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Proceedings of the Madras Government, Financial Department,
11¢h June 1875.

Treasuries.

No. 125. Read the following circular from E. F. HARRISON, Esq., Comp-
troller-General, to the Accountant-General, — dated Calcutta,
17th May 1875, No. 204 :—

I have the honor to forward, herewith, a supply of circulars for the use of

Treasury Officers, which will be found to supersede my circulars to your address,

Nos. 1, 25, 110, 116, and A-19, and also to collect other important orders.

RECEIPT.

1. Any person paying money into a Government treasury will present with
it a slip which will show distinctly the nature of the payment and the person on
whose account it is made, and will thus contain all the information necessary for
the preparation of the receipt to be givenin exchange. When printed forms are
supplied by the ‘reasury, they may with advantage be biglof, and correspond
exactly to the forms used by the Treasury Officer for giving receipts.

2. This memorandum will be handed first to the Accountant (Treasury Clerk),
who, if there be no objection to the receipt of the money, will sign it; next the
person making the payment will present it with the cash to the. Treasurer, who
will count and test the money, enter the amount in his own book, and sign the
slip, which will again go to the Accountant, in order to the preparation of a formal
receipt for the Treasury Officer’s signature : such a receipt only will be a proper
acquittance.

Receipts for sums less than Rupees 500 do not require the Treasury Officer’s signature. All
will be signed by the Accountant, and as those for sums received by transfer in account will not be
signed by the Treasurer, the District Cff cer will by an office order designate the person who shall
attach the second signature in the case of sums under Rupees 500, v

Where slips in duplicate are tendered with eash, the Accountant might initial both, and
receiving both back signed from the Treasurer, might complete his signature on the one and return
it as receipt to the person making payment first, obtaining, in case of sums of Rupees 500 and
upwards, the signature of the Treasury Officer.

3. Treasury Officers will receive any sums tendered in cash by subscribers
to the “ General Family Pension Fund,” and will show the amount as received on
account of that Fund. With the cash account will be submitted a detailed list
giving the date and amount of each receipt, and the name of the person an whose
behalf it is paid in; the Accountant-General will adjust the amount to credit of
Government of India, and forward a certified list to the Secretary to the Fund,

Subscriptions to this Fund are not ordinarily paid by deductions from the pay-bills of
subscribers, but, in cases where they are, the transaction will be recorded just as any other Fand
subscriptions are : thus in Madras and Bombay the gross amount of the bill will be taken against
the service head and the amount of subscription per contra to credit of the Fund ; bub in other
provinces the charge will be taken net, and no reeord will be made in the treasury of the amounts
8o deducted.

At whatever time in the month a bill may be paid, subscriptions deducted from it will bear
interest as though they had been received on the first day of the month ; accordingly, Treasury
Officers in Madras and Bombay will be careful to record them as received on the first.

The detailed list submitted with the cash aceount will, of course, be a transcript of an office
register ; the Accountant-General can forward the original list without keeping a copy, but will
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himself (except in Madrag
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deductions from vouchers, mbay) submit a separate list of all subscriptions received by
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PayumexT,

4, An . :
duly receipg;tfe :lodn i]fa ki s against Government will present his voucher
a stamp shoWin,t7 wh’ethne“mwmy » bearing a stamp ; it will then be branded with
before the Trea:ury O&(;r‘ 1 belong.s to General or to Provincial Services, and laid
order, and receipt a le afier, W ho, if the authority be good, signatures true and in
at foof of the voucher.g C(zla.::::):" ‘1‘;0“1(1 AL e
for Payment are paid on the same d:y_ e taken that all bills and vouchers passed

Stamped recei :
1pts are necessary for all sums exceeding Rupees 20 save those given by, or on

bebalf of, Gove
’ rnment ; b : > :
Government officers a;:tnt hte 1'808'1})1; on a cheque sufficiently stamped is exempt.
thus the receipt on a Publ; ot required to stamp cheques drawn by them on Government account;
But a Railway G ublic Works or a Commissariat cheque requires no stamp.
draw against themyb;:::&ny;r: Municipality having credits at a Government treasury can only
0 mped ¢ . : et g L
n“melpality require a stamp eque, and receipts signed by a District Officer as Chairman of a
An office ; Y
8 required torsg:&wmg any ?“y or allowance exeeeding Rupees 20 for himself on a separate bill
establishment, } mp the receipt ; if he draw it along with the pay, &e., of other persons on his
ledgment he @ need not stamp the voucher, but should attach a receipt stamp to the acknow-
oy e 1s. I;ound to give in the office pay-book.
rece 3 L
Rupees 20. Pt for a refund, or for repayment of a deposit, requires a stamp if it exceed
The 1
they m:nir;mry Officer should take special care to see that receipt stamps are & defaced that
0;f the stam ¢ uded again and offer no temptation to the abstraction of vouchers fa:' hihe a;z:;
Ps upon them. Sev have occurred owing to the neg
of this precaution, eral cases of the loss of vouchers Aav

