he succeeds.

When an officer is placed on special duty for a limited time, the limitation should be stated
in the note of orders; it can never be necessary to note that an officer is to act “ till further
orders,” as a later order always cancels an earlier one.

(a) If the rate of deductions alter for any reason, or if an officer revert without
a new order to his former scale of pay, a new money column will be filled up and
initialled, but no slip notice need be issued. The date above the money column will
be filled in at once only if the changed rate necessarily take effect from the date of
the orders; if it involve any previous transfer of charge, receipt of certificate of
taking charge will first be awaited.

If one item of deduction vary without alteration of salary or other deductions, correction
may be made in red-ink without transfer of the whole particulars to another column.

(b)) If the Gazette order notify a temporary grade promotion for a term
already expired, it will not be necessary to fill up a new money column, The
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for earlier months Rupees 400 (gross) only be drawn, for later ones Rupees 450, and for February
Rupees 425, no note of amount is needed on the right hand page, though for ease of future calcu-
lations of leave pay it will probably be desirable to enter in February’s cage besides the date of
payment the amount, viz., Rupees 425. Butif, for any reason, effect have not been given to the
order in preparing the bill for February, it will be desirable to enter besides the date in
February’s cage Rupees 400, and when back pay is afterwards drawn, a mark (4 or the like)
against a second date in the cage will carry the eye to the explanation in the blank space.

9. After the necessary enfacement of the voucher, the audit clerk will lay it
with the register before the gazetted officer in charge, who will initial the voucher
but not the register: particulars of objection, if any, will then be posted in the
space provided in the audit register, and the voucher will be ready for surrender to
the poster of the classified abstract. Work will be facilitated by the abolition of
office bills, i.e., of bills including the pay of all the gazetted officers of an office, and
the adoption of one item bills, i.e., bills for the salary of a single officer: printed
forms may be issued for these asis the custom at presidency towns; therein a
space is provided for entry in the audit office of the ¢ establishment number ’
(paragraph 3).

10. The audit clerk is responsible for watching adjustment of objections raised
on vouchers passed by him, and the gazetted officer in charge when passing a new
bill should see what objections are still outstanding. Ordinarily, indeed, recoveries
will be made by short payment on a new bill, and record of such recovery should be
made under ¢ particulars of objection’ before the voucher is laid before the gazetted
officer. But if the ground of objection be only non-receipt of a complete certificate
of transfer of charge where the transfer involved moving to another station, no note
of it need be made under particulars of objection as the absence ofa certificate in
such a case is shown in the other form at foot of the page.

11. Nine money columns are provided in the form, and if it should become
necessary to open a tenth, audit must then be transferred to another page (para-
graph 5). But also any of the several spaces provided for note of orders, remarks,
objections, &c., may be exhausted, and then in order to avoid actual transfer of
audit, a slip of thin but tough paper may be pasted by one (the upper) edge so as
to cover the space which has proved insufficient. This plan is only a makeshift to
avoid a transfer, but in some provinces without some such artifice transfers might
be frequent and confusing, and they must always be troublesome since all current
particulars must be carried to the new page just as at the opening of a new register

(paragraph 4).

——t.

SERVICE REGISTER.

12. For the Service Register will be provided convenient volumes of form
B, such a register was ordered for covenanted civilians by F. D. circular No. 1822,
dated 21st August 1868, and as since, for various purposes, bec.om-e necessary for
all other gazetted officers. These registers will be kept by audit circles ; thus the
Accountant General of Bengal who audits the pay of officers serving the Govern-
ment*of India, as well as the Government of Bengal, will still l.cee.p only one set of
gservice registers, not two. Similarly, officers paid frf)m Provincial .Serwces need
not on these registers be separated from those paid from Imperial. Separate

volumes, however, may be set apart for the several sections of the service, covenanted
B
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all furlough and sick leave which he may have taken since he entered the service
except that indicated in Pension Code, Supplement A 2¢ ; sick leave taken under any
former rules should be noted in red ink. Under other leave will be entered all extra-
ordinary leave (Leave Code, section 7b), absence without leave, and special leave
(section 15) : if any period be counted as service in residence which would not under
the rules so count, note should be made at foot of the Government order granting
such indulgence. The period of leave granted should in every case be entered in red
ink ; the period of actual absence will be stated in black. In the column of substan-
tive pay will be entered subsistence allowance where drawn and leave allowances
(except, of course, any acting allowance drawnduring absence on privilege leave),those
payable in England being converted at the rate of one Rupee for two shillings.

