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The Civil Accounts Manual contains detailed instructions and procedures
relating to payments made by Pay and Accounts Officers and by cheque drawing
DDOs of Civil Ministries/Departments of fhe Central Government and accounting,
compilation, consolidation of annual accounts and inter-departmental, inter-
governmental adjustments and ancillary matters which are required to be followed by
Accounts Offices. These instructions cover most of the facets thereof and include
:standa_rdised forms of various accounts registers/records/returns to be maintained
and or s,ubmi'tted by such offices. Due to passége of time, a number of chan'ges have
arisen necessitating their inclusion in the provisions of the Manual to cope with the
needs of time. This revised edition incorporates all correction slips and related Office
Memoranda issued so far.

2. Three new chapters relating to Bank Reconciliation — Expenditure Account
Transactions and Revenue Accounts of CBEC and CBDT have been introduced and
these will help in the understanding of the reconciliation process of Expenditure and
Receipts Accounts of CBEC and CBDT with Public Sector Banks and Reserve Bank |
of India.

3. This manual is brought out in diglot form as envisaged under Article 343 of the
Constitution of India. While every effort has been made to make the Hindi translation
correspand to its English text as closely as possible, the English text may be referred
to where the meaning is not clear from the translation. Any errors or inaccuracies
coming to the light may kindly be brought to our notice, so that these are corrected in
the next edition.

N ¢ |

| o (ot ,an.{ [L&J |
Dated : 11" January, 2002 . (USHA SAHAJPAL)

New Delhi Controller General of Accounts
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CHAPTER1

BROAD FEATURES OF THE DEPARTMENTALISED ACCOUNTING
SYSTEM

1.1 GENERAL

1.1.1 - In exercise of the powers conferred by the Ist Proviso .» sub-section (1) of
Section 10 of the C&AG's (Duties, Powers and Conditions of Service) Act, 1971 (56th
of  1971), the President, after consultation with the C&AG of India has relieved the
latter from the responsibility for compiling the accounts of the Union Government
(Civil) in a phased manner from 1st April, 1976 onwards, and from the responsibility
for compiling the accounts relating to taxes, duties and other receipts and deposits
realised or refunded under any law for the time being in force and administered by the
Department of Revenue and Banking including the Central Board of Direct Taxes and
the Central Board of Excise and Customs with effect from Ist April, 1977. With the
issue of these Presidential notifications and as on st April, 2001,the Comptroller and
Auditor General of India stands relieved of the responsibility for compiling the
accounts of Central Civil Ministries/Departments and Union Territory Administrations
except accounts pertaining to:-

(1) Indian Audit and Accounts Department and
(i1) Union Territory Administrations of Chandigarh and Dadra and .Jagar Haveli.
1.2 ORGANISATION OF CONTROLLER GENERAL OF ACCOUNTS

1.2.1 -An organisation functioning under the Controller Generai of Accounts has been
created in the Department of Expenditure of the Ministry of Finance. A copy of the
Presidential Notification dated the 27th September, 1980 in regard to the functions of
the C.G.A. as incorporated in the (Allocation of Business) Rules, 1961 is appended as -
Appendix '1. The C.G.A will have responsibility for establishing and maintaining a
technically sound accounting system in the Departmentalised Accounts Offices. He -
will, on behalf of the Ministries and Departments, liaise with the Budget Division and
the Comptrolier and Auditor General of India in accounting matters. He will provide
necessary directions in accounting matters to the Ministries/Departments and will issue
general instructions about the system and form of accounts and procedures for
accounting of receipts and payments. In order to maintain the requisite technical
standard of accounting in the Departmentalised Accounts Offices, he will have powers
+to itigpect:the offices, and will be expected with:his staff, to.ensure that.acconnts are
maintained accurately, comprehensively, and:in-a correct manner.‘He .will also be
required o ensure that daia and information are- supplied in time-to.the concerned -
Ministies. Cadre management in respect of Group 'A' and Group ‘B’ officers of these
Offices will vest in him. He will have a coordinating and innovating role in the
introduction of Management Accounting system in the various Ministries/Departments.

1
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1.2.2 It the discharge of these functions, he will also have special responsibility for:-

(i) Coordination with the Ministries in the administration and interpretation of Rules
regarding Group 'C' and Group 'D' staff of the Central Civil Accounts Service;

(ii) Holding of Department'a] examinations to maintain the requisite standard of
- technigcal expertise for accounting work in the Ministries and Departments;

(¢ii) Revising Treasury Rules, Account Codes and provisions of General Financial
Rules in so far as they relate to the form and system of accounts etc., consequent
upon Departmentalisation of Accounts and the use of the services of the Public
Sector Banks in place of treasuries for collecting receipts and making payments.

1.2.3 Consolidation of monthly Civil Accounts of the Union Governmert from che
monthly accounts submitted to him by various Minisiries and Departments has also
been entrusted to him with effect from 1st April, 1977. Turther, the responsibility for
preparation of annual accounts including summary Civil Appropriation Accounts
showing under the respective heads, the annual receipts and disbursertents for the
purpose of the Union Governmert has been entrusted to him after relieving Comptroller
and Auditor General of India of the responsibility in consultation with him under
Section 11 of C&AG's (D.P.C) Act, 1971 vide Ministry of Finance order No. 1(12)-
B(AC)/78 dated the 20th June, 1978.

1.2.4 The C.G.A/Addl.CGA/It. C.G.A.(s)/Dy. C.G.A.(s) have also been authorised to
authenticate all orders and other instruments concerning the C.G.A's organisation vide
Ministry of Home Affairs notification No. F.23/5/78-public dated the 22nd September,
1978, as amended from time to time.

1.3 MAIN FEATURES OF DEPARTMENTALISATION CF ACCOUNTS

1.3.1 The Secretary of the Ministry/Department concerned shali be the Chief
Accounting Authority for the Ministry/Department and he will discharge his functions
through and with the assistance of the Financial Adviser/Pr.CCA/CCA/CA of the
Mi:nistry/Department concerned. '

 The Head of Accounting Organisation is Pr. CCA/CCA/CA/AG as the case may
be. ;

1.3.2 The Financial Adviser/Pr. CCA/CCA/CA, for and on behalf of the Chief
Accounting Authority shall be responsible for: :

(a) arranging all payments through the Pay and Accounts Offices/Principal
~ Accounts Offices except where the Drawing and Disbursing Officers are
- authorised to make certain types of payments (vide Chapter 3).

(¥



Note: Any addition proposed to the list of r_cheque drawing D.D.Os included in the
Scheme of Departmentalisation of Accounts of a Ministry/Department would
require the specific approval of the Controller General of Accounts, Ministry of
‘Finance. »

(b) compilation and consolidation of accounts of the department and their

~ subrmission, in the form prescribed, to the Controller General of Accounts;

preparation of Annual Appropriation Accounts for the Demands for Grants of

his Ministry/Department, getting them duly audited and submitting them to the
CGA, duly signed by the Chief Accounting Authority.

(¢) arranging internal inspection of payment and accounts records maintained by the
various subordinate formations and Pay and Accounts Offices of the
Department, and inspection of records pertaining to transaction of Government
Ministries/Departments, maintained in Public Sector Banks.

1.3.3 A Principal Accounts Office will function under a Principal Accounts Officer of
the Ministry/Department concerned which shall be responsible for:-

(a) consolidation of the accounts of the Ministry/Department in the manner
prescribed by CGA;

(b) preparation of Annual Appropriation Accounts of the Demands for Grants
controlled by that Ministry/ Department, submission of Statement of Central
Transactions and material for the Finance Account of the Union Government
(Civil) to the Controller General of Accounts;

(c) payment of loans and grants to State Government through Reserve Bank of
India, and wherever this office has a drawing account payment therefrom’ to
Union Territory Governments/ Administrations;

(d) preparation of manuals keeping in view the-objective of management accounting
system if any, and for rendition of technical advice to Pay and Accounts
Offices, maintaining necessary liaison with CGA's Office and to effect overall
coordination and control in accounting matters.

(e) Maintaining Appropriatidn Audit Registers for the Minisiry/Department as a
whole to watch the progress of expenditure under the various Grants operated
on by the Ministry/Department. - '

1.3.4 Pay and Accounts Offices will make payments pertammg to respective
Ministries/Departments and in certain cases payments will be made by the departmental
Drawing and Disbursing Officers (D.D.Os) authorised to draw funds, by means of

- cheques drawn on the offices/branches of Reserve Bank of India, State Bank of India
and its subsidiaries or of the Public Sector Bank that may be accredited for handling the
receipts and payments of the Ministry/Department. These payments will be accounted

3,



for in separate scrolls to be rendered to the Pay and Accounts Offices of the
Ministry/Department concerned. : :

1.3.4.1 Each Pay and Accounts Office or Drawing and Disbursing Officer authorised
to make payments by cheques, will draw only on the particular branch/branches of the
Reserve Bank of India/ State Bank of India or its subsidiary or the Pablic Sector Bank
with which the Pay and Accounts Office or the Drawing and Disbursing Officer as the
case may be, is placed in account. Out station payments, if any, shall be made in
accordance with the provisions of para 1.6 et seq.

1.3.4.2 All receipts of the Ministry/Department shall also be finally accounted for in the
books of the Pay and Accounts Office.

1.3.4.3 The specific approval of the C.G.A. Ministry of Finance would have to be
obtained in connection with any proposal for creation (or reorganisation) of a new Pay
and Accounts Office or for adding to the list of cheque drawing DDOs included in the
Scheme of Departmentalisation of Accounts of a Ministry/ Department.

Note: As regards opening of bank account, the Hcad of the Accounts Organisation of
the Ministry/Department may directly approach the RBI, Department of
Government and Bank Account,(Central Office),Bombay(and not the accredited
Public Sector Bank).

) for opening bank account in favour of the PAO being newly constituted or of
the DDO to whom the cheque drawing powers are decided to be given, as long
as the account is to be opened in the accredited bank nominated for the
Ministry/Department; and

(i)  for opening account from a specified date, in a different branch of the accredited
bank because of certain administrative reasons like proximity of the branch etc.
and simultaneously closing the account in the other branch. In such cases it
should be ensured that the reference to the Reserve Bank of India, Bombay
contains full particulars of the Pay and Accounts Officer under whose
jurisdiction the cheque drawing DDO will function or other relevant cetails such
as the previous account number and location/address of branch bank etc.

However, whenever (a) a branch of another bank is proposed to be utilised at
the same station where a branch of the accredited bank is already handling the
transactions of the Ministry i.e. two banks are proposed to handle the transactions at the
same station; and (b) the accredited bank is required to be changed, the proposal should
be invariably referred to the Controller General of Accounts, Ministry of Finance who
would process them further after necessary examination. "



DETAILED PROCEDURE IN. REARD TO BANKING
ARRANGEMENTS FOR PAY ANB ACCGUNTS OFFICES

: P :

.B&ﬁk (Ef Indla or the Pubhc Sactﬂr Banks (mcludmg State Bank of India and its
.subszézaﬂes) ngmmated for the particular Mmrs&yiDé})artmém by the Reserve Bank of
India, in. ax:cordance w1th the memorandum of instructmns reptoduced in Appendix '2"..

L 4.2 The Ageounts Ofﬁcer -in- charge of the Pay & Aﬁcounts Ofﬁcc will send to the
 brafeh of the bank with which he is placed in account; the - specimen signature of the
Aeemmés Officert Officers and the officer or-any other person Wwho is authorised to sign
as second signatory in termis of OM NO. 1(3)195/TA1P£ file/575 dated 27-7-98, duly
cqunterszgsed ’ay an independent officer, preferably highier in rank, whose signature is
available in- ﬂie hank: When there is a change in the ihcambency of any of the officers
authorised to sagﬁ the e ues the specirhen signature of the incommg officer should
‘be attested inthe same nan: and forwarded to the bank.

Qfficer w1ll obtam supp}y of cheque books requlred for
s from the Central Stamp Store, Nasik Road and
on, to the Pay and Acepurits Offices. The detailed
d.in. Governmenit of India, Ministry of Finance
No. E.2(12)/76-5¢/1490-1503 dated the 16th

unts
use by the Pay atd Accounts ¢
make arraﬂgements for th ;;‘d}s‘ﬁ’%
procedure in this regard is prescridy
(Department of Expcﬁd}ture) GM
~ August, 1976 (Appendlx 3)

1,43 The Priricipal’ Acgon

1.4.4 The ofﬁcei‘ authorised ta sign chequf:b Wx}l intimate to the pavmg branch of the
pank the mumber of the cheque book and the number of the cheque forms included
therein whenever a new ch@Que haok is brongh 'Lm@ use. The bank will keep a record
of these particulars for venfymg the geﬁume&egs i}f the c:hegues presented

145 If a P.AO. goes oh ]eawe a substltu%:e zs © be @r&v;dad I, h@wever it is not
admxmstratively convenient to post a Substﬁn{e %Gf sh@ﬁ spells. of 1gave but there is
another P.AQ. avauable in that office, that P.A.Q. can be. authorised to sign the
cheques If thiere is no other P.A.Q. on the streﬁgth @f that afﬁce the P.A.O. going on
leavé hias to ensure that pa)nnents of important niature are not pen ing. ang a man
stationed Toeally, cheques of urgent nature can be signed by him even at hls resxdence
If, however; he goes out of station and no substitute is arranged inh »
need for making arrangements for drawal of eheques even during z’ae,shcaﬁ absenc @f;
the P.A.O., the Principal Accounts Qfﬁcer may, for the specified period of the absence. ™
of the P.A.Q., authorise the Senior most Asmstam!]umor Accounts Officer .to _sign
chieques. The bills passed and cheques issued during the period of absence of PAO. .
should be reviewed by the regular incumbent aftes his return or by the fuii time -
substitute posted in his place. For this pufpose. a certificate should be sent by the
P.A.O. to the Principal Accounts Officer that the bills passed/cheques issued during the:
period of his leave/leave of his predecessor, have been checked.

5—158/M. of Finance/ND/2001



xU|4=bJ[\J — —
. o

Government of India
Ministry of Finance
Department of Expenditure

Controller General of Accounts
Lok Nayak Bhawan, Khan market “’“& he @"
New Delhi 110 003 o ° 5
F. No. 1(1)2002/TA/ (5 | Dated ;2;-1-@4° RE¢
4 “" FC (; ’h“.
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Asstt. Controller General of Accounts
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CGDA, R.K. Puram, New Delhi ,
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8. PAO, Ministry of Defence, R.N0.304D, I Block, Sena Bhawan, N.D/.

9. Pr.AO(Audit), Office of DACR, New Delhi

10. Budget Section, Ministry of Finance, (DEA), North Block, New Delhi.

11. Dy. D.G. Telecom Accounts, Sanchar Bhawan, New Delhi

12. Director of Accounts, Cabinet Sect. East Block IV R.K. Puram, New
Delhi ( 5 copies)

13. Cabinet Sect. EA I Wing R.No.199, South Block, New Delhi

14. Director General(PAF), Post, R.N0.223, Dak Tar Bhawan, New Delhi

15. Institute of Govt. Accounts and Finance, Office of the CGA, Block
No.lV, Old JNU Campus, New Delhi
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18. PAQ, Pondicherry, Pondicherry.

19. Director of Accounts, Goa Panaji.

20. Director of Accounts and Budget, A & N Admn, Port Blair.

21. Reserve Bank of India, Mumbai

22. Reserve Bank of India, Central Accounts Section, Nagpur.

23, Dy. Director, National Institute of Management and Accounting Ayuth,
Meerut Cantt.

24. M/s Swami Gitanjali, 14, Kustain Beach, St. Santh one, Madras.

25. Director, Lal Bahadur Shastri National Academy of Administration,
Mussooorie.

26.  PAO(CGA) Office of CGA

27. All Group Officers/Branch Officers/All Sections of office of CGA.
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CORRECTION SLIP NO.2

Page No.6 Para No.1.5.1

1%

The following may be added at the end of the sub-Para (1) of Para 1.5.1
of Civil Accounts Manual (revxgsed first edition . Vol.1) ~

“ In all such cases, in addition to the name of payee, his/her/their bank
account number and bank code number will also be mentioned in the cheques”



-

1.4.6 The name of the Min./Deptt. of the Govt. of India, the name of the station, name
of the office/ name and branch of the bank may be got printed on MICR cheques and
the designation of the officer/officers signing cheques, D.D.O. and bank code number
etc. may be affixed by means of rubber stamps on the cheque foils. In the case of non-
MICR cheques, all the above particulars may be affixed by means of rubber stamps.

1.5 CATEGORIES OF CHEQUES AND THEIR USE

1.5.1. NEGOTIABLE-For personal payments to gazetted officers on account of
personal claims, to contractors and suppliers and to public sector companies,
corporations etc. These will be drawn as payable to or order of the 'Payee’. As a
safeguard against fraudulent payment all non-salary cheques in excess of Rs. 500 and
salary cheques in excess of Rs. 1000 shall be crossed and marked 'Account Payee'.

If in exceptional circumstances, a cheque in favour of a private person or a
Government servant is not crossed in this form at the request of the payee, payment will
be made only to the payee, on identification, or to a person holding letter of authority
from the payee, whose signature must be verified and after identifying the messenger,
or to the payee's banker on certifying that the amount has been placed to his credit. It
should, however, be ensured that no payee makes it a practlce to get uncrossed cheques
in his favour as a matter of course.

() odded vide C&-No 2 -

1.5.1.1 It shall be permissible to pay the salaries and allowance etc. of the non-gazetted
Government servants by cheques, if the non-gazetted Government servants agree in

writing to their salaries and al wances being paid by cheques. U
"I‘_%L o &“ bcases, l\\ puferctgnpl S e cyil Pq%,ze) h her/ﬂodi\s Pasnk account Nuw
,{Aigi”’a nd boi 'm,\mbe% will Also be mentimed (n -Pn?l

1.5. 13 All ofﬁcers and staff drawing salary by cheques, who de‘y‘\e to receive their
salary in cash may be permitted to do so, and payments may be made to them in cash in
the same manner as is being done in the case of non-gazetted establishment. Payments
other than of salary will also be made by the same mode of payment as salary.
- However, in cases where salary is paid in cash, other payments like House Building
Advance etc. may be made by cheques if these are large and are specifically required in

writing to be made by chequés.

All officers and staff drawing salary and other payments by cheque shall also
have an option to get their salary/ leave salary-only credited directly to their bank
account opened in the vicinity of their office on exercising option in writing in March
every year authorising their Drawing and Disbursing Officer to credit the salary/ leave
salary in their bank account and also authorising that bank to receive salary/leave salary
on their behalf. The Pay and Accounts Officer has to issue a consolidated cheque in
favour of bank branches specified by the D.D.O. concerned and deliver it to the D.D.O.
with a list of employees included in the cheque indicating accounts numbers, at least

~ two days in advance so as to enable him to pass it on to the bank and the later to credit
- the amount to the respective account of the employees on due date. Clear cut
_instructions should be issued to the bank so that the amount is neither credited to their
" account prior to the date on which payment is due, nor is delayed.

W () added V‘Aa (S NOD -4k 2% ot oy ‘

E"\‘*’W’Q\S’f{y F.No l(l)/)_ob‘},/Tﬂfé ('Dc‘f)r Thém Mim - ‘ De D b(’ ml.ri’l-\,’Lf_
AN of i ag en«: &% &Xs’f
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; !fj;:i 5.1 3 In cases where the . working ‘of any. bank al:credited to a Ministry or
"Bepar‘ment is affected by go-slow etc. and timely payment of salary and . other
paym m is hkely to be delayed the officers and staff gettmg salary by cheques may be

I ﬂapcxal Adv1ser in respect of payments to.be- made at-the’ headquarters
8 partment At other. places similar -action-may -be“taken- by the
: caunts Officer” ‘with the approval of his Head of Depaﬂ:mem
1:that whenever such relaxation is granted, a report to that effect
shed ta the Chlef Controller/ Controller of Accounts.

coneemee Pay -ay
hsub]ect to the ¢
-1 immed_etei

15.1. 4 ‘Qpeﬂ cheques wxll mvartably be made over to the individual payees through
, i,ﬁhe concerned Drawing and. Disbursing Officers who would be responsible for
,.ohtammg their acknowledgemeﬂt in the register by providing the following columns (i)
" date (i) name of the officer (i) number of the cheque (iv) amount (v) bill number and
date against which amount received and (vi) acknowledgement as prescribed in para 5
of Ministry of Finance, 'Bepartmeﬂ{ of Economlc Affairs, OM No.F.10 (9)-B(TR)/76
dated the 28th February, 19’7\‘5 R L

1.5.1.5 Acquittance for paymerﬁs made to Geverﬁment employees should be obtained
in accordance with the provisions of Rule 92 of Cen’éral Govarnment Account (Receipts
"~ and Payments) Rule, 1983. > :

1.5.2 NON-TRANSFERABLE - These cheqaes are meam for payment to the payee
who is a Government officer for disbursement of salarles ete “of offi ice establishment
and for office contingencies. These cheques will be ‘drawn in £ reur of the Payee by his
official designation and will contain the superscnptmn 'Not Transferable’ on the top
and will be drawn as payable to the payee only and not 'to order’. “These: cheques are not
negotiable and payments will be made only to the Payee or to ‘his messenger holdmg a
- letter of authorlty on proper identification. w :

gt

L5, 3 NOT NFGOTIABLE AND NOT PAYABLE IN CASH CRFDITA%LE .