5. It must be rememb has to satisfy not only
. ered that the Treasury Officer has y

:nmself, but also the Account Department, that the claim is valid ; and has fu.rthe?r
l‘: prove that the payee has actually received the sum charged. Attention 18
therefore drawn to certain rules to be observed for the completion of FEREDEED

fi (¢.) The amount of each voucher should be entered in words as well as
gures, a-nd care must be taken not to leave space for fraudulent alterations before
or after either entry, :
e (8.) Al corrections and alterations in vouchers should be attested by the
u;mala o_f the person signing the receipt; any in the orders of payment must be
attested in the same way by the Treasury Officer.
ii Cha.rges against two major heads should not be included in one voucher, but the Treasury
cer -vull not take exception to a voucher on this ground unless the items require different sction
from him, such as entry in different registers.
’ (e.) No payment may, under any circumstances, be made on a voucher
:lgned by a Clerk instead of the Head of an office, although in the absence of the
aifter the Clerk be in the habit of signing letters for him. Nor may any moneys be
paid on a voucher or order signed with a stamp.
. (d.) B.xlls requiring previous countersignature should be returned unpaid
if presented without such countersignature. .
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(e.) No establishment bill should be paid unless it is accompanied by a
leave statement, or bears at foot a certificate that no leave has been taken during
the month by any person employed on that establishment on a salary exceeding
Rupees 10 per mensem. '

This rule does not apply to the bills of the Postal and Telegraph Departments, for the check
of which the Treasury Officer is not responsible.

(f) The voucher for a refund should show distinctly the original date
of credit of the item refunded and the item in the eash account which included it.

Commonly, the certificate, or warrant from the authority having power to order refund, is
the voucher on which payment will be claimed and the receipt of the payee given.

(g.) Printed forms of vouchers, in English, should be adopted as much as
possible, but when, from any circumstance, a vernacular voucher is unavoidably
necessary, a biglot form should be used ; a specimen which will serve as a general
guide is given as form C of the Deposit circular and may be obtained from the local
Accountant-General.

On purely vernacular vouchers a brief abstract should be endorsed in English stating the
amount, the name of the payee, and the nature of the payment.

6. Every payment made on authority of any letter of credit must without
£ai] be entered thereon at the time under the Treasury Officer’s initials; similarly,
every Public Works’ cheque must be charged in the Executive Engineer’s pass-
book at once as it is paid. The Treasury Officer must bear in mind that the letter of
credif, shows the maximum amount he has authority to pay, or the officer credited
has authority to ask for, and any further payment is made at the Treasury Officer’s
risk : he should, therefore, be careful so to record the progressive total of his

payments that there may be no risk of overpayment.

The difference between a credit order and a letter of credit must be observed. A credit order
is an order to pay, and its amount is at once charged off and credited in a separate pass-book ;
a letter of credit is only an authority to honor drafts, and payment can only be made on cheques
or drafts drawn against it. An officer, in whose favor a letter of credit had been issued on a
treasury where the Government balance was kept at a branch bank, drew a cheque in his own favor
for the whole amount and opened a separate drawing account ; this procedure was most irregular,
and the Treasury Officer should have reported to the Accountant-General as soon as circumstances
caused him to suspect the irregularity, as the entry in the bank’s account or the voucher attached

to it should have caused him to do the same day.

7. When a cheque is presented care should be taken to ascertain by examin-
ation of its printed number that it really came from the book notified asin use by
the officer whois said to have signed it. Where the payee of a cheque is a person
whose signature is not commonly known, the cheque must be payable to bearer ;
otherwise the standing rule is that all cheques shall be payable to order, and that
a Treasury Officer, or the Agent of a branch bank acting as Government Treasurer,
shall refuse payment of any cheque drawn in favor of bearer.

