CHAPTER 111
WITHDRAWL OF MONEY FROM GOVERNMENT ACCOUNT
I. GENERAL LIMITATIONS
28. No money shall be drawn from the Bank unless it is requirednforediate

disbursement. It is not permissible to draw money from the Baakticipation of
demands or to prevent the lapse of budget grants.

1. MODE OF WITHDRAWAL

29. Save as otherwise specifically ordered by Government, money mayenot b

withdrawn from the Government Account except by presentation of &ilthe Pay
and Accounts Office.

30. When a person not in Government employment claims payment for work
service rendered or articles supplied, such claims shall, uriless are expres
orders of the Government to the contrary, be submitted through the he#te
Department or other responsible Government officer under whose imenediker

the service was done or equivalent was given for which payment is demanded.

31. Government officers may make such payments as are aathtwribe paid ou
of permanent advances or imprests which they are permittédltbunder orders o
competent authority subject to recoupment on presentation of bills.

32. General instructions regarding preparation and form of bills - The
following instructions with regard to preparation and form of bikhall be
observed :-

0] Printed forms of bills as far as possible in Engllsbukl be
adopted.

(i) All bills must be filled in and signed in ink. The amount of he
bill should, as far as whole rupees are concerned, be writtearas
as well as in figures. The fractions of a rupee may, hawbee
written in figure after the words stating the number of rupees,nb
case of there being no fraction of a rupee, the word “only” shoul
inserted after the number of whole rupees and care should beds
leave no space for interpolation as in the following examples; €&/
twenty six only,” “Rupees thirty five and paise 25”.
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(iil)

(iv)

(v)

(vi)

(vii)

(vii)

(ix)

()

(xi)

All corrections and alterations in the total of a bill whethedm in

words or figure, should be attested by the full signature with date of

the drawing officer as many times as such corrections andtaites
are made.

Erasures and overwriting in any bill should be avoided; if

correction be necessary, the incorrect entry Idhdae cancellec

neatly and the correct entry inserted. Each such comecicany

interpolation deemed necessary should be authenticated by the

drawing officer setting his full signature with date against each.

The full accounts classification should be recorded on each bileQy th

drawing officer, the classification in the budget being taken asde g

The classification should also show whether the expenditure is
or charged (non-voted).

Charges against two or more major heads should@ahcluded in

one bill as the items require different action in the &ay
Accounts Office, such as entry in different registers.

In case of pay bills, the various sections camyi the
establishment (such as UDC, LDC, Junior Accountant, Accou

etc.) should be shown separately the description of eattions

as well as the sanctioned numbers of posts included therein
prominently written in red ink at the top.

voted

ntant

being

The entries in all the money columns of the bill should be totaled

separately under each section and the totals written in red ihk.
totals should be checked by the drawing officer himself or by
responsible person other than the clerk preparing the bill.

When bills are presented oncaant of charges incurred under g
special orders, the orders sanctioning the charges should be ¢
Copies of sanctions accompanying a bill should be duly certified
gazetted officer or by a responsible subordinate specially awti
in this behalf by the head of the office.

The space left blank either in the money column or in the coluiom
particulars of the bills should invariably be covered by obl
lines.

A note to the effect that the amount of the bill is below a §ipeg
amount expressed in whole rupees which is slightly in excess ¢
total amount of the bill should invariably be recorded on the bog
the bill in red ink. For example, if the amount of the b8l
Rs.29.50 the words “ Below Rs.@birty)” should be recorded in re
ink as a safeguard against any possible interpolation.
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(xii)  In case of a bill passed by drawing officer/ controlling offider
presentation at the Pay and Accounts Office but lost dittfere
payment or before presentation at that office, the Governmenterqffic
who drew the original bill should ascertain from the Pay |and
Accounts Office that payment has not been made on it bdfel
iIssues a duplicate thereof. The duplicate copy if issued mast be
distinctly on its face the word ‘duplicate’ written in red inkhe fact
that duplicate bill has been issued shall be immediately
communicated to the Pay and Accounts Office with instructions to
refuse payment on the original bill if presented.