TO GOVERNMENT ACCOUNT ONLY - [

These cheques will contain the superscnptlon 'Govemment Account These are
* meant for payment of inter-departmental or inter-governmental claims.

1.5.4 In the case of cheques drawn in favour of government officials [cheques
mentioned in paragraph 1.5.2], the specimen signatures of these officers will be
supplied to the bank in .advance and care will be taken by the bank to see that the
signature given as discharge on the cheque agrees with the specimen signature on
record.

1.55 Al 'paym»ents on account of settlement of inter-governmental and inter-
departmental transactions (i,e. other than payment of loans and grants-in-aid to State
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Governments and to Union Territory Governments/Administrations and supply. debits
referred to in para 8.8 of Chapter 8) irrespective of location of the payer vis-a-vis payee
offices, will be arranged only by issue of cheques of the category specified in para 1.5.3
above and not by demand drafts. :

Note:- Reserve Bank of India, Central Office, Bombay in their letter No. 2669/GA
64(12)/79-80 dated the 12th May,1980 addressed to all the Public Sector Banks
- transacting Government business, have requested them to encash outstation
cheques of category mentioned in para 1.5.3 above viz. 'Government Account'

at par. :

1.6 BANK DRAFTS

1.6.1 Payment by bank drafts to outstation payees by Pay and Accounts Offices is
permissible in the following types of cases:-

(a) all cases where payments have to be made by bank drafts either under the
provisions of any law, or other legal or contractual obligations;

(b) payment towards pay and allowances and other personal entitlements of
outstation establishments, and contingencies etc. relating to outstation offices
bank drafts required in favour of drawing and disbursing officers of outstation -
offices to enable them to make disbursements of pay and allowances and other
personal entitlements of staff, office contingencies etc. in cash will be drawn in
favour of the D.D.O. by designation and bear the superscription 'not transferable'
and the word 'ONLY" should be added after the designation of the 'Payee’.

(c) Public Sector Undertakings and corporations (Other than local bodies) set up by
Government should open bank accounts at the station where the Pay and
Accounts Office concerned is located, in order to facilitate payment to them by
crossed, negotiable cheques only. Wherever this is not possible, payments may
be arranged by crossed demand draft(s). :

(d) Payments to semi-Government/private - institutions/ private
companies/individuals, etc. not covered under (a) to (c) above and located at
outstations by crossed bank draft.

1.6.2 Bank drafts for the regular monthly pay and allowances of establishment will be
superscribed Not to be presented before....." [the earliest date on which the payment can
be made under Rule 64 of C.G.A.(Receipts & Payments) Rule, 1983.]

1.6.3 For obtaining the bank drafts required for outstation payments, the Accounts
Officer of the Pay and Accounts Office will present a requisition in Form SY 288 duly
supported by a statement in duplicate showing the particulars of the bank drafts
required along with a Cheque of category 1 (Negotiable) for the total amount drawn in
favour of the bank(name of the bank to be indicated as payee). If any special
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superscription is required to be made in the draft such as 'Account payee', 'Account
Government only', 'Not Transferable' or 'Not to be presented before.......", a specific
request to this effect should be sent with the requisition. When drafts are required in
favour of drawing and disbursing officers of outstation offices to enable them to make
disbursement in cash of pay and allowances of staff, office contingencies etc., the draft
- should bear the superscription 'Not transferable’ and the word 'ONLY" should be added
after the -designation of the payee.. A register of: requlsmen of ‘bank drafts shall be
maintained vide para 2.3.4. of chapter 2'of this manual.

1.64 PAYMENT BY MAIL TRANSFER

1.6.4(i)It has been decided in consultation with Reserve Bank of India that Public
Sector Banks will also extend to the Departmentalised Central Government
Ministries/Departments the facility of remittance of funds to Semi-Government/Grantee
Institutions through Mail Transfers free of charge under their own remittance facilities
scheme. This will be in addition to the existing facility of payment through Demand
Drafts.

1.6.4.(ii) In order to enable the Pay and Accounts Office to arrange remittance by Mail
Transfer, the Drawing and Disbursing Officer will submit the bill with an endorsement
that the payment may be arranged by Mail Transfer. He will also indicate the account
number and name of the Branch Bank through which the payment is to be remitted.
The Pay and Accounts Office will intimate the particulars of cheque number and date
so that the Drawing and Disbursing Officer could complete his records and watch the
acknowledgement from the grantee institution. . ; '

1.6.4.(iii)This facility will be available only for Autonomous Bodies/Public Sector
Undertakings and Grantee Institutions for payment of grant-in-aid and will not be
applicable for suppliers and other private parties.

1.7 PAYMENT BY AUTHORITY

Whenever payments are to be authorised on the paying authorities abroad the

P.A.O. concerned will issue the authority which will be countersigned and embossed

with special seal by the Principal Accounts Office and forwarded to the authority who

will make the payment. Necessary -authority letters "authorising the officer in the

Principal Accounts Office to sign such letters , his specimen signatures and special seal

~ should be sent to all concerned. If in any Ministry, such payments have to be frequently -

authorised by.a particular P.A.O. the said P.A.O. may be authorised as a standing
arrangement to directly issue the authority duly embossed with spec1al seal.

1.8 ISSUE OF FRESH CHEQUES IN LIEU OF LOST CHEQUES
The procedure- prescribed in Rule 48 of C.G.A.(R and P) Rules, i98,ﬂ3 and

inserted as para 2.4 of Chapter 2 of this Manual, shall be followed for the issue of a
fresh cheque in lieu of a cheque issued earlier but reported to have been lost.

9
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1.9 PAYMENT SCROLLS

1.9.1 The payment scroll will be prepared by the paying branch of the bank in

quadruplicate in Form Annexure A to Appendix 2, separately for each account holder.
- As and when cheques are passed for payment, the cheques will be entered in the scroll.

Each day’s scroll will be given a running serial number for the accounting year 1
April to 31" March. The serial numbers on the payment scrolls will bear prefix
DMAC(E) The scroll will-be totalled at the end of the day. For the detailed procedure to
be followed by the banks, Appendix 2 to this Chapter may be referred to.

1.9.2 After the books of the branch have been balanced with reference to the total of
day's -scrolls, two copies of the scrolls along with the relative paid vouchers will be
sent by them to the designated 'Focal Point' branch (and not'to PAO) with a forwarding
Memo on a day-to-day basis. One copy of the scrolls will be sent direct by them to the
D.D.O. concerned. The fourth copy of the scroll will be retained by the branches for
their records. The Focal point will receive from dealing branches ‘linked to it, two
copies of scrolls along with paid cheques attached to the original scroll. It will
consolidate the transactions of the various dealing branches including its own and
‘prepare a Main scroll in triplicate separately for each Ministry/Depts. Two copies of the
main scroll along with the original copy of the scroll with the relative instruments
received from various dealing branches will be forwarded to the concerned PAO on
day-to-day basis. While furnishing the daily memo in Annexure 7, to the Link Cell, the
Focal point branch should furnish a certificate to the effect that necessary scrolls/paid
cheques/etc. have already been submitted to concerned Govt. Officials.

The PAO, on receipt of copies of Main scroll and supporting documents will
certify and return the duplicate of the scroll within 24 hours to the 'Focal Point' branch
after verification. The Pay and Accounts Office will conduct the following checks:-

(i) Whether the cheque is one that was issued by that Pay and Accounts Office.

(i1) Whether the payment recorded in the scroll tallies with the amount shown on the
‘paid cheque.

(iit) Whether the payment shown in the scroll and on the cheque tallies with the

- amount passed for payment on the related voucher and with the entry in the

Register of Cheques Delivered (Form CAM-11). The entry in the latter register
will be simultaneously ticked off and the date of encashment also noted therein.

Note:-The checks at (i) and (ii) above are to be exercised scrupulously under the
P.A.O's personal supervision.

1.9.3 Any discrepancy noticed by PAO should be promptly taken up with the Focal
Point branch for carrying out the correction by means of an "Error Scroll".

Sometimes, a Focal Point Branch serving more than one Pay and Accounts Office may

10
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include in the scroll, cheques of another PAO/Deptt./Ministry. In such cases after
verifying scrolls with reference to cheques issued by him, he should return the cheque
not pertaining to his office and request the bank to revise the bank scroll by an 'error
scroll'. The PAO, while returning the cheque to bank, may also send a copy of the
reference to the PAO to whom the cheque pertains giving full particulars thereof to
enable the latter to keep a record of its encashment and pursue the matter with his Focal
Point Bank for inclusion of the cheque in hi$ scroll. This will also avoid the possibility
of issue of duplicate cheques in lieu of such cheques.

The Focal Point branches will also render receipt sérolls to the PAO along with
challans. The entries in respect of receipt scrolls will be reconciled in the accounts in
the manner laid down in para 1.10.2 et seq. :

1.9.4 The Pay and Accounts Office in account with a public sector bank, i.e. other than
Reserve Bank of India shall post the total of each day's payments and receipts as per the
payment/receipt scrolls (excluding discrepant items, if any} in the Register of Public
Sector Bank Suspense (Form-C.A.M. 17). Separate folio may be opened for entering
scrolls pertaining to P.A.O. and each cheque drawing D.D.O. ‘

1.9.5 The Pay and Accounts Officer will tally .the monthly gross payments/receipts
worked out in this register with the gross amount derived from the monthly statements
of disbursements and receipts received from all concerned bank(s) and record a
certificate in this regard in the register. Thereafter he shall take the figures of payments
and receipts for each month to the account head "8658-Suspense Accounts-Public
Sector Bank Suspense" on the appropriate side i.e. credit and debit sides respectively in
the Classified Abstract. . . ‘

1.9.6 The idea behind opening the minor head 'Public Sector Bank Suspense' with
effect from 1st April, 1977 is to exhibit in accounts, the difference between amounts of
Central Government (Civil) transactions occurring in Public Sector Banks which are
included in Government Accounts and the amounts actually adjusted by the Reserve
Bank of India, Central Accounts Section, Nagpur against the Central Government on
the basis of advices received from the link branches of Public Sector Banks through
designated offices of Reserve Bank of India. The progressive balances outstanding on
credit and debit sides under the minor head 'Public Sector Bank Suspense' in the books
of the Principal Accounts Officer concerned will represent respectively the payments
and receipts of the Ministry/Department handled by its accredited Public Sector Bank
for which either settlement remains to be effected between the Public Sector Bank and
the Reserve Bank of India or non clearances therefrom by the Principal Accounts
Offices due to non-receipt of monthly statement(s) of transactions from the R.B.L,
Central Accounts Section, Nagpur before close of the monthly accounts of relevant
month. Causes for such non-settlement will generally be (i) delay in receipt of
memorandum of transaction(s) by link banks from branch banks, (ii) delay or omission
on the part of link banks in including the amounts of branch bank's memorandum in
their daily advice to Reserve Bank of India,(iii) difference between amounts indicated
in branch bank memo (which gets reflected in the focal point bank memo) and the
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correct amounts of cheques paid/ receipt challans scrolled,(iv) Delay or omission on the
part of Link Cell to settle the transactions with RBI(CAS),Nagpur and (v) erroneous
classification of transactions of a Ministry Department against another
Ministry/Department in its advice(s) by a branch or link bank of a Public Sector Bank
which handles transactions of more than one Ministry/Department. '

Similarly, in the monthly Civil Accounts of the Government of India
consolidated by the Controllér General of Accounts, progressive figures of credit and
debit balances outstanding under the head Public Sector Bank Suspense' will give a
total picture thereof relating to all Civil Ministries/Departments put together.

1.9.7 Clearance from the suspense head as above by transfer to the head
"8675.Deposits with Reserve Bank-Central Civil-(PSB)" shall be made by the Principal
Accounts Office on receipt of intimation of the monthly figures from C.A.S. of Reserve
Bank of India, Nagpur as indicated in detail in para 1.12.7 et seq.

1.9.8 The Pay & Accounts Officer in account with a branch of the Reserve Bank of
India as primary banker shall post the total of the day's payments/receipts as per the
scrolls, in the Register of Reserve Bank Deposits (Form CAM-17). The monthly totals
of receipt and payment scrolls as worked out in this register will be ‘taken to the
classified Abstract as debit and credit respectively under the head of account "8675-
Deposits with Reserve Bank- Central Civil-Reserve Bank Headquarters"

1.10 RECEIPT SCROLLS

1.10.1 Receipts of Ministries/Departments will normally be received in the form of -
cheques on local banks or demand drafts, drawn'in favour of the Pay and Accounts
Officer or cheque drawing D.D.O. as the case may be. Receipts in cash will, however,
be accepted by cheque drawing D.D.Os. or other departmental officers subject to the
provisions of Rule 18 of Central Government Account(R and P) Rules,1983. .

1.10.2 The receipts thus accepted will be remitted into Government account which is
held by P.A.O. or by a cheque drawing officer in the relevant branch of the bank
-accredited to the Ministry /Department concerned. Challan forms shall be used showing
particulars of cash / cheque/ demand draft deposited and the classification relevant
thereto, in triplicate, where the cheque drawing D.D.O. remits. The receiving bank will
prepare daily Receipt scrolls (Annexure-4) in quadruplicate separately for each account
holder. The serial numbers on the receipt scroll will bear prefix DMA (R). The serial
number of the entry in the scroll will be recorded on the corresponding challans for the
purpose of identification. After the day's accounts are balanced, two copies of the
scrolls along with relative challans will be sent to the designated Focal point branch
with a forwarding memo (Annexure 5) on a day-to-day basis. One copy of the scroll
will be sent direct by them to concerned D.D.O. The Fourth copy of the scroll will be
retained by the receiving branch. Based on the challans received by him the
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departmental officer will prepare a weekly statement of receipt giving the number and
date of the challan, name of the depositor and amount- deposited. He will also check the
entries in the copy of the scrolls with entries in the statement of receipts and reconcile
with the bank any discrepancy detected, under advice to the PAO. He will also send to
his PAO, a monthly bank reconciliation statement in Form CAM-22.

The Focal Point branches will consolidate the transactions of the various
dealing branches including its own and prepare a main scroll in triplicate (Annexure 6)
separately for each Ministry/Deptt. Two copies of the Main scroll along with the
original copy of the scroll with the relative instruments received from various dealing
branches will be forwarded to concerned PAO for verification as in the case of payment
scrolls.

1.10.3 The Pay & Accounts Office will, on receipt of bank scrolls, check the entries in
the scrolls with the challans attached thereto and after proper linking, shall pass them
on to the compilation section for posting the total receipts as per scrolls in the register
of Public Sector Bank suspense or Reserve Bank Deposits as the case may be,
maintained in form C.A.M.-17 and also for compiling the challans to the receipt heads
concerned. He will also watch receipt of reconciliation statement from the cheque
drawing DDOs to ensure that all the amounts credited by them have been correctly
entered in the scrolls received by him. He will also watch whether credit is given in
bank scrolls for all the cheques/bank drafts sent to the bank by him for credit into
Government. account, and take appropriate action in respect of those outstanding, in
consultation with the bank. If any of outstanding bank drafts happens to be one that was
received from a Departmental Officer (without cheque drawing powers) stationed at an
outstation, he would have to keep the latter informed and/or arrange for further action
“being taken with the party concerned through the latter.

140.4 Departmental officers who are other than the cheque drawing DDOs situated at
the same station as the Pay and Accounts Officer shall remit the collections received in
cash or local cheque/demand draft into the bank in which the Fay and Accounts Office
holds an account duly supported by challans. He will also send to the Pay and Accounts
Office a weekly list of remittances into the bank to enable the Pay Accounts Officer to
watch receipt of corresponding credits in the bank scrolls received by him. The Pay and
Accounts Office shall intimate to the Departmental Officer for further action, details of
cheque(s)/bank draft(s) remaining outstanding or dishonoured at the end of the month
subsequent to that in which the latter had reported it (them) as remitted to the Bank.
Departmental Officers situated at a station other than that of the Pay Accounts Office,
shall obtain receipts in the shape of demand drafts drawn in favour of the Pay &
Accounts Office and payable at the latter's station and where he is empowered to
receive cash, shall convert the same into a demand draft drawn in favour of his P.A.O.
and remit the same to the latter for crediting into Government account. If under the
provisiens of any Rule/Act, the receipts of a department are at present required to be
remitted by the public by means of demand draft drawn in favour of departmental
officers and such an officer. happens to be a non-cheque drawing officer, he should
endorse it in favour of the pay and Accounts Officer of his Department for crediting it
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into the Government account held by the latter. Reserve Bank of India have clarified
that there is no legal bar to a crossed cheque/demand draft drawn in favour of
departmental officer and bearing the endorsement 'Account Payee' being endorsed by
him in favour of his Pay and Accounts Officer for this purpose.

Even category III cheques/drafts bearing the endorsement "Not negotiable and
not payable in cash-creditable to Government account only" drawn in favour of Chief
Controller/ Controller/ Dy.Controller of Accounts i.e. Principal Accounts Officer, could
be endorsed by him in favour of a P.A.O. under him for crediting to Government
account.

Note:- Receipts relating to Direct Taxes (Income tax, Corporation tax) and Indirect
Taxes (customs and excise duties etc.) administered by Central Board of Direct
Taxes/Central Board of Excise and Customs will, however, be credited/remitted
into the Reserve Bank of India and other nominated branches of Public Sector
Banks using challan forms specifically prescribed under the relevant provisions
of the schemes of revenue collections of Central Board of Direct Taxes/Central
Board of Excise and Customs with effect from 1st April, 1977.

1.11 REGISTER OF VALUAZLES

Bank drafts or cheques received in the Pay and Accounts Office should be
entered in the Register of valuables (Form CAM-16) immediately on receipt and then
sent to the Bauk for credit to Government account with a credit slip on the next
working day. In order to reduce clerical work in this respect in cases of heavy receipt of
valuables from outstation, non-cheque drawing D.D.Os, the covering list of valuables
received from (hem may be pasted in the register after checking each entry in the list
with the valuables enclosed therewith. The register should be closed every fortnight and
bank drafts/cheques for which the corresponding credits in ti.e bank scro]ls are not
forthcoming should be investigated.

1.12 ALVICES ON RESERVE BANK OF INDIA (CAS) NAGPUR AND
OFERATIO! & CLEARANCE OF THE MINOR HEAD, RZSiZRVE
BANK SUS™ENSE (C.A.0.) ETC:

1.12.1 Payments of loans and grants to State Governments and repayments of
loans/payment of interest by State Governments are effected by the issue of advices to
the Central Accounts Section of R.B.I., Nagpur by various Principal Accounts Offices
etc. in terms of the procedure prescribed in Chapter 8. Advi®s issued by a Pr.A.O. to
R.B.L(CAS), Nagpur in this connection for effecting monetary seitlement th-ough its
books wili be given the same treatment in accounts as is given to cheques issued,
except that the head '8658-Supense Accounts-R.B. Suspense (C.A.O.)' instead of the
head '8670-Cheques and Biils' will be opesrated upon for affordging contra credit. This
suspense head will also be cleared with a minus credit as soon as relevant infimation
(clearance memo) is received from R.B.I., C.A.S., Nagpur about having ef;ected the
settlement in the manner indicated in para 1.12.3 et seq.