16. From this register will be compiled (on foolscap paper) the return of ser-
vices of chaplains on the Bengal establishment which is submitted to the Comptrol-
ler-General every year with the object of furnishing materials for a complete service
register to be kept up in his office. The form is here given with a sample entry :

Note of Services of Chaplains in Punjab in the Year 1872-78.

. .| Period of
Name. Gazette. Order. I:a.te(gres‘lgm,])at(? of taking| 4} cence
ng Charge. ’ Charge. | T eave
Revd. A.B.C.| Pun. Gaz. Mos. Days
3rd April. | Transferred from N.-W. P. Gnca sl R T
Do. ...|To be Chaplain of Mooltan.|  ...... 20th April... | ... | ...
5th May ... | Two months’ privilege leave.| 10th May ... | 9th July...| 2| O
10th Oct. ... | Four months’ sick leave. 1st Oct. ... | 20th Dec. ... | 2| 20
15th Dec.... | Transferred to Bengal. oth Jan. eewll - swnnes ER
Revd.C.D.E.

The services of Chaplains of the Scotch Church are to be returned in similar form.

The name of a chaplain who has left India on furlough should be entered in
this return for two years, with quotation only of the order granting furlough, in
order to secure continuity of record.

17. From this register, too, with most ease will be prepared the annual return
(form C) showing the saving or extra expense caused by the absence of covenanted
civilians from their substantive posts, which is submitted after the close of each
year to the Comptroller-General, and by him re-arranged into a complete return for
all India. The headings of the several columns fully explain their use, and it is only
necessary to add that the numbers in the first column are to be consecutive, that in
the second the names of officers on each of the presidency establishments are to be
grouped together, and the names in each group shown in the order of the civil
service gradation list.

18, The list of civil servants on the Bengal establishment, which is submitted
by each Accountant-General annually, will, in like manner, be arranged in the order
of the Bengal Civil Service Gradation List. It will show the appointment and
salary of each officer on 1st April, and be prepared on the form D.
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register and with the service registers of the several officers named, and the copy of
the printed list preserved in the office should be corrected by hand.

RULES FOR TREASURY OFFICERS.

24. The use of the slip described in paragraph 5 will relieve treasury officers
of some responsibility. They will ordinarily pay the same officers at the same rate
as in the previous month, recovering, without regard to their remonstrance, any
sum which has been notified for retrenchment by the Accountant-General. If a
higher rate be demanded, the bill should be supported by the original slip above-
mentioned, or in default thereof, by certificate of assumption of charge of some
higher office, under a quoted order of Government, which would carry the higher
pay. If the claimant be an officer newly come from another station, he will produce
a last-pay certificate from his former treasury officer in addition to the slip or the
certificate named. In the printed form of pay bill, indeed, there may be inserted
a note certifying that transfer certificates have been despatched, which note would
be separately signed in case of a transfer of charge.

A treasury officer will not undertake correspondence for an officer making a claim to any
special allowance, but will request him to address the Accountant-General either direct or
through his own official superior.

Nor will he honor a claim which on the face of it is disputable; he will request the claimant
to refer the question to the Accountant-General.

Nor will he, when a retrenchment is ordered, enter into any correspondence either with the
Accountant-General or the officer placed under retrenchment ; it is his duty simply and promptly
to carry out the orders he has received, and to leave the person aggrieved to his remedy in
ordinary course.

Nor will he issue pay before the end of the month, except in case of an officer departing
on leave who may be paid up to the last day of service, i.c., the last on which he was in charge

of his office after noon.

25. The responsibility of treasury and of countersigning officers is thus
stated in the Resolution introducing the present system of account (2189, dated

20th April 1865, paragraph 34).