Note:- For this purpose the Pay and Accounts Office on receipt of @estq
from any drawing/controlling officer shall, after due veafion from its
records, furnish a certificate in the following form:-

‘Certified that Bill No......dated......... for Rs.......(Rupees.............
reported by (drawing officer) to have been drawn by him on thiseah
favor of ........ has not been paid, and will not be paid if presented hereaffter.’

(xiii)  When any kind of bill is required to be prepared in idam or
triplicate, only one copy shall be signed or countersigned in full
the other copy or copies may be duly initialed. Only the bill with|full
signature should be presented at the Pay and Accounts Offig
payment.

(xiv) Instruction for rounthg off transaction in Government Account. T
instruction is contained in Appendix 12

33. Duplicates and copies of billsetc. - No Government officer may issue duplic
or copies of bills or other documents for payment of money whichliesslg beer
paid, on the allegation that the originals have been lost. If angsicarises for
such a document, a certificate may be given that on a specifieda@atain sum wal
paid to a certain person.

(2]

34. Stamps for receipt -Reciepts for all sums exceeding Rs.20 must be stamped
unless they are exempted from stamp duty.

Note: The limit of Rs.20. upe which a reciept is not required to
stamped should be applied to the net amount payable on a bill andher@ross
claim preferred therein.

35. Specimen signature and other safeguards -Every Government officer who
authorised to draw cheques or sign or countersign bills payable aPatheand
Accounts Office/Bank shall send a specimen of his wignao the Director,
Treasury, Pay and Accounts Office/Bank through some superioher afficer
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whose specimen signature is already with the Pay and Accounts/B#nk. Wher
such an officer makes over charge of his office to another, Hdikbafise send &
specimen of the signature of the relieving officer to tRay and Account
Office/Bank.

11 RESPONSIBILITY FOR MONEY WITHDRAWN

36. General - It is not sufficient that an officer's accounts should be emrto his
own satisfaction. A disbursing officer has to satisfy not bihself, but also thg
Audit, that a claim which has been accepted is valid, that a voischecomplete
proof of the payment which it supports, and that an account is camredt
respects. It is necessary that all accounts should b@tsardthe details so full
recorded as to afford the requisite means for satisfying esngyiry that may b
made into the particulars of a case, even though such enquiry mag be the
economy or the bonafides of the

transactions. It is further essential that the recofgsyment must be so cle
and self-contained as to be producible as satisfactdrgamvincing evidenc
of facts, if required, in a court of law.

37. Vouchersin support of payments-(1) A Government servant entrusted W
the payment of money shall obtain for every payment he makes, a voattirey
forth full and clear particulars of the claim and all infation necessary for it
proper classification and identification in the accounts.

Note - In case of works below rupees ten thousand sanctioned by a [
Coordination Committee to a panchayat nominee, the Pay & AscdDffice
will not insist on production of vouchers in support of purclohsEment,
timber etc. from authorised dealers. The Pay & Accounfeelfill pass the billg
on production of a certificate by the nominee from the concernexoft the effec
that the work has been duly completed according to specifications.

(2) Every voucher must bear, or have attached to it an acknowledgm
the payment signed by the person by whom, or on whose behalf,atheisclput
forward. The acknowledgment should be taken at the time of payment.

(3) In all cases in which it is not possible or expedient tppert a
payment by a voucher or by the payee’s receipt, a ceriftfgbayment duly
signed by the disbursing officer together with a note explainingitb@mstances
should invariably be kept on record.

Note 1:- In the case of articles received by vahsgrable post, the valu
payable cover together with the invoice or bill showing the detdilthe items pai
for, may be accepted as vbac. The disbursing officer should endors¢
note on the cover to the effect that the payment was made thtwuftost Office
and this also covers the money order commission.