14



1.12: 2 Intlmatlons received by a Principal Accounts Office from the. RBI(CAS),
Nagpur about credit having been afforded to the Ministry's/Department's account based
on advices from Accountants General etc. will be dealt with in the same manper as
receipt scrolls from banks (without supporting details which would be awalted from the
Accountant General concerned) and the head "Reserve Bank Suspense (C. A.0)" minus
debit will be operated upon. On receipt of details from the A.G., the suspense head
should be cleared through a transfer entry, affording debit to it with per contra credit to
the final head (s). This procedure of operating on Reserve Bank Suspense (C.A.O.) may
be adopted in respect of all such clearance memos received irrespective of whether
particulars are received and complied, or not. ‘

1.12.3 Form of register of Reserve Bank Deposits-Part Il (CAM 17A) has been devised
for use in the manner indicated in the other sub paras of this para and in the next para.
However, Principal Accounts Offices which are not concerned with the operation of
remittances heads need not open columns meant for indicating contra effect against
Major Heads 8786 to 8789 (viz. columns 7 to 10).

~All advices for payments of the type referred to in para 1.12.1. above should be
entered in a register in form CAM 65 and they should be submitted for signatures along
with the register. Monthly total under column 3 of the register should be entered as
credit against the head '8658 Suspense accounts-Reserve Bank Suspense. (Central
Accounts Office)'in the classified/consolidated abstract. Also, full classification of the
final head(s) to which the payment is debitable should be indicated/pasted on a spare
copy of each advice, and passed on to the Compilation Section along with the daily
memorandum of advices issued, for posting in the compilation sheet etc. As soon as
clearance memos are received from the RBI, their particulars should be entered in form
CAM 17A. Total amount under column 12 thereof will have to be reckoned for posting
against the said suspense head in the classified abstract as responding minus credit.

~ Clearance memos received in the type of cases referred to in para 1.12.2 are to
be entered in form CAM 17 A and credit afforded to the said suspense head to the
extent of the monthly total under column 6 of the register and T.Es proposed in all
cases on receipt of particulars from AGs in the manner indicated in para 1.12.2.

The total receipts and disbursements under columns 5 and 11 of the said register
will be seckoned for the purpose of entry on the appropriate side of the classified
abstract/consolidated abstract against the head of account "8675-Depgsits with Reserve
Bank-Central Civil-Reserve Bank, Central Accounts Office". Ordinarily, no balance
should remain outstanding under the head Reserve Bank Suspense' at the close of the
accounts of a financial year.

1.12.4 In the cases of operation of remittances heads by Supply accounts and External
Affairs Offices etc. referred to in paras 8.8.1 and 8.9.1 et seq, the original adjustment of
debit against these heads would have arisen at the time of compilation of the payment
vouchers in a manner similar to adjustment under PAO Suspense', dealt with in para

15



8.2.1 with the difference that the settlement will be by issuing advices on RBI, CAS,
Nagpur instead of by asking for a cheque. The responding stage commences with the
issue of an advice to RBI(CAS)Nagpur. The advices may be entered in a separate
register in form CAM 65. When the clearance memo is received from RBI, Nagpur, it
should be entered in C.A.M.17A so as to give responding minus debit to the relevant
remittance head from the monthly total there under and the corresponding debit would
form part of the figure to be reckoned against the head '8675-Deposits with Reserve
Bank - Central — Civil - Reserve Bank (CAO).

Ordinarily, no balance should remain outstancing under these remittances heads
at the close of the accounts of a financial year.

1.12.5 Monthly totals under columns No. 5 & 11 shouid be tallied and reconciled with
monthly report adjustments submitted by R.B.I.(CAS), Nagpur vide portion (i)of para
1.12.6 et seq. ‘

1.12.6 On receipt of the daily intimations of receipt and payment reiating to each
Ministry/Department from the Link Cell of the Public Sector Bank, the Central .
Accounts Section of RBI, Nagpur, will effect necessary settlement and, inter alia, work
out daily balance of the Govt. of India. The Central Accounts Seciion, Reserve Bank of
India, Nagpur shall maintain a separate proforma account styled "Departmentalised
Ministries' Account” (with details in respect of each Ministry/Department) in the
General Ledger. The Central Accounts Section, R.B.1., Nagpur shall furnish Ministry-
wise/Department-wise balance for each month to the concerned CCA/CA of the
Ministry/ Department indicating (i) adjustment effected by the Central Accounts
Section, Reserve Bank of India, Nagpur on the basis of advices received from the Pr.
Accounts Office in terms of para 1.12.1 and from As.G in terms of para 1.12.2 read’
with paras 8.2 & 8.15, and from Railways in terms of para 8.13.1 etc. and (ii) balances
(total receipt/payment) transferred from Reserve Bank of India offices representing
transactions during the month in respect of that Ministry/Department as reported by (a)
branch of RBI acting as primary banker and (b) by nominated office of RBI effecting
settlement with the Head of Office, (Designated Link office of PSB) and the net
balance of that Ministry/Department calculated therefrom, vide Reserve bank of India
circular No. 2036/GA-64 (12)-77/78 dated the 21st March, 1978.

1.12.7 The Principal Accounts Officer will be responsible for clearance from the
Public Sector Bank Suspense head with reference to the figures reported by Central
Accounts Section, Reserve Bank of India, Nagpur under (ii) (b) above. The clearance
will be effected by means of a transfer entry by afording against the suspense head
'Minus debit' to the extent of the total receipts shown in the report, and 'Minus credit' to
- the extent of the total disbursements shown, with contra entry against the head 8675-
Deposits with Reserve Bank-Central Civil-Reserve Bank (PSB)on the appropriate side.

1.12.8 The Principal Accounts Officer will also be responsible for effecting the

necessary agreement of these figures in the Ministry/Department wise balances with the
figures under the Reserve Bank Deposits/Public Sector Bank Suspense heads appearing
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in the monthly account rendered by them to the Office of the Controller General of
Accounts.

The Differences detected during the course of agreement of the figures under
"8675 Deposits with Reserve Bank- Central- Civil" (all the sub-heads) and amounts
outstanding "Public Sector Bank Suspense" should be got analysed and settled before
the accounts of the year to which they pertain are closed. In exceptional cases where
this has not been achieved , the matter should be pursued to its finality even thereafter,
and adjustments that may be required should be incorporated in the accounts which are
open. : iz »

Note:- The final adjustment for transferring the amount from the head '8675-deposits
with Reserve Bank'to'8999-Cash Balance' will he done by the C.G.A.

1.12.9 The responsibility for effecting reconciliation between-the net increase/decrease
in the balance of the Central Government as a whole with Reserve Bank as reported by
the Reserve Bank and the net results of the credits/debits to the head 'R.B Deposits’
reported in the accounts rendered by the various Principal Accounts Officers will be
that of the Office of the C.G.A.. In effecting such reconciliation, the effect of the
transactions ‘taking place at the Banking treasuries as well as the Centre-State
adjustments advised by Accountants General etc. will also be taken into account.

1.13 EXPENDITURE CONTROL

1.13.1 One of the important duties of each Pay and Accounts Office, as a prelude to the
introduction of Exchequer Control (which will require a law to b. enacted under Article
149 - of the Constitution) is to see that no payment is made in excess of budget
allotment unless it is covered by an advance from the Contingency Fund.

1.13.2  Since under the new system, all payments are closely ;clated to appropriation
at the very peints authorising such payments, chance for error in classification requiring
rectification through transfer entries in accounts ate considerably reduced, if not
totally eliminated. »

1.13.3 Copies of all sanctions and orders signed in manuscript to be acted upon by the
Pay and Accounts Office will either be addressed to him o:r endorsed to him by the
~ authority competent to accord sanction, indicating, inter-alia, the head of account under
~ which the payment is to be classified and also quoting reference to the U.O. No. under
~which sanction of the Ministry of Finance/Financial Adviser was taken wherever
necessary. '

1.14 EXPENDITURE ON DEPARTMENTALISED ACCOUNTS
| ORGANISATION

1.14.1 The faliowing principles should be adopted for classifying the expenditure on
departmental accounts organisation: '
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(b)

(©

(d)

The expenditure on a Pay and Accounts Office, w'‘ch iz z.clusively dealing

with a separate identifiable organisation wil: be ireated as regui:r expenditure of

the organisztion without operating separate minor heads for this purpcse. Fev
example, expenditure:on PAO (DGTD), will be debited to '2852-Industries-A

- General-Direction and Administration; that relating to PAO (SALT) will be

debited to '2852-Industries-B Large and medium- industries-Corsun:er
Industries”; that on PAO (i'durizm) to the head '3452-Tourism-Direciion and

"~ Administration'.

Ir: respect of separated accounts organisation of the Department of Supply and
which has been functioning even before 1.4.76, the old classification may be
continued for the present (This will not apply to Pay and Accounts Offices of
Food, Rehabilitation, Works and Housing or Agriculture Ministries);

Expenditure on special accounting organisations alzady set up before
departmentalisation, for example, FA&CAD, Dandakaranya, FA Tuticorin
Harbor Project, etc., will also continue tc be classified as at present;

The expenditure or all other Pay & Accounts Offices as well as Pr. Accounts
Offices of all Ministries/Departments including Internal Audit Wings set up
under the Departmentalisation scheme will be classified under the minor head
'Secretariat” below the appropriate Major head viz.,”2052-Secretariat-Services' or
'2251-Secretariat-Social and Community Services' or '3451-Secretariat-
Economic Services', as the case may be. )

1.14.2 Budget provision will also be made according to the principles set forth above.
In the case of (a) above, the provision will be included in the total provizion for the
organisation. In the case of (b) and (c) above the present system of budgeti.ig will be
continued. In respect of (d), budget provision will be included in the Secretariat
Demands for Grants of the concerned Ministries or Departments.
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APPENDIX '1' TO CHAPTER 1
‘(Referred to in Para 1.2.1)

NOTIFICATION NO. CD-896/80
= e ~ Dated 27th September, 1980
: 1ssued from Rashtrapati Bhawan, New Delhi

2.. (C) Under the heading MINISTRY OF FINANCEE (VI'I'I‘ A
MANTRALAYA) under the sub-heading B- DEPARTMENT OF EXPENDITURE
- (VYAYA VIBHAG):-

(a)  entry 5 shall be 'omitted;

(b)

for entry 7A, the following entry shall be substituted, namely:-

"7A Organisation of the Controller General of Accounts dealing with

@

General principles of Government accounting relating to Union or
State Governments and form of accounts, and to frame or revise

* rules and manuals relating thereto;

i)

(iii)

(iv)

(v)
(vi)

(vii)

Reconciliation of cash balances of Union Government with
Reserve Bank in general and, in particular, of Reserve Bank
Deposits pertaining to Civil Ministries or Departments;

Overseemg the maintenance of adequate standards of accounting
by Central C1v1l Accounts Offices;

Consolidation of monthly accounts, preparation of review of trends
of revenue realisation and significant features of expenditure etc.
and preparation of annual accounts (including Summary Civil
Appropriation Accounts) showing under the respective heads, the
annual receipts and disburséments. for the purpose of the Union

Government

Administration of Central Treasury Rules;

'Co-ordination and assistance in the introduction of management

accounting system in Civil Ministries or Departments;

Cadre Management of Group “A' (Indian Civil Accounts Service)
and Group "B’ Officers of the Central Accounts Offices: and

(Viii)ﬂlOrgahising of training and. examination for the Central Civil

Accounts Staff belonging to Group “C' and *D'-



APPENDIX '2' TO CHAPTER-1
(REFERRED TO IN PARA 1.4.1 & 1.2.1)

Memorandum of instructions on banking and accounting arrangements in
connection with receipts and payments on Government account by public sector banks
under the scheme of departmentalisation of accounts.

d %k ok ok ok ok ok ok ok ok

A scheme for the decentralisation of accounts of the individual Ministries/
Departments of the Government of India was introduced in three phases with effect
from 1% April,1976. Under the scheme of departmentalisation of accounts, the
responsibility for maintenance of accounts at all levels was transferred from
Accountants General to Integrated Financial Advisers of the Ministries/Departments.
The arrangements in connection with payments and receipts of Goernment by public
sector banks under the scheme of departmentalisation of accounts are indicated i in tms
Memorandum for guicance ot al! concerned.

Note: Detailed Memorandum of Instructions outlining the banking and accounting
arrangements in connection with the receipt of income tax and other direct
taxes, central excisé duties, and payment of civil pensions under the scheme for
collection of taxes, dues etc. of scheme for payment of pension through public
sector banks have been issued separately. ;

2 The Integrated Financial Adviser of the Ministry/Department will make budget
allocations to various wings, departments or formations under his jurisdiction, on the

strength of which the Accounts Officers in charge of Pay and Accounts Offices issue
letters of credit, assigning the amounts allotted to Drawing and Disbursing Officers,
quarterly or at other intervals as may be convenient, sending the necessary intimation
directly to the concerned branches of public sector banks with whom the Department or
Ministry is bankin,;. Payments on behalf of a drawing and disbursing officer served by
a branch during a specified perioc will not exceed the amount of assignment or letter
of credit. Accounts opened by the branches on the strength of letters of credit assigning
limits for drawing are know as “assignment accounts” or “letter of credit accounts”.
Some of the Government officers may be allowed, as far as the paying bank is
concerned, to operate on Government Account without limit of account. Such accounts
are known as “drawing accounts”. There is a third type of Government account known
as “Personal Ledger Account”. These are of the nature of regular current accounts
opened in the name of Government Officers for the purpose of booking receipt and
drawings, the essential condition being that drawings are restricted to the talance in
the account.

3, The concerned branch will maintain a ledger in form as per Annexure-1 for
assignment or letter of credit account of each drawing and disbursing officer for whom
the branch wil! be acting as banker. For personal ledger accounts, form as per
Annexure-2 will be used. Full particulars such as the name of the account, the date of
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opening the account, name and designation of the officials authorised to operate on the
account, a reference to the letter froi.; which the authority is derived, the amount of the
assignment or lette: of credit and th:: number of the cheque book and the number of
cheque leaves which will be used fc - operation on the account will be recorded at the
top of the first page of the account under the authenticatior: of ar. authorised official of
the bank. The cssential particular: relating to the account will be carried over to
subsequer.: folios under-the initials of the checking official.

4. The specimen signature of officials authorisec t¢ operate on the aszignment or
letter of credit accounts or drawing accounts will be obtained on sheets prescribed by
the bank for th~ purpose. If specimen signatures are furnisied on letters, they will be
cui out anc pasted on cards. The specimen signature should.invariably be attested by
another Government Official, by onc whose specimer. signature is already recorded
wita the bank. I this is not possible, the specimen signature should be go: attested by
the Reserve Bank. Where s fresh specimen signature is furnished due to & change in the
incumbency of the drawing officiai, incoming official’s specimen signature shouid be
duly attested bv the relieved official.

5. Government Departments maintaining account: with the bank wiii makc use of
their own cheque forms for drawing on the accounts. For this purpose, the
Pr.CCA/CCA/CA will make an annuai or half-yearly assessment of the total number of
cheque books required for his Ministry and either place a consolidated indent or
authorise.a senior officer in each department of the Ministry to place as indent for his
department witi: the Deputy Controller of Stamps, Central Stamp Stores, Nasik, giving
detailed instructions in regard to the distribution of the cheque books tc various Pay and
Accounts Officers or Drawiizg and Disbursing Officer as th= case may be. The Drawing
Oificer will intimate to the branch concerned the numbe: of the cheque book an:! the
~number of the cheque forms contained therein, wheneve: a new cheque book is brought
into use. The signature on such advices will be verifiec by the authorisec official of the
branch and the particulars of the cheque book will be noted in the rclative ledger under
his initials, suitable remarks being made on the advices at the same : me.

6. While passing Governmen: cheques, apart from the checks and precautions
usually exercised by banks, the following points will be observed:-

@) Signaturs appearing on the cheques should be barefully scrutinized and
comparec with the specimer signature of the authorised official record with the
bank. ‘

i) Dificrer: periods of currency are prescribed fo- different classe- of cheques in
the Treasury Rules and thes: are usually printec on the cheque: themselves. It
should be ensured that a cheque presented is zurrent in accordance witi. the
period applicable to it. '

{iiy  In orde” to ensure that fraudulent and unauthorised cheques are not presented,
each drawing officer will draw cheques only o:: one branch of a bank specified
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(iv/)

(W)

(vi)

(vii)

( y’iii)

L]

in this behalf by the integrated financial adviser or by any other person
nominated by him. ‘

As a further safeguard against fraudulent payments and with a view to
protecting the interests of Government, any cheque in respect of the salary or
pension of any person for an amount of Rs. 1000/- or more and any other

“ cheque in respect of any expenditure other than the salary of an office employee

or contingent expenditure for the office if it is in excess of Rs.500/- will be
marked “Account Payee”. , :

If a cheque is for an amount which is smaller than the amounts mentioned
above and is not crossed in this form, it will be paid only to the payee on
identification, or to his banker on a certificate from the banker that the amount
has been placed to the payee’s credit, or to a person holding a letter of authority
from the payee, after the payee’s signature on the letter has been certified and
the messenger has been duly identified.

Inter-departmental and ihter—governmental adjustment will be made by means

of cheques. In all such cases, the cheques will be superscribed with the words

“Account Government”. Where a cheque is superscribed with the words
“Account Government”, the amount of the cheque should not be paid in cash
and the drawee bank should ensure that the proceeds are paid to the credit of
the Ministry, department or office of the Government concerned, .either with
itself or with another bank in the public sector conducting business on behalf of
that Ministry, department or office as the case may be.

When amounts are required by officers of the Government to enable them to
make disbursements of pay and allowances of non-gazetted staff and contingent
or other expenditure in cash on behalf of Government, the cheque will be
superscribed with the words “not transferable”. Where a cheque is superscribed
with the words “not transferable”, the proceeds may be paid in cash, care being
taken to ensure that payment is made either to the payee himself on
identification or to his authorised agent being a person holding a letter of
authority from him or to the payee’s banker. It should be borne in mind that
payment can be made to a person holding a letter of authority from the payee
only if the latter’s signature is known to the bank or he can be identified to the
paying bank and also that payment can be made to the payee’s banker, only on
his furnishing a certificate that the amount has been placed to the payee’s credit.

‘A transfer of the cheque by endorsement in such cases should not be allowed

under any circumstances.

The amount assigned or the amount mentioned in the letter of credit should not
be exceeded at any time by reason of the payment of any cheque.

As Government cheques are issued in favour of individuals, private firms, joint

stock companies and quasi-public bodies, it is essential that the staff attending to the
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payments should be fully conversant with the nature of endorsements to be made on the
cheques by each class of payees. Ualess “t is proved that payment is made in due ®urse
i.e. in good faith and without neglgence, th.2 bank cannot secure the protection afforded
by Sections 85 and 85A of the Negotiable Instruments Act.

7. In the case of cheques drawn in faveur of Government Officials; the specimen
signatures of the 'atter should be supplied to the bank in advance and care should be
taken by the bank to ensure that the signature given as discharge on -heques agrees

" with the specimen on record. The specimen signatures of the payee officials will not be

recorded along with those of the drawing officials. They will be kept in separate files,
alphabetically arranged according to departments to facilitate the verification of
endorsements on cheques or signatures on other documents, if any, as and when this
may be required.

8. One or more counter clerks conversant with endorsement and the signatures of
the Government officials concerned, depending upon the volume of work involved, will
be posted to receive cheques drawn on Government account and tendered over the
counter for payment in cash. The counter <lerk will examine the cheque and, if he finds
it prima facie in order and properly endorsed, add his initials on the left hand bottom
corner of the cheque and issue a token to the tenderer after recording its number on the
cheque. He will then pass on the cheque to the ledger clerk. The ledger clerk will
examine the cheque with reference to the various points detailed in paragraph 6 above
and if it is found to be in order, will post the cheque in the relative account in the ledger
as also in the payment scroll. After entry in the scroll, the cheque will be branded with
the pay cash stamp and the serizl number of the entry in the scroll recorded on it above
the stamp. The ledger and scroll with the relative cheques will be put up to the
authorised passing official and the passed cheque will be sent to the cash payment
counter for the payment of cash against the surrender of the tokens issued.

9. (i) Cheques on Government account may be tendered with pay-in-slips or
challans, for cradit of some other account maintained at the branch, in which
case the transactions will be only a transfer transactions. Cheques on
Government account may also be received through clearing. In all these
cases, the cheques will be examined with reference to the various points
detailed in paragraph-6 above, posted in the ledger accounts and payment
scroll and duly passed by the nassing official.

(i) Payment scrclis will be prepared in quadruplicate in the form set in
Annexure 3.

10.  RECEIPTS ON BEHALF OF GOVERNMENT.
Receipts on behalf of Government --departfnents will be dealt with as under:-

(a). The depositor will deposit the amount of dues payabic to any department or
: formation of the Ministry with the branch of the public sector bank, with which -



®

the department or formation of the cancerned Mi’nistfy is banking. The deposit
will be accepted in cash or by means of a cheque or draft, along with the
appropriate challans in duplicate or triplicate or quadruplicate as required.