The privilege of drawing pay abstracts or bills for salary, allowances, or contingent
expenses, willl be restricted to responsible officers; and the drawer of the bill will be held
answerable for any overcharge. The responsibility of the countersigning officer will be that
which attaches to all controlling officers, and which brings them under a liability to make good
any loss arising from their culpable negligence. The treasury officer who makes payments
without pre-audit will be responsible for checking any palpable errors, and (in the case of change
of office, or of rate of salary of gazetted officers) for passing the new rate with due reference to
the orders directing the change. In short, the responsibility for an overcharge will rest primarily
with the drawer of the bill, and (failing recovery from him) the overcharge will be recovered
from the treasury officer or the countersigning officer only in the event of culpable negligence in

either,of them.

26, When a Military officer in civil employ embarks for leave to England
from a port in a different presidency and draws pay there, the treasury officer will

~-nd to the examiner of fund accounts for the presidency to which the absentes
o
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FORM B,
Condensed, representing a sheet of foolscap taken the long way (Para. 12).

Service RecisTer or (Full name) Robert Taylor, Bengal Civil SERVICE
Bate of Arrival in India (for C. S,) 164h November 1856, Brought forward from page ...
Birth (in-case of a Military or Uncovenanted Officer), Carried forward to page - ...
APPODNTMENTS. NON-EFPECTIVE. ' PERIOD. Mol.;'r;n.r
AY.
o =
Date of Gazette P =y E| B
of Government Tran- |2 | Subsi- 25| Oth a
3 : ran- |5 6| giary |5.5| Otherleave | 5 T k-
Order. Permanent, Acting. it B2 et 23| or absence. S = £3
e o &) @
]
C. G. 22 Nov, 56,.. |Student, nnpassed -2 16 Nov. 56 ... | 6 Maxch 57. | 250
» 10 Mar, 57... | ,, passed in onelanguage. 7 Mar. 57.,. |10 Oct. 57...| 300
»n 13 Oct, 57... |Attached to N=W, P.,
Punjab and Oudh Transit.| ... 110c¢t. A. ...|24 4 4 ...| 400
N. W. P. G. 11 |Assistant Magistrate-Col-|
Nov. 57... lector, Benares 2 e 25 4 .| 1Juned8...| 400
» 7 June 38.| Do. Jounpore with ful
POWErs ... 2 June 58...|268 ,, 59...] 500
" 5 July59.| De. Mirzapore, with
full powers ... Transit.| ... kad ~ W o 59 |29 4 gy 500
...... ' fakes i 30 , 4 ...|10Sept. , ... | 500
N. W. P. G, 1|Assistant Magistrate-Col-|
Oct. 39 ... «..| lector, Meerut ...
Transit.| .. 11 Sept. o5 ... |19 55 sp.e- | 500
" . P o 20 ,, 59...[/150¢ct. 60...| 500
s 30 Sept. 60, = - Transit.| . 180ct. B. .. |28 5 w.oce | oo
P. G, 10 Oct. 60.... A 95 5 gy ... |26July 61... | 500 )
» 29 July 6L \D.C. Googaira. 27 July 61 ... |20 Oct. , ... | 300/243-10-8
...... Transit. ... 21 Oct’ ,, ... |10 Nov. ,,...| 500 ’
...... 23 11 NoV. 4 ...|253an. 62...| ...
P.G., 10 Jan. 62. s 6 ms. private. =
P. G., 29 Jan. 62. D.C. Googaira. 26 Jan, 62 ... | 10 Feb. 62 ... | 500|243-10-8
..... : 11 Feb. 63 ... | I3 April ,, ... | 500 ]
P.G,, 10 Jan. 62, 30 days. 14 April,y ... |27 40 5 ... | 250
...... 14 days.| .. | 6ms. private.| 28 ,, ... |27 Oct ,, ... | 250
...... wee | ... [Withoutleave.[280ct. o, ... a
...... 29 ,, y...|30Nov. 4 ... | 180
P. G.. 5 Nov, 62... .0, 1 Dec. 62 ... | 10 April63... | 500
» 15 April63... (Trans. to Oudh Province, Transit.| ... 1 April63 C. |25 ,, 4 ... | 500
C. G, 20 April 63. |To be Asst. Settlement
A i .. rzs » o» 500
G. I. For, Dept.217,| With personal allowance of|
dated | May 63,| Rs. 75 from date of 4 )
taking charge ... .. - L 1 April 64, > 5
C. G, 10 April 64, | Asst. 8. 0., Sccond Grade. 2 April 64... | 20July 65... | 700 ;
G. 1. For, Dept.341,/ Invested with powers of]
dated 10 June 64.| Deputy Commr. for
heari appeals from
C.G.,, 1 Sept. 64. | Tehsildars s
w. 25 July 65, {Transferred to Punjab .| o Transit. ... 21 July 65 ... | 5Aug. 65...| 700
P.G.,25 ,, €5. |Asst. Commr., 2nd Class. [D. C. Jhung... R £ 6 Aug, 65 ... | 23 May 66 ., | 700, 243-10-8
Died at JThung on 22 May 66