1317

(4%

M

t

\*ZJ

15



Note 2:-Cash memoranda which do not contain amknowledgment of th
receipt of money from persons named therein cannot be accepteeceipt. Cas
memoranda will not, therefore, be regarded as sub-vouchers tidgscontain
an acknowledgment of the receipts of money from the persons tiaeneith or,
in cases where this is not practicable, they are stampédl ‘qnad initialed by the
disbursing officer. The cash memoranda submitted in support afldimes for
reimbursement of the cost of medicines purchased from the mardlet medical
rules need not, however, be stamped or bear the suppliers acknowledgmer

(4) Every voucher must bear a pay order signed or initialed by
disbursing officer, specifying the amount payable, both in words aqpde§. All
pay orders must be signed by hand and in ink.

(5) All paid vouchers must be stamped “paid” so that they cannosdx: a
second time.

38. The Director, Treasury, Pay and Accounts Office shall obtaificisunt
information as to the nature of everyypeent he is making and shall not accep
claim which does not present formally that information, unless themes valid
reasons, which he shall record in writing, for omitting to require it.

39. An Accounts Officer of the Pay and Accounts Gfficmay correct a
arithmetical inaccuracy or an obvious mistake in any bill pregetat the Pay an
Accounts Office for payment, but shall intimate to the drawinijcesf any
correction which he makes.

40. First payment of pay, allowancesetc. - When a Government servant pres

~+

It

his pay bill for the first time or when the name of a Government servant appears

for the first time in an establishment bill, thel tshall be supported by a I3
pay certificate in the presbed form; or if he did not previously hold any p
under the Government, a certificate of fithess from pgmogriate medica
authority in the prescribed form must accompany the bill.

41. Payment on quitting the service - The last payment of pay or allowances s
not be made to, or in respect of a Government servant finallyinquiihe service
of the Government by retirement, resignation, dismissal, deatitherwise or
placed under suspension until the disbursing officer dasfied himself, by
reference to the Director, Treasury, Pay and Accounts Offfee departments
authorities and his own records, that there are no demands outstanding aga

42. Death of a payee - Pay and allowances can be drawn for the day of the n
death; the hour at which death takes place has no effect on the claim.

Note -‘Day” for the purpose of this rule should mean a caledayn

st

hall

nst him.

nan’s

beginning and ending at midnight.
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43. Subject to the provisions of rule 41, pay and allowances of all kilziisied on
behalf of a deceased Government servant may be paid without productios
usual legal authority -

0] If the gross amount of the claim does not exceed Rs.2,000,
orders of the head of the office in whithe Government servant w
employed at the time of his death provided that the head of the
is otherwise satisfied about the right and title of the claimant; and

(i) If the gross amount of the claim exceeds Rs.2,000, under orders
head ofthe department, on execution of an indemnity bond ir
prescribed form, duly stamped for the gross amount due
payment, with such sureties as may be deemed necessary.

44. Overtime allowances - Subject to any general or special orders issued

Government in this behalf, every bill in which overtime allowanges alaimed

shall contain a certificate of the head of the office to the following effect
“Certified that-

M The men for whom overtime allowances are claimed in this
have actually earned by working overtime;

(i) the periods for which overtime allowances are claimed in this
bill have been checked with the initial records and found
correct; and

(i)  overtime allowances are claimed at rates sanctioned by
competent authority.”

45. Arrear bill - Arrears of pay, fixed allowance or leave salary shall be mirawot
in the ordinary monthly bill, but in a separate bill the amountmedi for each
month being entered separately withotation of the number and date togel
with date of encashment of the bill from which the chargeomaited or withheld
or on which it was refunded by deduction, or of any special orderrpetent
authority granting a new allowance or amcrease in pay. A note of the arre
bill shall invariably be made in the office copy of the sbiflor the period t
which the claim pertains over the dated initial of the wdraof the arrear bill, i
order to avoid the risk of the arrears being claimed ow&ina The drawing
officer shall also record a certificate on the arrear bill under hisl dagaature to the
effect that -

()  no part of the amount claimed has been drawn previously; and

(i)  anote of thearrear claim has been madein the office copy of
the hillsfor the period to which the claim pertains.
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46. Disbursement of pay and allowances - acquittancerolls-(1)The head of a
office is personally responsible for the amount drawn by himororhis behal
until he has paid it to the person entitled to receive it, andnebta legally valid
acquittance on the copy of the bill. If, in any caseingwo the large siz
of an establishment or fany other reason, if it not found feasible or conver
to obtain the receipts of the payees on the office copy of thehalhead of the
office may maintain a separate acquittance roll.