Before a deposit on Government account is accepted, the accompanying

challans will be carefully scrutinised to see that they are properly filled in. The

scrutiny of the challans will be attended to by the counter clerk in the case of

those accompanied by cheques or drafts and by the receiving teller in the case of

those tendered with cash. The scrutiny will be conducted with special reference
to the following points:- . g

@ that the proper challan form in duplicate, triplicate or.quadruplicate as
- required has been used. ;

(i) that all the columns which are required to be completed by the tenderer

have been filled in and that the remitter’s signature with his full address
and the date of the remittance are furnished thereon. (The amount to be
deposited is recorded in both words and figures by the tenderer in the
challans.) '

(iii)  that the correct head of account to. which the amount should be credited
in Government account is clearly written on the challan, either by the
remitter or the departmental officer on whose account the amount is
deposited.

(iv)  that where the challans are accompanied by cheques or drafts, the latter
 are drawn or are endorsed in favour of the concerned branch, -

) that the particulars of the cash or cheques or drafts are entered on the
reverse of the challans in the space provided thereon and

(vi)  that the amounts creditable to different heads of accounts are not
entered in the same challan.

After scrutinising the challan and satisfying himself that the amount of cash,
cheque or draft as tendered agrees with the amount shown on the challan, the
receiving counter clerk or teller will issue a paper token to the depositor to
facilitate delivery of the receipted challan to him. In the case of challans
accompanied by cheques or drafts, the counter clerk will indicate on the token
the date on which the receipted challan will be available for delivery to the
depositors. Paper tokens of different colours, serially numbered, may be used
for tenderers of cheques or drafts or cash as the case may be. The token number
will be recorded at the time of its issue on the receipt portion/copy of the
challan to facilitate delivery of receipted challansto depositor.
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(d) All receipts on account of Government will be entered in a receipt scroll in
quadruplicate in the form set out in Annexure 4, with separate column for cash,
transfer and clearing. challans with cheques or drafts will be entered in the
clearing column of the scroll as on the date on which the proceeds of the
cheques or drafts are expected to be realised. A separate scroll will be prepared
for each department or formation of the Ministry, and for each major head of
account, if required by the department or formation of that' Ministry. The serial
number of each entry in the scroll will be recorded on the corresponding cheque
for the purpose of identification. Each day’s scroll will also be given a running
serial number for the accounting year from 1% April to 31" March, separate
serial numbers being given to scrolls of each account to facilitate detection of
any omission in submitting the daily scrolls. All copies of the challans will be
branded with a suitable receipt stamp containing the name of the bank, branch
and centre and in the copy/copies of challans meant for the tenderer the amount
should be written in words and figures and that challan(s) should be signed in
full. However, the bank official may only initial against the amount already .
indicated in the body of other copies of challan(s). As regards Government
Departments, the initials and Cash Keceived stamp of the bank affixed on the
challan should be adequate in view of the additional check available in the
receipted scrolls. The receipted challans will thereafter be handed over to the
counter clerk for delivery to the depositors against surrender of the paper tokens
issued earlier. The scroll will be totaled after the close of business every day by
the receiving branch concerned and the books of the branch balanced for the
day with reference to the totals of the aay’s scrolls and the other transactions of
branch. Every depositor will be submitting in the normal course a copy of the.
challan to the concerned departmental officer. On the -ba s of these challans,
the departmental officer will prepare a weekly statement of receipts giving the
number and date of the challan, name of the depositor and the amount deposited
and forward the same to the designated Pay and - Accounts Officer. The
departmental officer will also check the entries in the copy of the scroll received
by him with the entries in the statement of receipts and reconcile any
discrepancy detected with the bank vnder advice to the Accounts Officer, Pay
and Accounts Office. (Please see Arnexure 17 for additional precautions to be
exercised while passing instruments). -

11. Under the revised procedure introduced with effect from 1% May, 1989, all the
existing branches of the accredited banks nominated under the erstwhile procedure
continue to handle the transactions of the concerned Ministry/departments in the usual
way. The Pay and Accounts Officer/Drawing and Disbursing Officers continue to be in -
account with same dealing branch as hithertcfore. The dealing branches are however,
now linked to the newly designated ‘Focal Peint’ branch of the accredited bank for the
purpose of reporting. The Focal Point branch vroulc invariably be a branch designated
as such by the accredited bank at a centre where the PAO is situated. The Focal Point
branch sheuld preferably be situated nearer to the place of office of the PAO so that
unnecessary correspondence may ke avoided and better rapport estabhs-hed The
revised procedure is outlined in the following paragraphs:-
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(Iy DEALING BRANCHES.

The dealing branch will continue to maintain the accounts of the DDOs/PAOs
and preparée daily payment and receipt scrolls (Annexure-3 and 4 ) in quadruplicate
separately for each account holder. Each day’s scroll will be given a funning serial
number for the accounting year from 1% April to 31st March, separate serial numbers
‘being given to scrolls of each account. These serial numbers on the scrolls shall bear
prefix DMA (E) for payments and DMA (R) for receipts. The serial numbers of the
entry in the scroll will be recorded on the corresponding cheques/challans for the
purpose of identification. After the books of the branch are balanced with reference to
the total of day’s scrolls, two copies of scrolls along with relative challans/paid cheques
will be sent by them to the Focal Point branch with a forwarding memorandum
(Annexure —5) on a day-to-day basis. One copy of the scroll will be sent direct by the
dealing branch to the concerned DDO. The fourth copy of the scroll will be retained by
the branch for its own record. The dealing branch will not report/furnish any documents
direct to the PAO. No Datewise Monthly Statement will be prepared by the dealing
branch.

(I) FOCAL POINT BRANCH.

(a) The Focal Point branch, in addition to acting as a dealing branch, will also be
responsible for prompt and accurate accounting of the transactions reported to it
daily by all the dealing branches linked to it.

(b) The Focal Point branch will receive from dealing branches linked to it, two
copies of scrolls along with challans/paid cheques attached to the original scroll.
It will separate the original and duplicate copies of scrolls and subject them to
careful scrutiny for accuracy. It will consolidate the transactions of the various
dealing branches including its own and prepare a Main Scroll in triplicate
(Annexure-6) separately for each Ministry/Department giving - the totals of all

-accounts separately for which scrolls have been received from each branch.
Two copies of the Main scroll alongwith the original copy of the scroll with
relative instruments received from various dealing branches will be forwarded
to the concerned PAO on day-to-day basis. The duplicate copy of the scrolls
without instruments, received from-the dealing branches will be stitched and
retained by the Focal Point branch for its record. Simultaneously, the aggregate
of the receipts and payments arrived at in the main scroll will be incorporated in
a daily memorandum (Annexure-7) and same will be reported to its link cell at
Nagpur on a day-to-day basis. The daily memorandum by the Focal Point
branches of SBI are however sent to SBI, Governments Accounts Department,
‘Bombay on a day-to-day basis. While furnishing the daily memorandum in
Annexure-7 to the link cell/SBLLGAD Mumbai as the case may be, the Focal

_Point branch is also to furnish a certificate to’ the -effect that necessary
scrolls/paid cheques/challans, etc. have already been submitted to the concerned

~ Government officials. The report in Annexure-7 -is to be sent through
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(c)

(d)

’ ()

th

telex/telegram, if the net amount is Rs.1 lakh and above. A ‘nil’ advice is to be
sent where there are no transactions to report. The Main scroll submitted to
PAO as well as the Memo/Nil advice to link cell should bear a serial number in
consecutive order for the year from 1* April, to 31 March.

Smce the challans/paid cheques are important documents evidencing payments
into/withdrawal ffom Government account, utmost care has to be exercised by
the dealing branch/focal point branch to ensure that' no challans/paid cheques
are lost/misplaced while handling the documents. ‘However, in the event of
loss/misplacement of documents during transit, a certificate in Annexure- and
Annexure- should be prepared by the Focal Point branch in lieu of lost
challans/paid cheques in consultation with the dealing branch and attach it to the
copies of relevant scrolls. The certificates should be serially numbered,

separately for challans and paid cheques and number indicated against the entry

in the relevant scrolls. A record thereof should be maintained by the Focal
Point branch. If the lost/misplaced challan/paid cheque is recovered
subsequently, it should also be forwarded to the concerned departmental
officer - separately citing a reference to the relative certificate. (It should be
ensured that reimbursement are claimed by focal point branches only after the
relative documents are submitted to the government accounting authorities.)

The PAO, on receipt of copies of Main Scroll and supporting documents, will

certify and return the duplicate copy of the scroll within 24 hours to the Focal

Point branch after verification. The Focal Point branch should keep a watch on
the prompt receipt of the certified copy of the scroll from the PAO

The Focal Point branch should ensure that:-

(1 the mistakes/discrepancies pointed out by PAO are rectified after proper
verification through error scroll, where necessary, as per the procedure,

(it) the missing challans/paid cheques are Sttbmitted to PAO directly,

(iii)  the copiyes of Main Scrolls duly verified by PAO are kept on its record,

(iv) - the mlstakes/dlscrepanmes in scroll resultmg from erroneous entry of
credit or debit, will be rectified by withdrawal of erroneous credit or
debit by minus credit or minus debit as the .case may be and not by
passing contra debit/credit adjustment by the banks. ~

Methodology to be followed for adjustments of wrong debits/credits.

(1) the original transaction, which was booked wrongly may be shown as

- +minus figure under the relevant column in the Error scroll and then the

correct transaction may be entered. The total figures as appearing in the
Error scroll under Receipt and Payment Columns i.e. minus or plus,
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(i)

may be incorporated in the relevant scroll of the department for the day.
Suitable remarks may also be made in the office copy of the original
scroll against the relevant entry for which adpustment has been carried
out. The aggregate Receipts and Payments figures of the scroll, minus
or plus as the case may be, after adjustment of the error, may be reported
to the Focal Point branch. The Focal Point branch will incorporate the
receipt and payment figures of the dealing branch; as they appear on the
branch scroll viz. Either minus or plus in the Main Scroll and the
aggregate Receipt and payment figures, either minus or plus, arrived at
in the Main Scroll should be reported to Reserve Bank for settlement
through link cell at Nagpur or SBI, GAD, Mumbai as the case may be.

For the purpose of inter bank settlement the minus receipts may be
treated as ‘Payment’ and the minus payment as ‘Receipt’ and the branch

account may be credited and debited accordingly.

When the totals of receipt and payment transactions arrived at in the

(i)
: Main Scroll reveal a minus figure, it/they should be reported as such.
However, for purpose of-inter branch adjustments/settlement the minus
. receipt and-minus payments may be taken as payment and receipts
respectively. An illustration of the minus adjustments is furnished
below:- ' '

ILLUSTRATION:

A branch of the bank had effected/receipt transactions of Rs. 1,54,000 and
payment transactions of Rs. 2,60,000 on 5" March in respect of PAO ‘B’. These
transactions had been wrongly reported as Rs.5,14,000 (R) and Rs. 6,20,000 (P).
Corrections were carried out by bank on 9" March. The receipt & payments
transactions of PAO ‘B’ at that branch on that date were Rs. 48,00,000 (R) and Rs.
78,00,000(P). Adjustment entries would appear in the scroll as under:-

Particulars in Error Scroll.

Receipts Payments
Cgrrect tran;action of 5" March | 1,54,000 2,60,006
Withdrawal of wrong figures rep’orted | :
On S‘hvﬁﬁlich 7 | ‘ (:)5.14.000 (-)6,20,000

Total 7

(-)3.60,000  3.60,000



Thesé minus figures will be adjusted in the Day’s Scrolls (Receipt or Payment as the
case may be) on 9" March as under:-

; Rerceripts ‘- ~_Payments
Total transactions df;'t.hé day (as shown 4
Infhe respective Sfcrrolils)r | 4800000 78,00,000
' Adjtistmentrofr error as shown in
‘Error Scroll, n Lol g (360000 ()3.60.000
Total (+)44,40000 " (+)74.40.000

(&) The Focal Point branch will also prepare in quintuplicate, the Datewise Monthly
Statements (DMS) (Annexure -8) of the respective Ministry/Department and
submit four copies. thereof to concerned PAO for verification latest by the 3 of
the following month, retaining the fifth copy as office copy. Two copies of the

- monthly statement will be returned by the PAO duly verified to the Focal Point
branch within 3 days of receipt thereof. ‘Out of the two certified copies so
-received by the Focal Point branch, one copy will be retained by the Focal Point
branch and the other will be forwarded to its link cell at'Nagpur so as to reach
the later by 10™ of the following month. In case of Ministries/Departments
banking with SBI, however, the Focal Point branch will send the certified copy
of DMS to SBI, Government Accounts Department, Mumbai by 10" of every

- succeeding month. ;

(h)  The Focal Point branch will be responsible for reconciliation of accounts with
thé"respecfti\'/e PAO and settle any discrepancy pointed out by him. The
~adjustments on account of discrepancies/errors pointed out by the PAO will be
incorporated in a separate error scroll and reported to PAO/link cell (or SBI,

GAD, Mumbai as the case may be) for accounting. .

Note:  Out of the two coi)ies, original copy of DMS will be 1:ér‘ta\7ined' by the PAO for his

record  and the duplicate duly verified sent to his Principal Accounts
Office/Controller of Accounts latest by 8" of the following month.

(1D~ LINK CELL AT NAGPUR (IN CASE OF MINISTRIES/DEPARTMENTS
BANKING WITH PUNBLIC SECTOR BANK OTHER THAN SBI.

(a) The link cell of the bank at Nagpur on receipt of daily advices/telegrams/telex
from various Focal Point branches will decode them and report them through

- Daily Memo  (Annexure-7) to RBI, Central Accounts Section, Nagpur which
will generate . daily = statements and simultaneously carry out necessary
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adjustments both in Government and bank accounts. The link cell while
farnishing the daily memo in Annexure —7 to CAS, Nagpur will also furnish a
certificate to the effect that relevant documents have been submitted by its Focal
Point branches to the respective Government officials. Two copies of the
relative daily statements will be sent by CAS, Nagpur to link cell of the bank
which will retain one copy and return the other to CAS duly verified. Link Cell
will maintain PAO-wise records of transactions/adjustments made. Link Cell
will verify the data in the statement as furnished by CAS, with reference to
branch memo/advices. Discrepancy, if any will be pointed out to CAS, Nagpur
for rectification in the subsequent statement. RBI, CAS, Nagpur will also
generate on behalf of the link cell of banks, monthly statements showing
transactions (1) PAO wise date-wise (Annexure -1 1) and 2)

- Ministry/Department-wise PAO-wise (Annexure-12). Two copies of PAO-wise

Note:-

(b)

(IV)

(a)

(b)

statement will be forwarded to the link cell by RBI, CAS, Nagpur. One copy of
the statement will be furnished to the PAO by the Link Cell by 5" of the
following month retaining the other copy as its record. As regards Ministry-
wise ‘statements, one copy of the statements will also be furnished to the link
cell by RBLLCAS. The RBI, CAS, Nagpur will send one eopy each of monthly
statement, PAO-wise and date-wise, i.e. (Annexure—11) and (i) Ministry wise
PAO-wise i.e. (Annexure—12) along with consolidated monthly statement to the
CCA/CA of the Ministry/Department by 15" of the following month.

The arrangement of generating monthly staternent by CAS, Nagpur on behalf of
link cell is a purely temporary measure. Link Cells will be required to take over
their work when they are computerised.

Link Cell will also prepare separate statements (Annexure — 10) for adjustment
of discrepancies reported by Focal Point branch and furnish them to RBI, CAS,
Nagpur for adjustment in Ministry’s Accourits. RBI, CAS will process them,
PAO-wise on the computer and furnish two copies to Link Cell. One copy will
be retained by it and the other will be returned to RBI, CAS, Nagpur.

S.B.l., GAD, Mumbai_(In_CASE OF MINISTRIES/DEPARTMENTS
BANKING WITH SBI).

On receipt of daily memorandums/telegrams in respect of transactions from
various Focal Point branches, the Government Accounts Department, Mumbai
will consolidate the position and report the consolidated figures
(receipt/payments separately) to RBL.  Central Accounts Section, Nagpur for
eventual settlement. SBI, GAD, Mumbai while reporting the consolidated
figure to RBI, CAS, Nagpur will also furnish a certificate to the effect that
relevant documents have been submitted by its focal point branches to the
respective Government officials.

SBI; GAD, Mumbai will prepare four copies of mcathly settlement statement as
per Annexure-11 and forward three copies thereof to RBI, CAS, Nagpur for
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. verification before 5™ of the succeeding month. RBI after verification will
forward one copy (alongwith the monthly closing balance statement) to each
Principal Accounts Office of the Ministry/Department, one copy to SBI, GAD,
Mumbai and retain one copy for their record.

© SBLGAD, Mumbai will also prepare four copies’ of monthly settlement
statement PAO-wise showing transactions date-wise (Annexure- 11) and
forward original copy to - respective Principal  Accounts  Office,
duplicate/triplicate copy each to the respective PAO and Focal Point Branch(s)
and retain the fourth copy for their record.

() SBI, GAD, Mumbai will also prepare mdnthly settlement statement in duplicate
as per Annexure —12 and forward one copy thereof to respective Principal
Accounts Office of the concerned Ministry/Department. R

(e) SBL,GAD, Mumbai will furnish to CAS, Nagpur daily the Ministry/Department-
wise transactions statement. At the end of the month SBI will furnish to CAS,
Nagpur ~ (PAO-wise monthly statement of transactions and Ministry-
wise/Department-wise monthly statement of transactions to enable CAS,
Nagpur to submit consolidated monthly statement to Controller of Accounts.

(V) SELF MONITORING

Link Cell at Nagpur will also receive a copy of certified DMS from its Focal
Point branch latest by the 10™ of the following month. On receipt, thereof, the link cell
should compare entries of receipts and payments in respect of each PAO date-wise
with reference to amounts put through as shown in Annexure-8. In case if finds that the
amount as shown in the DMS and as appearing in Annexure-8 differs it should adjust
the difference in the daily advice for the next day showing corrections distinctly giving
a reference to the date of each transactions. This will ensure settlement of accounts on
self reconciliation basis. In doing so, it should keep a note of corrections in the DMS
so that, if later, the same discrepancy is pointed out by the Focal Point branch at the
instance of PAO, double adjustments is avoided. A similar procedure should be
adopted by SBI,-GAD, Mumbai. : : : ' :

(VD) - MARCH RESIDUAL TRANSACTIONS :-

(a) The transactions relating to Ministries/Departments, reported by the Focal Point
branch to Reserve Bank of India, Central Accounts Section, Nagpur during the
month -of April may include transactions- affected by the dealing branches
pertaining to the month of March (or, in exceptional cases, earlier).

[}
a
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(b) The transactions pertaining to a financial year are required to be adjusted to the
extent possible, in the account of that year itself. As such, the transactions
effected during the month of March should be expeditiously advised by the
dealing branches to the Focal Point branch to enable the later to report the same
to RBI, CAS, Nagpur through the link cell. In particular, the transactions taking
place -from 15" March till the end of the month should be reported by
telex/telegram. As regards residual March transactions which could not be
reported to RBI during the .concerned financial year, the Focal Point branch
should segregate from 1™ April, all the transactions pertaining to the previous
financial year and prepare separate Main scroll for (a) the residual transactions
pertaining to March or earlier (i.e., during the earlier financial year) (b) current
transactions i.e., those effected from the 1* April onwards. Fhe main scroll for
March transactions prepared from 1* April to 25 April should be distinctly
marked as March Residual-1, March Residual-2 ......... #. and so on up to
March Residual-25. Focal Point branch should report these transactions to the
Link Cell in separate Daily Memo. i.e., one for March and the other for April
transactions. This procedure of reporting should continue up to and including of
il April, and all transactions thereafter advised by the dealing branches will be
reported in the usual manner and adjusted in the accounts of month of report at
CAS, Nagpur. The same procedure should also be followed by the link cell in
reporting these transactions to RBI, CAS Nagpur. The Focal Point branch
should also furnish two separate monthly statements, one pertaining to “March
Account” clearly marked as such, covering transaction relating to the period up
to 31" March but reported during 1™ to 25" April and the other covering the
April transactions (which may include transactions of the previous month/s
reported after 25" April) as usual. The monthly statement pertaining to the”
March Account” should be sent to the concerned Pay and Accounts Officer
latest by the 30" April. The statement relating to the month of April should be
sent latest by the 3" of the following month in the normal course.