Ins October 1857 the Ciril Auditor, Fort William, should have sent to the Cirvil Awuditor, Agra, an_extract as far as A, striking the name
out of his indezx : in October 1860 the Civil Auditor, N.-W. P., should have sent an extract as far as B (including A) fo the Civil Auditor, Punjab,
also striking the name out : in 1863 the latter should have sent an extract asfar as € (including A and B) fo the Civil Paymaster, Allahabad,
who should have brought the name on his index again and posted at the new entries Ssimilarly with the new transfer to the Punjab. The Civil
Paymaster at Allahabad audited the bills of the Oudh Province as well as N.-W. P., but it would not be necessary to keep separate volumes for
ths service registers of the officers of the two Governments.

Leave granted should in this form be entered in red ink; on ita expiry actual absence should be noted in black.

FORM C.

Condensed (Para. 17) to be prepared on foolscap.

Statement showing the Difference between the Amount of Acting Allowances drawn by Covenanted Civil Servants and the Amount
saved from their substantive Pay from st April 18 to 31s¢ March 18 .

: ' oD < - -] -
(@ svEe 8L |HA=8s |88 |6 »£8 [E8 |84 | o
g Cops S @ g = = (=5 = —
‘BEE®8 Baa B g8 g8 | e =l =2 =d EE
BELI BEC. |EpPER (35019 | 2 |e92 |[SE [SE |3
desa 2H |95 = | @ o = 2
prcREE A8 | JEwes £E5 |4 & |5 A oS = -
2us 0 B8 .8 858 a Ll - =32 8 g a
25393, g8 SSEHo &= - 2 o g
g gea OF = = 2 s n e S = a
= - == L) - W g H o
a2EA 2S5g3 | 28235 = = g a39 Eg ]
B8° 1 9588 | 33T 89 Snpldg| § |BE=™ z BT
2P EEE BN | g8 L2 w - 3 228: ag = - D 3
B."g EFa3 | ScgdB Sob| T 8 = Se | JSo 5] .
5 a828 & 4 e o PO s oy oﬁw - 20 8 -~ 2
5 SEEgSwa> | - HEE . |85 | 838 ) E 2008 | X o
= ¢ |wSEE38FEs |2389%: | 285 |29 | 5 |geB5 | HEE|PEE E
g |®CSEEEESS |Eefcs8 |E52 (88| 2 |2¥hs |E53 853 | 2
g o.duga:,aoa‘:;s‘.c:-:E =8 -5 ° " em 9 = S S S o é
1[ 2 3 ‘ 4 5 6 7 8 9 10 11 12

# By special or temporary appointments during service in which an officer retains a lien on his substantive appoint~
ment (colutlx)ms 3 and 4)pare meant such appointments as member of the Cattle Plague Commission, member of the Legisla-

tive Council of India,
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No. 58. OrpEr THEREON, 6th May 1874, No. 781.

Communicated to the Departments of the Secretariat and to the Board of
Revenue for information.

(True Extract.)

Acting Chief Secretary,

To the Revenue Department.
»  Military do.
,» Public Works do.
» Board of Revenue,

Exd. E. C. Shunker and F. R, Bantleman.




: \ AUDIT OF GAZETTED OFFICERS’ BILLS.