Where sub-treasuries are in charge qf native officials not acquainted with English, biglot
cheques should be used. : :

8. Salary bills may be signed at any time on the last day of the month, and
are due for payment on the first day of the month succeeding that by the labor of
which they are earned ; no part may be paid before, except in the case of a
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gazetted officer going away on leave. The duty of noting the proper deduction
for subscriptions to the various Funds devolves on the drawers of the bills ; but the
Treasury Officer, before paying any bill of a Covenanted Civilian, must see that

the deductions prescribed by Section 3 of Supplement A of the Civil Pension Code
have been made.

The form of last-pay certificate prescribed (page 26, Gazettz of India, 1875) provides for
detail of the Fund deductions although the officer preparing the bills is responsible for their
correctness ; but the Treasury Officer is responsible not only for entering in the certificate all
demands against the departing officer of which he may have received notice before granting the

certificate, but for passing on any he may receive afterwards to the treasury from which the officer
will in future draw.

9. The Head of an office is personally responsible for every salary drawn on
a bill signed by him until he has paid it to the servant entitled to receive it, and
has had the acquittance roll signed by the payee, if necessary on a stamp. If the
payee donot present himself before the end of the month, the amount drawn for
him must be refunded by short drawal on the new bill ; his salary can be drawn
anew when he presents himself to receive it on a new bill eharged in the account
of a new month. Pay may not, under any cireumstances, be placed in deposit.

10. Treasury Officers, when cashing bills for Survey Officers and others at a
distance from the treasury, should furnish a note explaining the amount of cash
and transfer receipts (if any) issued, and any deductions or alterations that may be
made in the bills presented.

The note should be in biglot form, as it is important that the guard or
messenger who receives the money should ascertain that the amount
with the actual cash or drafts delivered to him, and, when that person is unable to

read, the Treasury Officer should himself explain to him the amount entered on
the note. i

The following form is recommended :—

RS.
Bill presented for salary, &e. A L Tt LT A ey TRk et B 0D
Do. SO BRI Ukl vas i e e e TS 1000
Do. E T P L W RO ST S T
Total .. 000
Paid in cash & S e B R R et i, P
SRE BRI, 5 S, ol S Tl T L Tibies o 00
— 000
* Deductions (if any)
* [Explanation] s
Signature of Messenger {
Treasury Officer.

————

OrricE PracticE,

11. Every item received or paid must at once be entered in the cash-book,
or in some register subsidiary thereto, and numbered in a consecutive monthly
series for each register, and the corresponding returns for the Accountant-General
should be written up before office closes, in order to ensure their punctual despatch

stated agrees
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on 10th and 31st. The daily total of each regist?r mu.st' be carried to the cash-
book, in order that the balance may be struc.k, but in writing up th(.a cash account
and the list of payments, such entries of daily t:otals should be omitted, an(% one
entry only for each register should be made in the cash account or the list of
payments. The vouchers pertaining to eack schedule sl-muld be numbered conse-
cutively in a monthly series as they are ex'xtered therein, and‘should at once be
arranged in the order of payment and kept in the same order till despatch. \

The net eash payment only is to be entered in the list of payments, though a.ll deductions
must be detailed in the bill : there must not be a gross debit with a per contra credit even wh‘ere
a sum is being recovered under the Accountant-General's orders. There are only two exceptmm
to this rule of net debits ; in the case of municipal fnnd's t‘he grf)ss amount of a voucher will be
charged and the deductions credited : and when a dep.osxt is subject to abatement, the full sum
must be charged, and the sum abated brought to eredit.

The annexed forms (A and B) are those prescribed for the cash-.book and the
separate receipt registers respectively ; if the charges un(_ler any service head l')e 50
pumerous as to make it convenient to open a separate register for them, the right-
hand side of the cash-book may be taken as a pattern.

12. Erasures in any account, register, or -schedule‘, or in the cash-book, are
absolutely forbidden : if any correction be necessary the? incorrect :antry should be
cancelled neatly in red ink, and the correct eI}try 1.nterlmed 3 th(? T rea:ury. Officer
should set his initials by each of such corrections m‘ aut}.ncntlcatlon. .,.peclal ca::e
should be taken with all vouchers and accounts showing signs of a.lteraf ion, and, if
such documents be frequently received from any ;)fﬁ'(:o, the attention of the Head of

formally drawn to the irregularity.