(VIl) RESERVE BANK OF INDIA OFFICES.

With the introduction of revised procedure from 1% May,1989, RBI offices
ceased to be the designated offices for settlement of DMA transactions handled by
accredited banks. RBI offices, will however, continue to handle the transactions of
Ministries/Departments accredited to them either exclusively or concurrently with SBI
in the usual way. The RBI offices will follow the procedure applicable to the dealing
branches and Focal Point branches as the office function both as dealing branch and
Focal Point branch in respect of those Ministries/Departments for which they are acting
as bankers. Each office of the Bank will act independently and render accounts to Pay
and Accounts Officer. The transactions effected by them in respect of the accredited
Ministries/Departments will be accounted for by them in their books and the balances,
in Departmentalised Ministries’ Accounts reported to CAS, Nagpur ‘through
telegram/telex  daily. The offices render scrolls, etc. to the Pay and Accounts
Officer/Drawing and Disbursing Officer on daily basis, submit Date-wise Monthly
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/ statements to Pay and Accounts Officer for verification/certification and also attend to
reconciliation work thereof . RBI offices should telex the PAO-wise monthly receipts
and payments of each Ministry/Department to CAS, Nagpur immediately after the
month-end transfer of balances followed by detailed monthly statement.

(VIII) RECONCILIATION.

(a) Efforts should be made to verify the scrolls promptly, if any discrepancy is
detected, the same should be got settled by personal contact. If the scrolls are
verified correctly, the DMS would become only a copy of verified figures and
would not pose any problem subsequently.

{b) the reconciliation work will be done in two parts:-

First part will be reconciliation between the accounts rendered by the dealing branches
to focal Point branch. This will be the responsibility of the concerned Focal Point
Branch. ‘

Second parf will be reconciliation from the level of Focal Point Branch onwards right
up to the stagé of transactions put through. This will be the responsibility of PAO and
Focal Point branch concerned.

12.  TURN OVER COMMISSION.

The Link Cell of the bank will-arrange to submit claims, Ministry-wise-/Department-
wise, for turnover commission on Government transactions sett ~d with RBI, CAS
Nagpur to that office on quarterly basis for settlement. They have to ensure that
adjustments on account of discrepancies of transactions originally reported are
furnished in separate statements. It should also ensure that adjustments of
discrepancies are correctly taken into account for arriving at total Government turnover
and there is no double claim of turnover commission on account of such adjustments.

13. RECOVERY OF INTEREST ON DELAYED REMITTANCES:

Government of India levy interest on remittance delayed for credit to Government
account and on excess/double reimbursement obtained by banks. In view of this,
dealing branches/Focal Point branches and Link Cell should ensure that the
transactions are reported promptly and correctly to avoid payment of interest (please
see Annexure-14 for detailed procedure for recovery of interest from public sector
banks).

14. Job cards No.1,2 and 3 have been given at the end for the guidance of banks for
branch level receipts, branch level payments and focal Point branch level procedures.

15. It will. be ‘desirable for every bank transacting any business under the
arrangements réferred to in this memorandum to open currency chests at centres where
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receipt and payment transactlons on Govemment account under thts %cheme are hkelyf ~
to be handled. : :

- 16. It may be necessary for the Cbmptroller and Auditor General of India to
undertake a percentage audit of the transactions under this schemes. It is, therefore,
~ suggested that as far as possible the books and ledgers connected with Government
transactions may be segregated and mdintainéd séparately.

~

kkkkkkkkkkk
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ANNEXURE - 3
Statement - 1

ayment Scroll

Name of Bank ........coeeeeeiiinnnenians i D i e e s T
' - Code No. _ Dealing Branch Code No.

Sr. No. -
1 Date :

Head of A/c. (PAO) Code No.

NanmofDrawer, ..... el e = 5
" (i.e. PAO/DDO)

Sr. - Cheque ~ Amount - Progressive - Initials
No.; 1 = . T Total :
' No. . Date Cash Clearing Transfer LS
‘ Rs. ~ Rs. Rs. Rs.. P.

—

A
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' DealingBranch  Code No.

 Head of Alc. (Min/Deptt/PAO)

Code No. _

: éSr Name: of -Head. - 0F - o

“Amount

No Deposnor ‘Ale.  as

; “menfioned Cash ‘
sht s b e ~~inChallan - - - Rs."

Cledrin'g Trahsfer
~Rs.

S IRE P

by




Statement 3

Daily Aclvwe of Transaction (To be anbm itted'b ing branches to Focal Point
Branch) in respect of Umon Ministries' Transacuens - (Expendlture Accounts)

- Name of the PAO :
Code No.-.. ..

o

_ The Branch Manager | S AT TR j
.......................... Name of Ministry/Deptt. : ’ '

Code No. .. ..

Dag: |
Sr.No. Name of Dealmg Braach
: Code No. .. ..
Receips - Disbursements “. - .
2 .fER';so o AT e : E v ot . \ °RS’. .

i

‘Br—'anch Manager ‘ 7

; ) . !

" The Receipt/Payment Scrolls a}ongwnth receipted ‘challans, p&ttf cheques etc must be
;attached to this advxce :
. . . |




ANNEXURE - 6
Statement - 4

MAIN SCROLL -- UNION MINISTRIES' EXPENDITURE ACCOUNTS

Name of izocal Point Branch @ ........ccoovunee. ‘qué No...... (. SR
Name of PAO : .....ooovviiieieiiieiinnn Code No..iileeienensans Running Sr. No...........
" Name of Ministry/Deptt..........cocooeeneneene Code No............ Date: ..... i e mnis TR B

Sr. Name of Dealing Date of Transaction at Receipts Payments Remar

No. Branch dealing branch | Rs. Rs. ks

Sub-Total

Transactions of Focal Point Branch

Grand Total

To be preparéd in triplicate

[a——

2 Two copies —- original with scrolls and paid cheques/receipted challans and
duplicate without documents to be submitted to PAO on a day-to-day basis.

3 Duplicate copy duly verified by PAO, to be obtained by the Focal point branch on
a day-to-day basis. ‘ ’

4. - Third copy to be retaiﬁed as bfﬁce »cépy.

5. Scrolls of dealing Branches with documents to be attached to original Main
Scrolls should be in the same order in which entries are listed in this Main Scroll.

6. The Grand Total of receipts and payments should be reported to Link Cell,
Nagpur on a day-to-day basis. '

Branch Manager

Branch Seal
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ANNEXURE -7

Statement - 5
: ~ Paily Memo
V'ERANSACTIONS ON BEHALF OF RBI
CBENG e
g T ; ] L, Date oo niniinn
Name of Bank 1.5 22 it ieieioesse o COdeNO. vt
Name of Focal : :
Point Branch : ...... PR A O R ) i e G
-Receipts 5 Code No. Onalc.of E Code No. Disbursements
Zon e Central Govt. e gk - R,
Railways* ' o T ‘ LY i
Postal Accts.* ' : A
Defence*
- Telecomm*
| DMA* i e
Total Receips ~  Total ' Total Disbursements
* Net Receipts/
Disbursements
~ Check Total
Telegraphed " Not Telegraphed

Branch Manager
*Name of Mmmtry/Dept (Mmor) Accounts and Code No

Receipts b ; B s Dgsbursehfienfs

-4l
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v - (In Quintuplicate)
ANNEXURE - 8 :
Statement - 6
‘Union Ministries' Ex :penditure Accounts -- Month Statement :
(0] Recelpts and Bisbursements for the Month of
Name of Bank ... i i, %0
Name of Focal Point Branch

Name of PAO .......... =it e oW
Name of Mlmstry/Deptt ...... AR Eo: K e A,

Date " Receipts Disbursements - “Initials of
: ~ Rs. - Rs. ~ Supv. Official

b T o o o Ll

Sk 200 ks ' - Branch Manager






-amou credited/debited to BMA by cantra dehtfcrecht to our Current
'unt 0.1 maxntamed Wxth you,.

RUF e G
v i i



ANNEXURE-10
Statement 8

Transactmns of Umon Mlmstrjes Expendlture Accounts

Disbursements*

'Nam'eofBank'.':“ BY B S oam T Y SerlaINo
CodeNo.: AR S e TR ] Date

S Please amend the entries agamst the followmg heads of accounts as mchcated
below

“Name _ of Code Mini/ Code Name Code Date  of Original Amended
Focal Pomt No Deptt. No. of No.  transactions amount ~amount
B e L PAD 7 hn oRei e Redories

Ofﬁcer—in—Chargé of
Link Cell

*  Amendment to Receipts & Disbursements should be reported in separate |
' statements

45 -
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Statement 9

Settlements made by ..... SR CO IR, K S on account of
(Name of Bank) )
Union Ministries' expenditure Account f transactions :
PAO-Wlse, date-wnse for the month of .....cccceveneennecnns T hieaidani
Name of Mlmstry/Deptt.. (ayrreseridnts _....Code No.: 7 Name of Foc"el
: ) —————Point Branch -.........

Name of P.AO. : eseetr s ...Code No. e o

| | Code No.
- * - ——— o ——— . ( A .
Date of Date of settlement o “Amount settled - ;
Transactions  with RBL  CAS, ’ Receipts Payments
: Nagpur ' Rs. Rs.
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6—138/M. of

ANNEXURE -- 14

DEPARTMENTALISED MINISTRIES' ACCOUNTS
JOB CARDNOG. 1
BRANCH LEVEL PAYMENTS

PROCEDURE

. Cheques on Gnvgmrnent account are

presented for
countsr.

- payment in cash on
ihx. cheques are also

Examine the cheque properly with
reference to its currency, amount and
verify the signatures of the issuing
authority addition to the usual
precaution taken while passing a
cheque. It should also be ensured that
the amount mentioned in the letter of
credit should not be exceeded at any
time by reason of payment of any
cheque and that the cheque is 'free
from stoppage’

in

The clerk should add his initials on
the left hand bottom corner of the
cheque issue a token after
recodrding the token number on the
cheque.

and

The Ledger Clerk will examine the
cheque as siated in (2) and post the
amount in the ledger as also the
payment scroll.

Brand the cheque with 'Pay Cash’
stamp aund record the Serial number
of the entry in the scroll on it.

Financa/ND/2001
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SPECIAL INSTRUCTIONS

Cheques in respect of salary, pensior
etc. for Rs.1000/- and above and
cheques in respect of expenditure, if in
excess of . Rs.500/-, are marked
"account payee".

Cheques for lesser amount are paid {©
payee only on identification or to his
banker on a certificate from the banker
that the amount has been placed to the
payee‘s credit or to a person hoiding a
etter of authority from the payee, after
pmper verification of identification.

Cheques meant .o payment to the
payee who is a Govt. Officer for
disbursement of salaries etc. of office

establishment and for office
contingencies and marked 'Not
Transferable’ and payable to ‘payvee
only' are paid to himself or his

authorise agent holding a letter of

authority on verification of payee's
signature.
All inter-departmental and inter-

Governmental adjustments are made

by means of cheques superscribed-

with the words "Account Government
not to be paid in cash but only credited
to their account.



6.

10.

11.

12.

The ledger and scroll alongwith the
relative cheques to be put up to the
authorised passing official and the
passed cheques to be sent to cash
payment counter for payment of cash
against the surrender of the token
issued. The cheques received through
clearing/transfer are similarlv
scrutinised and passed by the
authorised passing office.

Payment scrolls to be prepared in
triplicate or quadruplicate as the case
may be in form Annexure - 3.

Serial number of each entry in the
scroll to be recorded on the cheque.

Each day's scroll to be given a
runniing  seriai  number from
accounting year 1% April.

Total the scroll at the end of each day
and balance the books with reference
to the totals of the scrolls.

All  paid cheques are noted
individually in the payment Register,
where following details are recorded.
(1) Date of payment (2) No. of
cheques (3) Amount of cheques.

On the next day, the original and
duplicate copies of scrolls with the
cheques attached to the original copy
of the scroll alongwith a forwarding
Memo in Annexure 5 to be sent to the
designated Focal point branch. 1If a
DDO is in account then the triplicate
copy will be forwarded to him, the
quadruplicate being retained for
record.
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Give the prefix 'DMA (E) for serial
numbers on the scroll.

If the dealing branch and the focal
point branch are nct at the same
centre, sent the scrolls/cheques, etc. by
Registered Post.
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JOB CARD NO. 2
BRANCH LEVEL RECEIPTS

PROCEDURE

Counter Clerk will accept the receipts

in the form of cash/cheque/ draft

alongwith the challans in duplicate/

triplicate/ quadruplicate as the case may

be.

(a) Following things are to be checked
in the challan.

(1) Amount (2) Name and address

of the depositor (3) Head of account

(4) That the proper authority has

authorised the bank to accept money

(5) The amounts to be credited to

more than one head of account are

not included in the same challan.
(b) In the case of cheque/draft, it should
be checked that

(1) The cheques/drafts are in favour
of the PAO maintaining account
with the bank. If not, they
should be properly endorsed.

(2) In the case of account payee
cheques, special endorsement is
required authorising the bank to
collect and credit the amount to
the account the concerned of
PAO.

In the case of challans accompanied by
cheques/drafts, acknowledgement is
given on the triplicate/quadruplicate
copy of challans as a token of receipt.

Enter in a Receipt scroll in triplicate or
quadruplicate in form Annexure - 4.

Record the serial number of the entry in
the scroll on the right hand top corner
of the challan.

Give running serial number for the
accounting year from 1™ April to each

day's scroll =
5 51

SPECIAL INSTRUCTIONS

The banks will not have to receive
amounts from members of public
unless the relative supplementary
memorandum of instructions on
banking and accounting
arrangements of the concerned
ministry provides for this.

Give the prefix DMA(R)' for serial
numbers on the scroll.



10.

. Brand all copies of the challans with a

suitable receipt stamp containing name
of the bank, branch and centre and only
one copy of challan to be returned to
the depositor will be signed in full by
an authorised official.

Receipted challan may be handed over
to counter clerk for delivery to
depositor.

Total the scroll at the end of each day
and balance the books with reference to
the totals of the scrolls.

All  receipted challans are noted
individually in the receipt Register
wherein the name of the deposiior, his
address, amount and date of receipts are
written.

On the next day, the original and
duplicate copies of scrolls with the
challans attached to the original copy of
the scroll to be sent to the designated
Focal Point branch. If a DDO is in
account, then the triplicate copy will be
forwarded to him, the quadruplicate
being retained for record.



JOB CARD NO. 3
FOCAL POINT BRANCH

PROCEDURE

On receipt of two copies of scrolls
alongwith challans/cheques attached
to the original scroll, separate original
and duplicate copies of the scrolls
and subject them to careful scrutiny
for accuracy.

Consolidate the transactions of the
various dealing branches including
your own and prepare a Main Scroll
in - triplicate in Annexure - 6
separately for each  Ministry/
Department giving total transactions
of each branch.

Forward 2 copies of the Main Scroll
alongwith original copy of the scroll
with the relative instruments received
from various dealing branches to the
Pay and Accounts Officer on a day-
to-day basis.

Stitch and retain the duplicate copy of
the scroll without any instruments
received from the branches for your
record.

Incorporate the aggregate of the
receipts and payments arrived at the
Main Scroll in the Daily Memo
(Annexure -7) and report to your
Link Cell at Nagpur on a day-to-day
basis.

‘Keep a watch on the prompt receipt
of the certified copy of the scroll
from the PAO.

3

SPECIAL INSTRUCTIONS

Give a serial number in consecutive
order to the Main Scroll.

(a) Give a serial number in
consecutive order to the
Memo/Nil advice.

(b) Send the report to your Link
Cell through telex/telegram, if
the net amount is Rs.1 lakh and
above.

(c) Send a 'Nil' advice if there are
no transactions to report.

Ensure that --

(a) the mistakes/discrepancies
pointed out by PAQ are verified
after proper verification through
error scroll.

(b) missing challans/paid cheques
are submitted to PAO directly.



Prepare in quintuplicate the date-wise
monthly  statements (DMS) in
Annexure 8 and submit four copies
thereof to the concerned PAO for
verification by 3™ of the following
month. Retain the fifth copy as office

copy.

On receipt of 2 copies of verified
DMS from the PAO, forward one
copy to your Link Cell at Nagpur
before 10" of the following month
and retain the other copy on your
record.

54

(c) the copies of the Main Scrolls
duly verified by the PAO are
kept on the record of the
branch.

Prepare separate set of scrolls for
March Residual transactions upto
25" of April.  Report these
transactions in a separate Daily
Memo to Link Cell during the
above period.



(1

()
3)

“4)

ANNEXURE 15

Additional precautions to be exercised while passing various instruments
for payment.

It should be ensured that the instrument presented for payment is genuine,
valid and outstanding.

Stoppage, if any, should be verified with reference to the stop list.

The signature of the drawing officials on the instruments should be verified by
the passing officials before passing the instruments for payments with
reference to the specimen signatures of the authorised officials on record.

The specimen signature cards of the DDOs should be maintained with the
care. These cards should be indexed, classified account-wise, periodically
updated and invariably held in the custody of passing officials. To ensure
quick access to specimen signatures it would be advisable to allot serial
numbers to the various specimen signature cards and arrange the cards in
serial order. The said numbers whenever allotted to the DDOs may be
intimated to the concerned Government Department and they may be
requested to clearly indicate the names and designations of the signing
officials and to quote the number allotted to them below their signatures on the

instruments (and advices) to facilitate identification of the signatures.
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APPENDIX '3' TO CHAPTER 1
(Referred to in Para 1.4.3)

INSTRUCTIONS REGARDING THE PROCEDURE FOR INDENTING
SAFE-CUSTODY, ISSUE AND ACCOUNTAL OF CHEQUE BOOKS IN THE
DEPARTMENTALISED ACCOUNTING SYSTEM.

It has been decided after consultation with the Comptroller & Auditor
General of India that the following procedure will be followed in regard to 1ndent1ng,
safe-custody, issue and accountal of cheques/cheque books in the
Ministries/Departments in which the Departmentalised accounting system has been
introduced.

2. ANNUAL INDENT

The supply of cheque-books of different varieties required for making
payments by the Pay & Accounts Officers and cheque drawing departmental officers
will be made by the Controller of Stamps, Nasik Road. For this purpose all the Pay
and Accounts Offices should intimate their requirements of cheque books including
the requirements of cheque-drawing officers in their jurisdiction, for the next financial
year to the Pr.CCA/CCA/CA of the concerned Ministry/Department before the 15th
January every year.

3 ASSESSING THE REQUIREMENTS

The annual requirements should be based on the average of the actual
consumption of cheque forms during the preceding calendar year i.e. from January to
December of the previous year. Additional provision may be made while preparing
the indent for extra requirements which can be anticipated during the next financial
year. The stock in hand as well as the requirement of cheque books for the remaining
three months of the current financial year, should also be taken into account. To the
requirements so worked out, a reserve stock of cheque books equal to approximately
three months' requirement, should be added, to meet unforeseen requirements and to
safeguard against delay in printing, transmission etc.

4. PREPARATION AND SENDING OF CONSOLIDATED INDENT BY
PR.CCA/CCA/CA.

Based on requirements intimated by all the Pay-and Accounts Officers, a
consolidated annual indent will be prepared by the Financial Adviser through the
Pr.A.O. indicating the requirements of different varieties of cheque books and sent to
the Controller of Stamps, Nasik Road by the end of January every year. Specimen
signatures of an Officer in the Principal Accounts Office will be sent to the Controller
of Stamps, Nasik Road by the Chief Controller of Accounts.

The total requirements of cheques of each Ministry/Department will be sent by
the Press to the indenting officers of the Mmmtry/Depaxtment concerned who will in
turn have to despatch the requisite number of cheques to different PAOs/Cheque
drawing DDOs (including those at outstations under their control). The name of the
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Ministry/Department/ Organisation/PAO and also the name of the branch of the bank
will have to be stamped by means of a rubber stamp, on the cheques before issue.

5. ACCOUNTING VERIFICATION OF SERIAL NUMBER ETC.

The cheque books received from the Controller of Stamps, Nasik Road will
contain machine-numbered cheque forms. On receipt of the bulk supply of cheque
books, they should be carefully scrutinised under the supervision of the officer-in-
charge to see that each book contains the number of cheque forms specified therein,
and that serial numbers printed thereon are in consecutive order. The actual counting
of the cheques and the checking of their serial numbers may be done by the Junior
Accountants of the Sections who will sign each book in full in token of having
conducted the check. The cheque-cashier and the officer-in-charge, will test check 10
per cent and 5 per cent respectively, of the cheque books checked by the Junior
Accountants and should sign in the books so test checked by them.