‘\ Comptroller General's Office,

ol Calcutta, the 12th April 1874.
i CIRCULAR No. 169,

| Frox

i THE COMPTROLLER GENERAL,

A .

K ALL ACCOUNTANTS GENERAL. . «
“Srr, .

F The instructions which I find it necessary to
issue on the subject of audit take uch space that I

~ shall divide them into four circulars, of which one will
" treat of the audit of gazetted officers’ bills and the

various registers and returns whereby the Account
Office is enabled to discharge its various duties in
regard to such officers, and the others of ministerial

F establishments, contingent charges, pensioners, and the
corresponding bills, registers and returns: and before

AZRErT IN

entering on the special subject of my present circular,
which is the first of the four heads, I wish to remind
vou, generally, that 1 have to provide for such an audit
as shall secure proof on three points:—"
(1) that payment has been made, and has been so
acknowledged that second claim against
Government on the same account 1s im-
possible; :
(2) that the expenditure is warranted by orders
of Government, special or general, and

generally has been provided for .im-the -

T

A annual estimates; — i
(3) that the expenditure is necessary the public

, and not greater than
And T must further lay 'down that every voucher must

be reviewed and initialled by a gazetted officer before
it is accepted by the abstract poster; but you will ob-
<orve that I speak of vouckers, not (for instance) of the

" sub-vouchers of a contingent bill, or the receipts which
| support the several entries in a pension schedule.

AUDIT OF GAZEITED OFFICERS’ BILLS.

5 Tn the case of an effective officer, the duty of the
Audit Office, beyond testing the formal completeness of

| a voucher, is

(a) to see thatan officer is legally entitled to the
pay, i. €., that it is claimed, and is admis-
sible, in respeet of a post to which he has
been duly appointed, and of which he is
actually in charge;

(#)  to record the payment as a check ona second
claim by the same officer, and as a guide

2
i1 in calculating the allowances admissible
'ﬂi in case of futureleave;

B (c) to record the employment asa check on future
b claims to leave and pension;

" (d) insome Cases, to record the employment in a

scale register as a check on over promotion.

L

occasion ™



' entr ‘. heading
ho—-

! and so distrili -
Presidency towns

'(3)

that the audit of the pay of gazetted officers employed ;
entrusted to the same officer, and recorded in the =a

of officers at the presidency. Again, if an_officer were tem,
from an appointment paid from Imperial services to om

under the same audit cirele, it would not be nacessary to he au
his pay to the new regisfer; at most the _name l}i‘i‘hﬁ. be le »
Proyincial register, with reference to the page in the BP“II’ me w :
the audit is recorded. The observance of this plan is m howey wﬁlﬁ ‘
though it is thought likely to save trouble in checking salary b .
the time of transfer, and also the future claim to leave pay. .

4. The form of register form A annexed) pmﬁda u
columns for the audit of the bills of three complete years.
Shortly hefore the cliose of bsuch a mﬁ:;mt :
registers should be taken up by a person o Jntelli- .
ge;ce, the names to be omg.teg should be struck through 3
with a coloured pencil, and the remaining ones re-num- )
bered according t[()) the corrected alphabetical order. At
foot of the page containing the last name of one
initial should be noted the number of leaves to be left
blank after it for future entries. All orders of unex-
pired force, any leave unexpired, any transf fer ordered
but not effected, must be brought forward in the new
register, and should therefore be marked for the copyist’s :
guidance by the person correcting the register. eau.
ditor when he passes the last month’s bill must mark any
outstanding objection and see it brought forward in the B
new register. When the new register has been pre- 3
pared by the copyist, it should be laid with the old one ¢
before a gazetted officer, who should see that the lecessary
particulars have been correctly transferred, ‘and se
initials against the net claim in the first lumn, a
authority for, and a guide to, the auditing clerk. A;
officer can only be liable to deduction under one hea
of each of the three groups, and the other heads should
be struck through with a pen. | R
proviﬁ&ie;b? fmttlgs:f ogétg,ymgtﬁﬁdm?gl::fi%hmv" “ I_ e
them from those affecting payments of subsequent years.. T gt
5. On receipt of every Government Gazette, the
gazetted officer in charge will, with a coloured peneil,
set against each notification a mark for each officer
affected thereby, and the auditing clerk, after ting
the entry for each name as briefly as possible, will mark
off the pencil line, and, if necessary, fill up a new money
column. In entering the order any convenient abbre-
viations should be used. The gazetted officer should
re-check the register with the Gazette, and if all neces-
sary entries have been made, initial any new money
column aud issue an octavo slip of warning to the officer
whose salary is changed. The slip might run thus— -

Nag &= o {

is informed that under order No.