(2) If for any reason, payment cannot be madéiwithe course of th
month, the amount drawn for the payee shall be refunded by short dratved
next bill, his pay and allowances may be drawn anew under rule 45 wh
occasion for making the payment arises. If, however in the opinion of dldeolithe
office this restriction is likely to operate inconvenientlyhe tamount of
undisbursed pay or allowances, may at his option, be retainednyjorperiod

not exceeding three months, but this concession shall not be awvéiledess the

head of office is satisfied that proper arrangements can loe foathe safe custod
of the sums retained.

47. Audit objections and recoveries-Every Government servant must attg
promptly to all objections and orders communicated to him by Abeountant
General.

48. When the Accountant General disallows a payment as unaethothe
disbursing officer is bound not only to recover the amount disallowethouwti
listening to any objection or protest but to refuse to pay ih future till the
Accountant General authorises the payment to be resumed.

Note 1:- If a Government servant from whom a recovery is oddier
transferred to the jurisdiction of another disbursing offitke, order of recover
should be passed on to that disbursing officer without delay.

Note 2:- A disbursing officer must not, when a retrenchment is ord
enter into any correspondence with either the Accountant Geoeral the
Governnent servant concerned. It is his duty simply and promptly to aautythe
orders he has received and to leave to the person agrievedrttheetase to th
proper authority.
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49. Save as otherwise expressly provided in these ruleim amy authorise
departmental regulations, the following rules shall be obsend®d all the
Government officers who are required to receive and handle cash:-

(i)

(ii)

(iii)

(iv)

(v)

(vi)

Note 1 :- The duties imposed by items (ii) to (vi) above on the head o
department/office  may be entrusted to subordinate gazetteebr(
nominated by the head of the department/office for the purpose.

IV INSTRUCTIONSFOR HANDLING CASH

GENERAL RULE

Every officer receiving money on behalf of Government sh
maintain a cash book in the prescribed form (Appendix 2). The
book should be treated as one of the most important acq
records of the department.

All monetary transactions should be entered incttgh book on th
date on which they actually occur and strictly in the orde
occurance and attested by the head of the department/office in
of check.

The cash book should be closed regularly and completely che
The head of the department/office should verify the totaling o
cash book or have this done by some responsible subordinate
than the writer of the cash book and initial it as correct.

At the end of each month the head of the department/sfimeald
verify the cash balance in the cash book and record a signed anc
certificate to that effect.

When Government moneys in the custody of a Government officé
paid into the Bank, the head of the department / office making
payment should compare the Bank's receipt on the chalan or hi
book with the entry in the cash book before attesting it and si
himself that the amounts have been actually credited into the Ban

An erasure or overwriting of an entry made in the cash bsq
strictly prohibited. If a mistake is discovered, #owd be
corrected by drawing the pen through the incorrect entry and ins
the correct one in red ink between the lines. The headhey
department/office should initial ewesuch correction and invariab
date his initials.
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Note 2:- The cash books should be bound in convenient volumes and
pages machine numbered. Before bringing a cash book into use the head of
the department/office or the officer nominated by him under Notehduds
count the number of pages and record a certificate of count on theafijes of]
cash book.

(vii)  Every entry in the cash book should be concise. The date, the n
of voucher, if any, and such a brief narration as will indi
unmistakably te nature of the transaction must be entered ag
each item.

(viii) The head of the department/office should make surprise ph
verification of the cash balance at least once a month and rec
certificate  on the cash book inding the results of sug
verification.
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