ks olﬂz’fe ?ﬁ‘ilx'ir})szctions tgwhich any officer of Government in his official capacity
is a party, must, without any reservation, be brought to account, and all ?llxe moneys
be lodged in the Government treasury, and m':xke part of the general treasury
balance. The money of no private person or soc.lety may be lodged ther(la, nor mayl
any department require that funds pertaining to 1t be kept apart from the fener:

treasury balance, or be received for safe custody and kept out of account, or :
received at all except under ordinary rules. If for spec'lal reasons Governmen

direct the cash-chest of another department to be lodged in the treasury for safe
custody, the fact should be reported for the information of the Accountant-
Gene;:}- Asit isabsolutely necessary that the figures given in the different receip'ts,
accounts, and returns exchanged with other departu.xents should exactly agree with
those shown in the treasury account, the formal closing of the accou.nts oi: the several
sub-treasuries for the month should be fixed for the latest date which will leave no
risk of non-receipt of that day’s returns at the head-quarter treasury before the end
of the month ; any transactions of a later date must be excluded from the .returns.
The transactions of every sub-treasury on all days from 1st to the fixed closing dfate
are incorporated in the accounts of the head-quarter treasury on the day on w}u.ch
the daily sheet is received ; those of later days can only l:m brought on the accounts
of the next month, even though the daily sheet be r.ecelved before: to this rule,
however, there is the one exception of March, for which the head-quarter accaun!:s
are kept open until receipt of the daily sheet of every @b-treas;ury for 31st March,

IS
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in order that all the transactions of the official year without exception may be brought
into the accounts of the year.

15. Transfers of cash between the several treasure chests of a district do not
appear in the cash-book, but, in order that the cash balance at the central and
subordinate treasuries may be readily certified on any day of the month, a statement
of daily cash transactions in the aunexed form (C) should be kept at the: hoad-
quarter treasury. In this abstract statoment should be posted the monthly
opening and closing balances, the daily receipts and payments in lump sums, and
such transfers of cash between the officers of the district as may occur,

A sum transferred from the head to a sub-treasury will be treated in this register as though
it had been on the same day received in the sub-treasury ; on the other hand, a sum transferred
from a sub-treasury to the head treasury will be unnoticed in this register until it is actually
received at the head treasury.

CuEck.
16. Notice should be painted up conspicuously in the office of the hour at
which the treasury closes for receipt and payment, which should be at least an hour
before the end of the day’s work, in order to give time for closing and agreeing the

accounts.

If any Jocal law require that the treasury on any day be kept open till a named hour, the
aceounts cannot, of course, be closed till after that time, but should then be closed and agreed in
the usual manner before any one leaves office, "

17. The process of closure is as follows : The daily total of each register will
be entered in the cash-book, which will then be totalled and closed ; if the result
agree with that shown by the Treasurer, the cash balance sheet will be written up
and presented with the cash-book and Treasurer’s books to the Treasury Officer.
The Treasury Officer, while satisfying himself of the correctness and good order of
all these documents, should give special attention to the cash balance sheet, at the
foot whereof is a memorandum for the reconcilement of the account balance of the
district (shown in the cash-book) with that actually in the head-quarter treasury :
the latter éncludes the balance assigned to the Department of Public Works, which
the former ezcludes, and ezcludes the balance in sub-treasuries, which the former
includes.

In this statement there is not one figure which the Treasury Officer has not ample means of
verifying : the opening entries agree with the closing ones of the preceding day ; the receipt and

charge are taken from the cash-book ; the amounts shown as Public Works balance and sub-.

treasury balances can be ascertained in a few moments from the Public Works pass-books, and
the cash sheet (form C) or even the daily sheets of sub-treasuries ; while in the important head of
cash under joint locks no change can be made without the active intervention of the Treasury Officer
himself.

Nor has the Treasury Officer any difficulty in applying an effective check to the cash account
when it is laid before him. Its opening and closing balances are not deductions from accounts,
but are statements of fact certified by the District Officer to have been verified by actual enumera-
tion of coin. Does the difference between the receipte as shown in the cash-book and the sums of
the two lists of payments account for the difference between these facts ? Do the entries from
the registers agree with the totals of the details of those books? If any time the Treasury Officer
be unable to compare all, at least he may compare some : notably he should compare the entries

|

o
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in the plus and minus memorandum of deposits, stamps, &o., with the entries in the account, e.g.,
the plus and minus memorandum shows a reduction in the stock of judicial stamps to a value of
Rupees 5,000 ; if the credit in account be less, where is the receipt from another treasury for
stamps supplied ?