( Gazette p, ) he is entitled to draw pay at the rate of

with effect from until

The details of the calculation are given below,
& 187

dsst. to decountant General.

An order appoints A. B. to act as Judge during the absence of C. P, a
single mark only is wanted as the order affects only A. B. But if the same
order grants leave to C. D. and appoints A. B. to act for him, it has to be noted
against both officers, and so two marks are necessary. In the case of any but &
grade promotion, it should not be necessary in the note against A, B, to make
any mention of C. D. whom he succeeds,

When an officer is placed on special duty for a limited time, the limitation
should be stated in the note of orders; it can never be necessary to mote that
an officer is to act“ till further orders,” asa later order always canecels an earlier
one.
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Il be recorded by the month for which

)y whose labour the pay is earned, not
which it 1s 1ssued, and if there be

ole about the bill it will suffice to note

the date of payment; if any further

e alterwards under new orders, the new

6 entered with a letter guiding the eye

note in the space left vacant in the

note of order. If for any reason it

le to enter the amount, that charged

stract, i. e., the gross amount including

8 and sums disallowed, should be given ;

L a refrenchment has been_recovered by
it on a later bill, the actual new charge, i. e.,
yment plus the ordinary deductions, should

f te of pay is shown as
! . 450, under date 15th
: 400 (gross) only be drawn, for
b bruary Hs. 425, no note of amount is needed on
w _Mcf tare caleulations of leave pay it will
2 to enter in February's cage besides the dute of payment
25. But { 1y , effect have not been given
, 1t will be desirable to enter
when back pay is afterwards
e like) ag: ' in the cage will carry the
,V i *E s i F
1e necessary enfacement of the voucher,
ill lay it with the register before the
0 charge, who will initial the voucher
r : particulars of objection, if any,
» provided in the audit
ready for surrender to the

ract.  Work will be facilitated

= ,' . custom at presidency towns; therein a space is

ed for entry in the audit office of the °establish-

- ment number’ (para. 3).

- 10. The audit clerk is responsible for watching
adjustment of objections raised on vouchers passed by
him, and the gazetted officer in charge when passing a
new bill should see what objections are still outstanding.
Ordinarily, indeed, recoveries will be made by short pay-
ment on a new bill, and record of such recovery should
be made under ‘ particulars of objection’ before the
voucher is laid before the gazetted officer. But if the
ground of objection be only non-receipt of a complete
certificate of transfer of charge where the transfer in-
volved moving to another station, no note of it need be
made under Particulars of Objection as the absence of
a certificate in such a case is shown in the other form at
foot of the puge.

11. Nine money columns are provided in the form,
and if it should become necessary to open a tenth, audit
must then be transferred to another page ( para. 5). But
also any of the several spaces provided for note of orders,
remarks, objections, &ec., may be exhausted, aqd then in
order to avoid actual transfer of audit, a slip of thin
but tough paper may be pasted by one (the upper) edge
s0 as to cover the space which has proved insufficient.
This plafiis only a makeshift to avoid a transfer, but in
some provinces without some such artifice transfers
might be frequent and confusing, and they must always
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year, but exertions should be made hereafter to work out past details ; these
should then be recorded in a separate volume wherein all classes may be entered
without distinction, reference to the page of this volume being given in the new
register. In case an officer is transferred to another circle of audit, he will here-
after take with him a copy of his history as is explained at the foot of the form ;
in case a transfer be made before the new register shall have been three years in
use, a statement of the allowances drawn within those years must in all cases
be sent without delay, and should be followed up by a memorandum detailing all
leave enjoyed by the departing officer while serving in the éirele of aundit from
which he is passing, and also indicating the circle from which he formerly came.