There is no objection if the Principal Accounts Office, immediately on receipt
of the cheque books, supplies these cheque books in the same sealed packets as
received from the Security Press, to the different P.A.Os under its control as per their
- indents processed and consolidated by the Pr.A.O. It shall then be the responsibility
of the receiving PAO to open the packets and verify the correctness of cheque-
leaves/cheque books as per instar:t orders and take the cheque books on stock. In case
any discrepancy is noticed by the PAO on receipt of the packets the PAO should bring
it to the notice of the Pr.A.O. immediately, who shall take up the matter with the
India Security Press from whom the cheque books are received.

The cheque books received in excess of the annual requirements of the PAOs
would, however, continue to be retained in the Pr.A.O. who shall verify the
correctness of the cheque books/cheque leaves and take them on stock.

6. CUSTODY AND STORAGE

The cheque books will remain in joint custody of the cheque-cashier and the
officer in charge. The stock of blank cheque books should be stored in a steel almirah
with double lock of which one key should be kept by the Officer in Charge and other
by the Cheque-Cashier. The duplicate set of keys will be kept in an envelope duly
sealed by the Officer in Charge and the Cheque Cashier, in the custody of the Head of
the Office/Principal Accounts Officer. In the case of an outstation Pay & Accounts
Office comprising only one Accounts Officer, the duplicate set of keys duly sealed in
a cover, may be kept in the relevant branch of the bank with which the PAO is in
account.

Note :- If the double lock system for custody of cheque books is not feasible in any
office owing to the smallness of the establishment or lack of facilities, the
cheque bocks should be in the custody of the Head of the Office under lock
and key. The Head of the Office will be responsible for their safe custody
and issue, to the Cashier as and when required, of the required number of
chequebooks.
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7. STCCK REGISTER OF CHEQUE-BOOKS

A Stock Register of Cheque Bocks/Forms should be maintained to keep an
account of the receipts, issues and balance of cheque books/forms (Form CAM 1
Each morning, the Chequ=-Cashier ~nould take sach cheque books from the Officer in
Charge, as are likely to be vscd during the course of the day and should remain
responsible for their use and return of the balance at the close of the day. Another
register should be raintained by the cashier for showing the ch=que forms received
by him each day and those returned by him. The entry should be made by the Cashier
with his.dated initials in this register.

8. ISSUE OF CHEQUE BOOKS TO DRAWING AND DISBURSING
OFFICERS

The Drawing and Disbursing Officers vested with cheaue drawing powers,
will requicitior their requirement of cheque books from the concerned Pay and
Accounts Uffice. The latter will supply to the DDO the minimum number of cheque
books, sufficient for his requirement for three months. Issue of such books will also
be entered in the stock Register of Cheque books.

In cases where the power of drawal of funds by cheque(s) is withdrawn from any
cheque drawing DDO, all the unused forms from parly used cheqie bocks with that
officer shall be defaced by writing the word ‘cancelled’ promptly across each cheque
form and itz counter-foil (but without the signature of the Drawing Officer ) and
returned to the Pay & Accounts Officer concerned who shall destroy them after
keeping a note in the relevant records. All unused cheque book: with such an officer
shall , however, be returned by him to the Pay & Accounts Officer without any
cancellation. Such cheque books shall be taken into stock in the Stock Register of
cheque books held by the Pay & Accounts Officer and shall be re-issued to any other
Cheque Drawing DDO under his account control or to his own o:fice.

If and when a Pay & Accounts Office is wound up, all partly used/wholly
unused cheque books in the custody of that office shall be returned along with a
complete accountal of cheque books so remaining as per the 3tock Register, to the
Prinzipal Accounts Office , which shall in turn take acton on the same lines as
indicated in the abcve sub-»era.

9, DAILY ACCOUNT OF CHEQRUE FORMS USED

An account of cheque forms used daily should be maintained by the Cashier in
(Form CAM 2) and submitted to the Officer inn Charge at the time of closing of the
accounts daily. In tiis register the cheque numbers used during the day should also be

noted. ’

10. ACCOUNT OF CHEQUES BY D.D.Os

58



The Drawing and Disbursing Officers enjoying cheque drawing powers will
also maintain the account of cheque books and the cheques used daily in the same
form as detailed in para 7 and 9.

13 STOCK TAKING AT THE CHANGE OF THE OFFICER IN CHARGE

Every six months, in April and October, stock taking of the cheque books
should be done by an officer other than the officer-in-charge (cheques) and a
certificate of physical count recorded by him in the stock register. This stock taking
should also be done whenever there is a change of the officer in charge (cheques) and
the relieving officer should initial the entry in respect of each of the cheque book
noted in the Form CAM 2 and sign a certificate in the Stock Register in the following
form :-

"Received the current cheque books as indicated by my initials in the register
of account of cheque forms and the unused cheque books from ........... 10 s as
entered in the Stock Register”

Note:- In the case of a Pay & Accounts Office comprising only one Accounts Officer,
half-yearly physical verification of stock of cheque-books may be arranged as
indicated below:- :

(a) if at any station, there is more than one such Pay & Accounts Office functioning
under a Principal Accounts Officer, mutual physical verification may be entrusted
among those Pay & Accounts Offices;

(b) if at any station, there is only one such Pay and Accounts Office under a Principal
Accounts Officer but there are Pay and Accounts Offices functioning under
other/another Principal Accounts Officer, the Principal Accounts Offices by
mutual consultation could arrange for the physical verification between their Pay
& Accounts Offices;

(c) if a single such Pay & Accounts Office is located at any station, then the physical
verification may be conducted by the Inspecting Officer of the internal inspection
party entrusted with the inspection of that office or by any other gazetted officer
(including Dy. Controller of Accounts, Controller of Accounts , or Chief
Controller of Accounts ) who visits the office on any official work.

In the case of a cheque drawing D.D.O. the physical verification can be entrusted
either to the Inspecting Officer of the internal inspection party conducting the normal
inspection of his office or be any gazetted officer of his Department who visits that
office on any other official work.

12, INTIMATION TO BANK REGARDING USE OF CHEQUE BOOKS

Before the cheque books are actually brought into use, during a particular
period, the officer in charge (cheques) shall send intimation in Form CAM 3 to the
bank upon which he draws the cheque, notifying the serial numbers of the cheque
books and the number of cheques coutained therein.



The Drawing and Disbursing Officers authorised to issue cheques will
intimate the cheque numbers etc. to the bank as well to the Pay and Accounts Office.

5 XXXXXX not printed

14. Whenever facilities are available, cheques will be written by means of cheque
perforating machines which will use indelible chemical ribbon, to give adequate
safegrards against fraudulent alteration in the cheques. The cheque forms for this
purpose will have to be ottained, not in the forra of bound books but in the form of
rolls. The indent for such rolls should be made separately from that for bound cheque
books and separate account of such cheques should be maintained.

5. Whenever cheques in book form are used, the details of the payee, the amount
and date should be filled in the counterfoil.

(Vide Ministry of Finance, Department of Expenditure, Special Cell OM

NO.E.2(27)/76-SC dated 14.5.1976, D.O. letter No.F.2(12)/76-Spl.Cell 1490-1503
dated 16.8.1976 and CGA's OM No.S.11019/App.4/78/TA/4652 dated 28.7.1979).
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CHAPTER 2

PRE-CHECK PAYMENT PROCEDURE IN THE CENTRAL CIVIL
ACCOUNTS OFFICES WHERE SCHEME OF MERGED DRAWING AND
DISBURSING OFFICERS HAS NOT BEEN INTRODUCED.

2.1 The following procedures will be observed in the presentation, processing and
passing of claims against Government presented to Pay and Accounts Offices for
payment.

2.1.1 Subject to the provisions contained in the Central Government Account
(Receipts & Payments) Rules, 1983 (in particular Rules 29 to 36) about general
procedures relating to presentation of claims for withdrawal from Government
account being observed, biils which should only be claims and not acknowledgements
will be presented by the claimant at the bill counter of the Pay and Accounts Office,
either in person ot through a messenger, or through a bank or other authorised agent,
or by post. Subject to the instructions contained in paras 1.5.1 to 1.5.5 of Chapter I,
every bill should bear an endorsement showing:-

(a)the party, the person, bank or authorised agent in whose favour the
cheque or demand draft is to be drawn;
{(b) whether the cheque/demand draft is be open or a crossed one.

Note: Open cheques are not to be sent by post.

2.1.2 Noie | (a) under Rule 64 of C.G.A.(R & P) Rules, 1983, provides that monthiy
salary bills should reach Pay and Accounts Offices by the 20th of the month to which
they relate. Except in unavoidable and urgent cases, bills other than monthly salary
bills should not be submitted to Pay and Accounts Offices during the last week of a
month.

2.2.TOKENS

2.2.1 Except in the case of bills received by post, one metal token bearing a number is
given against each bill to the person who presents.it by the clerk termed as 'counter
clerk’ authorised to receive the bill in the Pay and Accounts Office. This token
number is noted by him on the bill before it is transmitted to the concerned pre-check
payment section through a Biil Diary (CAM 4). The token number thus recorded on
cach bill should be noted on the cheque prepared for payment after the bill is passed.
The 'Counter clerk’ will hand over the cheque to the person who presents the metal
token as well as gives details of the amount and of the payee of the bill. (If a bill is
returned unpassed, the token will be taken back from the messenger simultaneously |
while handing over the bill). The receipt and issue 0. tokens is recorded in a Register
of Tokens (CAM 5). The 'counter clerk' should verify daily, the stock of tokens in-
hand after taking nto account the un-redeemed tokens. This verification is intended
as a purely numerical check to see that for the number of tokens that are NCT in-
hand. an equal aumber of bills exist in the office. A certificate of this verification
should be recorded in the Register of Tokens and should be put up to the Assistant/Jr.
Accounts Officer/Asstt. Accounts Offieer.
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2.2.2 The Assistant /Junior Accounts Officer should daily see that for the bills paid
during the day by cheques and bills returned unpassed, corresponding tokens are
received back. A certificate to this effect should be recorded by him in Form CAM 6
and submitted to the Pay and Accounts Officer in-charge. :

2.2.3 On the 20th of each month, a detailed census of all tokens in hand should be
taken by the Assistant/Junior Accounts Officer in Form CAM 7 after making
necessary enquiries from the Payment Section in Form CAM 8 and the result reported
to the Pay and Accounts Officer.

2.2.4 The procedure to be followed for issue of cheques in cases where the metal
token issued to the presenter of a bill is lost will be as follows:-

(a) A note of the loss of token(s) should be kept in the Token Register showing
the token number which has been lost. This should be done under the
attestation of the Pay and Accounts Officer.

(b) The number of tokens lost should be subtracted from the total number of
tokens in stock. The cost of token recoverable may be decided upon by the
Ministry/Department concerned.

(c)The following precautions should be -taken while handing over cheques in
cases where the token is not produced:-

(i) Where the payment is due to a DDO by 'Not Transferable" cheques or
“"Creditable to Government Account only” cheques, the request for issue of the
cheque(s) should come from the DDO concerned in writing and his signature
should inter-alia be verified before delivering the cheque(s) to the DDO or his
messenger.

(ii) Where 'Negotiable' cheques have to be issued on account of personal claims or
claims of contractors/ suppliers, the same should be crossed and marked
'Account Payee' and no open cheque under this category should be issued
where a token has been lost. The written request from the DDO for the issue
of cheque(s) in all cases of lost tokens should clearly indicate the fact of loss
of token(s) and the cheque(s) should be delivered only after verification inter-
alia of the signature of the DDO or his messenger.

Note: In the case of small Accounts Offices dealing with a limited number of
drawing officers, the Financial Adviser of the Ministry/Department concerned
at his discretion may prescribe a simpler procedure in lieu of the token system.

2.3 SCRUTINY AND PAYMENT PROCEDURES

2.3.1 Bills should be passed for payment and cheques issued within seven working
days of their receipt. Efforts should be made for passing the bills within a shorter
interval and bills indicated as 'Tmmediate’ by a D.D.O. should be attended to urgently
and cheques issued on the same or the next day. The checks which are to be exercised
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on the bills by the payment section have been indicated in Chapter 4 dealing
exclusively with this aspect.

2.3.2 Specimen signatures of officers drawing pay, contingent, grants-in-aid etc. bills
should be obtained and pasted on the pages of the payment register set apart for the
purpose and attested by the Pay and Accounts Officer in ink. The signature on each
bill should be verified by the Senior Accountant/Accountant concerned with reference
to the relevant specimen signature.

2.3.3 After duly examining the bills from various angles and recording precheck
enfacement and amount passed for payment (in words and figures) on each bill, the
Senior Accountant/Accountant should submit them to the Pay and Accounts Officer
through his Assistant/Junior Accounts Officer along with the concerned 'DDO wise
Bill Passing-cam-Expenditure Control Register' in Form CAM 9. The Pay and
Accounts Officer will examine the bills, compare the signature of the drawing officer
with his specimen signature and after satisfying himself of the correctness of the
charges, tick off relevant entry and affix initials in the register and approve the
enfacement of pass orders on the bill for payment, over his full dated signature. The
bills so passed will immediately thereafter be made over to the cheque section by the
payment section.

2.3.4 Payments in respect of outstation establishments will be made by bank drafts.
The provisions of para 1.6.1 to 1.6..3 of Chapter 1 are relevant for the purpose. The
bank drafts required should accordingly be obtained from the relevant branch of the
bank with which the Pay and Accounts Office is in account, by sending a requisition
in Form SY 288 (to be had from the bank) along with a statement in duplicate
showing the particulars (designation of the drawing and disbursing officer in whose
favour the bank draft is required, and the amount of each bank draft required and also
the total number of bank drafts required)Any correction in the statement should be
properly attested by the PAO /Cheque drawing DDO. If any special superscription is
required to be made in the draft such as 'Account Payee', 'A/c Govt. only', 'Not
wansferable' etc. it should be specifically mentioned in the statement. Requisition for
cancellation of the bank drafts already obtained and issue of fresh drafts in lieu of the
cancelled one should be sent separately to the banks and not to be included in the
Statement requiring fresh demand drafts. All such requisitions sent to the bank should
be entered in the Register of Bank drafts (Form CAM 12) and their receipt from the
bank and despatch to the payees concerned should be watched through this Register
by PAO/Cheque drawing DDO. The bank while issuing bank drafts will return one
copy of the Statement to the PAO /Cheque drawing DDO. The bank draft should be
sent to the party concerned by Registered Post with a forwarding letter in Form CAM
13 and receipt of acknowledgement should be watched. Cancellation of Demand Draft
or corrections thereof, are also to be noted in CAM 12 against the original entry.

2.3.5 The cheque writer will prepare a cheque for the net amount. When two or more
bills are payable to the same person, it will be convenient to issue a single cheque for
the total amount, though the particulars of each bill should be entered at the
appropriate stage, separately in the register of cheques delivered. The cheque writer
will note the number of the cheque conspicuously on the bill, enter its details in the
Register of the Cheques Drawn (Form CAM 10) and submit the cheque and the bill

63



!

along with it to the Pay and Accounts Officer and also to the second officer
authorised to sign the cheques, wherever required, through the Assistant/Junior
Accounts Officer. The Pay and Accounts Officer signing the cheque will tick the
cheque number, see that the amount of cheque agrees with the amount passed for
payment and then sign the cheque after defacing the pay order given earlier. The
passed bill together with the cheque will be returned to the Cheque Section which will
affix the date on the cheque at the time of its delivery. Immediately after the
delivery/despatch of the cheque, the Cheque Section will attach the payee's
acknowledgement, if received by then, to the bill, stamp it as paid, write the voucher
No. on the upper right hand corner of the bill and enter details of payments for each
day on a separate page in the Register of Cheques Delivered (form CAM 11). The
register may be prepared with second and third perforated copies for each page, to be
utilised for making two carbon copies thereof meant to serve as "Daily Memorandum
of Pre-check Payments by the PAO". The form of the acknowledgement should be

"Received by cheque Rs......... rom ™~ the ..o in  payment of Bill
NOG i dated.......... on account of .............. " and its receipt should be watched in all
cases :

If the crossed cheque/demand draft is sent by post, the Cheque Section will
despatch the valuable by Registered Post and watch receipt of the printed
acknowledgement which will be sent along with the covering memo (Form CAM 13)
with which the valuable is despatched.

24  PROCEDURE FOR ISSUE OF A FRESH CHEQUE IN LIEU OF A
LOST ONE

24.1 If the Pay and Accounts Officer of a departmentalised accounts office is
approached with the request that a fresh cheque, in lieu of the one issued by him
earlier but since lost, may be issued, the Pay and Accounts Officer shall proceed with
such a request in the manner stated below:

(i) The Pay and Accounts Office should send an intimation by registered post,
A,D, te the bank drawn on, regarding the alleged loss of the cheque and advice
it to stop payment if the cheque alleged to have been lost is presented for
payment thereafter. If the currency of such a cheque has not expired in terms
of Rule 45 of the C.G.A.(R &P)Rules, 1983, at the time of sending such an
intimation, the bank shall acknowledge in writing in the following form, that it
has kept a note of the 'Stop Payment Order'.

"We acknowledge receipt of your letter No.................. dated.......and advise having
noted to stop payment of cheque No........ dated....... for Rs...... (Rupees......)
favouring........... In this connection, it is certified that cheque No....... tatddeia for
Rs......reported by the drawing officer to have been drawn by him on this bank in
favourof .......... will not be paid, if presented thereafter".

In case, however, the currency of the cheque alleged to have been lost has

expired when the intimation regarding loss of cheque is sent to the bank, no
acknowledgement of the ‘Stop Payment Order' may be insisted upon from the bank.

64



The postal acknowledgement may be treated as sufficient for the record of the Pay &
Accounts Office.

(i1) The Pay and Accounts Officer should satisfy himself with reference to the records
maintained in his office viz. the payment/error scrolls received from the paying
bank register of cheques delivered, etc. that the payment of the cheque in question
has not been made. If the currency of the lost cheque expires on Saturday, the pay
and accounts officer shall also verify the payment scroll for the subsequent
working day of the bank.

(iii)The party requesting for the issuance of a fresh cheque in lieu of the lost one
should execute an indemnity bond in the form as per '‘GAR 12'. However, in the
case of a Government department/Public Undertaking wholly owned by
Government or the bank, the execution of such an indemnity bond is not necessary
but a fresh cheque should, in these cases, be issued only on receipt of a certificate
that the cheque alleged to have been lost was not received by them or having
received the same, it was lost and further that it will be returned to the Pay and
Accounts Office if found afterwards.

(iv) On completion of the requirements in clauses (1) to (iii) above, the Pay and
Accounts Officer may issue a fresh cheque in lieu of the lost one under
intimation to the DDO and /or payee. He should also keep a suitable note on the
spare leaf provided in M.I.C.R. cheque book/counterfoil (where MICR cheques
have not so far been introduced), as the case may be of the lost cheque and
against the relevant entries in the register of cheques delivered and paid
voucher(s) regarding the issue of a fresh cheque in lieu of the lost one.

2.4.2 If the original cheque is found to have been paid afterwards, the P.A.O. will
take up the matter with the paying branch telegraphically and place the amount paid
under the head "Suspense Account(Civil)- Cheques cancelled but paid" till the matter
is investigated and the amount recovered or written off. The paid cheque will also be
removed from the payment scroll and kept in personal custody of the P.A.O. till then.
In case the fact of such payment is noticed by the D.D.O., he will report the matter
immediately to the paying branch and inform the P.A.O. accordingly by a telegram
for further action. In regard to similar provisions for cheque drawing D.D.Os Para
3.5.1(xii) of Chapter 3 may be referred to.

2.5 PROCEDURE FOR RETURNING BILLS UNPASSED

2.5.1 If for any reason it becomes necessary to return a bill unpassed, it should be
returned to the bill counter with a Half Margin Memorandum (Form CAM 14) giving
the reasons for returning the bill. A separate communication will be sent to the
drawer of the bill asking him to collect the bill from the Bill Counter after
surrendering the token. In the case of bills received through post, the bill with the half
margin memorandum will be sent by registered post.

2.5.2 In the case of minor omissions/inaccuracies noticed, the amounts considered
inadmissible may be disallowed and the bill passed for the admissible amount.
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Simultaneously ar intimation may alsc be sent to the drawer of the bill intimating the
amount disallowec and the reason for the disallowance.