18. Directions have already been given that the vouchers pertaining to each
schedule should be numbered in a separate series and kept in the order of payment

 till they are despatched; before despatch of lists of payments and schedules the

Treasury Officer should by inspection satisfy himself that the required vouchers are
all attached. He will find it profitable at intervals during the month to take up
this or that schedule, and see that all its vouchers are present with it and in the
proper order. Asno payment can be made without a voucher there can be no
excuse for the absence of any unless it be that for a specie remittance.

RESPoNsIBILITY,

19. The Treasurer may not hold a sum larger than is necessary for the
convenient transaction of the Government business, or larger than the security
given by him, and the sum so held should be roughly verified night and morning.

20. Every transfer of charge of any gazetted office should be reported by
post of the same day to the Accountant-General ; and, in the case of an officer
having independent charge of a public treasury, statements of the cash balance and
of the stamp stores will be prepared, signed by the officer taking charge, and
forwarded to the Accountant-General at the same time,

* Having independent charge.”” This rule, therefore, only applies to changes of District

Officers, not to transfers of executive charge of the treasury between their subordinates,

21. Government has repeatedly ruled that the appointment of a subordinate

* to the immediate charge of a treasury in no way relieves a District Officer from

responsibility ; and this responsibility must be held to extend not only to the
security of the cash balance, with the stamps and opium, and the immediate detec-

- tion of any irregular practice on the part of the subordinates, but also to the

correctness of the returns and the punctuality of their submission, and to implicit
obedience of the Treasury Officer to the instructions issued from the Account Office.

'The several local Governments have been requested to lay down in writing the responsibility

-+ of the District and Treasury Officers severally.

22. District or Superintending Officers should remember that, when an irre-
gularity of this or the other kind is brought to their notice by the Accountant.
General, nothing but a report on their own knowledge, after personal investigation,
can be considered satisfactory; it is not enough for them to pass on the explana-
tion of a subordinate; reports prepared in this manner have more than once, by
lulling suspicion, led to greater irregularity afterwards.

. 23. If an embezzlement should oceur in an office or treasury immediate
notice should be sent to the Accountau;-General; and, as soon as possible after-
wards, a detailed report of the eircumstances connected with the fraud, specifying
the amount embezzled and the prospects. of effecting a recovery, must also be sent
under the signature of the Head of the office, in order to enable the Accountant-
General to report the case for the information of Government.



-

Proceedings of the Madras Government, Financial Department,
11¢h June 1875.
poe e LT T

bidden to accept th
any other sig'nature, ~ERyA e °p ese returns and accounts under

The totals of all accounts and return
in words as well as figures, and space
lent entry of the amount.

5. If the District Officer be
absent on t .
balance may bo verified and ghe Smad our on 1st of the month, the cash

in charge of the treasury :

an two months to elapse without a personal verifica-
: reported to the Accountant-General. When, then, the
mo ) : :
lig'::dh]l): a:;:ou]l)l'ts a.nd returns, on more than two occasions successively, are not
'veriﬁeat'y e istrict Officer, the officer signing the accounts must quote either a
R “:‘ report made by the District Officer himself within two months of that
& ;u ?: the special order of the local Government authorizing a departure from

i dlo'nlv h@d b:hé verification of the cash balance takes place ou a date other than the 1st of a month,
- reported to the Accountant-General in the usual form of cash balance report.

REerurxs. :
1 2B. The General Services cash account thus consists of—
' (.) One balanced aceount to be despatched on the last day of the month
: giving monthly totals of certain receipts and full details of others,
and charges in lumps for the two lists of payments,
The cash account should close with an abstract—

Opening balance ... ... ...
Cash receipts oy e S e

Total recéipts

*
Payments 1st to 10th, as per list
»  1lthto 31st,

—————
e ——
ses

» e s

¢ Total payments ..
Gross closing balance as per cash balance e

Ddu“‘ppm‘;;d‘t;— “ew en . : e en =
Public Works Dmrtmtmt
| Net cash balance
Total charges

(B.) Two lists of payments, the first including all from 1st to 10th, the

other all after 10¢h to b
day of the month, » 10 be despatched on the 10th, and on the last

i
3
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(e.) A variable number of schedules supporting the above, despatched with
them by the same post. ~

(d.) A variable number of vouchers attached either to the subsidiary or to
the chief documents despatched with them by the same post.
The returns due for despatch on any holiday must be completed
for despatch on the Jast working day preceding it.

27. The most important of the supporting registers are those of Provineial
Services and Local Funds: an unbalanced account-current (detailing on one side
receipts, and on the other naming the total of each of its two lists of paymenfs) is
represented by one entry in the receipt side of the General Services cash-book,
while each of its lists of payments has a corresponding entry in the General Services
list submitted at the same time.