15. The illustrative entries given in the sample
form will, it is believed, sufficiently explain the way of
handling the register, nor will there be anmy difficulty
in fitting the leave headings to the circumstances of
other than civil service rules. In a complete register
for a civil servant there will appear under the head
furlough all furlough and sick leave which he may
have taken since he entered the service except that
indicated in Pension Code, Supplement A 2¢; sick leave
taken under any former rules should be noted in red
ink. Under ofker leave will be entered all extraordinary
leave (Leave Code, section 78), absence without leave,
and special leave (section 15) : if any period be counted
as service in residence which would not under the'rules
so count, note should be made at foot of the Government
order granting such indulgence. The period of leave
granted should in every case be entered in red ink; the
period of actual absence will be stated in black. In
the column of substantive pay will be entered subsistence
allowance where drawn and leave allowances (except of
course any acting allowance drawn during absence on
privilege leave), those payable in England being con-
verted at the rate of one rupee for two shillings.

16. From this register will be compiled (on foolseap
paper) the return of services of chaplains on the Bengal
establishment which is submitted to the Comptroller
General every year with the object of furnishing mate-
rials for a complete service register to be kept up in his
office. The form is here given with a sample entry :

Note of services of Chaplains in Punjab in the year 1872-73.

\ :
I | Darror | Daireor Periad of
Name, | Gazette. | Order. resigning | taking | absenceon
| } charge. I charge. leave.
l ‘ Mos. | Days,
Revd. A. B, C. | Pun, Gasz.
3rd Apl. ... Transferred from N W.P. | %
|
Ditto ..,  Tobe Chaplain of Mooltan ! 20th April
5th May ... .‘ Two months’ privilege leave 10th May... |'9th Jaly... 2 0
10th Oet.... | Four months’ sick leave ... | Ist Oct. ... | 20th Dec.... 2 20
, 15th Dec..., | Transferred to Bengal ... | 6th Jan. .. | vnee
Revd. C.D. B,

The services of chaplains of the Scoteh Church are to be returned in similar form,

The name of a chaplain who has left India on
furlough should be entered in this return for two years,
with quotation only of the order granting furlough, in
order to secure continuity of record.

17. From this register, too, with most ease will
be prepared the annual return (form C) showing the
saving or extra expense caused by the absence of coven-
anted civilians from their substantive posts, which is
submitted after the close of each year to the Comptroller
General, and by him re-arranged into a complete
return for all India. The headings of the several
columns fully explain their use, and it is only necessary
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only for check on the strength of a single section, not
for record of an officer’s history, no not.;e should be mgde
of the particulars of leave or promotion. In checking
strength those names would be counted” against which
there is a note of taking, but not of resigning, charge.

There can be an entry in both of the columns under date of appointment
only if an officer is confirmed without break in an appointment in w ich he has
been acting ; the date 18 only that of appointment: to the grade which occupies
this page of the scale register.

93. No instructions are here given for the pre-
paration and publication of the quarterly civil list, as
this duty is not everywhere laid on the account office;
the standard pattern is described in Financial circular
No. 3773 of 25th September 1871. Any list, however,
which is published by authority thhm.lt, previous
review in the account office should on repelpt be tak.en
up and checked both with the scale register and with
the service registers of the several officers named, and
the copy of the printed list preserved in the office
should be corrected by hand.

RULES FOR TREASURY OFFICERS.

94. The use of the slip deseribed in para. 5 will
relieye treasury officers of some responsibility. They
will ordinarily pay the same officers at the same rate as
in the previous month, recovering, without regard to
their remonstrance, any sum which has been notified for
retrenchment by the Accountant General. If a higher
rate be demanded, the bill should be supported by the ori-
ginal slip above mentioned, or in default thereof, by cer-
tificate of assumption of charge of some higher office,
under a quoted order of Government, which would carry
the higher pay. If the claimant be an officer newly come
from another station, he will produce a last-pay certifi-
cate from his former treasury officer in addition to the
slip or the certificate named. 1In the printed form of
pay bill, indeed, there may be inserted a note certifying
that transfer certificates have been despatched, which
note would be separately signed in case of a transfer of
charge.