2.6 CLOSING OF THE DAY'S TRANSACTIONS

2.6.1 At the end of the day, the Pay and Accounts Officer should taks up the register
of cheques drawn alongwith the cheque book, see tha: the number of the cheques are
serially enterec in the register and verify that no more cheques have been removed
than those accounted for in the register. He should initial the spare leaf of the cheque
book/counterfoil of the first unused cheque, as the case may be.(the first to be used on
the next day) and by turning back to the last initial, wil. be able to ascertain how many
cheque. forms have been actually used during the day. However, at the end of the
financial year he should also intimate his Pr.A.O., the total number of cheques issued
on the last day, total amrount thereof and the numbe: and amount of the last cheque,
under each category. This intimation should reach (telegraphically from outstation
Pay & Accounts Officers) the Principal Accounts Officer not later than the 1st
working day of the next financial year.

2.6.2 The entries ir. the register of cheques delivered should be totalled up at the end
of each dzy. The vouchers wili be transmitted alongwith the second and third
periorated carbon copies of the relevant day's page of the reg ister to the Accounts
Sectior. for detailed compilation.

2.6.3 On receipt of details of cheques encashed as per payment scrolls receivec from
the Bank, the corresponding cheque numbers should be ticked of in the Register cf
Cheques Deliverea. From unticked entries in the register of cheques delivered a list of
outstanding cheques shouid be prepared every month ii: the Pa, and Accounts Office.
The total amount of such outstanding cheques at the end of the month should be
reconciled witi. the balance outstanding under the suspense head "PAG Cheques".

Note:-If any cheque appears to be outstanding for ar unduly long period, necessary
.-enquirie.: should be made for non-encashment thereof anc 1f it cannot be traced,
paymen' should be stopped and the charge which it represents cancelle¢ and
adjusted

2.6.4 A register known as "Accounts Officer's Check Register” (Form CAM 15)
wil! be maintained personally by the Pay and Accounts Officer showing the tota! daily
issues and encashments of cheques and the balance of unpaid chequﬁs at the end of
eack month which should be compared with the tota of the cheque: outstanding as
per the list of outstanding cheques. The baiance at the end of each month shoulc also
be independently tallied with the amount outstanding under the suspense head "PAO-
Cheques".

2.6.5 Any cheque remaining unencashed for 3 months “hould be pursued at once.
The particular: of such cheques remaining outstanding for more thar 3 month: shall
be noted in a separate register with the following particulars viz

(1; Cheque no. and date

(2) Voucher no. and date



(3) Drawee's name

(4)To whom delivered / despatched

(5)Date of delivery / no. of date of forwarding letter
(6)Particulars of payment (HBA,GPF, Contingency, salary etc.)
(7)Remarks, if any.

The cheques pending shall be referred to the concerned authority/ person etc. for
finding out as to whether the cheque has been got encashed and if so, to give the date
of encashment with requisite particulars.

(1) In cases, where the party / person concerned intimates non-receipt / loss of
cheque the PAO shall issue duplicate cheque after following the procedure
laid down in para 2.4.

(i1) In case efforts of the PAO to trace the cheque after one year, it shall be
reported to CCA /CA with full facts and the amount shall be written back in
the accounts.

(ii))  In case, where the cheque was issued to another Accounts Officer in inter-
departmental settlement for clearance of the balance under 'PAO Suspense’'
etc. the matter shall be investigated to find whether it would result in the
missing credit/ debits of GPF, HBA etc. In such cases, the matter shall be
pursued with the concerned Accounts Officer at a higher level to find out the
whereabouts of the cheque. In case, the efforts taken in this regard do not work
out, the amount shall be written off to the MH-8680-Misc. Govt. Accounts
after following the procedure laid down ‘in Rule 38 of Govt, Accounting Rules,
1990, with the approval of the competent authority.

(Authority- No.1(2)/94/TA/110 dated 10-4-95.)

LT Procedure for issue of fresh cheque in lieu of cancelled/ time barred
cheque

2.7.1 Revalidation of the time-barred cheque by PAO/ cheque drawing DDO is not
permissible irrespective of the date of its drawal. Fresh cheques will be issued in all
such cases.

The time barred cheque received back by the PAO should not be destroyed but
it should be cancelled under his signature. The cancelled cheque should be treated as
a voucher/ sub-voucher for issuing fresh cheque in lieu thereof and the fact of 1ssuing
fresh cheque should be noted on it. The amount of the time barred cheque (i.e.
voucher) should be classified as (-) credit below the head “8670-Cheques & Bills-
PAO Cheques” in terms of para 5.11 of C.A.M. Entries regarding cancellation of old
cheque with voucher number of the fresh cheque, etc. should be noted on the
counterfoil/ record slip of the old cheque book. :

Sfesfe s sk e e st sl sk e
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CHAPTER 3

PROCEDURE TO BE FOLLOWED BY DRAWING AND DISBURSING
OFFICERS AUTHORISED TO DRAW CHEQUES (CHEQUE DRAWING
DDOs)

3.1 DELEGATION OF CHEQUE DRAWING POWERS TO DRAWING AND
DISBURSING OFFICERS.

3.1.1 As a general rule in the departmentalised system of accounting, all payments
are to be made only by the Pay and Accounts Cffices of the Ministry/Department after
proper pre-check. However, as a partial exception to this rule, the drawing and
disbursing officers of offices which are not located at the same station where the Pay
and Accounts Office is located, may be delegated powers with the prior approval of
the Controller General of Accounts to draw funds directly from the local branches of
the Public Sector Bank, accredited to the ministry/ department by means of cheques
for arranging payments of the categories specified in para 3.1.3.

The proposals for deiegation of cheque drawing powers to Drawing and
Disbursing Officers who are not located at the same station as, or near about, the Pay
and Accounts Office, should be submitted to the Controller General 3f Accounts after
due scrutiny and keeping in view the need to restrict the number of cheque drawing
DDOs. Cases of delegation of cheque drawing powers to the DDOs may be forwarded
when it is inescapable, with the recommendation of Chief Controller/ Controller of
Accounts. In cases where the head of accounting organisation is a Deputy Controller
of Accounts, the proposal should be routed through the ILF.A. The following
information should invariably be furnished while submitting the proposal to the
Controller General of Accounts: .

I. The complete designation and address of the Drawing and Disbursing Officer.

i The name of the Pay and Accounts Office under whose payment control the
DDO is. _‘ : :

3 j’Otal number of staff under the payment contrél of the DDO.

4. The Budget Grant for the relevant year.

> The distance from the nearest cheque drawing D.D.O.

6. Distance from the Pay and Accounts Cffice.

Er The average number of bills submitted to the PAO for pre-check during the

preceding one year.

The head of the accounts organisatiof may directly approach the Reserve
Bank of India, Department of Governmenrt Account, Central Office, Mumbai for
opening the bank account in respect of the new cheque drawing DDO. No request
for opening such an account will be sent by the head of accounts organisation unless
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the approval of the Controller General of Accounts has been received for delegating
cheque drawing powers to the DDO. However, in case of opening of assignment
accounts in respect of cheque drawing powers given to the divisional officer in terms
of the C.P.W.A. Code in the Public Works Department, such approval is not
necessary but a copy of the request made to the RBI should be endorsed to the
Controller General of Accounts.

3.1.2 Every Government Officer who is authorised to draw cheques on a bank shall
send his specimen signature and also the signature of the second signatory to the
Bank, duly countersigned by an independent officer, whose signature is available with
the bank. When the first signatory is relieved, the specimen sigi:ature of the new
incumbent and also that of the second signatory shall be countersigned by the relieved
officer. In this connection cheque drawing DDO may follow the instructions as
prescribed for the Pay and Accounts Officer (vide para 1.4.2 of CAM)

3.1.3 Cheque Drawing DDOs are permitted to make payments of the following
categories of bills:

(a) Pay and allowances including wages and medical claims - both advances and
final bills;

(b) Travel expens

() Office contingencies;

(d) Advances from the provident funds for all categories ;

(e) Withdrawals frem G.P. Fund and final withdrawals of accumulations in the

fund for group ‘D' government servants,

(f) Payments arising under the Deposit Linked Insurance Scheme to group D'
government servants,

(2) All short term loans and advances to government servants (i.e. those
recoverable in less than 60 instalments).

Payments of advances will be made after sanction of the competent authority
is obtained , a copy of which should be sent to the Pay and Accounts Officer.

Bills for all other kinds of payments like payments of long-term loans and
advances and for withdrawals from provident fund (in respect of Government servants
other than Group 'D') under Rules 15 and 16 of General Provident Fund (Central
Services) Rules, 1960 or corresponding provisions of other Provident Fund Rules,
will be pres'emea to the Pay and Accounts Office concerned for pre-check and
payment by bank drafts. Such payments should not-be made by the D.D.Os by issue
of cheques against their assignmient.

In so far as the Executive Engineers functioning as cheque drawing D.D.Os
under Centra! Public Works Department and departments for which the provisions of
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Central Public Works Account Code are authorised tc be followed, are concerned, the
purposes detaiied in the Central Public Works Account Code may be deemed to be
those approved by the Controller General of Accounts. However, in the case of a
Public Works Diivision, if an officer other than the Executive Engineer is declared as a
drawing and disbursing officer for the purpose of not only drawing the bills for pay
and allowances etc of the establishment of the Public Works Division but also for
drawing bills for works and ancillary payments, such DDOs working on the public
works syster: may be delegated powers to draw cheques for works and ancillary
payments in addiiicna to the categories oi payments mentioned zoove, with the prior
approval of the Cortroller Genera: of Accounts, in respect of the said division or
divisional office.

‘Authority : Note undcer rule * 1(2) of C.G.A. 'R&P) Rules 1983).

Nete ;1 In the case of certain departments, the drawing and disbursing officer may
also be aelegated powers “or drawal of cheque for limited purpose with the
approval of the Controller General of Accounts for mak'ng payments of
certain specified nature.

Note: 2 The term 'cffice contingencies' referred (o above chould be interpreted in a
resiricted way so as (o cover only ‘hose items which would fall wiziin the
sanctioning power of the D.D.O as well as certain periodical payments such
as rent, ratcs and taxes, electricity, water and telephone Charge< and other
day-to-cay office expenses.

Note: 3 Cheque drawing D.D.Os are not authorised to issue cheques for drawal of
advances in term of Rule 34(3) (v) of G.P.F. (CS) Rules, 1960 Bills for the
parpose, duly supported by formal sanction of the competent authori.y, will
Lave to be forwarded o the PAO for payment after pre-check.

Note: 4 In the case of provident fund advances paid by the drawing and disbursing
officer, a statement of the amounts paid and the particulars of the sanction,
- names of the subscribers, their account numbers, etc. should be forwarded to
the P.A.O every month to enable the latter to ensure that the debit vouchers
are received and posted in the accounts of the subscribers and that the debits
adjustable by Accounts Officers of other Departments/Governments are

passed on to them without fail.

3.1.4 In some cases the cheque drawing D.D.D. will also be permitted (by the head of
department in consultation with the Principal Accounts Office) to make payments on
account of pay and a!lowances and office contingencies etc. as explained above of one
or more offices, in addition to his own, situated in the same station or near about. The
heads cf such offices will present such bills to the designated cheque drawing D.0.0
for payment. Any such arrangement made should be intimated to the CCA and
appropriate code numbers obtained :or the concerned DDOs.

3.2 QUARTERLY ASSIGNMENT.

3.2.1 No expenditure can be incurred out of the Consolidated Fund in anticipation of
passing of the appropriation ( vote on account ) act or the appropriation act refating to
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the budget of a financial year . The letter of credit to be opened in favour of a cheque
drawing DDO at the beginning of the financial year will cover the amount for which
vote on account has been obtained.

After the appropriation act is passed by Parliament and assented to by the
President, the budget allotment is communicated by the IFA.

On the basis of the budget allotment communicated by the Financial Adviser,
the Head of the Department, through the Pay and Accounts Office at the headquarters
will make distribution of the allotment among the drawing and disbursing officers
under his control. On the basis of the allotments for the Drawing and Disbursing
officers with cheque drawing powers and the net cash requirement for disbursal of
pay and allowances, T.A., contingencies etc. intimated by the D.D.Os, the Pay and
Accounts Office will determine the amount of assignment for every quarter of the
financial year. While determining the assignment for each quarter, the PAO will also
take into account the anticipated drawals on account of advances and withdrawals
from GPF for which DDOs are authorised to issue cheques. Thereafter, the Pay and
Accounts Officer will authorise the paying branch of the bank by means of a letter of
credit, to make payment on the cheques drawn from time to time by the concerned
Drawing and Disbursing Officer during the said quarter, not exceeding the limit
specified in the Letter of Credit. While issuing the Letter of Credit for the first
quarter of the financial year after the appropriation act is passed , the PAO will take
into account the letter of credit issued earlier on the basis of the "Vote on Account”.

The paying branch is responsible to ensure that at no time the amount assignea
i ihe leiter of credit is exceeded by the payment of any cheque. The fresh letter of
credit issued after expiry of the period prescribed in the earlier letter of credit will be
ficated s an addition to the unspent balance of the earlier letter of credit except in
respect of the first quarter as stated above. The Pay and Accounts Officers. while
municating  the assignment for the second and subsequent quarters shonld
iicate not only the amount assigned for that quarter, but also the progressive total of
assignments upto the end of the quarter so that the bank is enabled to ensure that the
tutal cumulative drawals from the beginning of the year do not exceed the toral
progressive assignments. However, the unspent assignment for the last quarter of the
financial year is not to be carried forward to the first quarter of the next year.

The cheques actually issued during the last quarter but presented for payment
during the next quarter (within the period of validity) will be taken by the banks
aguinst the assignment of the year in which they were drawn and not against the
assignments of the year in which they are paid.

The D.D.O should keep a close watch over the drawals and should take
prompt action for the renewal of the letter of credit by assignment of additional funds
by Pay and Accounts Office. The system of quarterly allotment will also apply to
disbursing officers functioning on Public Works Divisional Pattern.

3.2.2 A drawing officer in whose favour an assignment account has been opened in
the accredited bank is not permitted to draw the whole amount and place it in a



separate -account in the bank or in a private account.[Rule 50(2) of Central
Government Account(Receipts and Payments)Rules 1983).

Note: It is also not permissible to draw cheques and deposit the amount in the
department's cash chest at the end of the year for the purpose of showing the
full amount of the grant as utilised. (Note  below Rule 50(2) of
CGA{R«P)Rules ,1983. )

3.2.3 The procedure prescribed in paragraphs 1.4 to 1.6 of Chapter | regarding
sending of specimen signature, supply of cheque books, the different classes of
cheques etc., and procedure for obtaining bank drafts will also apply to drawals by
cheque drawing DDOs.

3.3 PROCEDURE "OR PAYMENT

23.1 The bills relating to the classes of payments referred to in para 3.i.3 above
will be prepared in accordance with the rules and procecures prescribed in Central
Goverament Account (Receipt and Payments ) Rules 1983/G.F.Rs. etc. and presented
to the officer authorised to issue cheques. In so far as the bills of his own office are
concerned, the cheque drawing D.D.O. will ensure that to the extent possible the bills
are got checked independently by a person other than the one responsible for the
preparation of the bills.

3.3.2 The bills received for payment from D.D.Os who are attached for payment
with the cheque drawing DDO will be verified (o make sure that they relate only to
tte classes of payments which the D.D.0s are empowered to make by issue of
cheques, and bills which do not fall under these categories, 1t received, will be
returned to the D.D.Os concerned tor sending them to the Pay and Accounts office for
pre-chec - and payment. 4 {ter ta's preliminary verifica‘ion, the bills will be entered in
the "Reg:ster of Bills Received” (Form CAM 18) and will be subjected to relevant
checks enumerated in part HI ard section I of part 1V cf the Ceniral Governiment
Account (Receipt and Payment) Rules, 1983 and Chapter 4 of this manual. Besides, it
will also be ensured that the quarterly sssignments as intimated by Pay and Accounts
Office in respect of =ach office are not exceeded, through the "Register of Cheques
Issued" (Form CAM 19). The PAO shall zlso maintain a sviteble register in respect of
each DDO to ensure that the drawals are not in excess of the assignment. This
regis‘er should be posted from the weekly accounts of tre D.D.Os and also reconciled
with the bank scrolls.

‘nter-alia, the bills shall be arithmetically checked ¢r:d =xamined with a view
to seeing that the claim is «dmussible, the authori'y i good, the signature and
countersignature where necessary are genuine and in crder, end corrections, if any,
have heen duly attested. After satistying himself in all resnects, the cheque drawing
officer will sign the pay order on th2 bill showing the amour:t for which the bill is
passed in words and figures and deface the Pay Order. The cheque will then be
prepared for the net amount of the bill. (The provisiors contained in Rule 42 of
CGA(R & P) Rules,.983 should be observed while vrriting cneques). The number
and daie o: all cheques issued are noted by the cheqrie drawing officer in the 'Register
of Cheques Issued' (Form CAM 19 ) he will attest the entry at the time of signing each

~J
3]



cheque . The entries in this register will then be subjected. to check by another officer
(preferably a Gazetted Officer) with reference to the 'pass order' in the paid voucher
The register should be closed on the same day by striking the \ouls of Col. 70
Instructions given in para 2.6.1 of this manual will also be complied with

3.3.3 The cheque Drawing D.D.O. at the end of the financial year should intimate his
Pay and Accounts Officer, the total number of Chcqves' issued on the last dayv, total
amount thereof, and the number and amount of the last cheque under each category.
This intimation should reach (telegraphically from outstation Cheque Drawing DDOs)
the Pay and Accounts Officer not later than the st working day of the next financial
vear to enable him to send a consolidated statement to the Pr. Accounts Office.

34  LIST OF PAYMENTS AND BANK RECONCILIATION
3.4.1 In terms of the procedure for repor*ivg and accounting of transactions, the

dealing branch of the bank will send a copy of the daily scroil to the che jue drawing
DDO.

[75]

4.2 The scrolis received from the bank chould he checked with reference to the
Register of Cheques Issued as to the number and the amount of cheques paid. Date of
encashment should be noted in the relevant column of the register of cheques issued
A Bank Reconciliation Statement (Form CAM 26) should ‘“e drawn up »very month
explaining the difference between total payments made as per the bank scroli aad the
total payments during the month as per the register of cheques “ssued, indicating the
details of the cheques issued during the mon:h but not anasiu,a and cheques issued
in carlier weeks cashed during the month. Ji&bripan& ies, if dry noticed in the scrolls
should be takevi up with the bank immediately. 7 he bank reconciliation siatemen’ will
also be sent to the Pay and Accounts Officer .

3.4.3 The drawing and disbursing officer shall prepare a a List ol Payments in triplicate
(Form CAM 21) at the end of every weck. "wo copies of the list of payment
accompanied oy the paid vouchers should bz sent to the Pay ani Accounts Office on
the due dates as mentioned below:

Ist to 7th . ..by the 9th of the montt
8th to 14th .. .. ..by the 16th of the mon*h
15th to 21st .. .. ..by the 23rd of the month_
22nd to the end of the Month...DAILY
Last day's scroli ........... by the 31d o: the following month.

The DDOs shall prepare & bank reconciliation statement every month and send
it to the PAO. A similar reconciliation statement in respect of receints shall be sent
(Form CAM 22).

Nete :-Sub-vouchers upto Rs. 500/- in value shall be ~etained by the cheque-drawing
oﬁlcels in their offices vide Rule 111(3) Central Government Account
(Receipt anc Payment) Rules, 1983 and these would be examined at the time of
interiai/local audit of their initiai records.
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A certificate would have to be recorded by him on each contingency bill to the
effect that sub-vouchers of value upto Rs. 500 numbering from Sub-Voucher..._ to
Sub-voucher..... have been retained in his office.

3.4.4 In the case of officers rendering accounts on the Public Works/Forest system,
the due dates for submission of compiled accounts to the Pay and Accounts Office
shall be the 7th of the succeeding month.

3.5 CHEQUF BOOKS--CUSTODY OF - PRECAUTIONS.

3.5.1 Cheque books will be supplied to cheque drawing DDOs by the Pay and
Accounts Offices concerned. The following instructions contained in Central
Government Accounts (Receipts and Payments) Rules, 1983 should be carefully
observed by the cheque drawin g officers:-

(1)  an account of cheque books and of cheque forms used daily will be maintained
by the cheque drawing DDOs in the same form as detailed in paras 7 and 9 of
Annexure 3 of chapter | of this manual

(i1)  Cheque books shall on receipt be carefully examined by the drawing officer who
should count the number of forms contained in each and record a certificate of
count on the fly-leaf. (Rule 40 of Central Government Account(Receipts and
Payments) Rules,1983.