All receipts of a miscellaneous nature will be recorded in detail in the cash-book and in the
monthly cash accounts ; but all those of frequent occurrence, or belonging to departments for which
separate returns are submitted, will be recorded in registers from which monthly totals only will
pass into the cash account ; in these registers columns should be provided for any necessary detailed
heads, but no other details, such as the amount of daily receipts or the names of persons paying
in mouney, will be required, i 3

P. 8.—As classified accounts are still submitted in Madras and Bombay, paragraphs 11, 26,
and 27 are not applicable to the cirenmstances of those Presidencies, and the Accountants-General
have therefore been requested to prepare and circulate other paragraphs in substitution for them.



of the Madras Government

ngs o

cial Department,

nan

F

f
| __ | | “_
_ ﬁ __ h |
| | | | o £
. H . , |
| h _ “ _ | Ty | :
H | , TR (U0 e : foxa'y - AAUENOSLqrg
_ 0 0 00093 _, N i A i 0 0 000°93 |WOL suofsuwyy |~ ¢ pa
= | { | | [
° | % % ‘ , K1y —
5 O O OOOQON e wee wese h.:._mdth.,—. kDmv | _ _ |
0 P By S S e Kk : | ‘WAL, a9 ,
m 0 000°rT 0 0 000‘er pug 03 svjsuBL], “pag| lo o 0009 _? 0 0000y | = v [0 0 00008 | . Eo._.w E%._N_ML.
™ 00 0 9rofer vt v e -l T g d I
& w 0 0 9v 0 0 00091 sjuom ey 0 01 0%8°IT (0 0 opg'g [+ = - RO S e ik 0 10T 000’y | finEiEhal __,_ £ vl
S | ; !
Sl ‘ roi oke 01 EPmEeLy
{ 0 0 000%9 .- fead Coavi*sas [ ¢ 2 = - k] _
_N M | \c 0 000709 |-qng 03 siepsusay, pug 8 #1 L9g'er [0 v o 005 000%8 [ ke ‘~m ¥I 298'L ]0 0 00001 | e - sydianay hw. v feyg 991
~ ¢
2y u 0 0 0908 e e e aee eee e . fowe ove aee < vee e f )94 ¢ ‘ | ‘ f
= _ \_o o Muomfeg | “LSRIST| 0 0 0082490 0 000 ‘o 0 0000070 0 000G 0 0 00081 (D O 00F'O¥'B * “ eouspy I
™oty o |rey B Fd v cex kacy  gw gy iR G 81 o A B sl | ‘ __
_ _ CE' Y EoRa AR b i R R e AR S Y
L SN S S ) A y 5 o | | | | |
. | W 1%
Jo NMMW »?.m ‘ox0d @ *oxod p "oz0d g *oz0d 'y 's3d10001 | f
e o Weor Lira axod '@ *eu0d - *az0d g ez0d 'y | _
«Linswoe “saafsuvay, 30 1%00 Aite@
<% phiagese. 408 i I *Lamsvas Basfeunasy, L
B o e Jeppng i —L <3 ! It oL w0 sydrazerr |
) » ‘uonpduoseq ] TEL i, | <eppny Rabifriongs
BIMINS VAN ] -a0g oje(r | uondriosag
s 5 < A "SANINSYEY ]~y f o
6 [ i SR T 1R vl 2 TEREY II_ g | _
m "SLNENX VI | el e e A
DM ! "S141803Y ﬁ
181 Jo ypopy ayy uof yuduu2008 fo  Runsvas S0 suoyovsuva g ysv) Apoq fo puamaymg
("deosjooq Ligurpao uo pojurad oq 03 ¢ T pue ¢ sydeiSeaeg ur jo usyodg)
0 NUoa
'
_ _ 9oL
_
~ 0ol0 6#0.@— ‘ e wes ﬂsm e e ...OO .: see wee ...83 18| ** = o = oss  ove N.’!
e
= 00 | vy _ oon | ane e 0'olw2 TR T e 0)o ooy e s wegrod q
m olo 08-# | aon | van e e T e o!lo|oo00's olo Qcaou e e aaid 'Y
-~ | e
W 00 |8208L || wes o |0 |ooo's 0|05 o |0 | 0002 S R - R EQQ B L A e U h" "
W‘ ‘a|'v] ‘su v eu WtV ex (e ftv( e [faltw] cew |cal-v| sx R ¢
.Ia. “H00d *£amswosy, yone \ "surnioy Lmavery,
- T 40 . . \J
= ._u_a‘mc«.w wwu_mao JORIE Eiiet £imswaay, Jo omey -qug 30 S3%q *9010AU] JO JoqunN q1dieoey jo 38
s - “ ‘AVEE QETIVEIE(] |
S i SRS SETREEIT IR L 1y s SV SO o S AR . L Pl . e
-m = —————— — — = — — == — - - e — —
R AT Jo yvogy oyp aof Ransoou
¥ B "8ydrooayy (snuzany puvr) (11 ydviboind 235)
@ g i
m - g Waod
S o
K = _— o
L = e
mOU ~ *paqraosesd usaq *g 0] ST pEeY
G < SUY I3110 @noa jr pesn 0q Lvuw urioj enueAay Jo sae1stfox adrenaa gy auy
- g1y sywamdwd juanbauay anj pejuna _ oy oy, ‘vgg ydeieaed saojop
M — 9q tofox  Luw jy | eoradag jo joBaysqe Surso[o eq) J0j wLOy eqJ,
o~ ~ P%OH ,, papway puv ‘eamo , [vIsuag «1d1e09) jo peey ,, pepwey pus
lm “JUVIANOODY OYI Ul 68N 20y Juelq comu.w 8, [edouen-jurijunoddy oy3 ul
1301 m:mua [9109 £j1ep 10} suwnpoo osn a0y juw[q gye] Hureq 18303 A[1Ep
M e, H00q-qsud ,, 011 Jo opts of.ugo 10y umnoo eyy ‘yooq-ysedo eyy Jo
Y emw:.uﬂ._w.ﬂ.t e .wmu.zm oy eq _zok ‘ apts 3daoaa ey yo eyl sB BuILs 073
S1ue 0 881 Jd0J W0 0, (o}
= P [N I (e e . d ¥ YT o 40§ 3 oqy, ) 5 .L o 9q [[144 3UR0D0® Y8UD O} JOF UWIIOF oﬂ._
4 G | £ &
> ' g | = B &
= B 3
rm T%of, &1vq | Junomy | “sammonavg o3 ‘pred woga o, 3 *[oma | vmog, Lpeq| ‘junomy | sasmonasg *POAT90T WOYAL TWOLT ©|ere@
S 40 wEARNN 40 agaraAN
Du“ HONTYHAAY HoNmuTATY
') * BT £0 juswusaa0p fansvosg; A0 yoog ysvp 14
(‘11 ydeaSeang ur jo woxodg) :
V goa