A treasury officer will not undertake correspondence for an officer making

a ¢claim to any special allowance, but will request him to address the Aecountant
General either direct or through his own official superior.

Nor will he honor a eclaim which en the face of it is disputable; he will
request the elaimant to refer the guestion to the Accountant General.

Nor will he, when a retrenchment is ordered, enter into any correspondence
either with the Accountant General or the officer placed under retrenchment;
it is his duty simply and promptly to earry out the orders he has received, and
to leave the person aggrieved to his remedy in ordinary eourse.

Nor will he issue pay before the end of the menth, except in case of an
officer departing on leave whe may be paid up to the last day of service, i. ¢,
the last on which he was in charge of his office affer noon.

25. The responsibility of treasury and of coun-
tersigning officers is thus stated in the Resolution
introducing the present system of account (2189, dated
20th April 1865, paragraph 34).

The privilege of drawing pay abstracts or bills for salary, allowances, or
contingent expenses, will be restricted to respomsible officers; and the drawer
of the bill will be held answerable for any overcharge. The respousibility fo
the countersigning officer will be that which attaches to all controlling officers,
and which brings them under a liability to make good any loss arising from
their culpable negligence. The treasury officer who makes payments without
pre-andit will be responsible for checking any palpable errors, and (in the case
of change of office, or of rate of salary of gazetted officers) for passing the
new rate with due reference to the orders divecting the change. In short, the
responsibility for an overcharge will vest primarily with the drawer of the
bill, and (fuiling recovery from him) the overcharge will be recovered from the
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FORM E.

- - X Full breadth ( Pare. 20).
STATEMENT SHOWING THE SANCTIONED SCALE OF (GAZETTED APPOINTMENTS UNDER THE GOVERNMENT OF ox 31st
¥, Marcu 187
- o N iyl e W SV L bl

e R s e Salary of each |
T . g Officer per men- ( Resargs.
" Date. o NG Designation. i [

£ ¢ | “ i i A P
| “HD. 1763 254 Dec. 1866. | 1 | Licutenant Governor Sel T as 5 A
p 9 Opium Agents :2_.3‘1»; 0 0y Rs. 2..;':40 rising to Rs. 3,000 by
! ks e X ¢ 2500 0 03§ annual increments.
2 F.D. 174. | 12th Feb. 1868. | 2 Members of Revenue Board 4.166 10 8 To be reduced to Rs. 4,000 on
D 5 ' occurrence of a vacaney.
) 2 | Cathedral chaplains 640 0 0 | Salary Rs. 500, house rent Rs. 90, Jail
3 ; : r allowance Rs. 50,
» 1346 | 27th Sept. 1860. 23 | Magistrates and Collectors, first grade 1,916 10 8
‘ 14 & » second , .., | 1,500 0 O One vacant.
| 49 Assistant Magistrates passed by second |
‘ ; standard 3 b 500 0 0 ) T kS 3
| 20 2 b first standard ... 450 O 0 Th‘(\s.\‘ l‘““_“l‘" r ﬂ“;" 3‘_“? : F'i“t F]"
‘ 17 " § unpassed ... 00 0 0 existing strength is as shown.
| { |
1 ‘ [ : e : |y Actually entertained.
L 2712 | 26th Nov.1867( | 11 | Assistant Commissioners Ist grade ... | 800 0 0 2 First grade 7
l | 1X | 3 » 2nd , & | 700 0 0 ) Second ,, 1
. * ‘I CE S g 3 1 o | 500 0 0 Thid ,, 7
'.
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5 FORM F
]f Full breadth (Pura 21).
ScArE ReGistER ¥OoR APPOINTMENTS OF Collcclors, first grade. SANCTIONED NUMBER
— . — _— — _— = &=
Gazette DATE OF APPOINTMENT. | Dare or S
1 Order iy order, No. B L. L ‘_ = ik - Cause of .I't'tl'.:n:l.l ion
m grade and date. | 2 e of chuarge.
Taking Resigning

Substantive.| Actin ;
= ! g charge. | charge
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