(ii1) Cheque books must be kept under lock and key in the personal custody of the
drawing officer who, when relieved shall take receipt for the exact number of
cheques made over o the relieving officer. (Rule 40(2) of Central Goverament
Account (Receipts and Payments) Rules,1983).

(iv) The cheque drawing DDOs will notify the dealing bank on which he draws
| cheques , as well as the Pay and Accounts Officer . the number of each cheque
book which from time to time he brings into use and the serial numbers of
cheque forms it contains . The bank will keep a record of the particulars for
veritying the genuineness of the cheques presented for encashment Rule 39 of
CCA(RCP; Rules,1983),

(v)  The loss of cheque books or a blank cheque form shall be notified promptly to
the branch of the bank with whom tke disbursing officer concerned has a
drewing account. (Rule 41 of C.G.A.(Rx?) Rules, ] 983).

(vi) In the absence of a specified request tc the contrary from the payee, cheques
drawn in favor of corporate bodies, firms cr priva‘e percens shall be crossed.
Subject to any instri ctions recejved from the payce a cheque shall be crossed "&
Co." with the addition of the vords "Not negotiable” between the crossing.
Where the paye= ‘s believed to have a banking account, further precaution sha:l
be adopted where possible by crossing "--—-————.__ & Co." by quotiag the name of
the bank through which the payee will receive payment ar.d by adding the words
"Alc payee only--not negotiable". This rule shaj apply to all cases where the use
of crossed cheques. is prescribed {Rule 44 ¢ * C.G.A(R&P) ™ tes, 1983},
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(vil)

All cheques should be written and signed in indelible ink only {note 4 below
Rule 42 of C.G.A.(R&P) Rules,1983}.

(viii) All cheques, irrespective of the category, drawn for Rs.10 lakhs and above shall

(ix)

(x11)

bear two-signatures. The Head of the accounting organisation shall nominate
another gazetted officer /senior most non-gazetted officer. as second signatory
for this purpose. (O.M. No. [(3)/95/TA/Pt.file/578 dated 27.7.98)

All corrections and alterations in a cheque shall be .attested by the drawing
officer with his full signature [Rule 43 of Central Government Account
(Receipts and Payments), Rules,1983].

Cheques shall be payable at any time within three months after the month of
issue; thus a cheque bearing any date in January is payable at any time upto 30th
April.

If the currency of a cheque should expire. it may be received back by the
cheque drawing DDO. Revalidation of a time barred cheque is not permissible
urrespective of the date of its drawal. For the ; .ocedure of cancellation of the
time barred cheques and issue of fresh cheque in lieu thereof, the provisions of
Para 2.7.1 may be strictly followed. In the event of non-return of the time-
barred cheque to the drawer, the drawer should on the expiry of the prescribed
period of three months after the month of issue of the cheque require the payee
either to return the cheque for cancellation/issue of fresh cheque.in licu thereof.
(Rules 45 and 46(2) of C.G.A.(R&P) Rules ,1983).

When it is necessary to cancel a cheque before its issue, its cancellation must be
recorded with dated signature on the counterfoil of non-MICR cheque/ loose
leaf in case of MICR cheque, as the case may be, and the cheque must be
destroyed. In cases where if is 1ssued and withdrawn, i.e. , a fresh cheque is not
required to be issued , the cheque should be defaced as above and forwarded to
the P.A.O.. Simultaneously , the entries in the accounts should be suitably
reversed (Rule 47 of C.G.A.(R&P) Rules,1983).

If a request is received by the cheque drawing DDO for issue of a fresh cheque
in lieu of a cheque which is alleged to have been lost , within a period of one
year from the date of issue of original cheque, he should send an intimation by
registered post (acknowledgement due) to the bank drawn upon regarding the
alleged loss of the cheque and advise it to stop payment if the cheque is
presented for payment thereafter. If the currency of the cheque has not expired
at the time of sending such an intimation, the bank:shall acknowledge in writing
in the form given in para 2.4.1 of chapter 2 of this manual. In case, however, the
currency of the cheque, alleged to have been lost, has expired when the
intimation regarding the loss of the cheque is sent to the bank, no
acknowledgement of the 'stop payment order’ may be insisted upon from the
bank; the postal acknowledgement may be treated as sufficient for the record of
the cheque drawing DDO. On receipt of acknowledgement from the bank the
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cheque drawing DDO wil] send a copy thereof (0 the Pay and Account Office
for issue of a non-payment certificate.

On receiving a copy of *his acknowledgement from the said D.D.O., the PAO
concerned will, after verification of his relevant records j.e. Register of Cheques
delivered, etc. and after keeping a suitable note against the relevant entry in that
register, issue 1 non-payment certificate to the D.D.O. in the foliowing form:-

"Certified that cheque No...... dated....... . for Rs.....reported i (the drawing
officer) to have been drawn by him on...... branch of..... bank in favour of.... . has not
bee paid”,

The D.D.O. will note particulars of the non-payment certificate received by
him against the relevant entry in the office copy of the list of payments, to indicate
that the original cheque has not been paid and it has been ‘stopped' from payment. A
similar note will also be made by him on the counterfoil of that cheque and office
copy of the relevant paid voucher before issuing a fresh cheque in lieu thereof,
Provisions of para 2.4.] (iii) of Chapter 2 will be followed for the purpose of issue of
a fresh cheque and the number and date of the fresh cheque will aiso be noted o the
list of payments, paid voucher and counterfoil of the old and cancelled cheque. While
the paying bank: need not thus issue 'non-payment certificate’ there will be no change
in their responsibilities in regard to lost cheques. All usual precautions will continye
to be exercised by them with a view to ensuring that a cheque in respect of which
advice has been received is not subsequently paid. If the original cheque is found to
have been paid afterwards, the DDO wil} report the matter immediately (o the paying
branch under telegraphic intimation to the P.A.O.[Ruie 48 of Central Government
Account(Receipt and Payment),Rules, 1983].

3.6 RECEIPT SCROLLS.
Procedure laid down in para 1.10 of this manual should be foliowed.
3.7 ACTION IN PAY AND ACCOUNTS OFFICE ON PAYMENT SCROLLS
One of the two copies of the lists of payments will be used as Register of
Cheques Delivered' in the Pay and Accounts Office, (These copies should be kept in a
guard file in the Pay and Accounts Office). The second copy with paid vouchers will
be sent to Compilation Section. After the receipt of the Payment scroll and paid

cheques from the bank, the procedure laid down in para 1.9 of Chapter 1 should be
followed mutatis mutandis.

stk s ok ik ok koot sk o
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CHAPTER 4

PRINCIPLIIS AND PROCEDURES OF PRE CHECK AND POST CHECK TO
BE CONDUCTED BY PAY AND ACCOUNTS OFFICES

4.1 INTRODUCTORY

4.1.1  Bills presented to Pay and Accounts Offices are required to be passed for
pavment after pre-check.

4.1.2 It is the duty of the Pay and Accounts Officer to see that the incurring of
expenditure from the Consolidated Fund of India is governed by the following
essential conditions:-

(1} that there is provision of funds authorised by the competent authority fixing
the limits within which expenditure can be incurrad: '

(1) that the expenditure incurred conforms to the relevant provisions of the
Act. Constitution and of the laws made thereunder and should also be in
accordance  with  the  financial  rules and regulations framed by the
competent authority and

(ii1} that there exists sanction, either special or general, accorded by the competent
authiority authorising expenditure.

4.2 CHECK AGAINST PROVISION OF FUNDS

4.2.1 Articles 112 to 116 of the Constitution contain the important  financial
provisions  which  describe the control - which  Parliament  exercises over
expenditure from  the Consolidated Fund of India.

4.2.2 No expenditure incurred from the Consolidated and Contip gency Funds of India
on or after 1M April of a financial year, under the provisions of Articles 114 to | 16 and
267(1) of the Constitution, will be protected by law unless authorised by an
Appropriation Act passed in accordance with the provisions of Ar.icle 114. All
disbursements from the Consolidated Fund during a financial year, which are not
authorised by the Annual Appropriation Act passed by the Legislature before the
close of the year, will, therefore, be challenged by Audit as unaithorised expenditure,
untif regularised by an Appropriation Act. This should be borne in mind by the Pay
and Accounts Officers.

4.2.3  The check against provisior of furds shculd be directed primarily to
ascertaining that the money sought to be expended is to be applied to the purpose or
purposes for which the Grants apd Appropriations ‘specified in the Schedule to an
Appropriation Act passed under Article 114 of the Constitution were intended to
provide and that the amount of expenditure against eac1 Grant or Agpropriation does
not exceed the amount included in that Schedule.
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Note:- The term ‘Appropriation’ as used in this paragraph and elsewhere in this
Manual stands for sums required to meet "charged" expenditure as specified in
the Schedule to an Appropriation Act passed under Article 114 of the
Constitution. A gist of the classification so far issued on the types of
transactions that could be treated as ‘charged' expenditure under.the provisions
of the Constitution is included as Appendix "B" to this chapter.

4.2.4 The pre-check to be applied to all payments by the departmentalised Accounts
Offices includes a check against provision of funds also. It is an important part of the
- functions of the Accounts Office to see that no payment is made in excess of the
budget allotment. In order to exercise an effective check in this behalf, a separate
register (D.D.O-wise Bill Passing cum Expenditure Control Register-Form CAM-9)
“should be maintained in the Accounts Office for each drawing officer and by sub-
heads and units of appropriation so as to ensure at the time of passing each bill that
the amount of the bill under check is covered by budget allotment. If the amount of
any bill leads to excess over the budget allotment or is not covered by an advance
from the Contingency Fund, the Accounts Officer should decline payment under
advice to the authority controlling the grant so that the latter could arrange for
additional funds. An Appropriation Audit Register (Form CAM 62)shall be
maintained.

Note:- In cases where payment of a bill/claim would lead to excess over the provision
under any unit of appropriation, the payment may be made by the Pay and
Accounts Office only on receipt of an assurance in writing from the
Ministry/Head of Department controlling the grant that the expenditure
involved is not on a New Service or New Instrument of Service; that necessary
funds to accommodate the expenditure will be provided for in time by issue of
re-appropriation order etc. that a note to the effect has been kept for further
action, and that the Grant as a whole (i.e. separately under Revenue and
Capital Sections) is not likely to be exceeded. This applies in respect of any
new item of expenditure provision for which does not exist in the Budget (as
distinct from expenditure on "NEW SERVICE" or "New Instrument of
Service" not provided in the Budget) as well as in cases where the existing
provision is not sufficient to cover the payments.

If such a contingency in regard to inevitable payment of a bill should arise
towards the close of financial year (inter- alia in view of G.I decision No. 3 under
Rule 75 of G F.Rs) and the grant as a whole is likely to get exceeded thereby, orders
of the F.A. on behalf of the Chief Accounting Authority would have to be sought.

In case the additional funds required are to be made available merely by re-
allocation (and not by re-appropriation) of savings, if any, under the same sub-head of
appropriation, the related claim will be passed for payment only after additional funds
therefor are allocated in writing by the controlling officer.



4.3 SCRUTINY OF DISTRIBUTION OF GRANTS APPROPRIATION,
CHECK OF REAPPROPRIATION ORDERS, AND SCRUTINY WITH
REFERENCE TO THE GUIDELINES ON "NEW SERVICE'/"NEW
INSTRUMENT OF SERVICE"

4.3.1 While scrutinising orders relating to allotment and reappropriation of funds,
provisions of Rules contained in sections V and VI of Chapter 5 of the General
Financial Rules and Rules 7 to 10 of the compilation of Delegation of Financial
Powers Rules 1978, as amended from time to time, may be kept in view. It may also
be checked whether relevant orders are issued by the competent authority and that the
total of the allotments among various controlling and disbursing officers does not
cxceed the funds duly provided under the relevant head and further that
icappropriation orders are free from arithmetical inaccuracies etc. and contain full
reasons for the reappropriations.

4.3.2 Ministry of Finance (Department of Economic Affairs) O.M. No. LS )-
B(RA)/82 dated 13th April, 1982 containing guidelines on the above subject are
reproduced in the Appendix "A" along with the annexures thereto. The provisions
thereof may be kept in view while exercising check of sanction etc. and pre-check of
bills. =

4.4 CHECK OF SANCTIONS FOR EXPENDITURE

4.4.1 Under Article 77(3) of the Constitution the power (o sanction expenditure from
tie Consolidated Fund of India and the Contingency Fund of India including the
power to dispose of property and stores belonging to the Central Government is
vested in the President whose sanction, given directly or by authorities to whom the
fdocessary powers have been delegated is necessary before expenditure can be
incurred from that Fund. The extent and conditions of delegation of financial powers
‘0 different authorities are contained in the Delegation of Financial Powers Rules as
wmended and modified from time to time.

4.4.2 The responsibilities of the Accounts Office in regard to check of sanctions is to

sce that:

(a) The sanction conforms to the relevant provisions of the Constitution and of the
Laws and Rules made thereunder and is also in accordance with the financial
rules, regulations and orders issued by a competent authority either in pursuance
of any provisions of the Constitution or of the Laws and Rules made thereunder
or by virtue of powers formally delegated to it by a higher authority.

Note:-The rules, regulations and orders against which check is conducted, mainly fall
under the following categories-

(1) rules and orders regulating the powers to incur and sanction expenditure
from the Consolidated Fund of India and the Contingency Fund of India:

(i1) rules and orders dealing with the mode of presentation of claims against
Government,  withdrawing moneys  from the Consolidated Fund.
Contingency Fund and Public Account of the Government of India, and in



(b)

(©

general the financial rules prescribing the detailed procedure to be
followed by Government servants in dealing with Government transaction
and :

(ii)rules and orders regulating the conditions of service and pay and
allowances and pensions of Government servants.

the authority sanctioning the expenditure is compétent to do so by virtue of the
powers vested in it by the provisions of the Constitution, laws, rules or orders
thereunder or by rules of delegation of financial powers made by a competent
authority; and

the sanction is definite and needs no reference either to the sanctioning
authority or to any higher authority.

443 In the check of sanctions from the point of view of competency of the
sanctioning authority the following guiding principles should be observed:-

(@)

If the sanctioning authority is vested with full powers in respect of certain classes
of expenditure the sanction accorded under such powers should not be questioned
except on grounds of propriety. When objection is raised against a sanction on
grounds of propriety, the Accounts Office should explain to the sanctioning
authority why the sanction is considered open to objection. Ordinarily, the
occasion for raising objections on grounds of propriety should arise only rarely as
it is primarily the responsibility of the sanctioning authority to satisfy itself about
the propriety of the sanction, It is only in cases of blatant or gross violation of
accepted principles of financial propriety that objections can be legitimately taken
by the Accounts Office. Even in such cases the Accounts Office should not stop
the payment but should report the matter to the Financial Adviser through the
Principal Accounts Officer for such action as the Financial Adviser may consider
necessary. In the case of sanctions issued by the Ministry with the concurrence of
the Financial Adviser, it is not open to the Accounts Office to raise objections on
grounds of propriety.

(b) The Pay and Accounts Officer should bring to the notice of the competent

authority any expenditure which does not seem to be covered by the terms of the
Article, Section, rule or order quoted as justifying it, and which has been incurred
by placing upon the Article, Section, rule or order an interpretation which may
seem to it not to be a natural, plain, or reasonable interpretation. In the case of
regulations framed by a department of Government, the Pay and Accounts Office
will accept what the department consider to be the correct interpretation of its own
regulations, provided that such interpretation is not opposed to the ruling of any
superior authority, or contrary to any established financial principle or rule. Such
discretionary power of interpretation does not, however, give a department a free
hand to interpret its rules to suit particular cases in other than a natural or
reasonable manner. So long as a rule or regulation remains unamended, the
department is bound by it and the rules should be carefully adhered to. The Pay
and Accounts Office should bring to the notice of his Pr.A.O. or of Financial
Adviser through the Pr.A.O: cases where rules and regulations are found to have
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been observed merely in the letter but not in the spirit; for example, sanctions and
orders for the grant of special pay or other allowances or concessions which are in
conflict with the broad spirit or main principles of the relevant service rules.

(c) If the sanctioning authority is vested with powers which may be exercised subject
to the fulfillment of certain conditions, the sanction can be accepted if the
sanctioning authority certifies that the prescribed conditions have been fulfilled.
Similarly, where the sanctioning authority is vested with powers, which can be
exercised provided due regard is paid to certain criteria, sanctions accorded under
such powers cannot be challenged unless the disregard of the criteria is considered
so serious as to make the sanction perverse. In such cases it is the duty of the
Accounts Officer to report the matter to the F1nanc1al Adviser through the
Principal Accounts Officer for final decision.

(d) For the purpose of financial sanctions a group of works which forms one project
shall be considered as one work and the necessity for obtaining the sanction of a
higher authority to a project is not avoided on the ground that the cost of each
particular work in the project does not require such sanction.

4.4.4 Sanctions with a.long period of currency (inter -alia orders for delegation of
financial powers) as well as sanctions of a permanent nature should be scrutinised
carefully and reviewed periodically so that if there is any reason to think that the
sanctioning authority concerned should be invited to review the sanction, such action
may be taken.

4.5 CHECK OF 'Ct,ASSIF ICATION IN ACCOUNTS

4.5.1 The transactions dealt with in the departmental accounts organisations should
be classified in accounts strictly under the Major and Minor Heads shown in the List
of Major and Minor Heads of Account as corrected from time to time. The detailed
classifications below the Minor Heads will be as shown in the Detailed Demands for
Grants.

4.6 ALLOCATION OF EXPENDITURE BETWEEN CAPITAL AND
REVENUE

4.6.1 The classiﬁcation of expenditure as Capital or Revenue will broadly depend on
the following conditions:- ,

(a) Capital expenditure may be generally defined as expenditure incurred with the
object of either increasing concrete assets of a material and permanent character
or of reducing recurring liabilities.

(b) It is not essential that the concrete assets should be productive in character or that
they should even be revenue producing. A productive asset may be considered as
one which produces sufficient revenue to afford a surplus over all charges
relevant to its functioning. It may on rare occasions be necessary and justifiable
to treat as capital a scheme not commeraally remunerative but involving large
expenditure, say for the construction of a new city. .
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(c) Tt is inherent in the definition of capital expenditure that the assets produced
should belong to. the authority incurring the expenditure. Expenditure by
Governmen! or. grants-in-aid to local bodies or institutions for the purpose of
constructing assets which will belong to these local bodies or institutions cannot
legitimately be considered as capital expenditure. ‘

(d) Expenditurc on a temporary asset cannot ordinarily be considered as expenditure
of capital nature. A

4.6.2 When it has been decided that the expenditure on a scheme for creation of a
new or additional asset shall be classed as 'Capital' the following are the main
principles applicable to the treatment of expenditure ir the accounts:-

(a) Capital bears all charges for the first construction of a project as well as charges
for intermediate maintenance of the work while not yet opened for service and
bears also charges for such further additions and improvements as may be
sanctioned under rules made by competent authority.

(b) Subject to (c) below, revenue bears all subsequent charges for maintenance and
all working expenses. These embrace all expenditure on the working and upkeep
of the project and also on such renewals and replacements and such additions,

_ improvements or extensions as under rules made by competent authority are
debitable to the Revenue Account. ‘

(c) In the case of works of renewal anc improvements which partake both of capital
and revenue nature, it is impracticable to draw a hard and fast line between what is
properly debitable to capital or revenue. Allocation in such cases is made by
detailed rules and formulae devised by the exécutive authorities, which are applied
in estimates and accounts to determine the allocation of expenditure betwten
capital and revenue. These rules and formulae must necessarily be based upon
some general principle of sound finance, which should aim at an equitable
distribution of burdens between present and future generations. ' '

(d) In theory it is legitimate to make capital bear the charges for interest on money
borrowed to finance the construction of a new project before the project becomes
revenue earning. In fact, a Government project is only part of the operations of
Government and it may be sound financial administration to meet interest charges

from other revenue during the process of construction. The charge of interest to.

capital in Government accounts is justified only when there would be undue
disturbance i the Government's budgetary position by taking interest to revenue.
The writing back of capitalised interest should be the first charge on any capital
receipts or surplus revenue derived from a project when opened for working.

(e) Capital receipts in so far as they relate to expenditure previously debited to capital
accruing during the process of construction of a pr-<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>