>4
K
——
¥
g

no.m. B

-
¥ A

“to the Gmmmont :f" m for mt‘orm- '

f |

1

R E |
-

P |

. |

i

|

|

E |
|




"ONUIARY JO pavog 9} 03 Pigeo
pasoad Lmsesay Swiprefea [iouagy

.

=dy] (udidmo) woy JB[nox

=THNIMOS *3an

19 Jo £dog—"sapinsvady, -

HANTATY 40 qUVOd 5L

"99%1 "OAT ‘QL8T QunL YITIL “O°D

"IVIDNVNIA

S S il

"y

VBTN /L2, . 1PN

el i







e S
T

L)

ﬁ'l':',t gay of the month succeeding -that by the labor of
, ; :(I; they are earned; no part may be paid before, except
The gmt;!asefof a gazetted officer going away on leave.
b yt(;l noting the proper deduetion for subserip-
the bil(l’y gvtamous Junds devolves on the drawers of
bﬂlofa.c’oven fgﬁ treasury officer, before paying any
proaiid b;agectiggl:l-;m? énust see that the deductigns
Pension Code have been gmdél.pplement S ua C”'?d

mﬁ'ﬁ: ffc:;m d:l;:ft;g“ certificate esmﬁbed (page 26, Gazette of India, 187 %)
gﬂls st v t;he? fand deductions although the officer preparing tﬁi
ﬁt m . l'ingrin &::gz_ctness ;1 lbgt the treasury officer is respousible
which ho may ars rocsived notee ‘befors raating e Seriiiater bok. for

passing on any he i
will i:gfuture{lrl;awl.m’ receive afterwards to the treasury from which the officer

9." The head of an office is personally responsible -

for every salary drawn on a bill si
ot bill signed by him until he
g:'&l:‘l‘ll: alg ﬁo{he servant entitled to receige it, and has
oSy ;o Itt?n}(:e roll signed by the payee, if necessary
p. 1f the payee do not present himself before

the end of the month, the amount drawn for him must

(‘;:nr%f;m&i;d by short drawal on the new bill; his salary
il newwl?ilalmew when he presents himself to receive
charged in the account of a new month.

P .
d:gom x_il.ay not under any circumstances be placed in

oﬁicelrg' and ¢ ry officers, when cashing bills for survey
should furmigh & o o distance from the treasury,
and tl'alszm3 & note explaining the amount of cash

sier receipts (if any) issued, and any deduc-

tions or alterations that may be made in the bills

_ Presented,

antvfl?:t ntc;)te Bhéom] S be in biglot form, as'it is import-
money sh ul?'l or messenger who receives the
with tyh ould ascertain that the amount stated agrees
when thos ual cash or drafts delivered to i, el
should mﬁnsgﬁmnﬁ;m‘ﬂ% to read, the treasury officer
the note, €xplain to him the amount entered on

w‘fbuOWing form 1
Bill rsnted T salary, .
AN contin, i &
Dm By sw‘ ok

| |g élééé

———
OFFICE PRACTICE. o4
.. Every item received or paid must at once be

entered in th ‘ E " e
thereto, and %3:1’%:’”“' orin some register subsidiary

red in a consecuti thly series

for each register, and the comgpo;:ii:gw:ehtluyms for

the Accountant General should be written up before

office closes, in order to ensure their punetual tch

10)2 10th and 31st. The daily total of each register must
carried to the cash/book, in order that the

g

———

2

may be struck, but in writing up the cash acecount and
the list of payments, such entries of daily totals should
be omitted, and one entry only for each register shouild . .
be made in the cash account or the list of payments. i
The vouchers pertaining to each schedule should be
numbered consecufively in a monthly series as they are
entered therein, and should at once be arranged in the
order of payment and kept in the same order till des-

pateh.

The net cash payment only is to be entered in the list of payments, though all
deductions must ]l’)e detailed in the bill: there must not be a gross debit with a
per contra credit even where a sum is being recovered under the Accountant
Genaral’s orders. There arve only two exceptions fo this rule of net debits; in
the case of municipal funds the gross amount of a voucher will be charged
and the deductions credited : and when a deposit is subjeet to abatement, the
full sum must be charged, and the sum abated bronght to eredit.

The annexed forms A and B are those preseribed for
the eash book and the separate receipt registers res-
pectively; if the charges under any service head be so
numerous as to make it convenient fo open a separate
register for them, the right hand side of the cash book
may be taken as a pattern.

12. Erasures in any account, register, or schedule,
or in the cash book, are absolutely forbidden : if any
correction be mecessary the incorrect entry should be
cancelled neatly in red ink, and the correct entry interlin-
ed : the treasury officer should set his initials by each of
such corrections in authentication. Special care should be
taken with all vouchers and accounts showing signs of
alteration, and if such documents be frequently received

from any office, the attention of the head of the office
should be formally drawn to the irregularity.

i3. Al transactions-to-which any officer of Govern-
ment in his official capacity is a party, must, without any

veservation, be brought to account, and all the monies
be lodged in the Government treasury, and make part
of the general treasury balance. The money of no private
‘Eetso.n' or society may be lodged there, nor may any
department require that funds pertaining to it be kept
from the general treasury balance, or be received

o'

_ for safe custody and kept out of account, or be received
. oatall exceptunder ordinary rules. If for special reasons

Government direct the cash chest of another depart-
ment to be lodged in the treasury for safe custody, the
fact should be reported’ for the information of the
Accountant Geperal. =~ | v 4
14. As it is absolutely necessary that the figures
given in the different receipts, accounts, and returns
exchanged with other departments, should exactly agree
with those shown in the treasury account, the formal
closing of the accounts of the several sub-treasuries

- for the month “O‘%M for the Jatest date which A <5 £
* will leave no risk of non-receipt of that day’s returns at \ Py N
the head-quarter treasury before the end of the monthj; Ja iy

any transactions of a later date must be excluded from the &

refurns. The transactions of every sub-treasury on all . .

days from 1st to the fixed closing date are incorporated e *w . | ‘
the accounts of the head-quarter treasury on the day on *_* S R S
which the daily sheet is received; those of ma?) T . _ Fea .

" can only be brought on the accounts of the next month, e _ L
~ even though the daily sheet be received before : to this ; 14 Y R
“ yule, however, there is the one exception of March, for L

which the head-quarter accounts are kept open until \ G e

Tt

oy : | el
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